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Facebook: Appleby-in-Westmorland
Twitter: @applebycouncil
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APPLEBY TOWN COUNCIL MINUTES
FOR THE MEETING HELD IN THE MOOT HALL ON
WEDNESDAY 21ST FEBRUARY 2018 at 7.00pm

Report 1

Present:
Mayor:
Councillors:

Cllr Connell
Cllr Mrs Anderton
Cllr Curley
Cllr Dougherty
Cllr Hayes

Cllr Miss Hutchinson
Cllr H Potts
Cllr Rooke

Also in attendance: Mayor’s Chaplain Revd. Roger Collinson, Mace Bearer David Johnson, Eden District Councillor Mrs
Karen Greenwood.
C1/02/18

Apologies for Absence

ACTION
Clerk

Apologies for absence received from Cllr Ms Blair, Cllr Chalmers, Cllr Mrs Dixon-Dougherty, Cllr Pape,
Cllr F Potts and Cllr Stephenson in respect of this meeting.
C2/02/18

Declarations of Interest
Clerk

Cllr Connell declared a personal interest in any items on the agenda that relate to Cumbria County
Council and Eden District Council. Register of Interests: Councillors are reminded of the need to update
their register of interests.
C3/02/18

Minutes

Council
It was RESOLVED to authorise Mayor to sign the minutes of the Ordinary Meeting of the Council held
nd
on Wednesday 22 November 2017 as a true and accurate record and the Council to approve any
resolutions.

Cllr Connell

It was RESOLVED to authorise Mayor to sign the minutes of the Ordinary Meeting of the Council held
th
on Wednesday 20 December 2017 as a true and accurate record and the Council to approve any
resolutions.

Cllr Connell

It was RESOLVED to authorise Mayor to sign the minutes of the Ordinary Meeting of the Council held
th
on Wednesday 17 January 2017 as a true and accurate record and the Council to approve any
resolutions.

Cllr Connell

Committees
It was RESOLVED to authorise Cllr Curley to sign the minutes of the Finance Committee held on
th
Monday 8 January 2018 as a true and accurate record and the Council to approve any
recommendations.
It was RESOLVED to authorise Cllr Rooke to sign the minutes of the Finance Committee held on
th
Monday 12 February 2018 as a true and accurate record and the Council to approve any
recommendations.
It was RESOLVED to authorise the Chairman of the Committee to sign the minutes of the Planning &
th
General Purpose Committee held on Monday 12 February 2018 as a true and accurate record and
the Council to approve any recommendations.

Cllr Curley

Cllr Rooke
Cllr Miss
Hutchinson

It was RESOLVED to authorise the Vice Chairman of the Committee to sign the minutes of the Property
th
Committee held on Monday 12 February 2018 as a true and accurate record and the Council to
approve any recommendations.
C4/02/18

Cllr Mrs
Anderton

Questions to be received from the public.

Mrs Ella Lagan informed the Council of her concerns with regard to the pavements in the town centre.
She said that she had met with Highways Engineer, John Banks and there a number of areas where it
had been agreed that trips would be addressed. She was also concerned that the pavements were
slippy and was pleased to hear that all the pavements in the town had been pressure washed to remove
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algae following her meeting with the Highway Engineer. She said that she felt that the pavements were
really dangerous and lots of people had already fallen and that she did not want someone to fall and kill
themselves. Cllr Connell advised that he had also attended the meeting with the Highways Engineer
and noted that some of the rips were caused by vehicles overrunning the pavement and dislodging the
slabs. Cllr H Potts asked what was the threshold for a trip and Cllr Connell advised that it was 20mm.
C5/02/18

Eden District Council: Appleby Conservation Area Appraisal

Paula Smith, Eden District Council’s Conservation Officer gave a presentation on the Appleby
Conservation Area Appraisal which will be undertaken as part of the Heritage Action Zone Project. The
appraisal will include a review of the buildings in the conservation area which will include researching the
historical development of the town; checking heritage designations; field investigations and developing a
management strategy.
C6/02/18

Police Report

It was RESOLVED to receive and note the Police’s written report. No other matters were raised.
C7/02/18

County and District Councillor’s Reports.

County
It was RESOLVED to receive and note Cllr Connell’s written report. Cllr Connell advised that he had
been in contact with the Highway Engineer regard the surface water that flows along Drawbriggs Lane
and Bongate both during and following heavy rainfall. It is not just the water from the new housing
development but there is further run off from a nearby field. The potholes at Low Wiend have been filled
but there are a number waiting to be filled at High Wiend.
District
It was RESOLVED to receive and note Cllr Connell’s and Cllr Mrs Greenwood’s written report. Cllr Mrs
Greenwood advised that Eden district council had set aside a fund of £300,000 for local community
projects this is in addition to the existing Community fund. Cllr Curley asked if the money was for
infrastructure or for the delivering of services. Cllr Mrs Anderton asked if match funding would be
required. Cllr Mrs Greenwood said that she was unsure of the details but would find out. Cllr H Potts
asked if Cllr Mrs Greenwood would assist with the Skate Park project and she said she would. Cllr Mrs
Greenwood also advised that Historic England had visited the Moot Hall with colleagues from York and
that the sampling of the wood in the Chamber had been completed. She stated that the contact had
been awarded to replace the church railings and she hoped the works would be completed before horse
fair. Cllr Miss Hutchinson asked about the recycling and rubbish collection review. Cllr Mrs Greenwood
said that it was part of a national review and would look at food waste, blue bag, recycling and garden
waste collection.
C8/02/18

Mayor’s Report
st

Cllr Connell advised that the Senior Citizens Lunch will be on Thursday 1 March 2018 and would
appreciate any assistance from Councillors and also raffle prizes. He and the Mayoress had attended
th
the Remote Cinema showing of Lady Macbeth on Sunday 28 January 2018 as this was the first show
using the new equipment. The restoration of cinema equipment in the Public Hall is a great
achievement to all concerned and a benefit to the community. He thanked both Appleby Community
Acting Together and Appleby Rotary Club for taking down the Christmas lights. The 573 bus service
had received a generous donation form Appleby Age Concern and reminded Councillors that the 561,
563 and 574 were all commercial services and needed to be used to remain viable.
C9/02/18

Clerk’s Report

There was no written Clerk’s Report in respect of this meeting. The clerk advised that the Eden Vision
2050 document was included in there packs and would be on the next Planning and General Purpose
Committee agenda for final review.
C10/02/18

Outside Body Reports

Cllr H Potts advised that the Chamber of Trade was having difficulty appointing committee members and
encouraged Councillors and the business community to get involved. Cllr Mrs Anderton had attended an
Appleby Grammar School Governors meeting. Cllr Curley had attended a meeting with the Oaklea Trust
th
and Eden District Council planning officers on Thursday 15 February 2018 which had been very
constructive.
C11/02/18

Schedule of Payments & Bank Transfers – January 2018
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It was RESOLVED that the Mayor be authorised to sign the schedule of payments for the month of
January 2018, totalling £11,889.58. This figure includes employee salaries and purchases also the
fitting of the Public Hall heating system; and is inclusive of VAT. It was also RESOLVED that the Mayor
be authorised to sign the transfer of funds for January 2018 totalling £16,407.83.
C12/02/18

Council Policies

It was RESOLVED that the Mayor be authorised to sign the following Policy for 2018:


Cllr Connell

Cllr Connell

Fire Safety Policy

C13/02/18 Council Procedures
It was RESOLVED to approve the following Council documents for use and publication for 2018:



Complaints Procedure
Model Publication Scheme

C14/02/18

Councillors’ reports and items for future agendas

Cllr Curely asked if Cumbria in Bloom and the entrances to the town could be included on a future
agenda. Cllr H Potts asked if the highway Appleby-in-Westmorland sign on Long Marton Road could be
cleaned. Cllr Hayes advised that there were changes taking place in how the chemist and the surgery
manage repeat prescription and tolerance may be needed to allow the new system to settle in.
C15/02/18

Date of the Next Meeting

Councillors noted that the date of the next Ordinary Meeting of the Council will be held on
st
Wednesday 21 March 2018 at 7pm.
C16/02/18

Exclusion of the Press and Public

Cllr Mrs Anderton proposed and Cllr Rooke seconded the RESOLUTION to exclude the Press and the
Public from the meeting, in accordance with Section 1 (2) of the Public Bodies (Admission to Meetings)
Act 1960, while the following business be transacted…..
C17/02/18

Confidential Minutes

It was RESOLVED to authorise Cllr Curley to sign the confidential minutes of the Finance Committee
th
held on Monday 8 January 2018 as a true and accurate record and the Council to approve any
recommendations.

Cllr Curley

There being no further business the meeting closed at 8.15pm

AT THE COUNCIL MEETING ON:
THE MAYOR WAS AUTHORISED BY
THE COUNCIL TO SIGN THESE MINUTES TO
CONFIRM THEIR BEING AN ACCURATE RECORD:

WEDNESDAY 21ST MARCH 2018

________________________________________
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FINANCE COMMITTEE MINUTES
FOR THE MEETING HELD IN THE MOOT HALL ON
MONDAY 12TH MARCH 2018 at 6.45pm
Present:
Cllr Chalmers (Chair)
Cllr Connell (Mayor ex officio)
Cllr Curley

F1/03/18

Report 2

Also in attendance:
Cllr Mrs Anderton
Cllr Hayes
Cllr Miss Hutchinson
Cllr Stephenson

Apologies for Absence

ACTION

Apologies for absence were received from Cllr Bellamy, Cllr Mrs Dixon-Dougherty, Cllr Pape and Cllr Rooke
in respect of this meeting.
F2/03/18

Clerk

Declarations of Interest

Cllr Connell declared a personal interest in any items on the agenda that relate to Cumbria County Council
and Eden District Council.
F3/03/18

Actions from the Previous Minutes
Clerk

There were no outstanding actions from the previous minutes in relation to this meeting.
F4/03/18

Chairman’s Report

There was no Chairman’s Report in respect of this meeting.
F5/03/18

Management Accounts

The Clerk presented the Management Accounts for February 2018. Expenditure is slightly below target at
90%. The Clerk advised that year end accounts may now show a small surplus. Cllr Chalmers highlighted
that salaries were now above forecast. The Clerk advised that this was because the budget figure had not
been revised following the appointment of the new Property and Services Manager.
F6/03/18

Financial Regulations 2018

The Clerk advised that the only revisions to the Financial Regulations were on page 7. under the heading of
4. Budgetary Control and Authority to Spend. The authority for revenue expenditure has been increased for
a duly delegated committee of the council for items over from £500 to £1,000 and the Clerk, in conjunction
with Chairman of Council or Chairman of the appropriate committee, for any items below £500 to £1,000.
The Council shall approve for all items over £5,000 has not changed. It was RECOMMENDED that the
Financial Regulations 2018 be approved by the Council and adopted for use.
F7/03/18

Risk Assessment 2018 - 2019

The Clerk advised that the Risk Assessment 2018 – 2019 was still under review and would be circulated
prior to the Council meeting next week.
F8/03/18

Asset Register 2018

The Clerk advised that the Asset Register had been reviewed. Values recorded are historic and in
accordance with the Financial Regulations which are not depreciated or increased; values remain as first
entered until the asset is disposed of. It was RECOMMENDED that the Asset Register 2018 be approved
by the Council and adopted for use.
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F9/03/18

Councillors’ reports and items for future agendas

There were no Councillors’ Reports or items for future agendas raised in respect of this meeting.
F10/03/18

Date of the Next Meeting

Councillors noted that the next meeting of the Finance Committee will be held in the Moot Hall on Monday
th
9 April 2018 at 6.45pm.

ALL

There being no further business the meeting closed at 7.05pm
AT THE COUNCIL MEETING ON:

ST

WEDNESDAY 21

MARCH 2018

CLLR ROOKE WAS AUTHORISED BY THE
COMMITTEE TO SIGN THESE MINUTES TO CONFIRM THEIR
BEING A TRUE AND ACCURATE RECORD:

_________________________________________
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PLANNING AND GENERAL PURPOSE COMMITTEE MINUTES
FOR THE MEETING HELD IN THE MOOT HALL ON
TH
MONDAY 12 MARCH 2018 at 7.05pm
Present:
Cllr Mrs Anderton
Cllr Chalmers
Cllr Connell (Mayor ex officio)
Cllr Dougherty (part)
Cllr Hayes
Cllr Miss Hutchinson (Chair)
Cllr Stephenson
P1/03/18

Report 3

Also in attendance:
Cllr Curley

Apologies for Absence

ACTION

Apologies for absence were received from Cllr Mrs Dixon-Dougherty and Cllr Pape in respect of this
meeting.
P2/03/18

Clerk

Declarations of Interest

Cllr Connell declared a personal interest in relation to any item on the agenda that relates to Cumbria
County Council and Eden District Council.
P3/03/18

Actions from the Previous Minutes
Clerk

There were no outstanding actions in respect of this meeting.
P4/03/18

Planning Applications

The Committee supported the following applications:
18/0131
Application
Proposal to demolish existing detached single
garage for new garage/ en-suite extension link to
bungalow
HILL TOP ROMAN ROAD APPLEBY-INWESTMORLAND CA16 6JH
Mrs L Ronan
18/0148
Application
Reinstatement of ground floor kitchen and first floor
bathroom extension following impact damage.
13 DOOMGATE APPLEBY-IN-WESTMORLAND
CA16 6RB
Mr M Bailey

18/0125
Application
2no. proposed bungalows
LAND AT 7 BELGRAVIA APPLEBY-INWESTMORLAND CA16 6XZ
K Wharton - J R Wharton & Son

Clerk

The Committee made the following objection regarding the application detailed below: the windows which
currently house the cash machine and nightsafe should be returned to their original glazed state. The
property may be unoccupied for some time and it is not acceptable for a Grade II listed building, in the
Conservation Area and in the centre of a town that derives much of its income from heritage tourism to
have steel in place of windows.
18/0187
Listed Building
Listed building consent for internal alteration and
external removal of ATM and signage
BARCLAYS BANK PLC 19 BOROUGHGATE
APPLEBY-IN-WESTMORLAND CA16 6XF
Barclays Bank PLC
17/0988 Parkins End 5 Low Wiend: The Clerk advised that this application was to be determined by the
Planning & General Purpose Committee: 2018:
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th

Planning Committee on Thursday 15 March 2018. Eden District Councillor Mrs Karen Greenwood has
written to the Chairman of the Planning Committee supporting the application and it was agreed in addition
to the Council supporting the application Cllr Connell would also contact the Chairman on the Council’s
behalf.
P5/03/18

Cllr Connell

Planning Decisions

The Committee noted the planning decisions listed below.
17/1043
GRANTED
Full Application
Variation of condition 2 (Plans Compliance) to alter
existing basement attached to approval 17/0491
60 GLEBE ROAD APPLEBY-IN-WESTMORLAND
CA16 6RU

18/0063
GRANTED
Tree Works
ELM BANK GARTHS HEADS ROAD APPLEBY-INWESTMORLAND CA16 6TR
Mr Barry Broadhurst

Mr G Vermaak
P6/03/18 Chairman’s report
There was no Chairman’s Report in respect of this meeting.
P7/03/18

Eden District Council: Eden Local Plan 2014 – 2032 Site Allocations: AP18 Land at
Battlebarrow

Correspondence sent to Cllr Connell was considered in respect of the Eden Local Plan site allocations with
particular reference to AP18 Battlebarrow. The letter does not clarify whether the intention was still to
include AP18 in the plan; what the current status of the plan was in terms of submission to the Inspector;
could a future growth site be developed before an allocated site? The letter includes maps of additional
sites submitted during the recent call for sites but does not determine whether these sites are to be
considered and included in the plan. The suggestion that the Council should pay a fee to identify additional
possible future growth sites is not appropriate and would cost both organisations more to administer than
the value of the charge. It was RECOMMENDED that Cllr Curley draft an appropriate response. Cllr
Stephenson stated that it was important that when new sites are developed that infrastructure
improvements such as roads, footways, leisure areas and parking are considered as part of the planning
permission as this had not always been the case in the past.
P8/03/18

Cllr Curley

Eden District Council: Eden Vision to 2050
th

The Clerk advised that comments were needed on the Eden Vision to 2050 by Friday 30 March 2018. Cllr
Stephenson stated that even with the inclusion of the appendices to cover the market towns it was still a
vision for Penrith and not specifically for the district as a whole. Any comments to be sent to the Clerk by
th
Wednesday 28 March 2018.
P9/03/18

ALL

Standing Orders 2018

The Clerk advised that the Standing Orders 2018 had been reviewed and that there were no changes from
2017. It was RECOMMENDED that the Standing Orders 2018 be approved by the Council and adopted for
use.
P10/03/18

Health and Safety Risk Assessment 2018 - 2019

The Clerk advised that the Health and Safety Risk Assessment 2018 – 2019 was still under review and
would be circulated prior to the Council meeting next week.
P11/03/18

Dog Fouling: Back Lane

The Clerk advised that a request had been received asking the Council to apply to Eden District Council for
2 waste bins to be installed at the footpath entrances to the new Story Homes site from Back Lane to help
alleviate dog fouling. It was RECOMMENDED that the Council make the appropriate request.
P12/03/18

Clerk

Cumbria in Bloom

The Clerk explained that the Appleby in Bloom competition had ended as it was difficult to attract volunteers
to manage it. It was suggested that it may be possible to encourage a number of businesses in the town to
enter the tourism category of the Cumbria in Bloom competition as they already have floral displays in the
summer. Cllr Curley said he was keen to be involved and would promote the idea. If there is sufficient
interest this year it may be possible to compete in the town category next year. It was agreed that the
Council would enter the Moot Hall in the tourism category.
P13/03/18

Clerk

Cllr Curley

Entrances to the Town
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The Clerk advised that the entrances to the town involved a number of organisations and individuals. The
verges are the responsibility of Cumbria County Council. A number of individuals plant flowers and keep the
Town Council cairns tidy. It was agreed that Cllr Connell would ask the County Council Highways team if it
was possible for them to cut a visibility splay in advance of the cairn to the east of the town as this would
help its appearance. It was also agreed that the Council would work with other agencies and groups to
explore funding opportunities so that the approaches to the town could be significantly enhanced.
P14/03/18

Kirkby Stephen Community Sports Association: Support for All Weather Pitch

Following receipt of correspondence for Kirkby Stephen Community Sports Association requesting a letter
of support for their project to replace of the all-weather pitch it was RECOMMENDED that the Clerk send a
letter of support.
P15/03/18

Cllr Connell

Clerk

Councillors’ reports and items for future agendas

Cllr Connell advised that Robinsons had informed Appleby Transport Group that receipts on the 561
Appleby-Kendal Wednesday off-peak bus service via Orton and Tebay had declined over the past year.
Unless there is a significant improvement in usage the service is likely to be withdrawn before the end of
2018. The company has agreed to a three month period to give the public the chance to show that they
value the service by using it in greater numbers and more frequently. In addition Cllr Connell also advised
that the new bus stop signage had now been approved. Cllr Hayes advised that he had been unable to
attend the Cumbria Association of Local Council’s training course on the General Data Protection
UK
Regulations as planned due to work commitments. Cllr Chalmers advised that a new Parkinson’s
Support Group is meeting in Bojangles every second Tuesday of the month between 10.30am and 12noon.
P16/03/18

Date of the Next Meeting

Councillors noted that the next meeting of the Planning and General Purpose Committee would be held in
th
the Moot Hall on Monday 9 April 2018 at 7.15pm or upon the rising of the Finance Committee.

ALL

There being no further business the meeting closed at 8.00pm.
ST

AT THE COUNCIL MEETING ON:
WEDNESDAY 21 MARCH 2018
THE COMMITTEE CHAIRMAN WAS AUTHORISED BY
THE COMMITTEE TO SIGN THESE MINUTES TO CONFIRM
THEIR BEING A TRUE AND ACCURATE RECORD:
________________________________________

Planning & General Purpose Committee: 2018:

Page 7

APPLEBY-IN-WESTMORLAND TOWN COUNCIL
Caroline Dodgeon : Town Clerk
Telephone : 017683 51177
Email:clerk@applebytown.org.uk
Facebook: Appleby-in-Westmorland
Twitter: @applebycouncil

Town Clerk’s Office
Moot Hall
Boroughgate
Appleby-in-Westmorland
Cumbria
CA16 6YB

www.applebytown.org.uk

PROPERTY COMMITTEE MINUTES
FOR THE MEETING HELD IN THE MOOT HALL ON
MONDAY 12TH MARCH 2018 at 8.00pm
Present:
Cllr Mrs Anderton (Vice Chair)
Cllr Connell (Mayor ex officio)
Cllr Dougherty (Chair)

PR1/03/18

Report 4

Also in attendance:
Cllr Chalmers
Cllr Curley
Cllr Hayes
Cllr Miss Hutchinson
Cllr Stephenson

Apologies for Absence

ACTION

Apologies for absence were received from Cllr Bellamy, Cllr Mrs Dixon-Dougherty, Cllr Pape
and Cllr Rooke in respect of this meeting.
PR2/03/18

Clerk

Declarations of Interest

Cllr Connell declared a personal interest in relation to any agenda items that relate to Cumbria
County Council and Eden District Council.
PR3/03/18

Actions from the Previous Minutes

There were no outstanding actions from the previous minutes in respect of this meeting.
PR4/03/18

Chairman’s Report

There was no Chairman’s Report in respect of this meeting.
PR5/03/18

Councillors’ reports and items for future agendas

Cllr Connell advised that Eden District Council had undertaken works at the rear of the Cloisters
in the churchyard to alleviate the path flooding. He also advised that the Clock had been
stopped to allow for electrical works in the Church to be completed and would restart tomorrow.
PR6/03/18

Date of the Next Meeting

Councillors noted that the next meeting of the Property Committee will be held in the Moot Hall
on Monday 9th April 2018 at 7.45pm (or upon the rising of the Planning and General Purpose
Committee).
PR7/03/18

ALL

Exclusion of the Press and Public

Cllr Mrs Anderton proposed and Cllr Connell seconded the RESOLUTION to exclude the Press and the
Public from the meeting, in accordance with Section 1 (2) of the Public Bodies (Admission to Meetings)
Act 1960, while the following business be transacted…..

PR8/03/18

Asbestos Surveys

Confidential Minutes
PR9/03/18

Fire Risk Assessment Works
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Confidential Minutes
PR10/03/18

Market Arcade Toilets

Confidential Minutes
There being no further business the meeting closed at 8.30pm.
AT THE COUNCIL MEETING ON:

ST

WEDNESDAY 21

MARCH 2018

THE COMMITTEE CHAIRMAN WAS AUTHORISEDBY THE
COMMITTEE TO SIGN THESE MINUTES TO CONFIRM THEIR
BEING A TRUE AND ACCURATE RECORD:
_________________________________________
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Appleby Town Council Report
Date submitted 20/03/2018
Produced by
PCSO 5133 Larmour
Crime Trends and Patterns
On the 21st February between 2:30pm – 3pm, items were stolen from an unattended vehicle at the Sands,
Appleby, whilst the driver was loading supplies.
On the 27th February, it was reported that the dwelling of a deceased person at Glebe Road was burgled.
On the 5th March, police were informed about a break in to cabins used by the construction company at
Story Homes, Orchard Place. Items were taken, including a whacker plate and a grease gun.
Crime Prevention
Following our previous advice to remain vigilant concerning telephone scams, police invited a
representative from Trading Standards to a recent coffee morning in Appleby who gave residents
reassurance and answered queries on a number of relevant issues.
Schools work
As part of our ongoing commitments towards schools, local PCSOs have begun visits to classes across a
range of year groups at Appleby grammar speaking about current and future consequences of anti-social
behaviour and other behaviour which may result in police action. We value our contact with schools and
see it as a vital means of engagement.
New PCSO
For a few weeks you may look twice as you observe two PCSOs patrolling Appleby town. It is a pleasure
to welcome Sally Ewbank as the latest member of our police team. Sally will be in company with PCSO
Larmour during training before beginning her own independent patrols at Appleby later in April. This
means that Appleby town will have two designated PCSOs going forward.

Non emergency number

101
www.cumbria.police.uk
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Pot holes
The usual winter problems of sudden deterioration of road surfaces have been exacerbated
the late surge of ice and snow. Highways officers and operatives have done their best to keep
on top of problems within their available resources of manpower and equipment; this
involves some prioritising on the basis of the amount of potential damage being caused.
Gritting
The list of roads that County Council wagons will routinely grit and salt in anticipation of icy
conditions has become shorter in recent years. Elsewhere there are grit and salt bins for
voluntary use. There is no expectation that nearby residents have a duty to spreads grit and
salt: the hope is that able-bodied neighbours can find time to help. The schedule of the
gritting wagons is decided in Cabinet; local members and local committees can suggest
alterations but they are not empowered to order them.
Edenside and Greengarth
The Oaklea bid to redevelop Edenside as a combination of residential care home and extra
care housing units remains on course, though there are many steps still to be taken and it is
too early to be confident of a successful outcome. Meanwhile the few former residents of
Edenside continue to be well cared for at Greengarth, Penrith, now designated ‘Edenside’.
Balancing the Books
Financial constraints are apt to be dismissed by aggrieved residents as excuses for things they
want now not being done. But it really is the case that central government has since 2010
made massive cuts in local government support and has yet to produce a sustainable model
for the future. You may have heard of spectacular problems in Northamptonshire and Surrey;
I don’t think Cumbria CC is in quite the same situation, but there is no doubt that managing
the finances of councils is an increasingly difficult balancing act.
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EDC Report for Appleby Town Council March 21 2018
Money for Community Events and Projects



A new £300,000 fund to support services in local towns and parishes to
benefit local residents and businesses
Eden Community Fund grant scheme of £110,000 a year for all the
parishes and local communities to apply for grants to support local
projects and events

I wrote to the Leader Kevin Beaty to ask for clarification about the new pot of
£300,000 and what it could be used for. He replied:
The criteria will be agreed by the Executive in the near future.
We discussed the capital grant fund of £300k to parish councils recently.
Here is some background to the grant as it seems to have lost something in translation through the
budget process.
We already have a community grant scheme for village halls etc.
In the past 12 months we have had a call for extra cash from town councils for very large schemes, high
mill in Alston is one and KS Astro turf pitch another. The HAZ in Appleby has a need for £150k to match
fund their scheme.
At my leader meeting we discussed the possibility of large grants for KS and Alston.
This fund was also to include some capital works to help parishes with any extra costs of devolution, but
is primarily to aid the work they are expected to do.
The list on the NALC website (and government websites) for parish responsibilities is as follows
- allotments
-leisure facilities
- bus shelters
- litter
- car parks
- local lighting
- community centres
- parks and open spaces
This should form form the basis of what the grants can be spent on to make it distinct from the
community grants which fund things like village halls, playgroups, WI and organizations like that.

From this it looks like it will include projects for leisure facilities and parks
and open spaces. When I know more I will come back to you.

Eden Active Fit 4 All
This new Leisure Club started at Appleby on Monday 12 March. Aimed at
people over 50 , activities include Gym fitness, Swimming, Aqua aerobics,
Gentle exercise, etc.
The Eden Active Club sessions introductory cost is £3 per person until 28
May 2018. A range of Free open days are taking place to introduce
people to the Eden Active Club sessions and these are being held at
Appleby Leisure Centre from 9.30am-11.30am on:


Monday 16 April 2018 and



Monday 21 May 2018

The Eden Active Club is being organised by Eden District Council and its
leisure contractor GLL. Eden District Council’s Communities Portfolio
Holder, Councillor Elaine Martin, said: "The Eden Active Club is a great
way for people to socialise, do gentle exercise and keep fit and active.
These activities are very popular with residents in Penrith, Shap and
Dufton and we hope people in Appleby will find them beneficial to."
Everyone is welcome to attend the Eden Active Club sessions
English Tourism Week
Running from 17 – 25 March, English Tourism Week provides an extra opportunity to
celebrate the huge variety of walks that are on offer around the Eden Valley,
Ullswater and the North Pennines.
Special Walks for English Tourism Week include:








Sunday 18 March:
o History in our Countryside – The Lowther Valley, Askham Fell and
Heughscar Hill – 7.5 mile walk
Thursday 22 March:
o Dawdles Walk Northern Viaduct Trust accessible walk
o A level walk along the old Stainmore Railway with views from the
viaducts with added historical information in the North Pennines AONB.
Wheelchairs and buggies welcome.
Friday 23 March:
o Around or over Dufton Pike – a prominent peak on the East Fellside –
4.5 mile walk
Friday 23 March:
o Iconic Features of the North Pennines – Great Rundale, Maize Beck
and High Cup Nick - 10 mile walk

Places on these special walks are limited and must be pre booked.

Heritage Action Zone
The Railings at St Lawrence’s Church
Funding was agreed and a contract was awarded by EDC for the construction and
fitting of the railings around the Churchyard. They will be cast iron and set in stone
with lead. A site meeting is arranged this week to agree on the timescale for
beginning the project now that the weather is nearly warm enough for lime plaster.

Launch of new series of Historic Eden Leaflets
This exciting new series of leaflets will be launched on Tuesday 27 March. It is a
project in partnership with Historic England. There is a new Appleby Heritage leaflet
in a series with two others- Kirkby Stephen and Penrith. This will be a fantastic new
offering to our visitors in time for the new season.
The Engagement of a New Chief Executive for EDC
Due to the retirement of Dr Robin Hooper, work has begun to find a new Chief
Executive. Consultant company Solace Business from Yorkshire has been engaged
to start the process and find candidates. The closing date for applications is April 9 th.
There will be a two day interview process, and it is anticipated that the successful
candidate will start in September. Details will be available on EDC’s website.

Recycling and Refuse
A meeting of the Environment and Economy Scrutiny meeting of EDC met in
February to examine the Review of Waste and Recycling Collection Services as Part
of a Cumbria Consistency Project. This is an ongoing topic of scrutiny and a full
report is awaited this Spring which will affect how we deal with this locally and
nationally. Changes are coming eventually. Details of the report discussed can be
found at
https://democracy.eden.gov.uk/documents/g2269/Public%20reports%20pack%2008t
h-Feb2018%2018.45%20Environment%20and%20Economy%20Scrutiny%20Committee.p
df?T=10

End of Report.
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Appleby in Westmorland Town Council
Payments Schedule for February 2018
Date

Payee

Description

Chq
No/DD

Amount (£)

01/02/2018
01/02/2018
01/02/2018
06/02/2018
07/02/2018

Logic
CBS Electrical
Cards for Good Causes
BT
Barclaycard

PH Heating Outstanding 10%
PF&K Heating
Christmas Card Sales
BB Line
Credit Card Machine Charges

BP02/02
BP07/02
BP07/02
BP12/02
DD

2710.31
138.24
4088.38
36.96
22.45

08/02/2018
09/02/2018
11/02/2018
12/02/2018
12/02/2018
12/02/2018
12/02/2018
12/02/2018
13/02/2018
17/02/2018
17/02/2018
17/02/2018
19/02/2018
19/02/2018
19/02/2018
19/02/2018
20/02/2018
20/02/2018
20/02/2018
22/02/2018
23/02/2018
28/02/2018
28/02/2018
28/02/2018

BT
BT
BT
Skyware
N W Altham
H Pigney & Son
Walkers Windows
Waterplus
Philip Sampson
Npower
Npower
Npower
Heatons
Heatons
Heatons
George Little & Son
Corona
Corona
Corona
Cumbria Tourism
Hills Books
Wages
HMRC
NEST

BB Usage
Internet Usage
Alarm Line
TIC Purchases
PH Repairs
PH Cleaning
PH Windows
Fair Hill Troughs
TIC Purchases
MH Heating & Lighting
PH Lift
PH Heating & Lighting
TIC Stationary
TIC Stationary
TIC Stationary
MH Windows
MH Gas
PH Gas
PH Smart Meter
Excel Course TIC
TIC Purchases
Feb Payroll ( 9 employees)
Tax & NI Feb ( 9 employees)
Pensions February ( 4 employees)

BP12/02
BP12/02
BP12/02

143.64
98.64
62.80
81.60
600.00
9.72
40.00
218.75
67.90
249.97
20.81
106.59
383.63
86.76
38.39
40.00
163.78
101.02
222.05
60.00
30.97
5091.08
474.35
31.08

Total Payments for Authorisation for February 2018

BP21/02
BP07/03
BP07/02
DD
BP07/02
DD
DD
DD
BP07/02
CN

CN
BP07/02
DD
DD
DD
BP07/02
BP13/03

BP28/02
BP28/02
DD

15419.87

Funds Transferred in February 2018
Date

From

To

01/02/2018
26/02/2018

Barclays Savers
Barclays Savers

Barclays Current
Barclays Current

Total Funds Transferred in February 2018

Amount (£)
921.62
5596.51

6518.13
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These Financial Regulations were adopted by the Council at its Meeting held on Wednesday
21st March 2018.

1.

GENERAL

1.1.

These financial regulations govern the conduct of financial management by the
council and may only be amended or varied by resolution of the council. Financial
regulations are one of the council’s three governing policy documents providing
procedural guidance for members and officers. Financial regulations must be
observed in conjunction with the council’s standing orders1 and any individual
financial regulations relating to contracts.

1.2.

The council is responsible in law for ensuring that its financial management is
adequate and effective and that the council has a sound system of internal control
which facilitates the effective exercise of the council’s functions, including
arrangements for the management of risk.

1.3.

The council’s accounting control systems must include measures:


for the timely production of accounts;



that provide for the safe and efficient safeguarding of public money;



to prevent and detect inaccuracy and fraud; and



identifying the duties of officers.

1.4.

These financial regulations demonstrate how the council meets these responsibilities
and requirements.

1.5.

At least once a year, prior to approving the Annual Governance Statement, the
council must review the effectiveness of its system of internal control which shall be
in accordance with proper practices.

1.6.

Deliberate or wilful breach of these Regulations by an employee may give rise to
disciplinary proceedings.

1.7.

Members of Council are expected to follow the instructions within these Regulations
and not to entice employees to breach them. Failure to follow instructions within
these Regulations brings the office of councillor into disrepute.

1.8.

The Clerk has been appointed as RFO for this council and these regulations will
apply accordingly.

1.9.

The RFO;


acts under the policy direction of the council;

1

Model standing orders for councils are available in Local Councils Explained © 2013 National Association
of Local Councils
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administers the council's financial affairs in accordance with all Acts,
Regulations and proper practices;



determines on behalf of the council its accounting records and accounting
control systems;



ensures the accounting control systems are observed;



maintains the accounting records of the council up to date in accordance with
proper practices;



assists the council to secure economy, efficiency and effectiveness in the use
of its resources; and



produces financial management information as required by the council.

1.10.

The accounting records determined by the RFO shall be sufficient to show and
explain the council’s transactions and to enable the RFO to ensure that any
income and expenditure account and statement of balances, or record of receipts
and payments and additional information, as the case may be, or management
information prepared for the council from time to time comply with the Accounts
and Audit Regulations.

1.11.

The accounting records determined by the RFO shall in particular contain:

1.12.



entries from day to day of all sums of money received and expended by the
council and the matters to which the income and expenditure or receipts and
payments account relate;



a record of the assets and liabilities of the council; and



wherever relevant, a record of the council’s income and expenditure in
relation to claims made, or to be made, for any contribution, grant or subsidy.

The accounting control systems determined by the RFO shall include:


procedures to ensure that the financial transactions of the council are
recorded as soon as reasonably practicable and as accurately and
reasonably as possible;



procedures to enable the prevention and detection of inaccuracies and fraud
and the ability to reconstruct any lost records;



identification of the duties of officers dealing with financial transactions and
division of responsibilities of those officers in relation to significant
transactions;



procedures to ensure that uncollectable amounts, including any bad debts
are not submitted to the council for approval to be written off except with the
approval of the RFO and that the approvals are shown in the accounting
records; and
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1.13.

measures to ensure that risk is properly managed.

The council is not empowered by these Regulations or otherwise to delegate
certain specified decisions. In particular any decision regarding:


setting the final budget or the precept (council tax requirement);



approving accounting statements;



approving an annual governance statement;



borrowing;



writing off bad debts;



declaring eligibility for the General Power of Competence; and



addressing recommendations in any report from the internal or external
auditors,

shall be a matter for the full council only.
1.14.

1.15.

In addition the council must:


determine and keep under regular review the bank mandate for all council
bank accounts;



approve any grant or a single commitment in excess of £5,000; and



in respect of the annual salary for any employee have regard to
recommendations about annual salaries of employees made by the relevant
committee in accordance with its terms of reference.

In these financial regulations, references to the Accounts and Audit Regulations or
‘the regulations’ shall mean the regulations issued under the provisions of section
27 of the Audit Commission Act 1998, or any superseding legislation, and then in
force unless otherwise specified.
In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall
refer to guidance issued in Governance and Accountability for Local Councils - a
Practitioners’ Guide (England) issued by the Joint Practitioners Advisory Group
(JPAG), available from the websites of NALC and the Society for Local Council
Clerks (SLCC).
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2.

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

2.1.

All accounting procedures and financial records of the council shall be determined by
the RFO in accordance with the Accounts and Audit Regulations, appropriate
guidance and proper practices.

2.2.

On a regular basis, at least once in each quarter, and at each financial year end, a
member other than the Chairman or a cheque signatory shall be appointed to verify
bank reconciliations (for all accounts) produced by the RFO. The member shall sign
the reconciliations and the original bank statements (or similar document) as
evidence of verification. This activity shall on conclusion be reported, including any
exceptions, to and noted by the Finance Committee.

2.3.

The RFO shall complete the annual statement of accounts, annual report, and any
related documents of the council contained in the Annual Return (as specified in
proper practices) as soon as practicable after the end of the financial year and
having certified the accounts shall submit them and report thereon to the council
within the timescales set by the Accounts and Audit Regulations.

2.4.

The council shall ensure that there is an adequate and effective system of internal
audit of its accounting records, and of its system of internal control in accordance
with proper practices. Any officer or member of the council shall make available such
documents and records as appear to the council to be necessary for the purpose of
the audit and shall, as directed by the council, supply the RFO, internal auditor, or
external auditor with such information and explanation as the council considers
necessary for that purpose.

2.5.

The internal auditor shall be appointed by and shall carry out the work in relation to
internal controls required by the council in accordance with proper practices.

2.6.

The internal auditor shall:

2.7.



be competent and independent of the financial operations of the council;



report to council in writing, or in person, on a regular basis with a minimum of
one annual written report during each financial year;



to demonstrate competence, objectivity and independence, be free from any
actual or perceived conflicts of interest, including those arising from family
relationships; and



have no involvement in the financial decision making, management or control
of the council.

Internal or external auditors may not under any circumstances:


perform any operational duties for the council;



initiate or approve accounting transactions; or
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direct the activities of any council employee, except to the extent that such
employees have been appropriately assigned to assist the internal auditor.

2.8.

For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and
‘independence’ shall have the same meaning as is described in proper practices.

2.9.

The RFO shall make arrangements for the exercise of electors’ rights in relation to
the accounts including the opportunity to inspect the accounts, books, and vouchers
and display or publish any notices and statements of account required by Audit
Commission Act 1998, or any superseding legislation, and the Accounts and Audit
Regulations.

2.10.

The RFO shall, without undue delay, bring to the attention of all councillors any
correspondence or report from internal or external auditors.

3.

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

3.1.

Each committee (if any) shall review its three year forecast of revenue and capital
receipts and payments. Having regard to the forecast, it shall thereafter formulate
and submit proposals for the following financial year to the council not later than the
end of November each year including any proposals for revising the forecast.

3.2.

The RFO must each year, by no later than November prepare detailed estimates of
all receipts and payments including the use of reserves and all sources of funding for
the following financial year in the form of a budget to be considered by the relevant
committee and the council.

3.3.

The council shall consider annual budget proposals in relation to the council’s three
year forecast of revenue and capital receipts and payments including
recommendations for the use of reserves and sources of funding and update the
forecast accordingly.

3.4.

The council shall fix the precept (council tax requirement), and relevant basic amount
of council tax to be levied for the ensuing financial year not later than by the end of
January each year. The RFO shall issue the precept to the billing authority and shall
supply each member with a copy of the approved annual budget.

3.5.

The approved annual budget shall form the basis of financial control for the ensuing
year.
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4.

BUDGETARY CONTROL AND AUTHORITY TO SPEND

4.1.

Expenditure on revenue items may be authorised up to the amounts included for that
class of expenditure in the approved budget. This authority is to be determined by:
•

the council for all items over £5,000;

•

a duly delegated committee of the council for items over £1,000; or

•

the Clerk, in conjunction with Chairman of Council or Chairman of the
appropriate committee, for any items below £1,000.

Such authority is to be evidenced by a minute or by an authorisation slip duly signed
by the Clerk, and where necessary also by the appropriate Chairman.
Contracts may not be disaggregated to avoid controls imposed by these regulations.
4.2.

No expenditure may be authorised that will exceed the amount provided in the
revenue budget for that class of expenditure other than by resolution of the council,
or duly delegated committee. During the budget year and with the approval of council
having considered fully the implications for public services, unspent and available
amounts may be moved to other budget headings or to an earmarked reserve as
appropriate (‘virement’).

4.3.

Unspent provisions in the revenue or capital budgets for completed projects shall not
be carried forward to a subsequent year.

4.4.

The salary budgets are to be reviewed at least annually in October for the following
financial year and such review shall be evidenced by a hard copy schedule signed by
the Clerk and the Chairman of Council or relevant committee. The RFO will inform
committees of any changes impacting on their budget requirement for the coming
year in good time.

4.5.

In cases of extreme risk to the delivery of council services, the clerk may authorise
revenue expenditure on behalf of the council which in the clerk’s judgement it is
necessary to carry out. Such expenditure includes repair, replacement or other work,
whether or not there is any budgetary provision for the expenditure, subject to a limit
of £500. The Clerk shall report such action to the chairman as soon as possible and
to the council as soon as practicable thereafter.

4.6.

No expenditure shall be authorised in relation to any capital project and no contract
entered into or tender accepted involving capital expenditure unless the council is
satisfied that the necessary funds are available and the requisite borrowing approval
has been obtained.

4.7.

All capital works shall be administered in accordance with the council's standing
orders and financial regulations relating to contracts.

4.8.

The RFO shall regularly provide the council with a statement of receipts and
payments to date under each head of the budgets, comparing actual expenditure to
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the appropriate date against that planned as shown in the budget. These statements
are to be prepared at least at the end of each financial quarter and shall show
explanations of material variances. For this purpose “material” shall be in excess of
£1000 or 20% of the budget.
4.9.

Changes in earmarked reserves shall be approved by council as part of the
budgetary control process.

5.

BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

5.1.

The council's banking arrangements, including the bank mandate, shall be made by
the RFO and approved by the council; banking arrangements may not be delegated.
They shall be regularly reviewed for safety and efficiency.

5.2.

The RFO shall prepare a schedule of payments requiring authorisation, forming part
of the Agenda for the Meeting and, together with the relevant invoices, present the
schedule to council. The council shall review the schedule for compliance and,
having satisfied itself shall authorise payment by a resolution of the council. The
approved schedule shall be ruled off and initialled by the Chairman of the Meeting. A
detailed list of all payments shall be disclosed within or as an attachment to the
minutes of the meeting at which payment was authorised. Personal payments
(including salaries, wages, expenses and any payment made in relation to the
termination of a contract of employment) may be summarised to remove public
access to any personal information.

5.3.

All invoices for payment shall be examined, verified and certified by the RFO to
confirm that the work, goods or services to which each invoice relates has been
received, carried out, examined and represents expenditure previously approved by
the council.

5.4.

The RFO shall examine invoices for arithmetical accuracy and analyse them to the
appropriate expenditure heading. The RFO shall take all steps to pay all invoices
submitted, and which are in order, at the next available council meeting.

5.5.

The Clerk and RFO shall have delegated authority to authorise the payment of items
only in the following circumstances:
a)

If a payment is necessary to avoid a charge to interest under the Late Payment
of Commercial Debts (Interest) Act 1998, and the due date for payment is
before the next scheduled Meeting of council, where the Clerk and RFO certify
that there is no dispute or other reason to delay payment, provided that a list of
such payments shall be submitted to the next appropriate meeting of council or
finance committee;

MODEL FINANCIAL REGULATIONS
Updated January 2016

Page 8 of 20
© NALC 2016

b)

An expenditure item authorised under 5.6 below (continuing contracts and
obligations) provided that a list of such payments shall be submitted to the next
appropriate meeting of council or finance committee; or

c)

fund transfers within the councils banking arrangements up to the sum of
£10,000, provided that a list of such payments shall be submitted to the next
appropriate meeting of council or finance committee.

5.6.

For each financial year the Clerk and RFO shall draw up a list of due payments
which arise on a regular basis as the result of a continuing contract, statutory duty, or
obligation (such as but not exclusively) Salaries, PAYE and NI, Superannuation Fund
and regular maintenance contracts and the like for which council may authorise
payment for the year provided that the requirements of regulation 4.1 (Budgetary
Controls) are adhered to, provided also that a list of such payments shall be
submitted to the next appropriate meeting of council.

5.7.

A record of regular payments made under 5.6 above shall be drawn up and be
signed by two members on each and every occasion when payment is authorised thus controlling the risk of duplicated payments being authorised and / or made.

5.8.

In respect of grants a duly authorised committee shall approve expenditure within
any limits set by council and in accordance with any policy statement approved by
council. Any Revenue or Capital Grant in excess of £5,000 shall before payment, be
subject to ratification by resolution of the council.

5.9.

Members are subject to the Code of Conduct that has been adopted by the council
and shall comply with the Code and Standing Orders when a decision to authorise or
instruct payment is made in respect of a matter in which they have a disclosable
pecuniary or other interest, unless a dispensation has been granted.

5.10.

The council will aim to rotate the duties of members in these Regulations so that
onerous duties are shared out as evenly as possible over time.

5.11.

Any changes in the recorded details of suppliers, such as bank account records,
shall be approved in writing by a Member.

6.

INSTRUCTIONS FOR THE MAKING OF PAYMENTS

6.1.

The council will make safe and efficient arrangements for the making of its
payments.

6.2.

Following authorisation under Financial Regulation 5 above, the council, a duly
delegated committee or, if so delegated, the Clerk or RFO shall give instruction that a
payment shall be made.

6.3.

All payments shall be effected by cheque or other instructions to the council's
bankers, or otherwise, in accordance with a resolution of council.
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6.4.

Cheques or orders for payment drawn on the bank account in accordance with the
schedule as presented to council or committee shall be signed by two members of
council in accordance with a resolution instructing that payment. A member who is a
bank signatory, having a connection by virtue of family or business relationships with
the beneficiary of a payment, should not, under normal circumstances, be a
signatory to the payment in question.

6.5.

To indicate agreement of the details shown on the cheque or order for payment with
the counterfoil and the invoice or similar documentation, the signatories shall each
also initial the cheque counterfoil.

6.6.

Cheques or orders for payment shall not normally be presented for signature other
than at a council or committee meeting (including immediately before or after such a
meeting). Any signatures obtained away from such meetings shall be reported to the
council at the next convenient meeting.

6.7.

If thought appropriate by the council, payment for utility supplies (energy, telephone
and water) and any National Non-Domestic Rates may be made by variable direct
debit provided that the instructions are signed by two members and any payments
are reported to council as made. The approval of the use of a variable direct debit
shall be renewed by resolution of the council at least every two years.

6.8.

If thought appropriate by the council, payment for certain items (principally salaries)
may be made by banker’s standing order provided that the instructions are signed, or
otherwise evidenced by two members are retained and any payments are reported
to council as made. The approval of the use of a banker’s standing order shall be
renewed by resolution of the council at least every two years.

6.9.

If thought appropriate by the council, payment for certain items may be made by
BACS or CHAPS methods provided that the instructions for each payment are
signed, or otherwise evidenced, by two authorised bank signatories, are retained and
any payments are reported to council as made. The approval of the use of BACS or
CHAPS shall be renewed by resolution of the council at least every two years.

6.10.

If thought appropriate by the council payment for certain items may be made by
internet banking transfer provided evidence is retained showing which members
approved the payment.

6.11.

Where a computer requires use of a personal identification number (PIN) or other
password(s), for access to the council’s records on that computer, a note shall be
made of the PIN and Passwords and shall be handed to and retained by the
Chairman of Council in a sealed dated envelope. This envelope may not be opened
other than in the presence of two other councillors. After the envelope has been
opened, in any circumstances, the PIN and / or passwords shall be changed as soon
as practicable. The fact that the sealed envelope has been opened, in whatever
circumstances, shall be reported to all members immediately and formally to the next
available meeting of the council. This will not be required for a member’s personal
computer used only for remote authorisation of bank payments.

MODEL FINANCIAL REGULATIONS
Updated January 2016

Page 10 of 20
© NALC 2016

6.12.

No employee or councillor shall disclose any PIN or password, relevant to the
working of the council or its bank accounts, to any person not authorised in writing by
the council or a duly delegated committee.

6.13.

Regular back-up copies of the records on any computer shall be made and shall be
stored securely away from the computer in question, and preferably off site.

6.14.

The council, and any members using computers for the council’s financial business,
shall ensure that anti-virus, anti-spyware and firewall software with automatic
updates, together with a high level of security, is used.

6.15.

Where internet banking arrangements are made with any bank, the Clerk shall be
appointed as the Service Administrator. The bank mandate approved by the council
shall identify a number of councillors who will be authorised to approve transactions
on those accounts. The bank mandate will state clearly the amounts of payments
that can be instructed by the use of the Service Administrator alone, or by the
Service Administrator with a stated number of approvals.

6.16.

Access to any internet banking accounts will be directly to the access page (which
may be saved under “favourites”), and not through a search engine or e-mail link.
Remembered or saved passwords facilities must not be used on any computer used
for council banking work. Breach of this Regulation will be treated as a very serious
matter under these regulations.

6.17.

Changes to account details for suppliers, which are used for internet banking may
only be changed on written hard copy notification by the supplier and supported by
hard copy authority for change signed by the Clerk .A programme of regular checks
of standing data with suppliers will be followed.

6.18.

Any Debit Card issued for use will be specifically restricted to the Clerk and will also
be restricted to a single transaction maximum value of £500 unless authorised by
council or finance committee in writing before any order is placed.

6.19.

A pre-paid debit card may be issued to employees with varying limits. These limits
will be set by the council Transactions and purchases made will be reported to the
council and authority for topping-up shall be at the discretion of the council.

6.20.

Any corporate credit card or trade card account opened by the council will be
specifically restricted to use by the Clerk and shall be subject to automatic payment
in full at each month-end. Personal credit or debit cards of members or staff shall not
be used under any circumstances.

6.21.

The RFO may provide petty cash to officers for the purpose of defraying operational
and other expenses. Vouchers for payments made shall be forwarded to the RFO
with a claim for reimbursement.
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a)

The RFO shall maintain a petty cash float of £200 (Clerk £100 & TIC Manager
£100) for the purpose of defraying operational and other expenses. Vouchers
for payments made from petty cash shall be kept to substantiate the payment.

b)

Income received must not be paid into the petty cash float but must be
separately banked, as provided elsewhere in these regulations.

c)

Payments to maintain the petty cash float shall be shown separately on the
schedule of payments presented to council under 5.2 above.

7.

PAYMENT OF SALARIES

7.1.

As an employer, the council shall make arrangements to meet fully the statutory
requirements placed on all employers by PAYE and National Insurance legislation.
The payment of all salaries shall be made in accordance with payroll records and the
rules of PAYE and National Insurance currently operating, and salary rates shall be
as agreed by council, or duly delegated committee.

7.2.

Payment of salaries and payment of deductions from salary such as may be required
to be made for tax, national insurance and pension contributions, or similar statutory
or discretionary deductions must be made in accordance with the payroll records and
on the appropriate dates stipulated in employment contracts, provided that each
payment is reported to the next available council meeting, as set out in these
regulations above.

7.3.

No changes shall be made to any employee’s pay, emoluments, or terms and
conditions of employment without the prior consent of the Staffing Committee.

7.4.

Each and every payment to employees of net salary and to the appropriate creditor
of the statutory and discretionary deductions shall be recorded in a separate
confidential record (confidential cash book). This confidential record is not open to
inspection or review (under the Freedom of Information Act 2000 or otherwise) other
than:

7.5.

a)

by any councillor who can demonstrate a need to know;

b)

by the internal auditor;

c)

by the external auditor; or

d)

by any person authorised under Audit Commission Act 1998, or any
superseding legislation.

The total of such payments in each calendar month shall be reported with all other
payments as made as may be required under these Financial Regulations, to ensure
that only payments due for the period have actually been paid.
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7.6.

An effective system of personal performance management should be maintained for
the senior officers.

7.7.

Any termination payments shall be supported by a clear business case and reported
to the council. Termination payments shall only be authorised by council.

7.8.

Before employing interim staff the council must consider a full business case.

8.

LOANS AND INVESTMENTS

8.1.

All borrowings shall be effected in the name of the council, after obtaining any
necessary borrowing approval. Any application for borrowing approval shall be
approved by Council as to terms and purpose. The application for borrowing
approval, and subsequent arrangements for the loan shall only be approved by full
council.

8.2.

Any financial arrangement which does not require formal borrowing approval from
the Secretary of State/Welsh Assembly Government (such as Hire Purchase or
Leasing of tangible assets) shall be subject to approval by the full council. In each
case a report in writing shall be provided to council in respect of value for money for
the proposed transaction.

8.3.

The council will arrange with the council’s banks and investment providers for the
sending of a copy of each statement of account to the Chairman of the council at the
same time as one is issued to the Clerk or RFO.

8.4.

All loans and investments shall be negotiated in the name of the council and shall be
for a set period in accordance with council policy.

8.5.

The council shall consider the need for an Investment Strategy and Policy which, if
drawn up, shall be in accordance with relevant regulations, proper practices and
guidance. Any Strategy and Policy shall be reviewed by the council at least annually.

8.6.

All investments of money under the control of the council shall be in the name of the
council.

8.7.

All investment certificates and other documents relating thereto shall be retained in
the custody of the RFO.

8.8.

Payments in respect of short term or long term investments, including transfers
between bank accounts held in the same bank, or branch, shall be made in
accordance with Regulation 5 (Authorisation of payments) and Regulation 6
(Instructions for payments).

9.

INCOME
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9.1.

The collection of all sums due to the council shall be the responsibility of and under
the supervision of the RFO.

9.2.

Particulars of all charges to be made for work done, services rendered or goods
supplied shall be agreed annually by the council, notified to the RFO and the RFO
shall be responsible for the collection of all accounts due to the council.

9.3.

The council will review all fees and charges at least annually, following a report of the
Clerk.

9.4.

Any sums found to be irrecoverable and any bad debts shall be reported to the
council and shall be written off in the year.

9.5.

All sums received on behalf of the council shall be banked intact as directed by the
RFO. In all cases, all receipts shall be deposited with the council's bankers with such
frequency as the RFO considers necessary.

9.6.

The origin of each receipt shall be entered on the paying-in slip.

9.7.

Personal cheques shall not be cashed out of money held on behalf of the council.

9.8.

The RFO shall promptly complete any VAT Return that is required. Any repayment
claim due in accordance with VAT Act 1994 section 33 shall be made at least
annually coinciding with the financial year end.

9.9.

Where any significant sums of cash are regularly received by the council, the RFO
shall take such steps as are agreed by the council to ensure that more than one
person is present when the cash is counted in the first instance, that there is a
reconciliation to some form of control such as ticket issues, and that appropriate care
is taken in the security and safety of individuals banking such cash.

9.10.

Any income arising which is the property of a charitable trust shall be paid into a
charitable bank account. Instructions for the payment of funds due from the
charitable trust to the council (to meet expenditure already incurred by the
authority) will be given by the Managing Trustees of the charity meeting separately
from any council meeting (see also Regulation 16 below)].

10.

ORDERS FOR WORK, GOODS AND SERVICES

10.1.

An official order or letter shall be issued for all work, goods and services unless a
formal contract is to be prepared or an official order would be inappropriate. Copies
of orders shall be retained.

10.2.

Order books shall be controlled by the RFO.

10.3.

All members and officers are responsible for obtaining value for money at all times.
An officer issuing an official order shall ensure as far as reasonable and practicable
that the best available terms are obtained in respect of each transaction, usually by
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obtaining three or more quotations or estimates from appropriate suppliers, subject to
any de minimis provisions in Regulation 11.1 below.
10.4.

A member may not issue an official order or make any contract on behalf of the
council.

10.5.

The RFO shall verify the lawful nature of any proposed purchase before the issue
of any order, and in the case of new or infrequent purchases or payments, the
RFO shall ensure that the statutory authority shall be reported to the meeting at
which the order is approved so that the minutes can record the power being used.

11.

CONTRACTS

11.1.

Procedures as to contracts are laid down as follows:
a.

Every contract shall comply with these financial regulations, and no exceptions
shall be made otherwise than in an emergency provided that this regulation
need not apply to contracts which relate to items (i) to (vi) below:
i.

for the supply of gas, electricity, water, sewerage and telephone services;

ii.

for specialist services such as are provided by solicitors, accountants,
surveyors and planning consultants;

iii.

for work to be executed or goods or materials to be supplied which consist of
repairs to or parts for existing machinery or equipment or plant;

iv.

for work to be executed or goods or materials to be supplied which constitute
an extension of an existing contract by the council;

v.

for additional audit work of the external auditor up to an estimated value of
£500 (in excess of this sum the Clerk and RFO shall act after consultation
with the Chairman and Vice Chairman of council); and

vi.

for goods or materials proposed to be purchased which are proprietary
articles and / or are only sold at a fixed price.

b.

Where the council intends to procure or award a public supply contract, public
service contract or public works contract as defined by The Public Contracts
Regulations 2015 (“the Regulations”) which is valued at £25,000 or more, the
council shall comply with the relevant requirements of the Regulations2.

c.

The full requirements of The Regulations, as applicable, shall be followed in
respect of the tendering and award of a public supply contract, public service
contract or public works contract which exceed thresholds in The Regulations

2

The Regulations require councils to use the Contracts Finder website to advertise contract opportunities,
set out the procedures to be followed in awarding new contracts and to publicise the award of new contracts
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set by the Public Contracts Directive 2014/24/EU (which may change from time
to time)3.
d.

When applications are made to waive financial regulations relating to contracts
to enable a price to be negotiated without competition the reason shall be
embodied in a recommendation to the council.

e.

Such invitation to tender shall state the general nature of the intended contract
and the Clerk shall obtain the necessary technical assistance to prepare a
specification in appropriate cases. The invitation shall in addition state that
tenders must be addressed to the Clerk in the ordinary course of post. Each
tendering firm shall be supplied with a specifically marked envelope in which
the tender is to be sealed and remain sealed until the prescribed date for
opening tenders for that contract.

f.

All sealed tenders shall be opened at the same time on the prescribed date by
the Clerk in the presence of at least one member of council.

g.

Any invitation to tender issued under this regulation shall be subject to Standing
Order 18d, and shall refer to the terms of the Bribery Act 2010.

h.

When it is to enter into a contract of less than £25,000 in value for the supply of
goods or materials or for the execution of works or specialist services other
than such goods, materials, works or specialist services as are excepted as set
out in paragraph (a) the Clerk or RFO shall obtain 3 quotations (priced
descriptions of the proposed supply); where the value is below £3,000 and
above £100 the Clerk or RFO shall strive to obtain 3 estimates. Otherwise,
Regulation 10.3 above shall apply.
i.

The council shall not be obliged to accept the lowest or any tender, quote or
estimate.

j.

Should it occur that the council, or duly delegated committee, does not accept
any tender, quote or estimate, the work is not allocated and the council
requires further pricing, provided that the specification does not change, no
person shall be permitted to submit a later tender, estimate or quote who was
present when the original decision making process was being undertaken.

k. The European Union Procurement Directive shall apply and the terms of the
Public Contracts Regulations 2006 and the Utilities Contracts regulations 2006
including thresholds shall be followed.

3

Thresholds currently applicable are:
a. For public supply and public service contracts 209,000 Euros (£164,176)
b. For public works contracts 5,225,000 Euros (£4,104,394)
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12.

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION
WORKS (PUBLIC WORKS CONTRACTS)

12.1.

Payments on account of the contract sum shall be made within the time specified in
the contract by the RFO upon authorised certificates of the architect or other
consultants engaged to supervise the contract (subject to any percentage
withholding as may be agreed in the particular contract).

12.2.

Where contracts provide for payment by instalments the RFO shall maintain a record
of all such payments. In any case where it is estimated that the total cost of work
carried out under a contract, excluding agreed variations, will exceed the contract
sum of 5% or more a report shall be submitted to the council.

12.3.

Any variation to a contract or addition to or omission from a contract must be
approved by the council and Clerk to the contractor in writing, the council being
informed where the final cost is likely to exceed the financial provision.]

13.

STORES AND EQUIPMENT

13.1.

The officer in charge of each section shall be responsible for the care and custody of
stores and equipment in that section.

13.2.

Delivery notes shall be obtained in respect of all goods received into store or
otherwise delivered and goods must be checked as to order and quality at the time
delivery is made.

13.3.

Stocks shall be kept at the minimum levels consistent with operational requirements.

13.4.

The RFO shall be responsible for periodic checks of stocks and stores at least
annually.

14.

ASSETS, PROPERTIES AND ESTATES

14.1.

The Clerk shall make appropriate arrangements for the custody of all title deeds and
Land Registry Certificates of properties held by the council. The RFO shall ensure a
record is maintained of all properties held by the council, recording the location,
extent, plan, reference, purchase details, nature of the interest, tenancies granted,
rents payable and purpose for which held in accordance with Accounts and Audit
Regulations.

14.2.

No tangible moveable property shall be purchased or otherwise acquired, sold,
leased or otherwise disposed of, without the authority of the council, together with
any other consents required by law, save where the estimated value of any one item
of tangible movable property does not exceed £250.
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14.3.

No real property (interests in land) shall be sold, leased or otherwise disposed of
without the authority of the council, together with any other consents required by law.
In each case a report in writing shall be provided to council in respect of valuation
and surveyed condition of the property (including matters such as planning
permissions and covenants) together with a proper business case (including an
adequate level of consultation with the electorate).

14.4.

No real property (interests in land) shall be purchased or acquired without the
authority of the full council. In each case a report in writing shall be provided to
council in respect of valuation and surveyed condition of the property (including
matters such as planning permissions and covenants) together with a proper
business case (including an adequate level of consultation with the electorate).

14.5.

Subject only to the limit set in Regulation 14.2 above, no tangible moveable property
shall be purchased or acquired without the authority of the full council. In each case a
report in writing shall be provided to council with a full business case.

14.6.

The RFO shall ensure that an appropriate and accurate Register of Assets and
Investments is kept up to date. The continued existence of tangible assets shown in
the Register shall be verified at least annually, possibly in conjunction with a health
and safety inspection of assets.

15.

INSURANCE

15.1.

Following the annual risk assessment (per Regulation 17), the RFO shall effect all
insurances and negotiate all claims on the council's insurers.

15.2.

The Clerk shall give prompt notification to the RFO of all new risks, properties or
vehicles which require to be insured and of any alterations affecting existing
insurances.

15.3.

The RFO shall keep a record of all insurances effected by the council and the
property and risks covered thereby and annually review it.

15.4.

The RFO shall be notified of any loss liability or damage or of any event likely to lead
to a claim, and shall report these to council at the next available meeting.

15.5.

All appropriate members and employees of the council shall be included in a suitable
form of security or fidelity guarantee insurance which shall cover the maximum risk
exposure as determined annually by the council, or duly delegated committee.

16.

CHARITIES
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16.1.

Where the council is sole managing trustee of a charitable body the Clerk and RFO
shall ensure that separate accounts are kept of the funds held on charitable trusts
and separate financial reports made in such form as shall be appropriate, in
accordance with Charity Law and legislation, or as determined by the Charity
Commission. The Clerk and RFO shall arrange for any audit or independent
examination as may be required by Charity Law or any Governing Document.

17.

RISK MANAGEMENT

17.1.

The council is responsible for putting in place arrangements for the management of
risk. The Clerk shall prepare, for approval by the council, risk management policy
statements in respect of all activities of the council. Risk policy statements and
consequential risk management arrangements shall be reviewed by the council at
least annually.

17.2.

When considering any new activity, the Clerk shall prepare a draft risk assessment
including risk management proposals for consideration and adoption by the council.

18.

SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

18.1.

It shall be the duty of the council to review the Financial Regulations of the council
from time to time. The Clerk shall make arrangements to monitor changes in
legislation or proper practices and shall advise the council of any requirement for a
consequential amendment to these Financial Regulations.

18.2.

The council may, by resolution of the council duly notified prior to the relevant
meeting of council, suspend any part of these Financial Regulations provided that
reasons for the suspension are recorded and that an assessment of the risks arising
has been drawn up and presented in advance to all members of council.

* *
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Notes to the Model.

Stated dates or months may be changed to suit local circumstances.

[square brackets]
provided.

This part may be deleted if not relevant. An alternative may have been

Where the word “regularly” is used in the text it is for the individual council to set the required
interval, monthly, quarterly, or half-yearly. This period should never exceed 12 months.

The value inserted in square brackets in [..] any of the paragraphs (other than the EU
Procurement and Public Contract Regulations 2015 thresholds referred to in 11.1(k)) may be
varied by the council and should be reviewed regularly and confirmed annually by the
council.

The appropriate approved list referred to in paragraph 11.1 (b) shall be a list drawn up by the
Clerk and approved by council but, normally shall be based on the list maintained by the
District Council for such works, if such list is maintained. In the absence of an appropriate list,
the words in square brackets should be omitted.

Every effort has been made to ensure that the contents of this document are correct at
time of publication. The National Association of Local Councils (NALC) cannot accept
responsibility for errors, omissions and changes to information subsequent to publication.
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Report 11

APPLEBY-IN-WESTMORLAND TOWN COUNCIL
RISK ASSESSMENT 2018 - 2019
Area

Hazard

A Town Council
A1i
Failure to
disclose interests

Current Controls

Members are
required to declare
any disclosable
pecuniary interest
or other registrable
interest
A1ii Legal Powers Illegal activity or
payment
Standing Orders in
accordance with
NALC Model
Standing Orders
October 2013
A1iii Minutes
Accurate and legal

Register kept up to date and
available on website
Item on all Agendas and
interests declared record in
the minutes.

A1iv Legislation

Non compliance
with legislation
(Employment, H&S
etc)

Policies adopted, reviewed
and approved annually

Accounting
statement prepared
in accordance with
Accounts and Audit
Regulation

Annual internal audit.
Annual external audit.

B Financial
B1 Accounting
Statement

Advise Council as to their
legal duties and powers
Reviewed and updated

Is Control adequate or
is further Action
needed?

Qualified Clerk

Reviewed and signed at
following meeting
Seek professional advice
as required

Action by
Whom?

Action by When?

Review
of 2017
- 2018

Councillors /
Clerk

Ongoing



Clerk

December 2018

Clerk /
Council

Annual - March




Committee
Chairs /
Mayor / Clerk
Clerk

Ongoing



Ongoing



Clerk /
Council

Annually - March



Page 1 of 5
Updated: March 2018

APPLEBY-IN-WESTMORLAND TOWN COUNCIL
RISK ASSESSMENT 2018 - 2019
Area

Hazard

Current Controls

B2 Financial
Regulations

In accordance with
NALC Model
Financial
Regulations
January 2016
Precept determined
by adequate
budgetary process
Appropriate
accounts kept
properly

B3 Internal
Controls

Action by
Whom?

Action by When?

Reviewed and updated

Clerk /
Council

March



Agreed at Council and
minuted

Clerk /
Council

January



Utilise accounting software

Clerk

Monthly

Progress against budget
reviewed
Expenditure approved in
accordance with Financial
Regulations
Income fully received

Finance
Committee
Council

Monthly





Clerk

Monthly

Clerk

Quarterly

No more than £100
(each) petty cash held by
Clerk &TIC Manager
Utilise payroll software

Clerk

Monthly

Clerk

Monthly



Utilise payroll software

Clerk

Monthly



VAT properly accounted for
and reclaimed
Petty cash accounted for
appropriately
Salaries paid in accordance
with HMRC and NI
requirements
Pensions paid in accordance
with Pensions Regulator

Is Control adequate or
is further Action
needed?

Payments schedule
approved and signed

Monthly

Review
of 2017
- 2018
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APPLEBY-IN-WESTMORLAND TOWN COUNCIL
RISK ASSESSMENT 2018 - 2019
Area

Hazard

Current Controls

Monthly and end of year
bank reconciliation properly
undertaken
Internal Audit

B4 Significant
risks

Significant risks
identified

Is Control adequate or
is further Action
needed?
Online banking

Annual internal review

Trust Funds (Charity
Accounts) accounted for and
reported appropriately
Health and Safety risk
assessment reviewed and
updated
Risk Assessment
Financial risks identified and
reported

B5 Assets and
Investments

B6 Insurance

Asset Register
reviewed and
updated
Manage
investments
appropriately
Adequacy of
insurance cover
reviewed prior to
renewal
Competitive
process to ensure
best value

Review compliance with
insurance policy

Action by
Whom?

Action by When?

Review
of 2017
- 2018

Clerk /
Councillor
(not bank
signatory)
Clerk

Monthly / Year End



March

Clerk /
Trustees

April




Clerk /
Council

March



Clerk /
Council
Clerk

March

Clerk /
Council

March





Clerk /
Finance
Committee
Clerk

February



June



Clerk

Ongoing



Monthly
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APPLEBY-IN-WESTMORLAND TOWN COUNCIL
RISK ASSESSMENT 2018 - 2019
Area

Hazard

Current Controls

Is Control adequate or
is further Action
needed?

Action by
Whom?

Action by When?

Develop Plan

Clerk

Utilise appropriate
secure off site computer
records storage facility

Clerk

To be completed by
December 2018
Ongoing




Compliance with new
General Data Protection
Regulations

Clerk /
Council

Ongoing



Policy adopted, reviewed
and approved annually
Model Publication Scheme
adopted, reviewed and
approved annually

Clerk /
Council

February



Review and update process

Clerk

September



C3 Business Continuity
No plan
Computer back up

Review
of 2017
- 2018

C4 Data Protection
Compliance with
Data Protection Act
1998

C5 Freedom of Information
Compliance with
Freedom of
Information Act
2000

C6 Appointment of Contractors
In accordance with
Financial
Regulations

Policy adopted, reviewed
and approved annually
Registration with Information
Commission Office
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APPLEBY-IN-WESTMORLAND TOWN COUNCIL
RISK ASSESSMENT 2018 - 2019

Signed:

Mayor:
Dated:

Cllr Andy Connell
Wednesday 21st March 2018

Signed:

Clerk:

Caroline Dodgeon

Dated:

Wednesday 21st March 2018
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Report 12
Description / Location

Property and Land
Moot Hall
Public Hall and Market Arcade
Cloisters
Fair Hill
Dowpitts Wood
Land at Jubillee Bridge
Play area, Margarets Way
High & Low Crosses
Bus Shelter - The Sands
Bus Shelter - Battlebarrow
Seats at Jubillee Bridge
Sculpture at Jubliee
Interpretative Boards
Civic Regalia and other historic items
Civic Regalia
Other items
Historic items Mayor's Parlour & Council Chamber
Contents
Moot Hall
Public Hall
Fair Hill

Identification

Date acquired

1477
1882
1827
1911
1977
1985
1974
1974
2009
2014

Date disposed Purchase Cost Value
(if known)

£
£
£
£
£
£
£

£
£
£

893,742
2,137,960
873,582

£
£
£
£

2,016
1,206
4,250
3,988,110

£
£
£
£

318,463
18,000
48,450
384,913

£
£
£
£

8,348
43,758
14,123
66,229

£

4,439,252

54,000
10,000
1,326
2,000
2
3,771
4,255

Description / Location

Identification

Date acquired

Date disposed Purchase Cost Value
(if known)

Civic Regalia
Silver gilt mace dated 1733 (Safe)
17th Century Ceremonial Sword (Safe)

Victorian Sword (Safe)
Badge of the Deputy Mayor (Safe)
Badge of the Lady Mayoress (Safe)
Badge of the Mayor (Safe)
The Appleby Borough Charter Chest (Chamber)
Bushel Measure (Chamber)
Half Bushel Measure dated 1601 (Chamber)
Gallon Measure (Chamber)
92 - 96
Quart Measure x 4 (Chamber)
97 - 101
Pint Measure x 5 ( Chamber )
Other items
2 Silver punch ladles with whalebone and turned
handles (Safe)
The Queen Anne loving cup and cover, London 1703
maker Andrew Raven inscribed Burghers de Appleby
4th October 1703, the gift from James Graham 70oz
troy (Safe)
The silver plated punch bowl given, in exchange for old
silver plate, to the Corporation of Appleby, Thos Hellis
Mayor 1785 (Safe)
The Victorian cup and cover, Birmingham 1870, being
the cup presented by Lord Napier and won by the 55th
Westmorland Regiment, maker FE 110oz troy (Safe)

Historic items Mayor's Parlour & Council Chamber

88
89
90
91

£
£
£
£
£
£
£
£
£
£
£
£

178,000
20,000
1,200
1,200
22,363
75,000
6,000
7,000
2,500
4,000
1,200
318,463

£

18,000

£

18,000

3x 19th Century elm smokers bow armchairs, each with
1,2,3
rounded splats (Chamber)
A late-victorian silver badge of office (Chamber)

The silver gilt 'goldon key given by Lady Hothfield 1962
(Chamber)
A silver trowel presented on the laying of the
foundation stone of Appleby Conservative Club
(Chamber)
The 9ct. Gold key presented April 16th 1914 (Chamber)

6
4

5
7

1 vol. 'Acts of Parliament 1703' in calfskin with the
Arms of England (Chamber)
1 vol. 'Acts of Parliament 1706' in calfskin (Chamber)

8
9

A portrait of a gentleman possibly a mayor of Appleby
(Chamber)
A print of Lord Brougham cutting the first sod of the
Eden Valley Railway, Appleby 1858 (Chamber)
A 19th Century oil of Appleby Grammer School by SA
Leman 1886 (Parlour)
A plan of the girls infants school at Appleby by Geo
Watson, Penrith 1870 (Parlour)
A coloured map of the plan of Appleby from the survey
taken in 1754, including North View of the Castle, Nath
Hill (Parlour)
A map of land at Temple Sowerby purchased in 165556 by Lady Anne Clifford (Parlour)
A Uniform of the Westmorland Rifle Volunteers c 1860s
(Parlour)
An enamelled tin box containing the Town Clerks wig
and inscribed SB Clarke Esq (Parlour)

10
11

12
13
14
15

A tin helmet box bearing the name of Jonathan Bell,
2nd Westmorland Rifle Volunteers (Chamber)
16
A colured John Speede map of Westmorland (Chamber)
17
A small coloured Saxton map of Westmorland
(Chamber)
2 Pikes, one the Kings colour, the other Regiment
(Chamber)

£
18
KC 19 R 20

The 13th Century seal, counterseal, together with seal
of the town for the same period (Chamber)
21
An 18th century French provincial oak armoire with
brass hinges and lock plates (Chamber)
A late 17th century/early 18th century oak plank top
table with turned supports joined by plain stretchers
(Chamber)
A set of 18 (16 arm and 2 single) oak chairs, each
carved with 3 lions on the top rail, supplied by Newall
& Pearson (Chamber)
The Mayors armchair in oak with carved crest and
inscription dated 1891 (Chamber)
A set of 18 oak fall-front councillor desks with fielded
panel fascias, pen traps and leather savers (Chamber)

22

23

ARM 24-29 SINGLE 40-41
42
QM 87
43-60

The Mayors oak fall-front desk with carved frieze above
coat of arms and bun feet (Chamber)
61
The cast seal press by Shaw & Sons, London (Chamber)
62
An oblong regalia box with brass palte inscribed Henry
Moses Esq Mayor 1857 (Chamber)

63

48,450

A regency mahogany 16 branch hat stand with acorn
64
finial (Chamber)
Two iron-bound oak peck measures and matching
65,66 QM 87
quart measure (Chamber)
The cased oval white metal plaque by Morel Ladeid
1866 depicting catouche with Adam & Eve with soilders
67
and angels (Chamber)
The collection of Eden & Ravenscroft ceremonial robes
of the Mayor, Deputy Mayor and Clerk (Parlour)
M-68 DM69 TC70
71-86
16 Councillor robes (Parlour)
£
£

48,450
384,913

Description / Location

Moot Hall
Clerk's Office
Office furniture and equipment
PC and Monitor
Laptop and monitor
Brother Printer

Identification

Date acquired Date Disposed Purchase Cost Value
(if known)

2014
2012
2013

Store Room
Office furniture and equipment
Tourist Information Centre
Shop fittings and equipment
PC and Monitor
Brother Printer
Electronic Till
Kitchen
Kitchen equipment

Public Hall
Tables
Chairs
Old Chairs
Other Furniture
Kitchen appliances
Kitchen equipment
Cleaning equipment and appliances
Lighting system
Sound system
Staging
Curtains
Fair Hill
Fencing, Gates, Stiles, Troughs etc

2016

2015

£
£
£
£
£

1,275
430
500
400
2,605

£
£

825
825

£
£
£
£
£

3,195
500
400
450
4,545

£
£
£

373
373
8,348

£
£
£
£
£
£
£
£
£
£
£
£

4,518
6,240
4,720
1,315
3,295
2,450
1,930
2,640
2,200
450
14,000
43,758

£
£
£

14,123
14,123
66,229

APPLEBY-IN-WESTMORLAND TOWN COUNCIL
Caroline Dodgeon – Town Clerk
Town Clerk’s Office
Telephone: 017683 51177
Email: clerk@applebytown.org.uk
Facebook: Appleby-in-Westmorland
Twitter: @ApplebyCouncil

www.applebytown.org.uk

Moot Hall
Boroughgate
Appleby-in-Westmorland
Cumbria
CA16 6YB
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How to use model standing orders
Standing orders are the written rules of a local council. They are used to confirm a council’s
internal organisational, administrative and procurement procedures and procedural matters for
meetings. They are not the same as the policies of a council but they may refer to them. A local
council must have standing orders for the procurement of contracts.
Meetings of full council, councillors, the Responsible Financial Officer and Proper Officer are
subject to many statutory requirements. A council should have standing orders to confirm those
statutory requirements. A council should have standing orders to control the number, place,
quorum, notices and other procedures for committee and working party meetings because these
are subject to fewer statutory requirements. If it does not, committees and working parties may
adopt their own standing orders.
Model standing orders that are in bold type contain statutory requirements. It is
recommended that councils adopt them without changing them. Other model standing orders not
in bold are designed to help councils operate effectively but do not contain statutory requirements
so they may be adopted as drafted or amended to suit a council’s needs. For convenience, the
word “councillor” is used in model standing orders and includes a non-councillor with or without
voting rights unless otherwise stated.
The model standing orders do not include model financial regulations. Financial regulations are
standing orders to regulate and control the financial affairs and accounting procedures of a local
council. The financial regulations, as opposed to the standing orders of a council, include most of
the requirements relevant to the Responsible Financial Officer.
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These Standing Orders were adopted by the Council at its meeting held on Wednesday 21st
March 2018.
1.

RULES OF DEBATE AT MEETINGS

a

Motions on the agenda shall be considered in the order that they appear unless the order is
changed at the discretion of the chairman of the meeting.

b

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

c

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

d

If a motion (including an amendment) has been seconded, it may be withdrawn by the
proposer only with the consent of the seconder and the meeting.

e

An amendment is a proposal to remove or add words to a motion. It shall not negate the
motion.

f

If an amendment to the original motion is carried, the original motion becomes the
substantive motion upon which further amendment(s) may be moved.

g

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

h

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

i

If there is more than one amendment to an original or substantive motion, the amendments
shall be moved in the order directed by the chairman.

j

Subject to standing order 1(k) below, only one amendment shall be moved and debated at a
time, the order of which shall be directed by the chairman of the meeting.

k

One or more amendments may be discussed together if the chairman of the meeting
considers this expedient but each amendment shall be voted upon separately.

l

A councillor may not move more than one amendment to an original or substantive motion.

m

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

n

Where a series of amendments to an original motion are carried, the mover of the original
motion shall have a right of reply either at the end of debate of the first amendment or at the
very end of debate on the final substantive motion immediately before it is put to the vote.

o

Unless permitted by the chairman of the meeting, a councillor may speak once in the debate
on a motion except:

p

i.

to speak on an amendment moved by another councillor;

ii.

to move or speak on another amendment if the motion has been amended since he last
spoke;

iii.

to make a point of order;

iv.

to give a personal explanation; or

v.

in exercise of a right of reply.

During the debate of a motion, a councillor may interrupt only on a point of order or a
personal explanation and the councillor who was interrupted shall stop speaking. A councillor
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raising a point of order shall identify the standing order which he considers has been
breached or specify the other irregularity in the proceedings of the meeting he is concerned
by.
q

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

r

When a motion is under debate, no other motion shall be moved except:
i.

to amend the motion;

ii.

to proceed to the next business;

iii.

to adjourn the debate;

iv.

to put the motion to a vote;

v.

to ask a person to be no longer heard or to leave the meeting;

vi.

to refer a motion to a committee or working party for consideration;

vii.

to exclude the public and press;

viii. to adjourn the meeting; or
ix.

to suspend particular standing order(s) excepting those which reflect mandatory
statutory requirements.

s

Before an original or substantive motion is put to the vote, the chairman of the meeting shall
be satisfied that the motion has been sufficiently debated and that the mover of the motion
under debate has exercised or waived his right of reply.

t

Excluding motions moved understanding order 1(r) above, the contributions or speeches by a
councillor shall relate only to the motion under discussion and shall not exceed 3 minutes
without the consent of the chairman of the meeting.

2.

DISORDERLY CONDUCT AT MEETINGS
a

No person shall obstruct the transaction of business at a meeting or behave offensively or
improperly. If this standing order is ignored, the chairman of the meeting shall request such
person(s) to moderate or improve their conduct.

b

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

c

If a resolution made under standing order 2(b) above is ignored, the chairman of the meeting
may take further reasonable steps to restore order or to progress the meeting. This may
include temporarily suspending or closing the meeting.

3.

MEETINGS GENERALLY

a

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

b

The minimum three clear days for notice of a meeting does not include the day on
which notice was issued, the day of the meeting, a Sunday, a day of the Christmas
break, a day of the Easter break or of a bank holiday or a day appointed for public
thanksgiving or mourning.

c

The minimum three clear days’ public notice for a meeting does not include the day on
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which the notice was issued or the day of the meeting unless the meeting is convened
at shorter notice.
d

Meetings shall be open to the public unless their presence is prejudicial to the public
interest by reason of the confidential nature of the business to be transacted or for
other special reasons. The public’s exclusion from part or all of a meeting shall be by a
resolution which shall give reasons for the public’s exclusion.

e

Members of the public may make representations, answer questions and give evidence at a
meeting which they are entitled to attend in respect of the business on the agenda.

f

The period of time designated for public participation at a meeting in accordance with
standing order 3(e) above shall not exceed 15 minutes unless directed by the chairman of the
meeting.

g

Subject to standing order 3(f) above, a member of the public shall not speak for more than 3
minutes.

h

In accordance with standing order 3(e) above, a question shall not require a response at the
meeting nor start a debate on the question. The chairman of the meeting may direct that a
written or oral response be given.

i

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

j

A person who speaks at a meeting shall direct his comments to the chairman of the meeting.

k

Only one person is permitted to speak at a time. If more than one person wants to speak, the
chairman of the meeting shall direct the order of speaking.

l

Photographing, recording, broadcasting or transmitting the proceedings of a meeting
by any means is not permitted without the Council’s prior written consent.

m

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

n

Subject to standing orders which indicate otherwise, anything authorised or required
to be done by, to or before the Chairman of the Council may in his absence be done
by, to or before the Vice-Chairman of the Council (if any).

o

The Chairman, if present, shall preside at a meeting. If the Chairman is absent from a
meeting, the Vice-Chairman, if present, shall preside. If both the Chairman and the
Vice-Chairman are absent from a meeting, a councillor as chosen by the councillors
present at the meeting shall preside at the meeting.

p

Subject to a meeting being quorate, all questions at a meeting shall be decided by a
majority of the councillors or councillors with voting rights present and voting.

q

The chairman of a meeting may give an original vote on any matter put to the vote, and
in the case of an equality of votes may exercise his casting vote whether or not he
gave an original vote.
See standing orders 5(i) and (j) below for the different rules that apply in the election of the
Chairman of the Council at the annual meeting of the council.

r

Unless standing orders provide otherwise, voting on a question shall be by a show of
hands. At the request of a councillor, the voting on any question shall be recorded so
as to show whether each councillor present and voting gave his vote for or against
that question. Such a request shall be made before moving on to the next item of business
on the agenda.
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s

The minutes of a meeting shall include an accurate record of the following:
i.

the time and place of the meeting;

ii.

the names of councillors present and absent;

iii. interests that have been declared by councillors and non-councillors with voting rights;
iv. whether a councillor or non-councillor with voting rights left the meeting when matters
that they held interests in were being considered;
v.

if there was a public participation session; and

vi. the resolutions made.
t

A councillor or a non-councillor with voting rights who has a disclosable pecuniary
interest or another interest as set out in the council’s code of conduct in a matter
being considered at a meeting is subject to statutory limitations or restrictions under
the code on his right to participate and vote on that matter.

u

No business may be transacted at a meeting unless at least one-third of the whole
number of members of the council are present and in no case shall the quorum of a
meeting be less than three.
See standing order 4d(viii) below for the quorum of a committee or working party meeting.

v

If a meeting is or becomes inquorate no business shall be transacted and the meeting
shall be closed. The business on the agenda for the meeting shall be adjourned to another
meeting.

w

A meeting shall not exceed a period of 2 hours.

4.

COMMITTEES AND WORKING PARTIES
a

Unless the council determines otherwise, a committee may appoint a working party
whose terms of reference and members shall be determined by the committee.

b

The members of a committee may include non-councillors unless it is a committee
which regulates and controls the finances of the council.

c

Unless the council determines otherwise, all the members of an advisory committee
and a working party of the advisory committee may be non-councillors.

d

The council may appoint standing committees or other committees as may be necessary,
and:
i.

shall determine their terms of reference;

ii.

shall determine the number and time of the ordinary meetings of a standing committee
up until the date of the next annual meeting of full council;

iii.

shall permit a committee, other than in respect of the ordinary meetings of a committee,
to determine the number and time of its meetings;

iv.

shall, subject to standing orders 4(b) and (c) above, appoint and determine the terms of
office of members of such a committee;

v.

may, subject to standing orders 4(b) and (c) above, appoint and determine the terms of
office of the substitute members to a committee whose role is to replace the ordinary
members at a meeting of a committee if the ordinary members of the committee confirm
to the Proper Officer 5 days before the meeting that they are unable to attend;

vi.

shall, after it has appointed the members of a standing committee, appoint the chairman
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of the standing committee;
vii.

shall permit a committee other than a standing committee, to appoint its own chairman
at the first meeting of the committee;

viii. shall determine the place, notice requirements and quorum for a meeting of a
committee and a working party which shall be no less than three;

5.

ix.

shall determine if the public may participate at a meeting of a committee;

x.

shall determine if the public and press are permitted to attend the meetings of a working
party and also the advance public notice requirements, if any, required for the meetings
of a working party;

xi.

shall determine if the public may participate at a meeting of a working party that they are
permitted to attend; and

xii.

may dissolve a committee.

ORDINARY COUNCIL MEETINGS
a

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

b

In a year which is not an election year, the annual meeting of a council shall be held on
such day in May as the council may direct.

c

If no other time is fixed, the annual meeting of the council shall take place at 6pm.

d

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

e

The first business conducted at the annual meeting of the council shall be the election
of the Chairman and Vice-Chairman (if any) of the Council.

f

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

g

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

h

In an election year, if the current Chairman of the Council has not been re-elected as a
member of the council, he shall preside at the meeting until a successor Chairman of
the Council has been elected. The current Chairman of the Council shall not have an
original vote in respect of the election of the new Chairman of the Council but must give
a casting vote in the case of an equality of votes.

i

In an election year, if the current Chairman of the Council has been re-elected as a
member of the council, he shall preside at the meeting until a new Chairman of the
Council has been elected. He may exercise an original vote in respect of the election
of the new Chairman of the Council and must give a casting vote in the case of an
equality of votes.

j

Following the election of the Chairman of the Council and Vice-Chairman (if any) of the
Council at the annual meeting of the council, the business of the annual meeting shall
include:
i.

In an election year, delivery by the Chairman of the Council and councillors of
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their acceptance of office forms unless the council resolves for this to be done at
a later date. In a year which is not an election year, delivery by the Chairman of
the Council of his acceptance of office form unless the council resolves for this
to be done at a later date;
ii.

Confirmation of the accuracy of the minutes of the last meeting of the council;

iii.

Receipt of the minutes of the last meeting of a committee;

iv.

Consideration of the recommendations made by a committee;

v.

Review of delegation arrangements to committees, working parties, staff and other local
authorities;

vi.

Review of the terms of reference for committees;

vii.

Appointment of members to existing committees;

viii.

Appointment of any new committees in accordance with standing order 4 above;

ix.

Review and adoption of appropriate standing orders and financial regulations;

x.

Review of arrangements, including any charters and agency agreements, with other
local authorities and review of contributions made to expenditure incurred by other local
authorities;

xi.

Review of representation on or work with external bodies and arrangements for
reporting back;

xii.

In an election year, to make arrangements with a view to the council becoming eligible
to exercise the general power of competence in the future;

xiii.

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

xiv.

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

xv.

Review of the council’s and/or staff subscriptions to other bodies;

xvi.

Review of the council’s complaints procedure;

xvii.

Review of the council’s procedures for handling requests made under the Freedom of
Information Act 2000 and the Data Protection Act 1998;

xviii.

Review of the council’s policy for dealing with the press/media; and

xix.

Determining the time and place of ordinary meetings of the full council up to and
including the next annual meeting of full council.
See Appendix A with regard to 5 j v & vi.
See Appendix B with regard to the council’s annual timetable for the review and
adoption of policies, procedures and other documentation.

6.

EXTRAORDINARY MEETINGS OF THE COUNCIL AND COMMITTEES AND WORKING
PARTIES

a

The Chairman of the Council may convene an extraordinary meeting of the council at
any time.

b

If the Chairman of the Council does not or refuses to call an extraordinary meeting of
the council within seven days of having been requested in writing to do so by two
councillors, any two councillors may convene an extraordinary meeting of the council.
The public notice giving the time, place and agenda for such a meeting must be signed
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by the two councillors.
c

The chairman of a committee or a working party may convene an extraordinary meeting of
the committee or the working party at any time.

d

If the chairman of a committee or a working party does not or refuses to call an extraordinary
meeting within 7 days of having been requested by to do so by 2 members of the committee
or the working party, any 2 members of the committee and the working party may convene
an extraordinary meeting of a committee and a working party.

7.

PREVIOUS RESOLUTIONS

a

A resolution shall not be reversed within six months except either by a special motion, which
requires written notice by at least 7 councillors to be given to the Proper Officer in
accordance with standing order 9 below, or by a motion moved in pursuance of the
recommendation of a committee or a working party.

b

When a motion moved pursuant to standing order 7(a) above has been disposed of, no
similar motion may be moved within a further six months.

8.

VOTING ON APPOINTMENTS

a

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

9.

MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE GIVEN TO THE
PROPER OFFICER

a

A motion shall relate to the responsibilities of the meeting which it is tabled for and in any
event shall relate to the performance of the council’s statutory functions, powers and
obligations or an issue which specifically affects the council’s area or its residents.

b

No motion may be moved at a meeting unless it is on the agenda and the mover has given
written notice of its wording to the Proper Officer at least 7 clear days before the meeting.
Clear days do not include the day of the notice or the day of the meeting.

c

The Proper Officer may, before including a motion on the agenda received in accordance
with standing order 9(b) above, correct obvious grammatical or typographical errors in the
wording of the motion.

d

If the Proper Officer considers the wording of a motion received in accordance with standing
order 9(b) above is not clear in meaning, the motion shall be rejected until the mover of the
motion resubmits it in writing to the Proper Officer so that it can be understood at least 7 clear
days before the meeting.

e

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

Subject to standing order 9(e) above, the decision of the Proper Officer as to whether or not
to include the motion on the agenda shall be final.

g

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

h

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

10. MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE
a

The following motions may be moved at a meeting without written notice to the Proper
Officer;
i.

to correct an inaccuracy in the draft minutes of a meeting;

ii.

to move to a vote;

iii.

to defer consideration of a motion;

iv.

to refer a motion to a particular committee or working party;

v.

to appoint a person to preside at a meeting;

vi.

to change the order of business on the agenda;

vii.

to proceed to the next business on the agenda;

viii. to require a written report;
ix.

to appoint a committee or working party and their members;

x.

to extend the time limits for speaking;

xi.

to exclude the press and public from a meeting in respect of confidential or sensitive
information which is prejudicial to the public interest;

xii.

to not hear further from a councillor or a member of the public;

xiii. to exclude a councillor or member of the public for disorderly conduct;
xiv. to temporarily suspend the meeting;
xv.

to suspend a particular standing order (unless it reflects mandatory statutory
requirements);

xvi. to adjourn the meeting; or
xvii. to close a meeting.
11. HANDLING CONFIDENTIAL OR SENSITIVE INFORMATION
a

The agenda, papers that support the agenda and the minutes of a meeting shall not disclose
or otherwise undermine confidential or sensitive information which for special reasons would
not be in the public interest.

b

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

12. DRAFT MINUTES
a

If the draft minutes of a preceding meeting have been served on councillors with the
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agenda to attend the meeting at which they are due to be approved for accuracy, they shall
be taken as read.
b

There shall be no discussion about the draft minutes of a preceding meeting except in
relation to their accuracy. A motion to correct an inaccuracy in the draft minutes shall be
moved in accordance with standing order 10(a)(i) above.

c

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

d

If the chairman of the meeting does not consider the minutes to be an accurate record of the
meeting to which they relate, he shall sign the minutes and include a paragraph in the
following terms or to the same effect:
“The chairman of this meeting does not believe that the minutes of the meeting of
the ( ) held on [date] in respect of ( ) were a correct record but his view was not
upheld by the meeting and the minutes are confirmed as an accurate record of the
proceedings.”

e

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

13. CODE OF CONDUCT AND DISPENSATIONS
See also standing order 3(t) above.
a

All councillors and non-councillors with voting rights shall observe the code of conduct
adopted by the council.

b

Unless he has been granted a dispensation, a councillor or non-councillor with voting rights
shall withdraw from a meeting when it is considering a matter in which he has a disclosable
pecuniary interest. He may return to the meeting after it has considered the matter in which
he had the interest.

c

Unless he has been granted a dispensation, a councillor or non-councillor with voting rights
shall withdraw from a meeting when it is considering a matter in which he has another
interest if so required by the council’s code of conduct. He may return to the meeting after it
has considered the matter in which he had the interest.

d

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

e

A decision as to whether to grant a dispensation shall be made [by the Proper Officer] OR [by
a meeting of the council, or committee or working party for which the dispensation is
required] and that decision is final.

f

A dispensation request shall confirm:
i.

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

ii.

whether the dispensation is required to participate at a meeting in a discussion only or a
discussion and a vote;

iii.

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

iv.

an explanation as to why the dispensation is sought.
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g

Subject to standing orders 13(d) and (f) above, dispensations requests shall be considered by
the Proper Officer before the meeting or, if this is not possible, at the start of the meeting for
which the dispensation is required.

h

A dispensation may be granted in accordance with standing order 13(e) above if having
regard to all relevant circumstances the following applies:
i.

without the dispensation the number of persons prohibited from participating in
the particular business would be so great a proportion of the meeting transacting
the business as to impede the transaction of the business or

ii.

granting the dispensation is in the interests of persons living in the council’s area
or

iii.

it is otherwise appropriate to grant a dispensation.

14. CODE OF CONDUCT COMPLAINTS
a

Upon notification by the District Council that it is dealing with a complaint that a councillor or
non-councillor with voting rights has breached the council’s code of conduct, the Proper
Officer shall, subject to standing order 11 above, report this to the council.

b

Where the notification in standing order 14(a) above relates to a complaint made by the
Proper Officer, the Proper Officer shall notify the Chairman of Council of this fact, and the
Chairman shall nominate another staff member to assume the duties of the Proper Officer in
relation to the complaint until it has been determined and the council has agreed what action,
if any, to take in accordance with standing order 14(d) below.

c

The council may:

d

i.

provide information or evidence where such disclosure is necessary to progress an
investigation of the complaint or is required by law;

ii.

seek information relevant to the complaint from the person or body with statutory
responsibility for investigation of the matter;

Upon notification by the District Council that a councillor or non-councillor with voting
rights has breached the council’s code of conduct, the council shall consider what, if
any, action to take against him. Such action excludes disqualification or suspension
from office.

15. PROPER OFFICER
a

The Proper Officer shall be either (i) the clerk or (ii) other staff member(s) nominated by the
council to undertake the work of the Proper Officer when the Proper Officer is absent.

b

The Proper Officer shall:
at least three clear days before a meeting of the council, a committee and a working
party serve on councillors a summons, by email, confirming the time, place and the
agenda provided any such email contains the electronic signature and title of the Proper
Officer.
See standing order 3(b) above for the meaning of clear days for a meeting of a full
council and standing order 3 (c) above for a meeting of a committee.
i.

give public notice of the time, place and agenda at least three clear days before a
meeting of the council or a meeting of a committee or a working party (provided
that the public notice with agenda of an extraordinary meeting of the council
convened by councillors is signed by them);
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See standing order 3(b) above for the meaning of clear days for a meeting of a full
council and standing order 3(c) above for a meeting of a committee.
ii.

subject to standing order 9 above, include on the agenda all motions in the order
received unless a councillor has given written notice at least 7 days before the meeting
confirming his withdrawal of it;

iii.

convene a meeting of full council for the election of a new Chairman of the
Council, occasioned by a casual vacancy in his office;

iv.

facilitate inspection of the minute book by local government electors;

v.

receive and retain copies of byelaws made by other local authorities;

vi.

retain acceptance of office forms from councillors;

vii.

retain a copy of every councillor’s register of interests;

viii. assist with responding to requests made under the Freedom of Information Act 2000
and Data Protection Act 1998, in accordance with and subject to the council’s policies
and procedures relating to the same;
ix.

receive and send general correspondence and notices on behalf of the council except
where there is a resolution to the contrary;

x.

manage the organisation, storage of, access to and destruction of information held by
the council in paper and electronic form;

xi.

arrange for legal deeds to be executed;
See also standing order 22 below.

xii.

arrange or manage the prompt authorisation, approval, and instruction regarding any
payments to be made by the council in accordance with the council’s financial
regulations;

xiii. record every planning application notified to the council and the council’s response to
the local planning authority in a book for such purpose;
xiv. refer a planning application received by the council to the Planning & General Purpose
committee within two working days of receipt to facilitate an extraordinary meeting if the
nature of a planning application requires consideration before the next ordinary meeting
of the Planning & General Purpose committee;
xv.

manage access to information about the council via the publication scheme; and

xvi. retain custody of the seal of the council (if any) which shall not be used without a
resolution to that effect.
See also standing order 22 below.
16. RESPONSIBLE FINANCIAL OFFICER
a

The council shall appoint appropriate staff member(s) to undertake the work of the
Responsible Financial Officer when the Responsible Financial Officer is absent.

17. ACCOUNTS AND ACCOUNTING STATEMENTS
a

“Proper practices” in standing orders refer to the most recent version of Governance and
Accountability for Local Councils – a Practitioners’ Guide.
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b

All payments by the council shall be authorised, approved and paid in accordance with the
law, proper practices and the council’s financial regulations.

c

The Responsible Financial Officer shall supply to each councillor who is a member of the
Finance Committee, as soon as practicable after the end of the month, a statement to
summarise:
i.

the council’s receipts and payments for each month;

ii.

the council’s aggregate receipts and payments for the year to date;

iii.

the balances held at the end of the month being reported

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

e

As soon as possible after the financial year end at 31 March, the Responsible Financial
Officer shall provide:
i.

each councillor who is a member of the Finance Committee with a statement
summarising the council’s receipts and payments for the year to date for information;
and

ii.

to the full council the accounting statements for the year in the form of Section 1 of the
annual return, as required by proper practices, for consideration and approval.

The year end accounting statements shall be prepared in accordance with proper practices
and applying the form of accounts determined by the council (receipts and payments, or
income and expenditure) for a year to 31 March. A completed draft annual return shall be
presented to each councillor before the end of the following month of May. The annual return
of the council, which is subject to external audit, including the annual governance statement,
shall be presented to council for consideration and formal approval before 30 June.

18. FINANCIAL CONTROLS AND PROCUREMENT
a

The council shall consider and approve financial regulations drawn up by the Responsible
Financial Officer, which shall include detailed arrangements in respect of the following:
i.

the keeping of accounting records and systems of internal controls;

ii.

the assessment and management of financial risks faced by the council;

iii.

the work of the independent internal auditor in accordance with proper practices and the
receipt of regular reports from the internal auditor, which shall be required at least
annually;

iv.

the inspection and copying by councillors and local electors of the council’s accounts
and/or orders of payments; and

v.

procurement policies (subject to standing order 18(c) below) including the setting of
values for different procedures where a contract has an estimated value of less than
£60,000.

b

Financial regulations shall be reviewed regularly and at least annually for fitness of purpose.

c

Financial regulations shall confirm that a proposed contract for the supply of goods,
materials, services and the execution of works with an estimated value in excess of
£60,000 shall be procured on the basis of a formal tender as summarised in standing
order 18(d) below.

d

Subject to additional requirements in the financial regulations of the council, the tender
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process for contracts for the supply of goods, materials, services or the execution of works
shall include, as a minimum, the following steps:
i.

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

ii.

an invitation to tender shall be drawn up to confirm (i) the council’s specification (ii) the
time, date and address for the submission of tenders (iii) the date of the council’s written
response to the tender and (iv) the prohibition on prospective contractors contacting
councillors or staff to encourage or support their tender outside the prescribed process;

iii.

the invitation to tender shall be advertised in a local newspaper and in any other manner
that is appropriate;

iv.

tenders are to be submitted in writing in a sealed marked envelope addressed to the
Proper Officer;

v.

tenders shall be opened by the Proper Officer in the presence of at least one councillor
after the deadline for submission of tenders has passed;

vi.

tenders are to be reported to and considered by the appropriate meeting of the council
or a committee or working party with delegated responsibility.

e

Neither the council, nor a committee or a working party with delegated responsibility for
considering tenders, is bound to accept the lowest value tender.

f

Where the value of a contract is likely to exceed £138,893 (or other threshold specified
by the Office of Government Commerce from time to time) the council must consider
whether the Public Contracts Regulations 2006 (SI No. 5, as amended) and the Utilities
Contracts Regulations 2006 (SI No. 6, as amended) apply to the contract and, if either
of those Regulations apply, the council must comply with EU procurement rules.

19. HANDLING STAFF MATTERS
a

A matter personal to a member of staff that is being considered by a meeting of council; or
the Staffing or Appeals committee is subject to standing order 11 above.

b

Subject to the council’s policy regarding absences from work, the council’s most senior
member of staff shall notify the chairman of the Staffing committee or, if he is not available,
the vice-chairman of the Staffing committee of absence occasioned by illness or other reason
and that person shall report such absence to the Staffing committee at its next meeting.

c

The chairman of the Staffing committee or in his absence, the vice-chairman shall upon a
resolution conduct a review of the performance and annual appraisal of the work of the Town
Clerk. The reviews and appraisal shall be reported in writing and is subject to approval by
resolution by the Staffing committee.

d

Subject to the council’s policy regarding the handling of grievance matters, the council’s most
senior employee (or other employees) shall contact the chairman of the Staffing committee or
in his absence, the vice-chairman of the Staffing committee in respect of an informal or formal
grievance matter, and this matter shall be reported back and progressed by resolution of the
Staffing committee.

e

Subject to the council’s policy regarding the handling of grievance matters, if an informal or
formal grievance matter raised by the Town Clerk relates to the chairman or vice-chairman of
the Staffing committee, this shall be communicated to the chairman of the Appeals
committee, which shall be reported back and progressed by resolution of the Appeals
committee.
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f

Any persons responsible for all or part of the management of staff shall treat the written
records of all meetings relating to their performance, capabilities, grievance or disciplinary
matters as confidential and secure.

g

The council shall keep all written records relating to employees secure. All paper records
shall be secured and locked and electronic records shall be password protected and
encrypted.

h

Only persons with line management responsibilities shall have access to staff records
referred to in standing orders 19(f) and (g) above if so justified.

i

Access and means of access by keys and/or computer passwords to records of employment
referred to in standing orders 19(f) and (g) above shall be provided only to Town Clerk and/or
the Chairman of the Staffing committee.

20. REQUESTS FOR INFORMATION
a

Requests for information held by the council shall be handled in accordance with the
council’s policy in respect of handling requests under the Freedom of Information Act 2000
and the Data Protection Act 1998.

b

Correspondence from, and notices served by, the Information Commissioner shall be
referred by the Proper Officer to the chairman of the Planning & General Purpose committee.
The said committee shall have the power to do anything to facilitate compliance with the
Freedom of Information Act 2000.

21. RELATIONS WITH THE PRESS/MEDIA
a

Requests from the press or other media for an oral or written comment or statement from the
Council, its councillors or staff shall be handled in accordance with the Council’s policy in
respect of dealing with the press and/or other media.

22. EXECUTION AND SEALING OF LEGAL DEEDS
See also standing orders 15(b)(xii) and (xvii) above.
a

A legal deed shall not be executed on behalf of the council unless authorised by a resolution.

b

Subject to standing order 22(a) above, the council’s common seal shall alone be used
for sealing a deed required by law. It shall be applied by the Proper Officer in the
presence of two councillors who shall sign the deed as witnesses.

23. COMMUNICATING WITH DISTRICT AND COUNTY COUNCILLORS
a

An invitation to attend a meeting of the council shall be sent, together with the agenda, to the
ward councillor(s) of the District and County Council representing the area of the council.

b

Unless the council determines otherwise, a copy of each letter sent to the District and County
Council shall be sent to the ward councillor(s) representing the area of the council.

24. RESTRICTIONS ON COUNCILLOR ACTIVITIES
a.

Unless authorised by a resolution, no councillor shall:
i.

inspect any land and/or premises which the council has a right or duty to inspect; or
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ii.

issue orders, instructions or directions.

25. STANDING ORDERS GENERALLY
a

All or part of a standing order, except one that incorporates mandatory statutory
requirements, may be suspended by resolution in relation to the consideration of an item on
the agenda for a meeting.

b

A motion to add to or vary or revoke one or more of the council’s standing orders, except one
that incorporates mandatory statutory requirements, shall be proposed by a special motion,
the written notice by at least 4 councillors to be given to the Proper Officer in accordance with
standing order 9 above.

c

The Proper Officer shall provide a copy of the council’s standing orders to a councillor as
soon as possible after he has delivered his acceptance of office form.

d

The decision of the chairman of a meeting as to the application of standing orders at the
meeting shall be final.
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Appendix A
COMMITTEES AND WORKING PARTIES DELEGATED AUTHORITY
AND TERMS OF REFERENCE
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1.

COMMITTEES AND WORKING PARTIES GENERALLY

a

There are 3 standing committees: Finance; Planning & General Purpose and Property.

b

Each standing committee has 7 ordinary members.

c

The Mayor and Deputy Mayor are voting ex-officio members of all standing committees.

d

Due to other Council commitments it is recommended that the Mayor and Deputy Mayor are
not the Chairman or Vice Chairman of standing committees.

e

Councillors who are not members of a standing committee are permitted to participate during
meetings but do not have voting rights.

f

Councillors who are likely to have a prejudicial interest in the regular proceedings of a
committee should not be a member of that committee.

g

There are 2 other committees: Staffing and Appeals.
respectively.

h

Working Parties are only formed as and when required to deliver a specific task or project.

i

There are currently 3 working parties. The Devolution of Services Working Party and the
Neighbourhood Planning Working Party that report to the Planning & General Purpose
Committee. The Buildings Working Party report to the Property Committee.

2.

DELEGATED AUTHORITY

a

The Finance Committee has delegated authority to approve the schedule of payments in the
event of there being no ordinary council meeting in the month.

b

The Planning and General Purpose Committee has delegated authority to support, make
observations or objections with regard to planning applications.

c

The Staffing Committee has delegated authority to respond with regard to any grievance or
disciplinary matters.

3.

TERMS OF REFERENCE

a

The Finance Committee’s terms of reference are to prepare recommendations for Council on
all financial matters, including: budgets, precept, financial regulations, appointment of
suppliers, supplier payments, annual contracts, leases and licenses, management accounts,
bank accounts and investments, financial accounts, annual return, internal and external audit,
fees and charges, charity accounts, grants, applications for funding and risk and asset
management.

b

The Planning and General Purpose Committee’s terms of reference are to prepare
recommendations for Council on all planning and general issues, including: responding to
consultation with regard to planning applications, noting planning decisions, planning and
other consultations, preparation of Council policies (including Health & Safety), strategies,
procedures and plans, development of a Neighbourhood Plan, community consultation,
consideration of highways, traffic and parking issues.

c

The Property Committee’s terms of reference are to prepare recommendations for Council on
all Council owned property (Moot Hall, Public Hall, Cloisters, 1 – 4 Market Arcade, High and
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Low Crosses, Church clock and organ, Fair Hill, Dowpitts Wood and land adjacent to Jubilee
Bridge), including: surveys, building repairs and maintenance plans, the facilitation and
management of works and planning, listed building and building control applications.
d

The Staffing Committee’s terms of reference are to prepare recommendations to Council
regarding all employment and employee management issues, including: recruitment, job
descriptions, contracts of employment, salary scales and review, appraisals, training,
grievance and disciplinary matters. With regard to grievance and disciplinary matters
appeals made in writing within 5 working days against a decision of the Staffing Committee
will be heard by the Appeals Committee.

e

The Appeals Committee terms of reference are to consider appeals made against decisions
of the Staffing Committee in relation to grievance and disciplinary matters and make
recommendations to Council.

f

The Devolution of Services Working Party has been established to facilitate discussions with
Eden District Council and other local authorities regarding the future delivery of local
services. The Working Party may include non-councillors with voting rights providing the
terms of Standing Order 3.t are met. The Working Party will make recommendations to the
Planning and General Purpose Committee. The Working Party has no delegated authority.

g

The Neighourhood Planning Working Party’s terms of reference are to progress the
development and delivery of a Neighbourhood Plan making appropriate recommendations for
consideration by the Planning and General Purpose Committee.

h

The Buildings Working Party’s terms of reference are to adapt the buildings survey template,
to undertake surveys (based on the template) and to produce a prioritised buildings
maintenance and repair programme for all of the Council’s properties.
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Appendix B
ANNUAL TIMETABLE FOR THE REVIEW AND ADOPTION OF
POLICIES, PROCEDURES AND OTHER DOCUMENTATION
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APPLEBY-IN-WESTMORLAND TOWN COUNCIL
Caroline Dodgeon – Town Clerk
Town Clerk’s Office
Telephone: 017683 51177
Email: clerk@applebytown.org.uk
Facebook: Appleby-in-Westmorland
Twitter: @ApplebyCouncil

Month

www.applebytown.org.uk

Finance Committee

Planning and General
Purpose Committee

Consideration and
recommendation of grant
applications

Review and
recommendation of
council policies,
including:

Consideration and
recommendation of the
precept requirement



February
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Health and Safety
policy



Equality and Diversity
policy



Data Protection
policy



Freedom of
Information policy



Dealing with the
Media

January

Review and
recommendation of the
council’s banking
arrangements including
signatories

Moot Hall
Boroughgate
Appleby-in-Westmorland
Cumbria
CA16 6YB

Review and
recommendation of
council procedures and
documents, including:


Complaints

Property Committee

Staffing Committee

Ordinary Council
Approval of grant
applications
Approval of council
policies
Approval of the precept
requirement

Approval of banking
arrangements and
signatories
Approval of council
procedures and
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Month

Finance Committee

Planning and General
Purpose Committee

Property Committee

Procedure

Review and
recommendation of
financial regulations
Review and
recommendation of
council risk assessment

March

Review and
recommendation of asset
register

Staffing Committee

Ordinary Council
documents

Model Publication
Scheme

Review and
recommendation of
standing orders,
including delegated
authorities and
committee terms of
reference
Review and
recommendation of
health and safety risk
assessment

Review and
recommendation of Fair
Hill Licences

Approval of financial
regulations
Approval of council risk
assessment
Approval of asset
register
Approval of insurance
arrangement
Approval of standing
orders

Review and
recommendation of
insurance arrangements

Approval of health and
safety risk assessment
Review and
recommendation of Fair
Hill licences

April

Review and
recommendation of
regular payments and
direct debit
arrangements
Consideration and review
of year end charity
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Review and
recommendation of
Annual Report

Approval of regular
payments and direct
debits
Approval of year end
charity accounts
Approval of Annual
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Month

Finance Committee

Planning and General
Purpose Committee

Property Committee

Staffing Committee

accounts
Consideration and
recommendation of
internal audit report

Ordinary Council
Report

Review and
recommendation of code
of conduct

Approval of code of
conduct
Review council structure

Consideration and
recommendation of
Annual Return and
Accounts

Appointment of
councillors to committees
and working parties

May

Appointment of
councillors to outside
bodies
Approval of internal audit
report
Approval of annual
Return and Accounts
Consideration and
recommendation of the
next calendar year’s
meeting dates

June

July

Consideration and
recommendation of grant
applications

August

Consideration and
recommendation of
external audit and

Approval of meeting
dates

Approval of grant
applications

Review and
recommendation of
staffing arrangements

Approval of staffing
arrangements
Approval of external
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Month

Finance Committee

Planning and General
Purpose Committee

Property Committee

Staffing Committee

accounts

audit and accounts

Consideration and
recommendation of
buildings maintenance
requirements for next
financial year

September

Ordinary Council

Consideration of salary
increases for budgeting
purposes

Approval of building
maintenance
requirements
Approval of salaries

October

Consideration of draft
budget for next financial
year

November

Review and
recommendation of draft
budget for next financial
year

Approval of budget for
next financial year

Review and
recommendation of
council’s subscriptions

Approval of subscriptions

December
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APPLEBY-IN-WESTMORLAND TOWN COUNCIL

Report 14

HEALTH & SAFETY Risk Assessment 2018- 2019
Area

Hazard

A General
A1 Health and
Safety

Current Controls

Is Control adequate or is
further Action needed?

Action by
Who?

Action by When?

Health and Safety Policy



Policy to be reviewed and
approved annually
Employees & Contractors
to be inducted
To be reviewed and
approved annually
Employees & Contractors
to be inducted
To be accessible at all
times
Located in Moot Hall and
Public Hall
All employees to receive
basic training every 3 years
First Aid Boxes located in
Moot Hall and Public Hall
First Aid Boxes contents to
be checked and replaced
as required
Employees to complete
appropriate Health & Safety
training

Clerk

January

Clerk

Completed January
2015





Checked

Clerk /
Councillors
Property
Manager
Property
Manager

Annually



Loft to be tidied to provide
additional storage.
Checked






Health & Safety Risk
Assessment




Accident Book




First Aid





B Buildings
B1 Moot Hall
B1i

Slips, trips
and falls

Training



Floors, corridors and stairs
to be kept clear
Ramp to exhibition room
signed
TIC outside step edges to
be marked



Review
2017 2018



On going
Clerk



March
On going

Clerk

Ongoing



Clerk

Completed
November 2014



Ongoing

Monthly
Bi Annually
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APPLEBY-IN-WESTMORLAND TOWN COUNCIL
HEALTH & SAFETY Risk Assessment 2018- 2019
Area

B2ii

Hazard

Current Controls

Is Control adequate or is
further Action needed?

Action by
Who?

Action by When?



Checked



Checked



Smoke alarms fitted



Available and
recommendations actioned
Smoke alarms tested

Fire extinguishers available



Fire extinguishers checked

Emergency lighting fitted



Emergency lighting tested

Fire exits marked and kept
clear
Council Chamber outside
door unlocked when in use
Portable appliances tested
(PAT)
Trolley provided



Checked



Evacuation plan tested

Property
Manager
Property
Manager
Property
Manager
Property
Manager
Property
Manager
Property
Manager
Property
Manager
Clerk

Monthly

Fire

Entrance and steps to
Council Chamber to be lit
Council Chamber steps
edges to be marked
Fire Risk Assessment

April



Employees trained

Property
Manager
Clerk

Chubb Security panic
button installed
Emergency button installed
Clerk’s office
Door by toilet locked when
TIC open
Gas boiler serviced



Panic button tested

TIC Manager

June



Emergency button tested

Weekly



Checked



Independent check by
insurance company

TIC
employees
TIC
employees
Property
Manager

Appropriately qualified
Contractors employed



Check Contractors Health
and Safety policy and risk

Property
Manager

Ongoing

B2iii

Electrocution

B2iv

Manual
handling
Lone working

B2v

B2vii

B2viii

Carbon
monoxide
poisoning
Building
Maintenance

Annually
Ongoing
March / September
Weekly
March
March / September
Weekly
Monthly
Annually

Ongoing

Daily
April

Review
2017 2018
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APPLEBY-IN-WESTMORLAND TOWN COUNCIL
HEALTH & SAFETY Risk Assessment 2018- 2019
Area

Hazard

Current Controls

Is Control adequate or is
further Action needed?


B2ix



Asbestos


B3 Public Hall
B3i

Fire

Property
Manager

Ongoing



Asbestos Survey and
Monitoring to be completed
Management Plan

Property
Manager

April 2018




Property
Manager
Property
Manager
Property
Manager
Property
Manager
Property
Manager
Clerk

Ongoing

Property
Manager
Property
Manager
Property
Manager

October

assessments
Check Contractors
Employers & Public Liability
insurance



Smoke alarms fitted



Available and
recommendations actioned
Smoke alarms tested

Emergency lighting fitted



Emergency lighting tested

Fire extinguishers available



Fire extinguishers checked

Fire exits marked and kept
clear
Evacuation plan in place



Checked



All Hirers informed at time
of booking. Signing
booking Ts & Cs
acknowledges
Evacuation plan to be
reviewed
Evacuation plan tested


Electrocution

Action by When?

Fire Risk Assessment



B3ii

Action by
Who?

Portable appliances & stage
lighting tested (PAT)

Annually

March / September
Weekly
March / September
Weekly
March
Monthly
Ongoing

August
April

Review
2017 2018
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APPLEBY-IN-WESTMORLAND TOWN COUNCIL
HEALTH & SAFETY Risk Assessment 2018- 2019
Area

Hazard

Current Controls

Is Control adequate or is
further Action needed?

Electrical installations
checked

Action by
Who?

Action by When?

Review
2017 2018

Property
Manager



B3iii

Manual
handling

Trolley provided



Employees trained

Clerk

Every 5 years
(Completed January
2018 due January
2023)
Ongoing

B3iv

Slips, Trips
and falls

Floors, corridors and stairs
to be kept clear



Clerk

Ongoing



Spillages to be cleared
immediately



Clerk

Ongoing



Stage step edges to be
marked



All Hirers informed at time
of booking. Signing
booking Ts & Cs
acknowledges
All Hirers informed at time
of booking. Signing
booking Ts & Cs
acknowledges
Checked

Property
Manager

Bi Annually



Asbestos sealed and signed
under the stage



Asbestos Survey and
Monitoring to be completed
Management Plan

Property
Manager

April 2018





B3v

Asbestos


B3vi

B3vii

Control of
Substances
Hazardous to
Health
Lift

Annually



Chemicals stored
appropriately



Personal Protective
Equipment (PPE) provided

Caretaker

Ongoing

Lift maintained and serviced
by appropriate Contractor



Independent check by
insurance company

Property
Manager

Ongoing



Property
Manager

Weekly



Emergency numbers signed
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APPLEBY-IN-WESTMORLAND TOWN COUNCIL
HEALTH & SAFETY Risk Assessment 2018- 2019
Area

Hazard

Current Controls

Is Control adequate or is
further Action needed?

Action by
Who?

Action by When?

Ongoing

Doors to be kept locked at
all times when in the
building alone
Gas boilers serviced



Caretaker carries a mobile
phone

Property
Manager
Caretaker



Independent check by
insurance company

Property
Manager

April



Appropriately qualified
Contractors employed



Check Contractors Health
and Safety policy and risk
assessments
Check Contractors
Employers & Public Liability
insurance
Ceilings inspected

Property
Manager

Ongoing



Property
Manager

Ongoing



Property
Manager
Property
Manager

Every 5 years

Clerk

June 2015

Property
Manager
Clerk

Annually

Property
Manager

Every 5 years

Lift access keys available
B3viii

Lone working

B3ix

Carbon
monoxide
poisoning
Building
Maintenance

B3x



B3xi

Stage
mechanisms

Inspected annually




B4 Fair Hill
B4i

Inspect field before and
after Appleby Horse Fair
Check Public Liability
insurance



B4ii

Slips, Trips
and falls
Horse Fair

B5 Dowpitts
Wood
B5i

Falling Trees

Adequate public liability
insurance



Independent check by
insurance company
Replace stage curtain
winding mechanism
Ensure Grazing Licensee
rolls field

Survey by qualified
arboriculturist

Ongoing

Annually

May

Review
2017 2018
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APPLEBY-IN-WESTMORLAND TOWN COUNCIL
HEALTH & SAFETY Risk Assessment 2018- 2019
Area

B6 Market
Arcade Toilets
B6i
B6ii

Hazard

Current Controls

Is Control adequate or is
further Action needed?

Action by
Who?

Action by When?

Slips, Trips
and falls
Cleaning

Step edges to be marked



Checked

Bi Annually

Appropriately qualified
Contractors employed



Check Contractors Health
and Safety policy and risk
assessments including
COSHH asessments
Check Contractors
Employers & Public Liability
insurance

Property
Manager
Property
Manager
Property
Manager

Ongoing



Property
Manager
Property
Manager

Annually




Property
Manager

Ongoing



Property
Manager

Every 5 years



Property
Manager

Ongoing





Check Contractors Health
and Safety policy and risk
assessments
Check Contractors
Employers & Public Liability
insurance

Property
Manager

Ongoing





Asbestos Survey and

Property

April 2018





B6iii

Water Testing

B6iv

Building
Maintenance

Undertake appropriate
testing
Appropriately qualified
Contractors employed




B6v
B7 Cloisters
B7i

B7ii

Electrocution

Electrical installations
checked

Maintenance
of Structure

Appropriately qualified
Contractors employed

Asbestos



Check Contractors Health
and Safety policy and risk
assessments
Check Contractors
Employers & Public Liability
insurance

Ongoing

Ongoing

Review
2017 2018
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Area

Hazard

Current Controls

Is Control adequate or is
further Action needed?


Action by
Who?

Monitoring to be completed
Management Plan

Manager

Action by When?

Annually

Review
2017 2018



B8 Crosses

B9 Tenanted
Properties
B9i

Maintenance
of Structure

Adequate public liability
insurance



Undertake structural
inspection

Property
Manager

Every 5 years



Building
Maintenance

Appropriately qualified
Contractors employed



Check Contractors Health
and Safety policy and risk
assessments
Check Contractors
Employers & Public Liability
insurance
Undertake structural and
electrical inspection

Property
Manager

Ongoing



Property
Manager

Ongoing



Property
Manager

Every 5 years



Check Tenants Employers
& Public Liability insurance

Clerk

Ongoing





B9ii

Tenants

Check Tenants Health and
Safety policy and risk
assessments
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Mayor:

Cllr Andy Connell

Dated:

Wednesday 21st March 2018

Signed:

Clerk:

Caroline Dodgeon

Dated:

Wednesday 21st March 2018
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