Wednesday 29" February 2016 at 7.30 p.m.
Northways Football Pavilion

Present: G. Allan, T. Blackmore, N. Darnton, P. Dykes, O Milligan, P. O’Brien, A. Shaw, A. Wilkinson
In Attendance: P Seed (Clerk)
Apologies for absence None

16/07 The Minutes of the meeting held on 27t January 2016, previously circulated, were confirmed and signed by
the Chairman.

16/08 Parish Council Action Plan & Budget 2016/17
The Action Plan & budget were noted. The Committee would produce costed action proposals for this and subsequent
years.

16/09 Updates on Plans & Actions
Footpaths Leeds City Council have been appraised of the urgency of repairing or re-routing Footpath No. 1. They
have agreed to move it up their priority list.

Northways Woodland Walk  No action required at present.
Northways Playing Field Quotations for drainage works have been obtained and a source for a grant identified.
Work will cost £10,000 and the grant, if approved, will be for 50% of the cost. Moles need to be dealt with before they

encroach on the pitch.

Clifford Community Sports Ground Advice being obtained on the materials to be used to improve access and
parking. Sceptic tank to be emptied and signs put up.

Village Hall & Play Area No action required.
St Edwards Wood  Wildflower seeds have been ordered and assistance is required on 19 March to rake up grass
after the mound has been rotivated. The route of the zig zag path has been laid out. It is felt that there will be no need

to have a perimeter path.

Queen’s 90" Birthday Celebration Beacon lighting time has been confirmed as 7.30pm. Clir O’'Brien to liaise with
ClIr Fawcett over a group interested in selling light refreshments in aid of charity.

16/10 Date of Next Meeting
Monday 25" April 2016 at 7.30pm in the Northways Football Pavilion.



Minutes of the Meeting of the Council
Wednesday 16" March 2016 at 7.30 p.m.
Clifford Village Hall
Present: Councillors N Fawcett (Chairman), G. Allan, T. Blackmore, C. Glynn, D. Hill, O Milligan, S. Park, A. Shaw

In Attendance: P Seed (Clerk)
1PCSO

Apologies for absence None

16/35 Crime Report

The PCSO reported that there had been 1 crime, an arson attack in Albion Terrace on a caravan, in February. He also
reported that speed checks were being carried in the area, that elderly people were being targeted by thieves posing
as officials, that Land Rover thefts are on the increase and that any incidences of fly tipping should be reported to
Leeds City Council Environmental Services Department.

16/36 Declarations of Interest & Notifications of changes in the Members’ Register of Interest.
There were no declarations & no amendments to the Register.

16/37 Public Participation Session
No residents present.

16/38 The Minutes of the meeting held on 17t February 2016, previously circulated, were confirmed and signed by
the Chairman.

16/39 Chairman’s Business.
The chairman reported that the preparations for the celebration of the Queen’s 90" birthday were in hand.

16/40 Clerk’s Report.

Received: a verbal report from the Clerk.

The waste bins outside Charis House are no longer being kept on the pavement. Whilst Royal Mail had not confirmed
that the letter boxes were to be removed, they had said that a notice would be put on any such box 4 weeks prior to
removal. The 2013-14 Minutes have been sent for binding.

16/41 Neighbourhood Plan:
Nothing to report.

16/42 Footpaths & Open Spaces Committee
The unconfirmed Minutes of the 29 February 2016 were received.

16/43 Lead Members & Committee Representatives.

Received:

Clifford Directory: Cllr Shaw reported that the work is on schedule. The cover photograph was approved.

St Edwards Wood: ClIr Blackmore reported that assistance with grass clearing and seeding was required on
Saturday 19 March.

Northways: The fencing at the car park had been damaged by a caravan being dragged through it. Repairs are to be
carried out.

16/44 Planning Matters
Received: verbal reports that
a) Decisions known or received:
(i) Part two storey, part single storey side/rear extension. Knowle House, Church Street — Approved.
b) Planning Applications considered by the Planning Working Group
(i) Single storey rear extension; single storey infill extension; roof lights to existing single storey roof. Brittania
House, Albion Street — supported
(i) 20 affordable dwellings, Clifford Moor Road: under consideration

16/45 Financial Matters
a) The following receipts had been received:

i) Allotment rents 2016 £ 800.00
b) To confirm the following payments to be made by cheque

i) Clerk’s salary & expenses £ 364.77

i) Reimburse clerk for wildflower seeds (Minute 16/14 refers) Basic £160.84 VAT £32.17 £ 193.01

iii) HM Revenue & Customs (Tax on clerk’s salary) £ 91.40

iv) P. Walker (Litter Warden Honorarium) £ 65.00



v) C. Allen (Web Site maintenance) £ 200.00
vi) YLCA Subscription £ 410.00
vii) J. Clarke (refund of allotment bond) £ 50.00

16/46 Clifford Allotment Holders Association
Cllr Shaw proposed and Clir Park seconded that the Clifford Allotment Holders Association be reimbursed up
to £120 for the purchase of black plastic rolls.

16/47 Playground Safety Improvements

Only 2 quotes could be secured in spite of a large number of companies contacted.

Cllr Allan proposed and Cllr Fawcett seconded that the quotation from Record for £959.20p, including VAT, be
accepted.

16/48 Risk Register
Cllr Fawcett proposed and Clir Allan seconded that the updated Risk Register be agreed.

16/49 Financial Regulations
Cllr Fawcett proposed and Clir Milligan seconded that the revised Financial Regulations as required by the
Public Contract Regulations 2015 be agreed

16/50 Quality Scheme
Cllr Fawcett proposed and ClIr Milligan seconded that the Council publishes online all of the items required
by the Quality Scheme Foundation Award.

16/51 Correspondence Update (other than that relating to specific agenda items)
e The Clerk Magazine
e Clerk & Councils Direct
o Letter from the Crime Prevention Panel Outer North East Leeds requesting the Council send a representative.

16/52 Other reports/Notification of items for next/future meetings
e Noted that any reports/agenda items for the April meeting need to be with the clerk by Tuesday 12t April 2016

There being no further business, the Chairman declared the meeting closed at 8.25pm.

{13YSRX XXX XXX XXX XXX XX XXX XXX X0/ KINY 1y 51-4S



Risk

Protection of physical assets (material damage)

Assessment

Community Sports Ground facilities are of high
value & at risk from vandalism

Internal Control Measure

Insurance Cover

Public Liability

Few events but Playground is high risk. Building
use covered by users’ own insurance cover

Insurance Cover
Annual Safety Check of playground. Recommendations
acted upon swiftly.

Business Interruption (Consequential loss)

Work can be conducted with computer, internet
connection and mobile phone

Data is synced to OneDrive & backed up daily to Network
Attached Drive.

Loss of cash through theft or dishonesty (Fidelity
Guarantee)

Very small amount of cash handled

Insurance Cover
Cheques/cash deposited in bank as soon as possible

Money (in premises/in transit)

Very small amount of cash handled

Cash/cheques deposited in bank as soon as possible after
receipt.

Employer’s Liability

One employee — statutory cover required

Insurance Cover

Libel and slander

Insurance Cover

Personal Accident (Employees/volunteers/members)

Councillors carry out work with risk of injury —
Christmas tree, Northways Working party

Insurance Cover

Maintenance for vulnerable amenities or equipment

Playground is high risk.

Annual safety check by expert company &
recommendations acted upon swiftly

Banking arrangements, including borrowing or lending

Council has funds to invest

Investment Policy agreed July 2012

Supplies & services provided to the Council

Footpaths & Open Space Maintenance Contract

Contractors provide evidence of compliance with all H&S
Standards, including adequate insurance cover

Standing Orders & Financial Regulations dealing with the
award of contracts etc.

Keeping financial records in accordance with statutory
requirements

Small number of transactions

Use of spreadsheet, rather than bought in
accounting software, raises risk of calculation
errors

Internal Audit reviews accounts twice a year with a third of
transactions checked annually.
Annual External Audit

Ensuring all business activities are within the Council’s
legal powers

Clerk is CilCA gqualified.
Councillors are experienced.

Council has General Power of Competence and so

much wider powers than previously

Expenditure controlled through Council minutes and when
necessary, the Clerk seeks advice.

Ensuring that all requirements are met within
employment law and Inland Revenue regulations

One employee

Payroll and HMRC returns carried out using HMRC’s Basic
PAYE Tools.

Printout of P11 calculation checked by Chairman every
month

NALC standard contract with supporting policies

Ensuring all requirements are met under Customs &
Excise Regulations

Small number of transactions

Checked by Internal Auditor.
Clerk takes expert advice for special projects.

Ensuring the adequacy of the annual precept within
sound budgetary arrangements

Income & expenditure items are either known
beforehand (Clerk’s salary, loan repayment, open
spaces contract) or under Council’s control.

Budget requirements identified when fixing precept.
Adequacy & use of earmarked funds has been examined.




Assessment

Internal Control Measure

Responsibility for building at Community Sports
Ground increases risk of emergency expenditure.

Formal agreements on financial responsibilities to be
agreed with major users of building.

Ensuring the proper use of funds granted to local
community bodies under specific powers or under
Section 137

Section 137 not applicable as Council has General
Power of Competence. Council still accountable for
use of funds.

Grant Application Policy.

Proper timely and accurate reporting of Council
business in the Minutes

Small village with multiple means of
communication — village hall notice board, web site
& Outlook.

All Council and Committee minutes are approved at
following Parish Council meeting. (Held monthly except for
August).

Unconfirmed Minutes are uploaded onto web site and put
on village hall notice board once councillors have had an
opportunity to comment on their accuracy.

Responding to electors wishing to exercise their right of
inspection

Statutory requirement

Public notice of annual audit displayed. Books available for
inspection.

Proper document control

Small number of physical documents
Risk of fire at Clerk’s home

Key legal documents held by NatWest Bank
Records Management & Retention Policy agreed February
2012

Register of Members’ interests accurate and up-to-date

Statutory requirement

All Members have completed Register of Interest forms.
These are supplemented by declarations of personal and
prejudicial interests at meetings as appropriate.

Register is available directly from Council’'s website.

Staffing

One employee

Clerk has signed Contract of Employment and Job
specification & paid according to nationally agreed scale.

Expenditure approval

Controls specified in Financial Regulations
No petty cash.

Financial Regulations reviewed annually.

Proposed expenditure itemised in Agenda and then
minuted.

Two Members sign cheques and cheque stubs. Checked
by Internal Auditor twice a year.

Income control

Very little cash. Grants from Leeds City Council
and allotment rents

Income is itemised in Agenda and then minuted. Checked
by Internal Auditor twice a year.

Health & Safety

Councillors carry out fairly high risk tasks.
Playground is high risk.

Councillors are experienced.
Annual safety check by clerk and a councillor of all assets.
Annual safety check by expert organisation on Playground.

Documented procedures to deal with enquiries from the
public

Full compliance with the Freedom of Information Act and
Data Protection Act.
Complaints Procedure agreed February 2013.




Clifford Parish Council
Financial Regulations

General

1. These financial regulations shall govern the conduct of the financial transactions of the council and may only be
amended or varied by resolution of the council.

2. The Clerk shall be the responsible financial officer (RFO), be responsible for the proper administration of the
council’s financial affairs and for the production of financial management information.

Annual Estimates

3. The Council shall formulate proposals in respect of revenue services and capital projects for inclusion in the
rolling capital programme in accordance with the calendar set by Leeds City Council..

4. Estimates of income and expenditure on revenue services and receipts and payments on capital account shall be
prepared each year by the RFO, providing each member with a copy.

5. The Council shall recommend the precept to be levied for the ensuing financial year in accordance with the
calendar set by Leeds City Council.

6. The annual capital and revenue budgets shall form the basis of financial control for the ensuing year.
Budgetary Control

7. No expenditure may be incurred which cannot be met from the amount provided in the budget unless virement
has been approved by council.
8. (a)The RFO shall provide members with a quarterly print-out of expenditure.
(b) The RFO shall periodically provide council with a statement of income and expenditure to date under each
head of the revenue and capital budgets.

9. The Clerk may incur expenditure on behalf of the council necessary to carry out any repair, replacement or other
work which is of such extreme urgency that it must be done at once whether or not there is any budgetary
provision for the expenditure subject to a limit of £500, reporting the action to council at the next meeting.

10. No expenditure shall be incurred in relation to any capital project and no contract entered into or tender accepted
involving expenditure on capital account unless the council is satisfied that it is contained in the rolling capital
programme and that the necessary capital funds are available or that the requisite borrowing approval can be
obtained.

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

Accounting and Audit

12. All accounting procedures and financial records of the council shall be determined by the RFO as required by the
Accounts and Audit Regulations 2011.

13. The RFO shall be responsible for completing the annual accounts of the council as soon as practicable after the
end of the financial year and shall submit them to council.

14. (a) The RFO shall be responsible for maintaining an adequate and effective system of internal audit of the
council’s accounting, financial and other operations in accordance with regulation 5 of the Accounts and Audit
Regulations 2011.

(b) An internal audit shall take place no later than May and November of each year.
Banking Arrangements

15. The council’s banking arrangements shall be made by the RFO and approved by the council.

16. A schedule of payments to be made shall be presented to each meeting of the council which shall be authorised
by resolution of the council.



17.

18.

19.

20.

21.
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24,

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

All payments shall be effected by cheque or other order drawn on the council’s current account.

Cheques for authorised payments shall be signed by any two members of the council.

Payment of Accounts

All invoices for payments shall be examined, verified, certified and checked for arithmetical accuracy by the RFO
who shall satisfy himself that the work goods or services to which the invoice relates have been received, carried
out, examined and approved.

The RFO shall take all possible steps to settled all invoices submitted and found to be in order within 30 days.

The council shall defray the expenses of the RFO and Clerk on a monthly basis against a claim submitted with
appropriate vouchers and signed by the Chairman or, in his absence, the Vice-Chairman

Clerk’s Salary

The payment of the Clerk’s salary shall be made monthly in accordance with the salary rate for the time being
determined by council.

Loans and Investments
All loans and investments shall be negotiated by the RFO in the name of the council and shall be for a set period
of time in accordance with council policy. Changes in loans and investments shall be reported to the council at

the earliest opportunity.

All investments of money under the control of the council and all borrowing shall be effected in the name of the
council.

All certificates and other documents relating thereto shall be retained in the custody of the RFO.
Income
The collection of all sums due to the council shall be the responsibility of and under the supervision of the RFO.

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

The council will review all charges annually, following a report of the clerk.
Any bad debts shall be reported to the council.

All sums received on behalf of the council shall be deposited with the council’s bankers with such frequency as
the RFO considers necessary.

A reference to the related debt, or otherwise, indicating the origin of each cheque, shall be entered on the paying-
in slip.

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

Orders for Work, Goods and Services

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 e.g. petty cash purchases. Copies of orders issues shall be
maintained.

The council and RFO are responsible for obtaining value for money at all times and should ensure as far as
reasonable and practicable that the best available terms are obtained in respect of each transaction.

Contracts

35. 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;

ii. 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.  forwork 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 Regulations

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 set by the Public Contracts Directive 2014/24/EU (which may change from time to time)

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 Orders| ], 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 34 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.

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

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

Stores and Equipment

38. The RFO shall be responsible for the case and custody of equipment, for deliveries and for making an annual
check thereof.

Properties

39. The clerk shall make appropriate arrangements for the custody of all title deeds of property owned by the council.
The RFO shall ensure that a record is maintained of all properties owned by the council recording location,



40.

41.

42.

43.

44,

45.

46.

extent, plan, reference, purchase details, nature of the interest, tenancies granted, rents payable and purpose for
which held in accordance with regulation 4(3)(b) of the Accounts and Audit Regulations 2011.

No property shall be sold, leased or otherwise disposed of without the authority of the council save where the
estimated value of any one item does not exceed £500.

Insurance
The RFO shall effect all insurances and negotiate all claims on the council’s insurers.

The RFO shall notify council of all new risks which require to be insured and of any alterations affecting existing
insurances.

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

The RFO shall be notified of any loss, liability or damage or of any event likely to lead to a claim.
The Clerk as employee of the council shall be included in a suitable fidelity guarantee insurance.
Revision of Financial Regulations

The council shall review the financial regulations annually.



FOUNDATION AWARD
The council confirms by resolution at a full council meeting that it publishes online:

Criteria Criteria | Where are these published online?
Met?
1 Its standing orders and financial Y http://www.clifford-pc.org.uk/parish-council/how-we-
regulations work
2  Its Code of Conduct and a link to Y http://www.clifford-pc.org.uk/parish-council/how-we-
councillors’ registers of interests work
3 Its publication scheme Y http://www.clifford-pc.org.uk/parish-council/how-we-
work
4 Its last annual return Y http://www.clifford-pc.org.uk/parish-
council/financial-information
5 Transparent information about Y http://www.clifford-pc.org.uk/parish-council/financial-
council payments information
6 A calendar of all meetings Y http://www.clifford-pc.org.uk/parish-council/council-
including the annual meeting of meetings
electors Also in village magazine
7  Minutes for at least one year of Y http://www.clifford-pc.org.uk/parish-council/council-
full council meetings and (if meetings
relevant) all committee and http://www.clifford-pc.org.uk/parish-council/parish-
. . councillors
sub-committee meetings .
for committees
8 Current agendas Y http://www.clifford-pc.org.uk/parish-council/council-
meetings
9 The budget and precept Y http://www.clifford-pc.org.uk/parish-
information for the current or council/financial-information
next financial year
10 Its complaints procedure Y http://www.clifford-pc.org.uk/parish-council/how-we-
work
11 Council contact details and Y http://www.clifford-pc.org.uk/parish-council/parish-
councillor information in line councillors
with the Transparency Code
12 Its action plan for the current Y http://www.clifford-pc.org.uk/parish-council
year
13 Evidence of consulting the Y http://www.clifford-pc.org.uk/neighbourhood-plan
community
14 Publicity advertising council Y http://www.clifford-pc.org.uk/
activities Clifford Outlook village magazine — latest edition in
News & Events
15 Evidence of participating in Y http://www.clifford-pc.org.uk/parish-council/council-
town and country planning meetings
See Minutes & Agendas — standing item
http://www.clifford-pc.org.uk/parish-
council/planning-applications
http://www.clifford-pc.org.uk/neighbourhood-plan
16 A risk management scheme Y http://www.clifford-pc.org.uk/parish-
council/financial-information
17 Aregister of assets Y http://www.clifford-pc.org.uk/parish-
council/financial-information
18 Contracts for all members of Y Only employee is the clerk. Contract attached.
staff



http://www.clifford-pc.org.uk/parish-council/council-meetings
http://www.clifford-pc.org.uk/parish-council/council-meetings
http://www.clifford-pc.org.uk/parish-council/council-meetings
http://www.clifford-pc.org.uk/parish-council/council-meetings
http://www.clifford-pc.org.uk/parish-council/parish-councillors
http://www.clifford-pc.org.uk/parish-council/parish-councillors
http://www.clifford-pc.org.uk/parish-council/council-meetings
http://www.clifford-pc.org.uk/parish-council/council-meetings
http://www.clifford-pc.org.uk/neighbourhood-plan
http://www.clifford-pc.org.uk/parish-council/council-meetings
http://www.clifford-pc.org.uk/parish-council/council-meetings
http://www.clifford-pc.org.uk/neighbourhood-plan

19

Disciplinary and grievance
procedures

http://www.clifford-pc.org.uk/parish-council/how-we-
work

20

A policy for training new staff
and councillors

http://www.clifford-pc.org.uk/parish-council/how-we-
work

21

A record of all training
undertaken by staff and
councillors in the last year

http://www.clifford-pc.org.uk/parish-council/parish-
councillors

22

A clerk who has achieved 12
CPD points in the last year

http://www.clifford-pc.org.uk/parish-council/parish-
councillors




