MOLD TOWN COUNCIL
CYNGOR TREF YR WYDDGRUG

Unit 10 Uned 10
Daniel Owen Precinct Canolfan Daniel Owen
Mold Yr Wyddgrug
Flintshire Siry Fflint
CH7 1AP CH7 1AP

Telephone: 01352 7585632 Ffon: 013562 758532

www.moldtowncouncil.org.uk

Councillors: Joanne Edwards (Mayor), Tina Claydon, Sarah Taylor and Nanette
Davies

7 October 2026
Dear Councillor,

You are requested to attend a meeting of the Policy & Audit Committee to be held
at the Town Council Offices, Unit 10, Daniel Owen Precinct and via Zoom at 6.00pm
on Tuesday 13" October 2026.

Yours sincerely,

TR

Town Clerk and Finance Officer

Join Zoom Meeting
hitps://us02web.zoom.us/i/87936622221 ?pwd=0weuT5EQiUayCpePilskiiubZ6aiUb.
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Meeting 1D: 879 3662 2221
Passcode: 793079
AGENDA
1. APOLOGIES
To receive apologies.
2, DECLARATIONS OF INTEREST
To receive any known declarations of interest in items below.

3. MINUTES

To note the minutes from the previous Policy and Audit Committee Meeting which
took place on 14t July 2026.




4. TO CONSIDER THE BEI.OW UPDATED POLICIES AND DOCUMENTS
To consider the below updated policies and documents:

a) Records Management and Document Retention Policy

b) Model Standing Orders 2026 (Wales)

¢) Financial Regulations
5. TO CONSIDER THE BELOW NEW DRAFT POLICIES AND DOCUMENTS

To consider the below new draft policies and documents:

a) Safeguarding Children and Adults at Risk Policy
b) Salt Bin Policy

6. REGISTER OF POLICIES
To note the attached Register of Policies

7. YEAR END EXTERNAL AUDIT 2025/26

To receive a verbal update from the Town Clerk regarding the status of the External
Audit for 20205/26.



MOLD TOWN COUNCIL

Minutes of the meeting of Policy and Audit Committee held at Mold Town Council
Offices and via Video Conferencing on Tuesday 14 July 2026.

PRESENT:

Councillors: Councillors Joanne Edwards (Mayor), Sarah Taylor and Nanette Davies.

Zoom: Councillor Tina Claydon

Officers: Jo Lane, Town Clerk and Finance Officer

1.

CHAIR OF POLICY & AUDIT COMMITTEE

It was resolved that Councillor Sarah Taylor would chair the Policy and Audit
Committee for the 2026/27 Municipa! Year.

APOLOGIES

Apologies were received from Councillor Teresa Carberry.
DECLARATIONS OF INTEREST

None.

MINUTES

The Minutes from the previous Policy and Audit Committee Meeting which
took place on the 10" March 2026 were noted.

TO CONSIDER THE BELOW UPDATED POLICIES AND DOCUMENTS

a) Guidance for Members of the Public Attending Formal Town Council
Meetings

b) Learning and Development Policy and Training Plan (v3)

c) Volunteer Registration Form

d) Volunteer Policy

It was resolved to recommend to Full Council that the updated policies, as
outlined above, be approved.

TO CONSIDER THE BELOW NEW DRAFT POLICIES AND DOCUMENTS

(a) Business Continuity Plan

(b) Community Cohesion and Engagement Policy

(c) Memorial Safety Policy {Cemetery)

(d) Accessibility Statement, Audit & Inclusion Policy (Cemetery)
(e) Scheme of Delegation {Cemetery)




It was resolved to recommend to Full Council that the above new policies, as
outlined above, be approved.

FINANCE AND GOVERNANCE TOOLKIT

The Committee noted the significant progress made in completing actions
identified within the Finance and Governance Toolkit, recognising that this
has placed the Council in a much stronger governance position. The
remaining outstanding actions were also noted.

It was agreed that the next priority should be the preparation of a
Council Constitution setting out the Council's overall
governance arrangeiments.

Action: The Town Clerk to prepare a draft Constitution for consideration
at the next meeting of the Policy & Audit Committee.

it was further agreed that, once all actions within the Finance and
Governance Toolkit have been completed, a report should be presented
to Full Council summarising the work undertaken and the governance
improvements achieved.

YEAR END AUDIT 2025/26
The Committee acknowledged that the comments raised were already being
addressed. The Town Clerk advised that the 2025/26 External Audit remains

in progress and that the submission deadline is 7 August 2026.

The Year End Audit was noted.

The meeting closed at 18.33pm

SUMMARY OF DECLARATIONS MADE BY MEMBERS
IN ACCORDANCE WITH MOLD TOWN COUNCIL'S
CODE OF CONDUCT

{ POLICY & AUDIT COMMITTEE

| DATE: 14.07.26

I

MEMBER

ITEM

MINUTE NO. REFERS

None

WORDMINUTESICOMMITFEERCOLICYAUDITAL




Chairman's signature: ..........covoriiiiini e, Date: ..o
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Mold Town Council
Records Management and Document Retention Policy
Effective from:

Review Date:

1. Purpose

Mold Town Council recognises that effective records management is essential to good governance,
accountability, transparency, legal compliance and the protection of personal information,

This policy establishes how Council records are created, stored, retained, reviewed, archived and
securely disposed of. The retention schedule at Appendix A sets standard retention periods for the
principal categories of records held by the Council.

2. Scope

This policy applies to all records created, received or held by Mold Town Council in connection with its
functions and activities, regardless of format or location.

e Paper records and original signed documents.

¢ Electronic documents, spreadsheets and databases.

s Emails and other electronic communications which form part of the Council record.

e Financial and accounting systems.

¢ Photographs, audio and video records.

e CCTVrecords.

e Records held in cloud-hased systems or by service providers on the Council's hehalf,

e Records relating to staff, councillors, contractors, volunteers, residents and service users.

The same retention principles apply to electronic and paper records, A record must not be retained for
longer simply because it is stored electronically.

3. Legal and Good Practice Frameworlk

This policy has regard to the legal and regulatory framework applicable to community and town
councils in Wales, including:

e UK General Data Protection Regulation (UK GDPR) and Data Protection Act 2018,

¢ Freedom of Information Act 2000 and Environmental Information Regulations 2004,

e Local Government Act 1972,

e Value Added Tax Act 1994 and HMRC record-keeping requirements.

¢ Limitation Act 1980.

¢ Local Authorities' Cemeteries Order 1977,

e Employers' Liability (Compulsory Insurance) Act 1969 and assoclated Regulations, as
amended.

e Health and safety legislation and relevant statutory record-keeping requirements.




o One Voice Wales guidance on document retention, data protection and management of
council information.

Where a statutory or regulatory requirement prescribes a longer retention period than this policy, the
tonger period will apply.

4, Core Principles

The Council will:

» Keep records for as long as they are required for legal, regulatory, financial, audit, operational,
accountability or historical purposes.

e Notretain personal data indefinitety 'just in case'

s Apply standard retention periods wherever practicable and review records when those periods
expire.

e Keeprecords accurate, accessible and appropriately secure.

* Retain records needed to evidence Council decisions and the exercise of public functions.

e Preserve records of permanent historical or evidential value.

o Dispose of records securely and in a manner appropriate to their sensitivity.

s Suspend routine destruction where records are relevant to litigation, an insurance claim, audit,
investigation, complaint, safeguarding matter, information request or other active process.

5. Responsibilities
5.1.Town Clerk

The Town Clerk has overall responsibility for implementation of this policy and for ensuring that
appropriate records-management arrangements are maintained.

5.2 Employees

Employees are responsible for managing records created or received in the course of their work, using
approved Councilt systems and following the retention schedule.

5.3 Councillors

Councillors should ensure that Council records in their possession are handled securely. Records
which form part of formal Council business should be passed to the Town Clerk where necessary to
enstre that the Councii holds the official record.

5.4 Contractors and Service Providers

Where a contractor or service provider processes or stores Council records, contractuat and data-
protection arrangements should ensure appropriate security, retention, return and deletion of the
information.

6. Electronic Records, Email and Backups

Electronic records should be stored within approved Council systems using meaningful file names
and, where appropriate, an agreed folder structure. Records should not be retained solely in individual
email inboxes where they form part of an official Council record,
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Important emails which evidence a decision, instruction, transaction, complaint, contract, project or
other Council business should be saved to the appropriate Council record or case file.

Backups are maintained for business continuity and disaster recovery. A backup is not a substitute for
records management and shoutd not be used as a permanent archive. Operational details of backup
systems may be maintained separately from this policy.

7. Data protection and Storage Limitation

Personal data must be kept in identifiable form for no longer than is necessary for the purpose for
which it is held, unless a longer period is justified by law, legal claims, public-interest archiving or
another lawful purpose.

At the end of a retention period, records containing personal data should be securely destroyed,
anonymised, or retained for a clearly documented reason.

Where records are retained permanently for historical or public-interest archiving purposes, access
and security arrangements should remain proportionate to the nature of the information.

8. Freedom of Information, Environmental information and Subject Access

Records must not be destroyed because a request for information is anticipated or has been received.
Where a record is relevant to a Freedom of Information request, Environmental Information request,
Subject Access Request, complaint, investigation or appeal, routine destruction must be suspended
until the matter and any relevant review or appeal period has concluded.

The existence of a statutory right of access does not itsetf require the Council to retain records
indefinitely. Normal retention periods apply untess another reason requires continued retention.

9. Legal Hold/ Suspension of Destruction

The Town Clerk may place a legal or administrative hold on records where they may be relevant to:

e Actual or anticipated legal proceedings.

¢ Aninsurance claim or potential claim.

e Internal or external audit.

e Police, regulatory or statutory investigation.

¢ Aformal complaint, grievance or disciplinary process.

¢ Asafeguarding concern or allegation.

e Aninformation-rights request or appeal.

e Any other matter where destruction could prejudice the Council or another person.

Records subject to a hold must not be destroyed until the Town Clerk confirms that normat retention
arrangements may resume.

10. Archiving and Permanent Records

Records of enduring legal, evidential, governance or historical value should be identified for
permanent preservation. This includes signed Council minutes, key constitutionat and property
records, significant historical records and statutory cemetery registers.
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Where appropriate, permanent records may be deposited with the relevant archive or records office in
accordance with agreed archive arrangements. The Council should maintain sufficient information to
identify what has been transferred and where it is hald.

11. Secure Disposal

Confidential and personal records must be disposed of securely. Paper records should be shredded or
placed in an approved confidential-waste process. Electronic records should be securely deleted from
active systems in accordance with the Council's IT and data-protection arrangements.

A destruction record should be maintained where appropriate for significant classes of records, bulk
disposal exercises, or records of particular sensitivity. The destruction record should identify the
category of record, date range where practicable, disposal date, method and authorising officer. It
should not reproduce unnecessary personal data from the records destroyed.

12. Review of Records

Records should be reviewed at the end of the retention period shown in Appendix A. Disposal is not
necessarily automatic: where there is a documented legal, operational, historical or evidential reason
for longer retention, the record may be retained and the reason recorded.

Conversely, where personal data is no longer required and there is no tegal or operational justification
for retaining it to the end of a maximum period, earlier secure disposal should be considered.

13. Review of Policy

This policy and retention schedule will be reviewed at least every three years, or sooner following
significant legislative, regulatory, operational or guidance changes.

14, Links to Other Council Policies

» Data Protection Policy and Privacy Notices

s Freedom of Information / Publication Scheme arrangements
¢ CCTV Policy

e Information Security / IT arrangements

s Safeguarding Children and Adults at Risk Policy

e Financial Regulations

e Health and Safety Policy

¢ Complaints Policy

e Staff disciplinary and grievance procedures

Approved by Mold Town Council
Date:

Minute Reference:
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Resources used in drafting and updating this policy

This updated policy retains relevant categories from Mold Town Council's July 2024 Document
Retention Policy but replaces outdated or unclear provisions and adds records-management
controls for electronic records, data protection, information rights, safeguarding and legal holds.

One Voice Wales - Digital Advice Repository - Current One Voice Wales repository for community
and town councils in Wales. It includes Document Retention Considerations, Data Protection and
Management of Council Information guidance.

Information Commissioner's Qffice - UK GDPR storage limitation - Confirms that personal data
must not be kept longer than necessary, that organisations should document standard retention
periods where possible, review records and erase or anonymise information no longer required.

HMRC / GOV.UK - Keeping VAT records - Confirms the records that must be retained for VAT
purposes, Including general business records such as bank statements and paying-in records, and
the general six-year VAT retention period.

Value Added Tax Act 1994 - Schedule 11 - Statutory basis for VAT record-keeping requirements.

Employers' Liability (Compulsory Insurance) {Amendment) Regulations 2008 - The 2008
amendments removed the former statutory requirement for employers to retain employers' liability

insurance certificates for 40 years. The Council nevertheless retains historic policy details
indefinitely as prudent risk-management practice.

Employers' Liability Insurance - GOV,UK - Current overview of employers' liability insurance
requirements, including certificate display/access requirements.

{ ocal Authorities' Cemeteries Order 1977 - Statutory framework for local-authority cemetery
records, supporting permanent preservation of the core burial and cemetery registers.

Limitation Act 1980 - Relevant to retention periods for contracts, deeds, negligence and other
potential legal claims.

Freedom of Information Act 2000 - Relevant to the Council's information-management and
disclosure responsibilities.

Data Protectjon Act 2018 - UK data-protection legislation supporting the Council's records-
management, security and retention arrangements,

Note on SLCC guidance - The Council has used the SLCC 2026 Model Document Retention and
Disposal Policy as a key sector reference. SLCC states that its model is an exampte which councils
should consider carefully and adapt to their individual circumstances. Accordingly, this policy
follows the SLCC model where appropriate, including five years for agendas, 20 years for
accident/incident reports, 12 years for payroll, 21 years for play area equipment inspection reports
and indefinite retention of the listed burial-ground records. Where current legislation or regulator
guidance supports a different approach, the Council's schedule records that adapted position.




Appendix A - Records Retention Schedule

The periods below are minimum or standard retention periods unless stated otherwise. Where more
than one requirement applies, the longest relevant period should be used. A legal hold under section 9

overrides routine disposal.

A1l. Governance and Democratic Records

Record Retention Period Reason/ basis Disposal/ action
Signed minutes od Permanent Formal record or Archive; preserve
Council and CouncH decisions/ permanently
Commitiees archive

Agendas and b years; retain SLCC 2026 model; Review; archive
supporting public significantrecords accountability, significant material or
reports permanently where decision-making and securely dispose

appropriate

historical record

Standing Orders,
Financial Reguiations
and key governance
policies

Currentversions plus 8
years; retain
historically significant
superseded versions
where appropriate

Governance and audit
trail

Review/ archive

Councillor
declarations/ registers
and published

6 years after ceasing to
have effect, unless
legislation or

Governance,
accountability and
limitation

Secure disposal where
personal data applies

governance records maonitoring
arrangements require
longer
Annual reports, Permanent final Corporate and Archive
statutory plans and versions historical record
major strategy
documents
Routine circulars and While current/ useful Reference only Dispose

information from other
bodies

A2. Finance, Audit and Tax

Record

Retention Period

Reason/ basis

Disposal/ action

Annual accounts/
accounting statements
and final audited
records

Permanent final
accounts

Audit and historical
financial record

Archive

VAT records, VAT
account, invoices,
receipts and
supporting VAT records

At least 6 years unless
a specific VAT rule
requires longer

HMRC/ VAT
requirements

Secure disposal

Bank statements,
paying-in records,
cash books, cheque

6 years

VAT, audit and
financial
accountability

Secure disposal

6
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records and equivalent
electronic records

and routine financial
monitoring

accountability

Paid invoices/ 6 years VAT, audit and Secure disposal
purchase records/ limitation
sales records
Petty cash and G years CAT, tax and audit Secure disposal
sxpense records
Payroll and PAYE 12 years SLCC 2026 model Secure disposal
records {wages, books,

payroli}; tax,

superannuation/

pension, audit and

claims
Budget working papers | 6 years Audit and Secure disposal

Asset register

Current plus 6 years;
retain evidence of
significant disposals/
acquisitions as
needed

Audit and asset
management

Review/ archive

A3. Procurement, Contracts and Property

Record Retention Period Reason/ basis Disposal/ action
Quotations and 6 years from Limitation, audit and Secure disposal
tenders - completion of procurement

unsuccessful/ routine | procurement/ contract | accountability

procurement where relevant

Executed contracts
under hand and
supporting contract
records

6 years after expiry/
termination

Limitation Act/
contract management

Secure disposal

Contracts executed as

12 years after expiry/

Limitation Act

Secure disposal

easements, leases and
property ownership
records

records permanent

deeds termination
Title deeds, Permanent while Property rights and Secure archive
conveyances, relevant; core title legal evidence

Leases and significant
t property agreements

12 years after expiry
where executed as
deed; retain
title/evidential
documents longer

Limitation/ property
management

Review/ archive

Major capital project
files

12 years after
comptletion or longer

Claims, warranties,
audit and historical
evidence

Review/ archive

7




whare property/ title
issues require

A4, Employment and Personnel

Record

Retention Period

Reason/ basis

Disposal/ action

Personnel file - core
employment record

6 years after
employment ends,
subject to pension/
claim requirements

Employment
administration and
limitation

Ceonfidential
destruction

Recruitment records -
unsuccessful
applicants

Normally 6 months
after recruitment
process; longer only
where justified and
documented

Employment ctaims/
data minimisation

Confidential
destruction

Payroll/ pension
contribution

12 years in line with
the Council's payroll
retention period.
Pension records
required for the
ongoing administration
of an individual's LGPS
henefits should be
retained for as long as
required by the Clwyd
Pension Fund or
appticable pension
requirements.

Tax, payroll, LGPS
pension administration
and SLCC guidance

Confidential
destruction

Disciplinary and
grievance records

Normally 6 years after
employment ends,
subject to outcome,
policy and legal hold

Employment claims
and accountability

Confidential
destruction

normalty no longer
than 6 years after
employment ends
unless required for a
claim

minimisation

Training records Employment plus 6 Evidence of Confidential
years where relevant to | competence and deastruction
competence/ H&S; claims
routine training
records may be
reviewed earlier

Sickness/ absence Review in accordance | Employment Confidential

records with employment and | administration/ special | destruction
data protection nesd; | category data




AB, Health, Safety, Insurance and Incidents

Record

Retention Period

Reason/ basis

Disposal/ action

Accident/ incident
records

20 years, or longer
where an active claim,
safeguarding matter or
legal hold requires

SLCG 2026 model;
potential claims

Confidentiat
destruction

Risk assessments

Currentversion plus 6
years after superseded
where evidence may
be required

Health and Safety/
claims

Secure disposal

Inspection and
maintenance records
for Council facilities/
equipment

6 years generally

Safety, maintenance
claims

Secure disposal

Insurance policies and
schedules

Expiry plus 6 years;
liability cover details
retained longer where
claims may arise

Claims and limitations

Secure disposal/
archive

Employers' liability
insurance certificates
and historic policy
details

Permanent/ indefinite
as Council risk-
management practice

Long-tail employment
liability claims. The
former statutory 40-
year certificate-
retention requirements
was revoked in 2008.

Archive

Insurance claims files

6 years after *
settlement/ closure, or
longer where insurer/
legal advice requires

Claims and limitations

Confidential
destruction

A6. Information Rights, Complaints and Data Protection

Record

Retention Period

Reason/ basis

Disposal/ action

FOI/ EIR requests and
responses

3 years after closure;
significant/ precedent
cases may be retained
longer

Accountability and
review/ appeal history

Secure disposal

Subject Access 3 years after closure Evidence of Confidential
Requests and unless dispute/ claim compliance/ ctaims destruction
responses requires longer

Data protection
complaints/ ICO
correspondence

6 years after closure,
or tonger if reguired by
active proceedings

Compliance and
limitations

Confidential
destruction

General complaints

6 years after closure;
longer where legal,
safeguarding or
recurring governance
issues justify

Accountability and
limitation

Confidential
destruction




A7. Safeguarding
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Record

Retention Period

Reason/ basis

Disposal/ action

Safeguarding
concerns, referrals and
reiated records

Retain in accordance
with the nature of the
case, statutory agency
advice, legal claims
and safeguarding
requirements; do not
apply routine
destruction while a
matter remains active

Safeguarding, legal
claims and
accountability

Restricted access;
confidential
destruction only when
authorised

DBS Information/
certificate details

Record only what is
necessary; do not
routinely retain
certificate coples
longer than permitted/
needed

Data minimization and
DBS requirements

Confidential
destruction

Safeguarding training
records

Employment/role plus
6 years or longer where
retevant to an
allegation or claim

Evidence of
competence and
safeguarding
arrangements

Confidential
destruction

A8, Cemetery and Burial Records

Record

Retention Period

Reason/ basis

Disposal/ action

Register of fees

Permanent/ Indefinite

SLCC 2026 model;

Archive/ preserve

collected; register of Local Authorities’ permanently
burials; register of Cemeteries Order

purchased graves; 1977; archive/

register/ ptan of grave evidential record

spaces; register of

memorials

Applications for Permanent/ indefinite | SLCC 2026 model; Archive
internment; cemetery

applications for right to administration and

erect memorials; evidential record

disposal certificates;

copies of grants of

Exclusive Right of

Burials

Other cemetery Retain for as long as Cemetery Archive

supporting records not
included above

operationalty/
evidentialty required;
apply relevant
financial, property or
legal retention period
where applicable

administration/
Council records
management

10




Cemetery financial
transactions

6 years unless
incorporated into
permanent statutory
record

VAT/ audit

Secure disposal

A9, Community Facilities, Events and Grants

Record

Retention Period

Reason/ basis

Disposal/ action

Bailey HIlV facility hire
applications, invoices
and financial records

Gyears

VAT, control and audit

Secure disposal

Facility letting diaries/
booking records

6 years where
supporting financial/
contract records;
otherwise review when
no longer reguired

Management, VAT and
claims

Secure disposal

Event risk
assessments and
event monitoring
records

6 years after event;
longer if incident/
claim

Claims, heatth and
safety and
accountability

Secure disposal

Event participation

Delete when no longer
reguired for the stated
purpose unless
consent/lawful basis
supports continued
use

UK GDPR storage
limitation

Secure disposal

Grant applications and
awards

6 years after final
payment/ closure;
significant community
records may be
archived separately

Audit, accountability
and limitation.

Secure disposal/
archive selected
records

A10, Planning, Environment and Projects

Record

Retention Period

Reason/ basis

Disposal/ action

Routine planning
consultation papers

1 year after decision
unless significant or
needed for ongoing
matter

Operational reference

Dispose

Planning appeals/
significant
development records

6 years after
conclusion; significant
town-development
records may be
archived permanently

Accountahility/
historical vatue

Review/ archive

Local Development
Plan documents

While in force; retain
final significant
consultation/

Reference and
historical context

Review

11




response records as
appropriate

Town/ place/
neighbourhood plans -
adopted final versions

Permanent

Historical and
Strategic record

Archive

Major project files

6 or 12 years
depending on
contract/ property
basis; significant final
records may be
permanent

Contracts, claims,
audit and historicat
records

Review/ archive

A11, CCTV, Images and Communications

Record

Retention Period

Reason/ basis

Disposal/ action

CCTV footage

Normally 31 days
unless required for an
incident, investigation,
insurance claim, legal
proceedings or other
identified lawful
purpose

Data protection/ CCTV
purpose limitation

Secure deletion

Extracted CCTV
evidence

Until the incident/
investigation/ claimis
concluded and any
relevant retention
period has expired

Evidence and claims

Secure delstion

Routine photographs
containing identifiable
individuals

Retention only for the
purpose for which
taken and in
accordance with the
relevant privacy
information/ consent
where applicable

UK GDPR storage
limitation

Secure deletion

working files

operationally required
unless forming part of
a significant Council
record

storage limitation

Council publicity Permanent where Public interest/ Archive
photographs of selected for archive historical archive

enduring civic/ and lawful to retain

historical vaiue

Routine social media Delete when no longer | Records management/ | Delete

12




A12. Correspondence and General Administration

evidencing a Council
decision, contract,
property matier,
complaint or project

that record’s retention
period

Record Retention Period Reason/ basis Disposal/ action
Routine general Normally 3 years after | Operational Secure disposal
correspondence matter closes unless accountability and

another schedule data minimisation

category applies
Significant Retain with the Evidential record Dispose/ archive with
correspondence substantive record for parent file

Visitor/ sign in records

Narmally 12 months
unless required for an
incident, safeguarding
or security matter

Security/ data
minimisation

Confidential
destruction

Routine work rotas

Normally 1 year unless
required for payroil,
incident or claim

Management/ data
minimisation

Confidential
destruction

Publications,
magazines and
journals received from
others

While useful/ current

Reference

Dispose

13
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MOLD TOWN COUNCIL

DOCUMENT RETENTION POLICY

SLCC

For Loz Louncll Professionals

DOCUMENT MINIMUM RETENTION REASON DISPOSAL
PERICD

Minutes Indefinite Archive Original signed paper copies must be kept
indefinitely in safe storage. At regular intervals
of no more than 5 years they must be archived
and deposited with the Higher Authority.

Agendas 5 Years Management Bin (shred confidential waste)

Accident / incident reports 20 Years Potential claims Confidential waste.
A list will be kept of those documents disposed
of to meet the requirements of the GDPR
regulations.

Scales of fees and charges B Years Management Bin

Receipt and payment accounts | indefinite Archive N/A

Receipt books of all kinds 6 Years VAT Bin

Bank statements including Last completed audit year Audit Confidential waste

deposits / savings accounts

Bank paying-in bocks Last completed audit year Audit Confidential waste

Cheque book stubs Last completed audit year Audit Confidential waste

Quotations and tenders 6 Years Limitation Act 1880 (as Confidential waste.
amended) A list will be kept of those documents disposed
of to meet the requirements of the GDPR
regulations.
Paid invoices 6 Years VAT Confidential wasta
Paid cheques 6 Years Limitation Act 1980 (as Confidential waste

amended)
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VAT Records

B Years generally but 20
years for VAT on renis

VAT

Confidential waste

Petty cash, postage and
telephone books

6 Years

Tax, VAT, Limitations Act
1980 (as amended)

Confidential waste

{as amended)

Timesheets Last completed audit year Audit (requirement) Bin
3 Years Personal injury (best
practice)}
Wages book / payroll 12 Years Superannuation Confidential waste
Insurance policies While valid (but see next 2 Management Bin
items below)
Insurance company names Indefinite Management N/A
and policy numbers
Certificates for insurance 40 Years from date on which | The Employer’s Liability | Bin
against liability for employees | insurance commenced or {Compulsory Insurance
was renewed regulations 1998 (SI
2753))
Management
Town Park equipment 21 Years
inspection reports
Investments Indefinite Audit, Management N/A
Title deeds, leases, Indefinite Audit, Management N/A
agreements, contracis
Members’ allowances register | 6 Years Tax, Limitation Act 1980 | Confidential waste.

A list will be kept of those documents disposed
of to meet the requirements of the GDPR
regulations.

Information from other bodies
e.g. circulars from county
associations, NALC, principal
authorities

Retained for as long as it is
useful and relevant

Bin
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Local / historical information

Indefinite — to be securely
kept for benefit of the parish

Councils may acquire
records of local interest
and accept gifts or
records of general and
local interest in order to
promote the use for such
records (defined as
materials in written or
other form setting out
facts or events or
otherwise recording
information)

N/A

Magazines and journals

Council may wish to keep its
own publications

For others retain for as long
as they are useful and
relevant

The Legai Deposit
Libraries Act 2003 (the
2003 Act) requires a
local council which, after
1%t February 21004, has
published works in print
(this includes a
pamphlet, magazine or
newspaper, a map, plan
chart or table) to deliver,
at its own expense, a
copy of them to the
British Library Board
{(which manages and
controls the British
Library.} Printed works,
as defined by the 2003
Act, published by a local
council therefore
constitute materials
which the British Library
holds.

Bin if applicable

Page3of7

22 july 2024




RECORD KEEPING

categories outlined in the
policy, correspondence, both
paper and electronic, should
be kept. Records should be
kept for as long as they are
needed for reference or
accountability purposes, to
comply with regulatory
requirements or to protect
legal and other tights and
interests,

To ensure records are easily The electronic files will be Management Documentation no longer requires will be
accessible, it is necessary to backed up pericdically on a disposed of, ensuring any confidential
comply with the following: portable hard drive and alsc documents are destroyed as confidential waste.
e Alist of files stored in in the cloud-based A list will be kept of those documents disposed
cabinets will be kept programme supplied by the of 1o meet the reguirements of GDPR
e Electronic files will be Council's IT company. regulations.
saved using relevant
file names
General correspondence Unless it relates to specific Management Bin (shred confidential waste).

A list will be kept of those documents disposed
of o meet the requirements of GDPR
regulations.

Cerrespondence relating to
staff

if related to Audit, see
relevant sections above.
Should be kept securely and
personal data in relation to
staff should not be kept for
longer than is necessary for
the purpose it was help.
Likely time fimits for fribunal
claims between 3-8 months.
Recommend this period
shouid be 3 years.

After an employment
relationship has ended,
the council may ned to
retain and access staff
records for former staff
for the purpose of giving
references, payment of
tax, national insurance
contributions and
pensions, and in respect
of any related legal
claims made against the
council

Confidential waste.

A list will be kept of those documents disposed
of 1o meet the requirements of GDPR
regulations.
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three limitation periods.

DOCUMENTS FROM LEGAL MATTERS, NEGLIGENCE AND OTHER TORTS
Most legal proceedings are governed by the Limitation Act 1980 (as amended). The 1980 Act provides that legal claims may not be
commenced after a specified period. Where the limitation periods are longer than other periods specified the documentation should be kept
for the longer period specified. Some types of legal proceedings may fall within 2 or more categories. If in doubt, keep for the longest of the

accounts

Negligence 6 Years Confidential waste.
A list will be kept of those documents disposed
of to meet the requirements of GDPR
regulations.

Defamation 1 Year Confidential waste.
A list will be kept of those documents disposed
of to meet the requirements of GDPR
regulations.

Contract 6 Years Confidential waste.
A list will be kept of those documents disposed
of to meet the requirements of GDPR
regulations.

Leases 12 Years Confidential waste

Sums recoverable by statute 6 Years Confidential waste.

Personal injury 3 Years Confidential waste.

To recover land 12 Years Confidential waste.

Rent 6 Years Confidential waste.

Breach of frust None Cenfidential waste.

Trust deeds indefinite N/A

FOR HALLS, CENTRES, RECREATION GROUNDS

» Application to hire 8 Years VAT Confidential waste.

e |nvoices A list will be kept of those documents dispesed

e Record of fickets issued of to meet the requirements of GDPR
regulations.

Letting diaries Electronic files linked to VAT N/A
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plans

Terms and conditions 6 Years Management Bin
Event Monitoring Forms 8 Years unless required for Management Bin.
claims, insurance or legal A list will be kept of those documents disposed
purposes of to meet the requirements of GDPR
regulations.
BURIAL GROUNDS
e Register of fees collected Indefinite Archive, Local N/A
e Register of burials Authorities Cemeteries
¢ Register of purchased Order 1877 (IS 204)
graves
s Register/ plan of grave
spaces
e Register of memorials
e Application of interment
» Application for right to erect
memorials
o Disposal certificates
o Copy certificates of grant of
exclusive right of buria!
PLANNING PAPERS
Applications 1 Year Management Bin
Appeals 1 Year unless significant Management Bin
development
Trees 1 Year Management Bin
Local Development Plans Retain as long as in force Reference Bin
Local Plans Retain as long as in force Reference Bin
Town / Neighbourhood Plans Indefinite — final adopted Historical purposes N/A
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cCciv

Daily notes Daily Data proteciion Confidential waste
Radio rotas 1 Week Management Confidential waste
Work rotas 1 Month Management Confidential waste
Observation sheets 3 Years Data protection Confidential waste
Stats 3 Years Data protection Confidential waste
Signing in sheets 3 Years Management Confidential waste
Review requests 3 Years Data protection Confidential waste

Discs — master and working

For as long as required

Data protection

Confidential waste

Internal Operations Procedure | Destroy on renewal. Management Confidential waste
Manual Renew annually
Code of Practice Destroy on renewal. Management Confidential waste

Renew annually

Photographs / digital prints

31 Days

Data protection

Confidential waste
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MOLD TOWN COUNCIL

MODEL STANDING ORDERS 2026 (WALES)

No part of this publication may be reproduced or used for
commercial purposes without the written permission of One Voice
Wales save those councils in membership of One Voice Wales
who have permission to edit and use the model standing orders in
this publication for their governance purposes.

Red fext [s for information or explanation and wilf be dsleted chee agreed.
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INTRODUCTION

How to use model standing orders

Standing orders are the written rules of a local council. Standing orders are
essential to regulate the proceedings of a meeting. A council may also use
standing orders to confirm or refer to various internal organisational and
administrative arrangements. The standing orders of a council are not the
same as the policies of a council but standing orders may refer to them.

Local councils operate within a wide statutory framework. These model
standing orders incorporate and reference many statutory requirements to
which councils are subject. It is not possible for the model standing orders to
contain or reference all the statutory or legal requirements which apply to local
councils, For example, it is not practical for model standing orders to
document all obligations under data protection legislation. The statutory
requirements to which a council is subject apply whether or not they are
incorporated in a council’s standing orders.

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 council’s Responsible Financial Officer. Model
financial regulations are available to councils in membership of One Voice
Wales (OVW).

Drafting notes

Model standing orders that are in bold type contain legal and statutory
requirements, It is recommended that councils adopt them without changing
them or their meaning. Model standing orders not in bold are designed to help
councils operate effectively but they do not contain statutory requirements so
they may be adopted as drafted or amended to suit a council’s needs. It is
OVW's view that all model standing orders will generally be suitable for
councils.

For convenience, the word “councillor” is used in model standing orders and,
unless the context suggests otherwise, includes a non-councillor with or
without voting rights. A model standing order that includes brackets like this ‘(
Y requires information to be inserted by a council. A model standing order that
includes brackets like this [ ] and the term ‘OR’ provides alternative options
for a council to choose from when determining standing orders.
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RULES OF DEBATE AT MEETINGS

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

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

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

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.

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

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

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

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

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

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

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

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

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

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 on the first amendment or at the very end of debate on the
final substantive motion immediately before it is put {o the vote.

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

I to speak on an amendment moved by another councillor;

ii.  tomove or speak on another amendment if the motion has been
amended since they last spoke;

iii. to make a point of order;
iv. to give a personal explanation; or
V. to exercise a right of reply.

During the debate on 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 raising a point of order shall
identify the standing order which they consider has been breached or
specify the other irreqularity in the proceedings of the meeting they are
concerned by.

A point of order shall be decided by the chair of the meeting and their
decision shall be final.

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

ii. toproceed to the next business;

ii. 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 sub-committee for
consideration;

vii. to exclude the public and press;
viii. to adjourn the meeting; or

ix. tosuspend particular standing order(s) excepting those which
reflect mandatory statutory or legal requirements.

. Excluding motions moved under standing order 1(s), the contributions or




speeches by councillor shall telate only to the motion under disciission
and shall not exceed 3 minutes without the consent of the chair of the
meeting.

DISORDERLY CONDUCT AT MEETINGS

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

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

If a resolution made under standing order 2(b) is ignored, the chair 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.

MEETINGS GENERALLY

Full Council meetings @
Committee meetings e
Sub-committee meetings =

Notices of meetings

I The notice (including how the meeting may be accessed
virtually, if applicable) must be published electronically and in
a conspicuous place in the community at least three clear
days before the meeting, or if the meeting is convened at
shorter notice, at the time it is convened.

ii. If a member wants to receive the summons in writing rather
than electronically to the address allocated to them or notified
as their address to the clerk , they must give notice in writing
to the clerk and specify the postal address to which the
summons should be sent.

ii. The notice must provide details about how to access the
meeting remotely , and the time and place of the meeting. The
place may be omitted if the meeting is held by remote means



only.

iv. In exceptional circumstances, a meeting of a committee or
sub-committee of the council may be called at shorter notice.
In which case, notices shouid be published with at least 24
hours’ notice,

These notice requirements aiso apply where a formal meeting is taking
place which is not open to the public.

b Multi-location meetings

i.  All community councils must make and publish arrangements for
its meetings to enable people who are not in the same place to
meet. Under the arrangements, councils will need to take
reasonable steps to allow meetings to be held from multiple
locations. If the arrangements are revised or replaced the new
arrangements must also be published.

ii.  The minimum requirement is that members are able to hear and
be heard by others.

cotincillor is unable
not be counted.

Meetings Generally — Other.

a  The minimum three clear days for notice of a meeting does not
include the day on which the 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.

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

c Meetings shall be open to the public uniess 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 and the press’s exclusion from part or all of a
meeting shall be by a resolution which shall give reasons for the
public and the press to be excluded,

The person presiding over the meeting must give members of the
public in attendance a reasonable opportunity to make representations
about any business {o be discussed at the meeting, unless doing so is
likely to prejudice the effective conduct of the meeting. This does not
mean that members of the public can take part in debate, but they
must be given a reasonable opportunity to make representations about
business to be discussed.

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

Subject to standing order 3(e), a member of the public shall not speak
for more than 5 minutes.

Atthe discretion of the Chair, a member of the puiblic may raise a
matter which is not included on the agenda, for a period hot exceéding
5 minutes. No decision shall be made on such a matter at that meeting
unless the matter otherwise lawfully falls within an item of business
included on the published agenda. The Chair may direct that matter be

meeting of the Cotincil:

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

[A person shall stand when requesting to speak other than in the case
of a person attending from another location and when speaking
(except when a person has a disability or is likely to suffer discomfort)]
OR [A person shall raise their hand when requesting to speak and
stand when speaking (except when a person has a disability or is likely
to suffer discomfort)]. The chair of the meeting may at any time permit
a person to be seated when speaking.

A person who speaks at a meeting shall direct their comments to the
chair of the meeting.

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



speaking.

Photography, audio recording, f;immg, broadcast;ng and
reportmg of the proceedmgs of a 'p blilc Councli or Committee
meetmg shali be pe coord with: he Counctls

proposed to enable appropr:ate practi 3 _.:'i.iarrangements to be
made:

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.

Subject to standing orders which indicate otherwise, anything
authorised or required to be done by, to or before the Chair of the
Council may in their absence be done by, to or before the Vice-
Chair of the Council (if there is one).

The Chair of the Council, if present, shall preside at a meeting. If
the Chair is absent from a meeting, the Vice-Chair of the Council
(if there is one), if present, shall preside. If both the Chair and the
Vice-Chair are absent from a meeting, a councillor as chosen by
the councillors present at the meeting shall preside at the
meeting.

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

The chair 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 their casting vote whether or not they gave an original
vote.

See standing orders 5(h) and (i) for the different rufes that apply in the
election of the Chair of the Council at the annual meeting of the
Council.

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




@

4.

a

each councillor present and voting gave their vote for or against
that question. Such a request shall be made before moving on to the
next item of business on the agenda.

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 who are present and the names of
councillors who are absent;

fi. interests that have been declared by councillors and non-
councillors with voting rights;

iv.  the grant of dispensations (if any) to councillors and non-
councillors with voting rights;

v.  whether a councillor or non-councillor with voting rights left the
meeting when matters that they held interests in were being
considered;

vi. if there was a public participation session; and
vii. the resolutions made.

A councillor or a non-councillor with voting rights who has a
personal or prejudicial interest in a matter being considered at a
meeting which limits or restricts their right to participate in a
discussion or vote on that matter is subject to obligations in the
code of conduct adopted by the Council.

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 4(d)(viii) for the quorum of a committee or sub-
committee meeling.

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.

A meeting shall not exceed a period of 3.hours.

COMMITTEES AND SUB-COMMITTEES

Unless the Council determines otherwise, a committee may appoint

10



a sub-committee whose terms of reference and members shall be
determined by the committee.

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

Unless the Council determines otherwise, all the members of an
advisory committee and a sub-committee of the advisory
committee may be non-councillors.

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
the Council;

i, shall permi

meetmgs

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

standlng"committee appomt the chalr of th.e standing: comml_ttee'

vi. shall permit a committee other than a standing committee, to
appoint its own chair at the first meeting of the commiitee;

vii. shall determine the place, notice requirements and quorum for a
meeting of a committee and a sub-committee which, in both cases,
shall be no less than three;

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

ix. shall determine if the public and press are permitted to attend the
meetings of a sub-committee and also the advance public notice
requirements, if any, required for the meetings of a sub-committee;

11




X.  shall determine if the public may participate at a meeting of a sub-
committee that they are permitted to attend; and

Xi. may dissolve a committee or a sub-committee.

ORDINARY COUNCIL MEETINGS

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

In a year which is not an election year, the annual meeting of the
Coungcil shall be held on such day in May as the Council decides.

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

In addition to the annual meeting of the Council, any number of
other ordinary meetings may be held in each year on such dates
and times as the Council decides.

The first business conducted at the annual meeting of the Coungil
shall be the election of the Chair and Vice-Chair (if there is one) of
the Council.

The Chair of the Council, unless they have resigned or become
disqualified, shall continue in office and preside at the annual
meeting until their successor is elected at the next annual meeting
of the Council.

The Vice-Chair of the Council if there is one, unless they resign or
become disqualified, shall hold office until immediately after the
election of the Chair of the Council at the next annual meeting of
the Council.

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

In an election year, if the current Chair of the Council has been re-
elected as a member of the Council, they shall preside at the annual
meeting until a new Chair of the Council has been elected. They

may exercise an original vote in respect of the election of the new
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Chair of the Council and shali give a casting vote in the case of an
equality of votes.

Following the election of the Chair of the Council and Vice-Chair (if there
is one) of the Council at the annual meeting, the business shall include:

i.

vi.
vii.

viil.

Xi.
Xii.

xiii.

Xiv.

XV,

XVi.

In an election year, delivery by the Chair of the Council and
councillors of 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 Chair of the
Council of their acceptance of office form unless the Council
resolves for this to be done at a later date;

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

Receipt of the minutes of the last meeting of a committee;
Consideration of the recommendations made by a committee;

Review of delegation arrangements to committees, sub-
committees, staff and other local authorities;

Review of the terms of reference for committees;
Appointment of members to existing committees;

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

Review and adoption of appropriate standing orders and financial
regulations;

Review of the eligibility criteria for the use of the general power of
competence

Review and adoption of the council’s annual report
Review and adoption of the council’s training plan

Review of arrangements (including legal agreements) with other
local authorities, not-for-profit bodies and businesses;

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

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

Confirmation of arrangements for insurance cover in respect of all

13




insurable risks;
xvii. Review of the Council's and/or staff subscriptions to other bodies;
xviii. Review of the Council’'s complaints procedure;

xix. Review of the Council’s policies, procedures and practices in
respect of its obligations under freedom of information and data
protection legislation (see also standing orders 11, 20 and 21);

xX. Review of the Council's policy for dealing with the press/media;
Xxi. Review of the Council's employment policies and procedures;

xxii.. Review of councillor attendaince at meetings during the preceding
12 months, including consideration of any statutory attendance
requirements where applicable:

xxiii. Review of the Council's expenditure incurred under s.137 of the
Local Government Act 1972

xxiv. Determining the time and place of ordinary meetings of the Council
up to and including the next annual meeting of the Council.

EXTRAORDINARY MEETINGS OF THE COUNCIL,
COMMITTEES AND SUB-COMMITTEES

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

If the Chair of the Council does not 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 shall be signed by the
two councillors.

The chair of a committee or a sub-committee may convene an
extraordinary meeting of the committee or the sub-committee at any
time.

If the chair of a committee or a sub-committee does not call an
extraordinary meeting within 7 days of having been requested to do so
by 2-members of the committee or the sub-committee, any 2 members of
the committee or the sub-committee may convene an extraordinary
meeting of the committee or the sub-committee.
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PREVIOUS RESOL.UTIONS

A resolution shall not be reversed within six months except either by a
special motion, which requires written notice by at least 6 councillors to
be given to the Proper Officer in accordance with standing order 9, or by
a motion moved in pursuance of the recommendation of a committee or
a sub-committee.

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

VOTING ON APPOINTMENTS

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 chair of the meeting.

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

affeété ihe "Counc:l"é area or itS. re'étdents

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

day of the notlce or the day of the meetmg.

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

If the Proper Officer considers the wording of a motion received in
accordance with standing order 9(b) is not clear in meaning, the motion
shall be rejected until the mover of the motion re-submits it, so that it can
be understood, in writing, to the Proper Officer at least 10 clear days
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before the meeting.

If the wording or subject of a proposed motion is considered improper,
the Proper Officer shall consult with the chair 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.

The decision of the Proper Officer as to whether or not to include the
motion on the agenda shali be final.

Motions received shall be recorded and numbered in the order that they
are received.

Motions rejected shall be recorded with an explanation by the Proper
Officer of the reason for rejection.

MOTIONS AT A MEETING THAT DO NOT REQUIRE
WRITTEN NOTICE

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.  tomove to a vote;

ifi.  to defer consideration of a motion;

iv.  to refer a motion to a paiticular committee or sub-committee;
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 sub-committee and their members:
X. 1o extend the time limits for speaking;

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

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

16



11.

12.

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 or legal requirements);

xvi. to adjourn the meeting; or

xvii. to close the meeting.

MANAGEMENT OF INFORMATION
See also standing order 20.

The Council shall have in place and keep under review, technical
and organisational measures to keep secure information {including
personal data) which it holds in paper and electronic form. Such
arrangements shall include deciding who has access to personal
data and encryption of personal data. Such data will include
recordings of meetings held by the Council.

The Council shall have in place, and keep under review, policies for
the retention and safe destruction of all information (including
personal data) which it holds in paper, recorded and electronic
form. The Council’s retention policy shall confirm the period for
which information (including personal data) shall be retained or if
this is not possible the criteria used to determine that period (e.g.,
the Limitation Act 1980).

The agenda, papers that support the agenda and the minutes of a
meeting shall not disclose or otherwise undermine confidential
information or personal data without legal justification.

Councillors, staff, the Council’s contractors and agents shall not
disclose confidential information or personal data without legal
justification.

DRAFT MINUTES

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

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

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

“The chair 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 their view was not upheld by the meeting and the minutes are
confirmed as an accurate record of the proceedings.”

Subject to standing order 20(a) and following 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.

no later than seven working days following a council meeting, the
council must publish electronically a note setting out:

* The names of the members who attended the meeting, and any
apologies for absence;

* Any declarations of interest; and

* Any decisions taken at the meeting, including the outcomes of any
votes.

The requirements regarding the note to be published after a council
meeting do not apply for private business or where disclosure would be
detrimental to acting on those decisions.

13.

CODE OF CONDUCT AND DISPENSATIONS
See also standing order 3(s).

Councillors and non-councillors with voting rights shail observe
the code of conduct adopted by the Council.

All councillors and non-councillors with voting rights shall undertake

18



14.

15.

training in the code of conduct within six months of the delivery of their
acceptance of office form.

Dispensation requests shall be in writing and submitted to the
standards committee of the County Council] as soon as possible
before the meeting that the dispensation is required for.

CODE OF CONDUCT COMPLAINTS

Upon notification by the Public Services Ombudsman for Wales 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 13, report this to the Council.

Where the notification in standing order 14(a) relates to a complaint
made by the Proper Officer, the Proper Officer shall notify the Chair of
Council of this fact, and the Chair shall nominate another staff member
to assume the duties of the Proper Officer in relation to the complaint
until it has been determined.

The Council may:

I, provide information or evidence where such disclosure is
necessary to investigate the complaint or is a legal requirement;

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

ii. indemnify the councillor or non-councillor with voting rights in
respect of their related legal costs and any such indemnity is
subject to approval by a meeting of the Council.

PROPER OFFICER

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.

I The Proper Officer shall at least three clear days before a
meeting of the council, a committee or a sub-committee:

a) Arrange for the serving of the notice (including how the meeting
may be accessed virtually, (if applicable) which must be published
electronically and in a conspicuous place in the community at least
three clear days before the meeting, or if the meeting is convened
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Vi.

vii.

viii.

at shorter notice, at the time it is convened.

b) If a member wants to receive the summons in writing rather than
electronically, they must give notice in writing to the clerk and
specify the postal address to which the summons should be sent.
¢) The notice must provide details about how to access the meeting
remotely , and the time and place of the meeting. The place may
be omitted if the meeting is held by remote means only.

d) The notice must be available in a conspicuous place giving
notice of the time, place and agenda (provided that the public
notice with agenda of an extraordinary meeting of the Council
convened by councillors is signed by them) and published
electronically with notice of the time and place and, as far as
reasonably practicable, any documents relating to the business to
be transacted at the meeting uniess they relate to business which
is likely to be considered in private or if their disclosure would be
contrary to any enactment.

See standing order 3 (a) and (b) (Meetings Generaﬂy-- Other)
for the meaning of clear days for a meeting of a full council and for
a meeting of a committee;

subject to standing order 9, include on the agenda all motions in
the order received unless a councillor has given written notice at
least 5 days before the meeting confirming their withdrawal of it;

convene a meeting of Council for the election of a new Chair
of the Council, occasioned by a casual vacancy in their office;

facilitate inspection of the minute book by local government
electors;

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

hold acceptance of office forms from councillors;

hold a copy of every councillor's register of interests where the
Council has resolved to require councillors to declare interests
upfront;

assist with responding to requests made under freedom of
information legislation and rights exercisable under data protection
legislation, in accordance with the Council's relevant policies and
procedures;

liaise, as appropriate, with the Council's Data Protection Officer (if
there is one);

20



16.

xi.

Xii.

Xii.

Xiv.

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

assist in the organisation of, storage of, access to, security of and
destruction of information held by the Council in paper and
electronic form subject to the requirements of freedom of
information and data protection legislation and other legitimate
requirements {e.g., the Limitation Act 1980),

arrange for legal deeds to be executed;
See also standing order 23;

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

record every planning application notified to the Council and the
Council's response to the local planning authority in a book or file
for such purpose;

XVi.

Xvil.

Plannmg. Commlttee”

manage access to information about the Counci! via the publication
scheme; and

retain custody of the seal of the Council (if there is one) which shall
hot be used without a resolution to that effect.
See also standing order 23.

RESPONSIBLE FINANCIAL OFFICER

The Council shall appoint appropriate staff member(s) to undertake the
work of the Responsible Financial Officer when the Responsible
Financial Officer is absent.
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17.

18.

ACCOUNTS AND ACCOUNTING STATEMENTS

“Proper practices” in Standing Orders refer to the most recent version
of Governarnice and Accountability for Local Councils in Wales — A
Practitioners’ Guide.

All payments by the Council shall be authorised, approved and paid in
accordance with the law, proper practices and the Council’s Financial
Regulations.

The Responsible Financial Officer shall provide the Finance Committee
at each of its. ‘guarterly meetlngs with a'Finance Report detatimg the
Council’s financial ‘position for the relevant period and the financial year
to date, for consideration and review.

+ = The Finance Committee’s consideration of the Finance Report,

mcludmg any recommendations arising from its review, shall be
reported to the next appropriate meeting of the Counc;l

. .As.soon as practicable after the financial year end at 31 March; the

ResponS|bIe Financial Off;cer shall: provide to the Council the year~end
accounting. statements, in the form of Section 2 of the Annual
Governance and Accountabflity Return;. 's___requwed by proper
practices, for consideration and approval.

The year-end accounting statements’ shall be prepared in-accordance
with proper practices and.in the form of accounts determined: by the
Council (recelpts and payments orincome and expenditure) for the
year ending 31 March.

.. A completed draft Annual Governance and Accountablhty Return shall

be provided to all councillots sufﬂc;ently in advance of the: meetmg at
which it is to be considered; to enable proper consideration prior to
approval by the Council,

The Annual Governance and: Accountability Return, including the
Annual Governance Statement and accountmg statements, shall be
presented to the Council for conSIderatton and formal approval
within the timescales required by legislation and proper practices.

FINANCIAL CONTROLS AND PROCUREMENT

. -the Council shall consider and adopt financial regtilations which shall
include detailed arrangements in respect of the following:

L. the keeping of accounting reeords and systems of internal controls;
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Council;

iii. " the work of the !ndependent internal auditor in accordance with
proper practaces and the receipt of regutar reports from the internal
auditor, which shall be required at least annually;

iv. " the inspection and copying by councillors and local electors of the
Cotincil's accounts and/or orders of payments,

55 e Tegatons shall be reviewed regularly and at least annually for

e'xecutlon of works shall include, as appropriate

iia speczfzcatmﬂ for the goods, materials, services or the execution of
works;

HEo s
»

ding publ'ication througih "S'eIiZWaies where. requ1red or

ébns;dered appropriate;

deadhhe

v?f;;_.*-;F}iwher”"?tenders are submltted by another perm‘ttted method |

tdhubpndtdddbvmcwv
committee or stib-committee with delegated responsibility, in
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accordance with: the Council's Scheme 'of Delegation-and Financial
Regulations..

REVIEW NOTE (not pairl of the adopted Standing Order): This replaces the
previous references lof the Public Contracts Regulations 2015 and fixed
procurement thresholds. L is intentionally future-proofed by referring to current
procurement fegisiation and Welsh Government threshold,

d

19.

Neither the Council, nor a committee or a sub-committee with delegated
responsibility for considering tenders, is bound to accept the lowest
value tender.

Where the value of a contract is likely to exceed the threshold
specified by the Welsh Government from time to time, the Council
must consider whether the contract is subject to the requirements
of the current procurement legislation and, if so, the Council must
comply with procurement rules. Guidance from the Welsh
Government on procurement contains detailed guidance and has
been circulated to all member councils.

HANDLING STAFF MATTERS

“ 1 A'matter personal to a membir of staff that is bsing considered by a

meeting of the Personnel Committee is subject to standing order 11.

f:The 'Town Cl'erk ié "th'é 'Céur'ic'il 's' mO'St 'S'ér'ﬁér' ehibIOyéé and 'Shali

delegated by the Councsl The F’ersonnel Commtttee sha]l deal w;th
matters relating to the Town Clerk and’ such other staffing matters as are
referred to it under its Terms of Reference.

Subject to the: 'Co‘Unci'l"e'bd!icy regarding absences from work, the
Council’s most senior. member of staff shall notify the Chair of the
Personnel Committee or, if they are unavailable, another member of the
Personnel Committee, of absence occasioned by illness or other reason.
The absence shall be reported to the Personnel Committee at its next
meeting.

aperatsal. of th.e...Town..._Cter_k,. "th_e_ rew.ew .a:n.d..app.ral.sa! .sh_alt .b.e.-reporte'd- in
writing and shalt be subject to approval by resolution of the Personnel
Committee.
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20.

Siibject to the Council's policy regarding the handling of grievance
matters, if an informal or formal grievance matter raised by the Town
Cletk relates to the Chair of the Personnel Committee, this shall be
communicated to another member of the Personnel Committee. The
matter shall be reported to and progressed by resolution of the
Personnel Committee.

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

In accordance with standing order 11(a), persons with line management
responsibilities shall have access to staff records referred to in standing
order 19(f).

RESPONSIBILITIES TO PROVIDE INFORMATION
See also standing order 21.

In accordance with freedom of information legislation, the Council
shall publish information in accordance with its publication scheme
and respond to requests for information held by the Council.
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21,

22.

23.

RESPONSIBILITIES UNDER DATA PROTECTION
LEGISLATION

(Below is not an exclusive list).

See also standing order 11.
The Council may appoint a Data Protection Officer.

The Council shall have policies and procedures in place to respond
to an individual exercising statutory rights concerning their
personal data.

The Council shall have a written policy in place for responding to
and managing a personal data breach.

The Council shall keep a record of all personal data breaches
comprising the facts relating to the personal data breach, its effects
and the remedial action taken.

The Council shall ensure that information communicated in its
privacy notice(s) is in an easily accessible and available form and
kept up to date.

The Council shall maintain a written record of its processing
activities.

RELATIONS WITH THE PRESS/MEDIA

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

EXECUTION AND SEALING OF LEGAL DEEDS
See also standing orders 15(a)(xii) and 15(a){(xvii)

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

. Subject to standing order 23(a), any two councillors may sign on

behalf of the Council, any deed required by law and the Proper
Officer shall witness their signatures.
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24,

25.

26.

COMMUNICATING WITH COUNTY BOROUGH OR
COUNTY COUNCILLORS

' Where a Flintshire County. C"(')l.iﬁc'ifi'of're'pf’éée'ﬁtilfig"' the area of the

Counc;i IS a{so a member of Mold Town Councﬂ "thelr recelpt of the

Where a Fisntsh ire County Councﬂfor represenfmg the area is not a
member of Moid Town Counml 'afn___ -_:Vttation to attend the meeting shall

has 'aiready. een prowdéd Qtth or otﬁérWise has access to' 'the
correspondence.

RESTRICTIONS ON COUNCILLOR ACTIVITIES

Unless duly authorised no councilior shall:
i inspectany ;!’é_hi”df_:éi’ajdio’rl-3.p:réiﬁziﬁs_é’sf{iw_ﬁiéﬁi’:t_h-ef‘.'Cbuiﬁbi:i has a right or

Co_u_n_ot_i,

iil. “incur expenditure or enter into any financial or contractual
commitment on behalf of the Council; or

v 'f=.-£ether\Mse exercnse a function or make a commitment on behalf of

e ks an’cnal Reguiattons the
Councal s Scheme of Deiegat;on or a resolution of the Council.

STANDING ORDERS GENERALLY

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

A motion to add to, vary or revoke one or more of the Council’s Standing
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Orders, except one that incorporates mandatory statutory or legal
requirements, shall be proposed by a special motion, the written notice
by at least 6 councillors to be given to the Proper Officer in accordance
with Standing Order 9.

The Proper Officer shall provide a copy of the Council's standing orders
to a councillor as soon as possible.

The decision of the chair of a meeting as to the application of standing
orders at the meeting shall be final.
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1.

General

1.1. These Financial Regulations govern the financial management of the council and
may only be amended or varied by resolution of the council. They are one of the
council’s governing documents and shall be observed in conjunction with the
council’s Standing Orders.

1.2. Councillors are expected to follow these regulations and not to entice employees to
breach them. Failure to follow these regulations brings the office of councillor into
disrepute.

1.3. Wilful breach of these regulations by an employee may result in disciplinary
proceedings.

1.4. In these Financial Regulations:

‘Accounts and Audit Regulations’ means the regulations issued under Section
39 of the Public Audit (Wales) Act 2004, or any superseding legislation, and
then in force, unless otherwise specified.

"Approve” refers to an online action, allowing an electronic transaction to take
place.

“Authorise” refers to a decision by the council, or a committee or an officer, to
allow something to happen.

‘Proper practices’ means those set out in The Practitioners’ Guide
Practitioners’ Guide the Governance and Accountability for Local Councils in
Wales — A Practitioners Guide jointly published by One Voice Wales and the
Society of Local Council Clerks in Wales.

‘Must’ and bold text refer to a statutory obligation the council cannot change.
'Shall’ refers to a non-statutory instruction by the coungcil to its members and
staff.

1.5. The Responsible Financial Officer (RFO) holds a statutory office, appointed by the
council. The Clerk has been appointed as RFO and these regulations apply
accordingly. The RFO;

acts under the policy direction of the council;

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 control systems;
ensures the accounting control systems are observed;
ensures the accounting records are kept up to date;

seeks economy, efficiency and effectiveness in the use of council resources;
and

produces financial management information as required by the council.

1.8. The council must not delegate any decision regarding:

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




1.7.

» the outcome of a review of the effectiveness of its internal controls

s approving accounting statements;

s approving an annual governance statement;

e bhorrowing;

* declaring eligibility for the General Power of Competence; and

» addressing recommendations from the internal or external auditors.
In addition, the council shall;

e determine and regularly review the bank mandate for all council bank accounts;

s authorise any grant or single commitment in excess of £5,000.

Risk management and internal control

2.1.

2.2.

2.3.

2.4.

2.5,

2.6.

2.7

The council must ensure that it has a sound system of internal control, which
delivers effective financial, operational and risk management.

The Clerk shall prepare, for approval by the council, a risk management policy
covering all activities of the council. This policy and consequential risk management
arrangements shall be reviewed by the council at least annually.

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

At least once a year, the council must review the effectiveness of its system
of internal control, before approving the Annual Governance Statement.

The accounting control systems determined by the RFO must include
measures to:

» ensure that risk is appropriately managed;

¢ ensure the prompt, accurate recording of financial transactions;
¢ prevent and detect inaccuracy or fraud; and

« allow the reconstitution of any lost records;

o identify the duties of officers dealing with transactions and

* ensure division of responsibilities.

At least once in each quarter, and at each financial year end, a member other than
the Chair, shall be appointed to verify bank reconciliations (for all accounts)
produced by the RFO. The member shall sign and date the reconciliations and the
original bank statements (or similar document) as evidence of this. This activity,
including any exceptions, shall be reported to and noted by the council Finance
Committee.

Regular back-up copies shall be made of the records on any council computer and
stored either online or in a separate location from the computer. The council shall



put measures in place to ensure that the ability to access any council computer is
not lost if an employee leaves or is incapacitated for any reason.

3. Accounts and audit

3.1.

3.2,

3.3.

3.4.

3.5.

3.6.

3.7.

3.8.

All accounting procedures and financial records of the council shall be determined
by the RFQ in accordance with the Accounts and Audit Regulations.

The accounting records determined by the RFO must be sufficient to explain
the council’s transactions and to disclose its financial position with
reasonably accuracy at any time. in particular, they must contain:

s day-to-day entries of all sums of money received and expended by the
council (documented in the cash book) and the matters to which they
relate;

¢ arecord of the assets and liabilities of the council.

The accounting records shall be designed to facilitate the efficient preparation of the
accounting statements in the Annual Return.

The RFO shall complete and certify the annual Accounting Statements of the
council contained in the Annual Governance and Accountability Return in
accordance with proper practices, as soon as practicable after the end of the
financial year. Having certified the Accounting Statements, the RFO shall submit
them (with any related documents) to the council, within the timescales required by
the Accounts and Audit Regulations.

The council must ensure that there is an adequate and effective system of
internal audit of its accounting records and internal control system in
accordance with proper practices.

Any officer or member of the council must make available such documents
and records as the internal or external auditor consider 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.

The internal auditor shall be appointed by the council or a committee of the council
and shall carry out their work to evaluate the effectiveness of the council’s risk
management, control and governance processes in accordance with proper
practices specified in the Practitioners' Guide.

The council shall ensure that the internal auditor:
« is competent and independent of the financial operations of the council;

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

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

» has no involvement in the management or control of the council.
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3.9. The Internal Auditor may not under any circumstances:
o perform any operational duties for the council;
» initiate or approve accounting transactions:

e provide financial, legal or other advice including in relation to any future
transactions; or

e direct the activities of any council employee, except to the extent that such
employees have been appropriately assigned to assist the internal auditor.

3.10.For the avoidance of doubt, in relation to internal audit the terms 'independent’ and
'independence’ shall have the same meaning as described in The Practitioners
Guide.

3.11.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 documents required by Accounts
and Audit (Wales) Regulations,

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

Budget and precept

4.1. Before setting a precept, the council must calculate its budget requirement
for each financial year by preparing and approving a budget, in accordance
with The Local Government Finance Act 1992 or succeeding legislation.

4.2. Budgets for salaries and wages, including employer contributions shall be reviewed
by the Finance Committee at least annually for the following financial year and the
final version shall be evidenced by a hard copy schedule signed by the Clerk and
the Chair of the Finance Commiitee. The RFO will inform committees of any salary
implications before they consider their draft budgets.

4.3. No later than December each year, the RFO shall prepare a draft budget with
detailed estimates of all receipts and payments/income and expenditure for the
following financial year taking account of the lifespan of assets and cost implications
of repair or replacement.

4.4. Unspent budgets for completed projects shall not be carried forward to a
subsequent year, Unspent funds for partially completed projects may only be
carried forward by placing them in an earmarked reserve with the formal approval of
the full council.

4.5. In appropriate cases, each committee shall review its draft budget and submit any
proposed amendments to the council Finance Committee not later than the end of
November each year.

4.6. The draft budget with any committee proposals and [three-year] forecast, including
any recommendations for the use or accumulation of reserves, shall be considered
by the Finance Committee and a recommendation made to the council.



4.7.

4.8.

4.9.

Having considered the proposed budget and [three-year] forecast, the council shall
determine its budget requirement by setting a budget. The council shall set a
precept for this amount no later than the end of January for the ensuing financial
year.

Any member with council tax unpaid for more than two months is prohibited
from voting on the budget or precept by Section 106 of the Local Government
Finance Act 1992 and must disclose at the start of the meeting that Section
106 applies to them.

The RFO shall issue the precept to the billing authority no later than the end of
February and supply each member with a copy of the agreed annual budget.

4.10.The agreed budget provides a basis for monitoring progress during the year by

comparing actual spending and income against what was planned.

4.11. Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the

council or relevant committee.

Procurement

5.1.

5.2.

5.3.

5.4.

5.5.

5.6.

Members and officers are responsible for ohtaining value for money at all
times. Any officer procuring goods, services or works should ensure, as far as
practicable, that the best available terms are obtained, usually by obtaining prices
from several suppliers.

The RFO should verify the lawful nature of any proposed purchase before it is made
and in the case of new or infreguent purchases, should ensure that the legal power
being used is reported to the meeting at which the order is authorised and also
recorded in the minutes.

Every contract shall comply with the council's Standing Orders and these Financial
Regulations and no exceptions shall be made, except in an emergency.

For a contract for the supply of goods, services or works where the estimated
value will exceed the thresholds set by Parliament, the full requirements of
The Public Contracts Regulations 2015 or any superseding legislation (“the
Legislation”), must be followed in respect of the tendering, award and
notification of that contract.

Where the estimated value is below the Government threshold, the council shall
(with the exception of items listed in paragraph 6.12}) obtain prices as follows:

For contracts estimated to- exceed £60'* nc uding VAT, the Clerk shall seek
formal tenders from at least three suppliers agreed by the Council OR advertise an
open invitation for tenders in comphance w:th any relevant prowswns of the
Legislation. Tenders shall be invited in‘accordance with Appendix 1 and Standing
Order.18.




5.7. For contracts estimated fo be over £30,000 including VAT, the council must
comply with any requirements of the Legislation! regarding the advertising of
contract opportunities and the publication of notices about the award of
confracts.

5.8. For contracts greater than £3,000 excluding VAT the Clerk shall seek at least 3
fixed-price quotes.

5.9. Where the value is between £500 and £3,000 excluding VAT, the Clerk shall try to
obtain 3 estimates which might include evidence of online prices, or recent prices
from regular suppliers.

5.10.For smaller purchases, the clerk shall seek to achieve value for money.

5.11.Contracts must not be split into smaller lots to avoid compliance with these
rules.

5.12. The requirement to obtain competitive prices in these regulations need not apply to
contracts that relate to items (i) to (iv) below:

i.  specialist services, such as legal professionals acting in disputes;
il.  repairs to, or parts for, existing machinery or equipment;
Hi.  works, goods or services that constitute an extension of an existing contract;
iv. goods or services that are only available from one supplier or are sold at a
fixed price.

5.13.When applications are made to waive this financial reguiation to enable a price to
be negotiated without competition, the reason should be set out in a
recommendation to the council or relevant committee. Avoidance of competition is
not a valid reason.

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

2.15.Individual purchases within an agreed budget for that type of expenditure may be
authorised by:

o the Clerk, under delegated authority, for any items below £500 excluding VAT.

+ the Clerk, in consultation with the Chair of the Council or Chair of the appropriate
committee, for any items below £2,000 excluding VAT.

s aduly delegated committee of the council for all items of expenditure within their
delegated budgets for items under £5,000 excluding VAT.

s in respect of grants, a duly authorised committee within any limits set by council
and in accordance with any policy statement agreed by the council.
s the council for all items over £5,000;

' The Clerk/REQ shall ensure that the current requirements of applicable; procurement fegisfation and Welsh
Gavernment guidance, including requirements relating to Seli2wales anid the publication of procarerent notices,
dre checked arnd complied with at thé commiencement of edchrelevant procurement exerciss,
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Such authorisation must be supported by a minute (in the case of councit or
committee decisions) or other auditable evidence trail.

5,16, No individual member, or informal group of members may issue an official order
unless instructed to do so in advance by a resolution of the council or make any
contract on behalf of the council.

5.17.No expenditure may be authorised that will exceed the budget for that type of
expenditure other than by resolution of the council or a duly delegated committee
acting within its Terms of Reference except in an emergency.

5.18.1n cases of emergency, including serious risk to the delivery of Council services,
public or staff safety, security of Council premises or assets, or where immediate
action is necessary to prevent or limit further loss or damage'

(a) the!CIerk may'-.a_utherise expenditure up to 1
icient budgetary provision for the expend;ture _nd

) ceeding £2 000 and up to £5 000 excludmngAT ] "'éy 'b‘é

(b} eX’pehdlture :

approprlate meetlng 6f the Council |

5.19. No expenditure shall be authorised, no contract entered into or tender accepted in
relation to any major project, unless the council is satisfied that the necessary funds
are available and that where a loan is required, Welsh Government borrowing
approval has been obtained first.

5.20.An official order or letter shall be issued for all work, goods and services above
£250 excluding VAT unless a formal contract is to be prepared or an official order
would be inappropriate. Copies of orders shail be retained, along with evidence of
receipt of goods.

5.21.Any ordering system can be misused and access to them shall be controlled by the
RFO.

. Banking and payments

6.1. The council's banking arrangements, including the bank mandate, shall be made by
the RFO and authorised by the council; banking arrangements shall not be
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6.2.

6.3.

6.4.

6.5.

6.6.

6.7.

6.8.

delegated to a committee. The council has resolved to bank with HSBC. The
arrangements shall be reviewed annually for security and efficiency.

The council must have safe and efficient arrangements for making payments, to
safeguard against the possibility of fraud or error. Wherever possible, more than
one person should be involved in any payment, for example by dual online
authorisation or dual cheque signing. Even where a purchase has been authorised,
the payment must also be authorised and only authorised payments shall be
approved or signed to allow the funds to leave the council's bank.

All invoices for payment should be examined for arithmetical accuracy, analysed to
the appropriate expenditure heading and verified to confirm that the work, goods or
services were received, checked and represent expenditure previously authorised
by the council before being certified by the RFO.

Personal payments (including salaries, wages, expenses and any payment made in
relation to the termination of employment) may be summarised to avoid disclosing
any personal information,

All payments shall be made by online banking/cheque, in accordance with a
resolution of the council or duly delegated committee or a delegated decision by an
officer, unless the councif resolves to use a different payment method.

For each financial year the RFO may draw up a schedule of regular payments due
in relation to a continuing contract or obligation (such as Salaries, PAYE, National
Insurance, pension contributions, rent, rates, regular maintenance contracts and
similar items), which the council or a duly delegated committee may authorise in
advance for the year.

The Clerk and RFO shall have delegated authority to authorise payments in the
following circumstances:

. any payments of up to £500 excluding VAT, within an agreed budget.

it payments of up to £5,000 excitding VAT in respéct of emergency expendituire
propetly authorised.in accordance with Regulation 5.18;

iil. any payment necessary to avoid a charge under the Late Payment of
Commercial Debts (Interest) Act 1998 or to comply with contractual terms,
where the due date for payment is before the next scheduled meeting of the
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.

iv.  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.

The RFO shall present a schedule of payments requiring authorisation, forming part
of the agenda for the meeting, together with the relevant invoices, to the council.
The council shall review the schedule for compliance and, having satisfied itself,
shall authorise payment by resolution. The authorised schedule shall be initialled
immediately below the {ast item by the person chairing the meeting. A detailed list of
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all payments shail be disclosed within or as an attachment to the minutes of that
meeting.

7. Electronic payments

7.1. Where internet banking arrangements are made with any bank, the RFO shall be
appointed as the Service Administrator. The bank mandate agreed by the council
shall identify 8 councillors who will be authorised to approve transactions on those
accounts and a minimum of two people will be involved in any online approval
process

7.2. All authorised signatories shall have access to view the council's bank accounts
online.* (This is not currently an option with the account used by the Town Council.
It is a priority to rectify this as soon as possible).

7.3. No employee or councillor shall disclose any PIN or password, relevant to the
council or its banking, to anyone not authorised in writing by the council or a duly
delegated committee. :

7.8. Where expenditure has been authorised under Regulation 5.18, the Council’s
normal payment authorisation procedures, including prior approval by two
authorised councillor signatories, shall continue to apply so far as reasonably
practicable. Where the urgency of the circumstances means that obtaining such
approval would cause an unreasonable delay in addressing the emergency, the
Clerk/RFO may make the payment following the authorisation required under
Regulation 5.18. The payment and supporting documentation shall subsequently be
presented through the Council’s normal payment reporting and verification
arrangements.
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7.9: Evidenceshall be retained showing the authorisation of each'payment in
shall be retained with, or be identifiable from, thé relevant invoice or supporting
documentation for audit purposes:

7.10.A full list of all payments made in a month shall be provided to the next council
meeting

7.11.With the approval of the council in each case, regular payments (such as gas,
electricity, telephone, broadband, water, National Non-Domestic Rates, refuse
collection, pension contributions and HMRC payments may be made by variable
direct debit, provided that the instructions are signed/approved online by two
authorised members. The approval of the use of each variable direct debit shall be
reviewed by the council at least every two years.

7.12.Payment may be made by BACS or CHAPS by resolution of the council provided
that each payment is approved by two members and evidence is retained and any
payments are reported to the council at the next meeting. The approval of the use
of BACS or CHAPS shall be renewed by resolution of the council at least every two
years.

7.13.1f thought appropriate by the council, regular payments of fixed sums may be made
by banker's standing order, provided that the instructions are signed by two
members, evidence of this is retained and any payments are reported to council
when made. The approval of the use of a banker's standing order shall be reviewed
by the council at least every two years.

7.14. Account details for suppliers may only be changed upon written notification by the
supplier verified by the Clerk and a member. This is a potential area for fraud and
the individuals involved should ensure that any change is genuine. Data held
should be checked with suppliers every two years.

7.15.Members and officers shall ensure that any computer used for the council’s
financial business has adequate security, with anti-virus, anti-spyware and firewall
software installed and regularly updated.

7.16. Remembered password facilities other than secure password stores requiring
separate identity verification should not be used on any computer used for council
banking.

Cheque payments

8.1. Cheques or orders for payment in accordance with a resolution or delegated
decision shall be signed by two members.

8.2, A signatory having a family or business relationship with the beneficiary of a
payment shall not, under normal circumstances, be a signatory to that payment.

8.3. To indicate agreement of the details on the cheque with the counterfoil and the
invoice or similar documentation, the signatories shall also initial the cheque
counterfoil and invoice.
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8.4. Cheques or orders for payment shall not normally be presented for signature other
than at, or immediately before or after a council or committee meeting. Any
signatures obtained away from council meetings shall be reported to the council or
Finance Committee at the next convenient meeting.

9. Payment cards

9.1. Any Debit Card issued for use will be specifically restricted to the Clerk and the
RFO and will also be restricted to a single transaction maximum value of £5600
unless authorised by council or finance committee in writing before any order is
placed.

9.2. A pre-paid credit 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.

9.3. Any corporate credit card or trade card account opened by the council will be
specifically restricted to use by the Clerk and Events and Community Engagement
Officer and any balance shall be paid in full each month.

0.4, Personal credit or debit cards of members or staff shall not be used except for
expenses of up to £250 including VAT, incurred in accordance with council policy.

10. Peity Cash

10.1. The RFO shall maintain a petty cash of up to £250 and may provide petty cash to
officers for the purpose of defraying operational and other expenses.

a) Vouchers for payments made from petty cash shall be kept, along with receipts to
substantiate every payment.

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

¢) Payments to maintain the petty cash float shall be shown separately on any
schedule of payments presented for approval.

11. Payment of salaries and allowances

11.1.As an employer, the council must make arrangements to comply with the
statutory requirements of PAYE legislation.

11.2. Guidance issued by the Independent Remuneration Panel for Wales in
relation to the taxation of councillor allowances must be fully adhered to.

11.3. Salary rates shall be agreed by the council, or a duly delegated committee. No
changes shall be made to any employee's gross pay, emoluments, or terms and
conditions of employment without the prior consent of the council or relevant
committee.

11.4.Payment of salaries shall be made, after deduction of tax, national insurance,
pension contributions and any similar statutory or discretionary deductions, on the
dates stipulated in employment contracts.

11.5. Deductions from salary shall be paid to the relevant bodies within the required
timescales, provided that each payment is reported, as set out in these regulations
above.
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13.

11.6.Each payment to employees of net salary and to the appropriate creditor of the
statutory and discretionary deductions shall be recorded in a payrolt control account
or other separate confidential record, with the total of such payments each calendar
month reported in the cashbook. Payroll reports will be reviewed by the finance
committee to ensure that the correct payments have been made.

11.7. Any termination payments shall be supported by a report to the council, setting out
a clear business case. Termination payments shall only be authorised by the full
council,

11.8. Before employing interim staff, the council must consider a full business case.
l.oans and investments

12.1.Any application for Welsh Government approval to borrow money and subsequent
arrangements for a loan must be authorised by the full council and recorded in the
minutes. All borrowing shall be in the name of the council, after obtaining any
necessary approval.

12.2. Any financial arrangement which does not require formal borrowing approval from
the Welsh Government (such as Hire Purchase, Leasing of tangible assets or loans
to be repaid within the financial year) must be authorised by the full council,
following a written report on the value for money of the proposed transaction.

12.3. The council shall consider the requirement for an Investment Strategy and Policy in
accordance with Statutory Guidance on Local Government Investments, which must
be written be in accordance with relevant regulations, proper practices and
guidance. Any Strategy and Policy shall be reviewed by the council at least
annually,

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

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

12.6.Payments in respect of short term or long-term investments, including transfers
between bank accounts held in the same bank, shall be made in accordance with
these regulations.

Income

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

13.2. The council will review all fees and charges for work done, services provided, or
goods sold at least annually as part of the budget-setting process, following a report
of the Clerk. The RFO shall be responsible for the collection of all amounts due to
the council.

13.3.Any sums found to be irrecoverable and any bad debts shall be reported to the
council by the RFO and shall be written off in the year. The council’'s approval shall
be shown in the accounting records.
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185.

16.

13.4. All sums received on behalf of the council shall be deposited intact with the
council's bankers, with such frequency as the RFO considers necessary. The origin
of each receipt shall clearly be recorded on the paying-in slip or other record.

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

13.8.The RFO shall ensure that VAT is correctly recorded in the council's accounting
software and that any VAT Return required is submitted form the software by the
due date.

13.7.Where significant sums of cash are regularly received by the council, the RFO shall
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 record such as ticket
issues, and that appropriate care is taken for the security and safety of individuals
banking such cash.

13.8.Any income that 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.

Payments under contracts for building or other construction works

14.1. Where contracts provide for payment by instalments the RFO shall maintain a
record of all such payments, which shail be made within the time specified in the
contract based on signed certificates from the architect or other consultant engaged
to supervise the works.

14.2. Any variation of, addition to or omission from a contract must be authorised by the
Clerk to the contractor in writing, with the council being informed where the final
cost is likely to exceed the contract sum by 5% or more, or likely to exceed the
budget available.

Stores and equipment

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

15.2. 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.

Assets, properties and estates

16.1. The Clerk shall make arrangements for the safe custody of all title deeds and Land
Registry Certificates of properties held by the council.

16.2. The RFO shall ensure that an appropriate and accurate Register of Assets and
Investments is kept up to date, with a record of all properties held by the council,
their 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 (Wales) Regulations.

15




16.3. 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.

16.4.No interest in land 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. In each case a written report 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 consuitation with the electorate where required by
faw).

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, except where the estimated value of any one
item does not exceed £500. In each case a written report shall be provided to
council with a full business case.

17. Insurance

17.1.The RFO shall keep a record of all insurances effected by the council and the
property and risks covered, reviewing these annually before the renewal date in
conjunction with the council's review of risk management.

17.2. The RFO shall be notified of any loss, liability, damage or event likely to lead to a
ctaim, and shall report these to the council at the next available meeting. The RFO
shall negotiate all claims on the council's insurers.

17.3. 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.

18. Charities

18.1. Where the council is sole managing trustee of a charitable body the Clerk 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 shall arrange for any audit or independent examination as may be required by
Charity Law or any Governing Document.

19. Suspension and revision of Financial Regulations

19.1.The council shall review these Financial Regulations annually and following any
change of clerk/ RFO. The Clerk shall monitor changes in legislation or proper
practices and advise the council of any need to amend these Financial Regulations.

19.2. The council may, by resolution 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
presented to all members. Suspension does not disapply any legislation or permit
the council to act unlawfully.
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19.3. The council may temporarily amend these Financial Regulations by a duly notified
resolution, to cope with periods of absence, local government reorganisation,
national restrictions or other exceptional circumstances.
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Appendix 1 - Tender process

1')_-'Ar:1y'.inVi'taiidhi-to“tén_del.‘-'?.h-al_i' state the general nature of the intended contract and the
Clerk shall obtain the necessary technical assistance to prepare a specification in
appropriate cases.

2) The invitation to tender shall state the Council's requiremeénts; the'mettiod and deadlire
for submission of tenders, the evaluation criteria and any other information necessary to
enable suppliers to submit a compliant tender.

3) Procurement opportunities shall be advertised and any réquired notices published in
accordance with applicable procurement legislation; Welsh Government requirements; the
required and may also be used where considered appropriate.

4) Tenders may be submitted electronicaily through Seli2Wales or anocther secure electronic
tendering system. Appropriate controls shall be in place to ensure that tenders remain
confidential and cannot be accessed by those involved in the procurement before the
submission deadline.

5) Where another méthod of submission'is pérmitted.: approgriate arrangements shali be
made to preserve the security and confidentiality of tenders uritif the submission deadline
has passed.

6) Tenders shall not be _aC'CGSS_'e_'d- or.opened before the submission deadline. Following the
deadline, an appropriate récord shall be maintained of the tenders received.

7) Tenders shall be evaluated fairly and consistently against the evaluation criteriaand
methodology stated in the procurement documentation. Clarification of i nformation contained
within a tender may be sought where appropriate, provided that suppliers are treated fairly
and the clarification does riot-impropetly alter the tender submitted:

8) An appropriate audit.trail shall be maintained, including the procurement documentation,
tendér_éirecéi‘Véd; any clarifications; evaluation records and the decision to award the
contract.

9) The award of & contract shall be: aE}i-hQ_i'iS_ed;_b-yﬁ the Council; or by a:committee orofficer
acting within expressly. delegated authority, in accordance with the Council's Standing
Orders, Financial Regulations and Scheme of Delegation.

10) The Council shall not be obliged to accept the lowest or any tender. Any contract award
shall-be determined in accordance with the evaluation criteria stated in the procurement
documentation.

and any other applicable legal réquirements.
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By signing below, you confirm that you have read and understood the Mold Town
Council Financial Regulations Document.

Name (Printed)

Signature

Role within the Council
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By signing below, you confirm that you have read and understood the Mold Town
Council Financial Regulations Document.

Name (Printed)

Signature

Role within the Council
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5

Mold Town Council

Safeguarding Children and Adults at Risk Policy
Effective from:

Review Date:

1. Purpose

Mold Town Council is committed to safeguarding and promoting the welfare of children and adults at
risk who come into contact with the Council, its services, activities, facilities, events and
representatives,

This policy sets out how the Council will:

* Create a safe environment for children and adults at risk.

* Recognise and respond appropriately to safeguarding concerns.

* Ensure concerns are reported promptly to the appropriate statutory agency.

*  Provide clear responsibilities and expected standards of conduct for councillors, employees,
volunteers, contraciors and others acting on behalf of the Council.

*  Apply safe recruitiment, risk assessment, infermation-sharing and record-keeping
arrangements proportionate to the Council’s activities.

Safeguarding is sveryone’s responsibility. The Council is not a statutory safeguarding authority and will
not investigate suspected abuse itself. Where a safeguarding concern arises, the Council will take
immediate protective action where necessary and refer the matter to Flintshire County Council Social
Services and/or North Wales Police as appropriate,

2, Scope
This policy applies to safeguarding matters arising through Council business and activities involving:

* All counciilors and employees.

* Volunteers, work placements and persons acting on behalf of the Council.

* Contractors and organisations delivering Council-funded or Council-commissioned activities
where safeguarding responsibilities form part of the arrangement.

* Children, young people, adults at risk, residents, visitors and service users who participate in
or coms into contact with Council activities.

It applies to Council-run or Council-organised activities including, where relevant, youth engagement,
community projects, events, use of Council premises and facilities and activities delivered in
partnership with other organisations.

3. Definitions
3.1 Child

For safeguarding purposes, a child is a person who has not yet reached their 18th birthday.




3.2 Child at risk

Under the Social Services and Well-being (Wales) Act 2014, a child at risk is a child who is
experiencing, or is at risk of, abuse, neglect or other kinds of harm and has needs for care and support,
whether or not those needs are being met,

3.3 Adult at risk

Under the Social Services and Well-being (Wales) Act 2014, an adult at risk is an adult who is
experiencing, oris at risk of, abuse or neglect; has needs for care and support, whether or not those
needs are being met; and, as a result of those needs, is unable to protect themselves against the
abuse or neglect or the risk of it.

The term "adult at risk” is used throughout this policy rather than “vulnerable adult”, reflecting current
Welsh safeguarding legislation and guidance,

4. Legal and Guidance Framework

This policy has been prepared with reference to the safeguarding framework appticable in Wales,
including:

» Social Services and Well-being (Wales) Act 2014, particularly Part 7 (Safeguarding).

*  Welsh Government, Working Together to Safeguard People statutory guidance, inctuding
Volume 1, Volume 5 (children at risk} and Volume 6 (adults at risk).

*  Welsh Government, Working Together to Safeguard People: Code of Safeguarding Practice for
individuals, groups and organisations offering activities or services to children and adults in
Wales,

* Wales Safeguarding Procedures, including Section 5 procedures for allegations or concerns
about practitioners and persons in positions of trust.

e Children Act 1989 and Children Act 2004, where applicable,

s Safeguarding Vuinerable Groups Act 2006 and Protection of Freedoms Act 2012 in relation to
regulated activity and Disclosure and Barring Service arrangements.

* Data Protection Act 2018 and UK GDPR in relation to appropriate and lawful information
sharing and record keeping.

s Equality Act 2010 and Human Rights Act 1908,

The Council will have regard to current national and regional safeguarding guidance and will update
this poticy where legislation, statutory guidance or the Wales Safeguarding Procedures change.

8. Types and Indicators of Abuse, Neglect and Harm

Abuse, neglect or harm may occur in person or online and may be a single incident or a pattern of
behaviour. It may include, but is not limited to:

* Physical abuse,

* Sexual ahuse and sexual exploitation.
+* Emotional or psychological abuse.

*+ Neglect.

* Financial or material abuse.

¢« Domestic abuse,

* Discriminatory abuse.



Organisational or institutional abuse.

Modern slavery, trafficking and exploitation.

Online abuse, grooming or exploitation.

Radicalisation and extremism,

Self-neglect, where this gives rise to an adult safeguarding concern,

Staff, councillors and volunteers are not expected to diagnose abuse. Any concern about a person’s
safety or welfare should be taken seriously and reported in accordance with this policy.

6. Responsibilities

6.1 The Council

Mold Town Council will;

.

Maintain appropriate safeguarding arrangements and review them regularly.

Ensure activities involving children or adults at risk are appropriately risk assessed.
Provide safeguarding information, instruction and training appropriate to roles.

Use safe recruitment and selection practices and obtain DBS checks only where the role is
legally eligible for the relevant level of check,

Ensure safeguarding requirements are considered when commissioning or working in
partnership with other organisations.

Respond promptly to concerns and cooperate with statutory safeguarding agencies.

The Town Clerk will act as the Council’s Designated Safeguarding Lead (DSL}, unless the Council
appoeints another officer to that role. The DSL will;

]

Act as the main point of contact for safeguarding concerns.

Ensure concerns are recorded and referred without delay where appropriate.

Seek advice from Flintshire County Council Social Services or the relevant safeguarding
service where the appropriate action is unclear.

Ensure safeguarding records are stored securely and separately from general personnel or
activity records.

Coordinate safeguarding training and review of this policy.

Ensure allegations concerning people working with children or adults at risk are considered
under the Wales Safeguarding Procedures, including Section 5 where applicable.

6.3 Councillors, Employees, Volunteers and Contractors

Everycne covered by this policy must:

Be alert to signs that a child ar adult may be at risk,

Treat all concerns and disclosures seriously.

Report concerns promptly and follow this policy.

Never promise secrecy or absolute confidentiality.

Avoid investigating, asking leading questions or confronting an alleged perpetrator.
Maintain appropriate professional boundaries.

Cooperate with safeguarding referrals and any subsequent statutory process
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7. Safe Working Practices

When Council activities involve children or adults at risk, the following principles will apply as
appropriate to the activity and tevel of risk:

Activities will be planned and risk assessed, with appropriate staffing, supervision, emergency
arrangements and accessibility considerations.

Where reasonably practicable, one-to-one situations with a child will be avoided. Where they
are necessary, they should take place in an observable or otherwise appropriately managed
setting.

Physical contact must be appropriate, necessary and proportionate to the activity or
immediate safety needs.

Council representativaes must not engage in sexualised, intimidating, humiliating,
discriminatory or otherwise inappropriate behaviour.

Personal contact details and private social-media accounts should not normally be used to
communicate individually with children in connection with Council activities. Council-
approved communication routes should be used.

Photography, video and publicity involving children or adults at risk will be managed in
accordance with the Council’s privacy arrangements and any consent requirements,
Transport of children or adults at risk by Council representatives should only take place where
it has been specifically authorised and appropriately risk assessed.

No person should place themselves in a position where their conduct could reasonably be
misunderstood or where the safety or dignity of a child or adult at risk is compromised.

8. Responding to a Safeguarding Concern or Disclosure

8.11 ediate Danger

If a child or adult is in immediate danger, requires urgent medical attention, or a serious crime is taking
place, call 999. Do not delay emergency action in order to contact the Designated Safeguarding Lead

first.

8.2 If Someone Makes a Disclosure

The person receiving the information should;

-

*

*

Listen calmly and take the person seriously.

Allow them to speak in their own words.

Ask only questions necessary to clarify what is being said; do not ask leading or investigative
questions,

Explain that the information may need to be shared with people who can help keep them or
others safe.

Reassure them that they have done the right thing by speaking up.

Make a factual written record as soon as possible, using the person’s own words where
relevant.

Report the concern immediately to the Designated Safeguarding Lead, unless doing so would
create an immediate conflict or risk.



8.3 Reporting and Referral

Concerns should be reported to the Town Clerk / Designated Safeguarding Lead as soon as possibte. If
the concern involves the Town Clerk, It should be reported to the Mayor/Chair of the Council and
directly to the appropriate statutory safeguarding service where required.

A safeguarding referral must not be delayed because the Designated Safeguarding Lead is unavailable.
Any person may contact Social Services or the Police directly if they believe this is necessary to
protect a child or adult at risk.

The Council will not conduct its own safeguarding investigation before making a referral. Its role is to
record the concern, preserve relevant information, take any immediate protective steps and pass the
concern to the appropriate agency.

9. Flintshire safeguarding Contacts

Current contact details should be checked at the point of use, as external services may change their
arrangements,

* Children’s Social Services {office hours): 01352 701000.

* Child Protection referrals/queries: ChildProtectionReferral@flintshire.gov.uk {monitored during
weekday office hours).

* Adult Social Services - Single Point of Access (office hours): 01352 702000;
SSDUTY@flintshire.gov.uk,

+ Emergency Duty Social Worker (out of hours, children and adults): 0345 053 31186,

+ North Wales Police: 999 in an emergency; 101 for non-emergency police matters,

10. Allegations or Concerns About a Councillor, Employee, Volunteer or Contractor

Any allegation that a person working or volunteering with children or adults at risk has harmed, may
have harmed, may have committed an offence against, or may pose a risk of harm to a child or adult at
risk must be treated as a safeguarding matter and considered in accordance with the Wales
Safeguarding Procedures.

The matter must be reported promptly to the Town Clerk / Designated Safeguarding Lead. Where the
allegation concerns the Town Clerk, it must be reported to the Mayor/Chair and to the appropriate
statutory safeguarding service. The Council will seek advice befors commencing any internal
disciplinary, conduct or complaints investigation where this could interfere with a safeguarding or
police process.

The Council may take proportionate interim measures tc manage risk while enquiries are ongoing.
Such measures are neutral safeguarding steps and do not determine whether an allegation is
substantiated.

Where required, the Council will cooperate with Flintshire County Council’s Designated Officer for
Safeguarding / relevant safeguarding arrangements and will make referrals to the Disclosure and
Barring Service or other professional/regulatory bodies whers a legal duty to do so arises.




11. Recruitment, DBS Checks and Training

The Councit will assess each role according to the activities actuatly undertaken. DBS checks will be
requested only at the level for which the role is legally eligible. A DBS check is one part of safer
recruitment and does not replace references, role clarity, supervision, risk assessment or appropriate
conduct standards.

Employees, councillors and volunteers will receive safeguarding awareness or role-specific tralning
where their duties make this appropriate. The Desighated Safeguarding Lead should receive sufficient
training to understand referral routes, recording, information sharing and allegations management.

12. Partner Organisations, Hirers and Contractors

Where another organisation is responsible for delivering an activity involving children or adults at risk,
the Council will make clear which organisation has operaticnal safeguarding responsibility. Depending
on the nature of the arrangement, the Council may require evidence of appropriate safeguarding
arrangements, insurance, risk assessments, safer recruitment and DBS arrangements where relevant.

Use or hire of Council premises does not transfer statutory safeguarding responsibilities to the
Council. However, any safeguarding concern observed or disclosed to a Council representative will
still be acted upon in accordance with this policy.

13. Information Sharing, Confidentiality and Records

Safeguarding information whl be handled sensitlvely and shared only with those who need it for
safeguarding, legal or employment purposes. Confidentiality must never be used as areasonnotto
share information where doing so is necessary and lawful to protect a child or adult at risk.

Records should be factual, dated and signed or otherwise attributable to the person making the
record. They shoutd include the nature of the concern, what was seen, heard or disclosed, action
taken, advice recelved and details of any referral. Safeguarding records will be retained securely in
accordance with the Council’s data protection and retention arrangements and any applicable
statutory requirements.

14. Whistleblowing and Raising Concerns

Anyone who believes that a safeguarding concern has not been acted upon appropriately should raise
the matter with the Town Clerk, Mayor/Chair, Social Services or Police as appropriate. Employees may
also use the Council’'s Whistleblowing Policy where retevant. No person should suffer retaliation for
raising a genuine safeguarding concern in goed faith,

15, Monitoring and Review

This policy will be reviewed at least every three years, or sooner where there is a change in legislation,
statutory guidance, Wales Safeguarding Procedures, local referral arrangements or the nature of
Council activities. Contact details should be checked periodically and before publication of any
public-facing safeguarding information.



16. Links to Other Council Policies and Procedures

¢ Code of Conduct for Counciilors.

*  Code of Conduct for Staff,

* Equality and Diversity Policy.

+ Health and Safety Policy and relevant activity risk assessments.

+ Data Protection Policy and Privacy Notices.

+  Whistleblowing Policy.

+ Complaints Policy and Procedure.

+ Disciplinary and Grievance Procedures.

+« Social Media/ Cemmunications arrangements, where applicable.
* Recruitment and Selection procedures.

Approved by Mold Town Council
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Resources used in drafting the Safeguarding and Children and Adults at Risk Policy

This policy has been informed by legislation, statutory guidance and recognised safeguarding
procedures applicable in Wales. The links below should be checked when the policy is reviewed, as
guidance and local contact arrangements may be updated.

Welsh Government - Working Together to Safeguard People: Code of Safeguarding Practice -
Guidance for individuals, groups and organisations offering activities or services to children and adulis
in Wales.

Welsh Government - Social Services and Well-being {Wales) Act 2014: safeguarding guidance -
Links to statutory guidance issued under Part 7, including Working Together to Safeguard People.

Welsh Government - Safeguarding people; an introduction - Working Together to Safeguard People
Volume 1: Introduction and Overview.

Welsh Government -~ Safeguarding adults at risk of abuse or neglect — Working Together to
Safeguard People Volume 6 and related guidance.

Wales Safeguarding Procedures - National procedures for safeguarding children and adults at risk of
abuse and neglect.

Wales Safeguarding Procedures — Section 5 - Procedures for safeguarding allegations/concerns
about practitioners and persons in positions of trust.

Flintshire County Gouncil - Safeguarding - Local reporting routes for concerns about children and
adults.




Flintshire County Council - Child Protection - Local child protection contact and referral
information.

Flintshire County Council - Social Services Contact Us - Current Children’s and Adult Social
Services contact details.

Disclosure and Barring Service - DBS eligibility guidance — Current guidance for deciding whether a
role is eligible for a Basic, Standard or Enhanced DBS check.

Legislation.gov.uk - Social Services and Well-being (Wales) Act 2014 - Primary legisltation,
including Part 7 safeguarding provisions.

Legislation.gov.ulkk - Safeguarding Vulnerable Groups Act 2008 - Primary legislation relevant to
regulated activity and barring arrangements,

ICC - Data sharing: a code of practice - Guidance on lawful and propoirtionate sharing of personal
information, including where safeguarding is relevant,
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Salt Bin Policy
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1. Purpose

Mold Town Council provides and maintains a number of community salt bins around Mold to
supplement Flintshire County Council’s winter maintenance arrangements and to support local self-
help during periods of snow and ice.

This policy provides a fair and consistent framewaork for:

+  Managing the Town Council’s existing salt bins.

« Considering requests for new sait bins.

*  Prioritising locations where a salt bin would provide the greatest road and pedestrian safety
henefit.

* Ensuring that new bins are only installed where there is a suitable and approved location and
where ongoing malnienance can be sustained.

2, Scope

This policy applies to salt bins purchased and maintained by Mold Town Council. These are normally
green bins and are separate from the yeliow salt bins provided and maintained by Flintshire County
Council,

The policy does not replace Flintshire County Council’s statutory winter maintenance responsibilities
as Highway Authority. Town Council salt bins are intended to supplement, not duplicate, the County
Council’s winter service,

3. Responsibilities

3.1 Flintshire County Council

Flintshire County Council is the Highway Authority and is responsible for its winter maintenance
service, including precautionary gritting routes and County Council salt bins,

Flintshire County Council states that Town and Community Councils may purchase salt bins and rock
salt to supplement its winter maintenance service. Any Town or Community Council bin placed on the
adopted highway requires the prior approval of Streetscene Services.

3.2 Mold Town Council

Mold Town Council will:

* Maintain a register of Town Council-owned salt bins and their locations.

* Arrange for bins to be filled or replenished, subject to available resources and rock salt.

* Consider requests for naw bins against the criteria in this policy.

* Seek Flintshire County Council approval before placing a new Town Council salt bin on the
adopted highway.




* Review the condition, location and continuing need for its salt bins periodically.

4. Use of Salt Bins

Salt provided in Town Council salt bins is for use on the public highway and public footways in the
immediate locality where snow or ice presents a hazard,

Salt must not be removed for use on private drives, private paths or other private property, or taken
away for storage elsewhere.

Users should spread salt sparingly and appropriately. A salt bin does not guarantee that the
surrounding highway or footway will remain free from snow or ice,

5. Requests for New Salt Bins

Requests for a new salt bin may be submitted by residents, councillors or community organisations. A

request should identify the proposed location and where possible, explain the particular winter safety
issue,

The Town Council will not narmally approve a new bin solely because one has been requestad. Each
location will be assessed objectively against the criteria below, taking account of existing provision,
highway conditions, likely public benefit, suitability of the site and available budget.

6. Assessment Criteria for New Salt Bins

The following scoring matrix will be used as a guide. It is intended to ensure that requests are
considered consistently. A high score does not create an automatic entitlement to a bin: the proposed
site must also satisfy the mandatory requirements in section 7.

Criteria Condition Score Reason
Distance from nearast | Less than 200m 0 Existing provision is close
existing salt bin
200m-400m 10
Maore than 400m 20 Limited nearby provision
Road gradient Lessthan 1in 30(Flat | O
or gentle slope)
1 30tot1in10 20 Increased risk in icy conditions
(Moderate slope)
Steeperthan 1in10 40 Significant winter risk
{Steep slope)’
Elevation/ exposure Low elevation/ 0
sheltered location
Moderately elevated or | 10 Greater likelihcod of localised
exposed location frost/ice
High and/or 20
particularly exposed
location

' Road gradient: A gradient of 1 in 10 means that the road rises or falls by approximately 1 metre for every 10
metres travetled horizontally. The stesper the road, the greater the potential risk during snow and icy conditions.
2



Junction, bend or other
highway hazard

No particular hazard

Sharp[ bend, difficult
junction or similar
feature

20

Greater road safety benefit

Hazard combined with
a downhill approach

30

Traffic/ access

Low use/ alternative
access readily
available

Moderate traffic or
serves 20-50
properties

10

High use, sole access
ore serves more than
50 properties

20

Pedestrian/
community need

No significant
pedestrian generator

Near a bus stop,
community facility or
well used pedestrian
route

10

Near a schootl, care
setting, health facility
ar other location with
significant pedestrian
movement

20

Winter Treatment

Locationisona
precautionary gritting
route

Reduced need for supplementary
provision

Locationisnotona
precautionary gritting
route

20

Greater potential benefit

Know history

No known recurring
winter difficuity

Evidence of recurring
jce/ show difficulty or
previous incidents

20

Demonstrated local need

Indicative threshold: A location scoring 60 points or more will normally proceed to a site
suitability assessment. Locations below 60 peints will not normally be approved unless there are
exceptional circumstances which clearly justify provision,

The Town Council may give greater weight to an individual safety factor where the particular
circumstances justify this. The assessment and reasons for the decision should be recorded.




7. Mandatory Site Requirements
Regardless of the score achieved, a new Town Council salt bin will only be considered where:

+ The location is within the Mold Town Council area.

» There is a safe and practical location for the bin.

+ The bin will not obstruct a footway, visibility splay, access, drainage, street furniture or other
highway feature.

* The location allows safe access for filling and maintenance.

¢ Where the binis to be located on the adopted highway, Flintshire County Council Streetscene
Services has approved the location.

* There is no existing salt bin sufflciently close to meet the identified need unless there is a clear
reason why an additional bin is justified.

* The Town Council has sufficient budget for purchase, installation, filling and future
maintenance.

8. Factors That May Reduce or Remove the Need for a New Bin
A new salt bin may be refused or given a lower priority where:

* The location is already adequately served by an existing Town Council or Flintshire County
Council salt bin,

* The road forms part of a precautionary gritting roufe and there is no evidence of an additional
localised hazard.

* The request is primarily for treatment of private property.

* There is no safe or suitable position for a bin.

¢ Abinwould create an obstruction or highway safety concern.

e There is a significant and recurring history of vandalism, theft or misuse at the proposed
location and no reasonable mitigation is available.

* The anticipated benefit is limited compared with other locations awaiting provision.

9, Prioritisation and Budget

The Town Council may receive more qualifying requests than can reasonably be funded in one
financial year. Where this occurs, qualifying locations will be ranked according to their assessment
score and overall safety benefit,

The Council may determine an annual budget or maximum number of new bins to be purchased,
Meeting the assessment threshold therefore does not guarantes that a bin will be provided
immediately.

Where a request does not receive priority in one year, it may be reconsidered as part of a future annual
review if the circumstances remain unchanged.

10. Existing Salt Bins and Annual Review

Before purchasing additionat bins, the Town Council should consider its existing network as a whole.
Existing bins may be reviewed for:

* Condition and serviceability.
* Levelofuse.



* Repeated requests for refilling.

* Vandalism, theft or misuse.

¢ Changes to the highway or gritting arrangements.

«  Whether another nearby bin now provides adeqguate coverage.
*  Whether relocation would provide greater public benefit.

Where an existing bin is no longer required, is persistently misused or is in an unsuitabte location, the
Town Council may consider removal or relocation, subject to any necessary approval from Flintshire
County Council.

11. Refilling and Maintenance

The Town Council will aim to ensure its salt bins are appropriately stocked for the winter period,
subject to the availability of rock salt and operational resources.

Requests for refilling Town Council-owned bins should be reported to Motd Town Council. Yellow
Flintshire County Council bins should be reported directly to Flintshire County Council Streetscene.

Damaged, missing or vandalised Town Council bins should be reported to the Town Council so that
repair, replacement, relocation or removal can be considered.

12, Requests and Declsion Making

Requests for new salt bins will normally be brought forward by a Town Councillor following a request
from a resident or where the Councillor has identified a potential need.

Councillors should use the assessment criteria set out in this policy when considering whether to
recommend a new salt bin location.

Where a new salt binis proposed:

» The proposed location will be assessed against the criteria in Section 6 and the mandatory site
requirements in Section 7.

¢ The assessment should include consideration of existing salt bin provision in the surrounding
area.

¢ Where the proposed location is on the adopted highway, any necessary approval will be sought
from Flintshire County Council Streetscene Services.

¢ The request and completed assessment will be presented to the Town Council for
consideration,

+ Town Council decisions on the provision of new salt bins should be based on the criteria and
principles contained within this policy, together with available budget and any relevant site-
specific considerations.

Where the Town Council decides to approve or refuse a location contrary to the assessment criteria,
the reasons for doing so should be recorded in the minutes.




13. Review

This policy will be reviewed at least every three years, or sooner where there is a significant change to
Flintshire County Council’s winter maintenance arrangements, relevant guidance, costs or local
operational requirements.

14. Links to Other Council Policies and Procedures
This policy should be read in conjunction with:

* Financial Regulations

* Risk Management Policy

+ Health and Safety Policy

* Asset Register and asset management arrangements

Approved by Mold Town Council

Date:

Minute Reference:

KRR AR AR A A d IR R R AR Ak kAR A AR AR AR AR R AR TR AR AR A AR AR R R A AR AR A AR AR A AR AR A AR ARk Rk kA d bk Ak hhhhrAhhhkhkAhkrrrhk
Resources used in drafting the Salt Bin Policy

This policy has been informed by Flintshire County Council’s winter maintenance arrangements and
by published local authority approaches to assessing community salt/grit bin locations. The scoring
system in section 6 is Mold Town Council’s proposed local framework; it is not Flintshire County
Council’s scoring matrix.

1. Flintshire County Council - Grit Bins

Confirms the distinction between yellow County Council bins and green Town/Community Council
bins; that community council bins placed on the adopted highway require prior Streetscene approval;
and that salt is for use on public highways/footways rather than private property.

2, Flintshire County Council - Winter Maintenance Policy 2023-2025

identifies County Council salt-bin assessment considerations including whether a location is outside
precautionary gritting routes, highway status, road-safety benefit such as steep inclines, traffic
volumes, schools and other locations of public interest.

3. City of Bradford Metropolitan District Council - Grit Bins / Assessment Criteria

Provides a published scored assessment approach using carriageway gradient, altitude, distance to
the nearest grit bin, junction risk, number of premises served, community facilities and gritting-route
status, This informed the structure of MTC’s proposed scoring framework.

4, Bradford Council - Highway Maintenance Winter Service Operational Plan

Provides the detailed published grit-bin assessment matrix, including gradient and distance
thresholds.



5. Fife Council - Winter Services Policy Statement 2024--25

Uses a staged assessment including adopted status, whether the site is on a primary salting route,
proximity to an existing bin, number of properties served, vehicle access and availability of a suitable
location,

6. Devon County Council - Winter Service and Emergency Plan

Supports considering known trouble spots, whether locations are already on the precautionary salting
network, safe siting and safe access.







