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A - Councillor Code of Conduct

Introduction

The Local Government Association (LGA) has developed this Model Councillor Code
of Conduct, in association with key partners and after extensive consultation with the
sector, as part of its work on supporting all tiers of local government to continue to
aspire to high standards of leadership and performance. It is a template for councils
to adopt in whole and/or with local amendments.

All councils are required to have a local Councillor Code of Conduct.

The LGA will undertake an annual review of this Code to ensure it continues to be fit-
for purpose, incorporating advances in technology, social media and changes in
legislation. The LGA can also offer support, training and mediation to councils and
councillors on the application of the Code and the National Association of Local
Councils (NALC) and the county associations of local councils can offer advice and
support to town and parish councils.

1. Definitions

For the purposes of this Code of Conduct, a “councillor” means a member or co-
opted member of a local authority or a directly elected mayor. A “co-opted member”
is defined in the Localism Act 2011 Section 27(4) as

“a person who is not a member of the authority but who
a) is a member of any committee or sub-committee of the authority, or;

b) is a member of, and represents the authority on, any joint committee or joint
subcommittee of the authority;

and who is entitled to vote on any question that falls to be decided at any meeting of
that

committee or sub-committee”.

For the purposes of this Code of Conduct, “local authority” includes county
councils, district councils, London borough councils, parish councils, town councils,
fire and rescue authorities, police authorities, joint authorities, economic prosperity
boards, combined authorities and National Park authorities.



2.  Purpose of the Code of Conduct

The purpose of this Code of Conduct is to assist you, as a councillor, in modelling
the behaviour that is expected of you, to provide a personal check and balance, and
to set out the type of conduct that could lead to action being taken against you. It is
also to protect you, the public, fellow councillors, local authority officers and the
reputation of local government.

It sets out general principles of conduct expected of all councillors and your specific
obligations in relation to standards of conduct. The LGA encourages the use of
support, training and mediation prior to action being taken using the Code. The
fundamental aim of the Code is to create and maintain public confidence in the role
of councillor and local government.

3.  General principles of councillor conduct

Everyone in public office at all levels; all who serve the public or deliver public
services, including ministers, civil servants, councillors and local authority officers;
should uphold the Seven Principles of Public Life, also known as the Nolan
Principles.

Building on these principles, the following general principles have been developed
specifically for the role of councillor.

In accordance with the public trust placed in me, on all occasions:

a) | act with integrity and honesty

b) I act lawfully

c) | treat all persons fairly and with respect; and

d) Ilead by example and act in a way that secures public confidence in the role
of councillor.

In undertaking my role:

a) | impartially exercise my responsibilities in the interests of the local community

b) 1 do notimproperly seek to confer an advantage, or disadvantage, on any
person

c) | avoid conflicts of interest

d) | exercise reasonable care and diligence; and

e) | ensure that public resources are used prudently in accordance with my local
authority’s requirements and in the public interest.



4.  Application of the Code of Conduct

This Code of Conduct applies to you as soon as you sign your declaration of
acceptance of the office of councillor or attend your first meeting as a co-opted
member and continues to apply to you until you cease to be a councillor.

This Code of Conduct applies to you when you are acting in your capacity as a
councillor which may include when:

a) you misuse your position as a councillor
b) Your actions would give the impression to a reasonable member of the public
with knowledge of all the facts that you are acting as a councillor;

The Code applies to all forms of communication and interaction, including:

a) at face-to-face meetings

b) at online or telephone meetings

C) in written communication

d) in verbal communication

e) in non-verbal communication

f) in electronic and social media communication, posts, statements and
comments.

You are also expected to uphold high standards of conduct and show leadership at
all times when acting as a councillor.

Your Monitoring Officer has statutory responsibility for the implementation of the
Code of Conduct, and you are encouraged to seek advice from your Monitoring
Officer on any matters that may relate to the Code of Conduct. Town and parish
councillors are encouraged to seek advice from their Clerk, who may refer matters to
the Monitoring Officer.

5. Standards of councillor conduct

This section sets out your obligations, which are the minimum standards of conduct
required of you as a councillor. Should your conduct fall short of these standards, a
complaint may be made against you, which may result in action being taken.

Guidance is included to help explain the reasons for the obligations and how they
should be followed.



6. General Conduct
6.1 Respect
As a councillor:

a) | treat other councillors and members of the public with respect.

b) I treat local authority employees, employees and representatives of partner
organisations and those volunteering for the local authority with respect and
respect the role they play.

Respect means politeness and courtesy in behaviour, speech, and in the written
word.

Debate and having different views are all part of a healthy democracy. As a
councillor, you can express, challenge, criticise and disagree with views, ideas,
opinions and policies in a robust but civil manner. You should not, however, subject
individuals, groups of people or organisations to personal attack.

In your contact with the public, you should treat them politely and courteously. Rude
and offensive behaviour lowers the public’'s expectations and confidence in
councillors.

In return, you have a right to expect respectful behaviour from the public. If members
of the public are being abusive, intimidatory or threatening you are entitled to stop
any conversation or interaction in person or online and report them to the local
authority, the relevant social media provider, or the police. This also applies to fellow
councillors, where action could then be taken under the Councillor Code of Conduct,
and local authority employees, where concerns should be raised in line with the local
authority’s councillor officer protocol.

6.2 Bullying, harassment and discrimination
As a councillor:

a) | do not bully any person.
b) 1 do not harass any person.
c) | promote equalities and do not discriminate unlawfully against any person.

The Advisory, Conciliation and Arbitration Service (ACAS) characterises bullying as
offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power
through means that undermine, humiliate, denigrate or injure the recipient. Bullying
might be a regular pattern of behaviour or a one-off incident, happen face-to-face, on
social media, in emails or phone calls, happen in the workplace or at work social



events and may not always be obvious or noticed by others.

The Protection from Harassment Act 1997 defines harassment as conduct that
causes alarm or distress or puts people in fear of violence and must involve such
conduct on at least two occasions. It can include repeated attempts to impose
unwanted communications and contact upon a person in a manner that could be
expected to cause distress or fear in any reasonable person.

Unlawful discrimination is where someone is treated unfairly because of a protected
characteristic. Protected characteristics are specific aspects of a person's identity
defined by the Equality Act 2010. They are age, disability, gender reassignment,
marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex,
and sexual orientation.

The Equality Act 2010 places specific duties on local authorities. Councillors have a
central role to play in ensuring that equality issues are integral to the local authority's
performance and strategic aims, and that there is a strong vision and public
commitment to equality across public services.

6.3 Impartiality of officers of the council
As a councillor:

| do not compromise, or attempt to compromise, the impartiality of anyone who
works for, or on behalf of, the local authority.

Officers work for the local authority as a whole and must be politically neutral (unless
they are political assistants). They should not be coerced or persuaded to act in a
way that would undermine their neutrality. You can question officers in order to
understand, for example, their reasons for proposing to act in a particular way, or the
content of a report that they have written. However, you must not try and force them
to act differently, change their advice, or alter the content of that report, if doing so
would prejudice their professional integrity.

6.4 Confidentiality and access to information
As a councillor:
| do not disclose information:

a) given to me in confidence by anyone

b) acquired by me which | believe, or ought reasonably to beaware, is of a
confidential nature, unless
I. | have received the consent of a person authorised to give it;



ii. 1am required by law to do so;

iii.  the disclosure is made to a third party for the purpose of obtaining
professional legal advice provided that the third party agrees not to
disclose the information to any other person; or

Iv.  the disclosure is:

1. reasonable and in the public interest; and

2. made in good faith and in compliance with the reasonable
requirements of the local authority; and

3. | have consulted the Monitoring Officer prior to its release.

| do not improperly use knowledge gained solely as a result of my role as a councillor
for the advancement of myself, my friends, my family members, my employer or my
business interests.

| do not prevent anyone from getting information that they are entitled to by law.

Local authorities must work openly and transparently, and their proceedings and
printed materials are open to the public, except in certain legally defined
circumstances. You should work on this basis, but there will be times when it is
required by law that discussions, documents and other information relating to or held
by the local authority must be treated in a confidential manner. Examples include
personal data relating to individuals or information relating to ongoing negotiations.

6.5 Disrepute
As a councillor:
| do not bring my role or local authority into disrepute.

As a Councillor, you are trusted to make decisions on behalf of your community and
your actions and behaviour are subject to greater scrutiny than that of ordinary
members of the public. You should be aware that your actions might have an
adverse impact on you, other councillors and/or your local authority and may lower
the public’s confidence in your or your local authority’s ability to discharge your/its
functions. For example, behaviour that is considered dishonest and/or deceitful can
bring your local authority into disrepute.

You are able to hold the local authority and fellow councillors to account and are able
to constructively challenge and express concern about decisions and processes
undertaken by the council whilst continuing to adhere to other aspects of this Code
of Conduct.



6.6 Use of position
As a councillor:

| do not use, or attempt to use, my position improperly to the advantage or
disadvantage of myself or anyone else.

Your position as a member of the local authority provides you with certain
opportunities, responsibilities, and privileges, and you make choices all the time that
will impact others.

However, you should not take advantage of these opportunities to further your own
or others’ private interests or to disadvantage anyone unfairly.

6.7 Use of local authority resources and facilities
As a councillor:
| do not misuse council resources.

| will, when using the resources of the local authority or authorising their use by
others:

a) act in accordance with the local authority's requirements; and

b) ensure that such resources are not used for political purposes unless that use
could reasonably be regarded as likely to facilitate, or be conducive to, the
discharge of the functions of the local authority or of the office to which | have
been elected or appointed.

You may be provided with resources and facilities by the local authority to assist you
in carrying out your duties as a councillor.

Examples include:

a) office support

b) stationery

c) equipment such as phones, and computers

d) transport

e) access and use of local authority buildings and rooms.

These are given to you to help you carry out your role as a councillor more
effectively and are not to be used for business or personal gain. They should be
used in accordance with the purpose for which they have been provided and the
local authority’s own policies regarding their use.
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6.8 Complying with the Code of Conduct

As a Councillor:

| undertake Code of Conduct training provided by my local authority.

| cooperate with any Code of Conduct investigation and/or determination.

| do not intimidate or attempt to intimidate any person who is likely to be involved
with the administration of any investigation or proceedings.

| comply with any sanction imposed on me following a finding that | have breached
the Code of Conduct.

It is extremely important for you as a councillor to demonstrate high standards, for
you to have your actions open to scrutiny and for you not to undermine public trust in
the local authority or its governance. If you do not understand or are concerned
about the local authority’s processes in handling a complaint you should raise this
with your Monitoring Officer.

7. Protecting your reputation and the reputation of the local
authority

7.1 Interests
As a councillor:
| register and disclose my interests.

Section 29 of the Localism Act 2011 requires the Monitoring Officer to establish and
maintain a register of interests of members of the authority .

You need to register your interests so that the public, local authority employees and
fellow Councillors know which of your interests might give rise to a conflict of
interest. The register is a public document that can be consulted when (or before) an
issue arises. The register also protects you by allowing you to demonstrate
openness and a willingness to be held accountable. You are personally responsible
for deciding whether or not you should disclose an interest in a meeting, but it can be
helpful for you to know early on if others think that a potential conflict might arise. It is
also important that the public know about any interest that might have to be
disclosed by you or other councillors when making or taking part in decisions, so that
decision making is seen by the public as open and honest. This helps to ensure that
public confidence in the integrity of local governance is maintained.
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You should note that failure to register or disclose a disclosable pecuniary interest as
set out in Table 1, is a criminal offence under the Localism Act 2011. Appendix B
sets out the detailed provisions on registering and disclosing interests. If in doubt,
you should always seek advice from your Monitoring Officer.

7.2 Gifts and hospitality
As a councillor:

| do not accept gifts or hospitality, irrespective of estimated value, which could give
rise to real or substantive personal gain or a reasonable suspicion of influence on my
part to show favour from persons seeking to acquire, develop or do business with the
local authority or from persons who may apply to the local authority for any
permission, licence or other significant advantage.

| register with the Monitoring Officer any gift or hospitality with an estimated value of
at least £50 within 28 days of its receipt.

| register with the Monitoring Officer any significant gift or hospitality that | have been
offered but have refused to accept.

In order to protect your position and the reputation of the local authority, you should
exercise caution in accepting any gifts or hospitality which are (or which you
reasonably believe to be) offered to you because you are a councillor. The
presumption should always be not to accept significant gifts or hospitality. However,
there may be times when such a refusal may be difficult if it is seen as rudeness in
which case, you could accept it but must ensure it is publicly registered. However,
you do not need to register gifts and hospitality which are not related to your role as
a councillor, such as Christmas gifts from your friends and family. It is also important
to note that it is appropriate to accept normal expenses and hospitality associated
with your duties as a councillor. If you are unsure, do contact your Monitoring Officer
for guidance.
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B - Councillor and Officer Protocol

Introduction

The purpose of this protocol is to guide Councillors and officers of the Council in their
relationship with one another.

This protocol seeks to provide guidance on some of the issues that most commonly
arise.

It seeks to reflect the principles underlying the respective rules of conduct that apply
to Councillors and officers. Its purpose, therefore, is to enhance and maintain the
integrity (real and perceived) of the Council by demanding very high standards of
personal conduct.

Councillors and officers are servants of the public and they depend on each other in
carrying out the work of the Council. Councillors are responsible to the electorate
and serve only so long as their term of office lasts, while officers are responsible to
the Council. Their job is to give advice to the Council, as well as to individual
Councillors, and to carry out the Council’'s work under the direction and control of the
Council and its various bodies.

Mutual respect between Councillors and officers is essential to good local
government. However, close personal familiarity between individual Councillors and
officers can damage this relationship and prove embarrassing to other Councillors
and officers.

The relationship has to function without compromising the ultimate responsibilities of
officers to the Council as a whole, and with due regard to such technical, financial,
professional and legal advice that officers legitimately provide to Councillors. The
Protocol seeks to set a framework that assists the working relationships between
Councillors and officers.

The Protocol also sets out what should happen on the rare occasions when things
go wrong. All Councillors and officers should abide by this protocol. Political group
leaders in respect of Councillors, and the Chief Executive and Monitoring Officer in
respect of officers, are responsible for ensuring the protocol is upheld. If any
guestions arise from this protocol, advice should be sought from the Chief Executive
or Monitoring Officer.
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1. Role of Councillors
Councillors undertake many different roles in that they:

a) provide political leadership, expressing political values and supporting
the policies of the political party to which they belong (if any);

b) represent their ward and are advocates for the residents who live in the
area,

c) represent the Council externally, including being involved in active
partnerships with other organisations, as community leaders;

d) contribute to the decisions taken in Full Council and in various bodies
on which they serve, as well as committees, outside bodies and
organisations to which they are nominated by the Council;

e) determine and review policy and strategy; and

f) are involved in quasi-judicial work through their membership of
regulatory committees.

Councillors are not authorised to give assurances or promises to people or
businesses save to the extent that they are informing such people or businesses of
formally agreed Council decisions.

It is not the responsibility of Councillors to involve themselves in the day-to-day
management of the Council, its officers or its services. They should not seek to give
instructions outside their areas of responsibility or terms of reference of their
respective Committee.

Members of the Cabinet and all Chairs and Vice-Chairs have additional
responsibilities, entailing different relationships and more regular contact with
officers. They still must respect the impatrtiality of officers and must not ask them to
undertake work of a party political nature or that could prejudice their impartiality.

In order for the Cabinet and Portfolio Holders to discharge their responsibilities they
will be briefed by the Strategic Directors on service issues, proposals and policy
development. Other officers may be nominated to attend such briefings. Committee
chairs may also be briefed on matters within the remit of their committee. These
briefings may be a one off or on a regular basis in accordance with the requirement
of the Councillor.

2. Role of Officers

Officers have the following main roles:

a) managing and providing the services for which the Council has given
14



them responsibility and being accountable for the efficiency and
effectiveness of those services;

b) providing advice to the Council and its various bodies and to individual
Councillors in respect of the services provided;

c) initiating policy proposals; and

d) implementing agreed policy, whilst ensuring that the Council always
acts in a lawful manner.

Some officers are authorised to initiate, certify or negotiate financial transactions or
commercial arrangements, subject in certain cases to the need to obtain formal
member approval.

Certain officers have responsibilities in law over and above their obligations to the
authority and members. These are known as statutory officers and include the Chief
Executive/Head of Paid Service, Monitoring Officer and Chief Finance Officer (s151
officer). Councillors must respect these responsibilities and not obstruct or victimise
officers in the discharge of them.

3. Respect and Courtesy

For the effective conduct of Council business there must be mutual respect, trust and
courtesy in all meetings and contacts, both formal and informal, between Councillors
and officers. This plays a very important part in the Council's reputation and how it is
seen in public. It is very important that both Councillors and officers remember their
respective obligations to enhance the Council's reputation and to do what they can to
avoid criticism of other Councillors or other officers, in public places.

A Councillor who is unhappy about the actions taken by, or conduct of, an officer
should:

a) avoid personal attacks on, or abuse of, the officer at all times;

b) ensure that any criticism is well founded and constructive;

c) never make a criticism in public, and

d) take up the concern with the relevant Head of Service or Strategic
Director to whom the officer ultimately reports or with the Chief
Executive where it involves a Strategic Director.

4. Undue Pressure

It is important in any dealings between Councillors and officers that neither should
seek to take unfair advantage of their position.
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Councillors should not apply undue pressure on an officer either to do anything that
they are not empowered to do or to undertake work outside normal duties or outside
normal hours. Neither should a Councillor lobby an officer. Particular care needs to
be taken in connection with the use of Council property and services.

Similarly, an officer must neither seek to use undue influence on an individual
Councillor to make a decision in their favour or in favour of the service within which
they work, nor raise personal matters to do with their job, nor make claims or
allegations about other officers.

5.  Familiarity

Close personal familiarity between individual Councillors and officers can damage
the principle of mutual respect. It could also, intentionally or accidentally, lead to the
passing of confidential information or information which should not properly be
passed between them, such as personal details.

Such familiarity could also cause embarrassment to other Councillors and/or other
officers and even give rise to suspicions of favouritism.

For these reasons close personal familiarity must be avoided.
6. Breach of protocol
6.1 Procedure for Councillors

a) If a Councillor considers that they have not been treated with proper
respect or courtesy, they may raise the issue with the officer’s line
manager. If direct discussion with the manager does not resolve the
complaint it should be referred to the relevant Strategic Director
responsible for the officer concerned. Breach of the Protocol may give
rise to disciplinary proceedings against an officer if the circumstances
warrant it.

b) Where the officer concerned is a Strategic Director the matter should
be raised with the Chief Executive. Where the employee concerned is
the Chief Executive the matter should be raised with the Monitoring
Officer. If a Councillor is unsure how to proceed or would wish to
discuss the conduct of another Councillor toward officers, they should
discuss this with their group leader.

6.2 Procedure for officers

a) If an officer considers that a Councillor has contravened the protocol
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they should consult their line manager who will if necessary involve the
relevant Strategic Director. If conciliation via a senior manager is not
possible, officers can have recourse to the Chief Executive, as
appropriate to the circumstances. Officers also have recourse to the
Council’'s Whistleblowing Procedure.

b) In certain circumstances breach of the Protocol may also constitute a
breach of the Councillors’ Code of Conduct and the matter can be
referred to the Monitoring Officer.

7. Provision of advice and information

Councillors are free to approach any member of Leadership Group to provide them
with such information, explanation and advice (about the relevant service area’s
functions) as they may reasonably need in order to assist them in discharging their
role as Councillors. This can range from a request for general information about
some aspect of a Service’s activities to a request for specific information on behalf of
a resident/business. Such approaches should normally be directed to the Head of
Service, Team Manager or Strategic Director concerned.

Information requested will be provided, subject to any legal constraints (e.g.
confidentiality relating to individuals) or unless a Strategic Director believes it would
involve excessive resources to provide it, in which case they will seek guidance from
the relevant Group Leader.

Councillors have legal rights to inspect Council documents containing material
relating to business to be transacted at Council, Cabinet and Committee or sub-
committee meetings. This right applies irrespective of whether the Councillor is a
member of the Cabinet, Committee or Sub-Committee concerned and includes any
relevant background papers. This right does not, however, apply to documents
relating to certain items which may appear in Part Il (exempt) of the Agenda for
meetings but in the spirit of openness, such documents are made available to all
Councillors.

Further details are contained in the Access to Information Rules at Part 3 of the
Constitution.

Councillors also have common law rights to inspect documents. This right is much
broader and is based on the principle that any Councillor has a prima facie right to
inspect Council documents so far as their access to the documents is reasonably
necessary to enable the Councillor to properly conduct their duties as a Councillor.
This principle is commonly referred to as the “need to know” principle. The exercise
of this right depends on the Councillors ability to demonstrate that they have the
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necessary “need to know. In this respect a Councillor has no right to “a roving
commission” to go and examine documents of the Council. Mere curiosity is not
sufficient. The crucial question is the determination of the “need to know”. This
guestion must be determined by the particular Head of Service, Team Manager or
Strategic Director who has the document in question (with advice from the
Monitoring Officer).

Council information provided to Councillors should only be used for the purpose it is
given, i.e. to help the Councillors to discharge their duties as a Councillor.

The Code of Conduct restricts the disclosure of confidential information provided to
Councillors.

Any Councillor encountering difficulty or uncertainty about access to documents
should contact the Monitoring Officer.

For completeness, Councillors do, of course, have the same right as any other
member of the public to make requests for information under the Freedom of
Information Act 2000.

8. Political Activity

Officers are employed by the Council as a whole. They serve the Council and are
responsible to the Chief Executive and their relevant Strategic Director and not to
individual Councillors whatever office they might hold. It is important that the political
neutrality of officers is preserved.

The importance of political neutrality is particularly the case with regard to officers
who occupy posts that are designated as “politically restricted” under the terms of the
Local Government and Housing Act 1989.

There is statutory recognition for party groups and it is common practice for such
groups to give preliminary consideration to matters of Council business in advance of
such matters being considered by the relevant Council decision making body.
Officers may properly be called upon to provide information to party groups but must
at all times maintain political neutrality. All officers must, in their dealings with
political groups and individual Members, treat them in a fair and even-handed
manner.

The support provided by officers can take many forms, ranging from a briefing
meeting with the Leader or Chair/Vice-Chair prior to a Cabinet or Committee meeting
to a presentation to a full party group meeting. Whilst in practice such officer support
is likely to be in most demand from whichever party group is for the time being in
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control of the Council, such support is available to all party groups.

Certain points must, however, be clearly understood by all those participating in this
type of process, Councillors and officers alike. In particular:

a)

b)

d)

f)

Officer support must not extend beyond providing information and
advice in relation to matters of Council business.

Officers must not be involved in advising on matters of party business.
The observance of this distinction will be assisted if officers are not
expected to be present at meetings or parts of meetings, when matters
of party business are to be discussed,

Party group meetings, whilst they form part of the preliminaries to
Council decision making, are not empowered to make decisions on
behalf of the Council. Conclusions reached at such meetings do not,
therefore, rank as Council decisions and it is essential that they are not
interpreted or acted upon as such; and

Similarly, where officers provide information and advice to a party
group in relation to a matter of Council business, this cannot act as a
substitute for providing all necessary information and advice to the
Cabinet, relevant Committee or Sub-Committee when the matter in
guestion is considered.

Special care needs to be exercised whenever officers are involved in
providing information and advice to a party group meeting which
includes persons who are not Members of the Council. Such persons
are not bound by the Members’ Code of Conduct (in particular, the
provisions concerning the declaration of interests and confidentiality).
For this and other reasons officers may not attend and give information
and advice as they would to a Councillor only meeting.

Officers must respect the confidentiality of any party group discussions
at which they are present in the sense that they should not relate the
content of any such discussion to another party group.

9. Correspondence

Correspondence between an individual Councillor and an officer, particularly when it
has been initiated by the Councillor, should not normally be copied (by the officer) to
any other Councillor. However, it is acknowledged that if the Councillor who
originated the correspondence included other Councillors in that correspondence,
the reply will be sent to all included. Where exceptionally it is necessary to copy the
correspondence to another Councillor, this should be made clear to the original
Member. In other words, a system of "silent copies” should not be employed.
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Official letters on behalf of the Council should normally be sent in the name of the
appropriate officer, rather than in the name of a Councillor. It may be appropriate in
certain circumstances (e.g. representations to a Government Minister) for a letter to
appear in the name of a Councillor, but this should be the exception rather than the
norm. Letters which, for example, create obligations or give instructions on behalf of
the Council should never be sent out in the name of a Councillor.

10. Use of Council resources

The Council provides a number of resources for Councillors within the Members’
Room, for example, IT facilities, telephone, and photocopying. The only basis on
which the Council can provide these services is to assist Councillors in discharging
their role as Members of the Council.

11. Publicity and Media

Contact with the media on issues related to the Council, or to Council business is
handled through the Corporate Communications Manager.

Any Councillor who approaches the media purporting to speak on behalf of the
Council on any item involving or affecting the Council should only do so having first
consulted the Corporate Communications Manager.

Councillors and Officers should note that particular restrictions apply about publicity
issued during election periods and should contact the Corporate Communications
Manager if in doubt.
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C - Individual Cabinet Member Decision Making
Protocol

Introduction

Individual Cabinet Members may make decisions if the nature of the decision falls
within the requirements set out in the table below, if not the Cabinet must make the
decision.

In order to ensure transparency and accountability in the individual decision making
process the same procedures must be followed in terms of preparing a report and
the level of information within it as would be for a decision of Cabinet.

The administration of the individual decision-making process will be undertaken by
Democratic Services in the same way as Cabinet decisions.

1. The Process

If a decision is to be taken by an individual Cabinet Member, the following process
must be followed:

a) Draft reports must be prepared, either by the Officers or by other
Members using the current Council template. Reports must contain the
same level of information as would be contained in reports to the
Cabinet and must also consider alternative options and the reasons for
selecting the preferred option;

b) The Chief Executive, Strategic Directors, Head of Legal & Governance
and other relevant Officers must see all draft reports and be given the
opportunity to comment on them;

c) Final Reports will be prepared and must be available for publication to
allow a minimum of five clear working days before the decision is to be
taken in line with the Access to Information Procedure Rules;

d) Reports will be made publicly available in the same way as Cabinet
agenda;
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e)

f)

9)

h)

)

K)

Individual Cabinet Members will take decisions at the Civic Centre on
the appointed day and in accordance with a published Schedule of
Dates. Decisions cannot be taken over the telephone, by letter or by e-
mail;

When decisions are taken the relevant Strategic Director and/or senior
Officers will be present together with a Legal Officer, Democratic
Services Officer and where appropriate, a Finance Officer;

Meetings will be open to the press and public, unless the report
contains exempt/confidential information as defined in the Local
Government Act 1972 (as amended);

Decisions will be recorded in the same way as Cabinet minutes and will
record the reasons for the decision and any alternative options
considered and rejected by the decision-maker;

Decisions will be published within 4 working days of being made in the
same way as Cabinet minutes;

Decisions will be subject to call-in and therefore will not be capable of
implementation until the expiry of 9 working days on the basis that they
are not called in; and

Decisions which are called-in will be dealt with as if they were Cabinet
decisions which had been called-in and will be referred to the Overview
and Scrutiny Committee in accordance with established procedure.

2. Responsibilities for Cabinet functions which can be exercised
by individual cabinet members

Who is responsible Function
Any Cabinet member for e Agreeing annual reports
areas within their e Monitoring performance of the service
portfolio e Approving bids from external bodies

e Agreeing concordats or statements of intent
with other parties

e Agreeing annual service plans

e Agreeing responses to consultation
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documents

Approving proposals for public consultation
Acknowledging/being aware of the implications
of new/proposed legislation

The approval of minutes of advisory groups,
working groups and other similar bodies
References up from Overview and Scrutiny
Committee concerning performance
management and related issues

The review of plans and strategies not forming
part of the Council’s Policy Framework
Consideration of reports from officers and
issuing of directions in matters of routine
service management not involving key
decisions

Cabinet Member whose
portfolio includes asset
management

the power to acquire or dispose of any land or
property with a capital value below £500,000
except by use of compulsory powers or in
advance of identified requirements.

the power to take or grant a lease or licence or
any wayleave or easement of or over any land
or property for any period.

the power to settle compensation for the loss
of interests in land up to a maximum of
£500,000 per interest where in the approved
capital programme.

Cabinet Member whose
portfolio includes
finances

The write-off of irrecoverable debts (excepting
debts in respect of Council Tax, Non-Domestic
Rates, Housing Benefit or up to 4 months’ rent
from a tenanted property which are delegated
to an officer) between £2,000 and £10,000 and
which are covered by the Council’s provision
for bad debts

Cabinet Member whose
portfolio includes car

Approval of suspensions of parking charges,
or variations to periods of maximum stay in
Council car parks, in the following
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parking circumstances:-

o In response to ad hoc requests from
local groups to support community
events

o To encourage and support business
trading during the Christmas period up
to a maximum of 3 concessionary days

o In response to changes in local parking
needs

e Approval of limited minor adjustments to
parking charges for the better utility of a car
park

e Extension of car park charging period by one
or more hours at beginning or end of day
where typical occupancy use is 30% or higher

e Reduction of car park time-limits by one hour
before introduction of parking charge increase
following capacity review

Any decisions delegated to individual Cabinet Member decision making is subject to
the following limitations:

a) In all cases the decision must be consistent with the Budget and Policy
Framework and corporate strategies
b) The following are not included in the delegation:
i. Matters reserved to Council as part of the Budget and Policy
Framework;
ii. Matters delegated to officers under the scheme of delegations to
officer;
iii. Matters delegated under a joint arrangement;
iv. Matters which the Leader and/or Cabinet have reserved to the
Cabinet or are subject to any guidance they have given;
c) Provisions in the constitution including Financial Procedure Rules and
Contract Procedure Rules
d) Consultation with other Cabinet Members where appropriate
e) The right for the individual Cabinet Member to refer to matter to cabinet
if they wish
f) The matter being referred to the Cabinet where there is a dispute
between the Cabinet Member authorised to take the decision and
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another Cabinet Member.

Where an individual Cabinet Member is unable to act due to conflict of interest,
illness or absence, another member of the cabinet may exercise the function on their
behalf.
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D - Officer Code of Conduct

Introduction

The public is entitled to expect the highest standards of conduct from all employees
who work for local government. This Code outlines existing laws, regulations and
conditions of service and provides further guidance to assist EImbridge Borough
Council and its employees in their day-to-day work. The Code is produced in the
light of the challenges that employees face in the new and more commercially
orientated environment.

This Code is based upon a Code that has been approved by the local authority
associations in England and Wales and the Local Government Management Board
(LGMB).

The Code is voluntary for local authorities to adopt but sets out the minimum
standards that should apply. The aim of the Code is to lay down guidelines for local
government employees which will help maintain and improve standards and protect
employees from misunderstanding or criticism.

1. Who the Code is aimed at

This Code applies to all employees of EImbridge Borough Council.

Inevitably some of the issues covered by the Code will affect senior, managerial and
professional employees more than it will others. Activities carried out by employees
acting as members of companies or voluntary organisations should be subject to the
minimum standards within this Code.

2. Standards

Local government employees are expected to give the highest possible standard of
service to the public, and where it is part of their duties, to provide appropriate advice
to Councillors and fellow employees with impartiality. Employees will be expected,
through the agreed Whistleblowing Procedure and without fear of recrimination, to
bring to the attention of the appropriate level of management any deficiency in the
provision of service. Employees must report to the appropriate manager any
impropriety or breach of procedure. The Whistleblowing Procedure can be obtained
through personnel, internal audit or the Head of Legal Services and is available on
the Council’s Intranet.
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3. Disclosure of Information

It is generally accepted that open government is best. The law requires that certain
types of information must be available to Members, Auditors, government
departments, service users and the public. The authority itself may decide to be
open about other types of information. Employees must be aware of which
information Elmbridge is and is not open about, and act accordingly.

Employees should not use any information obtained in the course of their
employment for personal gain or benefit, nor should they pass it on to others who
might use it in such a way. Any particular information received by an employee from
a Councillor which is personal to that Councillor and does not belong to the authority
should not be divulged by the employee without the prior approval of that Councillor,
except where such disclosure is required or sanctioned by the law.

4. Political neutrality

Employees serve the authority as a whole. It follows they must serve all Councillors
and not just those of the controlling group, and must ensure that the individual rights
of all Councillors are respected.

Employees may also be required to advise political groups. They must do so in
ways which do not compromise their political neutrality.

Employees, whether or not politically restricted, must follow every lawful expressed
policy of the authority and must not allow their own personal or political opinions to
interfere with their work.

5. Relationships
51 Councillors

Employees are responsible to the authority through its senior managers. For
some, their role is to give advice to Councillors and senior managers and all are
there to carry out the authority’s work. Mutual respect between employees and
Councillors is essential to good local government. Close personal familiarity
between employees and individual Councillors can damage the relationship and
prove embarrassing to other employees and Councillors and should therefore be
avoided. Elmbridge has adopted a Protocol on Member/Officer relations
contained within the Constitution which employees are expected to take into
account in their dealings with Councillors.
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5.2 The Local Community and Service Users

Employees should always remember their responsibilities to the community they
serve and ensure courteous, efficient, and impartial service delivery to all ground
and individuals within that community as defined by the policies of the authority.

53 Contractors

All relationships of a business or private nature with external contractors, or
potential contractors, should be made known to the appropriate manager. Orders
and contracts must be awarded on merit, by fair competition against other
tenders, and in accordance with the Council’s Contract and Financial Procedure
Rules, and no special favour should be shown to businesses run by, for example,
friends, partners or relatives in the tendering process. No part of the local
community should be discriminated against.

Employees who engage or supervise contractors or have an other official
relationship with contractors and have previously had or currently have a
relationship in a private or domestic capacity with contractors, should declare that
relationship to the appropriate manager.

6. Appointment and Other Employment Matters

Employees involved in appointments should ensure that these are made on the
basis of merit. It would be unlawful for an employee to make an appointment which
was based on anything other than the ability of the candidate to undertake the duties
of the post. In order to avoid any possible accusation of bias, employees should not
be involved in an appointment where they are related to an applicant, or have a
close personal relationship outside work with him / her.

Similarly, employees should not be involved in decisions relating to discipline,
promotion or pay adjustments for any other employee who is a relative, partner, etc.

7. Outside Commitments

Some employees have conditions of service which require them to obtain written
consent to take any outside employment. All employees should be clear about their
contractual obligations and should not take outside employment which conflicts with
the authority’s interests.

Employees should follow their authority’s rules on the ownership of intellectual
property or copyright created during their employment.
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8. Personal Interests

Employees must declare to an appropriate manager any financial or non-financial
interest that they consider could bring about conflict with the authority’s interest, and
complete the necessary declaration form which will be kept by the Head of Legal
Services.

Employees should declare to an appropriate manager membership of any
organisation not open to the public without formal membership and commitment of
allegiance and which has secrecy about rules or membership or conduct.

9. Equality Issues

All employees should ensure that policies relating to equality issues as agreed by the
authority are complied with in addition to the requirements of the law. All members of
the local community, customers and other employees have a right to be treated with
fairness and equity.

10. Separation of Roles During Tendering

Employees involved in the tendering process and dealing with contractors should be
clear on the separation of client and contractor roles within the authority. Senior
employees who have both a client and contractor responsibility must be aware of the
need for accountability and openness.

Employees in contractor or client units must exercise fairness and impartiality when
dealing with all customers, suppliers, other contractors and sub-contractors.

Employees who are privy to confidential information on tenders or costs for either
internal or external contractors should not disclose that information to any
unauthorised party or organisation.

Employees contemplating a management buyout should, as soon as they have
formed a definite intent, inform the appropriate manager and withdraw from the
contract awarding processes.

Employees should ensure that no special favour is shown to current or recent former
employees or their partners, close relatives or associates in awarding contracts to
businesses run by them or employing them in a senior or relevant managerial
capacity.
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11. Corruption

Employees must be aware that it is a serious criminal offence for them corruptly to
receive or give any gift, loan, fee, reward or advantage for doing, or not doing,
anything or showing favour, or disfavour, to any person in their official capacity. If an
allegation is made it is for the employee to demonstrate that any such rewards have
not been corruptly obtained.

12. Use of Financial Resources

Employees must ensure that they use public funds entrusted to them in a
responsible and lawful manner. They should strive to ensure value for money to the
local community and to avoid legal challenge to the authority.

13. Gifts and Hospitality

Employees should only accept offers of hospitality if there is a genuine need to
impart information or represent the local authority in the community. Offers to attend
purely social or sporting functions should be accepted only when these are part of
the life of the community or where the authority should be seen to be represented.
They should be properly authorised and recorded.

When hospitality has to be declined those making the offer should be courteously but
firmly informed of the procedures and standards operating within the authority.

Employees should not accept significant personal gifts from contractors and outside
suppliers, although the authority may wish to allow employees to keep insignificant
items of token value such as pens, diaries, etc. Employees should not in any
circumstances accept gifts from suppliers if the provision of the gift may reasonably
be perceived as an incentive to purchase.

When receiving authorised hospitality employees should be particularly sensitive as
to its timing in relation to decisions which the authority may be taking affecting those
providing the hospitality.

Acceptance by employees of hospitality through attendance at relevant conferences
and courses is acceptable where it is clear the hospitality is corporate rather than
personal, where the authority gives consent in advance and where the authority is
satisfied that any purchasing decisions are not compromised. Where visits to
inspect equipment, etc are required, employees should ensure that authorities meet
the cost of such visits to avoid jeopardising the integrity of subsequent purchasing
decisions.
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Employees accepting gifts or hospitality will be expected to complete the Gifts and
Hospitality Register held within their Directorate, setting out the nature of the
hospitality or gift received, who it was received from and its approximate value.

14. Bribery Act 2010

The Bribery Act 2010 is intended to combat bribery and corruption in both the public
and private sectors. The Council is required to have “adequate procedures” in place
to prevent bribery. Employees are at risk of prosecution if they conduct themselves
in a way that may be seen as condoning bribery. Employees should be aware that
“passive” bribery is a specific offence and includes requesting, agreeing to receive or
accepting an advantage. There are serious penalties for offences committed under
the Act, including a maximum jail sentence of 10 years for individuals engaged in
bribery.

Accordingly, employees should refrain from any conduct that may appear to engage
the Act. Employees should not, for example, accept any payment, gift or hospitality
that is, or could be perceived to be, “facilitative” of an action that an employee would
normally carry out, such as granting a licence or approving a planning application.

15. Sponsorship — Giving and Receiving

Where an outside organisation wishes to sponsor or is seeking to sponsor a local
government activity, whether by invitation, tender, negotiation or voluntarily, the
basic conventions concerning acceptance of gifts or hospitality apply. Particular care
must be taken when dealing with contractors or potential contractors.

Where the authority wishes to sponsor an event or service neither an employee nor
any partner, spouse or relative must benefit from such sponsorship in a direct way
without there being full disclosure to an appropriate manager of any such interest.
Similarly, where the authority through sponsorship, grant aid, financial or other
means, gives support in the community, employees should ensure that impartial
advice is given and that there is no conflict of interest involved.
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E - LDF Approval Protocol

1. Bodies Involved in the Process

A small non-executive Members Working Group, comprising representatives from
the Planning Committee and Sub Committees, has been established to oversee
production of the Local Development Framework (LDF), promote cross-party support
for potentially contentious issues, and report on a regular basis to the Cabinet. The
Portfolio Holder for Regulatory Affairs also attends meetings of the Group. Minutes of
meetings are reported to the Planning Committee, which is a key consultee in the
process.

Responsibility for some Cabinet functions is exercised by Individual Cabinet
Members and planning policy lies with the portfolio holder for Regulatory Affairs.
The Council’'s Overview and Scrutiny Committee has the opportunity to call in
decisions of the Cabinet and its individual Members for consideration. In order to
ensure that decision making processes support the very tight programme for
producing Local Development Documents (LDDs), the facility for calling special
meetings of the Cabinet, Planning Committee and Local Plan Working Group
(LPWG) may need to be invoked.

All Members of the Council will be notified electronically when an agenda for the LP
Working Group is sent out.

2. Purpose of this protocol

To set out:

a) An agreed and transparent process for approving and adopting each element
of the LDF within the externally agreed timetables

b) Clear understanding about which body should be approving each stage
(Council, Cabinet or Individual Cabinet Member Decision Making (ICMDM))

c) Clear understanding about if, when and how often the Planning Committee
should be consulted at each stage, to minimize the incidence of ‘call-in.’
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3. The Approval Process for Each Component of the Local
Development Framework

3.1 Development Plan Documents (DPDs)
Stage Planning Member Input | Approving Body
Early community Main consideration by LPWG. | Cabinet
engagement, preparation | Reports to Planning
of evidence base, Committee and at least one
generation of issues and consideration by Planning
options and initial draft Committee prior to Cabinet
document or formal agreeing consultation.
consultation (may be more
than one stage of
consultation).
Publication of Councils Main consideration by LPWG. | Cabinet and

preferred plan following
analysis of consultation

At least one consideration by
Planning Committee.

Council (includes
next stage)

Submission of referred
plan to Secretary of State
after final consultation.

Opportunity for any further
updates after consultation to
be considered by LPWG and
referred to Cabinet and
Council again if necessary.

Cabinet and
Council

Adoption of DPD following
Inspector’s ruling on
soundness

None — the Council has to
adopt in accordance with
Inspector’s ruling.

Cabinet and
Council

3.2

Supplementary Planning Documents

Stage

Planning Member Input

Approving Body

Preparation of draft
document for

Main consideration by LPWG.

At least one consideration by

Cabinet
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consultation

Planning Committee prior to
Cabinet agreeing consultation.

Adoption of SPD
following analysis of
consultation

Consideration by LPWG. At
least one consideration by
Planning Committee.

Cabinet and
Council

3.3 Local Development Scheme

Stage

Planning Member Input

Approving Body

Agreement of LDS for
submission following
scrutiny by Government
Office of the South East
(GOSE)

Consideration by LPWG with
Planning Committee
Members informed.

ICMDM

3.4  Annual Monitoring Report

Stage

Planning Member Input

Approving Body

Agreement of Annual
Monitoring Report for
Publication

None — the document is
factual

ICMDM

3.5  Statement of Community Involvement

A simplified version of that set out above for DPDs.

3.6 Proposals Map

This is automatically updated every time a DPD or SPD is prepared and adopted.




F - Members Planning Code of Good Practice

Introduction

The purpose of this Code is to give clear guidance to all Councillors about how they
should carry out their duties in relation to planning and development proposals to
ensure openness, impartiality, transparency and consistency in planning decisions.

This Planning Code should be read in conjunction with the Members Code of
Conduct and the Planning in Probity Guidance issued by the Local Government
Association in December 2019, https://www.local.gov.uk/publications/probity-
planning-advice-councillors-and-officers-making-planning-decisions

1. General Role of Councillors

Councillors have a special duty to their ward constituents, including those who did
not vote for them, but their overriding duty is to the whole community.

Whilst representing their constituents on planning issues and taking account of their
views, Councillors must make their decision within the statutory planning framework
and base these on material planning considerations and what they believe is best for
the Borough as a whole. A Councillor is not under any obligation to represent a
resident on a specific planning application if, in the opinion of the Councillor, there
are no issues which have wider significance for the neighbourhood, ward or Borough
as a whole.

Planning decisions cannot be made on a party-political basis in response to any
lobbying.

2. General role of officers

Officers are responsible to the Council as a whole. They must always act openly and
impartially and provide consistent professional advice based on the statutory
planning framework, planning policies and procedures, ensuring Councillors are
aware of all relevant material planning considerations before decisions are made.

3. Codes of conduct

Both Councillors and officers are required to observe the Code of Conduct and any
other statutory provisions, the aim of which is to ensure the integrity of the Council
and individual Councillors. These codes and procedures require the open disclosure
of any pecuniary, non-pecuniary and conflict of interests in matters being considered
by the Council or any of its committees when making decisions. Councillors and
officers are also advised not to accept any gifts or hospitality, which might
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reasonably be considered to influence their judgement and to record any they do
accept in the registers maintained for the purpose. Planning decisions in particular
can affect the daily lives of everyone and it is important to ensure there can be no
justifiable grounds for suggesting a decision has been biased or influenced in any
way.

Training and guidance on the Code of Conduct for Members on the declaration of
interests, is provided to all Councillors by the Council's Monitoring Officer. Members
of the Planning Committee and sub-committees must be particularly careful to
ensure that they are familiar with this. It is the personal responsibility of individual
Councillor to ensure that they comply with the Code of Conduct and make all
appropriate declarations at Planning Committee or an Area Sub-Committee. If in any
doubt they should seek advice from the Monitoring Officer or the solicitor attending
the Planning Committee or Area Sub-Committee, before the commencement of any
meeting, or as soon as possible if it arises during the course of a meeting. Officers
with an interest in property in the vicinity of an application or any relationship to an
applicant, should disclose this to the Head of Planning & Environmental Health, who
will record the interest and make appropriate arrangements for the handling and
supervision of the application to avoid any perception of a conflict of interest.

4, Lobbing of and by Councillors

Lobbying of Councillors for or against proposals is a normal part of the planning
process. The rules of natural justice mean that planning applications should be
determined in an open and fair manner and taking account of relevant information
and arguments. It is only at the Planning Committee or Area Sub-Committee
meetings that Councillors will have, and be able to consider, all the relevant
information and arguments about an application before making a decision.

Councillors should feel free to engage in free and frank discussion about all aspects
of planning applications in advance of the Committee. Councillors may have strong
views on a proposed decision and may have expressed those views in public.
However, it is important to maintain the integrity of individual Councillors and the
Council as a whole that Members of the Planning Committee or Area Sub-
Committee should:

a) if lobbied, explain that, whilst they can listen to what is said, they
cannot indicate before the relevant committee meeting which way they
intend to vote as it would prejudice their impatrtiality;

b) preface any discussion on a planning application to make it clear from
the outset that discussions are not binding, and they will only be able to
make a final decision at the committee after hearing all relevant
information and arguments;
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c) declare at the committee meeting, any contact they have had with
applicants or objectors;

d) advise Planning Officers of letters/personal lobbying in relation to
applications so the issues raised can be taken into account in the
professional advice given to the committee.

e) abide by the guidance in this Code with relation to site visits;

f) not organise support or opposition to any planning application, lobby
other Councillors or put pressure on staff for a particular
recommendation because this might remove them from the decision-
making process.

Councillors are encouraged to be responsive to all residents about planning matters.
Frequently, applications are daunting for residents who need advice and support
about the issues which they raise. All Councillors are able to have discussions with
residents about planning applications even if that Councillor is on Planning
Committee or an Area Sub-Committee.

5. Declarations of interest

If a Councillor has received advice from the Monitoring Officer with regard to a
declaration: a Disclosable pecuniary interest, non-pecuniary or conflict of interest,
then they may disclose the fact that such advice has been given at the time when the
declaration or interest is disclosed.

6. Predetermination and Predisposition
6.1 Predisposition

Predisposition is lawful. Councillors may have strong views on a proposed decision,
and may have expressed those views in public, and still participate in a decision. The
key issue is that the Councillor ensures that their predisposition does not prevent
them from consideration of all the other factors that are relevant to a decision, such
as committee reports, supporting documents and the views of objectors. In other
words, the Councillor retains an “open mind”.

Section 25 of the Localism Act 2011 confirms this position by providing that a
decision will not be unlawful because of an allegation of bias or predetermination
“‘just because” a Councillor has done anything that would indicate what view they
may take in relation to a matter relevant to a decision. However, if a Councillor has
done something more than indicate a view on a decision, this may be unlawful bias
or predetermination so it is important that advice is sought from the Monitoring
Officer where this may be the case.
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6.2 Predetermination and bias

Predetermination and bias are unlawful and can make a decision unlawful.
Predetermination means having a “closed mind”. In other words, a Councillor has
made their mind up on a decision before considering or hearing all the relevant
evidence.

Bias can also arise from a Councillor’s relationships or interests, as well as their
state of mind. The Code of Conduct’s requirement to declare interests and withdraw
from meetings prevents most obvious forms of bias, e.g. not deciding your own
planning application. However, Councillors may also consider that a “non-pecuniary
interest” or other conflict of interest under the Code of Conduct also gives rise to a
risk of apparent bias. The legal test is: “whether the fair-minded and informed
observer, having considered the facts, would conclude that there was a real
possibility that the Committee was biased”. A fair-minded observer takes an
objective and balanced view of the situation but Councillors who think that they have
a relationship or interest that may raise a possibility of bias, should seek advice from
the Monitoring Officer.

Members of the Planning Committee or Area Sub-Committees should bear in mind
that it would not be appropriate to call-in an application, for consideration for the
whole committee if they have already predetermined the matter themselves.

7. Meetings and pre-application discussions

Planning officers frequently hold meetings or have correspondence with applicants to
give pre-application advice on their development ideas. Such advice will cover
general planning policy applicable to a site, technical design and other requirements
and the likelihood of a development being acceptable. Such preapplication advice, is
given on a confidential basis so as to encourage early contact with the Council which
can assist in better planning proposals coming forward or ideas which have no
prospect of being acceptable being abandoned at an early stage.

These meetings or exchanges of correspondence are part of the normal planning
process but are, and must be clearly stated to be, without prejudice to the
professional recommendation of Planning officers to the committee and the decision
of the committee when all information is before it.

All applicants are encouraged to carry out pre-application consultation with
neighbours to try and resolve issues at an early stage. For larger schemes this may
be a more formal public consultation. Where Councillors attend such preapplication
consultation meetings run by the applicant they should abide by the guidance in this
Code. The expectation is that where Councillors are invited to attend that the
applicant invites all Ward Councillors.

It is important that Councillors do not give views to potential applicants either through
pre-application consultations or other meetings that could be interpreted by them as
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giving planning advice and in turn taken as implied support for a proposal if those
views are then followed.

At times it may be necessary if a Councillor wishes to arrange a meeting with
planning officers for themselves and a small number of constituents about a planning
application this will be arranged at the Council Offices.

If attending public meetings arranged by local groups about a planning proposal the
principles outlined above should be followed and, Councillors of the Planning
Committee or Area Sub-Committee should try to maintain an impatrtial role, listening
to what is said but not expressing any opinion which could be construed as a final or
fixed position. Planning Officers will not normally attend public meetings unless their
attendance has been agreed by the Head of Planning & Environmental Health and
representatives of both the applicant and objector are given the opportunity to be
present. Ward Councillors and the Chair of the relevant committee will be advised of
any public meeting in relation to a planning issue or which Planning Officers have
agreed to attend.

8. Presentations on Likely Major Development Proposals

For large or complex schemes, the Council may arrange appropriate presentations
to Councillors by the applicant. This is seen as beneficial to inform Councillors at an
early stage and to encourage pre-application discussion and free flow of information
on what are often complex or controversial issues. The Council itself will also
organise presentations to keep Councillors informed generally on matters which
appear to have or are likely to have strategic importance for the Borough. The
Development Management Manager may also organise technical briefings on major
developments at which developers may be present. At any such presentations
Councillors should abide by the guidance in this Code, listening to presentations,
raising concerns and questions, debating the issues but not coming to fixed or final
positions in advance of the full debate at committee.

0. Site Visits

Where there is a clear and substantial benefit formal site visits by the committees will
take place. This is when an application is under consideration which is of a nature or
with such Boroughwide implications that Councillors feel unable to fully assess the
scheme without a detailed site inspection accompanied by Planning Officers to point
out and explain the application ‘on the ground’. Where they do occur, they must be
undertaken in accordance with the guidelines set out below. The necessity for such a
visit will be agreed between the Chair of the Committee and the Development
Management Manager.

Ward Councillors who are not members of the Committee will be advised of any site
visit and invited to attend.
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Members of the Planning Committee or Area Sub-Committee, as well as Ward
Councillors should meet at a pre-arranged date, time and location in order to under
the formal site visit. Officers will write to Councillors with the details.

Officers will pre-arrange access to the relevant site(s) with the site owner in order for
Councillors to observe the application site from all necessary vantage points.

The site visit will be guided by the Planning Officer who will point out matters of
material reference to the application and answer Councillor questions.

The purpose of the site visit is to gather information about the site and visually
assess the likely or actual impact of the proposal and not to debate the merits of the
application or the officers’ recommendation.

During the formal site visit, detailed discussions and/or negotiations should not be
conducted with the applicant or third parties by either Councillors or officers. It is
appropriate for Councillors to ask questions through the chair for clarification of any
technical points raised. These questions may be directed to the applicant or their
representative if the chair considers appropriate in order to answer a technical query.
Primary discussion and debate should be reserved for the committee meeting when
the application is presented for formal consideration. Any arguments applicants or
third parties wish to put forward can be heard at that stage through the public
speaking arrangements and the debate will be in public.

Where members of the public are present at site visits it will not normally be
appropriate for members of the public to be addressing Councillors as this will be
reserved for public speaking at the committee.

Members of a planning committee will often wish to make informal visits to an
application site prior to a committee to familiarise themselves with the context of the
proposal. Councillors need to be careful in these circumstances that they do not
convey to others that they alone have authority to make any decisions in relation to
the site in question. Councillors have no right of entry to the application site and may
therefore only view the site from public vantage points. The Guidance goes on to
state that whilst a Councillor might be invited to enter the site by an owner, it is not
good practice to do so on their own, as this can lead to the perception that the
Councillor is no longer impartial. This advice will also apply to any potential
enforcement action.

Provided that no other persons are present, then Councillors do not need to declare
such a visit at Planning Committee. If other people are present at the site visit (e.qg.
applicant or objector) then Councillors should have regard to the advice in paragraph
7 (lobbying) and are advised to declare such a visit at Committee before
consideration of the item.

10. Planning Officer Reports to Committee

All matters requiring a decision by the Planning Committee or Area Sub-Committee
must be the subject of a written report from Planning Officers which will give an
accurate summary of all relevant planning issues. In particular it should include a
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clear outline of the site history, the relevant development plan policies, the response
of consultees and the substance of objections. The report will include a clear
recommendation with a technical appraisal justifying it. Any objections or other
relevant issues arising after the report is printed will be reported verbally to the
committee at its meeting.

11. Procedure at Committee Meetings

Applicants and objectors will be able to address the Planning Committee and Area
Sub-Committee in accordance with the protocol for Public Speaking set out below.
Further information on how to ask to speak at the committee and the issues that can
be covered are set out in the Planning pages of the Council’s website.

Where there are major applications which require special consideration because of
the large number of people wishing to speak, then the Chair may, in their discretion,
make provision for public speaking rights in excess of the usual procedure. The
Chairman will be guided by the need to ensure overall fairness in the proceedings
within the constraints of the time allowed in the meeting.

Where Councillors who are not members of the Planning Committee or Area Sub-
Committee (as applicable) have indicated to the Chair, prior to a committee meeting,
their wish to speak on a matter in their ward being considered at that committee,
they will be entitled to speak immediately after representatives of the applicant
and/or objectors have addressed the committee. Non-members of the committee
should comply with the procedure for declaration of interests and contact with the
applicant or objectors if they attend and speak at a Committee meeting in the same
way as members of the committee.

Ward Councillors may wish to address a committee on:

a) Applications which have caused interest amongst large numbers of
residents of the Ward

b) Applications which have significance for the character, facilities or
environment of the Ward.

Ward Councillors should not usually seek to address the Planning Committee
or Area Sub-Committee (as applicable) on:

a) Matters which are the subject of a dispute between two residents of the
Ward

b) Matters which reflect the concerns of one resident only, unless there is
some reason why the resident is not able to speak for himself at the
Planning Committee.
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12. Protocol for Public Speaking

The Chair will announce at the start of each item being considered, the title of the
application and whether public speaking will take place.

On items where there is public speaking, the Planning Officer will be asked to
present the plans to the committee.

New documents should not be circulated to the committee members, nor should
messages be passed to individual committee members, either from other Councillors
of from the public speaker, as this could be seen as seeking improperly influence a
Councillor and may create the perception of bias.

The Chair will call upon the person registered to represent all objectors to come
forward to speak for a maximum of three minutes. The person will return to the back
of the Council chamber.

The Chair will call upon the person registered to represent persons supporting the
application to come forward to speak for a maximum of three minutes. The person
will return to the back of the Council chamber.

The Chair, in their discretion, may decide to allow points of clarification to be raised
on matters raised within public speaking by Planning Committee members. This is
intended to resolve factual issues and produce better outcomes in decision making.

Any ward Councillor who is not a member of the Planning Committee may make
representations on cases affecting his or her ward.

The Planning Officer will comment on any factual matters raised by any speaker
during stages 42, 43 and 45.

Councillors will then debate the application/ask questions of the planning officers in
the usual way and reach a decision.

After the debate a decision will be made by the committee, either by a formal vote or
by way of consensus and the Chair will then announce the decision which has been
made by the committee so that this decision may be formally minuted.

In the event of any dispute over these procedures or protocol the Chair's decision is
final.

13. Call-in Procedure

Councillors must take the following into account before ‘calling-in’ a planning
application for consideration by the Planning Committee/Area Sub-Committee:

a) Subject to the terms of reference of the Planning Committee and the
Area Sub-Committees and these rules, a planning application other
than those identified in the weekly list can be called in by a Councillor
for determination by the Area Sub-Committee or Planning Committee;

b) A Councillor may only call-in an application which is in his or her ward.
If the Councillor considers that there is a matter of public interest
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d)

f)

9)

h)

j)

arising in an application situated in another ward, then early contact
should be made with the relevant ward Councillors;

The guiding principle of ‘Call-In’ is that there is a material planning
concern in the application. The decision to refer an application to the
Planning or Area Sub-Committee rests with the Head of Planning &
Environmental Health in consultation with the Chair of Planning
Committee or relevant Chair of the Area Sub-Committee. If a call-in is
refused then the Head of Planning and Environmental Health must give
full reasons as to why this has been refused.

Prior to a Councillor calling in an application, they must inspect the
submitted plans and is advised to discuss the application with the
relevant planning officer.

The ‘call-in’ request will be activated by an email to the case officer
copied to the Head of Planning & Environmental Health such email
must give a material planning reason why it should be determined by
the relevant committee;

The email must be received by the case officer and copied to the Head
of Planning & Environmental Health within 28 days of validation;

The committee report will identify the Councillor who called in the
application along with the reason given;

Councillors who ‘call-in’ an application are expected to attend and
speak at the Planning Committee/Area Sub-Committee setting out their
concerns and issues. This will inform the general debate of the
committee;

If a Councillor is unable to attend for any reason, they should send a
statement to the Chair setting out their issues and concerns so that
they can be read out at the committee meeting.

Where the Councillor who ‘Called-in’ an application is a member of the
Planning Committee, that Councillor will be given three-minutes to
speak following the public speakers and may then speak again as a
member of the committee during its debate on the item.

Decision Making

A decision on a planning application cannot occur before the committee meeting
when all available information is to hand. All Councillors should bear in mind the
need to keep an open mind about all the available evidence on a planning

application.

Planning law requires that applications for planning permission must be determined
in accordance with the development plan unless material considerations indicate
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otherwise. If the Planning Officer's report recommends a departure from the
development plan the justification for this must be included in the report.

Decisions must be made on planning merits and the reasons for making a decision
should be clear and supported by material planning considerations. The reasons for
refusing an application should always be minuted as should any conditions attached
to an approval.

Councillors are reminded that the Planning Committee and Area Sub-Committee
meetings are held in public and should therefore ensure that the seven principles of
public life are observed.

Members of the Planning or Area Sub-Committee who require information which is
not contained within the Planning Committee report should submit a request in
writing to the case officer at least one working day before the Committee meeting.

The purpose of the Committee meeting is to fully explore all relevant matters and
concerns of Councillors pertaining to an application before a decision is made.
Councillors should prepare in advance of the meeting.

Where a Councillor decides to vote against a recommendation, this should only arise
once:

a) The concerns have been articulated by the Councillor to allow other
members of the Committee to comment on them and officers to advise
on them; or

b) Where another member has spoken in the debate and articulated those
concerns and the Councillor concerned has indicated that he or she is
of the same mind as that Councillor.

If the committee wishes to make a decision contrary to the Planning Officers' advice,
the Planning Officer present at the meeting should be given the opportunity to
explain the implications of such a decision. If the committee wish to refuse an
application the reasons for doing so must be clear, cogent and comprehensive. They
must also be based on planning policies and provide a clear account of members’
rationale for not accepting the Officer recommendation. Similarly, any additional
planning conditions must be properly justified and expressed. The decision and
reasons for it as agreed by the committee must be minuted.

If a member of a committee is concerned about an Officer's recommendation, they
should discuss their area of difference and the reasons for that with the Planning
Officer, or should seek advice from the Development Management Manager, prior to
the application being determined at a Planning Committee. If possible, this should be
at least one working day before the Planning Committee meeting.

Any motion contrary to Planning Officer advice should where possible be formulated
in writing with material planning reasons. Councillors should be prepared to explain
in full their material planning reasons for not agreeing with the Planning Officer's
recommendation prior to making any decision. Councillors should not rely on staff to
produce the material planning reasons for their motion at the meeting.
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15. Applications Involving Councillors, Staff or the Council

Any planning application made by a Councillor or member of staff (or any body or
person with a close connection to them) or the Council itself should be determined
by the Planning or Area Sub-Committee as set out in the Terms of reference, and
not by the Planning Officers under delegated powers, unless they relate to types of
‘application’ which do not relate to planning merits but are a legal determination as to
whether permission is required or are otherwise forms of notification to the Council
including that ‘permitted development’ is proposed under what are called ‘prior
approval’ procedures — in these cases the Head of Planning & Environmental Health
will determine the application after discussion with the Chair of the Planning
Committee or, if unavailable, the Vice Chair.

Councillors and Planning Officers must inform the Monitoring Officer of any
proposals to submit an application, prior to their submission.

Members of the Planning or Area Sub-Committee and officers should not act as
agents for another person or body pursuing a planning matter with the Council and, if
they do, any planning decision must be made by the Planning Committee and not
under delegated powers.

Whenever possible a Councillor making a planning application should appoint an
agent to act on their behalf. The Councillor must take no part in making a decision on
the application and should leave the room for that item if in attendance.

16. Involvement in Appeals

Where a Councillor wishes to play a part in any appeal, they should seek first the
advice of the Development Management Manager and as a courtesy, inform the
relevant Ward Councillors.

17. Training of Councillors in Planning Issues and Procedures

No Councillor should be appointed to the Planning Committee or act as a substitute
without having agreed to undertake suitable induction training and familiarisation in
planning procedures and the Code of Conduct. The Development Management
Manager, with the support of the Monitoring Officer, and after consultation with the
Chair of the Planning Committee, will arrange suitable ongoing opportunities as
required and will supplement this with written guidance. It is expected that such
induction should take place within three months of appointment to the Committee.
The competency requirements within Part 2 of the Constitution have to be complied
with.

It is also envisaged that all members of the Council will engage in induction and
familiarisation about planning matters and this Planning Code so that as Ward
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Councillors, they can effectively represent residents and promote the interests of the
Borough as a whole.

18. Substitutions to Planning Committee

Substitutions to the Planning or Area Sub-Committee will be permitted in accordance
with the Council’s Constitution.

G — Local Code of Corporate Governance

EImbridge Borough Council is commited to the principles of good corporate
governance and wishes to confirm its ongoing commitment and intentions through
the development, adoption and continued maintenance of a Local Code of Corporate
Governance, as recommended in the CIPFA/SOLACE guidance on corporate
governance.

This document, therefore, sets out and describes the Council’s commitment to
corporate governance, and identifies the arrangements that have been made, and
will continue to be made, to ensure its effective implementation and application in all
aspects of the Council’'s work.

Corporate governance comprises of the systems, processes, cultures and values, by
which the organisation is directed and controlled and through which it accounts to,
engages with and, in the case of a local authority, leads the community.

Good governance enables EImbridge Borough Council to effectively implement its
vision in accordance with its values and to engage effectively with its citizens and
service users and ensure good outcomes for them.

The Principles of Governance

Four key business roles for local authorities have been defined by CIPFA/SOLACE
as:

Effective partnership and community leadership;
Provision of high quality services;
Stewardship and value for money; and

Building communities.

EImbridge Borough Council operates a governance framework, which brings
together and reflects legislative requirements, governance principles and sound
management processes. The Council will apply the six core principles identified by
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CIPFA/SOLACE in performing its key roles and other duties as a local authority.
These core principles are:

e Focusing on the purpose of the authority and on outcomes for the community
and creating and implementing a vision for the local area.

e Members and officers working together to achieve a common purpose with
clearly defined functions and roles.

e Promoting values for the authority and demonstrating the values of good
governance through upholding high standards of conduct and behaviour.

e Taking informed and transparent decisions, which are subject to effective
scrutiny and managing risk.

e Developing the capacity and capability of members and officers to be effective.

e Engaging with local people and other stakeholders to ensure robust public
accountability.

Appendix A, identifies the supporting principles for each of the six core principles
together with the specific requirements, showing how the Council will achieve and
evidence good governance.

Annual Review and Reporting

The Head of Legal & Governance and the Head of Internal Audit Partnership will
review the performance of the Council against the Local Code and the standards laid
down in the CIPFA/SOLACE governance framework. They will report annually to
Members on the adequacy and effectiveness of the Local Code and the extent of
compliance with it.

The outcome of the review will be reported in the form of an Annual Governance
Statement on the extent of which the Council complies with this Code and how it has
monitored the effectiveness of its governance arrangements.

The governance statement will be prepared in accordance with the framework
recommended by CIPFA/SOLACE.
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Appendix A

1 Focusing on the purpose of the Council and on outcomes for the community
and creating and implementing a vision for the local area

Supporting Principles

Specific Requirements

Exercise strategic leadership by
developing and clearly
communicating the Council’s purpose
and vision and its intended outcome
for citizens and service users.

A clear vision of the Council’s
purpose and outcomes for citizens
and service users that is clearly
communicated, both within the
Council and to external stakeholders.
Arrangements are made for review of
the Council’s vision and implications
for the Council’s governance
arrangements.

Ensuring that the community receives
a high quality of service either
directly, or in partnership.

Arrangements are in place for
measuring the quality of Council
services provided (including those
delivered in partnership) and
ensuring they are delivered in
accordance with Elmbridge Borough
Council’s objectives and values and
represent the best use of resources.
Put in place effective arrangements
to identify and deal with failure in
service delivery.

Ensuring that the Council makes best
use of resources and that taxpayers
and service users receive excellent
value for money.

Decide how the quality of service for
users is to be measured and make
sure that the information needed to
review service quality effectively and
regularly is available.

Publish an annual report on a timely
basis to communicate the Council’s
activities and achievements, its
financial position and performance.
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2 Members and officers working together to achieve a common purpose with

clearly defined functions and roles

Supporting Principles

Specific Requirements

Ensuring effective leadership
throughout the Council and being clear
about executive and non-executive
functions and of the roles and
responsibilities of the scrutiny function.

= Clearly defined and documented
roles and responsibilities for
executive, non-executive, scrutiny
and officer functions with clear
delegation arrangements and
protocols for effective
communication.

Ensuring that a constructive working
relationship exists between Committee
Members and Officers and that the
responsibilities of Members and
Officers are carried out to a high
standard.

= Determine a scheme of delegation
including a formal schedule of those
matters specifically reserved for
collective decision of the Council,
taking account of relevant
legislation, and ensure that it is
monitored and updated when
required.

= Clearly defined and documented
roles and responsibilities for
executive, non-executive, scrutiny
and officer functions with clear
delegation arrangements and
protocols for effective
communication.

= The Chief Executive should be
responsible and accountable to the
Council for all aspects of operational
management.

= A senior Officer (the S151 Officer)
should be responsible to the
authority for ensuring that
appropriate advice is given on all
financial matters, for keeping proper
financial records and accounts, and
for maintaining an effective system
of internal financial control.

= A senior Officer should be
responsible to the Council for
ensuring adherence to agreed
procedures and compliance with
Statutes and Regulations.

Ensuring relationships between the
Members, its partners and the public

= Develop protocols to ensure
effective communication between
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2 Members and officers working together to achieve a common purpose with

clearly defined functions and roles

Supporting Principles

Specific Requirements

are clear so that each knows what to
expect of the other.

Members and Officers in their
respective roles.

Ensure that effective mechanisms
exist to monitor service delivery.
Ensure that the organisation’s
vision, strategic plans, priorities and
targets are developed through
robust mechanisms, and in
consultation with the local
community and other key
stakeholders, and that they are
clearly articulated and
disseminated.

When working in partnership,
ensure that members are clear
about their roles and responsibilities
both individually and collectively.
When working in partnership - (a)
Ensure that there is clarity about the
legal status of the partnership (b)
Ensure that representatives of
organisations understand the extent
of their authority to make decisions
on behalf of the Council.

3 Promoting values for the authority and demonstrating the values of good
governance through upholding high standards of conduct and behaviour

Supporting Principles

Specific Requirements

Ensuring Council Members and
Officers exercise leadership by
behaving in ways that exemplify high
standards of conduct and effective

Codes of Conduct defining
standards of behaviour for Members
and Officers in place which
conforms with appropriate ethical
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3 Promoting values for the authority and demonstrating the values of good
governance through upholding high standards of conduct and behaviour

Supporting Principles

Specific Requirements

governance.

standards, and are communicated
and embedded across the Council.

= Putin place arrangements to ensure
that Members and Officers of the
Council are not influenced by
prejudice, bias or conflicts of
interest.

= Arrangements to ensure compliance
with relevant laws and regulations,
internal policies and procedures and
to ensure that expenditure is lawful
with all reports considered for legal
issues before submission to
Members.

Ensuring that organisational values are
put into practice and are effective.

= Develop and maintain shared
values including leadership values
for both the organisation and staff
reflecting public expectations, and
communicate these with Members,
officers, the community and
partners.

= Putin place arrangements to ensure
that systems and processes are
designed in conformity with
appropriate ethical standards, and
monitor their continuing
effectiveness in practice.

= Well publicised arrangements for
whistle-blowing and for receiving
and investigating complaints are in
place.
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4 Taking informed and transparent decisions which are subject to effective

scrutiny and managing risk

Supporting Principles

Specific Requirements

Being rigorous and transparent about
how decisions are taken and listening
and acting on the outcome of
constructive scrutiny.

Procedural rules and supporting
manuals and guidance (which are
reviewed and updated as
appropriate) that support
transparency in decision making,
define how the Council takes
decisions and uses its processes
and controls to manage risks while
using its legal powers to the full
benefit of the EImbridge community.
Develop and maintain open and
effective mechanisms for
documenting evidence for decisions
and for recording the criteria,
rationale and considerations on
which decisions are based.
Develop and maintain an effective,
independent audit committee, which
is independent of the executive and
scrutiny functions.

Ensure that effective, transparent
and accessible arrangements are in
place for dealing with complaints.

Having good-quality information,
advice and support to ensure that
services are delivered effectively and

are what the community wants/needs.

Ensure that those making decisions
for the Council or partnerships are
provided with information that is fit
for the purpose — relevant, timely
and gives clear explanations of
technical issues and their
implications.

Ensure that proper professional
advice on matters that have legal or
financial implications is available
and recorded in advance of decision
making and used appropriately.

Ensuring that an effective risk
management system is in place.

Ensure that risk management is
embedded into the culture of the
Council with members and
managers at all levels recognising
that risk management is part of their
job requirement.
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4 Taking informed and transparent decisions which are subject to effective

scrutiny and managing risk

Supporting Principles

Specific Requirements

= Ensure that effective arrangements
for whistle-blowing are in place to
which officers, staff and all those
contracting with or appointed by the
Council have access.

Using their legal powers to the full
benefit of the citizens and communities
in their area.

= Actively recognise the limits of
lawful activity placed on them and to
utilise their powers to the full benefit
of their communities.

= To observe both the specific
requirements of legislation and the
general responsibilities place on
authorities by public law.

5 Developing the capacity and capability of members and officers to be effective

Supporting Principles

Specific Requirements

Making sure that Members and Officers
have the skills, knowledge, experience
and resources they need to perform
well in their roles

= Arrangements to provide the
resources, training and other
support for Members and senior
Officers in relation to their roles,
including their governance roles,
and opportunities to update their
knowledge on a regular basis.

= Provide induction programmes
tailored to individual needs.

= Ensure that the statutory Officers
have the skills, resources and
support necessary to perform
effectively in their roles and that
these roles are properly understood
throughout the Council.

Developing the capability of people
with governance responsibilities and

= Assess the skills required by
Members and Officers and make a
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5 Developing the capacity and capability of members and officers to be effective

Supporting Principles

Specific Requirements

evaluating their performance, as
individuals and as a group

commitment to develop those skills
to enable roles to be carried out
effectively.

Develop skills on a continuing basis
to improve performance, including
the ability to scrutinise and
challenge.

Ensure that effective arrangements
are in place for reviewing the
performance of the executive as
whole and individual Members and
have in place a provision for
addressing any training or
development needs.

6 Engaging with local people and other stakeholders to ensure robust public

accountability

Supporting Principles

Specific Requirements

Taking an active and planned
approach to dialogue with
accountability to the public to ensure
effective and appropriate service
delivery whether directly by the
authority, or in partnership.

Clear channels of communication
with all sections of the community
and other stakeholders, ensuring
accountability and open consultation
and encouraging individuals from all
sections of the community to
engage with, contribute to and
participate in the work of the
Council.

Hold meetings in public unless there
are good reasons for confidentiality.
Ensure that arrangements are in
place to enable Committee to
engage with all sections of the
community effectively.

On an annual basis, publish a
performance plan giving information
on vision, strategy, plans and
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6 Engaging with local people and other stakeholders to ensure robust public

accountability

Supporting Principles

Specific Requirements

financial statements and information
about outcomes, achievements and
user satisfaction in the previous
period.

= Ensure that the Council is open and
accessible to the community,
service users and its staff and
ensure that it has made a
commitment to openness and
transparency in all its dealings,
including partnerships, subject only
to the need to preserve
confidentiality in those specific
circumstances where it is proper
and appropriate to do so.

Making best use of human resources
by taking an active and planned
approach to meet responsibility to
staff.

= Develop and maintain a clear policy
on how staff and their
representatives are consulted and
involved in decision making.
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