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July 2021

Neath Town Councillors

Dear Member
COUNCIL CONSTITUTION
1. PURPOSE OF REPORT
1.1 To put forward a proposal, as part of a general review of Standing Orders and Financial
Regulations, to update the Council Constitution policy document to serve as a composite
reference source for the Council’s corporate governance arrangements and objectives, its
ethical standards framework and business arrangements generally.

2 BACKGROUND
2.1 In order to be more accountable and transparent the Council over recent years has
developed and enhanced its Standing Orders and Financial Regulations with the
incorporation of the following documents.






Role and duties of the Mayor/Chairman of the Council;
Members Code of Conduct – an overview;
Composition of Committees;
Terms of reference of committees; and
The scheme of delegation of powers to the Clerk.

The Council reviews its Constitution during its Annual Meeting of Council, normally in May of
each year, this includes its Standing Orders and Financial Regulations. Due to the delayed
elections, Standing Orders have been reviewed post Election and post Annual Meeting of
Council to ensure that all new information is capture in the Constitution as a whole. This will
be incorporated with a discussion on the way forward in conducting the business of the
Council as well as standards in member/officer conduct to ensure that the Council’s
reputation and its ability to serve its inhabitants is not prejudiced by internal disputes.
Memorandum of Agreement
The agreed principles provide the foundation for promoting sound corporate governance
arrangements within the Council whilst strengthening its ethical framework standards
surrounding conduct and behaviour. However, the principles are specified in general terms,
in order to further strengthen the Council’s accountability and transparency it is necessary
therefore to develop the principles into more detailed working documents which provide
information about member/officer roles and responsibilities; practices and procedures;

internal working arrangements impacting upon Council business; and processes for dealing
with member/officer disputes etc.

3. COUNCIL CONSTITUTION POLICY DOCUMENT
Given the way the Council’s Standing Orders and Financial Regulations continue to evolve it
is proposed to create a Council Constitution policy document. The Constitution will serve as
a composite reference source and will set out how the Council operates, how decisions are
made, and the procedures which are followed to ensure that its decision making, Orders and
Financial Regulations including the documents referred to in paragraph 2.1 above. The
Constitution will also cover:





The decision making power of the Council and its committees and sub/committees;
The rules and procedures to be followed by the Council and its committees and sub
committees when transacting business;
Neath Town Council Employees’ and Members Code of Conduct; and a
Member/Officer Protocol.

The corresponding documents will be drafted and compiled under the proposed Council
Constitution policy document and as such form part of the general review of the Standing
Orders and Financial Regulations.
This entire policy document will be circulated with the agenda papers after each Annual Meeting of
Council once discussed via the Council’s Policy & Personnel Committee for due consideration and
discussion by Members. Amendments made during the Annual Meeting of Council will be updated
and circulated to all Members as soon as possible thereafter.
Yours faithfully

Kathryn Charles (sent electronically & by post)
Neath Town Clerk
Ratified via Full Council – July 2021

‘Working for the Community’

CONSTITUTION
This Constitution is made up of a collective group
of Policies and Documents which include:
Background, Profile & Status of Neath Town Council
Standing Orders
Clerk’s Scheme of Delegated Powers
Role & Duties of Chairman of Council
Composition & Cycle of Meetings
Neath Town Council
Code of Conduct for Employees and Members
Ceremonial Role of Mayor
Public Service Ombudsman for Wales
Members Code of Conduct (separate document)
Financial Regulations (separate document)
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INTRODUCTION
This constitution sets out how the Council operates, how decisions are made and the
procedures which are followed to ensure that its decision making is accountable, open and
transparent.
At the heart of this document is the Council’s Standing Orders and Financial Regulations. The
Full Constitution sets out:
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The decision making powers of the Council and its Committees
The rules and procedures to be followed by the Council and its committees and subcommittees when transacting business
Standing Orders (Rules & Regulations on how the Council operates)
The scheme of delegation to the Clerk
The roles and duties of the Chairman of the Council
Composition of Committees
Terms of Reference of Committees
Neath Town Council Code of Conduct for Employees and Members
Members’ Code of Conduct – an overview
Financial Regulations

BACKGROUND PROFILE AND STATUS
Neath Town Council is a (Town and Community) Town Council. The Council came into being
on 1st April 1974, following Local Government re-organisation and as a consequence of the
Local Government Act 1972. Parliament has given the Council power to raise and spend
money – ‘precept’ - a power shared by other local authorities.
As a Town Council this tier of Government is closest to the people. In Wales subordinate to
the National Assembly for Wales, there are only two tiers of local government: the town or
community council and the unitary authority (i.e. the County or County Borough Council).
The Council’s electorate is approximately 22,000 residents and covers the Town Centre of
Neath and surrounding areas. The Council’s administrative area is made up of the
communities of the town centre (Castle), Llantwit & Merra, Gnoll, Cimla (Crynallt), Cefn
Season, Mount Pleasant, Penrhiwtyn and Melyncryddan.
The Council consists of 19 elected members representing eight electoral wards.
members individually contribute to the work of the whole Council by:








The

suggesting ideas;
engaging in constructive debate
responding to the needs and views of the community;
representing their constituents;
behaving in an ethical way and being open about interests;
commenting on proposals to ensure the best outcome; and
voting – to enable the Council to make decisions.

Members are elected to office and would normally serve on the Council for a term of four
years (an election period). From 2022, the term of office will be five years.
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The Council is a corporate body with perpetual succession and is distinct from its Members
(either as individuals or collectively) for the time being. Its lawful acts, assets and liabilities
are its own and not those of the members. The Council remains in uninterrupted existence
from the moment of its creation, even if all its members vacate office, or if its membership
falls so low that it is unable to act for want of a quorum.
Law determines what the Council must do (known as its duties), what it can choose to do
(known as its powers) and what it cannot do. Law empowers the Council to act; it underpins
its procedures and finances and governs relationships with other local bodies, groups and
organisations that the Council chooses to work with in the community.
Unlike Neath Port Talbot County Borough Council (which has a power to promote well-being)
the Council doesn’t have a General Power of Competence; it doesn’t have an unlimited
power to do whatever it chooses (however this Power is being considered at Welsh
Government and whether this Power should/if be awarded to ‘Town or Community Councils
who can qualify’). Currently, it can do only what it has been given a specific power to do by
statute and as such is controlled by Acts of Parliament.
It is illegal for the Council to spend money if it has no statutory power to act. However, it does
have a limited power to incur expenditure which in its opinion is in the interest of, and will
bring direct benefit to its area or any part of it or all or some of its residents (Local Government
Act 1972, Section 137). However, the benefit obtained under S137 must be commensurate
with (in proportion to) the expenditure occurred. The Council cannot use S137 if there is a
specific power that applies to the function in question or area of spending.
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DECISION MAKING AND THE DELEGATION OF SPENDING.
Whenever the Council conducts business it must ensure that the decisions it takes are both
lawful and reasonable. It cannot use unlawful practices and procedures to make a decision
nor should it act beyond its powers.
Under specific powers contained in the Local Government Act 1972, Section 101, the Council
may arrange for the discharge of any of its functions by a committee, a sub-committee, an
officer of the Council or by any other local authority.
The business of the Council is quite varied however it has chosen not to discharge any of its
functions to the various committees to make any decisions on its behalf. The Terms of
Reference sets out the schemes of committees (covered in this Constitution). The Council
has established a scheme of delegation to the Clerk to enable them to make urgent decisions
in between the cycle of committee and sub-committee meetings to enable the smooth running
of the Council. Individual members are not able to make a decision on behalf of the Council
– including the Chairman or Deputy Chairman, as this is unlawful.
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CONDUCTING BUSINESS
The Council conducts its business by the Clerk convening formal Council and Committee
meetings to which members are summoned to attend. These meetings are supported by
formal agendas compiled and signed by the Clerk which specify the business to be
transacted. The Council has appointed standing committees (committees which meet on an
on-going basis). As there are no delegated powers these committees will make
“recommendations” to the Council as opposed to making “resolutions”.
The Council’s standing and sub-committees meet at 6.00 p.m. on a monthly cycle as follows;
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Full Council
Estates Committee
Events Committee
Finance Committee
Policy & Personnel Committee
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1st Thursday of the month
2nd Thursday of the month
2nd Thursday of the month (straight after Estates)
3rd Thursday of the month
Monthly (timing/day confirmed each month due to availability)

MEETINGS AND PROCEDURES OF THE COUNCIL
5.1.

GENERAL
i.

The Council by law must meet annually. In an election year, the Annual Meeting
must take place on, or within fourteen days of the day on which the elected
members take office. In any other year it may be held on any day in May.

ii.

In addition to the Annual Meeting, the Council may hold such number of other
meetings (known as ordinary Full Council meetings) as deemed necessary for
the transaction of its business. Such meetings may be held by virtue of Council
Standing Orders, or may be specially convened. Council meetings are held at
6.00 p.m. on the first Thursday of every month (except August).

iii.

An ordinary Full Council meeting is called by the Clerk in pursuance of statutory
rules or under Standing Orders and includes a meeting convened by him to
elect the Chair of Council when a casual vacancy has arisen in the Chair.

5.2

5.3

NOTICE OF MEETINGS
i.

At least three clear days (not including the days of issue and meeting or a
Sunday) before a Council meeting takes place, notice of the time and place of
the meeting will be displayed on the Council’s website, digital screen and public
notice boards.

ii.

In addition to the public notices, the Clerk (as proper officer) will sign and serve
a summons on every member to attend, specifying the business to be
transacted (agenda).

iii.

It has been agreed that Neath Town Council will use the online Members Portal
of the website for circulation of papers. Also agreed was for those Members
who wish to receive a paper copy, this is collected from the Administration
Offices the day after the summons is served. The papers are presented in
such a way so the member who received it can identify the matters to be
discussed.

iv.

The Council cannot lawfully decide on any matter which is not specified in the
summons.

DECISION
i.

Every item of business included on a meeting agenda requiring a decision must
be decided by the majority of those members present and voting thereon. In
the case of an equality of votes the Chair had the casting vote, as well as an
original vote.
4|Page

5.4

5.4

MINUTES
i.

The Council has a duty by law to keep a record of its meetings otherwise known
as minutes of its proceedings. Minutes are formal records of decision taken and
are not meant to be a verbatim record of a whole meeting. Some background
context of the decision taken may be necessary. Minutes must be signed at the
same or the next following meeting by the presiding Chairman. The Council’s
minutes are recorded and consecutively numbered.

ii.

The minutes are signed as to their accuracy. It is not permitted to reopen
discussion on a decision recorded in the minutes (e.g. under matters arising)
unless there is a specific item on the agenda relating to that decision.

iii.

To expedite the work of its committees / sub-committees the Council receives
and confirms the accuracy of the minutes generated from those bodies on a
cyclical basis at its next following Council meeting.

iv.

From May 2021, The Local Government and Elections (Wales) Act 2021 states
that the Council must make available these key documents within seven
working days of the Full Council meetings. These draft minutes will be shared
on the Council’s website and once ratified and agreed in the next Full Council,
will be stored on the website for further reference.

ADMISSION TO MEETINGS
i.

5.6.

PUBLIC PARTICIPATION
i.

5.7

The Public Bodies (Admission to Meetings) Act 1960 Section 1, extended by
the Local Government Act 1972 Section 100, provides that meetings of the
Council (including committee / sub-committees) shall be open to the press and
public. Provision is made for excluding the public and press by resolution when
confidential business is being considered (or for other special reasons stated in
the resolution) and publicity would be prejudicial to the public interest. As a
general rule of thumb some items, such as staff details, tendering discussions,
contractual negotiations, legal proceedings and sensitive disputes should not
be discussed in public.

Whilst the Council’s meetings are held in public, they are not public meetings
and so public participation is not normally permitted. On very few occasions
when the Council is discussing a contentious issue, the Chair of the meeting
may feel it is beneficial to permit public participation, this does not mean that
members of the public can join in the debate; it means the meeting is adjourned
(standing orders put into abeyance) at a suitable moment so that the public can
make their points. This may be done at a suitable point at the beginning of a
meeting. Council officers and invited guests may speak during meetings when
invited by the Chairman to do so.

COVID REGULATIONS
i.

This year new Local Authorities (Coronavirus) (Meetings) (Wales) Regulations
2020 have been imposed during the COVID pandemic. This has encouraged
and supported the Town Council to hold monthly Full Council meetings and an
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Annual Meeting of Council throughout lockdown and restrictions. Additionally,
Committee meetings have now been reinstated on the preferred ‘Zoom’ video
conferencing platform. This has enabled the Town Council to continue function
as best it can and provide all services with little disruption to the community it
serves. Additional processes have been put in place by the Council to ensure
that public and staff are safe and protected as best they can. The Town Council
will continue to monitor and review all these processes on a monthly basis.
The Local Government and Elections (Wales) Act 2021 ‘makes it easier for
meetings to take place through a variety of arrangements’. This Act makes a
permanent provision for remote meetings (multi location) and electronic
publication of documents. Currently the Council operate Full Council meetings
in Neath Town Hall which allows for current social distancing measures to be in
place. All Committee and Sub Committee meetings are held via remote access
and Zoom with excellent attendance.
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Standing Orders
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NEATH TOWN COUNCIL
‘Working for the Community’

Standing Orders
June 2021 (COVID-19)
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INTRODUCTION
These model standing orders update the National Association of Local Council’s (NALC) model standing
orders contained in “Local Councils Explained” by Meera Tharmarajah (© 2013 NALC). This publication
contains new model standing orders which reference new legislation introduced after 2013 when the last
model standing orders were published.
HOW TO USE MODEL STANDING ORDERS
Standing orders are the written rules of a local council. Standing orders are essential to regulate the
proceedings of a meeting. A council may also use standing orders to confirm or refer to various internal
organisational and administrative arrangements. The standing orders of a council are not the same as the
policies of a council but standing orders may refer to them.
Local councils operate within a wide statutory framework. NALC’s model standing orders incorporate and
reference many statutory requirements to which councils are subject. It is not possible for the model standing
orders to contain or reference all the statutory or legal requirements which apply to local councils. For
example, it is not practical for model standing orders to document all obligations under data protection
legislation. The statutory requirements to which a council is subject apply whether or not they are incorporated
in a council’s standing orders.
The model standing orders do not include model financial regulations. Financial regulations are standing
orders to regulate and control the financial affairs and accounting procedures of a local council. The financial
regulations, as opposed to the standing orders of a council, include most of the requirements relevant to the
council’s Responsible Financial Officer. Model financial regulations are available to councils in membership
of One Voice Wales (OVW). These are attached and form the full Neath Town Council Constitution.
DRAFTING NOTES
Model standing orders that are in ‘bold type’ contain legal and statutory requirements. It is recommended
that councils adopt them without changing them or their meaning. Model standing orders not in bold are
designed to help councils operate effectively but they do not contain statutory requirements so they may be
adopted as drafted or amended to suit a council’s needs. It is NALC’s view that all model standing orders will
generally be suitable for councils.
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RULES OF DEBATE AT MEETINGS
a

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

b

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

c

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

d

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

e

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

f

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

g

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

h

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

i

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

j

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

k

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

l

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

m

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

n

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

o

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

p

i.

to speak on an amendment moved by another councillor;

ii.

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

iii.

to make a point of order;

iv.

to give a personal explanation; or

v.

to exercise a right of reply.

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

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

r

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

to amend the motion;

ii.

to proceed to the next business;

iii.

to adjourn the debate;

iv.

to put the motion to a vote;

v.

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

vi.

to refer a motion to a committee or sub-committee for consideration;

vii.

to exclude the public and press;

viii.

to adjourn the meeting; or

ix.

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

s

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

t

Excluding motions moved under standing order 1(r), the contributions or speeches by a councillor shall
relate only to the motion under discussion and shall not exceed 10 minutes without the consent of the
chairman of the meeting.

DISORDERLY CONDUCT AT MEETINGS
a

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

b

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

c

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

MEETINGS GENERALLY
a

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

b

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

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

d

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

e

The preferred method of communicating with the Council is that any member of the public can contact
their Councillor directly or write to the Council via the Clerk. Should they wish to attend a meeting and
the Chairman of Council agrees to this, their questions should be submitted to the Clerk, three days
in advance in order that Council can prepare a response in a timely manner.

f

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

g

The period of time designated for public participation at a meeting in accordance with standing order
3(e) shall not exceed (5) minutes unless directed by the chairman of the meeting.

h

Subject to standing order 3(f), a member of the public shall not speak for more than (1) minute.

i

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

j

A person shall raise his hand when requesting to speak (except when a person has a disability or is
likely to suffer discomfort).

k

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

l

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

m

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

n

Recordings of any Committee (audio or video) will be conducted by authorised Council Officers for
the purposes of recording the minutes and potentially live streaming meetings, if this proves
appropriate. This includes Councillors.

o

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

p

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

q

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

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

s

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

t

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

u

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

the time and place of the meeting;

ii.

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

iii.

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

iv.

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

v.

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

vi.

if there was a public participation session; and

vii.

the resolutions made.

v

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

w

No business may be transacted at a Full Council meeting unless at least one-third of the
whole number of members of the Council are present and in no case shall the quorum of a
meeting be less than six, except for Estates Committee, by agreement will be 5 due to previous
Councillor attendance issues. All other Committees shall be half to make a quorum.
See standing order 4(d)(viii) for the quorum of a committee or sub-committee meeting.

x

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

y

A meeting shall not exceed a period of 3 hours.

COMMITTEES AND SUB-COMMITTEES
a

Unless the Council determines otherwise, a committee may appoint a sub-committee whose
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terms of reference and members shall be determined by the committee.
b

The members of a committee may include non-councillors unless it is a committee which
regulates and controls the finances of the Council.
Unless the Council determines otherwise, all the members of an advisory committee and a subcommittee of the advisory committee may be non-councillors.

c

The Council may appoint standing committees or other committees as may be necessary, and:

i.

shall determine their terms of reference;

ii.

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

iii.

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

iv.

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

v.

may, subject to standing orders 4(b) and (c), appoint and determine the terms of office of the substitute
members to a committee whose role is to replace the ordinary members at a meeting of a committee if
the ordinary members of the committee confirm to the Proper Officer (1) day before the meeting that
they are unable to attend;

vi.

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

vii.

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

viii.

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

ix.

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

x.

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

xi.

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

xii.

may dissolve a committee or a sub-committee.

d

The Town Mayor, Leader and Deputy Leader of the Council shall be ex-officio members of all
Committees without voting rights unless:

i.

they are appointed in their own right as a member of the Committee;

ii.

they signify in writing to the Town Clerk that they do not wish to serve on a Committee;

iii.

the Town Council determine that they should not be a member of a Committee.
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ORDINARY COUNCIL MEETINGS
a

In an election year, the Annual Meeting of the Council shall be held on or within 14 days
following the day on which the councillors elected take office.

b

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

c

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

d

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

e

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

f

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

g

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

h

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

i

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

j

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

i.

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

ii.

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

iii.

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

iv.

Consideration of the recommendations made by a committee;

v.

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

vi.

Review of the terms of reference for committees;

vii.

Appointment of members to existing committees;
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viii. Appointment of any new committees in accordance with standing order 4;
ix.

Review and adoption of appropriate standing orders and financial regulations;

x.

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

xi.

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

xii.

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

xiii. Confirmation of arrangements for insurance cover in respect of all insurable risks;
xiv. Review of the Council’s and/or staff subscriptions to other bodies;
xv.

Review of the Council’s complaints procedure;

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

xvii. Review of the Council’s policy for dealing with the press/media;
xviii. Review of the Council’s employment policies and procedures;
xix. Review of the Council’s expenditure incurred under s.137 of the Local Government Act 1972 or
the power of well-being.

xx.

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

EXTRAORDINARY
COMMITTEES

MEETINGS

OF

THE

COUNCIL,

COMMITTEES

AND

SUB-

a

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

b

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

c

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

d

If the chairman of a committee [or a sub-committee] does not call an extraordinary meeting within 7
days of having been requested to do so by 6 members of the committee [or the sub-committee], any 6
members of the committee [or the sub-committee] may convene an extraordinary meeting of the
committee [or the sub-committee].
ATTENDANCE OF MEMBERS AT COMMITTEE PROCEEDINGS

7.1

A Member of the Town Council shall be entitled to attend all Committee meetings of the
Council, but shall not be permitted to take part in the proceedings of a Committee unless
appointed to the membership of that Committee.
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7.2

A Member may take part in the proceedings of a Committee to which the Member has not
been appointed with the consent of that Committee. However, the Member shall not be
entitled to vote on the proceedings of that Committee.

7.3

The right of attendance at meetings permitted under this Standing Order shall not apply to
Sub-Committees, Working Groups or Panels. However, where there is a need to know
information being considered by a Sub-Committee or other body to enable a Member to
properly fulfil his/her role or duties as a Town Councillor, that Member may be permitted to
attend a meeting with the agreement of the Chair of the Sub-Committee or other body.

PREVIOUS RESOLUTIONS
a

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

b

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

VOTING ON APPOINTMENTS
a

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

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

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

b

No motion may be moved at a meeting unless it is on the agenda and the mover has given written
notice of its wording to the Proper Officer at least 3 clear days before the meeting. Clear days do not
include the day of the notice or the day of the meeting.

c

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

d

If the Proper Officer considers the wording of a motion received in accordance with standing order 9(b)
is not clear in meaning, the motion shall be rejected until the mover of the motion re-submits it, so that
it can be understood, in writing, to the Proper Officer at least 3 clear days before the meeting.

e

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

f

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

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

h

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

i

A Council Member, who has proposed a motion and which has been referred to a Committee, shall be
entitled to attend the meeting of the Committee to which the motion has been referred and to speak to
the motion.

MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE
a

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

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

ii.

to move to a vote;

iii.

to defer consideration of a motion;

iv.

to refer a motion to a particular committee or sub-committee;

v.

to appoint a person to preside at a meeting;

vi.

to change the order of business on the agenda;

vii.

to proceed to the next business on the agenda;

viii.

to require a written report;

ix.

to appoint a committee or sub-committee and their members;

x.

to extend the time limits for speaking;

xi.

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

xii.

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

xiii.

to exclude a councillor or member of the public for disorderly conduct;

xiv.

to temporarily suspend the meeting;

xv.

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

xvi.

to adjourn the meeting; or

xvii.

to close the meeting.

MANAGEMENT OF INFORMATION
See also standing order 20.
a

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

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

c

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

d

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

DRAFT MINUTES
a

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

b

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

c

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

d

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

e

Subject to standing order 20(a) and following a resolution which confirms the accuracy of the minutes
of a meeting, the draft minutes or recordings of the meeting for which approved minutes exist shall
be immediately destroyed.

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

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

b

All councillors and non-councillors with voting rights shall undertake training in the code of conduct
within six months of the delivery of their acceptance of office form.

c

Dispensation requests shall be in writing and submitted to the Clerk for Full Council as soon
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as possible before the meeting that the dispensation is required for.

CODE OF CONDUCT COMPLAINTS
a

Upon notification by the Proper Officer that it is dealing with a complaint that a councillor or noncouncillor with voting rights has breached the Council’s code of conduct, the Proper Officer shall,
subject to standing order 11, report this to the Chair of Council, Leader and Deputy Leader of Council
(majority party) and the Chair of the political party which relates to the Member, where appropriate.

b

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

c

The Council may:

16
16.1

i.

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

ii.

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

iii.

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

LEADER AND DEPUTIES OF POLITICAL GROUPS
Where a grouping of Members (political or otherwise) exists amongst the Council
membership and that group has appointed a Leader and Deputy Leader, the names of the
persons appointed shall be notified to the Town Clerk who, in turn, shall report the relevant
details to the Council either at the Annual Meeting, or at an ordinary meeting in the event of
any change in appointment during the year.
LEADER OF THE COUNCIL

16.1

The Leader and Deputy Leader of the majority group (political or otherwise) shall be
designated as Leader and Deputy Leader of the Council.

16.2

The Leader of the Council shall be the first line of reference for the Town Clerk in all matters
of agreed Council policy and direction. In the absence of the Leader, the Deputy Leader of
the Council shall become the first line of reference.
PROPER OFFICER (ALSO SEE DELEGATED POWERS)

a

The Proper Officer is the Clerk and the Deputy Clerk/Responsible Financial Officer who have been
nominated by the Council to undertake the work of the Proper Officer when the Proper Officer is absent.

b

The Proper Officer shall:

i.

at least three clear days before a meeting of the council, a committee or a sub-committee:



serve on councillors by delivery or post at their residences a signed summons confirming
the time, place and the agenda; and
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provide, in a conspicuous place, public notice of the time, place and agenda (provided that
the public notice with agenda of an extraordinary meeting of the Council convened by
councillors is signed by them) and publish electronically notice of the time and place and,
as far as reasonably practicable, any documents relating to the business to be transacted
at the meeting unless they relate to business which is likely to be considered in private or
if their disclosure would be contrary to any enactment.

See standing order 3(b) for the meaning of clear days for a meeting of a Full Council and standing order 3(c)
for the meaning of clear days for a meeting of a committee;
ii.

subject to standing order 9, include on the agenda all motions in the order received unless a
councillor has given written notice at least 3 days before the meeting confirming his withdrawal
of it;

iii.

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

iv.

facilitate inspection of the minute book by local government electors;

v.

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

vi.

hold acceptance of office forms from councillors;

vii.

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

viii.

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

ix.

liaise, as appropriate, with the Council’s Data Protection Officer;

x.

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

xi.

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

xii.

arrange for legal deeds to be executed;

See also standing order 23;
xiii.

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

xiv.

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

xv.

refer a planning application received by the Council to the [Chairman or in his absence the ViceChairman (if there is one) of the Council] OR [Chairman or in his absence Vice-Chairman (if there
is one) of the Committee] within two working days of receipt to facilitate an extraordinary meeting
if the nature of a planning application requires consideration before the next ordinary meeting of
[the Council] OR committee];

xvi.

manage access to information about the Council via the publication scheme; and
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xvii.

retain custody of the seal of the Council (if there is one) which shall not be used without a
resolution to that effect.

See also standing order 23.

RESPONSIBLE FINANCIAL OFFICER
a

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

ACCOUNTS AND ACCOUNTING STATEMENTS
a

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

b

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

c

The Responsible Financial Officer shall supply to each councillor as soon as practicable after 30 June,
30 September and 31 December in each year a statement to summarise:

d

i.

the Council’s receipts and payments (or income and expenditure) for each quarter;

ii.

the Council’s aggregate receipts and payments (or income and expenditure) for the year to
date;

iii.

the balances held at the end of the quarter being reported and which includes a comparison
with the budget for the financial year and highlights any actual or potential overspends.

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

e

i.

each councillor with a statement summarising the Council’s receipts and payments (or income
and expenditure) for the last quarter and the year to date for information; and

ii.

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

The year-end accounting statements shall be prepared in accordance with proper practices and apply
the form of accounts determined by the Council (receipts and payments or income and expenditure)
for the year to 31 March. A completed draft annual governance and accountability return shall be
presented to all councillors at least 14 days prior to anticipated approval by the Council. The annual
governance and accountability return of the Council, which is subject to external audit, including the
annual governance statement, shall be presented to the Council for consideration and formal approval
before 30 June.

FINANCIAL CONTROLS AND PROCUREMENT
a

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

the keeping of accounting records and systems of internal controls;

ii.

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

iii.

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

iv.

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

v.

subject to standing orders 18(e) and (f) whether contracts with an estimated value below £15,000
or due to special circumstances are exempt from a tendering process or procurement exercise .

b

Financial Regulations, included in this Constitution, shall be reviewed regularly and at least annually
for fitness of purpose.

c

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

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

ii.

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

iii.

the invitation to tender shall be advertised locally as seen appropriate by the external expert who
is project leave for the particular project, and in any other manner that is appropriate;

iv.

tenders are to be submitted in writing in a sealed marked envelope addressed to the Proper
Officer, or delivered to an external expert in that particular field of work;

v.

tenders shall be opened by the Proper Officer in the presence of at least one councillor after the
deadline for submission of tenders has passed, unless the process is being dealt with my an
external expert in that particular field of work;

vi.

tenders are to be reported to and considered by the Full Council meeting of the Council or a
committee or sub-committee with delegated responsibility.

d

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

e

A public contract regulated by the Public Contracts Regulations 2015 with an estimated value
in excess of £181,302 for a public service or supply contract or in excess of £4,551,413 for a
public works contract (or other thresholds determined by the European Commission every
two years and published in the Official Journal of the European Union (OJEU)) shall comply
with the relevant procurement procedures and other requirements in the Public Contracts
Regulations 2015 which include advertising the contract opportunity on the Contracts Finder
website and in OJEU.

f

A public contract in connection with the supply of gas, heat, electricity, drinking water,
transport services, or postal services to the public; or the provision of a port or airport; or the
exploration for or extraction of gas, oil or solid fuel with an estimated value in excess of
£363,424 for a supply, services or design contract; or in excess of £4,551,413 for a works
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contract; or £820,370 for a social and other specific services contract (or other thresholds
determined by the European Commission every two years and published in OJEU) shall
comply with the relevant procurement procedures and other requirements in the Utilities
Contracts Regulations 2016.

HANDLING STAFF MATTERS (See Staff Handbook)
a

A matter personal to a member of staff that is being considered by a meeting of Policy & Personnel
Committee is subject to standing order 11.

b

Subject to the Council’s policy regarding absences from work, the Clerk shall notify the Policy &
Personnel Committee of any relevant absence occasioned by illness or other reason and that person
shall report such absence to the Clerk, this will be reported to and covered by the Policy & Personnel
Committee.

c

The Clerk shall upon a resolution conduct a review of the performance and annual appraisal of the
work of members of staff. The reviews and appraisal shall be reported in writing and are subject to
approval by resolution by the Policy & Personnel Committee.

d

Subject to the Council’s policy regarding the handling of grievance matters, the Council’s most senior
member of staff (or other members of staff) shall contact the Chairman of the Council or in his absence,
the Vice-Chairman of Council, Leader and Deputy Leader of the Council (majority party) in respect of
an informal or formal grievance matter, and this matter shall be reported back and progressed by
resolution of Policy & Personnel Committee.

e

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

f

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

g

The Town Council will determine from time to time whether vacant posts should be filled following
interview by the Town Clerk and members of the Policy & Personnel Committee.

h

These posts will be advertised internally and if not filled, publicly advertised.

RESPONSIBILITIES TO PROVIDE INFORMATION
See also standing order 21.
a

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

RESPONSIBILITIES UNDER DATA PROTECTION & GDPR LEGISLATION
(Below is not an exclusive list).

See also standing order 11.
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a

The Council may appoint a Data Protection Officer.

b

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

c

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

d

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

e

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

f

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

RELATIONS WITH THE PRESS/MEDIA
a

Requests from the press or other media for an oral or written comment or statement from the Council,
its councillors or staff shall be handled in accordance with the Council’s policy in respect of dealing with
the press and/or other media.
The public and press shall be admitted to all meetings of the Council and its committees and subcommittees, which may, however, temporarily exclude the public by means of the following resolution:“That in view of the (special) (confidential) nature of the business about to be transacted, the following
matter(s) be considered in private and the poser of exclusion of the public under Section 1 (2) of the
Public Bodies (admission to Meetings Act 1960) be exercised”

b.

The Council shall state the special reason for exclusion.

c.

At all meetings of the Council the Chairman may at his discretion at the beginning of a meeting, or at a
convenient time in the transaction of business, suspend the standing orders so as to allow a member
of the public to address the meeting in relation to the business to be transacted at that meeting.

d.

The Clerk shall afford to the press reasonable facilities for the taking of their report of any proceedings
at which they are entitled to be present. There shall be no audio or video recording or photographs of
the meeting without the express approval of the Council.

e.

If a member of the public interrupts the proceedings at any meeting, the Chairman may, after warning,
order that he be removed from the meeting and may adjourn the meeting for such period as is
necessary to restore order.

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

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

b

Subject to standing order 23(a), the Council’s common seal shall alone be used for sealing a
deed required by law. It shall be applied by the Proper Officer in the presence of two councillors
who shall sign the deed as witnesses.

The above is only applicable to a Council with a common seal
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RESTRICTIONS ON COUNCILLOR ACTIVITIES
i.

Unless duly authorised no councillor shall:

ii.

inspect any land and/or premises which the Council has a right or duty to inspect; or

iii.

issue orders, instructions or directions.

STANDING ORDERS GENERALLY
a

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

b

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

c

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

d

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

28

MOBILE PHONES
Mobile phones must be switched off or on “silent” mode at all times during meetings of Council,
Committees, Sub-Committees and Working Parties. The only exception to this is where due to
wholly exceptional circumstances the Chair has agreed prior to the meeting that the mobile
phone might be left on.

29

REVISION
It will be the duty of the Council to review these Standing Orders via the Policy & Personnel
Committee from time to time to ensure they remain fit for purpose, usually best practice will be
after each Annual Meeting of Council but no less than every 5 years.
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SECTION 3
Clerk’s Scheme of Delegated Powers
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CLERK’S SCHEME OF DELEGATED POWERS
1.

INTRODUCTION
This Scheme of Delegation is derived from the provisions contained in Sections 101 and 151
or the Local Government Act 1972.
The Clerk is authorised to make arrangements for the proper administration of the functions
falling within his responsibility.
1.1

The Clerk may authorise officers to exercise on his behalf, functions delegated to them.
Any decisions taken under this authority shall remain the responsibility of the Clerk
and must be taken in the name of the Clerk who shall remain accountable and
responsible for such decisions.

1.2

The Scheme delegates powers and duties within various functional descriptions and
includes powers and duties under all legislation present and future within those
descriptions. Any reference to a specific statute includes any statutory extension or
modification or re-enactment of such statute and any regulations, orders or bylaws
made there under.

1.3

In exercising delegated powers the Clerk shall comply with:i.
ii.
iii.
iv.
v.
vi.
vii.
viii.

1.4

Any statutory provisions;
The Council’s Standing Orders (The Responsible Financial Officer will manage
the Council’s Financial Regulations);
The Council’s Policy Framework and Budget;
The Officer’s Code of Conduct;
Agreed arrangements for recording decisions;
Taking legal or other appropriate professional advice when required;
The principles of Best Value by using the most efficient and effective means
available;
The need to consult persons or representatives of persons who may be affected
by the decision, including where appropriate the local ward member.

The scheme does NOT delegate any matter which:i. Is reserved by law or by these Standing Orders and (*Financial Regulations);
ii. Which may not by law be delegated to an officer.

1.5

The Scheme places an obligation on the Clerk to keep the appropriate member(s)
properly informed of decisions made under these delegations.
Where the Clerk makes a significant decision which is based upon a power delegated
from the Council, that decision must be retrospectively reported and recorded in the
Council Minutes and made available on request to individual councillors and to the
public, subject to any limitations on exempt or confidential information.

1.6

It is always open to the Council or any Committee of the Council as appropriate to take
decisions on any matter falling within the delegated power of the Clerk, provided that
as far as committees are concerned the matter falls within their terms of reference.
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2.

1.7

Where expenditure is involved, such action shall be conditional upon financial
provision being included within the approved budget of the Council and Financial
Procedure Rules being complied with in conjunction with the Responsible Financial
Officer. However, if the financial matter is urgent, usually referring to the Council’s
Investment Properties, the Clerk is given authority to speak to the Mayor, Deputy
Mayor and Leader, Deputy Leader plus the Chair and Deputy Chair of Finance of the
majority political party, to obtain guidance and authority to proceed.

1.8

The Council will review from time to time as may be necessary the general operation
of this Scheme of Delegation with any variation or amendment requiring the approval
of the Council.

1.9

In exercising these delegated powers the Clerk shall have broad discretion subject to
complying with all relevant legislation, the Council’s Procedure Rules and Financial
Procedure Rules and overall Council policy, to use the most efficient and effective
means available, including the deployment of staffing and other resources within his
control and the procurement of other resources necessary, whether within or outside
the Council.

1.10

The Clerk shall act so as to achieve the policies and objectives of the service area,
always having regard to the overall corporate interests of the Council.

1.11

In exercising delegated powers, the Clerk shall consult other officers as appropriate
and shall have regard to any advice given.

1.12

It shall always be required that the Clerk consult the Chairman of Council, Leader, and
Deputy Leader, before exercising delegated powers.

GENERAL POWERS
2.1

Determination of all matters which are not required to be considered by the Council or
which have not been referred to a committee or a sub-committee for determination.

2.2

Determination of any urgent matter in the purview of the Council or any committee
where it is impractical to convene a meeting of that body to consider the matter.

2.3

To incur expenditure or take any other step in the day to day operation of Council
services in accordance with approved budgets of any service area.

2.4

To take action on behalf of the Council in consultation with the Chairman of Council,
Vice Chairman and/or Committee Chairman plus Leader and Deputy Leader in any
urgent matter which does not allow for prior authorisation to be obtained where:i.
ii.

iii.

There is a serious risk of significant cost to the Council of loss of income
resulting from lack of immediate action;
The Council’s property or staff or persons in its care or for whom it has a
responsibility would otherwise be placed at serious risk of suffering
harm/damage.
An emergency or disaster involving destruction or danger to life or property
occurs or is imminent or there is reasonable grounds for apprehending such an
emergency or disaster and such action in calculated to avert, alleviate or
eradicate the effects or potential effects of the event.
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3.

2.5

In the event of any matter arising which requires urgent attention or decision, the Town
Clerk shall consult with the Mayor, Leader and Deputy Leader as appropriate and shall
be deemed to have delegated power, as the case may be.

2.6

When exercising the delegated powers permitted above, the Members consulted shall
consider whether the matter is of sufficient importance to justify the summoning of the
appropriate Committee and where such a meeting is convened the Committee
concerned shall have delegated power to act on behalf of the Council in respect of the
particular matter then under consideration.

2.7

When exercising the delegated powers granted above the Committee concerned shall
consider whether the matter is of sufficient importance to justify a recommendation to
convene a Special Full Council meeting to discuss the issue.

2.8

In exceptional circumstances of urgency or emergency which will not admit to delay
and the Town Clerk is unable to consult with relevant Members in accordance with this
Standing Order, the Town Clerk shall be authorised to act for the Town Council.

ADMINISTRATION
3.1

To make a major contribution to formulation, development, revision, monitoring and
review of the Council’s objectives and its strategies for achieving them.

3.2

To support initiatives of the Council through research, analysis and to advise the
Council accordingly.

3.3

To make proposals for revision and amendments to Council policies and procedures
where he feels these may be beneficial to the area, to the administration of the Council
and/or to the correct conduct of Council business.

3.4

To be responsible for the safe, secure, convenient and accessible custody of all deeds,
plans, records, correspondence and other documents concerning the Council.

3.5

To receive and process correspondence and documents on behalf of the Council and
to deal expeditiously therewith bringing such items to the attention of the Council or
appropriate committee or Chairman as appropriate. To respond on behalf of the
Council and as directed to all correspondence. Correspondence which is received
outside the meeting cycle will either be presented to the relevant next Committee or
will be presented to the next Full Council meeting.

3.6

To supervise members of staff and to undertake all necessary activities in connection
with the management of salaries, conditions of employment and work of other staff.
To develop the skills of all employees and to identify training needs and attendance at
appropriate training courses. To develop appropriate personnel policies and
procedures.

3.7

Advise the Council on the development of the offices of Chairman and Vice Chairman
of Council and to advise and assist the incumbents in the performance of their duties.

3.8

To develop the local profile of the Council and to establish and maintain constructive
relationships with other local authorities, local groups, the press and relevant
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organisations who share the interests of the Council. Furthermore, to represent the
Council as required at public meetings and other events and to issue statements and
press releases concerning the activities or decisions of the Council.
3.9

4.

HEALTH AND SAFETY AT WORK
4.1

5.

To undertake statutory and non statutory publicity and consultations. All PR will be
agreed with nominated Councillors.

To be responsible, in conjunction with the Key Safety Solutions the Council’s Health
and Safety Consultants for all matters in relation to Health and Safety at work as
defined in the Council’s Health and Safety Policy and Arrangements for
Implementation.

PROPER OFFICER FUNCTIONS
5.1

The Clerk to the Council is the Proper Officer of the Council and, therefore, is under a
statutory duty to carry out all the functions and, in particular, to serve or issue all the
notifications required by law of a local authority’s Proper Officer.

5.2

Proper Officer functions under the Local Government Act 1972 are delegated as
follows:i.
ii.
iii.
iv.
v.
vi.
vii.

viii.

5.3

6

The Council has made arrangements for the proper administration of its financial
affairs and has appointed a Responsible Financial Officer (RFO). The RFO has
responsibility for the administration of those affairs in accordance with Section 151 of
the Local Government Act 1972 and more specifically as prescribed in the Council’s
Financial Regulations.

LEGAL AGREEMENTS AND CONTRACTS
6.1

7.

To sign summonses to attend Council, Committee and Sub-Committee
meetings;
To exclude reports or parts of reports from the right of public inspection;
To receive and retain deposited documents;
To certify documents;
To sign any documents on behalf of the Council relating to land;
To attest the Common Seal of the Council as the officer authorised under the
Council’s Standing Orders;
To sign any contractual documents on behalf of the Council relating to any
matter subject (as appropriate) to advice about the proposed signing of such
document in advance of such signing;
To receive Declarations of Acceptance of Office by Neath Town Councillors and
Co-opted members.

To sign or attest the seal of the Council in respect of any contract or legal agreement
in conjunction with the Chairman of the Council

EXTERNAL LEGAL ADVICE
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7.1

8.

To procure external legal advice and support in relation to any proceedings or matter
involving the Council or partnership in which the Council has an interest where that is
considered to be appropriate.

PLANNING MATTERS
8.1

8.2

To determine planning applications in the following instances:
8.1.1

Where a limited number of planning applications are received prior to the cut
off point for despatch of each Committee.

8.1.2

Delegated power is granted on the understanding that at all times, the
Chairman of Committee and the local ward members (to which the planning
applications relate) are consulted prior to determination of the application.

8.1.3

As a general rule of thumb, controversial or high profile planning applications
promoting large scale or major development proposals are excluded from the
scheme of delegation. For the avoidance of doubt large scale or major
developments exclude standard planning applications covering proposals
such as house extensions, porches, conservatories, garages and erection of
signs.

8.1.4

The Clerk is authorised to exercise discretion in determining when to use
delegated powers based on the number and type of planning applications
received at any given time, in order to further determine whether a committee
meeting ought to be convened, provided always that there are no other items
of correspondence or matters requiring urgent committee approval or attention
and which form part of the committee agenda.

8.1.5

In instances where planning applications have been determined by the Clerk
an information report is to be prepared and presented to the next ordinary
committee meeting, providing details of the applications in order for there to
be a formal record in the Council minutes.

To also determine planning applications in the following instances:
8.2.1

All telecommunication planning applications given the strict 21 day
consultation deadline imposed by the Planning Authority, when responding to
such applications.

8.2.2

The determination of planning correspondence associated with the
submission of planning application amendments, where such applications fall
outside the normal cycle of committee meetings.

8.2.3

Furthermore, to retrospectively report such applications or matters referred to
in 8.2.1 and 8.2.2, to committee as part of the information reporting procedure
set out in 8.1.5.
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SECTION 4
Role & Duties of Chairman of Council
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ROLE AND DUTIES OF CHAIRMAN OF COUNCIL
‘Town Council Mayor’
The word ‘Chairman’ means the person actually presiding at a meeting and ‘Council’ includes
‘committees’, where any function has been delegated.
The Council’s instructions are conveyed by resolutions and it is the purpose of the Council’s
proceedings to reach, without unreasonable delay, an intelligible and lawful decision for the right
reasons. The whole duty of a Chairman is to ensure that this purpose is achieved and to this end
he must:
1. Protect the Council against outside interference;
2. Ensure that everything to be discussed is lawful;
3. Ensure that the Council is invited to deal with clear issues;
4. Ensure that as far as possible information is complete;
5. Ensure that opinions expressed are relevant to the matter in hand;
6. Ensure that the business is transacted with reasonable speed;
7. Ensure as far as possible that proceedings are friendly and free from personalities;
8. Co-operate with the officers and councillors;
9. Deciding all matters of protocol, decorum, order, competency and relevancy.
10. Determining all matters of procedure for which no provision is made within Standing Orders, in
reaching which determination he may be advised by the proper officer;
11. Deciding priority between two or more Members wishing to speak.
12. Ensuring that a fair opportunity is given to all Members to express their views on any item of
business in accordance with the terms of Standing Orders;
13. Preserving order in the meeting;
14. Ordering the exclusion of any member of the public, in order to prevent or suppress disorderly
conduct or other misbehaviour which impedes or is, in his opinion, impeding the business of the
meeting;
15. In the event of disorder arising, adjourning the meeting to a time and date he will fix then or later
having been advised by the Proper Officer if appropriate, and in leaving the Chair in such
circumstances this will, without further procedure, have the effect of a formal adjournment of the
meeting;
16. Signing the Minutes of the previous meeting, adjusted in accordance with any amendment
approved by the Council. Such amendment relating to accuracy only;
17. To preside over questions relating to Standing Orders and in reaching any decisions he may be
advised by the proper officer;
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18. Ensuring the meeting observes Standing Orders with it being the duty of the Proper Officer or
his authorised representative to call the attention of the Chairman to any breach of Standing
Orders;
19. The authority of the Chairman is limited to matters of procedure and neither increases or
decreases his right (in comparison with other Members) to discuss the merits of a particular case
or item of business. While the Chair gives his authority on matters of procedure, it confers no
rights (other than the casting vote) on matters of policy which are not possessed by other
Members.
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SECTION 5
The Composition & Cycle of Committees
The Terms of Reference of Committees
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STANDING ORDER 3,4,5 and 6
COMPOSITION OF COMMITTEES
1.1

Each Member will be allocated one committee, at present, July 2021, these are:-

Ward
2020/2021
Penrhiwtyn

Estates - 11

Finance - 10

(Quorate 5)

(Quorate 5)

(Quorate 3)

Jim Harle

Adam McGrath
Bob Price
Sara Price

Bob Price^^

Bob Price^

Leanne Jones

Breandan
MacCathail
Keith Finn

Breandan
MacCathail^

Leanne Jones^

Jamie Evans

-

Jan Lockyer#
Gareth Morgan
Paul James
Tracey Davies
Wayne Curtis
Ali Musaid
-

Specific Membership#

Sheila Penry
Sandra Miller
Alex Sims

-

Mark Protheroe

Crynallt

(Quorate 6)

Sheila Penry*
Sandra Miller+
Alex Simms^

Castle

Cefn Saeson

Full - 19

(Quorate 3)

Sheila Penry
Sandra Miller#

Melyncryddan

Llantwit/Merra

Appeals - 3

Sheila Penry
Alex Sims

Mount Pleasant

Gnoll

Policy &
Personnel - 6

Jan Lockyer

Jan Lockyer+

Ali Musaid

John Warman

Specific Membership#

Ali Musaid

*Mayor, Chair of Estates &
Finance^,
Leader/Dep.Leader+,
Past Mayor^^

Sara Price
Jim Hale
Adam McGrath
Bob Price
Keith Finn
Leanne Jones
Breandan
MacCathail
Jamie Evans
Mark Protheroe
Jan Lockyer
Paul James
Gareth Morgan
Wayne Curtis
Ali Musaied
Tracey Davies
John Warman

*Deputy Mayor,^Vice Chair
Estates & Finance
1 other (tbc)

1.2

The Chairman of the Council and Deputy Chairman, Leader and Deputy Leader shall
sit on all the above committees; by virtue of post, except for Deputy Chairman who will
not sit on Policy & Personnel due to Appeals Committee membership.

1.3

The Personnel & Policy Committee will comprise of the Chair of Council, plus Chairs
of the two Standing Committees together with Leader, Deputy Leader and Past Mayor.

1.4

The Appeal Sub-Committee will comprise of the Deputy Mayor and Deputy Chairs of
Standing Committees plus one other nominated member.

1.5

Should a Member resign/leave mid term of office, Full Council will review and agree
which Committees the replacement Member will join. This will give the opportunity to
current Members to change Committees, should they wish. This will also include the
position of School Governors and Members on any External Boards which represent
the Town Council.

1.6

For the Leader and Deputy Leader, they will have individual Membership on specific
Committees (highlighted with #)
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2.

CYCLE OF MEETINGS
Committee meetings will be held cyclically as follows (COVID Regulations apply):Full Council – Neath Town Hall (socially distanced)
First Thursday of the month (except August recess)
Estates Committee – Remote via Zoom
Second Thursday of the month (except August recess)
Finance Committee – Remote via Zoom
Third Thursday of the month (except August recess)
Policy & Personnel Committee – Remote via Zoom
Fourth Thursday of the month (except August recess) however dates and times of this meeting can
be adjusted to suit Committee members due to the meeting excluding the Public due its confidential nature.

Events Sub-Committee – Remote via Zoom
Second Thursday of the month (except August) before/after Estates Committee
Appeals Sub-Committee – Remote via Zoom
As and when required
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TERMS OF REFERENCE
FULL COUNCIL
The acts and proceedings of a Committee shall in all respects be subject to the provisions of Neath Town
Council’s Standing Orders and Financial Regulations, except as otherwise determined by Town Council.
Chair
Deputy Chair

Neath Town Mayor
Neath Town Deputy Mayor

Cllr Mrs Sheila Penry
Cllr Ali Musaid

Constitution
The Constitution of this Committee shall be nineteen (19) Members of the Council. All members of the Town
Council must attend all meetings of the Council and speak thereat with the permission of the Committee
Chair.
Attendance at Meetings
All members of the Town Council may attend all meetings of the Council and speak thereat with the
permission of the Committee Chair but may not vote unless a member of the said Committee.
Quorum of Committee
The Quorum of the Committee will be one third or six (6) Members.
Matters to be resolved by Full Council























To appoint a Town Mayor and Chair of Neath Town Council
To confirm the appointment (or dismissal) of the Clerk/Proper Officer and Responsible Financial Officer.
To issue a precept.
To discuss and approve the borrowing of money.
To approve the End of Year Accounts and Annual Return.
To appoint an Internal Auditor.
To appoint signatories for bank and building society.
To review and amend Standing Orders and Financial Regulations
To approve submitted sealed tenders in conjunction with Financial Regulations. (Tenders must be opened
as soon as practically possible after the Tender closing date and in the presence of the Mayor, Deputy
Mayor, Leader/Deputy Leader. All Members are encouraged to attend, when available (also see Financial
Regulations)),
To fix the number of Committees, and the names and number of Members appointed to each Committee
To determine the functions and constitution of Committees and Sub-committees.
To set the dates of routine meetings of the Council and its Committees.
To fix the member vacancies occurring on any Committee or Council (if required to do so by law)
To appoint or nominate persons to fill vacancies on outside bodies.
To consider legislation and the consequences thereof upon the Town Council and to determine policy.
To resolve any agreements and recommendations submitted to the Full Council by appointed committees.
To resolve at the Full Council Meeting the minutes from the previous Full Council and Committee
Meetings.
To follow the Town Councils Statement Mission with regard to Health and Safety*
To consider and make recommendations on all aspects of Health and Safety for those buildings and land
which this Council exercises control over for approval by Full Council.
To consider and make recommendations on all aspects of Health and Safety for all staff employed by the
Council for approval by Full Council.
Health & Safety will be covered in every Council meeting.

Review
These Terms of Reference are to be reviewed annually at the Annual Meeting of Council. Town Councillors
may review these Terms of Reference at an earlier date if so required.
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Terms of Reference
Estates Committee
Chair
Deputy Chair

Cllr Alex Sims
Cllr Mrs Leanne Jones

The powers, duties and functions of this Committee are as follows:Constitution
The Constitution of this Committee shall be twelve (12) Members of the Council. The Town Mayor,
Deputy Town Mayor, Leader and Deputy Leader are ex-officio Committee Members, unless
specifically nominated to that Committee. The Committee shall be responsible for the election of
the Committee Chair and the Vice-Chair annually.
Attendance at Meetings
All members of the Town Council may attend all meetings of the Council and speak thereat with the
permission of the Committee Chair but may not vote unless a member of the said Committee.
Quorum of Committee
The Quorum of the Committee has been agreed by Full Council to be five (5) members.
Purpose
 To consider all matters of concern regarding the Town Hall and Community Centres and to make
recommendations to Full Council in order to alleviate any problems within.
 To be consider the provision and management of the Civic and office accommodation at Orchard
Street and to make recommendations to Full Council.
 To consider all matters relating to the Town Council Allotments
 To consider all matters relating to the Town Council owned bus-shelters.
 To consider all matters relating to the Town Council owned roadside seats.
 To organise and make arrangements for the Town Council Annual Gardening and Allotment
Competition
 To organise and make arrangements for the Town Council Annual School’s Christmas Card
Competition.
 To organise and make arrangements for the Town Council Annual Christmas Shop Window
Competition.
 To discuss and recommend to Full Council a worthy recipient of a “Citizen Award”. To be
awarded in recognition of a special contribution to the community of Neath or an attainment of
excellence within their chosen field.
 To review annually the budget pertaining to the estate and amenities of Town Council for
expenditure in the next financial year, and to make recommendations to the Finance Committee
for approval by Full Council the proceedings of the Committee to be submitted to Full Council for
acceptance and adoption except where powers are delegated.
 To ensure Health & Safety requirements are met.
Review
To be reviewed as stated in Terms of Reference for Full Council, point 2.
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Terms of Reference
Finance Committee
Chair
Deputy Chair

Cllr Breandan MacCathail
Cllr Bob Price

The powers, duties and functions of this Committee are as follows:Constitution
The Constitution of this Committee shall be ten (10) Members of the Council. The Town Mayor,
Deputy Town Mayor, Leader and Deputy Leader are ex-officio Committee Members, unless
specifically nominated to that Committee. The Committee shall be responsible for the election of
the Committee Chair and the Vice-Chair annually.
Attendance at Meetings
All members of the Town Council may attend all meetings of the Council and speak thereat with the
permission of the Committee Chair but may not vote unless a member of the said Committee.
Quorum of Committee
The Quorum of the Committee shall be one third or five (5) members as per Standing Order 3v.
Purpose
 To make arrangements for the proper administration of the financial affairs of Council in
conjunction with Neath Town Council’s Financial Regulations.
 To consider and recommend for approval the end of year accounts and annual return to the
Auditors.
 To review the Internal Auditor’s report for action.
 To submit, for the approval of the Full Council, recommendations concerning the allocation of
financial resources to Committees and the precept required, having taken into account the
recommendation from Committees.
 To make recommendations to Full Council any applications to Government departments or
elsewhere for sanction to the borrowing of money.
 To consider and make recommendations to Full Council on applications for financial assistance
under S137.
 To review and recommend for payment all bills awaiting payment.
 To consider estimates / quotations for approval of Full Council
 To authorise legal proceedings for the recovery of monies owing to the Town Council.
 To review quarterly or as and when instructed by the Clerk, in conjunction with the Neath Town
Council’s Property Management Company, all leases owned by Town Council.
 To advise on any salary increase, terms and conditions of employment and pension provisions
of the Town Council’s staff, following guidelines from the National Agreement on Scheme of
Conditions of Service of the National Joint Councils, One Voice Wales, National Association of
Local Councils and the Society of Local Council Clerks, in conjunction with the Personnel SubCommittee.
 To review annually the cost of hiring the community centres and town hall.
 To ensure Health & Safety requirements are met.
Review
To be reviewed as stated in Terms of Reference for Full Council, point 2.
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Terms of Reference
Policy & Personnel Committee
Chair
Deputy Chair

Leader
Deputy Leader

Cllr Mrs Jan Lockyer
Cllr Mrs Sandra Miller

The powers, duties and functions of this Committee are as follows:Constitution
The Constitution of this Committee shall be five (6) Members of the Council. The Town Mayor is an
ex-officio member of this Committee.
Attendance
The Committee is then made up of the following specific Members, in addition to the Mayor, as
follows:Cllr Mrs Jan Lockyer
Cllr Mrs Sandra Miller
Cllr Mrs Sheila Penry
Cllr Bob Price
Cllr Breandan MacCathail
Cllr Alex Sims

Leader
Deputy Leader
Mayor
Past Mayor
Chair of Finance
Chair of Estates

Quorum of Committee
The Quorum of the Committee shall be one half or three (3) members as per Standing Order 3v.
Purpose
 To interview prospective candidates for any staff vacancies for Town Council positions.
 To review any job changes / capability issues in line with Neath Town Council policy.
 To review the terms and conditions of service and salaries of the Town Council’s staff, following
guidelines from the National Agreement on Scheme of Conditions of Service of the National Joint
Councils, One Voice Wales, National Association of Local Councils and the Society of Local
Council Clerks and to advise the Finance and Personnel Management Committee.
 Following a grievance submission or disciplinary requirement, the Chair and Vice Chair of the
Committee along with the Mayor and one other member of the Committee shall follow Neath
Town Council policies to determine action.
 To review all Policies which require updating.
 To inform and seek advice on any grievance or disciplinary actions.
 To ascertain any staff vacancies and establish staffing requirements.
 To seek advice on any employment law issues pertaining to Neath Town Council staff.
 To ensure Health & Safety requirements are met.
Review
To be reviewed as stated in Terms of Reference for Full Council, point 2.
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Terms of Reference
Appeals Sub-Committee
Chair
Deputy Chair

Deputy Town Mayor
tbc

Cllr Ali Musaid
(nominated)

The powers, duties and functions of this Committee are as follows:Constitution
The Constitution of this Committee shall be Members of the Council. The Deputy Town Mayor is
ex-officio member of this Committee. The Vice Chairs of Committees are members. The Committee
shall be responsible for the election of the Committee Chair and the Vice-Chair annually.
However, to the Membership of other Committees, as and when an Appeals Committee is required,
Full Council will determine membership of this group.
Nominated Members will be:
Cllr Ali Musaid
Deputy Mayor
Cllr Mrs Leanne Jones
Vice Chair of Estates
Cllr Bob Price
Vice Chair of Finance
[Nominated Member]
Quorum of Committee
The Quorum of the Committee shall be all members listed above plus additional Members as and
when directed by Full Council.
Purpose
To determine appeals against decisions by the Town Council on grievance or disciplinary
proceedings instituted against employees in line with Town Council policy.
Review
To be reviewed as stated in Terms of Reference for Full Council, point 2.
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Terms of Reference
Castle Sub-Committee
Chair
Deputy Chair

Neath Town Mayor
Deputy Neath Town Mayor

Cllr Mrs Sheila Penry
Cllr Ali Musaid

The powers, duties and functions of this Committee are as follows:Constitution
The Constitution of this Committee shall be all Members of the Council. The Town Mayor (and Vice
Chair) will chair this Committee.
This Committee shall include the following, external members of the Public nominated by Neath
Antiquarians.
Attendance at Meetings
All members of the Town Council may attend all meetings of the Council and speak thereat with the
permission of the Committee Chair but may not vote unless a member of the said Committee.
Quorum of Committee
The Quorum of the Committee shall be one third (6) members as per Standing Order 5
Purpose
 To consider all matters of concern regarding the Castle and to make
 Review resolutions in order to alleviate any problems within.
 To set the budget for any maintenance required for the Castle.
 To ensure Health & Safety requirements are met.
Review
To be reviewed as stated in Terms of Reference for Full Council, point 2.
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Terms of Reference
Events Working Group
Chair
Deputy Chair

Neath Town Mayor
Deputy Neath Town Mayor

Cllr Mrs Sheila Penry
Cllr Ali Musaid

The powers, duties and functions of this Committee are as follows:Constitution
The Constitution of this Committee shall be all Members of the Council. The Town Mayor (or Deputy
Town Mayor) will Chair this Committee.
Attendance at Meetings
Members on this Sub Committee shall speak thereat with the permission of the Committee Chair
but may not vote unless a member of the said Committee.
Quorum of Committee
The Quorum of the Committee shall be 3 Members as per Standing Order 3v.
Purpose
 To consider all Events which the Town Council wish to promote during the year
 Specific arrangements in relation to the Christmas Festival.
 To confirm arrangements for each Event and provide recommendations to Full Council for
approval, time permitting.
 Urgent issues which can not be agreed in a future Sub Committee due to time constraints to be
agreed by the Clerk after consultation with the Mayor, Leader and Deputy Leader, in the absence
of Members.
 Committee members to be involved in Events run by the Council to support staff and ensure the
Event is a success
 Evaluation of events to be completed immediately after each engagement
 Budget for each event to be submitted via Finance Committee for recommendation and to Full
Council for approval.
 Issues in relation to Town Council properties will be submitted via Estates Committee for
recommendation and to Full Council for approval
 To ensure Health & Safety requirements are met.
Review
To be reviewed as stated in Terms of Reference for Full Council, point 2.
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SECTION 6
Ceremonial Role of Mayor
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‘Working for the Community’
The Office of the Town Mayor
The word “Mayor” derives from the Latin word “Magnus” meaning great. The office of Mayor
together with the Domesday Book and the Feudal system were brought to this country by
the Normans.
1.

INTRODUCTION

1.1.

This paper establishes a set of principles and expectations concerning how the role of the
Town Mayor should be conducted to ensure clarity and consistency for the benefit of the
Town and the Town Council as well as the Office holder.

1.2

The Town Council regards the mayoralty as a key element in cementing the Town’s civic and
community identity and an influential resource to be devoted to furthering the Town’s interests
over a wide range of issues and concerns. It is a ceremonial role.

2.

ROLE OF THE MAYOR
This is defined as:
(i)
(ii)
(iii)
(iv)
(v)

Chairman of the Town Council
Representative of Town on civic matters
Spokesman for the Council and the Town on civic matters
Representative of defined Town organisations: County and Town Liaison for
example
Constable of Neath Castle (ceremonial)

In carrying out these roles, the Mayor must be mindful of the dignity of the Office and ensure
due protocol and precedence is applied.
3.

THE ANNUAL GENERAL MEETING LEGAL PROCEDURES
The Mayor shall be elected at the Annual Council Meeting in accordance with the Local
Government Act 1972 Section 4 (1)

3.1

The Mayor will assume the role of Chairman of the Town Council

3.2

Additional useful information


The procedure for conducting the Annual Meeting is set out in the Standing Orders.



Potential Mayors are advised to prepare a short acceptance speech and will be required to
sign the Declaration of Acceptance of Office.



This could be used where appropriate, on the Town Council website.
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4.

LEGAL ROLE AND DUTY OF THE TOWN MAYOR

4.1

The main duty of the Mayor is to preside at meetings of the Town Council.
When chairing meetings the chairman should avoid getting involved in debate on highly
contentious issues. An impartial chairman should use their office where appropriate and
when necessary to clarify the position of both side in the debate or make compromise or
consensus proposals. In some circumstances it may be appropriate for the chairman to
temporarily vacate the chair if they wish to participate in the debate.

4.2

Meetings of the Town Council should take precedence over outside invitations received in
order to ensure that meetings remain legally quorate.

4.3

The Town Mayor must not:
Make decisions or act alone without prior resolution from the Council
Speak out on private or confidential issues
Conduct a press conference or press release without consulting the Town Council or Clerk.




4.4

The Town Mayor, as are all Councillors, is bound by the Code of Conduct Act and copies of
this are available from the office of the Town Clerk.

5.

THE COUNCIL’S EXPECTATION ON THE TOWN MAYOR
The following expectations are applied to the manner in which the Town Mayor conducts
him/her role






The Mayor needs to exhibit a keen and genuine interest in people they meet, and act with
dignity but sociability.
The Mayor must show enthusiasm and genuine commitment to the role at all times.
The Mayor is non-party political
The Mayor should speak up on the Town’s interests, reflecting the policy of the Town Council
at all times rather than individual views on any issues.
The Mayor should seek to use the opportunities and influence of the office proactively to
promote the improvement of the community and community spirit.

6.

CIVIC FUNCTIONS

6.1

Ceremonial. These are obligatory on the Mayor. They cover Remembrance Sunday,
Remembrance Day at Melyncryddan, Drumhead Services at Neath Cenotaph and Neath
Town Council Civic Service and additional Events such as Mayoral Dinner etc.

6.2

Chairing local meetings.
The Mayor should Chair the Annual Meeting and any other
public meetings held by the Council. The Mayor should also be available to Chair the Full
Council Meetings.

6.3.

Supporting Town Activities. This covers the bulk of engagements and includes visits to
schools, local businesses, charity organisations etc. The Mayor should accept as many
engagements of this type as possible.

6.4.

Christmas Cards. Christmas cards will be sent each year from the Town Mayor to other
councils and local organisation. This will be organised by the Town Clerk.
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6.6.

Deputy Mayor. The Deputy Mayor, where appropriate, will be asked to attend those duties
that the Mayor is unable to fulfil.
The Mayor’s diary is kept by the Mayor’s Secretary, in conjunction with the Town Clerk, who
will jointly advise and brief the Mayor on engagements. All invitations for the Mayor should
be sent to the Town Clerk, where they will be processed, checked against the Mayor’s
availability and discussed with the Mayor. Once agreed, the engagement will be entered into
the official office diary and the Town Mayor’s personal diary, and the Mayor’s Secretary will
write on behalf of the Mayor to either accept or decline an invitation.
The Mayor should not be tempted to accept invitations made in an informal manner, say by
word of mouth, when attending another function. Invitations need to be checked with the
diary, apart from which it is not appropriate to accept invitations spontaneously, without due
consideration of all the circumstances and in consultation with the Town Clerk. The most
appropriate response in such circumstances is to say “I’d be delighted to attend, if I’m free –
please write to the Town Clerk with all the details and we’ll get back to you as soon as
possible”.
People may well want to be photographed with the Mayor at an event, and this is perfectly
reasonable and understandable. Any photographs taken should not be used for commercial
purposes to promote a particular service or product, and the Mayor should also be careful
not to say or do anything which might give the impression that they are endorsing that service
or product. The Mayor should always assume that they will be required to speak at any
function, even if this has not been previously stated by the organisers.

7.

ROLE OF CONSORT / MAYORESS
When the Town Mayor has a Consort, they must be both sympathetic and supportive to the
expectations of the Town Mayor as the role is important and complementary to the success
of the Mayor’s role. The Consort should be given equivalent respect and dignity as that given
to the Mayor by the Town Council whenever he/she accompanies the Mayor on civic
engagements.
The Consort takes the Honorary Position of Chair in the Neath Town Mayoress Appeal
Committee.
Where there is no Consort, or the Consort is unavailable, the Mayor may ask a Councillor to
act as their escort.

8.

ROLE OF DEPUTY TOWN MAYOR
The Deputy Town Mayor should support the Town Mayor by attending functions at the Town
Mayor’s request. At all times when the Deputy Town Mayor is deputising for the Town Mayor
they assume the full roles and responsibilities as laid out for the Town Mayor. The Council’s
expectation of the Deputy Town Mayor will be identical in all regards to those required by the
Town Mayor.

9.

CORRESPONDENCE

9.1.

The Mayor’s Secretary is responsible for all administration regarding the Mayor’s
correspondence.
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9.2.

The Mayor’s Secretary will write all letters from the Town Mayor regarding the acceptance or
otherwise of invitations. The Town Clerk and Events Administrator will deal with the issuing
of invitations to civic events.

9.3.

The Town Mayor may dictate any other letters where necessary.

9.4.

Sending of flowers would be arranged by the Town Clerk.

10.

MAYOR’S EXPENSES

10.1. The Town Mayor, as any other Councillor, is entitled to claim travel expenses for any event
attended. Travelling expenses cannot be claimed for journeys inside the town boundaries
and therefore precludes any meeting of the Town Council. Car parking charges will also be
refunded.
10.2. The Town Mayor will be given an annual expense allowance. These expenses are to help
fulfil the Town Mayor’s Civic duties. These expenses will cover following:
-

Collections
Purchase of raffle tickets
Donations ie charity or bucket collections
Taxi fees (not arranged directly by Neath Town Council)
Clothing to prepare the Mayor (and Mayoress/Consort) for their Mayoral duties

Church Services require donations via a collection during the Service. When appropriate,
the Mayor’s Secretary will, in advance, give the Mayor a donation envelope in preparation.
If a taxi is required the Mayor’s Secretary will arrange this and an invoice by the agreed taxi
firm will be sent to the office. If this is not planned in advance, a receipt from the taxi firm
should be obtained. If this is not possible, a note of the expense from the Mayor should be
given to the Clerk to sign off as an agreed claim for expenses. This will be linked to the Event
which was attended by the Mayor and Mayoress.
Receipts for all expenditure, including those receipts mentioned above must be provided to
ensure payment can be released and a clear audit trail of expenditure provided to External
Auditors, should this be requested.
HM Revenue & Customs could regard the Mayoral Allowance as a benefit in kind and
therefore there is a need to be able to prove that the Mayoral Allowance has been properly
spent for the purpose of which it has been given.
It is therefore recommended that the Mayor should keep full details of all the expenditure
incurred against the Mayoral Allowance in the event that HM Revenue & Customs wish to
inspect their documentation.
Therefore, a log of all expenses incurred during the Mayoral Year should be listed and
recorded in the Mayoral Personal Expenses book/diary. A book/diary shall be given to each
Mayor however it is their own personal preference how these expenses are recorded. This
will ensure that all allowances which are claimed are correctly recorded and there is a clear
audit trail of the expenditure of the annual expense allowance.
All Events which are hosted by the Mayor ie Civic Service, Ceremonial Dinners or
presentation evenings, shall be set against the Mayoral Budget agreed at each Annual
Meeting of Council. A proportion of the full Mayoral Budget will include the Mayoral Expenses
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example: Mayoral Budget of £2,000 will include a Mayoral Expenses budget of £500.
Therefore, the budgets will be Mayoral Budget of £1.500 and Mayoral Expenses of £500
totalling £2,000.
As recommended by the Independent Remuneration Panel for Wales which identify that
through the increased formal responsibilities of Town and Community Councils, the
Councillors are no longer volunteers. Therefore, the recommendations state that the Mayor,
plus other Members which have significant roles on the Town Council, must be paid an
allowance provided for the year. This is taxable at source.
11.

TAXATION AND INSURANCE

11.1. Any duties payable to the Inland Revenue will depend on the individual status of the Mayor.
Therefore the responsibility rests with the individuals concerned to check any potential tax
liability.
11.2. The Town Council will not be held responsible for any liabilities arising from payment of
expenses.
12.

HOSPITALITY AND ‘GIFTS’

12.1. The Town Mayor is required to declare to the Town Clerk any Civic Hospitality or ‘gifts’ they
have been given above the value of £25.
13.

CHAIN OF OFFICE

13.1. The Mayor’s Chain shall only be worn on official occasions and may only be worn by the
Mayor.
13.4

When attending events, it is preferable for the Chains of Office to be worn in preparation for
the arrival at an event, especially if members of the public will be in attendance. However
reasonable care must be taken and it is not advisable for the Town Mayor to wear the Chains
of Office, whilst walking alone especially at night.

13.2. The Mayor’s Chains are insured for use at events and travelling on an ‘all risk policy’ but it is
advised that for periods when the Mayor are away from home that the Chains of Office are
returned to the Town Clerk for safe keeping.
13.3. When the Mayor is travelling in their vehicle, the Chains of Office must not be worn and be
stored out of sight.
14.

MAYORAL PHOTOGRAPH

14.1. An official photograph of the Town Mayor, with chain, at the start of their term at the Annual
Meeting of Council. This will capture their commitment to honour the role of the Mayor for
the forthcoming year of office. This picture will be then placed on display alongside previous
Town Mayors. Should the Mayor to be able to hold office for the full Mayoral Year, Council
deem that service of more than 6 months be noted in Council records.

15.

VACANCY IN OFFICE OF MAYOR (or Deputy Mayor)
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15.1

If a vacancy occurs for the office of Mayor as a consequence of death, disqualification or
resignation the Deputy Mayor, if available and willing to take office shall become Mayor and
shall serve until the next Annual Council Meeting; otherwise the Town Clerk shall place an
item on the agenda for the next Ordinary Meeting of the Council for the appointment of a
Mayor to serve until the next Annual Council Meeting.

15.2

If a vacancy occurs for the office of Deputy Mayor as a consequence of death, becoming
mayor, disqualification or resignation, the Town Clerk shall place an item on the agenda of
the next Ordinary Meeting of the Council for the appointment of a Deputy Mayor to serve until
the next Annual Council Meeting.

16. GENERAL
The Town Mayor has a vital role to play during their term of office as ‘First Citizen’ of Neath.
Equally, the Town Clerk also has an important role, as head of the Council’s paid service. It is
the Town Clerk, not the Town Mayor, who is the person in day to day control of the Town
Council’s business, including the supervision and allocation of work to the Council’s staff. Each
must respect the other’s vital, but distinct roles, and work together in an atmosphere of mutual
trust and respect.
The Town Mayor’s year in office should be memorable! There will be many challenges and the
year should reflect that of personal achievement and well as that of Neath Town Council
The Town Clerk is available at all times to assist the Town Mayor with the year in office.

July 2021
Kathryn Charles
Town Clerk
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SECTION 7
Neath Town Council
Code of Conduct for Employees & Members
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NEATH TOWN COUNCIL CODE OF CONDUCT FOR EMPLOYEES & MEMBERS
INTRODUCTION
The public is entitled to expect the highest standards of conduct from all employees and Members
who work for or represent the Council. This code sets out the standards expected from employees
and Members. It should be read, where appropriate, in conjunction with the Council’s employment
policies, other relevant policies and procedures, conditions of service, standing orders, financial
regulations and statutory requirements. This also supports the Public Service Ombudsman for
Wales [“PSOW”] Code of Conduct for Members.
Some of the issues covered will affect the Clerk and RFO more so than other employees but many
aspects of the Code are applicable to all the Council’s employees and members.
The golden rule to remember is that you should never do anything as an employee or member of
the Council which you could not justify publicly. Your conduct will affect the reputation of the Council.
It is not enough to avoid actual impropriety. You should at all times avoid any occasion for suspicion
and any appearance of improper conduct.
Please read the Code carefully. It is your responsibility to make sure that what you do complies with
the standards set down. If in doubt seek advice from the Clerk.
1

GENERAL PRINCIPLES
The public is entitled to expect the highest standards of conduct from all Council employees
and members. Your role is to serve the Council by providing advice, implementing policies
and delivering services to the local community. In performing your duties you must act with
integrity, honesty, impartiality and objectivity.

2

ACCOUNTABILITY
All employees work and members serve the whole of the Authority. You are accountable to,
and owe a duty to the Council. You must act in accordance with the principles set out in this
Code, recognising the duty of all public sector employees and members to discharge public
functions reasonably and according to the law.

3

POLITICAL NEUTRALITY (Employees)
Because employees serve the Authority as a whole, you must serve all Councillors equally
and not just those of the controlling group. You must ensure that the individual rights of all
Councillors are respected and that you do not compromise your political neutrality.
Employees must follow every lawful expressed policy of the Council and must not allow
personal or political opinions to interfere with work.

4

RELATIONSHIPS
Employees are responsible to the Council through the Clerk. Mutual respect between
employees and councillors is essential to good local government; and working relationships
should be kept on a professional basis. Close personal familiarity between employees and
individual councillors, especially if an employee’s role is to give advice to Councillors, can
damage the relationship and prove embarrassing to other employees and councillors. It
should therefore be avoided.
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Employees and members should always remember their responsibilities to the community
they serve and ensure courteous, efficient and impartial service delivery to all groups and
individuals within that community. It is important that you deal with the public, members and
other employees sympathetically, efficiently and without bias.
Orders and contracts must be awarded on merit and in accordance with the Council’s
procedures and no special favour should be shown to businesses run by, for example,
friends, partners or relatives.
Any employee who places orders, award contracts or supervises contractors and has
previously had or currently has a relationship in a private or domestic capacity with a
contractor that you deal with in the course of duty, should declare that relationship to their
manager.
5

EQUALITY
All members of the local community, customers and other employees have a right to be
treated with fairness and equity irrespective of race, colour, nationality, ethnic or national
origin, disability, religion, political persuasion, marital status, sex, sexual orientation or age.
All employees should ensure that the Council’s equal opportunity policies are complied with
in addition to the requirements of the law.

6

STEWARDSHIP
Employees must ensure that they use public funds entrusted to them in a responsible and
lawful manner and in accordance with financial regulations. You must not utilise property,
vehicles or other facilities of the Council for personal use unless authorised to do so.

7

INTELLECTUAL PROPERTY
All intellectual property rights (that is, copyright, design rights and the right to patent
inventions) relating to anything created or invented by an employee in the course of your
duties normally belongs automatically to the Council. Employees are not entitled to use, sell
or otherwise exploit the rights to any such thing without written permission from the Council.

8

CORRUPTION
It is a serious criminal offence for employees 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.

9

PERSONAL INTERESTS
Whilst your private life is your own concern, you must not allow your private interests to
conflict with your public duty. You must not misuse your official position or information
acquired in the course of your employment to further your private interests, or the interest of
others. In particular, you must comply with:



the Council’s rules and declare to you’re the Clerk any financial and non-financial
interests; and
the Council’s rules and procedures for declaring hospitality or gifts offered to or received
by you, from any person or organisation doing or seeking to do business, or otherwise
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benefiting or seeking to benefit from a relationship with the Council. You must not accept
benefits from a third party unless authorised to do so.
The issue of hospitality and gifts is dealt with in more detail below.
10

HOSPITALITY AND GIFTS
Employees and members should treat with caution any offer of hospitality. Employees and
members must consider whether the offer of hospitality could put at risk public confidence in
the Council. In considering whether an offer of hospitality should be accepted, you should
bear in mind:
i.
ii.
iii.

the possible motive behind the hospitality;
the scale of the hospitality;
the likely perception of others if the hospitality is accepted.

All offers of hospitality should be disclosed to the Clerk. When hospitality has to be declined
those making the offer should be courteously but firmly informed of the procedures and
standards operating within the Council.
Employees and members should not accept significant personal gifts from contractors and
outside suppliers. Insignificant items of token value such as pens, diaries, etc. may be
accepted but, if there is any doubt as to whether an item is classed as insignificant, or if
acceptance of the gift could be perceived to jeopardise the integrity of any subsequent
decision by the Council, then the gift should be recorded in the register provided.
When receiving authorised hospitality, employees and members should be particularly
sensitive as to its timing in relation to decisions which the Council may be taking affecting
those providing the hospitality.
11

SPONSORSHIP – GIVING AND RECEIVING
Where an outside organisation wishes to sponsor or is seeking to sponsor a Council activity,
whether by invitation, tender, negotiation or voluntarily, the same conventions concerning
acceptance of gifts or hospitality apply. Particular care must be taken when dealing with
current or potential contractors or developers.
Where the Council wishes to sponsor an event or service neither an employee nor any
partner, spouse or relative or members must benefit from such sponsorship in a direct way
without there being full disclosure to the Clerk of any such interest. Similarly where the
Council 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.

12

SEPARATION OF ROLES DURING TENDERING
Employees involved in the tendering process must act with the utmost of integrity. Employees
who are privy to confidential information on tenders or costs for contracts should not disclose
that information to any unauthorised party or organisation.
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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.
13

WHISTLE BLOWING
In the event that an employee or member becomes aware of activities which that employee
or member believes to be illegal, improper, unethical or otherwise inconsistent with the Code,
the employee should report the matter, acting in accordance with the employee’s rights under
the Public Interest Disclosure Act 1998 and in accordance with the Council’s confidential
reporting procedure.

14

TREATMENT OF INFORMATION
Openness in the dissemination of information and decision making should be the norm for
the Authority. However, certain information may be confidential or sensitive and therefore
not appropriate for a wide audience. Where confidentiality is necessary to protect the privacy
or other rights of individuals or bodies, information should not be released to anyone other
than a Councillor, relevant member of staff or other person who is entitled to receive it, or
needs to have access to it for the proper discharge of their functions. Employees shall not
disclose confidential information, nor should they use any information obtained in the course
of their employment for personal gain or benefit or pass it on to others who you believe might
use it in such a way.
Nothing in this Code can be taken as overriding existing statutory or common law obligations
to keep certain information confidential, or to divulge certain information.

15

APPOINTMENTS AND OTHER EMPLOYMENT MATTERS
Employees involved in the recruitment and appointment of staff must ensure that these are
made on the basis of merit. It is unlawful for an employee to make an appointment which is
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 any
appointment, where they are related to an applicant, or with whom they have a close personal
relationship outside work.
Similarly, employees should not be involved in decisions relating to discipline, promotion or
pay and conditions for any other employee who is a relative, partner, etc. or with whom they
have a close personal relationship outside work.
Employees of all grades must not undertake outside work, whether paid or unpaid, if it causes
a conflict of interest with their official duties, particularly if it makes use of confidential material
to which they have access by virtue of their position, or if it in any way weakens public
confidence in the conduct of the Council’s business.
No paid or unpaid outside work of any sort should be undertaken by employees during
working hours. Council premises, facilities and resources must not be used for paid or unpaid
outside work.
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16

INVESTIGATIONS BY THE MONITORING OFFICER
Where a monitoring officer is undertaking an investigation in accordance with regulations
made under Section 73(1) of the Local Government Act 2000, you must comply with any
requirement made by the monitoring officer in connection with such an investigation.

17

WELFARE OF COUNCIL EMPLOYEES AND MEMBERS
The Council recognises that complaints of personal harassment, particularly of sexual
harassment, and bullying can sometimes be of a sensitive or intimate nature and that it may
not be appropriate for you to raise the issue through the normal grievance procedure. In
these circumstances you are encouraged to raise such issues with a colleague or other
member of your choice (whether or not that person has a direct supervisory responsibility
for you) as a confidential helper. This person cannot be the Town Clerk, who will be
responsible for investigating the matter if it becomes a formal complaint.
If you are the victim of minor harassment and bullying you should make it clear to the
harasser/bully on an informal basis that their behaviour is unwelcome and ask the
harasser/bully to stop. If you feel unable to do this verbally then you should hand a written
request to the harasser/bully, and your confidential helper can assist you in this.
Neath Town Council has dedicated ‘Welfare Officers’ who can be approached in confidence
by staff and Members. A list of the representatives with their contact details can be found on
the Neath Town Council Staff Notice Board located in the Staff Room at 10 – 12 Orchard
Street, Neath. All communication with the Welfare Officers will be treated as confidential.
This approach is aimed to deal with any issues which may bring the Town Council into
disrepute and try and develop a way forward to resolve the situation.

18

BREACHES OF THE CODE OF CONDUCT
Any employee or Member who breaches the Code, may face disciplinary action under the
Council’s own disciplinary procedures for matters concerning improper conduct because
such conduct may bring the Council into disrepute.
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SECTION 8
Members Code of Conduct
Public Services Ombudsman for Wales
(Attachment not numbered)
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SECTION 9
Financial Regulations
(Attachment not numbered)
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