Item 18 Appendix xxiii

Prestatyn Town Council
Standing Orders
2023

BASED ON THE NALC MODEL FORMAT
AS PROVIDED BY ONE VOICE WALES

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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1.

Rules of debate at meetings

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

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

A mation on the agenda that is not moved by ifs
Mayor/Chair of the meeting as withdrawn, .

may be treated by the

If a motion (including an amendment)has been seconded, it
proposer only with the consent of the secor ‘meeting. -

-be withdrawn by the

An amendment is a proposal
the motion.

n amendment to their own motion if agreed by the meeting. if
: secé’n__:___eg, the amendment shall be with the consent of the

amendments shall be moved in the order directed by the Mayor/Chair of the meeting.

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

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

A councillor may not move more than one amendment to an original or substantive
motion.
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m  The mover of an amendment has no right of reply at the end of debate on it.

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

o} Unless permitted by the Mayor/Chair of the meeting, a councillor may speak once in
the debate on a motion except:

i to speak on an amendment moved by anot

ii.  to move or speak on another amendment if
they last spoke;

ili. to make a point of order;

iv. to give a personal explanation; or

v. to exercise aright of reply. .

councilior;
otion has been amended since

q A point of order.
shall be final.

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

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

s Before an original or substantive motion is put to the vote, the Mayor/Chair 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 their right of reply.

t Excluding motions moved under standing order 1(r) above, the contributions or

speeches by a councillor shall relate only to the motion under discussion and shall not
exceed 5 minutes without the consent of the Mayor/Chair of the mesting.
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u Any resolution (which is moved otherwise than in pursuance of a recommendation of
the Finance and Management Committee as determined by AGM) and which, if carried,
would, in the opinion of the Chair substantially increase the expenditure upon any service
which is under the management of the Council or reduce the revenue at the disposal of any
committee, or which would involve capital expenditure, shall, when proposed and seconded,
stand adjourned without discussion to the next ordinary meeting of the Council.

v At the end of any speech a member may, without comment, move “that the question
be now put’, “that the debate be now adjourned” or “that the Council do now adjourn”, If such
motion is seconded, the Chair shall put the motion but, in the case of a motion “that the
question be now put”. If the motion “that the question be now put” is carried, he/she shall call
upon the mover to exercise or waive his right of reply and shall put the question immediately
after that right has been exercised or waived. The adjournment of a debate or of the Council
shall not prejudice the mover's right of reply at the resumption.

2. Disorderly conducts 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 Mayor/Chair of the
meeting shall request such person(s) to moderate or improve their conduct.

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

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

d If a member reasonably believes another member is in breach of the code of conduct,
that member is under a duty to report the breach to the Standards Board (England) or
the Local Commissioner (Wales).

e If a member of the public interrupts the proceedings at any meeting the Chair shall
warn them. If he/she continues the interruption the Chair shall order his removal from
the Council Chamber. In the case of a general disturbance in any part of the Chamber
open to the public the Chair shall order that part be cleared.
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3. Meetings generally

Full Council meetings e (red)
Committee meetings amber’
Sub-committee meetings e (green)

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

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

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

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

These notice requirements also apply where a formal meeting is taking place which is
not open to the public: '

b ' Multi-location meetings

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

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

Meetings Generally — Other.
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Meetings Generally - Other

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

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

¢ Meetings shall be open to the public unless:
public interest by reason of the confider
transacted or for other special reaso
meeting shall be by a resolution which sh:
press to be excluded.

ir pre:' nce is prejudlclal to the

than 5 minutes.

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

h A person shall raise their hand when requesting to speak and stand when speaking

(except when a person has a disability or is likely to suffer discomfort). The Mayor/Chair

of the meeting may at any time permit a person to be seated when speaking.

A person who speaks at a meeting shall direct their comments to the Mayor/Chair of the
meeting.

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

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

|  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.

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

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

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

p The Mayor/Chair of a meeting may give an original vote on any matter put to the
vote, and in the case of an equality of votes may exercise their casting vote
whether they gave an original vote.

See standing orders 5(h) and (i) below for the different rules that apply in the election of
the Mayor/Chair of the Council at the annual meeting of the council.

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

r  The minutes of a meeting shall include an accurate record of the following:
i. the time and place of the meeting;
. the names of councillors 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.
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A Councillor or a non-councillor with voting rights who has a personal or
prejudicial interest in a matter being considered at a meeting which limits or
restricts their right to participate in a discussion or vote on that matter is subject
to obligations in the code of conduct adopted by the council.

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

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

A meeting shall not exceed a period of 2 hours 45 minutes.

Meetings of the Council shall be held in each year on such dates and times and at such
place as the Council may direct and provisional schedule submitted to Council’s AGM.

Should it be known by a councillor of their inability to be present at a meeting they are
expected to attend, they should forward their apologies to the Proper Officer at least
three working days in advance of the scheduled date to ensure that the appropriate
minimum quorum wiII be in attendance.' ‘

Any other business shall not be included as an agenda item in meetings; a summons
must include the agenda for the business to be transacted at the meeting. The agenda
should set out the order in Wh!Ch the items will be transacted. A council cannot lawfully
transact any business which |s not included on the agenda. As such, the item ‘any other
business’ should not appear at all, or should simply be used as a peg on which to hang
the exchange of urgent information. Additionally, the item could be used to allow
genuinely urgent issues to be raised but no decisions should be taken in respect of
issues so raised (other than to ensure that they are dealt with properly at a forthcoming
meeting, with due notice having been given) and no expenditure should be approved as
a result of issues raised under ‘any other business’. Any urgent matters arising will be
included at the top of the agenda.

Dress code at all meetings — smart casual.

All mobile phones/laptops/tablets should be switched off unless being used to read
documents / information relevant to the matter in hand.

Smoking is not permitted at any meeting of the Council.
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Committees and sub-committees

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

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

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

The Full Council may appoint standing committees or other committees as may be

necessary, and: <

i. shall determine their terms of reference;

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

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

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

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

vi. ~ shall, after it has appointed the members of a standing committee, appoint the
Chair of the standing committee;

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

viii. shall determine the place, notice requirements and quorum for a meeting of a
committee and a sub-committee which 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 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.

e. Members appointed for the Resource and Appeals sub-committee shall be determined

by Full Council on an as-and-when basis to ensure that no conflict of interest arises

through the subject matter to be addressed, and this sub-committee will dissolve once all

appropriate matters have been resolved and recommendations reported back to Full
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Council.

Every committee shall at its first meeting before proceeding to any other business, elect
a Chair and may elect a Vice-Chair who shall hold office until the next Annual General
Meeting of Council.

The Chair of a committee or the Chair of the Council may summon an additional meeting
of that committee at any time. An additional meeting shall also be summoned on the
requisition in writing of not less than six members. The summons shall set out the
business to be considered at the special meeting and no other business shall be
transacted at that meeting.

Every committee may appoint sub-committees for purposes to be specified by the
committee. -

The Standing Orders on rules of debate (except those parts relating to standing and to
speaking more than once) and the Standing Orders on interests of members in contracts
and other matters shall apply to committee and sub-committee meetings.

Members of committees and sub-committees entitled to Vote, shall vote by show of
hands or, if at least two members so request, by signed ballot.

Chair of committees and sub-committees shall in the case of an equality of votes have a
second or casting vote. ‘

A member who has proposed a resolution which has been referred to any committee or
sub-committee of which he/she is not a member, may explain his resolution to the

committee but shall not vote.

. Prestatyn Town Council shall appoint a Town Planning Committee which will meet
monthly and follow the Full Council meeting under the same agenda.

Prestatyn Town Council shall ‘appoint a Finance and Management standing committee,
which will meet quarterly.

Prestatyn Town Council shall appoint a Community Development and Regeneration
standing committee, which will meet quarterly.

Prestatyn Town Council shall appoint a Policy Review Committee, which will meet at
least once annually and at other times as are deemed necessary to fulfil its functions.

Prestatyn Town Council shall appoint a Resources and Appeals Committee, the
members of which will be elected by Full Council as the need is identified.

Details and operations of the committees pertaining to Standing Orders 4(m) to 4(q) are
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more fully explained with direct reference to the current version of Prestatyn Town
Council Committees Standard Terms of Reference document, current version of
Prestatyn Town Council Committee Table and the current version of Prestatyn Town
Council Committees Organisation Chart.

5. Ordinary council meetings

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

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

c If no other time is fixed, the annual meeting of Prestatyn Town Council shall take
place at 6.15pm.

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 ét the annual meeting of the Council shall be the
election of the Mayor/Chair and Vice-Chair (if any) of the Council.

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

g The Vice-Chair of the Council, if any, unless they resign or become disqualified,
shall hold office until inmediately after the election of the Mayor/Chair of the
Council at the next annual meeting of the council.

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

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

j Following the election of the Mayor/Chair of the Council and Vice-Chair (if there is one)
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vi.
vii.
viii.

Xi.
Xii.
Xiii.
Xiv.
XV.
XVi.
XVii.
XViii.
XiX.

XXi.
XXii.

XXiil.

XXiV.

of the Council at the annual meeting of the council, the business of the annual meeting

shall be as follows:
In an election year, delivery by the Mayor/Chair of the Council and
councillors of their acceptance of office forms unless the Council resolves
for this to be done later. In a year which is not an election year, delivery by
the Mayor/Chair of the Council of their acceptance of office form unless the
Council resolves for this to be done later.
Confirmation of the accuracy of the minutes of the last meeting of the Council;
Receipt of the minutes of the last meeting of a committee;
Consideration of the recommendations made by a committee;
Review of delegation arrangements to committees, sub-committees, staff and
other local authorities; )
Review of the terms of reference for committees;
Appointment of members to existing committees;
Appointment of any new committees in accordance with standing order 4;
Review and adoption of appropriate standing orders and financial regulations;
Review of the eligibility criteria for the use of the general power of competence;
Review and adoption of the council’s annual report;
Review and adoption of the council’s training plan;
Review of arrangements (including legal agrée_ménts), if deemed necessary, with
other local authorities, not-for-profit bodies and businesses;
Review, if deemed necessary, of representation on or work with external bodies
and arrangements for reporting back;
Review of inventory of land and other assets including buildings and office
equipment; '
Confirmation of arrangements for insurance cover in respect of all insurable
risks; ; =
Review of the Council’'s and/or staff subscriptions to other bodies;
Review, if deemed necessary, of the Council’'s complaints procedure;
Review, if deemed necessary, 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 13, 22 and 23);
Review, if deemed necessary, of the Council’s policy for dealing with the
press/media; |
Review of the Council’s employment policies and procedures;
Review of the Council’s expenditure incurred under s.137 of the Local
Government Act 1972 or the power of well-being;
Determining the time and place of ordinary meetings of the Council up to and
including the next annual meeting of the Council;
In the ordinary year of election of the Council to fill any vacancies left unfilled at
the election by reason of insufficient nominations.

The Annual General meeting and other meetings of the Council for the transaction of
general business shall not commence before six o’clock in the evening unless
determined otherwise. All meetings shall conclude by 9.00pm unless determined
otherwise.
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I At every meeting other than the Annual General Meeting the first business shall

be to appoint a Chair if the Chair and Vice-Chair be absent and to receive such

declarations of acceptance of office (if any) and undertaking to observe the
Council’s code of conduct as are required by law to be made or, if not then
received, to decide when they shall be received.

m

I

After the first business has been completed, the order of business, unless the Council
otherwise decides on the ground of urgency, shall be as follows:

After consideration to approve the signature of the Minutes by the person presiding
as a correct record.

To deal with business expressly required by statute to be done.

iii.  To receive such communications as the person presiding may wish to lay before the

Council.

iv.  To answer questions from Councillors provided notice given in accordance with

Standing Order 10.

v. To receive and consider reports and minutes of Commlttees

vi.  To receive and consider resolutions or recommendations in the order in which they
have been notified.
vii.  To authorise the sealing of documents.
viii.  If necessary to authorise the signing of orders for payment.

n A motion to vary the order of business on the ground of urgency:

a) May be proposed by the Chair or by any member and if proposed by the Chair, may be

put to the vote without being seconded, and
b) Shall be put to the vote without discussion.

6.

14/1

Extraordinary meetings of the council

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

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

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

If the chair of a committee or a sub-committee does not call an extraordinary meeting
within 6 weekdays of having been requested to do so by 3 members of the committee
or the sub-committee, any 3 members of the committee or the sub-committee may
convene an extraordinary meeting of the committee or the sub-committee.

Previous resolutions

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
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in accordance with standing order 10 below, or by a motion moved in pursuance of the
recommendation of a commitiee or a sub-committee.

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

8. Voting on appointments

a Where more than two persons have been nominated for a position to be filled by the
council and none of those persons has received an absolute majority of votes in their
favour, the name of the person having the least numb
list and a fresh vote taken. This process shall contir
in favour of one person. A tie in votes may be s tile
by the Mayor/Chair of the meeting.

until a majority of votes is given
he casting vote exercisabie

9. Appointments

a. Relatives of Members or Officials |
is to their knowledge related to any. me

, all be disqualified for such
ssed without notice. The Town Clerk shall

d by prombtion or transfer, shall be publicly
herwise determine. Provided that where, within six
a sim;laﬁfgyacancy arises, the Establishment Committee (as
point one of the former applicants.

T e Council or of any committee, directly or indirectly, for
any appointment unc / ouncil shall disqualify the candidate for such appointment.
The Town Clerk shall make known the purpose of this sub-paragraph of this Standing
Order to every candidate.

2) A member of the Council or of any committee shall not solicit for any person any
appointment under the Council or recommend any person for such appeintment or for
promotion; but, nevertheless, any such member may give a written testimonial of a
candidate’s ability, experience, or character for submission to the Council with an
application for appointment.

d. Interviews for the appointment of Town Clerk shall be undertaken by the Mayor and at
least one other councillor as agreed.
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e. The second interview to be undertaken for the posting of Office Manager is to include at
least one councillor in conjunction with the Town Clerk/Responsible Financial Officer.

10. Motions for a meeting that require written
notice to be given to the Proper Officer

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

b No motion may be moved at a meeting unless it is on the agenda and the mover has
given written notice of its wording to the Proper Officer at least 10 clear weekdays
before the meeting. Clear days do not include the day of the notice or the day of the
meeting.

. The Proper Officer may, before including a motion on the agenda received in
accordance with standing order 10(b) above, correct obvious grammatical or
typographical errors in the wording of the motion.

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

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

f The decision of the Proper Officer as to whether to include the motion on the agenda
shall be 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.

[ If a resolution or recommendation specified in the summons is not moved either by the
member who gave notice of it or by any other member, it shall, unless postponed by
the Council, be treated as withdrawn and shall not be moved without fresh notice.

j If the subject matter of a resolution comes within the province of a committee of the
Council, it shall, upon being moved and seconded, stand referred without discussion to
such committee or to such other committee as the Council may determine for report;
provided that the Chair, if he considers it to be a matter of urgency, may allow it to be
dealt with at the meeting at which it was moved.
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k Any expenditure requests by individual councillors must also be requested in advance
through the relevant meetings for all members to approve and not advocate such
requests through the Town Clerk.

11. 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.  tocorrect an inaccuracy in the 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;
xvii.  to close a meeting;
xviii.  to approve the Minutes;

Xix.  to close or adjourn the debate;
xX. to adopt a report;
xxi.  toauthorise the sealing of documents;
xxii.  to amend a motion;
xxiii.  to give leave to withdraw a resolution or amendment;
xxiv.  to extend the time limit for presentations; and
xxv. to give the consent of the Council where such consent is required by these Standing
Orders.

12. Questions

a. A Member may ask the Chair of the Council/Committee or Town Clerk any written
question concerning the business of Council provided 10 clear weekdays’ notice of the
question has been given to the person to whom it is addressed.
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b. A Member of the Council may ask the Chair of a Committee any question upon an item
of the report of a Committee when that item is under consideration by the Council. With
permission of the Chair, put to the Chair of any Committee any question relating to
urgent business, of which no such notice has been given; but a copy of such question
shall, if possible be delivered to the Town Clerk not later than twelve o’clock in the
morning of the day of the meeting.

c. Every question shall be put and answered without discussion, but the person to whom a
guestion has been put may decline to answer.

d. An answer may take the form of: -
i. direct oral answer;
ii.  where the desired information is contained in a publication of the Council, a reference
to that publication;
iii.  where the reply to the question cannot conveniently be given orally, written answer to
be circulated to the Member/Members of the Council prior to the next meeting or
such other time as agreed. '

13. Management of Information

See also standing order 22.

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

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, recorded and electronic form. The Council’s retention policy shall
confirm the period for which information (including personal data) shall be
retained or if this is not possible the criteria used to determine that period (e.g.,
the Limitation Act 1980).

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.

e 1) No member of the Council or of any committee or sub-committee shall disclose to
any person not a member of the Council any business declared to be confidential by
the Council, the committee, or the sub-committee as the case may be.

2) Any member in breach of the provisions of paragraph (1) of this Standing Order
shall be removed from any committee or sub-committee of the Council by the Council.

f From XX/XX/2023 (DATE TO BE CONFIRMED) Prestatyn Town Council will provide
email addresses to all town Councillors for council business matters only.
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14. 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. Draft minutes from any committee meeting will be
circulated to the Chair of that committee within 5 working days of the meeting. Once
approved by the Chair, they will be circulated to the members of such committee and
published as “Draft Minutes” on the Prestatyn Town Council website within 5
weekdays, followed by being added to the next relevant committee agenda.

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 11(a)(i) above.

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

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

“The Mayor/Chair of this meeting does not believe that the minutes of the
meeting of the () held on [date] in respect of (' ) were a correct record but
their view was not upheld by the meeting and the minutes are confirmed as
an accurate record of the proceedings.”

e Subje;:t to standing order 22(a) and following resolution which confirms the accuracy of
the minutes of a meeting, the draft minutes, or recordings of the meeting for which
approved minutes exist shall be destroyed.

f no later than seven working days of a council meeting, the council must publish
electronically a note setting out:
e The names of the members who attended the meeting, and any apologies
for absence;

e Any declarations of interest; and
e Any decisions taken at the meeting, including the outcomes of any votes.

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

See also standing order 3(s) above.

a Councillors and non-councillors with voting rights shall observe the code of
conduct adopted by the council. All members must observe the Code of Conduct
which was adopted by the Council on 3" May 2023.

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.

Newly-elected and Co-opted Councillors should endeavour to undertake training in the
code of conduct within six months of the delivery of their acceptance of office form.
i.  Any Councillors required to fulfil the position of Chair must undertake and complete
the appropriate course for this post ,
ii.  All councillors must undertake and complete the Code of Conduct course

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

16. Code of conduct complaints

a Upon notification by the Public Services Ombudsman for Wales that it is dealing with a
complaint that a councillor or non-councillor with voting rights has breached the
Council’s code of conduct, the Proper Officer shall, subject to standing order 15, report
thisto the Council. : :

b Where the notification in standing order 16(a) relates to a complaint made by the
Proper Officer, the Proper Officer shall notify the Mayor/Chair of Council of this fact,
and the Mayor/Chair shall nominate another staff member to assume the duties of the
Proper Officer in relation to the complaint until it has been determined.

o The Council may:

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

i, 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 their
related legal costs and any such indemnity is subject to approval by a meeting of
the Council.

d The Council shall deal with complaints of maladministration allegedly committed by the
Council or by any officer or member in the manner recommended in Circular 2/86 issued
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by National Association of Local Councils except for those complaints which should be
properly directed to the Standards Commission (Wales) for consideration.

17. Proper Officer

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

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

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

(b) If a member wants to receive the summons in writing rather than
electronically, they must give notice in writing to the clerk and specify the postal
address to which the summons should be sent.

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

(d) Thenotice must be available in-a conspicuous place giving notice of the time,
place and agenda (provided that the public notice with agenda of an
extraordinary meeting of the Council convened by councillors is signed by them)
and published electronically with notice of the time and place and, as far as
reasonably practicable, any documents relating to the business to be transacted
at the meeting 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(a) and (b) (Meetings Generally — Other) for the meaning of
clear days for a meeting of a full council and for a meeting of a committee;

ii. subject to standing order 10, include on the agenda all motions in the order
received unless a councillor has given written notice at least 10 days before the
meeting confirming their withdrawal of it;

iii. convene a meeting of Full Council for the election of a new Mayor/Chair of
the Council, occasioned by a casual vacancy in their office;

iv. facilitate inspection of the minutes of Meetings 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 where the Council has
resolved to require councillors to declare interests upfront;
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viii.

Xi.

Xii.

xiii.

Xiv.

XV,

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

liaise, as appropriate, with the Council's Data Protection Officer (if there is one);
receive and send general correspondence and notices on behalf of the council
except where there is a resolution to the contrary;

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

arrange for legal deeds to be executed;
See also standing order 25 below.
arrange or manage the prompt authorisati
any paymenis to be made by the council:
financial regulations;

record every planning application n
response to the local planning
refer a planning application recei'i/

ar pﬁoval, and instruction regarding
dance with the council's

-and the Council's
ority in a book or file for .such purpose;
by the Councni to the M__:_yorlChalr or in their

ri\fice-Chair (|f tﬁére is one) of

Mayor/Chair orin thelra_ :
ing days of receipt to facilitate an

the Town Planning Co

ws made by the Council;
Je:the summons to attend meetings of the Council;
keep proper records for all Council meetings.

18. 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.
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19. 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;

i, the Council’s receipts and payments (orinc nd expenditure) for each

quarter;

ii. the Council’'s aggregate receipts an
the year to date;

me and expenditure) for

the balances held at the end of the quarter being reported

d
: g'the Council’s receipts and
for the last quarter and the year to date
ing st nts for the year in the form of Section 2
ccountability return, as required by proper
nd approval.
e

practices and applying th form of accounts determined by the council (receipts and
payments, or inc xpenditure) for a year to 31 March. A completed draft
annual return shall ented to each councillor 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 council for consideration and formal approval before 30 June.

20. Financial controls and procurement

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

i, the keeping of accounting records and systems of internal controls;
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ik, the assessment and management of financial risks faced by the Council;

ii. 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
Councif's accounts and/or orders of payments; and

v.  whether contracts with an estimated value below £25,000 or due to special
circumstances are exempt from a tendering process or procurement
exercise.

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

c A public contract regulated by the Public Con Regulations 2015 with an
estimated value in excess of £25,000 but less than the relevant thresholds
referred fo in standing order 20{f} is subject to the “light.touch” arrangements

under Regulations 109-114 of the Publ Contracts Regulations 2015 unless it

works shall include, as a minimur

i. a specification for the go
be drawn up;

ii. an mwtatlo

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

f Where the value of a contract is likely to exceed the threshold specified by the
Office of Government Commerce from time to time, the Council must consider
whether the Public Contracts Regulations 2015 or the Utilities Contracts
Regulations 2016 apply to the contract and, if either of those Regulations apply,
the Council must comply with procurement rules. OVW can supply Councils with

further information in this regard.

14/11/2023 10:29 ltem 18 Appendix xxiii Draft Standing Orders Policy 2023.docx 23/27



g

In emergency situations the Town Clerk may with approval of Mayor and Chair of
Finance and Management Committee take such actions and incur expenditure
commensurate to deal with the situation. Any expenditure shall be reported to the next
Finance and Management Committee (as determined by AM) and may form the subject
of a supplementary estimate.

21. Handling staff matters

a

A matter personal to a member of staff that is being considered by a meeting of council
is subject to standing order 13 above.

Subject to the council’s policy regarding absences from work, the Town Clerk shall
notify the Mayor/Chair or, if they are not available, the Vice-Chair of absence
occasioned by iliness or other reason and that person shall report such absence to
Council at its next meeting.

Subject to the council’s policy regarding the handling of grievance matters, the Town
Clerk shall contact the Mayor/Chair or in their absence, the Vice-Chair in respect of an
informal or formal grievance matter. ’

Subject to the council’s policy regarding the handling of grievance matters, if an
informal or formal grievance matter raised by the Town Clerk relates to the
Mayor/Chair or Vice-Chair, this shall be communicated to another member of Council.

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

In accordance with standing order 13(a), persons with line management
responsibilities shall have access to staff records referred to in standing order 21(f).

In every year, not later than the meeting at which the estimates for next year are settled,
the Council shall review the pay and conditions of service of existing employees unless
such conditions are subject of National Joint Councils pay and conditions of service.
Standing Order 21(h) must be read in conjunction with this requirement.

If at a meeting there arises any question relating to the appointment, conduct, promotion,
dismissal, salary, or conditions of service, of any person employed by the Council, it shall
not be considered until the Council or committee (as the case may be) has decided
whether the press and public shall be excluded.

The Town Clerk oversees and is responsible for all day-to-day operational staff matters.
Prestatyn Town Council have an existing contract until 2024 with a HR company who
provides the Town Clerk with support, all guidelines, policies and procedures, which are
required to meet the legal requirements, thus ensuring matters are dealt with correctly.

The Town Clerk will recruit all staff with the assistance of the Office Manager. However,
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the Town Clerk will invite one councillor to sit in on second interviews for the Office
Manager's appointment to offer support.

k. All recruitment and matters relating to the Town Clerk will be dealt with through the
Resource and Appeals Committee.

22. Responsibilities to provide Information

See also standing order 23.

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.

23. Responsibilities under Data Protection
Legislation

See also standing order 13.

The Council shall appoint a Data Protection Officer.§

b The Council shall have policies and proce’dures in place'to respond to an
individual exercising statutory rights concerning their personal data.

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

d The .CoUnciI 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.

24. 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.
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25. Execution and sealing of legal deeds

See also standing orders 19(b)(xii) and (xvii) above.

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

b Subject to standing order 25(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. This is
applicable to a Council with a common seal.

26. Communicating with Co ty Councillors

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

the County
f.the Council.

b A motion to add to or'vary or revoke one or more of the council’s standing orders,
except one that incorporates mandatory statutory requirements, shall be proposed by
a special motion, the written notice by at least two thirds’ councillors to be given to the
Proper Officer in accordance with standing order 10 above.

o The Proper Officer shall provide a copy of the council’s standing orders to a councillor
as soon as possible after they have delivered their acceptance of office form.

d The decision of the Mayor/Chair of a meeting as to the appilication of standing orders
at the meeting shall be final.
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END OF DOCUMENT

Version Record

Date Version Details Amended by
03/05/2023 | 2023V1 Full redraw of document Mark Turner
22/11/2023 | 2023V2 Re-draft using revised OVW model Mark Turner

Annual Document Review Table

Review Date Committee Name Approved/Amended Minute Number

03/05/2023 | Full Council V1 approved 11

NB - This typed section to be deleted upon approval;
KEY:

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

For convenience, the word “councillor” is used in model standing orders and, unless the
context suggests otherwise, includes a non-councillor with or without voting rights. A model
standing order that includes brackets like this ()’ requires information to be inserted by a
council. A model standing order that includes brackets like this T ] and the term ‘OR’
provides alternative options for a council to choose from when determining standing orders.

AMENDED SEPTEMBER 2023 WITH ADJUSTMENTS TO REFERENCES FOLLOWING
UPDATED MODEL RECEIVED FROM OVW.

Entries highlighted YELLOW are additional standing orders previously agreed and added in
by Prestatyn Town Council.
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INTRODUCTION

The council chambers situated in the office of Prestatyn Town Council (PTC) on Nant Hall
Road also serves as a function room for up to 35 people. In addition, there is a meeting
room that can be utilised for up to 8 people, and both rooms may be booked, for meetings or
events, by organisations; such as statutory bodies, local constituted groups, charities, social
enterprises or Community interest Companies. The facilities are available during normal
office hours, Monday to Friday, between 9am and 5pm. Tea and coffee facilities and toilets
are available on site.

To make a booking, enguire about room availability or facilities provided please contact
Prestatyn Town Council

Prestatyn Town Council
7 Nant Hall Road
Prestatyn

North Wales

LL19 9LR

Telephone: 01745 857185
E-mail: info@prestatyntc.co.uk
Between normal Office Hours of 8am fo 5pm Monday to Friday

The following rules are generally applied:

ENTERTAINMENT

If the premises are required for dramatic or flEm recitals, or 1f optscal projections of any kind
are used, the hirer must guarantee that permission, where necessary, has been obtained
from copyright holders for public performance, and that the requirements of the licensing
authorities have been met. Gambhng is not permltted on the premises.

REFRESHMENTS |

Tea & coffee making facmtl_es_ aré_ available, which the Hirer will need to provide, unless
agreed with Prestatyn Town Council in advance of the event.

No a!c'c")h'o'l may be co'h's'umed or SL;ppEied on the premises or adjoining area.

HEALTH AND SAFETY

Smoking is not permltted in any part of the premises or the surrounding area,

The relevant proced_u_re in the E\_/ent of Fire and applicable instructions will be provided to the
host at the time of arrival. It wili remain the responsibility of the host or meeting facilitator to
record all attendees, who will also be responsible for reconfirming all parties are present at
the fire assembly points in the event of an evacuation. They are also responsible for
ensuring all attendees know the locations of the fire exits and fire assembly points.

NUISANCE

The hirer shall not do, or permit to be done upon the premises, anything which may be or
become a nuisance or annoyance to the quiet or comfort of the owners, occupiers or users
of adjoining property and areas. Animals are not permitted on the premises; except for guide
dogs and working companion pets, or as agreed with PTC in advance.
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LOSS AND DAMAGE

Any damage caused will be the responsibility of the hirer, who will be asked to pay for repair
or replacement. Prestatyn Town Council does not accept responsibility for any loss or
damage to clothing or other personal property arising out of the letting. Screws, nails,
drawing pins etc. may not be driven into any part of the premises or furniture. Adhesives,
including sticky tape and putty-like substances, may not be used to place notices or posters
onto walls or furniture.

EQUIPMENT

Any crockery used must be washed, dried, and left ready for subsequent use in the kitchen.
Other equipment including television, DVD player and overhead projector may be available if
requested. Any electrical equipment being brought into the building for use at a function or
event must be PAT tested and certified by a qualified electrician. The responsibility for this
remains with the room hirer. We must be advised of all electrical equipment intended for use
in the building at the time of booking.

ACCESS

A member of staff is required to be in the premises whilst a room is on hire to open and
close the building.

BOOKING CONDITIONS

Room hires attracts a booking fee which is dependent on the nature of the group making the
reservation.

Definitions:
Community Bookings

Community booking is an event which is held by a Prestatyn & Meliden based group who
hold activities for the benefit of the local community. The event is open to the local
community and is either free or a small nominal charge may be made for the activities and
the events it organises.

Charity Bookings
Groups which are a registered charity who do not charge or who make a nominal charge for
activities/events/training it organises.

Private Functions / Public Services
These are groups (for example, private or local services) who require meeting room facilities.

All other businesses
These are organisations who operate for financial gain.

Fees

The current charges detailed below are for Monday to Friday, 09:00 — 17:00, excluding
Bank/Public Holidays. Please allow setting up/clearing up time in any booking request. All
rooms should be left in a clean and tidy manner.

Community bookings and Charity / Not-for-Profit bookings:
s Free of Charge
Statutory or Partner services bookings:

e Both ground floor rooms including kitchen facilities £15 per hour,
e Chambers £10 per hour,
¢ Committee Room £5 per hour
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All other Businesses:

s Both ground floor rooms including kitchen facilities £25 per hour,
o Chambers £15 per hour,
e« Committee Room £10 per hour

Payment is due in advance of the session and it is preferred that payment is made
electronically; details will be provided upon booking. If paying by post and a receipt is
required, please enclose a stamped addressed envelope; cheques should be made payable
to Prestatyn Town Council.

Sub-letting is forbidden. Any abuse of the facilities may lead to cancellation of any further
hookings.

Cancellations

All cancellations must be advised within 5 working days of 'th'e.event For all cancelations
after this time, or any no shows, the full booking pnce wnl be charged and refunds will not be
given.

RISK ASSESSMENT

It is the responsibility for the hirer to complete a Risk Assessment for any activities or events.
Prestatyn Town Council reserves the right to request a copy at the time of booking.

Prestatyn Town Council will provide a copy of our Risk Assessment for the rooms upon
request. _

FIRST AID

If a group making a reservation requwe a quahfied Flrst Aider on S|te during a function they
should make their own arrangements for this. A First Aid kit is available in the kitchen on the
ground floor, and a Deflbr;Hator is a!so avaliabie in the Reception area at the front of the
building. - P

INSURANCE

The premlses W|l| be covered by Prestatyn Town Councn s Public Liability Insurance
regarding any liability for injury or damage caused by items not provided by the Hirer; this
includes employees of the Hirer, who would not however be covered for injury by Prestatyn
Town Councul if the injury arises out of, anci in the course of, employment by the Hirer.

You will need to provide a copy of your own Public Liability Insurance (PLI) documents
showing minimum cover of £5 r__nt_lllon

ALL BOOKINGS

You are required to complete and return a copy of the attached Room Hire Booking Form
(see Appendix) at your earliest convenience, after which we shall acknowledge receipt and
contact you for payment in line with the fees schedule previously detailed, should this be
required, to complete the booking process.

WEBSITE

Please refer to our website for events taking place and more information on Prestatyn Town
Council,

https:/fwww. atprestatyn.co.uk
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APPENDIX
PRESTATYN TOWN COUNCIL

COUNCIL CHAMBERS AND MEETING ROOM
ROOM HIRE BOOKING FORM

This agreement is made between Prestatyn Town Council (“The Council”) and The Hirer as named below. On
payment in full of the hire charge (if applicable) The Council agrees to The Hirer using the rooms identified in
this form, subject to the standard conditions of hire and the safety information of this Hire Agreement as
published under the current Prestatyn Town Council Room Hire Policy Document

B 1= =" O
Erna] OB uisoummuuessmmmmmmanarasiomsssss e e s s A S T A A M ST R A
FUlADUTESS/POSLEOUE. vvererrrrrasansrammnsnnsnenrsnsnmssnes ssmmsesnsasss pomsmsassesss s sans e emnsmnnsnm s s ios ok s bRn e e o e e P s
Tl e O e I EITTI RO s unummomes onmensnsenrssess e o s 0 A L 3 A AT AR

Y oY o 1= N C= 8 P= 100 L= M A L0 L oY= (oSS POUP

Name:........ooo i e e CONtACE NUMbET: L,
On behalf of (Company name/Charity if appropriate) ...
ROOMS REQUIRED (v

[0 Council Chamber Room (capacity of 35)
[0 Small Meeting Room (capacity of 8)
Each room has access to tea/coffee making facilities

PURPOSE OF HIRE

The rooms are only available to hire by statutory bodies, local constituted groups, charities, Community
Interest Companies, social enterprises etc. The rooms are not available for business or private hire.

PERIOD OF HIRE REQUIRED:;
Date; Start Time End Time

Date; Start Time End Time

Please remember that the premises must be cleared within 15 minutes of the end time, and any additional
time required may be charged at the published rates.

PLEASE NOTE; The supply and consummation of alcohol and smoking is prohibited within The Council
premises, including the pavement surrounding the property.

Office use only.

Date tooni botled &-Agreed Costy « e s i 5 m s e 5 ST s Bt it ssads

Date payment due (within 30 days and at least 5 days before Hire)...........ccooiiiiiiiii e,

Room condition acceptable on departure Y/N
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Item 20 Appendix xxv

Prestatyn Town Council
Publication Scheme
2023



BACKGROUND

This publication scheme has been prepared in-line with the model Publication Scheme issued by

the Information Commissioner's Office (ICO).

This publication scheme commits Prestatyn Town Council to make information available to the
public as part of its normal business activities. The information covered is included in the classes of
information below, where this information is held by the authority. Additional assistance is provided
regarding the definition of these classes in sector specific guidance manuals issued by the

Information Commissioner.

All access to publications are currently provided free of charge through access to websites; paper
copies can be requested by contacting Prestatyn Town Council:

Prestatyn Town Council
7 Nant Hall Road
Prestatyn

North Wales

LL19 9LR

Telephone: 01745 857185
E-mail: lisa.fearn@prestatyntc.co.uk

INFORMATION AVAILABLE

Information to be published

How the information can be obtained

Class1 - Who we are and what we do.
(Organisational information, structures,
locations, and contacts)

Details available on Prestatyn Town Council
website: www.atprestatyn.co.uk

Who’s who on the Council and its Committees.

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

Contact details for Clerk and Council members
(named contacts where possible with
telephone number and email address (if used)

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

Location of main Council office and
accessibility details

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

Staffing structure

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

Class 2 — What we spend and how we
spend it.

(Financial information relating to projected and
actual income and expenditure, procurement,
contracts, and financial audit)

Current and previous financial year as a
minimum

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk
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Annual return form and report by internal and
external auditor

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

Finalised budget

Details available as a hard copy and on
Prestatyn Town Council website;
www.atprestatyn.co.uk

Precept Form

Details available as a hard copy and on
Prestatyn Town Council website;
www.atprestatyn.co.uk

Borrowing Approval letter

Details available as a hard copy and on
Prestatyn Town Council website;
www.atprestatyn.co.uk

Standing Orders

Details available on the Prestatyn Town Council
website:
www.atprestatyn.co.uk

Financial Regulations

Details available on the Prestatyn Town Council
website:
www.atprestatyn.co.uk

Grants Given

Details available on Prestatyn Town Council
website:
www.atprestatyn.co.uk

Grants Received

Details available on Prestatyn Town Council
website:
www.atprestatyn.co.uk

List of current contracts awarded and value of
contract.

Details available on Prestatyn Town Council
website:
www.atprestatyn.co.uk

Members’ allowances and expenses

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

Class 3 — What our priorities are and how
we are doing

(Strategies and plans, performance indicators,
audits, inspections, and reviews)

Copies of agendas and minutes from Full
Council and committee meetings are available
on Prestatyn Town Council website;
www.atprestatyn.co.uk

Community Plan (current and previous year as
a minimum)

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk
UNDER DEVELOPMENT

Annual Report (current and previous year as a
minimum)
Annually in May

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

Local charters drawn up in accordance with
WAG, OVW & WLGA guidelines, links to
Welsh government — voice Wales.

WEBSITE LINKS: -
WAG
https://www.gov.wales/public-sector

03 October 2023 Item 20 Appendix xxv Draft Publication Scheme Policy 2023.docx

2/9




ONE VOICE WALES
http://www.onevoicewales.org.uk/OVVWWeb/Def

ault.aspx
WLGA

https://www.wlga.gov.uk/

Class 4 — How we make decisions
(Decision making processes and records of
decisions)

Current and previous council year as a
minimum

Details available in minutes of Full Council and
committee meetings on Prestatyn Town Council
website; www.atprestatyn.co.uk

Timetable of meetings (Council, any
committee/sub-committee meetings, and
community meetings)

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

Agendas of meetings (as above)

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

Minutes of meetings (as above) —
NB: this will exclude information that is
properly regarded as private to the meeting.

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

Reports presented to council meetings NB:
this will exclude information that is
properly regarded as private to the meeting.

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

Responses to consultation papers

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

Responses to planning applications

Details available on Prestatyn Town Council
website; www.atprestatyn.co.uk

By-laws

Denbighshire County Council
www.denbighshire.gov.uk

Class 5 — Our policies and procedures
(Current written protocols, policies, and
procedures for delivering our services and
responsibilities)

Current information only

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk

Policies and procedures for the conduct of
council business:

Procedural standing orders

Committee and sub-committee terms of
reference

Delegated authority in respect of officers
Code of Conduct

Policy statements

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk
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Policies and procedures for the provision of
services and about the employment of staff:

Internal policies relating to the delivery of
services

Equality and diversity policy

Health and safety policy

Recruitment policies (including current
vacancies)

Policies and procedures for handling requests
for information

Complaints procedures (including those
covering requests for information and
operating the publication scheme)

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk

UNDER REVIEW
UNDER REVIEW
UNDER REVIEW
UNDER REVIEW

UNDER REVIEW

UNDER REVIEW

Information security policy

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk

UNDER REVIEW

Records management policies (records
retention, destruction, and archive)

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk

UNDER REVIEW

Data protection policies

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk

UNDER REVIEW

Class 6 — Lists and Registers.

Currently maintained lists and registers only

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk

Any publicly available register or list (if any are
held this should be publicised; in most
circumstances existing access provisions will
suffice)

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk

Assets Register

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk

Disclosure log (indicating the information that
has been provided in response to requests;
recommended as good practice, but may not
be held by community councils)

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk

Class 7 — The services we offer
(Information about the services we offer,
including leaflets, guidance and newsletters
produced for the public and businesses)

Current information only

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk
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Allotments

Details available on Denbighshire County
Council website:
www.Denbighshire.gov.uk

Burial grounds and closed churchyards

Details available on Denbighshire County
Council website:
www.Denbighshire.gov.uk

Community centres

Details available on Prestatyn Town Council
website.

www. atprestatyn.co.uk

JUBILEE COMMUNITY CENTRE
www.jubileecommunitycentre.co.uk
MELIDEN COMMUNITY CENTRE
https://www.meliden.ora/

TY CARADOC COMMUNITY CENTRE
https://atprestatyn.co.uk/businesses/ty-caradoc-
community-centre/

TY PENDRE

Parks, playing fields and recreational facilities

Details available on Denbighshire County
Council website:
www.Denbighshire.gov.uk

Seating, litter bins, clocks, memorials, and
lighting

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk

Bus shelters

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk

Markets

Details available on Denbighshire County
Council website:
www.Denbighshire.gov.uk

Public conveniences

Details available on Denbighshire County
Council website:
https://www.denbighshire.gov.uk/en/community-
and-living/public-toilets.aspx

Agency agreements

N/A

A summary of services for which the council is
entitled to recover a fee, together with those
fees (eg: hire of chambers)

Under Review

Details available on Prestatyn Town Council
website.

www.atprestatyn.co.uk

UNDER REVIEW

Additional Information

This will provide Councils with the opportunity
to publish information that is not itemised in the
lists above

Details available on Prestatyn Town Council
website.
www.atprestatyn.co.uk
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The method by which information published under this scheme will be made available.

The authority will indicate clearly to the public what information is covered by this scheme and how it
can be obtained.

Where it is within the capability of Prestatyn Town Council, information will be provided on our
website www.atprestatyn.co.uk .

Where it is impracticable to make information available on our website or when an individual does
not wish to access the information by the website, Prestatyn Town Council will provide a paper copy
of the information, upon request. Please note, charges may be applicable.

In exceptional circumstances some information may be available only by viewing in person. Where
this manner is specified, contact details will be provided. An appointment to view the information will
be arranged within a reasonable timescale.

Information will be provided in the language in which it is held or in such other language that is
legally required. Where an authority is legally required to translate any information, it will do so.

Obligations under disability and discrimination legislation and any other legislation to provide

information in other forms and formats will be adhered to when providing information in accordance
with this scheme.
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SCHEDULE OF CHARGES

The purpose of this scheme is to make the maximum amount of information readily available at
minimum inconvenience and cost to the public.

Charges made by Prestatyn Town Council for routinely published material will be justified and
transparent and kept to a minimum. Material which is published and accessed on a website will be
provided free of charge. Charges may be made for information subject to a charging regime
specified by Parliament.

Charges may be made for actual disbursements incurred such as:
+ Photocopying
» Postage and packaging
* The costs directly incurred as a result of viewing information

Charges may also be made for information provided under this scheme where they are legally
authorised, they are in all other circumstances, including the general principles of the right of access
to information held by public authorities, justified and are in accordance with a published schedule
or schedules of fees which is readily available to the public.

If a charge is to be made, confirmation of the payment due will be given before the information is
provided. Payment may be requested prior to provision of the information.

For Prestatyn Town Council.
(i) One copy of any available document will be supplied free of charge.
(ii) Multiple copies of any available document will be supplied on payment of the actual cost
of copying and postage.

TYPE OF CHARGE DESCRIPTION BASIS OF CHARGE
Disbursement cost Photocopying Black and White — 5p per sheet (A4
Photocopying Colour — 10p per sheet (A4)
Postage Costs levied as per current Royal
Mail fees
Statutory Fee Price on application
Other Price on application

Information not available on the website can be requested from.

Town Clerk

Prestatyn Town Council

7 Nant Hall Road

Prestatyn

Denbighshire

LL19 9LR

01745 857185

E-mail; lisa.fearn@prestatyntc.co.uk
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This document was first drawn on 08 March 2023.

VERSION UPDATES

Version

Date

Section

Details of change

V2

22/11/2023

Whole of Document

Addition of photocopying charges, removal
of some Review notifications, transfer from
landscape to portrait format
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