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Section 1 - Introduction to How the Council
Works

1.

1.1

1.2

1.3

1.4

1.5

2.1

2.2

The County Council

The County Council is composed of 62 elected members elected every
four years. Elected members are democratically accountable to the
residents of their electoral division. The overriding duty of elected
members is to the whole community, but they have a special duty to
their constituents, including those who did not vote for them.

Elected members have to agree to follow a code of conduct to ensure
high standards in the way they undertake their duties. The Audit &
Standards Committee ensure that there is a suitable code and that
training and support is available to members to understand what is in
it.

All elected members meet together as the County Council. Here
elected members decide the County Council’s overall policies and set
the budget each year. The County Council is also responsible for
electing the Leader of the Council and for appointing Committees,
some of which are responsible for overseeing and reviewing the
decisions of the Cabinet, while others have responsibilities for taking
decisions about specific areas.

The Leader of the Council appoints the members of the Cabinet.

County Council meetings are normally open to the public and webcast,
and webcast meetings can be viewed online through the council’s
website (this is the same approach for all other public meetings of the
County Council).

How decisions are made

Different parts of the Council are responsible for particular types of
decisions and decisions relating to particular areas or functions. A list
of the responsibilities of each body or individual can be found in the
relevant section of the constitution.

All decisions of the Council will be made in accordance with the
following principles:

a. due regard to all relevant and material considerations and without
regard to any irrelevant considerations;

"
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2.3

3.1

3.2

3.3

3.4

4.1

op

. where appropriate, the realistic evaluation of alternatives;

. proportionality (i.e. the action must be proportionate to the desired
outcome);

. due consultation and the taking of professional advice from officers;

. respect for human rights and equalities;
a presumption in favour of openness;

. Clarity of aims and desired outcomes; and

. reasons being given for the decision.

@]
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The Council, a Committee or Panel, an elected member or an officer
acting as a tribunal or in a quasi-judicial manner or
determining/considering (other than for the purposes of giving advice)
the civil rights and obligations or the criminal responsibility of any
person will follow a proper procedure which accords with the
requirements of natural justice and the right to a fair trial contained in
Article 6 of the European Convention on Human Rights.

Decision making by the Cabinet

The Cabinet is the part of the County Council which is responsible for
making key decisions. The Cabinet comprises the Leader of the County
Council and up to nine elected members who meet together to take
decisions. Meetings of the Cabinet are generally open for the public to
attend, except where confidential or exempt information needs to be
discussed (details on exemption can be found in Section 12 - Access
to Information Procedure Rules).

The Cabinet is responsible for taking ‘Key Decisions’ which are
decisions which are termed significant, either in financial terms or in
its effects on communities living or working in an area comprising two
or more electoral divisions in the County area.

The Cabinet has to make decisions which are in line with the Council’s
overall policies and budget. If it wishes to make a decision which is
outside the budget or policy framework set by the Strategic Plan, this
must be referred to the Council as a whole to decide.

In some instances, individual Cabinet members may have delegated
powers to take decisions on behalf of the Cabinet.

How decisions are scrutinised
There are four Overview and Scrutiny Committees which support the

work of the Cabinet and the Council as a whole. Their overview and
scrutiny of both planned and taken decisions leads to reports and

"
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4.2

5.

5.1

6.1

6.2

recommendations which advise the Cabinet and the Council as a whole
on its policies, budget and service delivery. Overview and Scrutiny
Committees monitor the decisions of the Cabinet and may be consulted
on forthcoming decisions and the development of policy.

Elected members of the Council who are not on the Cabinet can ‘call-
in” a decision which has been made by the Cabinet but not yet
implemented. If a matter is 'called-in' it will be considered by the
Corporate Overview and Scrutiny Committee and members of the
relevant Overview and Scrutiny Committee may be invited to the
meeting when the 'call-in' is considered. They may recommend that
the Cabinet reconsider the decision or in some circumstances refer it
to the Council.

The Council’s Staff

The County Council has people working for it (called ‘officers’) to give
advice, implement decisions and manage the day-to-day delivery of
its services. Some officers have a specific duty to ensure that the
Council acts within the law and uses its resources wisely. Guidance on
member/officer relations (Section 3 — Members of the County Council,
Appendix 2) governs the relationships between officers and members
of the County Council.

Citizens’ Rights

Citizens have a number of rights in their dealings with the Council.
Section 4 (Citizens and the County Council) of this Constitution sets
out Citizens’ rights to participate in Council’s democratic arrangements
by voting, attending meetings and accessing reports and background
papers. It also sets out Citizens’ rights to complain about the Council’s
actions or proposals.

Some of these are legal rights, whilst others depend on the County
Council’s own processes. Where members of the public use specific
Council services, they may have additional rights. These are not
covered in this Constitution.

6.3 The County Council welcomes participation by its citizens in its work.

For further information on your rights as a citizen, please contact the
Deputy Chief Executive and Director for Corporate Services.

Page 3
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Section 2 - The County Council’s Constitution
— Role and Purpose

1. What is the Constitution?

1.1 The Constitution sets out how the Council operates, how decisions are
made and the procedures which are followed to ensure that these are
efficient, transparent and accountable to local people. Some of these
processes are required by the law, while others are a matter for the
Council to choose.

1.2 The Constitution is divided into Sections which explain how the Council
makes its decisions by outlining how the different parts of the Council
work and the basic rules governing the Council’s business. These are:

Members of the County Council (Section 3)
Citizens and the County Council (Section 4)
The Full Council (Section 5)
The Cabinet (Section 6)
Overview and Scrutiny Committees (Section 7)
Other Committees (Section 8)
Joint Arrangements (Section 9)
Officers (Section 10)
Procedural Standing Orders (Section 11)
Access to Information Procedure Rules (Section 12)
Financial Regulations (Section 13)
Procurement Regulations (Section 14)

2. Purpose and Interpretation of the Constitution

2.1 The purpose of the Constitution is to:

enable the County Council, in partnership with citizens, businesses
and other organisations, to provide broad leadership to, and support
for, the communities of Staffordshire to improve their economic
social and environmental well-being;

support the involvement of citizens in the process of local authority
decision-making;

help elected members represent their constituents more effectively;
enable decisions to be taken efficiently and effectively;

create a rigorous means by which decision-makers can be held to
public account;

ensure that no one will review or scrutinise a decision in which they
have been directly involved;

"
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2.2

2.3

3.1

3.2

3.3

3.4

e ensure that those responsible for decision-making are clearly
identifiable to local people and that they explain the reasons for
decisions; and

e provide a means of improving the delivery of services to the
community to meet the County Council’s vision, as expressed in the
policy themes on which the Council’s Corporate Strategy is based.

Where the Constitution permits the Council to choose between
different courses of action, the Council will always choose that option
which it thinks is closest to the purposes stated above.

The ruling of the Chairman of the County Council on the construction
or application of this Constitution, or on any proceedings of the
Council, shall not be challenged at any meeting of the Council. Such
interpretation will have regard to the purposes of this Constitution
above.

Review of the Constitution

The Audit and Standards Committee will review the operation of the
Constitution to ensure that the aims and principles of the Constitution
are given full effect. Where practicable, proposal for changes to the
Constitution will be reported for consideration by the Audit and
Standards Committee prior to consideration by Full Council.

The Chief Executive and the Deputy Chief Executive and Director for
Corporate Services as Monitoring Officer will monitor and report to the
Audit and Standards Committee from time to time on the Constitution
adopted by the Council and will make recommendations for ways in
which it could be amended in order to better achieve the purposes set
out above.

The Deputy Chief Executive and Director for Corporate Services will
have the authority to make minor and consequential amendments to
the constitution to keep it up to date with legislative requirements,
and/or to keep the whole constitution in line with Council decisions
made from time to time.

In the event of any proposals for a change in Executive arrangements
from a Leader and Cabinet form of Executive to another form of
Executive or vice versa, the Council will take reasonable steps to
consult local electors and other interested persons in the area when
drawing up proposals.

"
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3.5

3.6

4.1

5.1

5.2

No change to any provision of this Constitution or to any sub-
delegation scheme having effect under it shall, unless otherwise
specified, invalidate any previous decision or action made or taken
under such provisions.

Unless specified by a provision of the Constitution, any decision made
by or on behalf of the County Council (including any plan, budget,
policy or strategy approved by or on behalf of the County Council) prior
to the coming into effect of the Constitution or the making of any
change to it shall remain in force until it is amended varied or replaced.

Suspension of the Constitution

Any suspension of any part of the Constitution, in particular, but not
exclusively, the Procedure Rules, and Finance and Contract Procedure
Rules, shall only take place in accordance with the provisions in the
specific rules themselves.

Publication of the Constitution

The Deputy Chief Executive and Director for Corporate Services will
draw to the member’s attention the location of this Constitution, on
the member first being elected to the Council.

The Deputy Chief Executive and Director for Corporate Services will
maintain and publish an up-to-date version of the Constitution on the
Council’s website and ensure that copies are widely available for
inspection at Council offices, libraries and other appropriate locations,
and can be purchased by members of the local press and the public on
payment of a reasonable fee.

Page 7
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Section 3 - Members of the County Council

1.

1.1

1.2

1.3

2.1

3.1

Composition and eligibility

The Council will be made up of County Councillors, otherwise known
as elected members, elected by the voters of each electoral division in
accordance with legislation. (Currently 62 members).

Only registered voters of the county area or those living or working
there will be eligible to hold the office of County Councillor.

A list of the current elected members along with their contact details
is maintained on the County Council website at: Your County
Councillors - Staffordshire County Council.

Election and terms of elected members

The regular election of elected members will be held on the first
Thursday in May every four years beginning in 2001. The terms of
office of elected members will start on the fourth day after being
elected and will finish on the fourth day after the date of the next
regular election.

Roles, functions, rights and responsibilities of all elected
members

All elected members will:

a. collectively be the ultimate policymakers and carry out strategic and
corporate management functions;

b. contribute to the good governance of the area and encourage
community participation and citizen involvement in decision making;

c. effectively represent the interests of their electoral divisions and of
individual constituents and bring their views into the Council’s
decision- making process;

d. respond to constituents’ enquiries and representations, fairly and
impartially;

e. participate in the governance and management of the Council;

be available to represent the Council on other bodies; and

g. maintain the highest standards of conduct and ethics, observing the
provisions of the constitution, especially the Members’ Code of
Conduct attached to this section.

__h
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3.2

3.3

3.4

3.5

4.1

5.1

The County Council has agreed role descriptions for elected members
and the various office holders in the County Council and will keep these
under review. In the spirit of transparency and openness, information
on elected members’ activity is available on the council’s public
website.

Elected members will have such rights of access to such documents
and information as are necessary for the proper discharge of their
functions and in accordance with the law.

Elected members will not make public information which is confidential
or exempt without the consent of the Council or divulge information
given in confidence to anyone other than an elected member or officer
entitled to know it.

For these purposes, “confidential” and “exempt” information are
defined in Section 12 (Access to Information Procedure Rules) of this
Constitution.

Allowances

Elected members will be entitled to receive allowances in accordance
with the Members’ Allowances Scheme set out in this Constitution
(Section 3 - Members of the County Council).

Members’ Fund

The County Council operates a members’ fund under which elected
members are able to recommend expenditure of up to a prescribed
amount each year on projects that fit defined criteria for the fund
during each financial year. Details and key criteria of the Scheme are
set out on the County Council’s website: Community Fund -
Staffordshire County Council
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Appendix 1 - Members’ Code of Conduct

(Effective from 7 May 2021)

1.

1.1

1.2

1.3

2.1

Application

This Code applies to all elected members and co-opted members of
Staffordshire County Council. It applies to you as soon as you sign
your declaration of acceptance of the office of elected member or
attend your first meeting as a co-opted member and continues to apply
to you until you cease to be an elected member.

This Code of Conduct applies to you when:

e you are acting in your capacity as an elected member and/or as a
representative of your council;

e you are claiming to act as an elected member and/or as a
representative of your council;

e you are giving the impression that you are acting as an elected
member and/or as a representative of your council; and

e you refer publicly to your role as an elected member or use
knowledge you could only obtain in your role as an elected member.

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

at face-to-face meetings;

at online or telephone meetings;

in written communication;

in verbal communication;

in non-verbal communication; and

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

General statement

As an elected member, I play a vital part in our country’s system of
democracy. It is important that I can be held accountable and adopt
the behaviours and responsibilities associated with the role. My
conduct as an individual elected member affects the reputation of all
elected members. Collectively we want the role of elected member to
be one that people aspire to. We also want individuals from a range of
backgrounds and circumstances to be putting themselves forward to
become elected members.

"
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2.2

2.3

2.4

3.1

3.2

3.3

As an elected member, I represent local residents, work to develop
better services and deliver local change. The public have high
expectations of me and entrust me to represent their local area; taking
decisions fairly, openly, and transparently. I have both an individual
and collective responsibility to meet these expectations by maintaining
high standards and demonstrating good conduct, and by challenging
behaviour which falls below expectations.

Importantly, I should be able to undertake my role as an elected
member without being intimidated, abused, bullied or threatened by
anyone, including general public, and whilst treating others with the
same dignity and respect.

I agree to abide by this Code as it has been designed to protect my
democratic role, encourage good conduct and safeguard the public’s
trust in local government.

General principles

Everyone in public office at all levels should uphold The Seven
Principles of Public Life, also known as the Nolan Principles

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

I act with integrity and honesty;

I act lawfully;

I treat all persons fairly and with respect; and

I lead by example and act in a way that secures public confidence in
the role of councillor.

In undertaking my role:

I impartially exercise my responsibilities in the interests of the local
community;

I do not improperly seek to confer an advantage, or disadvantage,
on any person;

I avoid conflicts of interest;

I exercise reasonable care and diligence; and

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

Page 12
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4.

4.1

4.2

4.3

4.4

4.5

4.6

4.7

Undertaking with regard to standards of Conduct

Respect
As an elected member:

I treat other elected members and members of the public with respect.
I treat local authority employees, employees and representatives of
partner organisations and those volunteering for the local authority
with respect and respect the role they play.

Bullying, harassment and discrimination

As an elected member:

I do not bully any person.

I do not harass any person.

I promote equalities and do not discriminate unlawfully against any
person.

Impartiality of officers of the council
As an elected member:

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

Confidentiality and access to information
As an elected member:
I do not disclose information:

a. given to me in confidence by anyone
b. acquired by me which I believe, or ought reasonably to be aware, is
of a confidential nature, unless

i. I have received the consent of a person authorised to give it;

ii. I am required by law to do so;

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

iv. the disclosure is:

"
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4.8

4.9

4.10

4.11

4.12

4.13

1. reasonable and in the public interest;

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

3.1 have consulted the Monitoring Officer prior to its release.

I do not improperly use knowledge gained solely as a result of my role

as an elected member for the advancement of myself, my friends, my

family members, my employer or my business interests.

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

Disrepute

As an elected member:

I do not bring my role or local authority into disrepute.
Use of position

As an elected member:

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

Use of local authority resources and facilities
As an elected member:
I do not misuse council resources.

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

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

b. ensure that such resources are not used for political purposes unless
that use could reasonably be regarded as likely to facilitate, or be
conducive to, the discharge of the functions of the local authority or
of the office to which I have been elected or appointed.
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4.14

4.15

4.16

4.17

4.18

4.19

4.20

4.21

Complying with the Code of Conduct
As an elected member:
I undertake Code of Conduct training provided by my local authority.

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

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

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

Interests

As an elected member:

I register and declare my interests.

Gifts and hospitality

As an elected member:

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

permission, licence or other significant advantage.

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

I register with the Monitoring Officer any significant gift or hospitality
that I have been offered but have refused to accept.
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Appendix 1a
Table 1: Disclosable Pecuniary Interests

This table sets out the explanation of Disclosable Pecuniary Interests as set
out in the Relevant Authorities (Disclosable Pecuniary Interests)
Regulations 2012. You are required to submit information in relation to
those disclosable interests for yourself and your partner.

Subject Nature of Interest for Self and Partner

Employment, office, trade,
profession or vocation
Sponsorship

Contracts

Land and Property

Licences

Corporate tenancies

Securities

Table 2: Other Registerable Interests

Any Body of which you are a member or in a position of general control or

management and to which you are appointed or nominated by the council;
You must register as an Other Registerable Interest:

a. Any unpaid directorships

b. Any body of which you are a member or are in a position of general control or
management and to which you are nominated or appointed by your authority

c. Any body

i. Exercising functions of a public nature
ii. Directed to charitable purposes or
iii. One of whose principal purposes includes the influence of public opinion or
policy (including any political party or trade union)

of which you are a member or in a position of general control or management

Note: In submitting this form online, you are deemed to have agreed to
adhere to the Code of Conduct and are confirming that your Declarations
of Interest are complete and accurate.
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Appendix 2 - Members’ Code of Conduct -

Guidance Notes
(Effective from 7 May 2021)

1.

1.1

2.1

2.2

3.1

3.2

Purpose of the Code of Conduct

The purpose of the Code of Conduct is to assist you, as a councillor, in
modelling the behaviour that is expected of you, to provide a personal
check and balance, and to set out the type of conduct that could lead
to action being taken against you. It is also to protect you, the public,
fellow councillors, local authority officers and the reputation of local
government. It sets out general principles of conduct expected of all
councillors and your specific obligations in relation to standards of
conduct. The fundamental aim of the Code is to create and maintain
public confidence in the role of councillor and local government.

Definitions

A “councillor” means a member or co-opted member of Staffordshire
County Council.

A “co-opted member” is defined in the Localism Act 2011 Section 27(4)
as “a person who is not a member of the authority but who:

a.is a member of any committee or sub-committee of the authority;
or

b.is a member of, and represents the authority on, any joint
committee or joint sub-committee of the authority; and

c. is entitled to vote on any question that falls to be decided at any
meeting of that committee or sub-committee.
“local authority” means Staffordshire County Council

General principles of councillor conduct

Everyone in public office at all levels; all who serve the public or deliver
public services, including councillors and local authority officers;
should uphold The Seven Principles of Public Life, also known as the
Nolan Principles. These Principles can also be found at Appendix 2a to
this document.

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

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

I act with integrity and honesty;

I act lawfully;

I treat all persons fairly and with respect; and

I lead by example and act in a way that secures public confidence in
the role of councillor.

3.4 In undertaking my role:

I impartially exercise my responsibilities in the interests of the local
community;

I do not improperly seek to confer an advantage, or disadvantage,
on any person;

I avoid conflicts of interest;

I exercise reasonable care and diligence; and

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

4. Application of the Code of Conduct

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

4.2 This Code of Conduct applies to you when:

you are acting in your capacity as a councillor and/or as a
representative of your council;

you are claiming to act as a councillor and/or as a representative of
your council;

you are giving the impression that you are acting as a councillor
and/or as a representative of your council; and

you refer publicly to your role as a councillor or use knowledge you
could only obtain in your role as a councillor.

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

at face-to-face meetings;

at online or telephone meetings;
in written communication;

in verbal communication;

in non-verbal communication; and

"
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4.4

5.1

6.1

7.1

7.2

7.3

e in electronic and social media communication, posts, statements
and comments.

You are also expected to uphold high standards of conduct and show
leadership at all times.

Advice

The County Council’s Monitoring Officer has statutory responsibility for
the implementation of the Code of Conduct, and you are encouraged
to seek advice from the Monitoring Officer on any matters that may
relate to the Code of Conduct.

Standards of Councillor Conduct

The following notes aim to explain the interpretation which will be
applied to each of the Undertakings listed in the Code of Conduct itself.

General Conduct
Respect

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

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

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

"
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7.4

7.5

7.6

7.7

7.8

Bullying, harassment and discrimination

The Advisory, Conciliation and Arbitration Service (ACAS)
characterises bullying as offensive, intimidating, malicious or insulting
behaviour, an abuse or misuse of power through means that
undermine, humiliate, denigrate or injure the recipient. Bullying might
be a regular pattern of behaviour or a one-off incident, happen face-
to-face, on social media, in emails or phone calls, happen in the
workplace or at work social events and may not always be obvious or
noticed by others.

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

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

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

Impartiality of officers of the council

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

"
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7.9

7.10

7.11

7.12

7.13

Confidentiality and access to information

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

Disrepute

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

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

Use of position

Your position as a member of the local authority provides you with
certain opportunities, responsibilities and privileges, and you make
choices all the time that will impact others. However, you should not
take advantage of these opportunities to further your own or others’
private interests or to disadvantage anyone unfairly.

Use of local authority resources and facilities

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

Examples include:
e Office support;

e Stationery;
e Equipment such as phones, and computers;

"
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7.14

7.15

7.16

7.17

7.18

e Transport; and
e Access and use of local authority buildings and rooms.

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

Complying with the Code of Conduct

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

Protecting your reputation and the reputation of the local
authority

Interests

You need to register your interests so that the public, local authority
employees and fellow councillors know which of your interests might
give rise to a conflict of interest. The register is a public document that
can be consulted when (or before) an issue arises. The register also
protects you by allowing you to demonstrate openness and a
willingness to be held accountable. You are personally responsible for
deciding whether or not you should declare an interest in a meeting,
but it can be helpful for you to know early on if others think that a
potential conflict might arise. It is also important that the public know
about any interest that might have to be declared by you or other
councillors when making or taking part in decisions, so that decision
making is seen by the public as open and honest. This helps to ensure
that public confidence in the integrity of local governance is
maintained.

You should note that failure to register or declare a disclosable
pecuniary (i.e. financial) interest is a criminal offence under the
Localism Act 2011.

Appendix 2b sets out the detailed provisions on registering and
declaring interests. If in doubt, you should always seek advice from
your Monitoring Officer.

"
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7.19

7.20

7.21

7.22

Gifts and hospitality

In order to protect your position and the reputation of the local
authority, you should exercise caution in accepting any gifts or
hospitality which are (or which you reasonably believe to be) offered
to you because you are a councillor. The presumption should always
be not to accept significant gifts or hospitality.

However, there may be times when such a refusal may be difficult if it
is seen as rudeness in which case you could accept it but must ensure
it is publicly registered where the value exceeds £50.

You do not need to register gifts and hospitality which are not related
to your role as a councillor, such as Christmas gifts from your friends
and family.

It is also important to note that it is appropriate to accept normal

expenses and hospitality associated with your duties as a councillor. If
you are unsure, please contact the Monitoring Officer for guidance.
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Appendix 2a - The Seven Principles of Public Life (The Nolan
Principles)

1.

1.1

1.2

1.3

1.4

1.5

1.6

1.7

The principles are:

Selflessness

Holders of public office should act solely in terms of the public interest.
Integrity

Holders of public office must avoid placing themselves under any
obligation to people or organisations that might try inappropriately to
influence them in their work. They should not act or take decisions in
order to gain financial or other material benefits for themselves, their
family, or their friends. They must declare and resolve any interests
and relationships.

Objectivity

Holders of public office must act and take decisions impartially, fairly
and on merit, using the best evidence and without discrimination or
bias.

Accountability

Holders of public office are accountable to the public for their decisions
and actions and must submit themselves to the scrutiny necessary to
ensure this.

Openness

Holders of public office should act and take decisions in an open and
transparent manner. Information should not be withheld from the
public unless there are clear and lawful reasons for so doing.
Honesty

Holders of public office should be truthful.

Leadership

Holders of public office should exhibit these principles in their own
behaviour. They should actively promote and robustly support the

"
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principles and be willing to challenge poor behaviour wherever it
occurs.

Appendix 2b - Registering and Declaring Interests

1.

1.1

1.2

1.3

2.1

2.2

Registering Interests

Within 28 days of your election or appointment to office you must
register with the Monitoring Officer the interests which fall within the
categories set out in Appendix 1a:

Table 1 (Disclosable Pecuniary Interests i.e. issues relating to money
and finances)

and

Table 2 (Other Registerable Interests).

You must ensure that your register of interests is kept up-to-date and
within 28 days of becoming aware of any new interest, or of any
change to a registered interest, notify the Monitoring Officer.

Where you consider that the disclosure of the details of any Disclosable
Pecuniary Interest could lead to you, or a person connected with you,
being subject to violence or intimidation if the interest is entered on
the Register, then, if the Monitoring Officer agrees, copies of the
register that are available for public inspection and any published
version of the register will exclude details of the interest but may state
that you have an interest the details of which are withheld. These are
called ‘Sensitive Interests’. The Monitoring Officer will consider the
circumstances of each individual case submitted to him and will carry
out an annual review of any approved.

Declaring Interests

Where a matter arises at a meeting which directly relates to one of
your Disclosable Pecuniary Interests, you must declare the
interest, not participate in any discussion or vote on the matter and
must not remain in the room unless you have been granted a
dispensation. If it is a ‘sensitive interest’, you do not have to declare
the nature of the interest, just that you have an interest.

Where a matter arises at a meeting which directly relates to one of
your Other Registerable Interests, you must declare the interest.
You may speak on the matter only if members of the public are also
allowed to speak at the meeting but otherwise must not take part in
any discussion or vote on the matter and must not remain in the room

"
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2.3

2.4

3.1

unless you have been granted a dispensation. Again, if it is a ‘sensitive
interest’, you do not have to declare the nature of the interest.

Where a matter arises at a meeting which directly relates to your
financial interest or well-being (but is not a Disclosable
Pecuniary Interest) you must declare the interest. You may speak
on the matter only if members of the public are also allowed to speak
at the meeting but otherwise must not take part in any discussion or
vote on the matter and must not remain in the room unless you have
been granted a dispensation. If it is a ‘sensitive interest’, you do not
have to declare the nature of the interest.

Where a matter arises at a meeting which affects:

a.your own financial interest or well-being;
b.a body included in those you need to declare under
Disclosable Pecuniary Interests

you must disclose the interest.

In deciding whether to declare an interest, Members should consider
whether the matter affects their financial interest or well-being:

c. to a greater extent than it affects the financial interests of
the majority of inhabitants of the ward affected by the
decision; and

d.a reasonable member of the public knowing all the facts
would believe that it would affect your view of the wider
public interest

Offences

Section 34 of the Localism Act 2011 sets out a number of offences
relating to the notification and disclosure of Disclosable Pecuniary
Interests, participating in matters in which you have a Disclosable
Pecuniary Interest and knowingly or recklessly providing false or
misleading information in relation to your Disclosable Pecuniary
interests. All of these offences are subject to criminal penalties which
include a fine of up to £5000 and disqualification from being a
Councillor for up to 5 years.
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Appendix 3 - Guidance on Member / Officer
Relations

1. Introduction

1.1 Elected members and officers both have important but distinct roles.
The relationship between them has to function effectively in order for
them to be able to carry out their respective roles. The purpose of this
guidance is to offer advice to elected members and officers on how to
conduct that relationship in a way that allows both to do their jobs and
enhances the reputation of the County Council.

1.2 Although both elected members and officers depend upon one another
to be able to do their respective jobs, elected members, in particular,
are reliant upon officers for information and support. Because of this
all officers need to be aware of their responsibility when called upon to
provide support and assistance to elected members to enable them to
do their job effectively.

2. The Role of Elected Members

2.1 Elected members may have a number of complex roles including
politician, policy maker, representative, constituent advocate and
Council/Committee worker. It is not the role of an elected member to
involve themselves in the day to day management of Council services.

e Councillor - in this capacity elected members will usually belong to
particular groupings represented on the Council and will express
political values and support the policies of the group to which they
belong.

e Policy Maker - members may have personal, individual or collective
responsibility depending on their role for the Council and its activities.
They set the direction of the Council; are responsible for ensuring
that adequate management arrangements are in place; develop and
allocate the Council’s physical, financial and human resources and
monitor the performance, development, continuity and overall well-
being of the Council.

e Division Member - in this capacity elected members interpret and
express the wishes of the electorate, advocate on behalf of
constituents and seek to account for service priorities, allocation of
resources and ultimate performance of the Council. Elected members
may also be appointed to outside bodies and the role can vary from
representing the views of the Council to acting according to individual
judgement.

"
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3.1

4.1

Members, collectively, therefore need to:

Determine vision and values and ensure staff commitment;
Ensure standards are properly established and monitored;
Link service and corporate objectives;

Enable local people to resolve problems and issues faced by the

community;

o Ensure community needs are fed into strategy formulation and
service provision;

o Develop and support community leadership.

o Cabinet Members and Leader of the Council - The Leader and
members of the Cabinet have executive power to take
decisions. Working closely with the Corporate Management
Team, they will develop the policy framework and budget
proposal for Council. The Leader and Cabinet are then
responsible for implementing the approved policy framework
by collectively and individually making decisions in keeping with
the Council’s scheme of delegation.

o Opposition Members - All members should be given timely

access to information required in their role as elected members

and have the same rights and obligations in their relationship
with officers.

OO O O O

The Role of Officers

Officers of the Council have the following main roles:

Initiate policy proposals;

Implement all Council policies;

Manage the services for which the Council has given them
responsibility. They are accountable for the efficiency and
effectiveness of those services and for proper professional practice
in discharging their responsibilities and taking decisions, within
agreed policy;

Provide professional advice to the Council, its Committees and
members and the public in respect of their service; and

Ensure that the Council acts in a lawful way.

Respect and Trust

The relationship between elected members and officers should be
based on mutual respect and trust. Officers should avoid criticising
elected members and elected members should avoid criticising
officers, in order to maintain that trust and respect.

"
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4.2

4.3

4.4

4.5

4.6

4.7

4.8

5.1

In dealings between elected members and officers neither should seek
to take unfair advantage of their position. Elected members should not
press employees to do things that they are not empowered to do.

Officers must not press elected members to make a decision in their
favour, nor raise personal matters to do with their job, nor make claims
or allegations about other employees. (The only exception to this rule
is where the officer wishes to report possible wrongdoing under the
Council’s *“Whistleblowing” procedure.)

Reports from officers should be in the name of the relevant Chief
Officer. Reports may be discussed with elected members, such as with
the relevant Cabinet Portfolio Holder or Chair of the relevant
Committee, and the elected members concerned may make
suggestions as to the contents of the report. However, the content
remains the responsibility of the Chief Officer and amendments can
only be made by them. (This does not apply to the recommendations
to Cabinet or the front sheet to a Cabinet report on which the Cabinet
Member has the final say).

Officers must deal honestly with members and not attempt to mislead
them. Reports and all other communications with members must be
clear concise and in plain English.

Familiarity

Close personal familiarity between individual elected members and
officers should be avoided and the relationship maintained on a
professional basis.

The holders of office should, in public, always be addressed by their
office such as “"Chairman”, “Vice-Chairman” etc. At formal meetings it
would be usual for officers and members to address each other by their
surname and title.

In less formal environments, the use of first names as a means of
address is usually acceptable. However, some individual members and
officers may feel more comfortable with the more formal mode of
address, and allowance should be made for such individual preferences
where known.

Information for Elected Members

It is vital for Chief Officers and officers to keep elected members
informed about the major issues concerning the County Council. Just

"
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5.2

5.3

5.4

5.5

5.6

5.7

5.8

as importantly, elected members should be informed about proposals
that affect their electoral division before they are announced publicly,
and should be invited to attend County Council initiated events within
their electoral division.

Where an issue affecting a particular division is to be discussed by the
Cabinet or a Committee, Sub-Committee or Panel on which the local
councillor does not serve, the councillor will be invited to attend and
may speak on it if they wish to do so. (This is of course subject to any
overriding requirement of the Members' Code of Conduct).

Where an elected member requests information, the fact of that
request, and the information supplied, may be brought to the attention
of the Cabinet Member/Chair concerned by the relevant Chief Officer.

Elected members requests for information must always be given high
priority and a response given within 2 working days where possible.
Elected members are encouraged to share information in respect of
their deadlines, to assist officers to respond appropriately.

Access to Papers and other County Council Information

Elected members have all the rights available to members of the public
and may request individual copies of any agendas of the Cabinet and
of Committees, Sub-Committees or Panels of which they are not
members.

Additionally, if an elected member is able to demonstrate a "need to
know" in their role as a county councillor, officers should provide the
relevant information, including exempt or confidential information, to
that elected member.

Special care needs to be taken when an elected member has a
significant personal or business relationship with a constituent about
whom they are seeking information. In such circumstances elected
members are advised to consider their Code of Conduct and consult
the Deputy Chief Executive and Director for Corporate Services as
necessary.

How can the Information be used?
Any County Council information provided to an elected member should

only be used by the member for the purpose for which it was provided.
Confidential information must remain confidential.

"
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6.1

6.2

6.3

6.4

6.5

6.6

6.7

6.8

6.9

Political Activity

Senior officers cannot be elected members or MPs, nor can they speak
or write publicly as private individuals on party political issues.

Officers are employed by the County Council as a whole and are
responsible to the Chief Executive and their respective Chief Officers
rather than to individual members of the Council.

Regular contact between senior officers and senior politicians on
matters affecting the County Council is essential.

County Council decisions can only be made in accordance with the
Constitution. (Decisions by party political groups do not constitute
County Council decisions). All information or advice needed to make a
decision should be given to the Cabinet or the relevant Committee,
Sub-Committee or Panel.

Officer advice to party groups

It is possible that senior officers may be asked to attend a party group
meeting whether of the controlling party group or of a minority party
group.

Any such request should be made or referred to the Chief Executive.
If agreed, it will be on the basis that similar arrangements will be made
for the other groups should they so request.

Officer attendance at political group meetings is voluntary.

Officers are entitled to have their political neutrality respected should
they agree to attend the group meeting, and to be treated in a fair and
proper way. They must not be placed in a position where they feel that
their political impartiality or integrity are put at risk and should leave
the meeting having given information on the issue in question, and
before the Group decide what view to take on it as a political group.

Officers should not be expected to be present at meetings, or parts of
meetings, when matters of party business are to be discussed. Officers
should be reminded on each occasion that they should leave a meeting
if they are to be asked to comment on matters beyond the brief agreed
in advance, or if they feel vulnerable or that their integrity was being
put in question.
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6.10

6.11

6.12

6.13

7.1

7.2

7.3

8.1

Special care needs to be exercised whenever officers are involved in
providing information and advice to a party group meeting that
includes persons who are not members or co-opted members of the
County Council. For reasons of confidentiality, officers may not be able
to provide the same level of information and advice as they would to
a “members-only” meeting.

Officers must respect the confidentiality of any party group discussions
by not relaying the content of any such discussion to another party
group.

Relationships between Officers and Portfolio Holders and
Chairs

It is clearly important that there should be a close working relationship
between Portfolio Holders, the Chairs of Committees and the relevant
Chief Officer and other senior officers. However, such relationships
should never be allowed to become so close, or appear to be so close,
as to impair the officers’ ability to deal impartially with other members
and other party groups.

Officers are accountable to their Chief Officer and must not go beyond
the bounds of whatever authority they have been given by their Chief
Officer.

Redress

If an elected member feels that an officer has acted contrary to the
spirit of this guidance, they should raise it with the officer’s line
manager or Chief Officer.

If an officer has similar concerns about an elected member, they
should raise the matter with their Chief Officer who may then raise the
matter with the individual member and/or Party Group Leader.

If elected members are having difficulty in obtaining information, they
need to carry out their duties as a County Councillor, they should
contact the Deputy Chief Executive and Director for Corporate
Services.

Summary

Officer Commitments to elected members:

"
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e We recognise that we are here to support you to do your job as an
elected member and will provide you with support and assistance
when requested;

e We will show understanding for your respective roles, workloads and
pressures;

e We will treat you with respect and deal with you honestly;

e We will not use our relationship with you to advance our personal
interests or to influence decisions improperly;

e We will give your queries priority and answer them quickly (within 2
working days where possible);

e We will ensure that local elected members are informed about our
proposals for their division before we announce them pubilicly;

e If we make a promise to you, we will deliver on it on time; and

e We will make sure that all communications with you whether formal
or informal are clear, concise and in plain English.

8.2 Elected Member Commitments to Officers:

e We will provide political leadership and direction;

e We treat you with respect, dignity and courtesy;

e We will show understanding for your respective roles, workloads and
pressures;

e We recognise that you must operate with political neutrality and will
respect this;

e We will not take unfair advantage of our position as an elected
member;

e We will not subject you to bullying or undue pressure; and

e When you give us information in confidence, we will respect that
confidentiality.
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Appendix 4 - Members’ Allowances Scheme

1.

1.1

1.2

1.3

1.4

1.5

2.1

2.2

2.3

3.1

Introduction

The purpose of this Section is to give guidance on elected members’
entitlement to allowances and expenses.

It is extremely important, both from the elected member’s personal
point of view and for the County Council, that the entitlements under
the arrangements are clear and transparent and that the possibility of
erroneous claims is avoided.

Set out in Appendix 4a is the formal County Council Scheme for the
payment of elected members' allowances.

This Scheme addresses various aspects of allowances payable to
elected members. It replaces all previous guidance issued by the
County Council on the subject.

Elected members can obtain further guidance, if necessary, from the
Deputy Chief Executive and Director for Corporate Services.

How the allowances are determined

The County Council is required, by law, to pay a basic allowance; the
amount of which is at the Council’s discretion. The County Council pays
a basic allowance which takes all aspects of the role of an elected
member into account, other than special responsibilities.

In the event that any elected member holds more than one position
for which a special responsibility allowance is payable they shall be
entitled to claim only one of those allowances.

In respect of the payment of allowances covered by the previous
paragraph the County Council makes financial provision for these
allowances within the estimates and reviews the allowances annually.

Different types of allowance

The allowances to which elected members may be entitled are listed
below:

e basic allowance;
e special responsibility allowance;

"
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4.1

4.2

5.1

5.2

6.1

7.1

Chairman and Vice- Chairman allowances;
carers'/dependents’ allowance;
subsistence and travelling allowances; and
meetings allowance

Basic Allowance

An elected member is entitled to receive a basic allowance for each
year from 1 April to 31 March. By law, the amount of basic allowance
has to be the same for each member during that period. A member
who is not a member for the whole of the financial year receives an
allowance reduced proportionately as provided for in the Scheme.

The County Council has decided that the annual basic allowance will
be paid by 12 monthly instalments in arrears on the 28th of each
month.

Special Responsibility Allowance

The regulations permit the County Council to pay an allowance to
certain elected members who have special responsibilities which must
be defined in the Scheme. Those special responsibilities have to fall
within certain categories defined in the regulations.

The amounts paid to individual elected members can differ and the
annual allowance is reduced proportionately for any period during the
year when an elected member does not have special responsibilities.

Chairman and Vice-Chairman Allowances

The allowances paid to the Chairman and Vice-Chairman of the County
Council will be increased annually in line with the recommendations
made by the Independent Remuneration Panel in respect of the
increase in the basic allowance. The level of allowances is shown in
Table 3. The allowance is paid by 12 monthly instalments in arrears on
the 28th of each month.

Carers'/Dependents’ Allowance
An elected member may claim an allowance of the actual hourly rate

of care provision up to a maximum of £15.57 per hour subject to the
conditions set out in Appendix 4a, paragraph 4.1.

"
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8.

8.1

8.2

8.3

8.4

8.5

8.6

8.7

9.1

Subsistence Allowance

An elected member (including a co-opted member, member of the
Independent Remuneration Panel and independent persons consulted
as part of the Council’s Standards arrangements) is entitled to claim
subsistence allowance at the rates adopted by the County Council from
time to time following consideration of the recommendations of the
Independent Remuneration Panel. The current rates will be available
on the Staffordshire Web and the members’ Intranet. In calculating
the period of absence, reasonable time properly spent in travelling to
and from the meeting can be taken into account.

To be entitled to claim, elected members are required to certify that
expenditure has actually been incurred by them on subsistence and to
claim only for that expenditure up to the maximum amount allowed
within the scheme.

There are occasions when elected members on approved duties need
to take a main meal that will be more expensive than the allowance
permitted by the scheme, such as when attending venues in major
cities or on trains. In such circumstances members can claim the
reasonable cost of the meal taken.

Elected members are advised that all receipts for expenditure claimed
for under the scheme should be forwarded to Member and Democratic
Services for retention as proof of the claim.

There may be times when an elected member is required to be away
overnight. If accommodation is required, then it can be arranged and
paid for in advance rather than the elected member incurring the
expense and being reimbursed up to the maximum in Table 4.

Elected members may occasionally be required to make overseas visits
on County Council business in connection with one or other of the
specific functions of the County Council. In those circumstances
subsistence costs can be reimbursed provided they are reasonable.

The Deputy Chief Executive and Director for Corporate Services will
supply details of these allowances on request.

Travelling allowance
An elected member is entitled to claim travelling allowance when

expenditure is incurred on travelling to attend an approved duty. The
rates applicable to this allowance are shown in Table 5.
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10.

10.1

11.

11.1

11.2

12.

12.1

13.

13.1

Meetings Allowance

Appointed members (i.e. church and parent representatives on the
Prosperous Overview and Scrutiny Committee, or any Committee
(whatever entitled), whose functions include the education function),
including a co-opted member, member of the Independent
Remuneration Panel and independent persons consulted as part of the
Council’s Standards arrangements, are entitled to receive an annual
Meetings Allowance of £642.58.

Calculating the time allowed

Reasonable travelling time is allowed for in calculating the period of
absence for the purpose of claiming subsistence allowances.

It occasionally happens that an elected member of the County Council
moves home to somewhere outside the county but remains as an
elected member until the next County Council election. Additionally, a
member may be required to work outside the county area on a
temporary basis. In either of these circumstances the elected member
is requested to discuss the arrangements for travelling and subsistence
claims with their Group Leader and the Deputy Chief Executive and
Director for Corporate Services.

Submission and payment of claims

The County Council's scheme requires elected members to submit all
claims for allowances within two months of the end of the month to
which the claim relates. Allowances will be forfeit if not promptly
claimed.

Approved Duties

Elected members may only claim for travel, subsistence and other
allowances for attendance at approved duties detailed below:

e Attendance at calendared meetings of the Council or any of its
Executive, Committees, Sub-Committees, Panels, Policy Advisory
Groups etc.

e Attendance at visits of inspection of sites and buildings arranged by
any of the bodies listed above (including children’s home)

e Attendance at meetings of any Outside Body or bodies to which the
elected member has been appointed at the Annual Council meeting
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13.2

13.3

13.4

e The doing of anything as Chairman or Vice-Chairman of an outside
body on which the elected member is representing the Council.

e Authorised briefings for Committees/Panels/Executive meetings
including all meetings which are called by officers of the Council e.g.
Pre-Agenda meetings.

e Authorised attendance at Conferences/Seminars.

e Duties undertaken by a Chairman/ Cabinet Member in connection
with their role.

e Member Learning and Development Events, including member Self
Appraisal meetings.

e Attendance at Staffordshire County Council Local Democracy Events
(including briefings)

e Attendance at any event that the County Council invites an elected
member to represent the Council (but not to other events to which
the elected member may be invited to attend as an elected member)

e Attendance at Parish Council meetings where the elected member is
representing the County Council (but not where the elected member
is also a member of the Parish Council or representing the Parish or
District)

e Attendance at governor meetings at which the elected member is
representing the County Council

e Invitations to any publicity events for schemes supported under the
Members Fund (including photo shoots, project launches etc.)

The lists of outside bodies at which attendance is authorised by the
County Council are maintained by the Deputy Chief Executive and
Director for Corporate Services and are varied by the Deputy Chief
Executive and Director for Corporate Services from time to time after
consultation with the Leader of the Council. Copies of the current lists
are available from the Deputy Chief Executive and Director for
Corporate Services.

If, as an appointee or nominee of the County Council, an elected
member is asked to attend a meeting of a body which is not on the
County Council’s lists of authorised outside bodies, then travelling and
subsistence allowances can only be claimed if attendance has been
approved beforehand for this purpose. This requires the use of the
Gold Form!. Such approvals must be given before attendance,
otherwise any allowance may not be payable.

If an elected member has been appointed to serve on an outside body
for which attendance is not regarded by the County Council as an
approved duty for the purpose of the payment of an elected member's
allowance i.e. a body which is not included in the lists of bodies referred
to, or approved under 13.1 above, the elected member may, in some
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cases, claim direct from the outside body concerned. In such cases the
member may wish to consult the body concerned.

14. Tax, national insurance, sickness and pensions

14.1 Basic and special responsibility allowances and the allowances paid to
the Chairman and Vice-Chairman of the County Council are all liable
to tax. The allowances are paid by the Deputy Chief Executive and
Director for Corporate Services through a payroll which accounts for
the tax on the PAYE system using a code number issued by the Inland
Revenue. In arriving at the code number, it is a matter for the
individual elected member to agree direct with the Inland Revenue any
allowances which may help to reduce the tax liability. Subsistence
claims for meetings in County Buildings are also taxable. More detailed
guidance on Inland Revenue practice is available from the Deputy Chief
Executive and Director for Corporate Services.

14.2 The same allowances are liable for National Insurance Class I
contributions notwithstanding that the elected member may be
employed elsewhere or be self-employed, unless:

a.the allowances due for the month are less than an amount
prescribed from time to time by the Inland Revenue; or
b. the elected member reaches state pension age.

1 Form (not part of the Constitution) to be signed by members for approval, in advance,
of a claim for travelling and subsistence allowances for attendance at an event, function,
meeting, outside body, conference or course which is not included in the County Council’s
approved lists of such events, functions, meetings, bodies, conferences and courses.

14.3 It is understood that the Benefits Agency may regard an elected
member's basic and special responsibility allowances as affecting, for
social security purposes, that elected members' entitlement to
benefits. Claiming such allowance(s) could therefore affect a member’s
entitlement to benefits. In these circumstances, they should seek
advice from the Benefits Agency.

14.4 Under self-assessment regulations elected members are required to
declare to the Inland Revenue any taxable benefits they receive. Such
benefits may arise if members are deemed to have made a profit on
mileage allowances, or if they are provided with certain other facilities,
for example with a computer, fax or telephone answering machine at
less than the full cost of provision. Any member who has received a
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14.5

14.6

15.

15.1

16.

16.1

taxable benefit will be provided with a form P11E by the Deputy Chief
Executive and Director for Corporate Services, which will provide the
information to be declared to the Inland Revenue, and from whom
further advice is available on request.

It is also possible that the payment of basic or special responsibility
allowance(s) or an allowance to the Chairman or Vice-Chairman of the
County Council could affect an elected member’s entitlement to an
occupational pension or other financial arrangements with previous
employers.

Elected members who are unable to perform duties in that capacity as
a result of sickness in some circumstances may be eligible for statutory
sick pay.

What if an elected member does not wish to be paid
allowances?

An elected member who wishes to forego the right to be paid any of
the allowances covered by the County Council's scheme may do so in
writing to the Deputy Chief Executive and Director for Corporate
Services specifying which allowance(s) the elected member elects to
forego and the date(s) upon which the election is to become effective.
Such an election may not be revoked until the following 1 April.

Elected members’ responsibilities

It is the personal responsibility of elected members to ensure the
accuracy of all information entered on their claim forms relating to
duties performed. Processes arranged by the Deputy Chief Executive
and Director for Corporate Services are designed to ensure that all
claims relate to properly approved duties. The Deputy Chief Executive
and Director for Corporate Services will ensure that the correct
financial limits on the various allowances are complied with. In all other
respects members are accountable for the accuracy and
reasonableness of their claims.
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Appendix 4a - The County Council’s Scheme for the Payment of
Members’ Basic, Special Responsibility and other Allowances

1.

1.1

1.2

1.3

1.4

2.1

2.2

2.3

Statutory requirements

One provision in the Local Government Act 1972 remains in force
relating to County Councils:

Sections 3 and 5 of the Local Government Act 1972 respectively
authorise the payment of allowances to the Chairman and Vice-
Chairman of the County Council.

The primary legislation under which the main allowances are now paid
is Section 18 of the Local Government and Housing Act 1989 and
Sections 99 and 100 of the Local Government Act 2000. The Local
Authorities (Members' Allowances) (England) Regulations 2003 issued
under the Acts, prescribe the detailed controls and require authorities
to make a scheme covering the payment of certain allowances to
members.

This scheme may be cited as the Staffordshire County Council
Members' Allowances scheme and shall have effect from 1 April 2007.

In this scheme:

e "year" means the 12 months ending with 31 March;
e "County Council election"” means an election for the appointment of
all elected members and does not include by-elections.

Basic allowance

Subject to paragraph 6, the total amount payable to each elected
member for a year is set out in Table 1. The basic allowance is payable,
in a year in which there is no County Council election, monthly in
arrears on the 28t of each month.

In the year of a county council election the basic allowance for the
month preceding the election will be adjusted to cover the period
ending on the fourth day after the date of the election, this being the
date of automatic retirement of elected members.

In the month of the election returning and newly elected members will
then receive their basic allowance pro-rata from the fifth day after the
election to the end of the month, in accordance with the Scheme
already in force for that financial year.
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2.4

3.1

3.2

3.3

4.1

Returning and newly elected members will then receive their basic
allowance pro- rata from the fifth day after the election to the end of
the month, in accordance with the Scheme already in force for that
financial year.

Special responsibility allowance

For each year a special responsibility allowance shall be paid to those
elected members who hold special responsibilities in relation to the
authority as fall within the categories specified in Table 2 to this
scheme.

The special responsibility allowances shall be payable:

a.In a year in which there is no County Council election, by monthly
instalments in arrears on the 28t of each month, and

b. In the year of a county council election the special responsibility
allowance will be paid to returning members who will remain in that
position until the annual council meeting. Special responsibility
allowances will be paid pro-rata from the date of the annual council
meeting until the end of that month.

c. Subject to paragraph 6, the amount of each such allowance paid in
the year shall be the amount specified against that special
responsibility in Table 2 to this scheme.

The Chairman of the County Council, in consultation with the relevant
group leader, has delegated authority to increase the allowance paid
to a Vice-Chairman of a Committee to the level of the corresponding
Chairman’s allowance if they are required to take on the
responsibilities of the Chairman for a sustained period. The Special
Responsibility Allowance paid to the Chairman of the Committee will
be suspended during this period unless the Parental Leave Policy has
been applied.

Carers’ /Dependents’ Allowance

An allowance of the actual hourly rate of care provision up to a
maximum of £15.57 per hour is payable to any elected member
subject as follows:

a. such payments may only be claimed and made in respect of children
aged 16 years of age or under and/or other dependents where there
is medical or social work evidence that care is required (such

"

Page 48



7

2, A% Staffordshire

A County Council

5.1

5.2

5.3

5.4

5.5

6.1

evidence to be submitted to the Deputy Chief Executive and Director
for Corporate Services;

b. allowances claimed and paid must be based on actual expenditure
(up to the maximum hourly rate) and be accompanied by
appropriate receipts;

c. allowances will not be paid to reimburse the claimant for payments
made to a member of the claimants’ household.

Subsistence Allowances

Subsistence allowances are payable to any elected member (including
a co-opted member and/or an appointed member (see paragraph 7
below) and/or an independent persons consulted as part of the
Council’s Standards arrangements) at the rates set out in Table 4
subject to the member certifying that expenditure has actually been
incurred by the member on subsistence. The actual expenditure may
be more or less than the amount claimed.

The appropriate charge for all meals taken at premises owned or
administered by the County Council should be paid. However, if a meal
is made available free of charge from any source during the period to
which the allowance relates, then the appropriate amount must be
deducted from the claim.

Where main meals (i.e. breakfast, lunch or dinner) are taken on trains
during a period for which there is an entitlement to a subsistence
allowance, the reasonable cost of the meals (including VAT) may be
reimbursed in full, provided the time on duty meets the conditions set
out in Table 4. In such circumstances, reimbursement of the
reasonable cost of a meal would replace the entitlement to the
subsistence rate for the appropriate period.

Special allowances apply if an elected member is required to be away
overnight or to undertake duties abroad. The overnight allowances are
set out in Table 4.

The Deputy Chief Executive and Director for Corporate Services will,
on request, supply details of the allowances payable for duties
undertaken abroad.

Travelling Allowance
Travelling allowances are payable to any elected member (including a

co-opted member and/or an appointed member (see paragraph 7
below) and/or independent persons consulted as part of the Council’s

"
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Standards arrangements) in accordance with the rates set out in Table
5.

6.2 If elected members are using their own transport, the mileage claimed

should be the mileage as calculated by Internal Audit and recorded on
the on-line expenses claims system. The mileage claimed for must, if
necessary, be properly justified by the elected member recording the
starting point of their route, particularly if additional mileage results
from, for example, authorised visits to other sites on the route.

6.3 When it is financially advantageous to the County Council to do so,

elected members should use any transport arranged by officers to
travel to meetings or site visits, etc.

6.4 It is possible for senior citizens to apply for and obtain the appropriate

rail card entitling them to concessionary fares at about half the full
price. The County Council has agreed, where "senior citizen" elected
members are willing to use this privilege when travelling on County
Council business, to reimburse the elected member on the first
occasion used, the cost of the appropriate annual "senior citizen" rail
card. The actual cost of travel must be claimed when the facility is
used.

6.5 If the elected member uses public transport facilities, then the

following rates apply:

Mode of travel | Maximum rates

Public transport Standard rail fare or bus fares
(within county)

Public transport Standard bus fares

(outside county) Standard or first-class rail fare

Note 1: Elected members are asked to use their
discretion in travelling first-class. For example, an off-
peak journey to London might be comfortably managed
in second-class. Travel at peak times or needing
confidential discussions on route may suggest first-class
as more appropriate

Note 2: In the majority of cases elected member travel
should be booked through officers and in advance to
ensure the most advantageous rates. However, if urgency
dictates that an elected member purchases tickets
themselves, the receipt must be kept as proof for
reimbursement of actual costs incurred

Taxicab or cabs
(i) In cases of Actual fare and reasonable gratuity
urgency where no
public transport is
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Mode of travel | Maximum rates

reasonably

available
(ii) In other cases Not exceeding the amount of the fare for travel by
appropriate public transport.
Note: In claims relating to hire of taxis or cabs, elected
members should indicate in writing, the circumstances
in which the expenditure was incurred; whether it was
incurred on grounds of urgency or because there were
no public facilities available.

6.6 The following Guidelines as approved by Full Council on 16 March

7.1

7.2

2023, will apply for the use of Toll Roads by members/co-opted
members:

a. Claims will be paid for journeys to Stafford/County Buildings for
officially convened meetings commencing at or before 10am.

b. Claims will be paid for return journeys only where the official
meeting finishes after 4pm.

c. Members wishing to claim Toll Road fees will be expected to become
tag holders at no cost to the County Council and will be required to
provide a print-off of their monthly invoice/receipts to demonstrate
that the journey took place.

d. Other necessary M6 Toll journeys will be considered on an individual
basis. Advice should be sought from Member and Democratic
Services in advance of the journey being made.

Co-optees / Independent Persons Allowance

Subject to paragraph 6, an annual co-optees/independents allowance
of and £642.58 is payable to appointed members (i.e. church and
parent representatives on the Prosperous Overview and Scrutiny
Committee or on any Committee (whatever entitled) whose functions
include the education function); including a co-opted member and/or
independent persons consulted as part of the Council’s Standards
arrangements. In either case such amount shall be paid monthly in
arrears on the 28t of each month.

The amount of co-optees allowance payable to any member who
presides at a meeting of a Scrutiny Panel where the functions of that
Committee under Section 21 of the Local Government Act 2000 relate
wholly or partly to any education functions which are the responsibility
of the Council’s Executive, shall not be less than the minimum amount
of any special responsibility allowance payable under this scheme to a
person who presides at meetings of any other of the Council’s
Committees or Sub-Committees.
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8.1

8.2

8.3

9.1

9.2

Renunciation

An elected member may, by notice given to the Deputy Chief Executive
and Director for Corporate Services, elect to forego any part of their
entitlement to an allowance under paragraphs 2 or 3 of this scheme.

An appointed member (see paragraph 7 above) or independent
persons consulted as part of the Council’s Standards arrangements
may, by notice given to the Deputy Chief Executive and Director for
Corporate Services, elect to forego any part of their entitlement to an
allowance of this scheme.

Any such notice shall specify the effective date of renunciation and
once given the notice may not be revoked otherwise than with effect
from 1 April in any year.

Part-year entitlement

The provisions of this paragraph shall have effect to regulate the
entitlements of an elected member to basic allowance, special
responsibility allowance, and to the entitlements of appointed
members (see paragraph 7 above) and independent persons consulted
as part of the Council’'s Standards arrangements, to a co-optees
allowance where, in the course of a year:

a. this scheme is amended; or

b.that person becomes or ceases to be an elected member or an
appointed or independent member; or

c. that elected member accepts or relinquishes a special responsibility
for which a special responsibility allowance is payable.

In relation to basic allowances and special responsibility allowances:

a. if an amendment to this scheme changes the amount to which an
elected member is entitled; or

b. where the term of office of an elected member begins or ends
otherwise than at the beginning or end of a year; or

c. where the special responsibilities of an elected member do not
subsist throughout the year; or

d. where the scheme is amended as referred to in (a) above and the
term of office and/or the special responsibilities of the elected
member do not subsist throughout any part of the periods within the
year distinguished by the payment of different amounts for these
allowances; then
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the entitlement to the allowances shall be calculated by reference to
the proportion the number of days in each such period bears to the
number of days in that year.

9.3 In relation to the Co-optees/Independent Persons allowance:

a. if an amendment to this scheme changes the amount to which an
appointed member (see paragraph 7 above) or an independent
person consulted as part of the Council’s Standards arrangements is
entitled; or

b. where the term of office of an appointed member or an independent
person begins otherwise than at the beginning or end of a year; or

c. where the scheme is amended as referred to in (a) above and the
term of office of the appointed or independent member does not
subsist throughout any parts of the periods within the year
distinguished by the payment of different amounts for this
allowance, then

the entitlement to the allowance shall be calculated by reference to
the proportion the number of days in each such period bears to the
number of days in that year.

10. Administration
10.1 All claims for the payment of:

a. dependents’ carers’ allowance;
b. travelling and subsistence allowance; and
c. co-optees’ allowance;

must be submitted to the Deputy Chief Executive and Director for
Corporate Services for payment within two months of the meeting
taking place. Failure to comply with this timescale will result in the
allowance being forfeit.

10.1.1 Travel and Subsistence Allowance claims must be accompanied by an
appropriate receipt (paper or electronic copy). For all electric vehicles
(EV), please provide receipts when you use public charging points only.

10.2 Where an elected member of the County Council is also a member of
another authority, that elected member may not receive an allowance
from more than one authority in respect of the same duty.
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10.3

10.4

11.

11.1

12,

12.1

13.

13.1

The Deputy Chief Executive and Director for Corporate Services shall
maintain on behalf of the authority a record of all payments made
under this scheme which shall:

a. specify in relation to each payment the name of the recipient and
the amount and nature of the payment;

b. be kept available, at all reasonable times, for inspection (free of
charge) by any local government elector for the area of the
authority.

A person entitled to inspect the record may make a copy of any part
of it.

Review of allowances

The allowances payable under this scheme shall be reviewed annually
based on the National Joint Council for Local Government Services
annual review, and any percentage increase applied automatically.

Suspension or partial suspension of a member

Where an elected member of the County Council is suspended or
partially suspended from their responsibilities or duties as such
member in accordance with Part III of the Local Government Act 2000
or regulations made under that Part, the part of all, or any, of the
following allowances payable to them in respect of the period for which
they are suspended, or partially suspended, may be withheld:

Basic allowance;

Special responsibility allowance;

Travelling and subsistence allowances;

Co-optees allowance; and

Chairman and Vice-Chairman of the County Council allowances.

Revision or revocation of the scheme
This scheme may only be amended or revoked in accordance with the

provisions of Section 10 of Part 3 of the Local Authorities (Members'
Allowances) (England) Regulations 2003.

Page 54



N7 Staffordshire
‘¢ County Council

Table 1 - Basic Allowance

1 April 2023 to 31 March 2024
Basic Allowance £10,305.13

Table 2 - Special Responsibility Allowances

Special Responsibility Allowance 1 April 2023 to 31 March 2024
Leader of the Council £39,975.59
Deputy Leader of the Council £29,982.24
Cabinet Member £19,987.80
Cabinet Support Members £13,191.84
Leader of the Principal Opposition £19,987.80
Chair of Overview and Scrutiny £7,603.97
Committee
Vice-Chair of Overview and Scrutiny £2,662.06
Committee
Chair of Health and Care Overview and £8,366.15
Scrutiny
Vice-Chair of Health and Care Overview £3,043.15
and Scrutiny
Chair of: £7,603.97

e Planning Committee

e Audit & Standards Committee

e Pensions Committee
Vice-Chair of: £2,662.06

e Planning Committee

e Audit & Standards Committee

e Pensions Committee

Vice-Chair of Corporate Parenting Panel £2,662.06
Deputy Leader of the Principal Opposition £6,795.96
Chair of the Police, Fire and Crime Panel £3,043.15

Elected members may only claim one Special Responsibility Allowance
Notes:

a. These amounts follow the recommendations of the County Council’s
Independent Remuneration Panel.

b. The Chairman and Vice-Chairman of the Planning Committee must also
be the Chairman and Vice-Chairman (respectively) of the Countryside
and Rights of Way Panel.

c. The Chairman and Vice-Chairman of the Pensions Committee must
also be the Chairman and Vice-Chairman (respectively) of the Pensions
Panel.
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Table 3 - Chairman and Vice-Chairman of the County Council

1 April 2023 to 31 March 2024

Chairman of the County Council £19,205.49
Vice-Chairman of the County Council £9,598.96

The allowance above is paid under Sections 3 and 5 of the Local
Government Act 1972 and does not affect members entitlement to a Special
Responsibility Allowance.

Table 4 - Subsistence Allowances

Up to a maximum of

Breakfast
A duty of four hours - three of which £5
should be before 11am

Lunch
A duty of four hours including 12noon to £7
2pm

A duty of four hours including 3pm to
6pm

Dinner

_A duty of four hours ending after’pm | . £12]
Overnight
London allowance for overnight £92
accommodation
All other for overnight accommodation £80

| Overseas allowance per day | £10.89 |

Table 5 - Mileage Allowances - Cars, Motorcycles and Bicycles

Rate per mile

All motor cars including electric and 45p
hybrid vehicles

All motorcycles 24p
Bicycle allowance 20p
Passenger rate 5p per passenger
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Appendix 5 - Parental Leave Policy for
Members (2020)

1.

1.1

1.2

2.1

2.2

2.3

2.4

2.5

Principal / Aim of the Policy

To provide a positive environment for elected members with family
responsibilities so that our cross-section of elected members are
representative of our community. Families are at the heart of
Staffordshire County Council and as such wishes to champion an
environment to support elected members.

This policy offers guiding principles for elected members to be able to
continue to fulfil their role whilst benefiting from parental leave.

Leave Provisions of the Policy

Maternity Leave Provisions: An elected member can take up to 52
weeks ‘leave’ away from their duties after the birth of their child in the
child’s first year.

Antenatal Appointments: All elected members will be supported in
attending antenatal appointments whether for themselves or for their
partners.

Still Birth: If still birth occurs before 24 weeks of pregnancy, members
are not entitled to maternity leave however discretion given for shorter
period of leave of absence. If still birth occurs after 24 weeks of
pregnancy full maternity benefits and leave apply of up to 52 weeks
following birth.

Breast Feeding Facilities: The promotion of breast-feeding is a priority
in the UK. Exclusive breast-feeding for the first six months of life offers
major health advantages to mothers and babies, so it is important that
mothers are enabled to continue breast-feeding when they return to
their duties.

Whilst on Maternity Leave, should a female elected member wish to
attend any Council Meetings and need to be able to breast-feed their
infant, they will not be precluded from entering the chambers and
participating in proceedings. Similarly, if an elected member needs to
bottle-feed their infant, again they will not be precluded from doing
this.
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2.6 Adoption Leave Provisions: An elected member can take up to 52
weeks leave away from their duties after the placement of their child
in the first 12 months of the child’s first year.

2.7 Paternity Leave / Maternity Support Leave Provisions: An elected
member who is the Father / Significant other responsible for child &
mother well-being at the time of the birth can take up to 2 weeks
‘leave’” away from their duties after the birth of their child.

2.8 Shared parental leave provisions: An elected member can take up to
50 weeks ‘leave’ away from their duties, less any time the mother of
the newborn child has taken as maternity leave (minimum of 2 weeks
must be taken by mother).

2.9 Parental leave provisions: An elected member can take up to 13 weeks
leave from their duties, up to their child’s 18th birthday. A member
can only take a maximum of 4 weeks in any one year.

3. Basic Allowance & Special Responsibility Allowance During
Parental Leave

3.1 There will be no change to an elected member’s allowance as a result
of any time taken for any of the provisions of this policy.

4. Practical Guiding Principles for Parental Leave

An accompanying paper sets out the procedure for an elected member
who would like to take parental leave.

4.1 Special Responsibility Allowance (SRA)

4.1.1 Basic and SRA will not be affected by an elected member taking
parental leave. Replacement elected member / nomination
undertaking the duties to be paid SRA if they are not currently in
receipt of a SRA.

4.1.2 Where the Chair is on parental leave, the Vice Chair should cover
duties.

4.1.3 Wherever possible duties should be spread across more than one other
elected member.
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4.2 Responding to Emails

4.2.1 Elected members are responsible for putting on an out of office
message redirecting queries to a designated /alternative member.
However, if they still wish to respond to emails/ correspondence whilst
taking parental leave, they are at liberty to undertake this activity.

4.3 Local Divisional Duties and Nomination Process

4.3.1 Wherever possible, elected members who take parental leave will be
able to nominate another member to deal with local issues in their
division. It will be the responsibility of the elected member to hold
discussions with their preferred nomination to arrange this. Where this
hasn’t been possible, the elected member taking parental leave will
need to raise this with their relevant Political Group Leader.

4.3.2 Where an elected member has limited alternatives to nominate due to
low political representation, the Leader / Deputy Leader will decide
with the elected member the most appropriate way in which their
divisional duties can be covered.

4.4 Attendance at Meetings

4.4.1 There is a legal duty under the Local Government Act 1972 to attend
a meeting of the Council within a 6-month period. However, an
exception is where the Council Meeting agrees to a request for an
extended leave of absence prior to the expiration of that 6-month
period. Elected members who are taking long term parental leave
(such as Maternity) may still attend such meetings if they wish to do
so (see notes on breast-feeding).

4.5 Parental Bereavement Leave

4.5.1 The new Parental Bereavement Leave and Pay Act will give all
employed parents a day-one right to 2 weeks’ leave if they lose a child
under the age of 18 or suffer a stillbirth from 24 weeks of pregnancy
from April 2020. Employed parents will also be able to claim allowance
for this period, subject to meeting eligibility criteria. This right will be
extended to elected members.
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Appendix 5a - Parental Leave Policy Procedure

Procedure for Elected Members Taking Parental Leave

The steps outlined below, set out the procedure for an elected member who
would like to request Parental Leave as per the Parental Leave Policy for
Members (2020).

1.

Make formal notification (in writing) to appropriate Group
Leader to have period of absence covered by the Policy.

Application should state:
e Reason for leave notification i.e.

Maternity!

Paternity?

Adoption3

Shared Parental Leave?*
Parental Leave?

O O O O O

e Expected duration of absence in weeks (and expected return date)

Group Leader to acknowledge notification for leave (within 3
working days)

Group Leader forwards notification to Member and Democratic
Services (MaDS)

MaDS office arrange meeting® as appropriate (to take place as
practicable as possible) between:

e Leader of the Council

e Representative of Senior Leadership Team

e Other Party Group Leader (should the request come from a
member of that Group)

Meeting takes place to:

e Consider notification

e Initial discussion on who will pick up duties whilst elected member
is taking parental leave

e Address any other matters arising from elected member’s leave
including support that may be required

"
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4. The elected member should, ahead of leave start date:

e Set up an out of office message within Outlook”’

e Include details of who will pick up constituency casework (will
usually be an elected member from within same district/borough)?

e If in receipt of SRA, the elected member should agree with the
Leader of the Council, or Leader of the Opposition, as appropriate
who will take on SRA position responsibilities. The general guiding
principles are:

@)
@)

(@]

Cabinet Member responsibilities will pass to Cabinet colleague
Cabinet Support Member responsibilities will pass to appropriate
Cabinet Member

Committee Chairman responsibilities will pass to appointed Vice
Chairman

Leader of the Opposition responsibilities will pass to Deputy
Leader of the Opposition

Deputy Leader of the Opposition responsibilities will pass to
nominated opposition member

Opposition Vice Chairman of Overview and Scrutiny Committee
responsibilities will pass to nominated opposition elected member
Notify MaDS of arrangements

5. MabDS to inform relevant officers of arrangements:

e Senior and Wider Leadership Team
e Chairmen of appropriate committees
e Communications Team

1S4 of MAPP Policy

2547 of MAPP Policy

3518.2 and 22.1 of MAPP Policy

4530.1 of MAPP Policy

5S51 of MAPP Policy

6 Or telephone conference call if deemed more appropriate i.e. leave is requested is of a sensitive nature
7 Template to be provided by MaDS

8 Expected that the member taking leave will consult with Group Leader and designated ‘cover’ to agree

"
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6. When to apply
Type of When Maximum duration of
Leave leave permitted
Maternity | By the end of the 15™ week before their Up to 52 weeks ‘leave’
expected week of childbirth (EWC) or as away from their member
soon as is reasonably practicable of the duties after the birth of
following: their child in the child’s
first year.
e that they are pregnant;
e of the expected week of childbirth (EWC);
e of the date their maternity leave will
begin. This cannot be earlier than the
beginning of the 11%" week before the
expected week of childbirth.
Paternity Before the 15th week before the baby is Up to 2 weeks ‘leave’ away

expected or in the case of adoption within 7
days of being notified that a child has been
matched, unless it is not reasonably
practicable, you must inform your manager
in writing of the following:

e That you intend to take paternity leave
the week the baby is due/or in the case
of adoption the week the child is expected
to be placed for adoption and the date
when you were notified that you were
matched with a child for adoption;

e Whether you wish to take one or two
weeks leave; and

e When you want the leave to start

from their duties after the
birth of their child

°You can change your mind about the start date of leave provided you give your Group Leader at least 28 days
notice, unless this is not reasonably practicable.

Type of
Leave
Shared
Parental
Leave

When

At least 8 weeks before date of leave

Maximum duration of
leave permitted

Up to 50 weeks ‘leave’
away from their member
duties, less any time the
mother of the newborn
child has taken maternity
leave (minimum of two
weeks must be taken by
mother).
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7. Returning to Officel®

If an elected member is returning to their duties at the end of their full
maternity / adoption / shared parental leave entitlement they will not have
to give any further notification to their Group Leader.

It will be assumed that the elected member is returning to their duties at
the end of their maternity/adoption / shared parental leave on the date
previously notified.

If the elected member intends to return early, they should provide 8 weeks’
notice, otherwise they simply return at the end of the period.

8. What if leave period falls across administration period i.e.
County Council Election?

If, when the application for leave is being made, it becomes apparent that
the duration of leave takes place over the next County Council Election, it
will be assumed that the leave period will cease on the final date of the
administration unless re-elected!!.

10541 of MAPP Policy
1 By way of an example, the term of office for 2017-2021 expires on Thursday 6™ May 2021
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Section 4 - Citizens and the County Council

1.

1.1

1.2

2.1

2.2

2.3

3.1

3.2

Citizens’ rights

Citizens have a number of rights under this Constitution. These rights
set out the ways in which Citizens can participate in the County
Council's decision-making arrangements.

A Summary of Citizens rights is given below and they are covered in
more detail in the relevant parts of Section 11 (Procedural Standing
Orders) and Section 12 (Access to Information Procedure Rules).

Voting and referenda

Residents on the electoral roll for the County area have the right to
vote in any election or referendum organised by the County Council.
They may also sign a petition to request a referendum for an elected
mayor form of Constitution. If the number of signatures on the petition
reaches the prescribed number (currently 5% of the Electoral Roll),
the County Council will hold a referendum.

Staffordshire residents also have a right to submit or sign petitions to
the County Council including electronic petitions which can be
submitted via About petitions - Staffordshire County Council. Petitions
submitted to the County Council will be dealt with under the petition
scheme appended to this section.

Further details on how petitions are dealt with can also be found in
Section 11 (Procedural Standing Orders).

Information

Full details of Citizens’ rights of access to information are given in
Section 12 (Access to Information Procedure Rules).

In Summary, Citizens have the right to:

e attend meetings of the County Council, its Committees and Panels,
and Cabinet except where it is likely that confidential or exempt
information will be disclosed during the meeting. Where this is the
case, the meeting will be held in private and any reports containing
confidential or exempt information will not be published;

e find out what key decisions will be taken by the Cabinet, and when,
from the Council’s Forward Plan of Key Decisions, which can be

"
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4.1

4.2

4.3

5.1

5.2

6.1

found on the County Council’'s website: Browse plans - Cabinet -
Staffordshire County Council;

e see reports and background papers, and any records of decisions
made by the Council and the Cabinet;

e inspect the Council’s accounts and make their views known to the
external auditor; and

e record, report or film formal meetings (including by the use of
electronic methods such as Twitter, Blogs and Facebook).

Complaints

Citizens have the right to complain to the Council under its complaints
scheme which can be found on the Council's website at Comments,
compliments and complaints - Staffordshire County Council.

If Citizens are not satisfied by the response from the Council after
using the Council’s own complaints scheme they can then complain to
the Local Government and Social Care Ombudsman, details of how to
complain to the Ombudsman are given as part of Council's complaints
scheme.

Citizens can also complain about the conduct of elected members of
the County Council to the County Council’s Monitoring Officer who will
investigate and determine if a breach of the elected members’ Code of
Conduct has occurred. Further details about the Members’ Code of
Conduct can be found in Section 3 (Members of the County Council).

Overview and Scrutiny

Citizens have the right to participate in the Council's Overview and
Scrutiny arrangements by suggesting topics for the Overview and
Scrutiny Committees to review. More details can be found at Get
involved - Staffordshire County Council.

Citizens also have the right to attend meetings of the Council's
Overview and Scrutiny Committees and members of the public may be
invited to participate in scrutiny activity at appropriate points.

Citizens’ responsibilities
Citizens must not be violent, abusive or threatening to elected

members or officers and must not wilfully harm things owned by the
County Council, elected members or officers.

"
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7.

7.1

7.2

7.3

7.4

7.5

7.6

Petitions

Staffordshire County Council wants to hear from people who live, work
and study in the area about the things that matter to them. We
welcome petitions which are one way for people to let us know their
concerns. We will acknowledge all petitions sent or presented to the
council within 10 working days of receipt. This acknowledgement will
set out what we plan to do in response to the petition. We will treat
something as a petition if it says it is a petition, or if it seems to us
that it is meant to be one.

You can send paper petitions to:

Mike Bradbury

Democracy Manager
Staffordshire County Council
Staffordshire Place 2
Stafford

ST16 2DH

Or create, sign and submit a petition online by following this link About
petitions - Staffordshire County Council.

Or contact Mike Bradbury, Democracy Manager on 01785 276133 to
make arrangements to hand a petition in.

Petitions can also be presented to a meeting of the Full Council by
elected members of the Council. These meetings take place at least
six times a year, dates and times can be found here: Committee details
- County Council - Staffordshire County Council. If you would like your
councillor to present it on your behalf, please contact Mike Bradbury,
Democracy Manager, on 01785 276133 at least 10 working days
before the meeting and an officer will talk you through the process.

What are the guidelines for submitting a petition?
Petitions submitted to the council must include:

e a clear and concise statement covering the subject of the petition -
it should state what action the petitioners wish the council to take
(or stop taking)

e the name and address and signature of any person supporting the
petition.

"
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7.7

7.8

7.9

7.10

7.11

7.12

7.13

7.14

7.15

Petitions should be accompanied by contact details, including an
address, for the petition organiser. This is the person we will contact
to explain what we will do in response to the petition. If the petition
does not identify a petition organiser, we will contact signatories to the
petition to agree who should act as the petition organiser.

Please tell us if the petition has been sent to anyone else as well as
the County Council.

Petitions which we consider to be vexatious, abusive or otherwise
inappropriate are not acceptable.

What will the council do when it receives my petition?

An acknowledgement will be sent to the petition organiser within 10
working days of receiving the petition. It will explain what we plan to
do in response to the petition and if and when they can expect to hear
from us again. The acknowledgement will also be published on our
website. The contact details of the petition organiser will not be
published.

If we can do what your petition asks for, the acknowledgement may
confirm our response that we will do this and the petition will be closed.

If the subject raised by the petition needs more investigation, we will
tell you the steps we plan to take to do this, how you may be involved
and when you can expect a final response.

If the petition has enough signatures to trigger a council debate (5,000
signatures), or a senior officer giving evidence (2,500 signatures),
then the acknowledgment will confirm this and tell you when and
where the meeting will take place and how you may be involved.

If the petition applies to a planning application, is a statutory petition
(for example requesting a referendum on having an elected mayor),
or on a matter where there is already an existing right of appeal, other
procedures apply. Further information on all these procedures and how
you can express your views is available on the council’s website.

In the period immediately before an election or referendum we may
need to deal with your petition differently - if this is the case, we will
explain the reasons and discuss the revised timescale which will apply.

"
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7.16

7.17

7.18

If a petition does not follow the guidelines, the council may decide not
to do anything further with it. In this case, we will write to you to
explain the reasons.

So that people know what we are doing in response to the petitions
we receive the details of all the petitions submitted to us will be
published on our website, together with the acknowledgement and
notification of the response, except in cases where this would be
inappropriate. Whenever possible we will also publish all
correspondence relating to the petition (all personal details will be
removed).

How will the council respond to petitions?

Our response to a petition will depend on what a petition asks for and
how many people have signed it, but the steps we take in response
may include one or more of the following:

considering the petition at a council meeting

holding an inquiry into the matter

undertaking research into the matter

holding a public meeting

holding a consultation

holding a meeting with petitioners

referring the petition for consideration by one of the council’s
Overview and Scrutiny Committee*

e calling a referendum

leading to writing to the petition organiser:

setting out our views about the request in the petition

explaining that we will take the action requested in the petition
explaining why we will not take the action requested in the petition
explaining what action we will take, if any, in response to the subject
raised by the petition

e giving advice about how the subject raised by the petition might be
pursued.

*Overview and scrutiny committees are committees of elected
members who are responsible for scrutinising the work of the council
and some partners - in other words, the overview and scrutiny
committee has the power to hold the council’s decision makers and
some partners to account. You can find out more about our decision
making and scrutiny arrangements by following this link: Scrutiny
overview - Staffordshire County Council

"
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7.19

7.20

7.21

7.22

7.23

The council will consider all the specific actions it could take on the
subject raised by a petition. If your petition is about something over
which the council has no direct control (for example the local railway
or hospital) we will consider making representations on behalf of the
community to the relevant body. The council works with a large
number of local partners and where possible will work with these
partners to respond to your petition. If we are not able to do this for
any reason, then we will explain this to you. You can find more
information on the services for which the council is responsible on our
website.

If your petition is about something that a different council is
responsible for, we will give consideration to what the best method is
for responding to it. This might consist of simply forwarding the
petition to the other council but could involve other steps. In any
event, we will always notify you of the action we have taken.

Full council debates

If a petition contains more than 5,000 signatures it will be debated by
the full council (unless it is a petition asking for a senior council officer
to give evidence at a public meeting). This means that the subject
raised in the petition will be discussed at a meeting which all elected
members can attend. The council will usually consider the petition at
its next meeting, although on some occasions this may not be possible
and consideration will then take place at the following meeting. We will
let you know about the specific arrangements for the debate and how
you may be involved. The council may decide the response to the
petition at this meeting or suggest what other steps should be taken.
Where the council executive has to make the final decision on the
response to the petition, the council may make recommendations to
inform this decision.

The petition organiser will be notified of the council’s resolutions. This
notification will also be published on our website.

Officer evidence

Your petition may ask for a senior council officer to give evidence at a
public meeting about something for which the officer is responsible as
part of their job. For example, your petition may ask a senior council
officer to explain progress on an issue, or to explain the advice given
to elected members to enable them to make a particular decision.

"
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7.24

7.25

7.26

7.27

7.28

7.29

7.30

If your petition contains at least 2,500 signatures, the relevant senior
officer will give evidence at a public meeting of the relevant overview
and scrutiny committee. A list of the senior staff that can be called to
give evidence can be found at Appendix 1. You should be aware that
the overview and scrutiny committee may decide that it would be more
appropriate for another officer to give evidence instead of any officer
named in the petition - for instance if the named officer has changed
jobs. The committee may also decide to call the relevant councillor to
attend the meeting. Committee members will ask the questions at this
meeting, but we will let you know the specific arrangements for the
meeting and how you may be involved. The overview and scrutiny
committee will make a report on its findings which may include
recommendations for action.

The petition organiser will be sent a copy of the overview and scrutiny
committee’s report. The report will also be published on our website.

E-petitions
The council welcomes e-petitions which are created and submitted

through our website: About petitions - Staffordshire County Council.
E-petitions must follow the same guidelines as paper petitions.

The petition organiser will need to provide us with their name, postal
address and email address. You will also need to decide how long you
would like your petition to be open for signatures. Most petitions run
for six months, but you can choose a shorter or longer timeframe, up
to a maximum of 12 months.

When you create an e-petition, it may take five working days before it
is published online. This is because we have to check that the content
of your petition is suitable before it is made available for signature. If
we feel we cannot publish your petition for some reason, we will
contact you within this time to explain. You will be able to change and
resubmit your petition if you wish. If you do not do this within 10
working days, a summary of the petition and the reason why it has not
been accepted will be published under the ‘rejected petitions’ section
of the website.

When an e-petition has closed for signature, it will automatically be
submitted in the same way as a paper petition, you will receive an
acknowledgement within 10 working days.

A petition acknowledgement and response will be emailed to everyone
who has signed the e-petition and elected to receive this information.
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7.31

7.32

7.33

7.34

7.35

7.36

The acknowledgment and response will also be published on this
website. We will not send you anything which is not relevant to the e-
petition you have signed, unless you choose to receive other emails
from us.

How do I ‘sign’ an e-petition?

You can see all the e-petitions currently available for signature on the
council’'s website.

When you sigh an e-petition you will be asked to provide your name,
your postcode and a valid email address. When you have submitted
this information, you will be sent an email to the email address you
have provided. This email will include a link which you must click on in
order to confirm the email address is valid. Once this step is complete
your ‘signature’ will be added to the petition.

People visiting the e-petition will be able to see your name in the list
of those who have signed it but your contact details will not be visible.

What can I do if I feel my petition has not been dealt with
properly?

If you feel that we have not dealt with your petition properly, the
petition organiser has the right to request a review of the steps that
the council has taken in response to your petition. This will be
undertaken by the Council’s Corporate Overview and Scrutiny
Committee, unless it has previously been involved in considering the
petition in which case it will nominate another of the council’s Overview
and Scrutiny Committees to undertake the review. It is helpful to
everyone if the petition organiser gives a short explanation of the
reasons why the steps the council has taken are not considered to be
adequate.

The committee will usually consider your request at its next meeting,
although on some occasions this may not be possible and consideration
will take place at the following meeting. Should the committee
determine that we have not dealt with your petition adequately, it may
use any of its powers to deal with the matter.

These powers include making recommendations to the council
executive and arranging for the matter to be considered at a meeting
of the full council.
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7.37 Once the appeal has been considered the petition organiser will be
informed of the results within five working days. The results of the
review will also be published on our website.

Appendix 1 - List of the senior staff that can be called to give
evidence

Chief Executive

Deputy Chief Executive and Director for Corporate Services
Director for Children and Families

Director for Economy, Infrastructure and Skills

Director of Health and Care
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Section 5 - The Full Council

1.

1.1

2.1

2.2

Purpose of Full Council

The Full Council is the County Council's primary democratic body. All
62 elected members meet together to debate matters of importance
and fulfil the functions set out for full Council.

Functions of Full Council

The Full Council's primary responsibility is to adopt and approve the
County Council's Budget and Policy Framework. This comprises of the
Medium Term Financial Strategy (MTFS) and the Strategic Plan (i.e.
the Policy Framework — encompassing key strategies and plans that
support delivery of the strategic outcomes, priorities and services).
Developed in tandem, the MTFS provides a framework within which
financial stability can be achieved and sustained to deliver the Council’s
Strategic Plan. The way in which changes to the Budget and Policy
Framework are made is governed by the Budget and Policy Framework
Rules appended to this section.

The County Council's policy framework sets out the major policies
governing the Council's work and includes the following plans and
strategies:

e Strategic Plan and Corporate Delivery Plan;

e Staffordshire Children, Young People and Families Strategy;

e Education and Skills Strategy: A Partnership Framework for
Staffordshire;

o Staffordshire Special Educational Needs and Disabilities (SEND)

Strategy;

Health and Wellbeing Strategy;

Staffordshire and Stoke-on-Trent Mental Health Strategy;

All Together for Carers — A Carers Strategy for Staffordshire;

Climate Change Strategic Development Framework;

Staffordshire Means Back to Business;

Annual / bi-Annual Library Plan;

Community Safety Agreement and Community Safety Strategic

Assessment;

Local Flood Risk Management Strategy;

e Development Plan documents contained in the Minerals and Waste
Development Framework;

e Youth Justice Plan; and
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Transport Strategy and Policy Documents contained within the Local
Transport Plan

2.3 The Full Council is also responsible for setting the County Council's
budget on an annual basis. This includes the allocation of financial
resources to different services, proposed contingency funds, setting
the level of Council Tax and decisions relating to the control of the
Council’s borrowing requirement, the control of its capital expenditure
and the setting of virement limits.

2.4 The Full Council will also exercise the following functions, some of
which may be delegated to officers of the Authority under the Scheme
of Delegation in Section 10 (Officers) of this Constitution (These
functions are indicated by an asterisk):

Adopting and changing the Constitution on the recommendation of
the Audit and Standards Committee;

Subject to the urgency procedure contained in Section 12 (Access
to Information Procedure Rules) of this Constitution, making
decisions about any matter in the discharge of an executive function
which is covered by the policy framework or the budget where the
decision maker is minded to make it in a manner which would not
be in line with the policy framework or the budget;

Appointing and removing the Leader of the Council;

Setting the maximum number of Support Members;

Agreeing and/or amending the terms of reference for Committees
and Panels, deciding on their composition and making appointments
to them;

Appointing representatives to outside bodies unless the appointment
is an executive function or has been delegated by the Council;
Adopting a Members Allowances Scheme on the recommendation of
the Independent Panel;

Changing the name of the area;

Conferring the title of honorary alderman;

Confirming the appointment of, and dismissing, the Head of Paid
Service;

Making, amending, revoking, re-enacting or adopting byelaws and
promoting or opposing the making of local or personal Bills in
Parliament;

All local choice functions set out in the table below which the Council
decides should be undertaken by itself rather than the Cabinet (if
any);

Adopting or changing the Members’ Code of Conduct;

The approval, for the purposes of public consultation in accordance
with Regulation 10 or 22 of the Town and Country Planning
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(Development Plans) (England) Regulations 1999, of draft proposals
associated with the preparation of alterations to, or the replacement
of, a development plan;

Agreeing to confer additional functions on a joint committee agreed
by the Planning Committee for the purposes of Part 2 to the Planning
and Compulsory Purchase Act 2004 to be a local planning authority;
Agreeing to request the dissolution of a joint committee agreed to
by the Planning Committee for the purposes of Part 2 to the Planning
and Compulsory Purchase Act 2004 to be a local planning authority;
Appointing the Returning Officer for Local Government Elections;*
Dividing electoral divisions into polling districts at Local Government
elections;

Submitting proposals to the Secretary of State for an order under
section 11 (pilot schemes for local elections in England and Wales)
of the Representation of the People Act 2000;

To make standing orders;

To appoint staff, and to determine the terms and conditions on which
they hold office (including procedures for their dismissal);*

To make arrangements for proper administration of financial affairs
etc;

To designate an officer as the head of the autho