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TO ALL MEMBERS of STANLEY TOWN COUNCIL 

J. Nicholson (Chair) A. Clegg G. Graham C. McKee C. Thompson
W. Nixon (Vice-Chair) T. Davinson R. Harrison D. McMahon D. Tully
C. Bell L. Elliott D. Marshall D. Mills D. Walker
J. Charlton R. Ferris L. Marshall B. Nair M. Wilkinson

You are hereby summoned to attend an ORDINARY MEETING of Stanley Town Council to be 
held in Stanley Civic Hall, on Tuesday the 24th January at 18.30 in order to transact the 
following business:

Yours sincerely,

Alan Shaw 
Town Clerk 
16th January 2017 

Please turn off all mobile phones or set to silent mode 
Please refer to the Policy for recording proceedings

A G E N D A

1 APOLOGIES FOR ABSENCE

To RECEIVE any apologies and reasons for absence.

2 DECLARATIONS OF INTEREST 

Members are invited to DECLARE disclosable pecuniary interests and other interests, along 
with the nature of those interests, in relation to any item on this agenda.

3 PROCEDURAL AND APPROPRIATE ANNOUNCEMENTS FROM THE CHAIR

To RECEIVE any announcements from the Chair or Town Clerk.
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NOTICE OF MEETING 
I hereby give notice that an Ordinary meeting of 
Stanley Town Council will be held on Tuesday, the 

24th January 2017 at 6.30 pm at Stanley Civic Halll, 
Front Street, Stanley, DH9 0NA.
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4 PUBLIC PARTICIPATION 
  
 An adjournment will be allowed at the direction of the Chairman to allow for public 

comment and response in relation to items on this agenda or to consider written questions 
from the public submitted in advance of the meeting (Individuals will be permitted a maximum 
of three minutes each.  Total time for this session is limited to fifteen minutes).

5 CONFIRMATION OF COUNCIL MINUTES             

To APPROVE as a correct record and sign the minutes of the following meeting:

20th December 2016 Full Council (ATTACHMENT A) 
 
6 MINUTES OF COMMITTEE MEETINGS  

 To receive the minutes of the following Committee meetings:

 10th January 2017 Communications & Events    (ATTACHMENT B) 
 11th January 2017 Crime & Community Safety    (ATTACHMENT C) 

7 CORRESPONDENCE FOR REVIEW/ DECISION 

 (i) External Audit Fees      (ATTACHMENT D) 

   The Town Clerk has received notification from SAAA as to the rates which will be 
applicable for external auditors’ fees from 2017/18 - 2021/22.  The rates show that 
there will actually be a reduction of around £400 per year on the fees currently 
payable under the existing arrangements. 

Council is requested to NOTE the Schedule of Rates

(ii) Brass Band Competition - Request for Funding   (ATTACHMENT E) 

   The Town Clerk has received a request for financial support from Joan Dodds. 
Details are attached.  

RECOMMENDATION: This matter should be deferred and considered after the  
Council has made a decision in respect of Item 11 (Grant Policy)  

8 RECOMMENDATIONS OF COMMITTEE MEETINGS  (ATTACHMENT F) 

The following RECOMMENDATIONS of Committee meetings held since the last 
Ordinary Council meeting in December 2016 require consideration by Full Council: 

      

 (a) COMMUNICATIONS & EVENTS 

   At a meeting held on 10th January 2017, the Committee made the 
following RECOMMENDATION to Council: 

  (i) Chairman's Awards - The Committee RECOMMENDS that the 
Chairman's awards is held toward the end of the Chairman's Civic year in 
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March.  Therefore the event for the 2017/18 civic year will be held in March 
2018 

(b) CRIME & COMMUNITY SAFETY     

  At a meeting held on the 11th January 2017, the Committee made the following 
RECOMMENDATION to Council: 

  (i) Detached Youth & Environmental Services - The Committee 
RECOMMENDS that any procurement process required after the 
Committee has developed a specificationon for these initiatives should be 
overseen by the Finance Committee.

Council is requested to:

(i) CONSIDER these RECOMMENDATIONS and DECIDE what to do.
(ii) NOTE the composition of Working Groups; and
(iii) DECIDE if any changes are required. 

9 ACCOUNTS FOR PAYMENT & BANK RECONCILIATION 

 Statutory Basis: Accounts & Audit (England) Regulations 2011

Schedule of Payments (ATTACHMENT G)
Schedule of Receipts (ATTACHMENT H)
Bank Reconciliation Statement (ATTACHMENT I)
Current Account Statement (ATTACHMENT J)
Saver Account Statement (ATTACHMENT K)  

Committee is requested to CONSIDER the attached information and:

(i) APPROVE the payment of accounts for December 2016; and 
(ii) NOTE the Bank Reconciliation.

10 BUDGET & PRECEPT 

 Final Draft Budget    (ATTACHMENT L) 
 Draft Precept Demand   (ATTACHMENT M) 
       

At the Ordinary Council Meeting held on 20th December 2016, Council RESOLVED that 
the draft budget be APPROVED and that the precept will not be increased in 2017/18.  
(Minute #274 of 2016/17 refers).  A final draft budget incorporating the amendments required 
by Council at the December meeting is attached. 

The adoption of a ‘standstill’ budget means that the annual precept of £89.88 for a Band D 
property will be unchanged. The tax base for 2017/18 is 7508.2 (This is the equivalent 
number of Band D properties throughout the parish area). 

Precept = Band D equivalent charge x Tax Base
= £89.88 x 7508.2
=  £674, 837 
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The grant awarded by Durham County Council to offset the reduction in the Tax Base 
caused by changes to benefits payments in 2012 is £112,039 for 2017/18.  This gives a total 
income of £786,876.

Council is REQUESTED to APPROVE the budget and AUTHORISE the Chairman to sign 
the precept demand on behalf of the Council. 

11 GRANTS POLICY       (ATTACHMENT O)  

 Subject to item 10 above, The Council has created a Full Council Grants budget for the 
Financial Year 2017/18.  As this is a new budget, a policy must be developed to control how 
applications are made for the award of grants against it, who qualifies to apply for a grant, 
what may be applied for and when and how the applications will be considered. 

The Town Clerk has drafted a policy document for review by Council to address this.

Council is requested to CONSIDER this matter and DECIDE what to do. 

12 CIVIC HALL - REVIEW OF FEES, CHARGES, TERMS & CONDITIONS 

   Review of Fees & Charges  (ATTACHMENT P)  
   Terms & Conditions   (ATTACHMENT Q)  
   Booking Form   (ATTACHMENT R) 

(i) The Council last reviewed special rates paid by some users of the building at the 
Ordinary Meeting held on 22nd September 2015. (Minute #293 of 2015/16 refers)
The Events Manager has requested that Council reviews those rates that are not 
charged at the standard rates applicable to other bookings.

(ii) The Terms and Conditions of Hire and the booking form for the Civic Hall have 
been reviewed and updated. 

Council is requested to CONSIDER these items and DECIDE what to do. 

RECOMMENDATIONS 

(i) The rates proposed be agreed and implemented; 
(ii) The revised forms be agreed and implemented.
 

13 MEMBER MOTIONS 
       
 The following motions have been put forward for Council to consider:
  
 (i) Motion from Cllr J Nicholson      

 Report       (ATTACHMENT S) 
 DCLG Openness Guide   (ATTACHMENT T) 

Councillor Nicholson has requested that:

“Consideration be given by the Town Council of adopting the practice of routinely filming, 
recording and broadcasting Town Council meetings.” 
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The Town Clerk has prepared a report for CONSIDERATION by Council. 

Council is requested to CONSIDER this matter and DECIDE what to do.  

(ii) Motion from Cllr D Tully 

Councillor Tully has tabled the following motion for consideration by members:  

“Standing Order 3.2. states that ‘The minimum three clear days for notice of a meeting does 
not include the day on which notice was issued, the day of the meeting, a Sunday, a day of 
the Christmas break, a day of the Easter break or of a bank holiday or a day appointed for 
public thanksgiving or mourning. (FC)’  

It is proposed that  ‘three clear days’ is amended to 'five' clear days, allowing members to 
research agenda items more thoroughly and to give time for members to consult with their 
constituents in advance of the meeting.” 

 Council is REQUESTED to CONSIDER this matter and DECIDE what to do.
     
14 DATE, TIME AND VENUE OF NEXT MEETING 

 Tuesday 21st February 2017, 6.30 pm.
Civic Hall, Front Street, Stanley.

In accordance with the Public Bodies (Admission to Meetings) Act 1960, members of the public and press 
are welcome to attend the meeting. Members of the public will only be permitted to speak at the beginning 
of the meeting during Public Question Time.
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MINUTES of the ORDINARY MEETING OF STANLEY TOWN COUNCIL
Held at Stanley Masonic Hall, Front Street, Stanley on Tuesday 20th December 2016 at 6.30pm

PRESENT: J Nicholson* T Davinson G Graham C Thompson
W Nixon L Elliott D Tully C Bell
D Marshall D Mills D Walker J Charlton
M Wilkinson R Harrison L Marshall D McMahon

*Chairman

OFFICERS:  Alan Shaw (Town Clerk)
Nicola James (PA to the Town Clerk) 
James Harper (Community Development Manager)

IN ATTENDANCE: 6 members of the public

236 APOLOGIES FOR ABSENCE  

Apologies received from Cllrs C McKee, B Nair,  A Clegg and R Ferris were 
accepted by Council.

237 DECLARATIONS OF INTEREST 

Cllr C Bell declared a non-pecuniary interest as Chairman of Stanley Trader’s 
Association. 
Cllr J Charlton declared a non-pecuniary interest as a member of Durham County 
Council.

238 PROCEDURAL AND APPROPRIATE ANNOUNCEMENTS FROM THE  
  CHAIRMAN 

The Clerk reminded Members not to speak until they have been recognised by the 
chair, and to stand when speaking.

The Clerk advised that Cllr W Nixon & one member of the public present were 
recording the meeting.

Cllr W Nixon made a statement to members. He stated that he was not opposed to 
the meeting being recorded but that he objected to it being “democracy in 
disguise” as he believes the person recording the meeting will stand for the Labour 
party at the next election. He questioned why meetings were “only filmed when there 
was a motion put forward by a Labour member to be considered” and stated that he 
felt this was calculated to show the Council in a “bad light”. He further stated that “the 
last meeting that was recorded failed to show a County Councillor threatening STC 
Councillors as it was “cut before being posted online”.

239 PUBLIC PARTICIPATION 

  There were no written questions from the public submitted before the meeting.
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John Ullathorne updated members on the progress of CURSI.  CURSI is in the middle 
of a Drink Driving awareness campaign, currently at North Durham Academy. He also 
advised that the Mini Police Scheme had been taken country wide.  

240 CONFIRMATION OF COUNCIL MINUTES 

It was proposed by Cllr D Mills, seconded by Cllr R Harrison and RESOLVED that 
the Council approve the Full Council minutes of 15th November 2016 as a correct 
record.

241 MINUTES OF COMMITTEE MEETINGS 

It was RESOLVED that the minutes of the Finance & General Purposes Committee 
held on 6th December 2016 be RECEIVED by Council.

242 RECOMMENDATIONS OF COMMITTEE MEETINGS

(a) Personnel 

 (i) Staffing  - It was proposed by Cllr D Walker, seconded by Cllr D McMahon 
and RESOLVED that Council approve to reduce the overall level of budget 
allocated to staffing in 2017/18 Budget to £341,875. A more detailed review of 
the required staffing establishment should be carried out by Committee once 
the programme for the next year has been discussed and finalised. 

(b) Finance and General Purposes 

  It was proposed by Cllr R Harrison, seconded by Cllr C Bell and RESOLVED that 
Council approve the following recommendations:

(i)  VAT on ticket sales - The current Civic Hall fees should now be 
advertised as exclusive of VAT and VAT should be added in the circumstances 
where it is payable.  The booking form should be amended to allow 
community groups to declare that their profits will be put back into the 
community group so they can obtain exemption from VAT for future bookings.  

(ii) Budget - The changes to the draft budget put forward by the Finance 
Committee were as follows:
• Council to reduce the Moria Con budget to £5,000 
• Christmas Decorations budget be reduced to the actual figure which  

should be around £18,000 
• Chairmans Expenses budget be renamed as Chairmans Fund 
• Any budget surplus from reducing budgets elsewhere should be  

added to the Full Council Grants budget 
• As a balanced budget is achievable, there should be no increase in the  

Parish precept for 2017/18  

243 CDALC PROPOSAL 

  It was proposed by Cllr D McMahon, seconded by Cllr R Harrison and RESOLVED 
  that STC will adopt the following statement to make it clear that STC will not tolerate 
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any form of prejudice and to reassure all members of our community that they are 
valued.

"We are proud to live in a diverse and tolerant society. Racism, gender prejudice, 
xenophobia, homophobia, religious intolerance and hate crimes have no place in our  
community. Stanley Town Council condemns all such intolerance and hate crimes 
unequivocally."  

      
244 MEMBER’S MOTIONS 

  (i) Motion from Cllr R Harrison 

  “The Council have for some time expressed a wish to have the Kitchen next to the 
Bamburgh Suite and the dumb waiter refurbished and the Toilets made suitable for 
public use and brought up to standard.  
The motion is, therefore that “The Clerk be instructed to forthwith obtain three 
estimates for each of the above and report back to the January Meeting so that the 
members can select the suitable estimates at which point the Clerk will be instructed 
that the works be carried out with the minimum delay.” 

The motion was seconded by Cllr M Wilkinson. Following a vote, the motion was 
NOT CARRIED.

  (ii) Motion from Cllr D McMahon 

  “STC should remove the ability to hold secret / paper ballots from its standing orders so as to 
be open and transparent to the public and all votes should be by a show of hands so that 
Councillors are accountable for their decisions” 

Cllr R Harrison proposed an amendment to the motion from Cllr D McMahon by 
adding the words:  ‘except where there is good reason for requesting a secret 
ballot, which must be notified to the Town Clerk in advance of the meeting’.

Cllr D Marshall requested that the vote to be a named vote.

The vote on this motion was as follows:

For: Cllrs R Harrison, L Marshall, M Wilkinson,  J Charlton, C Thompson,      
D Tully, D Mills, T Davinson, D Marshall, G Graham, D McMahon.

Against:  Cllrs L Elliott,  W Nixon.
Abstentions: Cllrs C Bell, D Walker.

The Chairman did not cast an original vote.

It was therefore RESOLVED that the motion was carried and the Standing Orders are 
to be amended accordingly.  

   
245 SAFEGUARDING POLICY 

  It was proposed by Cllr C Bell, seconded by Cllr D McMahon and RESOLVED that 
Council APPROVE the interim Safeguarding Policy.
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246 ASSET TRANSFER 

  (i) Annfield Plain Community Room 

  It was proposed by Cllr C Bell, seconded by Cllr D Mills and RESOLVED that the 
business case drafted by the Town Clerk be accepted and submitted to Durham 
County Council to progress the asset transfer of the Old Man’s Hut in Annfield Plain.

(ii) Council Offices, Front Street 

  It was proposed by Cllr D McMahon, seconded by Cllr R Harrison and RESOLVED 
that the Council should submit the supporting statement / business case to Durham 
County Council to progress this matter further.  

     
247 BUDGET SETTING - FINAL DRAFT

Amendments to the circulated Draft Budget

The Town Clerk advised that there was £5000 in the draft budget circulated for the 
Horticultural Show, however it had previously been agreed to remove this, so this 
would be deleted.

The Town Clerk further advised that there should have been a £5000 budget added to 
the Chairmans Fund code which had been missed from the draft budget circulated.

The Town Clerk advised that the £18,000 budget for Christmas Decorations needs to 
increase by £5000 to include the cost of erecting and dismantling the main Christmas 
Tree. 

It was proposed by Cllr D Walker, seconded by Cllr C Bell and RESOLVED that once 
the said amendments have been made, the budget be APPROVED and that the 
precept will not be increased in 2017/18.   

248 EXCLUSION OF PRESS AND PUBLIC 

   *Members recording the proceedings stopped at this point.

Council RESOLVED that under the Public Bodies (Admission to Meetings) Act 1960, 
the public and representatives of the press and broadcast media be excluded from the 
meeting during the consideration of the following items of business as publicity would 
be prejudicial to the public interest due to the confidential nature of the business to be 
transacted.

Justification for excluding the public and press from consideration of the following item:  To 
consider professional legal advice.

249 ASSET TRANSFER 
   
  After a discussion, the Council gave direction to the Town Clerk in respect of the 

Financial Implications of the decision to bid for the Stanley Council Offices.  
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The details of this discussion have been redacted from these minutes as they are commercially 
sensitive. 

250 STAFFING REPORT 
   
  The Town Council considered the report from the Town Clerk and it was RESOLVED 
  that:

(i) The interim structure for the Civic Hall be implemented, and that:
(ii) The Town Clerk be directed to review and prepare Job Descriptions for 

consideration by the Personnel Committee as soon as is reasonably practicable; 
and;

(iii) The Town Clerk be authorised to begin consulting on the new structure with 
staff and trade unions.  

251 DATE, TIME AND VENUE OF NEXT MEETING

Tuesday 24th January 2017, 6:30pm, Civic Hall, Front Street, Stanley.
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MINUTES of the COMMUNICATIONS AND EVENTS COMMITTEE MEETING OF 
STANLEY TOWN COUNCIL held at Stanley Civic Hall, Front Street, Stanley on Tuesday 10th 
January 2017 at 6.30pm

PRESENT: Cllr D Mills* Cllr M Wilkinson Cllr C Bell Cllr D Tully
Cllr D Walker Cllr R Ferris Cllr J Nicholson Cllr W Nixon
Cllr G Graham

*Chairman

OFFICERS: Alan Shaw (Town Clerk)
Nicola James (PA to the Town Clerk)
James Harper (Community Development Manager)
Lee Brannigan (Civic Hall Events Manager)

OTHERS IN ATTENDANCE: Simon Green

252 APOLOGIES FOR ABSENCE

Apologies received from Cllr D McMahon were accepted by the committee.

253 DECLARATIONS OF INTEREST

None.

254   PROCEDURAL AND APPROPRIATE ANNOUNCEMENTS FROM THE  
  CHAIRMAN OR TOWN CLERK

No one was recording the meeting.
Councillor Geoff Graham was co-opted to the Committee at his request.  

255 PUBLIC PARTICIPATION

There were no written questions and no questions from public in attendance.

256 CONFIRMATION OF MINUTES

Members APPROVED the minutes of the meeting held on 4th October 2016.

257 REVIEW OF EVENTS DELIVERED SINCE LAST MEETING

(i) Chairman’s Awards 

  Members expressed the view that the catering for the Chairman’s Awards was very 
poor, however in all other respects they were very pleased with the format and 
delivery of the event. 

!  
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It was RESOLVED that the Awards should be held towards the end of the 
Chairman’s time in office, therefore there will be no Chairman’s Awards in 2017 and 
the next Chairman's awards for 2017/18 will be held in March 2018.

(ii) Christmas Decorations 

  Members agreed that the service from Seasonal Group was unsatisfactory. Some 
lights were not put up this year, even though they had all the locations from year 1. 
Some lights had failed, some commando boxes were not working. Seasonal Group 
should test commando boxes when lights go up. 
The Clerk noted that issues will be brought up in a meeting with Seasonal Group.
The Community Development Manager advised members that during the recent 
high winds, a total of 6 decorations in the Front Street came down on Front Street 
as the welding or brackets snapped. 
Members praised DCC for the erection of the Christmas Tree and the switch on.
The Community Development Manager advised members that after the purchase of 
additional lights, the cost of repairs, and the cost of DCC erecting the tree, 
£27,000 of the £30,000 budget allocated has been spent.   

  (iii) Lights Switch On/ Market 

  Members agreed that the Switch On and Market events has been a success and that 
events for future years should follow this format.  For 2017 they would like to see 
the event expanded with more stalls,/ traders, and to explore the possibility of the 
Market being spread over more days. 

  (iv) Christmas Fayre/ Santa’s Grotto 

  Members thought that the Christmas Fayre in the Civic Hall needed refreshing and 
that the Grotto was very quiet, this should be advertised better and earlier for 
2017. It was also suggested that the Fayre in the Civic Hall could have a different 
theme and be held at a different time, if there is going to be a Christmas Market on 
the Front Street. 

  (v) Chairman’s Carol Service 

  Members enjoyed the Carol Service and asked for it to be better publicised in 2017. 
The date for the Service should be set earlier so that publicity can be arranged. 

  (vi) Pantomime 

  The Civic Hall Events Manager noted that there were 17 performances of Aladdin in 
total. Some schools have already pre-booked for this years pantomime. In total the 
pantomime made a profit of £2600.
Members enjoyed the pantomime and thanked the cast for their hard work.

!  
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The Events Manager requested that no other groups be allowed to do pantomimes 
while the Civic Hall has their pantomime on. Members AGREED this was a good 
idea, that only the pro pantomime should be held over Christmas.

258 ESTABLISHMENT OF WORKING GROUPS 
   
  Members put their names forward to be on the following working groups for the 

following projects: 
 

   
259 ASSET TRANSFER 

  The Town Clerk asked members to consider the comms strategy which should be 
followed in relation to the freehold acquisition of the Front Street offices and the 
asset transfer of Annfield Plain Community Room. 

Committee RECOMMEND that the Clerk produce a draft statement for the 
public, to be approved at Full Council.

 

Project Budget Lead Officer Members 

Music Festival £5,000 Lee Brannigan & 
Alan Shaw

R Harrison, D Mills, 
M Wilkinson

Firework Festival £15,000 James Harper J Nicholson, R 
Ferris, C Bell, D 
Walker

Christmas Festival £10,000 James Harper & Lee 
Brannigan

J Nicholson, C Bell, 
R Ferris, B Nixon, M 
Wilkinson, R 
Harrison

Play in the Park £15,000 Nicola James C Bell, R Ferris, M 
Wilkinson

Armed Forces Day £4,000 James Harper G Graham, R 
Harrison, B Nixon, D 
Tully, J Nicholson

Moria Con £5,000 Nicola James D Mills, D McMahon

Community 
Newsletter

£15,000 Alan Shaw M Wilkinson, C Bell, 
D Walker, R Ferris, R 
Harrison

A Year in Stanley £6,250 Alan Shaw D Mills, D Walker

Remembrance 
Services

£400 James Harper B Nixon, J 
Nicholson, C Bell

Blue Plaque 
Scheme

£1,200 James Harper M Wilkinson
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260 CIVIC HALL - MARKETING STRATEGY 
   
  The Civic Hall Events Manager advised that the Civic Hall has issues marketing 

the building and the theatre to an appropriate audience. As the budget is limited, the 
Events Manager suggested organising publicity stunts, inviting local press to some 
shows and doing leaflet drops.

Members suggested contacting Made in Tyne & Wear and promoting the Civic Hall 
at our Play in the Park and Armed Forces events.

Members also AGREED that the building should be marketed as the Civic Hall 
rather than the Alun Armstrong Theatre to avoid public confusion. 

  
261 DATE,  TIME AND VENUE OF NEXT MEETING

Tuesday 7th February 2017, 18:30 at the Civic Hall
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MINUTES of the CRIME & COMMUNITY SAFETY COMMITTEE MEETING OF STANLEY 
TOWN COUNCIL held at Stanley Civic Hall on Wednesday 11th January 2017 at 6.30pm

PRESENT: Cllr C Bell* Cllr R Ferris Cllr J Charlton Cllr M Wilkinson
Cllr D McMahon Cllr J Nicholson Cllr W Nixon

*Chairman

OFFICERS: Alan Shaw (Town Clerk)
Nicola James (PA to the Town Clerk)
James Harper (Community Development Manager)

OTHERS IN ATTENDANCE: Geoff Dawson, Sgt Dave Clarke & John Ullathorne 

262 APOLOGIES FOR ABSENCE

Apologies received from Cllrs Thompson and Elliott were accepted by the 
Committee.

263 DECLARATIONS OF INTEREST

Cllr D McMahon declared a non-pecuniary interest as a director and trustee of 
PACT House.

264   PROCEDURAL AND APPROPRIATE ANNOUNCEMENTS FROM THE  
  CHAIRMAN OR TOWN CLERK

The Town Clerk noted that no one was recording this meeting.
Cllr M Wilkinson was co-opted onto the Committee at her request.

At the request of Cllr Charlton, a minutes silence was observed in respect of the 
death of 7 year old Katie Rough who died in York on 9th January.

265 PUBLIC PARTICIPATION

There were no public present and no questions submitted prior to the meeting.

266 CONFIRMATION OF MINUTES

It was RESOLVED that the minutes of the Crime and Community Safety Meetings 
held on 8th June 2016 and 8th November 2016 be approved as a correct record 
and signed by the Chairman.
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267 GRIT BIN SERVICE

The Community Development Manager advised that since the locations for the 
original 11 grit bins had been agreed, 2 further locations at New Kyo and Frosterley 
Gardens have been added, bringing the total to 13.

Members RESOLVED to wait and see how the Groundworks team get on with 
these 13 bins before rolling out any more. Members also approved the purchase of 5 
more grit bins as spares with the remaining budget allocated. 

268 REVIEW OF INITIATIVES DELIVERED 

  Blooming Good Fun Awards 

  Members agreed that the Awards night was fantastic and the recipients of the 
awards really enjoy their night. It was RESOLVED that the Community 
Development Manager look to having the Awards night between mid September - 
mid October in 2017. 

269 ESTABLISHMENT OF WORKING GROUPS 

 Members put themselves forward to be on the following working groups:

  The Committee RECOMMENDS that the detached youth project and 
environmental services project both be looked at by the Crime and Community 
Safety Working Groups, to draft up a specification, and the Finance and General 

Project Budget Lead Officer Members

Environmental 
Services

£67,500 James Harper J Charlton, J 
Nicholson, B Nixon, 
R Ferris, M 
Wilkinson, C Bell, G 
Graham

Detached Youth 
Project

£30,000 James Harper & Sgt 
Dave Clarke

D McMahon, J 
Charlton, J 
Nicholson, R Ferris

Road Safety £3,000 James Harper, Sgt 
Dave Clarke & John 
Ullathorne

B Nixon, R Ferris, C 
Bell, J Nicholson

Mini Police £4,400 James Harper & 
John Ullathorne

C Bell, J Nicholson, 
J Charlton

Defibrillators £2,000 James Harper, Sgt 
Dave Clarke & John 
Ullathorne

D McMahon

Money Advice £30,000 Alan Shaw D McMahon, J 
Charlton, J 
Nicholson, R Ferris, 
C Bell
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Purposes Committee, to oversee any procurement exercises required. The Crime 
and Community Safety Committee would then monitor both projects.  

270 NEW INITIATIVES 

  Members were asked if they had any new crime prevention initiatives they wished 
to put forward. Cllr M Wilkinson would like to see some sort of dog waste poster 
campaign.  The Town Clerk advised that STC could explore opportunities to work 
with DCC and Durham Constabulary on this. 

271 UPDATES FROM PARTNER ORGANISATIONS 

  (i) Geoff Dawson - Groundwork NE 

  Geoff advised that when tasking from Members was low, the Groundworks team 
carried on with proactive work wherever possible.  Next year, litter picks will 
programmed in on a regular basis and the team will work to the specification 
drafted by the working group which will in turn enable better publicity of the work 
being done. Geoff also advised that his report for Members will be image focused 
and that he will also provide regular before and after photos to the office so jobs 
can be publicised.  

He asked for Members to request more work through the STC office. As the 
budget for 2017-18 has been reduced by STC, Geoff advised that he was looking to 
reduce the team to 4 days per week instead of 5, further details will be given to the 
Town Clerk in February. 

(ii) John Ullathorne - CURSI 

  John advised members  that CURSI has recently carried out the second Road Safety 
event at North Durham Academy on 2 December 2016, focused on drink driving.  
He hopes that 4 schools will take part in this event this year, the next one being at 
Tanfield Comprehensive focusing on the use of mobile phones whilst driving.

John commented that DCC/AAP have funded £4,000 worth of new bollards in Loud 
Terrace, which he felt were not needed.  He stated that there are issues in New Kyo 
where this money could have made a more significant difference.

John requested authorisation to take CURSI to St Bedes school. The Town Clerk 
advised John that the initiative was Durham Constabulary's and no such 
authorisation was required .

(iii) PS Dave Clarke 
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  PS Clarke noted that ASDA had been approached to be involved in a drink drive 
campaign however he has heard nothing back. There might be a possibility to do the 
campaign at the Civic Hall instead.

PACT House is going from strength to strength with a number diverse community 
groups using the building. PS Clarke advised that DCC are using the building for 
their regeneration meetings.

New HD cameras have, after some dealys, been approved to go up at the bottom of 
the Front Street. 

PS Clarke thanked the Council for providing further funding for the police cars. He 
hopes to see will continue in future years.

PS Clarke is organising a new Purple Poo campaign. Cans of purple chalk spray have 
been ordered thanks to MIF support. Stickers and badges have been ordered and 
PS Clarke will be going into schools to educate the pupils about the importance of 
picking up dog waste. He would like to use some of the Committees £7,000 for 
Crime Prevention Initiatives, for some posters and a golden ticket project alongside 
the Purple Poo campaign.
 

272 DATE,  TIME AND VENUE OF NEXT MEETING

Wednesday 8th February 2017, 6:30pm at Stanley Civic Hall.
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The following fees have been determined by SAAA following consultation for the Audit 
Years 2017-18 to 2021-22. 
 
Scales of audit fees   
Scales of fees for smaller authorities are based on bands of annual income or expenditure, 
whichever is the higher. This means that the fees are broadly proportionate to the public 
funds involved and the ability of each authority to pay.    

Table 1 sets out the scales of audit fees for smaller authorities that complete their Annual 
Returns fully and accurately within the required timescales, and provide the necessary 
supporting information and any explanations sought. 
 
Authorities with neither income nor expenditure exceeding £200,000 will be subject to 
basic limited assurance audit review. Authorities with either income or expenditure 
exceeding £200,000 will be subject to intermediate limited assurance audit review.   
 

Table 1 
Scale of fees for bodies subject to limited assurance review  
 

Income/expenditure band (£)  Fee for limited assurance review (£)  

0 – 25,000  200 (see note) 

25,001 – 50,000  200   

50,001 – 100,000  300  

100,001 – 200,000  400  

200,001 – 300,000  600  

300,001 – 400,000  800  

400,001 – 500,000  1,000  

500,001 – 750,000  1,300  

750,001 – 1,000,000  1,600  

1,000,001 – 2,000,000  2,000  

2,000,001 – 3,000,000  2,400  

Smal ler Authorit ies’
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Note: An authority with neither income nor expenditure exceeding £25,000 will have the 
right to certify that it is an exempt authority and in normal circumstances no fee will be 
payable. 
 
 
Reminder letters 
 
Where a supplier is required to send a reminder to any authority, the supplier will charge 
the authority £40 for each reminder. 
  
 
Additional work and variations to the scale fees  
If an active authority fails either to submit its Annual Return to the supplier for review by 30 
September or (if it is an exempt authority) to provide a certificate of exemption, the supplier 
will consider issuing a public interest report, the cost of which will be payable by the 
authority pertaining to the fee income band of that authority as in Table 1 (above).  
 
Extra fees may also be charged, subject to SAAA’s approval, in other circumstances, for 
example where auditors have to:   

• consider objections to the accounts from local electors, from the point at which the 
auditor accepts the objection as valid;   

• exercise special powers in relation to the review, such as issuing a report in the public 
interest; or   

• undertake any special investigations, such as those arising from disclosures under the 
Public Interest Disclosure Act 1998.   

  

3,000,001 – 4,000,000  2,800  

4,000,001 – 5,000,000  3,200  

5,000,001 – 6,500,000  3,600  

Smal ler Authorit ies’
Audit Appointments
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Extra fees will be calculated and charged according to the work required, subject to the 
maximum hourly rates set out in Table 2 below. 

 
Table 2 
Maximum hourly rates for additional work at smaller authorities  
 

 

 
 
Value Added Tax 
 
The fee scales exclude Value Added Tax which will be charged at the prevailing rate  
on all work undertaken. 

Staff grade  
Maximum £ 
per hour 

Engagement lead  355 

Senior manager/manager  215 

Senior auditor  140 

Other staff  105 
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2017/18 Project Working Groups 

Comms & Events 

Crime & Community Safety 

Project Budget Lead Officer Members 

Music Festival £5,000 Lee Brannigan & 
Alan Shaw

R Harrison, D Mills, M Wilkinson

Firework Festival £15,000 James Harper J Nicholson, R Ferris, C Bell, D Walker

Christmas Festival £10,000 James Harper & 
Lee Brannigan

J Nicholson, C Bell, R Ferris, B Nixon, M 
Wilkinson, R Harrison

Play in the Park £15,000 Nicola James C Bell, R Ferris, M Wilkinson

Armed Forces Day £4,000 James Harper G Graham, R Harrison, B Nixon, D Tully, J 
Nicholson

Moria Con £5,000 Nicola James D Mills, D McMahon

Community Newsletter £15,000 Alan Shaw M Wilkinson, C Bell, D Walker, R Ferris, R 
Harrison

A Year in Stanley £6,250 Alan Shaw D Mills, D Walker

Remembrance 
Services

£400 James Harper B Nixon, J Nicholson, C Bell

Blue Plaque Scheme £1,200 James Harper M Wilkinson

Project Budget Lead Officer Members

Environmental 
Services

£67,500 James Harper J Charlton, J Nicholson, B Nixon, R Ferris, 
M Wilkinson, C Bell, G Graham

Detached Youth Project £30,000 James Harper & 
Sgt Dave Clarke

D McMahon, J Charlton, J Nicholson, R 
Ferris

Road Safety £3,000 James Harper, Sgt 
Dave Clarke & 
John Ullathorne

B Nixon, R Ferris, C Bell, J Nicholson

Mini Police £4,400 James Harper & 
John Ullathorne

C Bell, J Nicholson, J Charlton

Defibrillators £2,000 James Harper, Sgt 
Dave Clarke & 
John Ullathorne

D McMahon

Money Advice £30,000 Alan Shaw D McMahon, J Charlton, J Nicholson, R 
Ferris, C Bell
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O

ffice Accom
m

odation 

D
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Insurance 
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0 
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0 
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0 
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 M
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 Fittings 

4067 
275 

0 
0 

0 
0 
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ontrol 
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0 
0 

0 
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0 
0 
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S
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10 

0 
0 

0 
0 
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verHead Expenditure 

8,006 
1,750 

1,750 
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8,250 
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0 

0 
0 

0 
0 
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Net Expenditure 

8,006 
1,750 
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8,809 

8,965 
8,250 
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Insurance 
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4,000 
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0 

0 
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0 
0 

40 
50 
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0 

0 
0 
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4077 

0 
0 
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0 
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0 

0 
334 

375 
300 
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obile P
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1,898 
500 

500 
278 

397 
500 
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856 

1,500 
1,500 

459 
564 

750 

P
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120 

100 
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33 
56 

100 

P
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286 
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908 

900 
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2,000 
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1,000 
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0 
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1,500 
10 

270 
0 
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30,596 
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8,000 

6,000 
8,000 

8,000 

R
ates 

4050 
0 

0 
0 

5,677 
6,750 

0 

W
ater R

ates 
4051 

104 
0 

0 
174 

140 
0 

E
lectricty 

4052 
720 

500 
500 

1,677 
2,000 

0 
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Budget Detail - By Centre 

N
ote: (-) N

et Expenditure m
eans Incom

e is greater than Expenditure 

Note : 2017/18 Final Budget Approved 20/12/16 

Last Year 
Current Year 

Next Year 

A
greed  

R
evised  

P
rojected  

N
ext Y

ear  
A

ctual 
A

ctual Y
TD

 
B

udget 
B

udget 
A

ctual 
B

udget 

Insurance 
4054 

0 
0 

0 
184 

184 
200 

R
epairs &

 M
aintenance 

4065 
150 

0 
0 

268 
268 

0 

P
rofessional Fees 

4112 
0 

0 
0 

111 
111 

0 

Legal Fees 
4113 

2,083 
0 

0 
0 

0 
0 

S
ignage 

4306 
0 

800 
800 

0 
800 

0 

G
rant A

pplication Fees 
4503 

0 
0 

0 
248 

250 
0 

O
verHead Expenditure 

14,320 
9,300 

9,300 
14,339 

18,503 
8,200 

R
ent Incom

e 
1060 

2,000 
8,000 

8,000 
0 

0 
0 

Total Incom
e 

2,000 
8,000 

8,000 
0 

0 
0 

305 
Net Expenditure 

12,320 
1,300 

1,300 
14,339 

18,503 
8,200 

307 
AP Com

m
unity Room

 

R
ates 

4050 
0 

0 
0 

0 
0 

500 

W
ater R

ates 
4051 

0 
0 

0 
0 

0 
300 

E
lectricty 

4052 
0 

0 
0 

0 
0 

300 

G
as 

4053 
0 

0 
0 

0 
0 

564 

Insurance 
4054 

0 
0 

0 
0 

0 
350 

R
epairs &

 M
aintenance 

4065 
0 

0 
0 

0 
0 

500 

P
rofessional Fees 

4112 
0 

0 
0 

0 
0 

500 

O
verHead Expenditure 

0 
0 

0 
0 

0 
3,014 
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N
ote: (-) N

et Expenditure m
eans Incom
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Note : 2017/18 Final Budget Approved 20/12/16 

Last Year 
Current Year 

Next Year 

A
greed  

R
evised  

P
rojected  

N
ext Y

ear  
A

ctual 
A

ctual Y
TD

 
B

udget 
B

udget 
A

ctual 
B

udget 

R
ent Incom

e 
1060 

0 
0 

0 
0 

0 
2,000 

Total Incom
e 

0 
0 

0 
0 

0 
2,000 

307 
Net Expenditure 

0 
0 

0 
0 

0 
1,014 

320 
Events 

M
usic Festival 

4400 
27,359 

0 
0 

0 
0 

5,000 

Firew
ork Festival 

4401 
10,000 

0 
0 

0 
0 

15,000 

C
hristm

as Festival 
4402 

14,904 
20,000 

20,000 
12,721 

20,000 
10,000 

H
orticultural S

how
 

4403 
5,000 

5,000 
5,000 

5,000 
5,000 

0 

B
rass Festival 

4404 
0 

5,150 
5,150 

6,750 
6,750 

0 

B
loom

ing G
ood Fun 

4405 
2,011 

3,000 
3,000 

2,238 
3,000 

1,500 

Tea in the P
ark 

4406 
0 

2,500 
2,500 

2,139 
2,139 

0 

P
lay in the P

ark 
4407 

0 
4,000 

4,000 
15,991 

15,991 
15,000 

Fun D
ays 

4409 
0 

15,000 
15,000 

9,458 
9,458 

0 

R
em

em
brance S

ervices 
4410 

260 
400 

400 
187 

400 
400 

W
W

1 C
om

m
em

oration 
4411 

0 
5,000 

5,000 
0 

5,000 
5,000 

A
rm

ed Forces D
ay 

4412 
0 

600 
600 

3,673 
3,673 

4,000 

M
oria-C

on 
4413 

3,455 
10,000 

10,000 
8,879 

7,577 
5,000 

C
ycle E

vent 
4414 

306 
8,000 

8,000 
4,653 

4,653 
0 

This is S
tanley 

4416 
0 

0 
0 

200 
200 

0 
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N
ote: (-) N

et Expenditure m
eans Incom

e is greater than Expenditure 

Note : 2017/18 Final Budget Approved 20/12/16 

Last Year 
Current Year 

Next Year 

A
greed  

R
evised  

P
rojected  

N
ext Y

ear  
A

ctual 
A

ctual Y
TD

 
B

udget 
B

udget 
A

ctual 
B

udget 

S
tanley Fringe 

4417 
0 

2,000 
2,000 

2,060 
1,700 

0 

O
lder P

eople's E
ntertainm

ent 
4418 

0 
1,000 

1,000 
500 

1,000 
1,000 

O
ther E

vents 
4419 

9,250 
0 

0 
0 

0 
0 

B
lue P

laque S
chem

e 
4420 

100 
2,500 

2,500 
1,083 

1,800 
1,200 

A
 Y

ear in S
tanley 

4422 
0 

0 
0 

0 
0 

6,250 

Technical S
upport 

4425 
0 

0 
0 

5 
0 

0 

C
hristm

as D
ecorations 

4439 
32,949 

30,000 
30,000 

10,891 
30,000 

23,000 

O
verHead Expenditure 

105,595 
114,150 

114,150 
86,428 

118,341 
92,350 

320 
Net Expenditure 

105,595 
114,150 

114,150 
86,428 

118,341 
92,350 

400 
G

rants 

M
em

bers Initiative Fund 
4500 

61,474 
70,000 

70,000 
48,919 

70,000 
70,000 

O
ther G

rants 
4502 

61,975 
11,872 

11,872 
65,000 

56,872 
55,153 

C
oncessions 

4510 
7,910 

0 
0 

708 
708 

0 

O
verHead Expenditure 

131,359 
81,872 

81,872 
114,627 

127,580 
125,153 

G
rants 

1075 
0 

0 
0 

0 
0 

0 

D
onations 

1080 
0 

0 
0 

0 
0 

0 

Total Incom
e 

0 
0 

0 
0 

0 
0 

400 
Net Expenditure 

131,359 
81,872 

81,872 
114,627 

127,580 
125,153 
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N
ote: (-) N

et Expenditure m
eans Incom

e is greater than Expenditure 

Note : 2017/18 Final Budget Approved 20/12/16 

Last Year 
Current Year 

Next Year 

A
greed  

R
evised  

P
rojected  

N
ext Y

ear  
A

ctual 
A

ctual Y
TD

 
B

udget 
B

udget 
A

ctual 
B

udget 

500 
Civic Hall 

D
irect S

alaries 
4000 

133,982 
140,640 

140,640 
85,410 

105,349 
154,582 

C
asual S

taff 
4005 

13,045 
10,000 

10,000 
17,850 

19,035 
20,000 

Training 
4008 

350 
4,000 

4,000 
325 

1,000 
2,500 

C
lothing C

osts 
4009 

384 
800 

800 
970 

1,663 
1,100 

Travel &
 S

ubsistence 
4011 

141 
400 

400 
0 

300 
400 

R
ecruitm

ent 
4012 

390 
0 

0 
0 

0 
650 

R
ates 

4050 
7,680 

7,900 
7,900 

6,196 
7,750 

8,000 

W
ater R

ates 
4051 

5,176 
3,500 

3,500 
1,360 

3,100 
3,500 

E
lectricty 

4052 
10,836 

10,000 
10,000 

7,396 
10,000 

10,000 

G
as 

4053 
2,298 

3,500 
3,500 

434 
3,000 

3,500 

Insurance 
4054 

0 
0 

0 
0 

0 
0 

C
leaning 

4055 
2,132 

2,000 
2,000 

3,048 
2,300 

2,400 

A
larm

 M
aintenance 

4056 
0 

1,000 
1,000 

246 
246 

1,500 

W
indow

 C
leaning 

4057 
200 

250 
250 

100 
250 

250 

Trade W
aste 

4058 
1,742 

1,500 
1,500 

1,487 
2,549 

2,000 

Laundry 
4059 

210 
2,000 

2,000 
987 

1,480 
1,700 

E
quipm

ent - H
ire 

4064 
135 

0 
0 

-135 
-135 

0 

R
epairs &

 M
aintenance 

4065 
4,049 

2,500 
2,500 

1,936 
1,241 

2,500 

Tools &
 E

quipm
ent 

4066 
6,135 

2,500 
2,500 

5,792 
9,409 

6,000 
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N
ote: (-) N

et Expenditure m
eans Incom

e is greater than Expenditure 

Note : 2017/18 Final Budget Approved 20/12/16 

Last Year 
Current Year 

Next Year 

A
greed  

R
evised  

P
rojected  

N
ext Y

ear  
A

ctual 
A

ctual Y
TD

 
B

udget 
B

udget 
A

ctual 
B

udget 

Furniture &
 Fittings 

4067 
2,706 

2,000 
2,000 

545 
916 

1,500 

S
tructure 

4068 
630 

750 
750 

794 
1,361 

800 

P
est C

ontrol 
4069 

251 
250 

250 
0 

250 
250 

C
rockery,C

utlery etc 
4070 

1,673 
2,000 

2,000 
89 

2,000 
1,000 

H
ealth &

 S
afety - Fire 

4071 
297 

400 
400 

9 
200 

250 

H
ealth &

 S
afety First A

id 
4072 

50 
200 

200 
0 

200 
200 

H
ealth and S

afety 
4073 

35 
0 

0 
2,572 

2,580 
2,580 

A
dvertising 

4075 
3,106 

3,000 
3,000 

3,581 
3,000 

5,000 

M
arketing &

 P
rom

otion 
4076 

0 
2,000 

2,000 
5,132 

2,000 
2,500 

Licences 
4077 

1,289 
700 

700 
1,698 

1,750 
2,000 

S
ecurity 

4079 
1,116 

500 
500 

193 
0 

500 

Telephones 
4100 

3,349 
4,000 

4,000 
2,658 

3,175 
3,200 

S
tationery 

4102 
1,692 

2,000 
2,000 

1,850 
1,958 

2,000 

P
ublications 

4103 
782 

0 
0 

0 
0 

0 

P
ostage 

4104 
186 

0 
0 

795 
379 

800 

P
hotocopying 

4105 
1,193 

1,000 
1,000 

642 
1,150 

1,200 

S
ubscriptions 

4106 
20 

20 
20 

0 
20 

0 

H
ospitality 

4115 
197 

0 
0 

70 
141 

0 

IT - A
ntivirus 

4120 
0 

0 
0 

46 
79 

100 

IT - W
ebsite S

upport 
4121 

655 
600 

600 
100 

200 
200 

IT - S
upport &

 M
aintenance 

4123 
4,620 

4,000 
4,000 

2 
2,500 

3,000 
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N
ote: (-) N

et Expenditure m
eans Incom

e is greater than Expenditure 

Note : 2017/18 Final Budget Approved 20/12/16 

Last Year 
Current Year 

Next Year 

A
greed  

R
evised  

P
rojected  

N
ext Y

ear  
A

ctual 
A

ctual Y
TD

 
B

udget 
B

udget 
A

ctual 
B

udget 

IT - S
oftw

are 
4125 

0 
0 

0 
0 

0 
200 

Technical S
upport 

4425 
484 

0 
0 

1,364 
2,339 

2,500 

E
vents - C

ivic H
all 

4650 
6,897 

15,000 
15,000 

25,038 
13,000 

15,000 

E
vents - E

xternally O
rganised 

4651 
1,212 

0 
0 

1,982 
454 

0 

A
lun A

rm
strong P

erform
ers 

4652 
0 

0 
0 

0 
0 

11,200 

S
um

m
er S

tage S
chool 

4653 
0 

0 
0 

0 
0 

5,500 

Ticket S
ales P

aid O
ver 

4700 
24,555 

0 
0 

41,289 
0 

0 

R
esale Item

s 
4750 

575 
0 

0 
0 

0 
0 

Transaction Fees 
4998 

680 
720 

720 
820 

1,044 
1,100 

O
verHead Expenditure 

247,133 
231,630 

231,630 
224,671 

209,232 
283,162 

Ticket S
ales R

etained 
1000 

7,570 
15,000 

15,000 
15,855 

13,000 
30,000 

Ticket S
ales N

on R
etained 

1005 
23,867 

0 
0 

44,630 
0 

0 

H
all H

ire 
1010 

63,970 
70,000 

70,000 
57,956 

65,212 
70,000 

H
all H

ire - C
oncessionary 

1011 
10,491 

0 
0 

0 
5,000 

0 

Fees &
 S

ubs 
1012 

0 
0 

0 
0 

0 
16,700 

R
esale Item

s 
1028 

237 
0 

0 
59 

39 
0 

Fees &
 C

harges-P
A

T tests 
1040 

0 
0 

0 
78 

78 
0 

R
ent Incom

e - Tow
n C

ouncil 
1061 

3,000 
0 

0 
0 

0 
0 

D
onations 

1081 
500 

0 
0 

0 
0 

0 

A
rt W

ork S
ales 

1091 
0 

0 
0 

86 
147 

150 

Total Incom
e 

109,634 
85,000 

85,000 
118,663 

83,476 
116,850 

500 
Net Expenditure 

137,499 
146,630 

146,630 
106,008 

125,757 
166,312 
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N
ote: (-) N

et Expenditure m
eans Incom

e is greater than Expenditure 

Note : 2017/18 Final Budget Approved 20/12/16 

Last Year 
Current Year 

Next Year 

A
greed  

R
evised  

P
rojected  

N
ext Y

ear  
A

ctual 
A

ctual Y
TD

 
B

udget 
B

udget 
A

ctual 
B

udget 

505 
Coffee Shop 

D
irect S

alaries 
4000 

0 
0 

0 
15,309 

18,937 
34,525 

Training 
4008 

0 
0 

0 
90 

77 
100 

C
lothing C

osts 
4009 

0 
0 

0 
197 

338 
200 

C
leaning 

4055 
0 

0 
0 

44 
75 

100 

R
epairs &

 M
aintenance 

4065 
16 

0 
0 

420 
720 

250 

Tools &
 E

quipm
ent 

4066 
113 

0 
0 

2,409 
4,130 

500 

Furniture &
 Fittings 

4067 
0 

0 
0 

82 
141 

0 

C
rockery,C

utlery etc 
4070 

0 
0 

0 
312 

534 
0 

A
dvertising 

4075 
0 

0 
0 

350 
600 

600 

C
offee S

hop-D
rinks (H

ot) 
4550 

0 
0 

0 
885 

1,518 
1,700 

C
offee S

hop-D
rinks (C

old) 
4555 

0 
0 

0 
1,114 

1,736 
1,800 

C
offee S

hop-Food 
4560 

0 
0 

0 
7,724 

9,024 
10,000 

B
ar - S

tocktaking C
osts 

4602 
0 

0 
0 

180 
77 

100 

C
offee S

hop supplies 
4625 

376 
0 

0 
507 

547 
700 

O
verHead Expenditure 

504 
0 

0 
29,623 

38,454 
50,575 

H
ot D

rinks 
1200 

0 
0 

0 
5,938 

1,407 
1,500 

C
old D

rinks 
1205 

0 
0 

0 
43 

74 
100 

Food 
1210 

0 
0 

0 
798 

1,367 
1,500 
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N
ote: (-) N

et Expenditure m
eans Incom

e is greater than Expenditure 

Note : 2017/18 Final Budget Approved 20/12/16 

Last Year 
Current Year 

Next Year 

A
greed  

R
evised  

P
rojected  

N
ext Y

ear  
A

ctual 
A

ctual Y
TD

 
B

udget 
B

udget 
A

ctual 
B

udget 

C
offee S

hop 
1220 

0 
0 

0 
14,834 

19,321 
30,000 

Total Incom
e 

0 
0 

0 
21,613 

22,169 
33,100 

505 
Net Expenditure 

504 
0 

0 
8,010 

16,285 
17,475 

510 
Civic Hall Bar 

C
lothing C

osts 
4009 

0 
0 

0 
86 

147 
150 

Tools &
 E

quipm
ent 

4066 
513 

0 
0 

298 
411 

450 

C
rockery,C

utlery etc 
4070 

0 
0 

0 
332 

569 
500 

A
dvertising 

4075 
0 

0 
0 

36 
0 

0 

S
tationery 

4102 
0 

0 
0 

19 
33 

100 

B
ar S

tock 
4600 

18,540 
17,000 

17,000 
19,998 

25,114 
18,500 

B
ar S

upplies - S
undry Item

s 
4601 

5,191 
3,750 

3,750 
2,896 

2,887 
3,500 

B
ar - S

tocktaking C
osts 

4602 
630 

770 
770 

535 
557 

650 

B
ar - gas 

4603 
869 

1,000 
1,000 

435 
556 

800 

O
verHead Expenditure 

25,742 
22,520 

22,520 
24,635 

30,274 
24,650 

B
ar Takings 

1020 
49,849 

47,500 
47,500 

44,774 
45,022 

48,000 

Total Incom
e 

49,849 
47,500 

47,500 
44,774 

45,022 
48,000 

510 
Net Expenditure 

-24,107 
-24,980 

-24,980 
-20,139 

-14,748 
-23,350 
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N
ote: (-) N

et Expenditure m
eans Incom

e is greater than Expenditure 

Note : 2017/18 Final Budget Approved 20/12/16 

Last Year 
Current Year 

Next Year 

A
greed  

R
evised  

P
rojected  

N
ext Y

ear  
A

ctual 
A

ctual Y
TD

 
B

udget 
B

udget 
A

ctual 
B

udget 

520 
Loan Charges 

P
W

LB
 Loan - P

rincipal 
4996 

20,000 
20,000 

20,000 
10,000 

20,000 
20,000 

P
W

LB
 Loan - Interest 

4997 
4,446 

3,990 
3,990 

2,052 
3,990 

3,990 

O
verHead Expenditure 

24,446 
23,990 

23,990 
12,052 

23,990 
23,990 

520 
Net Expenditure 

24,446 
23,990 

23,990 
12,052 

23,990 
23,990 

800 
Loan Costs 

C
ivic H

all - S
eating 

4150 
32,878 

0 
0 

0 
0 

0 

C
ivic H

all - Lighting 
4151 

8,500 
0 

0 
2,550 

0 
0 

C
ivic H

all - Flooring 
4152 

8,017 
0 

0 
0 

0 
0 

C
ivic H

all - R
oofing 

4153 
1,424 

0 
0 

0 
0 

0 

C
ivic H

all - W
indow

s 
4155 

23,578 
0 

0 
0 

0 
0 
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POLICY DOCUMENT 

1. INTRODUCTION 

1.1 Stanley Town Council encourages local voluntary organisations which provide 
services to local people and which require funding to apply for grant aid.  The 
Council must ensure that grants (which are all funded by local taxpayers) 
provide value for money.  Therefore the following criteria will be taken into 
account when considering applications: 

2. POLICY STATEMENT 

2.1 A Grant is any payment made by Stanley Town Council (the Council) to be used 
by an organisation for a specific purpose in the furtherance of the wellbeing of 
the local community, either generally or for a specific purpose, and which is not 
directly controlled or administered by the Council.  

2.2 The Council awards grants, at its discretion, to organisations which can 
demonstrate a clear need for financial support to benefit part or all of the Council’s 
designated area by, for example: providing a service; enhancing the quality of life; 
reducing crime; improving the environment; promoting the area in a positive way 
or otherwise positively contributing to the achievement of the Council’s 
objectives, which are published from time to time. 

2.3 A beneficiary organisation must be either non-profit making or charitable. Grants 
will not normally be made to individuals except where a benefit to the wider 
community of the Stanley area can be identified.  

Name of Policy:  FULL COUNCIL GRANTS

Date policy created: 17.1.17

Author: Alan Shaw, Town Clerk

  

Date adopted by Full 
Council: 24th January 2017

Signed: 
(Chair of Council)
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3. APPLICATION CRITERIA 

3.1 Will the grant benefit Stanley residents? 
  

The Town Council will only give grants for purposes which directly benefit Stanley 
residents and will give priority to organisations which are based in the town.  The 
Council may consider grants to organisations that cover a wider area than 
Stanley (e.g. the Derwentside area or North Durham) if the organisation provides 
services to Stanley residents or which benefit the Stanley area. 
  
The Town Council will not generally give grants to organisations that operate 
chiefly for the social enjoyment of their members.  The Town Council will not 
contribute to general national appeals or to appeals that benefit only a single 
individual.  

3.2 Can the applicant organisation show that it needs the grant? 
  

The Town Council has only limited funds and therefore will only give grants to 
organisations that can demonstrate that a grant from the Town Council will make 
a difference and that there are not alternative ways of raising the money.  You will 
be required to provide a copy of your most recent accounts (including a balance 
sheet), annual report if you produce one and details of other organisations 
approached for funding and whether you were successful. 
  
The Town Council will not normally provide grants to organisations which, for 
example, have large unallocated reserves or where funding should be available 
from another source.  In some circumstances the Council may provide advice 
and information, or request that your organisation re-applies after exploring 
alternative options.  

3.3 Does the applicant organisation follow basic organisational rules? 
  

The Town Council will only give grants to properly constituted bodies and 
charities.  This usually means that, at a minimum, the organisation should have 
clear officers or points of contact and produce annual accounts.  All grants will be 
paid by cheque made payable to the organisation's accounts.  Cheques will not 
be made out to any individual's personal bank account.  
   

3.4. What purposes must the grant be used for? 

Applicants must identify a specific purpose for which funding is sought. 
Acceptable examples include capital grants for a specific project or purchase, 
upgrading existing facilities, training costs, and start-up costs for new initiatives/
projects. Grants will not be given towards activities that are part of statutory 
obligations, or research costs.  Retrospective applications where an event or 
activity has already taken place will not be considered. Organisations with a 
business or profit making remit are not eligible nor are religious/political activities 
unless it can be shown that the event will be open to and for the benefit of the 
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community as a whole. Grants will not normally be made in respect of on-going 
staff, employee or other running costs. The list above provides examples only, for 
specific clarification please contact the Town Council. 

3.5. How much can be applied for? 
  

The Town Council sets aside money within its budget each year for awarding 
grants to local organisations and applicants are advised to refer to the annual 
budget to see the level of allocation for the relevant year. Applications for grants 
are assessed bi-annually (see Application deadlines section below) and the total 
allocated funding for each six month period will be 50% of the set annual 
allocation. No more than £10,000 will be granted through this process to any 
single organisation in any financial year.  

3.6. How to complete the application form 
  

Please complete all sections of the form; applications may be rejected if incorrect 
or incomplete information is supplied.  The Council will only consider requests for 
specific sums. You should also submit: 
• Your organisation’s constitution, rules or statement of purpose. 
• The year-end accounts (or in the case of a new organisation, please provide a 

business plan showing your projected costs and expected income for at least 
one year.)  

• All accounts relating to the organisation must be disclosed, not just those 
relating to the specific purpose associated with the application.   

• If your latest accounts show that a surplus was made during the year (after 
discounting any previous grant) and there was also a balance in reserve at the 
start of the year please explain the reason why you are applying for additional 
funding.  

3.7. Conditions of grant 
  

The application should be supported by estimates for the project where 
appropriate, or a price list for items of equipment to be purchased and any further 
information requested by the Town Council. 
Only one grant per year will be made to any applicant and year on year financial 
support from the Town Council will not be considered. Applicants are not 
precluded from applying for a grant annually (provided eligibility criteria still 
apply). Acceptance or refusal of a particular application does not determine, 
predicate or influence the outcome of any further applications by the Town 
Council at a later date. 
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3.8. Further Conditions 

The Council reserves the right to attach specific conditions to your individual 
grant. Any such conditions will be explained in your offer of grant letter. You must 
state at the time of your application if you are applying to other funding 
organisations for match or part funding, or if you have already raised part of the 
funding from other sources.  
The Council reserves the right to reclaim any award not spent for the purposes it 
was granted and/or not spent during the financial year it was awarded. 
All decisions regarding applications are final and non-negotiable. 

3.9. Publicity 

Your organisation must acknowledge the support of Stanley Town Council and 
include the Town Council logo in any promotional material. This helps let people 
know where the Council’s grant aid is being spent and to encourage others to 
apply. 
  
You will be asked to forward to us any publicity and photographic evidence of the 
project/purchase where appropriate and this may be used on the Town Council’s 
websites and publications. Applicants for funding may be required to provide a 
copy of their written Constitution, together with details of their aims and purpose; 
project or activity; proportion/number of beneficiaries living in the Council’s 
designated area; and demonstrate a clear need for funding. 

3.10.Monitoring 

 All successful applicants will be required, within 6 months of the award, to: 
• Account for how the grant money has been spent (with receipts/ other 

supporting documents) 
• Provide to the feedback to the Council detailing how the grant was used. 
  

3.11.Application Deadlines 

Applications received between 2nd March and 1st September in any given year 
will be considered in the first round of grant funding at the Ordinary Meeting of 
the Town Council in September. 
  
Applications received between 2nd September and 1st March in any given year 
will be considered in the second round of grant funding at the Ordinary Meeting 
of the Town Council in March. 

3.12 Where do I get an application form? 
  

You can download the form from the Town Council’s website, or by contacting the 
Town Council: 
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Stanley Town Council 
Civic Hall 
Front Street 
Stanley 
DH9 0NA 
  
Phone: 01207 299109 
Email: info@stanley-tc.gov.uk   
  
Please return completed application forms and supporting documentation to the 
address above, marking the envelope: ‘Grants’. Electronic submissions should be 
in pdf format. 
  
All applications are considered fairly and on individual merit at Town Council 
meetings which are open to public.  
  
The final decision on applications and the level of any grant made lies with the 
Town Council. 
  
The Town Council reserves the right to amend these guidelines, and in 
exceptional circumstances to award grants that do not meet all the criteria. 
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NON-STANDARD HIRE FEES 
 
Group Current Rate 

Per Performance 
Proposal 

South Moor £180 (Eve) 
£120 (Mat) 

£250 + VAT  
 

Stanley Starz £180 (Eve) 
£120 (Mat) 

£250 + VAT 

Oxhill youth Club £180 (Eve) 
£120 (Mat) 

£300 + VAT  
 

Astravaganza Ent. Ltd. £180 (Eve) 
£180 (Mat) 

£450 + VAT 

CAOS £250 (Eve) 
£250 (Mat) 

£300 + VAT  
 

 
Lee Brannigan 

10/01/17 

 



TERMS AND CONDITIONS OF HIRE 

CIVIC HALL STANLEY 
 

These terms and conditions will form part of a legally binding document which you should read carefully 
before making an application to hire any room or the theatre at Civic Hall Stanley.  If we accept your 
application you agree to be bound by these terms and conditions. If you have any questions about these 
terms and conditions, our list of costs, inclusions of hire or any other matter, please contact the Civic Hall 
Management Team before making your application.

 1

Civic Hall, Front Street, Stanley DH9 0NA
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APPLICATIONS 

1. The hirer must be over 18 years of age and shall be personally responsible for the payment of 
all charges and for compliance with these conditions. Hirers are advised to view the facilities in 
advance of hiring, to ensure the suitability for their needs and that they can adequately 
supervise the hiring on the event of an emergency. Cancellations will not be accepted because 
the hirer has failed to inspect the premises. 

2. You can initially contact the Civic Hall for availability and costings. Once you are happy with this 
and would like to reserve the dates, these will be added to our booking system as a provisional 
booking and you will be asked to fill in a booking form.  

3. If you wish to hire any part of the Civic Hall you should complete the booking form and return 
this to the Civic Hall together with your deposits.  

4. A provisional booking only becomes a confirmed booking when the Civic Hall Management 
Team have received the completed booking form & a non-refundable deposit (£50 per Event).

5. We reserve the right to refuse any application to hire the Civic Hall without giving a reason, or 
to accept any application subject to any additional terms and conditions we consider necessary.  
This includes the right to refuse to confirm any provisional booking previously agreed with the 
Civic Hall Management Team.   

6. Bookings for regular daily, weekly or monthly hire will be treated as provisional after 6 months 
from the date on the booking form and not confirmed until re-booked. 

HIRE CHARGES 

7. We charge for hiring the parts of the Civic Hall in accordance with our list of costs and 
inclusions of hire, the latest version of which is available from the Civic Hall Management Team.

8. Before you submit a booking form you should request confirmation from the Civic Hall 
Management Team the hire charges payable for your proposed hiring and how long those hire 
charges remain valid. 

9. We reserve the right to review and/or increase hire charges for confirmed bookings at any 
time before the hire period begins. We will send you notice in writing if we need to do this. 

10. Get In and Rehearsal charges are not included in Theatre hire price.  Please make sure you 
check how much these charges will be. 

PAYMENT 
 
11. Payment of the hire charges will be notified to you by the Civic Hall Management Team and will 

be in accordance with one of the following options: 
OPTION 1 - Non-refundable deposit of £50 is payable on receipt of the booking form and 
the balance is due fourteen days (14) days prior to the commencement of the hire period. 
OPTION 2 - Non-refundable deposit £100 is payable on receipt of the booking form and 
the remainder of the balance will be deducted from the ticket sales after the event or an 
invoice will be issued for the amount owed for hire less the ticket sales taken. 
We accept payment via cash, cheques (made payable to "Stanley Town Council") or card 
payment at the Civic Hall (Please note there is a 2% transaction charge for credit card 
payments). 

 2



CANCELLATION 

12. You may cancel your booking at any time by giving us written notice of cancellation but any 
payments made to the Civic Hall will not be refunded. Cancellation charges as follows:

• 12 months notice - £50 deposit
• 6 months notice - 50% of total hire charge
• 3 months notice - 100% of total hire charge

13. If we need to cancel your booking for any of these reasons, we will explain the reasons to you 
and give you as much notice as is reasonably possible in the circumstances. We may cancel your 
booking in circumstances where: 

(a) you commit a material breach of these terms and conditions, or you commit a non-
material breach and fail to remedy it within the time given in a notice from us specifying the 
breach and requiring its remedy; 

(b) we reasonably believe that you have mis-stated the nature of the event on the booking 
form, or we reasonably consider that the event is unseemly, undesirable or carries an 
unacceptable risk of injury to participants; 

(c) a Force Majeure event occurs (i.e. the Civic Hall becomes unavailable for a reason 
outside our control, for example: calamity; civil war; terrorism; fire; flood; earthquake; 
strikes or lockouts; withdrawal of consents or licences; breakdown of machinery; failure of 
supply of electricity or gas; government restriction; act of God; necessary and unavoidable 
repairs or health or safety concerns); 

(d) we require the Civic Hall during the hire period in connection with parliamentary or 
district council elections, an occasion of national rejoicing or mourning or for a purpose 
which is of civic or national importance. 
If we cancel your booking for either of reasons (a) and (b) above, we will retain your 
deposit and hire charges. If we cancel your booking for either of reasons (c) and (d) above, 
we will refund any deposit or hire charges you have paid. 

SALE OF TICKETS FOR EVENTS  

14. We reserve the right to provide a Box Office service for all events as part of the hire contract.  
The Box Office service will undertake ‘advance sales’ and ‘door sales’ on your behalf for the 
event. This also include online booking at www.civichallstanley.co.uk

15. The opening hours of the Box Office are at our discretion and will be in line with production 
start times, but shall normally be:  (i) Show Days: Monday to Sunday: 1 hour before the 
performance commences; (ii) Non-Show Days: Monday to Wednesday & Friday: 9:00 until 16:30, 
Thursday 9:00 until 20:00, Saturday 10:00 until 13:00.  We are closed on Sundays.  The opening 
hours of the Box Office may be varied to accommodate your reasonable requirements, by 
agreement with the Civic Hall Management Team.

16. Payment of Box Office takings (less any hire charges and any other sums due) shall be made to 
you by post at the address stated on the booking form within 30 days after the end of the hire 
period. 

17. For all events we require ten (10) complimentary house tickets for the theatre. These will be 
used at the Civic Halls discretion for marketing your event, to give to prospective hirers, press 
and dignitaries.  

18. Carers admission is free when buying one full price ticket and showing a CEA carers card.

PERMITTED USE 
 
19. You must not use the Civic Hall for any purpose other than that stated on your Booking Form. 

We may inspect your use of the Civic Hall at any time. We reserve a right of entry to the Civic 
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Hall for any of our management and staff authorised by the Civic Hall Management Team. The 
hirer shall not assign or sub-let any interest he may have in the hiring of the Civic Hall.

20. You must not use the Civic Hall for the sale of goods by auction to the public without first 
obtaining written consent from the Civic Hall Management Team, nor must you hold any lottery 
other than a lottery which is lawful by virtue of the Lotteries and Amusement Act 1976 and any 
other applicable legislation. You must not use the Civic Hall for the purposes of gaming without 
first obtaining consent from the Civic Hall Management Team and any necessary licence or 
permit.

21. The hirer shall not allow the use of obscene or profane language, or permit any drunken 
disorderly or otherwise undesirable person(s) to enter or remain upon the premises. The Civic 
Hall Management Team reserves the right to request the hirer to refuse admission to, and/or 
request or effect removal from, the premises of any person(s) deemed to be behaving 
unsuitably or unacceptably, without having to state any reason. You must take every care to 
ensure that undesirable persons are not permitted to enter or make use of the Civic Hall, and 
you are responsible for good order and conduct during the hire period.

22. Any additional time after a normal hire charge, will be charged per the hour as stated in our 
Costs & Inclusions of Hire list. All articles brought to the Civic Hall in connection with the 
event must be moved within the time limit agreed with the Civic Hall Management Team.

23. The Theatre must be vacated by all performers and company at least half an hour before 
curtain up and handed over to the Civic Hall Management Team. This is to ensure the house is 
clean and tidy and ready to allow the house to open to the public. 

24. Specific types of Performances - No exhibition, demonstration or performance of hypnotism 
(as defined by Section 6 of the Hypnotism Act 1952) shall be performed unless the Licensing 
Authority (North Somerset Council) has given prior written approval. The hirer shall give at 
least 30 days notice to the Licensing Authority prior to any hypnotic performance.  

25. Photography and video - The current laws relating to the video recording or photography of 
any theatrical performances, particularly where children and copyright are concerned, are 
extremely complex. Please talk to us at least 30 days before your event so that both the Civic 
Hall Management Team and parents are aware of the legal formalities.  An announcement must 
be made prior to all events in a pre-event announcement that all mobile phones are switched 
off completely before a performance. Not only does this prevent the possibility of illegal 
photographs being taken under current child protection legislation, but also any disruption to 
the event for all patrons. Under current laws, if you, as the hirer of the theatre are happy to 
allow parents to take photos or videos, whether on a camera or mobile phone, it is incumbent 
of you, as the organiser, to provide a signed declaration from the parent or guardian of every 
child taking part, that they consent to any such video or photo. 

PREMISES LICENCE 

26. You must comply with the terms of the premises licence (DWTSPR0016) held by the Civic 
Hall.  You will be notified of any specific requirements at the time of booking.  

27. The premises licence permits the performance of films, plays, live music, recorded music and 
dancing.  Any performances featuring music will be subject a 2% levy on ticket sales to pay the 
Performing Rights Society levy. 

28. A bar service will be open for all public performances.  We reserve the right to be the sole 
supplier of alcoholic refreshments and confectionery, ices etc. at all events. No irresponsible 
drink promotions are permitted.  Anyone found in possession of alcohol not purchased on the 
premises will be liable to have it confiscated and may be asked to leave the premises.

29. Catering/food is not allowed into the theatre unless the event is based on this. No foods with 
strong smells will be permitted to be consumed in any part of the theatre without prior 
consent from the Civic Hall Management Team.  All income from the bar for all events in the 
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theatre belong to Stanley Town Council. Patrons will be supplied with a plastic glasses as 
appropriate to allow drinks to be taken into the theatre. 

30. Chaperones/children - The hirer must ensure that all reasonable precautions are taken for the 
safety of children.  All children under 16 must be accompanied by, or under the supervision of, a 
responsible adult.  Please note that all Civic Hall Management have undergone Enhanced DBS 
checks.  The hirer is responsible for providing appropriate chaperones for shows involving 
children under 16 years and when booking the theatre should specify that children are 
participating so we are aware that extra dressing rooms may be required and charged for 
accordingly (adults and children cannot change in the same room). 

31. Noise - Activities/events in the theatre take priority at all times, and hirers of other rooms 
undertake to co-operate with the Civic Hall in the event of noise levels from the Bamburgh 
Suite or any dance studios interfering with a performance in the main hall.  

INTELLECTUAL PROPERTY 

32. You must not permit the event to be recorded, televised or broadcast or permit photographs 
or videos to be taken without written permission from the Civic Hall Management Team.  

33.
34. You must ensure that no work in which copyright exists: 

(a) is performed unless written permission has been obtained from all copyright owners; 
or  

(b) is broadcast, unless specific consent to broadcasting has been obtained. 
(c)
(d) You are responsible for and must pay any and all taxes or royalties chargeable or 

payable in respect of the event. 
(e)
(f) Performing Rights Society Licence: 

35. We hold the appropriate licence from the Performing Rights Society for the performance of 
copyrighted musical works in our premises (PRS Licence).  A copy of our PRS Licence is 
available on request. 

36. Where your event involves the performance of copyrighted musical works covered by our PRS 
Licence, you must: (a) complete a PRS form relevant to your event; (b) pay to the Performing 
Rights Society all applicable taxes, royalties or charges; (c) give details of all works performed 
and sums paid to the Theatre management and (d) comply with the terms of our Licence in all 
other respects.  

37. Copyright work not covered by our PRS Licence must not be performed without the consent 
of the owner of the copyright and you are responsible for obtaining such consent. 

LIMITATION OF LIABILITY 

38. Neither party excludes or limits liability to the other party for death or personal injury caused 
by negligence, for fraud or fraudulent misrepresentation nor where liability cannot be excluded 
or limited as a matter of law. 

39. All hirers that are hiring the theatre for a performance or public event must provide the Civic 
Hall Management Team with a Public Liability Insurance certificate.

MARKETING AND PROMOTION 
 
40. As part of the hire contract we will provide you with such marketing services as are set out in 

our current publicity and marketing information that can be found on our website.  
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41. You are reminded that the posting of posters on notice boards, shops and private dwellings is 
only permitted with the owner's permission. The posting of posters on unauthorised sites 
(traffic signs, lamp posts, empty properties, trees and bus shelters etc.) constitutes an offence 
under the Town and Country Planning (Control of Advertising) Regulations 1969. The Civic Hall 
Management Team may take proceedings if such an offence is committed and we reserve the 
right to cancel your booking should you commit such an offence. 

CIVIC HALL STAFF 
 
42. As part of the hire contract we will provide such staff are included in your booking. As we base 

our staffing provision on the details you provide in the booking form, you must keep us fully 
updated of any changes to the nature of the event that may affect the staffing levels required.  

43. Hirers must not use the sound system and lighting rig, or be allowed access to the lighting box 
without the prior consent of the Civic Hall Management Team. Hirers must not touch or 
change any existing rig, curtains, screens or gauzes without prior consent of the Civic Hall 
Management Team, and any alterations may only take place in their presence. 

44. If your individual tech staff unplug our equipment the way it is and not left the way they found 
it we will bill you the cost of getting it all put back for general theatre hire use.

EQUIPMENT 

45. As part of the hire contract we will provide you with the technical specification of equipment 
available which can be sent to you by post or email.  All items on this list are subject to change 
at anytime and the Civic Hall reserves the right to change these specifications without 
notification to its hirers. Use and/or management of the theatre’s own lighting and sound 
facilities shall be only by specific arrangement with the Civic Hall Management Team. The Civic 
Hall reserves the right to charge for a supervising technician who will be in attendance to 
advise upon and show the hirers technicians the sound and lighting apparatus if required.   

46. You must inform the Civic Hall Management Team and/or our Caretakers of the proposed 
technical requirements; sets; staging and any other furniture required for your event 30 days 
before the start of the hire period. The Civic Hall Management Team may refuse to allow any 
article or appliance which may be considered dangerous or offensive to be bought into the 
Civic Hall.

47. You must not drive nails, hooks, screws, tacks or any similar object into the walls, pillars, 
woodwork, floors or furniture of the Civic Hall, or otherwise damage the floors, chairs or 
other furniture, fixtures or fittings of the Civic Hall.  This includes taking up all electrical tape 
off the stage to mark set after a production or you will be charged a clean up/ making good fee.

48. You must not bring or install any lighting or heating apparatus (electrical or otherwise) into the 
Civic Hall without the consent and in accordance with the requirements of the Civic Hall 
Management Team. No open fires, creosotes, petrol or spirit stoves or machinery or any 
dangerous or inflammable materials should be brought into or used in any part of the Civic 
Hall.  The hirer shall not bring in to the Civic Hall any noxious chemicals, explosive devices, or 
such material and equipment which may cause damage to the Civic Hall or persons present. 

49. You may use effects such as smoke, pyrotechnics, strobe lighting, confetti/ snow. Strobe lights in 
any area shall not operate at more than five flashes per second.  Warning notices must be 
displayed informing patrons that smoke/strobe lightning is in use.  The use of bubble machines is 
not permitted. The use of lasers shall comply with current guidelines.  Please make It clear to 
the Civic Hall Management Team if this applies to your show so that relevant warning signage 
can be put in place.

50. Smoke machines or fog generators shall be sited and controlled so that they do not obscure 
exit routes or cause a hazard to surrounding curtains or fabrics.  A request for approval shall 
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be in writing and shall include documentary evidence of the non-toxicity and non-flammability 
of the fog or smoke.   

51. All furniture, fittings, apparatus, or appliances brought or sent to the Civic Hall by the hirer 
must be unloaded, placed in position and removed by persons employed by the hirer and the 
hirer shall remove all such property immediately upon the termination of a letting. The hirer 
will be liable to a further charge for each hour that such property is left upon the premises and 
the Civic Hall Stanley reserves the right if he/she deems it necessary to remove such property, 
whereupon the hirer shall be liable for the cost incurred in such removal. 

HEALTH AND SAFETY 

52. All hirers must supply a full risk assessment for every event and also sign and return the Civic 
Hall’s own risk assessments before the event. For an event the hirer shall appoint a designated 
person (normally Stage Manager) to be responsible backstage during a performance 
throughout the period of hire.  At all stage plays and/or musicals where scenery is kept or used 
on or over the stage, a person of practical experience in Fire Precautions shall be nominated 
and shall be in charge of all fire appliances and shall remain within the stage risk area during the 
whole time the premises are open to the public.

53. You must acquaint yourself and comply fully with all applicable Conditions and Rules of 
Management for Places of Public Entertainment, in particular (but without limitation) regarding 
the use of non-flammable or flame-proofed materials for scenery, curtains, drapes or set-
dressing etc. If you have any queries in this respect, you should contact the Civic Hall 
Management Team.

54. You must comply with the requirements of Health and Safety at Work Act 1974 (and all future 
amendments thereto), in particular (but without limitation) the need to provide confirmation 
that all equipment used for the event complies in all respects with required Codes of Practice 
(for example, that all electrical items have current PAT testing certificates and any hazardous 
substances have appropriate COSHH documentation.  

55. If hiring for a public performance or event you should supply the Civic Hall Management Team 
a full risk assessment of your entire event at least 30 days prior to the hire start date. If you 
have any queries in this respect, you should contact the Civic Hall Management Team.

56. You and all persons authorised by you to be in the Civic Hall, or who are there in connection 
with the event, must follow the following safety rules at all times: 

(a) Do not place any obstructions on stairs or in passages or obstruct access to all places of 
work in any way. You must not obstruct the gangways, aisles, corridors, stairs, vestibules, 
landings, entrances or exits of the theatre with chairs, tables, furniture or any other 
equipment. Do not obstruct fire exits or access to fire fighting equipment and ensure that 
you know how to use the equipment. Do not wedge open fire check doors.  

(b) Use hand rails when ascending or descending stairs and do not run. 
(c) Clean up any spillages on floors and staircases immediately. 
(d) Do not allow the cables of machinery, electrical appliances and telephones etc. to trail on 

floors where they are likely to cause a tripping hazard.  
(e) Make sure you know the evacuation procedure in case of fire and all means of escape from 

the building. The hirer must contact the theatre manager prior to the hiring to be shown the 
position of the emergency exits and the fire extinguisher. 

(f) Do not try to lift or carry any load that is too heavy or bulky: get help. Make sure you can see 
over any load you are carrying.  

(g) If you have to climb, use suitable ladders and ensure they are properly secured at the top 
and/or bottom. If this is impractical, a person must foot the ladder at the base. Do not use 
chairs, boxes etc. 

(h) Keep articles of clothing and other combustible materials away from open fires, electric or 
gas heaters and naked light bulbs. 
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(i) Do not attempt to install or service electrical fittings or equipment. This must only be done 
by a competent electrician. Any electrical equipment brought into the Civic Hall must be set 
up by a competent person and the equipment is the responsibility of that person or their 
authorised representative.  

(j) Make sure you know the person responsible for the first aid equipment and where the 
equipment is kept. Accidents, no matter how small, must be reported to a member of the 
Civic Hall Management Team for the appropriate entry to be made in the accident book and 
a report sent to our safety officer. 

(k) Report any dangerous conditions to the Civic Hall Management Team. 
57. Smoking and vaping is banned throughout the entire Civic Hall. 

CAPACITY OF ROOMS  

58. It is the duty of the hirer to ensure that the maximum number of persons (excluding staff) 
admitted to the Civic Hall does not exceed the limit imposed by the relevant Licensing 
Authority. You should agree the seating arrangements for every event in advance with the Civic 
Hall Management Team. As a general guide only, the maximum number recommended for 
events are as follows:  

Main Hall/Theatre    414 Maximum 
 Bamburgh Suite    80 Maximum 
 Lumley Room    40 Maximum 
 Alnwick Room    25 Maximum 
 Coffee Shop     30 Maximum 
 Theatre Bar    120 Maximum 
59. No person other than persons taking part in a performance shall be permitted on the stage or 

in the dressing rooms, green room or back stage. 
60. Disabled Access - All reasonable efforts have been made to enable people with disabilities to 

take as full a part in any public or commercial event on the premises as if reasonably 
practicable. 

MAKING GOOD DAMAGE 

61. You will be invoiced the cost of reinstating all or any part of the Civic Hall, or any property in 
or upon the Civic Hall, which is damaged, destroyed, stolen or removed during the hire period 
or prior to the hire period if the damage is in relation to or caused by the hiring.  

62. Cleaning - We expect that, after hiring, all areas used are to be left in a clean and tidy state. If 
additional cleaning is required this will be charged to you or the company hiring. 

GENERAL 

63. Your address shall be as stated on the booking form, unless you notify us otherwise.
64. The Civic Hall is responsible for the enforcement of these conditions and is required and 

authorised to take appropriate steps to prevent the use of any article, appliance or apparatus, 
or the holding of any function which is considered objectionable to Stanley Town Council or 
Civic Hall Stanley under any of these conditions. Civic Hall Stanley and Stanley Town Council 
reserve the right to vary any condition or regulation at any time.  

65. Complaints :  Any complaint about any of the arrangements made by us in connection with the 
event should be directed in the first instance to the Events Manager within 48 Hours of the 
cause of such complaint arising.
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Signed by hirer: _____________________________________________

Print name: _____________________________________________

Date: _________________

for Civic Hall Stanley : ____________________________________________

Print name: ____________________________________________

Date: _________________

CONTACT DETAILS 

Civic Hall Stanley, Front Street, Stanley, Co Durham, DH9 0NA
01207 299 110
eventsmanager@stanley-tc.gov.uk
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ALUN ARMSTRONG THEATRE BOOKING FORM 

Please fill in BLOCK CAPITAL letters

Mr/Mrs/Miss/Ms/
Other

Please state

Name:

Company name: Position in company:

Address:

Post code:

Contact number:

E-mail address:

Event title:

Event description:
(short synopsis)

Performing rights 
obtained: 
(if applicable)

YES NO NOT APPLICABLE

Dates and Times of Event

Day Date Month Year Matinee 
Time

Eve Time Purpose:
(Get in/Dress/Tec)

Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday



Running Times

Doors Open:
(this should be 30 
mins before starting 
time)

Start: Interval:
(interval will 
be 20 mins)

Finish:

Total cast numbers: Number of cast under 18 
years of age:

Front of House Requirements

Bar? YES  /  NO Open after show? YES  /  NO

Raffle stand? YES  /  NO   If no would you be happy 
for the Friends of The 
Civic Hall to hold a 
raffle?

YES  /  NO   

Ushers: YES  /  NO

Technical Requirements 

At the Civic Hall, we understand some groups will want to use their own technical 
support. If that is the case, you must provide certificates to show they are qualified and all 
equipment they use must be PAT tested. We will also require their public liability insurance 
certificate. We do provide our own tech service for all shows which is invoiced with the 
theatre hire. Please indicate below if you would like to hire our Civic Hall Technician or 
provide your own.

Civic Hall Technician £25 +VAT per hour
     
Own Technical Team

If you are providing your own technical team please provide the information below:

Technical companies Contact Name:
Sound:

Contact Name:
Lights:

Telephone:
Sound:

Telephone:
Lights:

Email:
Sound:

Email:
Lights:



Layout of seating
Please Circle

Full Capacity

(350)

Cabare
t

(150)

Half Stall & Half 
Cabaret
(254)

Horseshoe

(100-120)

Health and Safety

In the booked event is there;

Bad/Offensive Language: YES  /  NO Nudity YES  /  NO

Smoke Effects YES  /  NO Dry Ice or Low Lying 
Fog Effect

YES  /  NO

Pyrotechnics YES  /  NO Fire Arms YES  /  NO

Gunshots sound effects YES  /  NO Naked Flame YES  /  NO

Smoking on stage YES  /  NO Strobe Lightning YES  /  NO

If yes to any of the above please give details below or attach separately

Performing Rights Society

Civic Hall Stanley pays PRS if you perform music as any part of your event. This cost (plus 
VAT) will be passed back to you depending on the type of event and music played. Please 
complete the PRS form enclosed in this pack and send it back to us when your event is 
complete. A full list of PRS charges is available from the performing rights society website 
at www.prs.co.uk. You can pay this direct to PRS if you prefer. Please contact them for 
details and notify us of any arrangements you make with them and send us a copy in 
writing.

Have you an arrangement with PRS for playing Music as part of your 
event/performance?

YES  /  NO

Insurance

You are required to provide evidence of holding public liability insurance. A copy of your 
insurance certificate should accompany this returned booking form.

As hirer, you or your organisation are responsible for ensuring that the safety of your 
event is a priority. Before your event you should complete the relevant risk assessments 
(pyrotechnics, work with young or vulnerable people, use of equipment etc.) and ensure 
that you have applied for licences or permissions where appropriate. We will need a copy 
of any documents before your event. Please tick the boxes below for each document 
enclosed.



Insurance certificate enclosed? Copy of the policy 
certificate enclosed?

Rick assessments enclosed? Child protection 
statement enclosed?

Box Office

We reserve the right to provide a Box Office service for all events as part of the Hire 
Contract. The Box Office service will undertake ‘advance sales’ and ‘door sales’ on your 
behalf for the Event. This also include online booking at www.civichallstanley.co.uk
 
The opening hours of the Box Office are at our discretion and will be in line with 
production start times, but shall normally be:  
Monday to Friday: 9:00 until 16:30, Thursday 9:00 until 20:00, Saturday 10:00 until 13:00. We 
are closed on Sundays. The Box Office will open 1 hour before the performance 
commences 
Payment of Box Office Takings (less any Hire Charges and any other sums due) shall be 
made to you by post at the address stated on the Official Booking Form within 30 days 
after the end of the Hire Period. 
For all events we require ten (10) complimentary house tickets for the theatre. These will 
be used at the theatres discretion for marketing your event, to give to prospective hirers, 
press and dignitaries.  
Carers admission is free when buying one full price ticket and showing a CEA carers card.
Friends of the Civic Hall get £1 off their ticket for any performance.
Tickets will be charge at £30 +VAT For one off event/performance or £60 +VAT for longer 
than 2 days performance.

Do you require us to sell tickets through our box office and online system? YES  /  NO

If yes when would you like them on sale
(please note we must have artwork and leaflets before we advertise on 
website)

         /       /  

Ticket Codes Adults Children Concessions Family 
Ticket

Schools 
& 

Groups

Carers

Ticket prices FREE

Special Offers

Title of event to appear on tickets
Eg. Civic Hall Productions Presents
               ‘The Music Man’

Age restriction or suitability

Running times including interval 
(if applicable)



I have read the terms and conditions 

Deposit paid 

Signed by the hirer: Date:

 

For Civic Hall Stanley                        Date:

A copy of this form will be sent to you, countersigned by the events team, as a confirmation 
of your booking.
Please note that if you are charged an hourly rate you will be charged actual time you have 
occupied the room to the nearest half an hour. 
Please check all the details carefully and contact the Events Manager 01207299110 if you 
have any questions or queries.  
All cheques made payable to Stanley Town Council.

Any other information (office use only)
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BACKGROUND 
 
The Council’s current policy is that the Council itself does not make either audio or visual recordings of 
meetings. Members of the Council or the public are permitted to record meetings on the provisos that 

they clearly declare that they are doing so at the beginning of the meeting and that all recording stops 
during consideration of items where the press and public are excluded. 

This policy enables the Council to comply with transparency legislation without having to have in place 

either the technology or the IT services to record meetings itself. 

Recently there have been some meetings recorded by members of the public  and broadcast live using 

normal smartphones and the Facebook ‘Go Live’ feature.  The quality of these broadcasts (particularly the 
sound quality due to the distance of the phones from the meeting) has been fairly poor, however the 

broadcasts did attract far more viewers than the meetings ever attract members of the public in person. 

QUESTIONS TO BE CONSIDERED 

Councillor Nicholson has asked the Town Clerk to consider two questions: 

(i) Could the Town Council put in place, at reasonable cost, the necessary equipment to routinely  
 livestream every Full Council/ Committee meeting? 

The Town Clerk has done a small amount of research.  It is possible to livestream using a smart 
phone but both the picture and sound quality of this approach would be poor, as had been 

demonstrated by the members of the public who have streamed meetings this way.  

It is reasonable for the public to expect as a minimum very clear audio quality from a live stream 

the Council is broadcasting itself, therefore I have discounted this option. The opposite end of the 

scale is a fully integrated conference hall solution that would cost many thousands of pounds 
which cannot be justified on cost grounds and would also be a permanent installation and not 

STANLEY TOWN COUNCIL

Recording of Meetings 
Prepared for:  Full Council, 24th January 2017

Prepared by: Alan Shaw, Town Clerk

17th January, 2017
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capable of moving to alternative meeting rooms.  Since we held more than half a dozen meetings 

at alternative venues in the current Civic year I have also discounted this as an option. 

The most viable route would be to acquire portable equipment that could also be used in the 
field, at alternative meeting venues or the at the Civic Hall and would therefore give better utility 

but would also be capable of being fitted with remote microphones and give better visual quality 
(at least 720p) whilst being able to stream to Facebook and other streaming platforms. 

I have researched an HD quality camcorder with a good large sensor for operating in low light, 

wifi broadcaster and the necessary equipment to rig up two external microphones to feed stereo 
sound from the meeting to the feed. A breakdown of prices is provided below. 

If the Town Council were to acquire this equipment, it would permit us to livestream any meeting 
or event in HD quality with good quality audio from any location where there is power and a 

suitable internet connection and manage that feed from the officers’ laptop computers.

(ii) If the Town Council were to implement such a policy, would it still be required to permit members 
 of Council or the public to make their own recordings? 

The Council would still be required to permit members of the public to record or film the 

meeting, as long as this activity does not cause any disruption to the proceedings.  The DCLG’s “A 

guide for the press and public on attending and reporting meetings of local 
government” (published August 2014) (ATTACHMENT T) states:

“Can I film or audio-record the meeting? 

Yes, councils and other local government bodies are required to allow any member of the public to take 
photographs, film and audio-record the proceedings, and report on all public meetings. While no prior 

Item Estimated Cost

Sony HDR-CX900E High Definition Camcorder £1,050

Livestream Broadcaster Pro £550

Beachtek DXA-2T XLR Adapter £170

Marantz MPM-1000 Condenser Microphone x 2 £100

Citronic PP482 Dual Channel Phantom Power Supply £25

3.5mm Jack Cable 5.0m £10

Cable XLR 3pin Male to 3pin XLR male 0.5 m x 2 £10

Tripod £60

Total £1,975
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permission is required to carry out this activity, it is advisable that any person wishing to film or audio-

record a public meeting let their local government staff know so that all necessary arrangements can be 

made for the public meeting. This is important because the rules require local government bodies only to 
provide reasonable facilities for any member of the public to report on meetings. There is no legal 

requirement for councils to webcast their meetings, but where councils and other local government bodies 
webcast any of their public meetings, they should, as a matter of good practice, notify the public.”

Therefore, the benefit to the Council in recording and broadcasting the meeting itself would be 
that it could control the quality of the recording and consistently report its own meetings, rather 

than being able to control live transmission of the meetings themselves. 

CONCLUSIONS 

The Council has revenue budget of £2,000 for the purchase of IT equipment which has not been spent 

this year because all the IT equipment was refreshed at once in 2015/16.  

Therefore a budget does exist if the Town Council RESOLVES that it wishes to film and broadcast the 

proceedings of its own meetings.  The full videos of the meetings could be retained on a Town Council 
Youtube channel or similar as a historical record. The recordings could also be used in the event of any 

dispute concerning the minutes of meetings. 

There is no legal requirement for us to do so, however, therefore this would be a discretionary change. 

FINANCIAL IMPLICATIONS 
The budgetary implications of the report are detailed above.  The costs could be met in year from existing 

budgets established for IT equipment.  Future maintenance and sundry costs will be negligible and could be 

met from established budgets.  

LEGAL IMPLICATIONS 
The Town Council has a duty to permit members of the public to attend and to record its meetings.  The 

Council recording its own meetings does not infringe those rights. 



 

August 2014 
Department for Communities and Local Government 

Open and accountable local government  

A guide for the press and public on attending and reporting 
meetings of local government 
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You may re-use this information (not including logos) free of charge in any format or medium, under the 
terms of the Open Government Licence. To view this licence, www.nationalarchives.gov.uk/doc/open-
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or email: psi@nationalarchives.gsi.gov.uk. 
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If you have any enquiries regarding this document/publication, email contactus@communities.gov.uk or write 
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About this Guide 
 
The national rulesi have been changed to make councils, including parish and town 
councilsii, and other local government bodies such as fire and rescue authorities, more 
transparent and accountable to their local communities. A full list of bodies to which the 
rules apply is at annex A.  
 
This plain English Guideiii gives practical information about what these new rules mean for 
members of the public attending meetings of local government bodies, including meetings 
of a body’s committees, sub-committees and any joint committees involving two or more 
bodies. The Guide also covers meetings of any council’s executive (i.e. the council’s 
cabinetiv), including any committees and sub-committees of the executive.   
 
In particular, this Guide gives practical information about how members of the public can 
use modern technology and communication tools to report on meetings they are attending, 
and about how to access information on decisions taken by a body’s officers or individual 
members. This Guide will also help the public to know when they can attend meetings of 
local government bodies, and what documents and information are available to them. It 
should also help councillors and officers to comply with the new rules. 
 
As the Guide explains, different rules apply to different meetings, particularly meetings of a 
parish council or parish meeting, and the meetings of a council’s executive, its committees 
or sub-committees.  
 

x Part 1 focuses on the use of various communication tools for reporting the 
proceedings of any meeting of a local government body which is open to the public.  

x Part 2 explains how the public can access meetings of a council’s executive, its 
committees and sub-committees, and records of executive decisions taken by 
individual members or officers.  

x Part 3 explains how the public can access all other meetings of a local government 
body, other than parish and town councils, and records of certain other decisions 
taken by officers.  

x Part 4 explains how the public can access meetings of parish and town councils, 
parish meetings and the Council of the Isles of Scilly, and records of certain 
decisions taken by those councils’ officers.  

x Part 5 focuses on other rights that the public have to access information.   
 
This Guide now replaces the Guide titled “Your council – going to its meetings, seeing how 
it works” that the department issued in June 2013.  
 
All footnotes are listed at the end of the Guide. 
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Part 1 Your rights to attend and report 
meetings 

 
This part of the Guide applies to all the local government bodies listed at annex A. 
 
Why are there new national rules? 
 
We now live in a modern, digital world where the use of modern communication methods 
such as filming, tweeting and blogging should be embraced for enhancing the openness 
and transparency of local government bodies. This will ensure we have strong, 21st 
century, local democracy where local government bodies are genuinely accountable to the 
local people whom they serve and to the local taxpayers who help fund them.  
 
Who do these rules help? 
 
These rules help any members of the press and public who want to know about, view or 
report the work of local government bodies. The “press” is defined in the widest terms – 
including traditional print media, filming crews, hyper-local journalists and bloggers. 
 
The new national rulesv have increased your rights to film, audio-record, take photographs, 
and use social media such as tweeting and blogging to report the proceedings of all such 
meetings that are open to the public. 
 
Are all meetings of a local government body open to the public? 
 
All meetings must be open to the public except in limited defined circumstances where the 
national rules require or allow the meeting to be closed to the public – see Part 2 for the 
rules for a council’s executive, Part 3 for the rules for other local government bodies, other 
than parish and town councils, and Part 4 for the rules for parish and town councils. 
 
Can I film or audio-record the meeting? 
 
Yes, councils and other local government bodies are required to allow any member of the 
public to take photographs, film and audio-record the proceedings, and report on all public 
meetings. While no prior permission is required to carry out this activity, it is advisable that 
any person wishing to film or audio-record a public meeting let their local government staff 
know so that all necessary arrangements can be made for the public meeting. This is 
important because the rules require local government bodies only to provide reasonable 
facilities for any member of the public to report on meetings.  
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There is no legal requirement for councils to webcast their meetings, but where councils 
and other local government bodies webcast any of their public meetings, they should, as a 
matter of good practice, notify the public.  
 
Do I need to have advance permission to report the meeting? 
 
No. Whilst we would encourage people to contact staff in advance if they want to film or 
record, equally, we would discourage any system which “vetted” journalists or restricted 
reporting to “approved” journalists. Councils should support freedom of the press within the 
law and not seek to restrict those who may write critical comments.  
 
Can I film or audio-record a private meetingvi? 
 
The rules on the use of communication methods, such as filming and audio-recording, only 
require local government bodies to allow the reporting of meetings open to the public.  The 
relevant council or local government body may not allow you to film or audio-record its 
private meetings. You may also not be allowed to leave recording equipment in the room 
where a private meeting is held for the purpose of reporting on the meeting. 
 
Can I tweet or blog a council or local government body meeting? 
 
Yes, the new rulesvii allow for reporting of meetings via social media of any kind. Therefore 
bloggers, tweeters, and for example, Facebook, YouTube users and individuals with their 
own website, should be able to report meetings. You should ask your council for details of 
the facilities they are providing for reporting.  
 
If I am a councillor, can I tweet or blog during council meetings? 
 
The national rules do not prevent councillors from tweeting and blogging at meetings, so 
they should be able to do so provided it is not disruptive and does not detract from the 
proper conduct of the meeting. Whilst councillors are expected to comply with their body’s 
code of conduct, this should not prevent councillors from tweeting or blogging when 
appropriate.  
 
What sort of facilities will my council or local government body provide? 
 
Councils or local government bodies are required to provide “reasonable facilities” to 
facilitate reporting. This should include space to view and hear the meeting, seats, and 
ideally a desk. Councils and local government bodies should use their common sense to 
determine the range of reasonable facilities they can actively provide to support the free 
press in all its forms. 
 
To facilitate public scrutiny and public reporting, local authorities should not conduct their 
meetings in foreign languages.  
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Will I be allowed to film, tweet, blog or audio-record the meetings of other bodies 
not listed in annex A? 
 
The Government message is that all public bodies should adopt maximum openness and 
transparency. This is also essential for bodies or groups making decisions for their local 
area because they are expected to be open and transparent in their decision-making. 
While the new national rules do not apply to some local groups such as neighbourhood 
forums and Local Enterprise Partnerships, such groups are encouraged, when having 
public meetings, to embrace the use of modern technology and should allow the same 
filming, audio-recording, taking of photographs, tweeting and blogging as applied to local 
government bodies, particularly if they are in receipt of public funds. This will give local 
people the opportunity to see how decisions are being made that affect their community.   
 
Are there any limits to what I can say in a tweet or video I publish? 
 
The law of the land applies – including the law of defamation and the law on public order 
offences (see the Crown Prosecution Service guidance on social mediaviii).  
 
Freedom of speech within the law should also be exercised with personal and social 
responsibility – showing respect and tolerance towards the views of others.  
 
Are there other limits that I should be aware of? 
 
The council or local government body should consider adopting a policy on the filming of 
members of the public, and ensure that they protect children, the vulnerable and other 
members of the public who actively object to being filmed, without undermining the 
broader transparency of the meeting. 
 
Will I be able to provide commentary during the meeting? 
 
Any person can provide written commentary during a meeting, as well as oral commentary 
outside or after the meeting. The new rules do not permit oral commentary to be provided 
during a meeting as this would be disruptive to the good order of the meeting. 
 
Can I be asked to leave a meeting because I’m taking photographs, filming or audio-
recording the meeting or using social media? 
 
Generally, people attending public meetings must be readily able to film, audio-record, 
take photographs or use social media. Councils and other local government bodies must 
take steps to ensure this is the case. However, those undertaking these activities must not 
act in a disruptive manner, which could result in being excluded from the meeting.  
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What is disruptive behaviour? 
 
Essentially, this could be any action or activity which disrupts the conduct of meetings or 
impedes other members of the public being able to see, hear or film etc the proceedings. 
Examples can include: 
 

x moving to areas outside the areas designated for the publicix without the consent of 
the Chairman,  

x excessive noise in recording or setting up or re-siting equipment during the 
debate/discussion,  

x intrusive lighting and use of flash photography; and  

x asking for people to repeat statements for the purposes of recording.  

 
You may be excluded from a meeting if you act in a disruptive manner. 
 
Can I leave recording equipment in a public meeting room and record without being 
present? 
 
There is no legal prohibition, however, under the national rules, the local government body 
may require any such recording to stop if at any stage the meeting becomes a private 
meeting. 
 
But the local authority says reporting is a breach of its Standing Orders? 
 
It is a legal duty for the local government body to follow the new provisions. If a local 
government body’s existing Standing Orders are not fully in line with the new legislation, in 
the short-term, we recommend they simply waive the relevant provisions of those old 
Standing Orders which could be taken to inhibit the new reporting rules, and then take 
steps to update formally its Standing Orders.  
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Part 2 Access to meetings and   
documents of a council’s executive 

 
This Part explains how the public can access meetings of a council’s executive, its 
committees and sub-committees, and records of executive decisions taken by individual 
members or officers. A council’s executive (i.e. the council’s cabinet) is its main decision 
making body consisting of an elected mayor or leader and a number of councillors. This 
Part applies to councils with either a leader and cabinet or elected mayor and cabinet. It 
does not apply to councils operating the committee system or other local government 
bodies listed in Annex A.  
 
What are the national rules for access to meetings and documents of a council’s 
executive? 
 
The national rules are principally provided by the Local Authorities (Executive 
Arrangements) (Meetings and Access to Information) (England) Regulations 2012 which 
introduced significantly greater transparency and openness into the meetings of a council’s 
executive, its committees and sub-committees. The rules also strengthen the rights of 
councillors to access information about items to be discussed at a public or private 
meeting of their council’s executive.  
 
Who can make an executive decision in my council? 
 
The decision maker can be the executive, its committees and sub-committees, joint 
committees, joint sub-committees, individual councillors, and officers who have delegated 
responsibility from the executive to make executive decisions. Your council may have local 
rulesx that will explain who may make a decision. 
 

Attending the meetings of your council’s executive 
 
How will I know about a forthcoming public meeting of my council’s executive? 
 
Your council must give a notice of the meeting at least 5 clear days before it takes place. 
The details of the meeting must be published at your council’s offices and on its website 
where practicable. The agenda must be published with any background papers.  No item 
can be considered if the item is not available for inspection by the public with 5 clear days’ 
notice. 
 
Where an item is added to the agenda within 5 days before the meeting is scheduled to 
take place, a revised agenda, public report and background papers must be published as 
soon as the item is added to the agenda. In some circumstances, the whole or part of a 
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report may not be available for public inspection because it contains either confidential or 
exempt information.  In this case, the report should bear the phrase ‘not for publication’ 
and state that it contains confidential information or set out the description of the exempt 
information.  
 
Can I obtain a copy of the agenda and other relevant papers for a public meeting of 
my council’s executive?  
 
Yes, your council must provide you with a copy of the agenda, and other relevant papers 
once you have made payment of postage and/or copying charge. There are also additional 
legal rights to access information, outlined in Part 5 of this Guide. 
 
Can a council’s executive choose to meet in private? 
  
All meetings of an executive including meetings of its committees or sub-committees must 
be open to the public, except in limited defined circumstances where the national rules 
require or allow the meeting to be closed to the public. 
 
The rules require a meeting of an executive to be closed to the public in two specific 
circumstances: 
 

x If the presence of the public is likely to result in the council breaching a legal 
obligation to third parties about the keeping of confidential information; or  

 
x a lawful power is used to exclude the public in order to maintain orderly conduct or 

prevent misbehaviour at a meeting. 
 

In addition, a meeting can also be closed to the public where the executive so decides (by 
passing a resolution of its members) because exempt information would otherwise be likely 
to be disclosed. It is open to the executive if it chooses to consider in public matters 
involving exempt information. There is no over-riding legal requirement forcing councils to 
discuss exempt information in private. 
 
What is confidential information? 
 
Confidential information means: 
 

x information provided to the council by a Government department on terms 
which forbid the disclosure of the information to the public; and 
 

x information which is prohibited from being disclosed by any enactment or by a 
court order. 
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What is exempt information? 
 
The descriptions of exempt information are set out in Schedule 12A to the Local 
Government Act 1972. The descriptions are listed at Annex B of this Guide.  
 
Can I be asked to leave a public meeting? 
 
Yes. As a member of the public you can be asked to leave a meeting so that the executive, 
its committees or sub-committees can discuss matters in private, but only in the limited 
circumstances that are already explained.  
 
How will I know about a private meeting of my council’s executive? 
 
Prior to holding a private meeting, your council must have published on its website and at 
its offices at least 28 clear days’ notice of its intention to consider a matter in private and 
the reasons for the private meeting. This is to ensure that members of the public have 
reasonable opportunity to make representations as to why the proposed private meeting 
should not be held in private. 

 
At least 5 clear days before the meeting, your council must confirm its intention to go 
ahead with the private meeting through another notice on its website and at its offices. 
This second notice has to include details of any representations received and the council’s 
response to them. 
   
Can a private meeting of my council’s executive be held if 28 days’ notice is not 
given to the public?  
 
A private meeting can only be held without 28 days’ notice after the agreement of the 
Chairman of the Overview and Scrutiny Committee has been obtained that the meeting is 
urgent and cannot reasonably be delayed. In the absence of the Overview and Scrutiny 
Committee Chairman, the permission of the Council Chairman (or, in their absence, the 
Vice Chairman) must be obtained. If this agreement is granted the council must publish a 
notice about why the meeting is urgent and cannot be deferred.  This notice must be 
available at its offices and on their website.  If agreement is not given then the meeting 
must either be held in public, or the council must comply with the 28 day notice 
requirements. 
 
Can I attend an executive’s pre-briefing meeting with local authority officers? 
 
No. The rules apply only to when councillors meet as a decision making body to exercise 
their statutory executive responsibilities. The rules do not apply to political groups’ 
meetings or to informal briefing meetings for councillors.  
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Recording of decisions of public meetings 
 
If I am not at the meeting, how will I know of any decisions made? 
 
The fact that you are unable to attend a public meeting of your council’s executive, its 
committees or sub-committees does not mean you cannot find out about the decisions 
made there. The national rules require a council to keep records of any executive 
decisionsxi made as soon as reasonably practicable after any public meeting. The written 
records must reflect the following information: 
 

x Details of the decision and the date it was made; 
x reasons for the decision; 
x any other options considered and why those options were rejected; 
x details of any conflict of interest of an executive member of the decision-making 

body; and 
x a note of dispensation granted by the Head of Paid Service in respect of any 

declared conflict of interest. 
 
You can then inspect the records and any reports considered at the meeting at your 
council’s offices and on the council’s website if it has one. All of these documents can be 
inspected for six years beginning from the date of the meeting apart from background 
papers which can be inspected for four years beginning from the date of the meeting. 
These records may be kept in electronic format.  
 
Apart from information about meetings, are there other means of knowing about 
decisions likely to be made by a council’s executive, its committees and sub-
committees? 
 
Yes. The national rules require a council to publish its intention to make a key decisionxii in 
a document at least 28 clear days prior to when the decision is intended to be made.  The 
notice has to include details of the individual or executive body that will make the decision, 
the matter that is subject to a decision, other documents to be considered, and where 
these other documents are available. This notice document must be available at the 
council’s offices and on its website before the decision is made.  
  
This allows you to have sufficient knowledge in advance of those decisions that will be of 
genuine concern to you and your local communities. 
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Can a key decision of a council’s executivexiii be made without giving the 28 days' 
notice? 
 
Yes, provided the following requirements are met:- 
 

x the relevant Overview and Scrutiny Committee Chairman is informed in advance 
and in writing (or all the members of the Overview and Scrutiny Committee) about 
what the decision is concerning; 

x a notice about the key decision to be made is made available for inspection at the 
council’s offices and published on the website; and 

x 5 clear days elapse following the day a notice is published about the key decision 
to be made. 

 
If there is a case of special urgency, for example an urgent decision on a negotiation, 
expenditure or contract, the decision must only be made if the agreement of the Overview 
and Scrutiny Committee Chairman is received.  In the absence of the Overview and 
Scrutiny Committee Chairman, the permission of the Council Chairman (or in their 
absence the Vice Chairman) must be obtained.  If agreement is given, a notice explaining 
why the decision is urgent and cannot reasonably be deferred, must be published and 
should be available at the council’s offices and on its website as soon as reasonably 
practicable. 
 
Can 28 days’ notice of a key decision also provide 28 days’ notice required for a 
council executive’s private meeting? 
 
It is up to your council to decide whether the 28 day key decision document should contain 
the details required for a private meeting notice. Where there is an intention to make a key 
decision at a private meeting, your council must comply fully with all the national rules.  
 
Can my council’s executive make key decisions and not follow the national rules?  
 
No. Councils must comply with all the national rules since they are prescribed by law. 
Should a decision be made without applying the key decision rules because the council 
thinks that the decision is not a key decision, but subsequently the Overview and Scrutiny 
Committee decides the decision is a key decision, the executive may be asked to submit a 
report to the full council. 
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Executive decisions by an individual member or officer 
 
Can an individual member or an officer of a council’s executive take decisions on 
matters that are the executive's responsibility? 
 
Yes, where the rules of your council allow this.  Decision makers can be individual 
councillors, and officers who have delegated responsibility from the executive to make 
executive decisions. 
 
How will I know about an executive decision taken by a member or officer?  
 
When a member or officer takes a decision on matters that are the responsibility of the 
council's executive, this must be recorded in writing. The form of the written record is for 
the council to decide, but the following should be included: 
   

x details of the decision and the date it was made; 
x reasons for the decision; 
x any other options considered and why those options were rejected; 
x details of any conflict of interest declared by any executive member consulted in 

relation to the decision; and 
x a note of dispensation granted in respect of any declared conflict of interest.  

 
Are all decisions made by councils’ officers to be so recorded? 
 
No. The requirement to record decisions extends only to “executive decisions”. Executive 
decisions can sometimes be defined in your council’s rules. Decisions which are taken by 
officers under specific delegations from a meeting of their council's executive are clearly 
executive decisions. However, many administrative and operational decisions officers take 
on how they go about their day to day work will be delegated within the council’s rules and 
are not in this “executive decisions” category; as such they do not need to be recorded. 
 
 The decisions that should be not recorded might include the following examples: 
 

x Decisions to allocate social carers to particular individuals, or for example, to 
provide walking aids; 

x decisions to allocate a social housing unit to an applicant or to send someone to 
carry out repairs; 

x decisions to review the benefit claims of an individual applicant and  
x decisions to allocate market stalls to individual traders.   

 
Where officers have been empowered to act on behalf of their council's executive, 
examples of decisions that should be recorded could include:  
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x Decisions about awarding contracts above specified individual  or total values; 
x decisions to exercise powers of Compulsory Purchase; 
x decisions on disposal of and/ or provision of allotment land and green spaces;  
x awarding of Discretionary Rate Relief 
x the opening hours of local libraries; and 
x the holding of car boot sales/markets on council-owned land.  

 
This is not intended to be an exhaustive list, rather a series of examples to illustrate that, in 
the interests of maximum transparency, these Regulations require more than just key 
decisions to be recorded.  
 
Ultimately it is for local decision makers to decide what information should be recorded on 
the basis of the national rules.  
 
How can I see any records of decisions taken by executive members or officers? 
 
Once a record of executive decisions taken by an executive member or officer has been 
made, you should be able to inspect the record at the council’s offices and on its website 
as soon as reasonably practicable. 
 
However you will not be able to see some of the information if it is considered to be either 
confidential or exempt information.  
 
Can I ask for a copy of any records of executive decisions? 
 
Yes. You can ask for a copy of any documents relating to executive decisions and your 
council should supply the information once you have paid for the postage, copying or any 
other necessary charge for transmission which will be determined by your council. There 
are also additional legal rights to access information, outlined in Part 5 of this Guide. 
 
Your rights as a councillor 
 
If I am a councillor, do I have any right to access meeting documents? 
 
As a councillor, you can inspect any document that contains material to be discussed at 
least 5 days before a public meeting is held. In case of a private meeting or decision made 
by an individual executive member or officer, you can inspect the document within 24 
hours of the conclusion of the meeting or the decision being made. 
   
In addition, if you are a member of an overview and scrutiny committee, you can ask for 
any document that contains business transacted at a meeting of the executive, its 
committees or sub-committees or officer of the authority. The executive must provide the 
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document within 10 days after it (the executive) receives the request. In an instance where 
the executive cannot release the whole or part of the document, the executive must 
provide you with a written explanation. 
 
What other rights do councillors have to inspect documents of their councils? 
 
In addition to the rights conferred on councillors by these Regulations in relation to 
executive decision making, councillors also have statutory rights to inspect documents of 
the council and its committees under Part 5A of the Local Government Act 1972.  
Councillors may also request information held by their council under the Freedom of 
Information Act 2000 (or the Environmental Information Regulations 2004 in relation to 
environmental information). Councillors may have rights under the common law to inspect 
such documents held by their council as are reasonably necessary for them to perform 
their duties. 
 
What happens if documents relating to executive decisions are not made public?  
 
It is a criminal offence if, without a reasonable excuse, a person who has in his or her 
custody a documentxiv, which the national rules require to be made available to the public, 
refuses to supply the whole or part of the document or intentionally obstructs any other 
person/s from disclosing such a document.  
 
If a person is found guilty of such a criminal offence, he/she can be fined up to £200xv. 
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Part 3 Access to non-executive meetings 
and documents of a local government 
body, other than parish and town 
councils 

 
This Part explains how the public can access all meetings (other than those of a council’s 
executive) of a council or other local government body, other than parish and town 
councils. These meetings include those of a body’s committees, sub-committees and any 
joint committees involving two or more local government bodies. It also explains how to 
access the records of certain non-executive decisions taken by the officers of local 
government bodies, other than parish and town councils.  
 

Attending the meetings 
 
How will I know about a forthcoming meeting of my council or local government 
body which will be open to the public? 
 
Your council or local government body must give a notice of the meeting at least 5 clear 
days before a public meeting is held. The details of the meeting, such as the time and 
place, must be published at your council or local government body’s offices. The notice 
may also be published on the body’s website where practicable. You can also inspect the 
agenda and any background papers at least 5 clear days before the meeting.   
 
Where an item is added to the agenda within 5 days before the meeting is scheduled to 
take place, a revised agenda and background papers must be published as soon as the 
item is added to the agenda. 
 
An item that is not on the agenda can only be considered in special circumstances if the 
chairman is of the opinion that the item should be considered at the meeting as a matter of 
urgency. Any such special circumstances should be specified in the minutes. 
 
How can I obtain a copy of the agenda and other relevant papers for a public 
meeting? 
 
If you are representing a newspaper, your council or local government body must provide 
you with a copy of the agenda and any background upon payment of postage and/or 
copying charge. Councils and local government bodies are encouraged to provide a 
similar service to other members of the public upon request and payment of postage 
and/or copying charge. 
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In some circumstances, the whole or part of a report may not be available for public 
inspection if it contains either confidential or exempt information.  In this case, the report 
should bear the phrase ‘not for publication’ and state that it contains confidential 
information or set out the description of the exempt information. 
 
There are also additional legal rights to access information, outlined in Part 5 of this Guide. 
 
Can a meeting be held in private? 
 
The rules require a meeting of a council or local government body to be closed to the public 
in two circumstances: 
 
x If the presence of the public is likely to result in the council or local government body 

breaching a legal obligation to third parties about the keeping of confidential information; 
and 

 
x if the council or local government body decides (by passing a resolution of its members) 

because exempt information would otherwise be likely to be disclosed. It is open to the 
council or local government body if it chooses to consider in public matters involving 
exempt information. There is no over-riding legal requirement compelling the body to 
discuss exempt information in a private meeting. 

 
The rules do not prevent the chairman from excluding any member of the public in order to 
maintain orderly conduct or prevent genuine misbehaviour at a meeting. 
 
What is confidential information? 
 
Confidential information means: 
 

x information provided to the council or local government body by a Government 
department on terms which forbid the disclosure of the information to the 
public; and 
 

x information which is prohibited from being disclosed by any enactment or by a 
court order. 

 
What is exempt information? 
 
The descriptions of exempt information are set out in Schedule 12A to the Local 
Government Act 1972. The descriptions are listed at Annex B of this Guide.  
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Can I be asked to leave a public meeting? 
 
Yes. As a member of the public you can be asked to leave a meeting so that the council or 
local government body, its committees or sub-committees can discuss matters in private, 
but only in the limited circumstances that are already explained. The rules do not prevent 
the chairman from excluding any member of the public in order to maintain orderly conduct 
or prevent genuine disruption at a meeting. 
 
How will I know about a private meeting of my council or local government body? 
 
The rules do not require your council or local government body to notify the public if a 
meeting will be held in private. However, where part of a public meeting will be held in 
private, it should be explained when the public is notified of the meeting.   
 
Can I attend a pre-briefing meeting with local authority officers? 
 
No. The rules do not apply to political groups’ meetings or to informal briefing meetings for 
councillors.  
 
Recording of decisions of public meetings 
 
If I am not at the meeting, how will I know of any decisions made? 
 
The fact that you are unable to attend a public meeting of your council or local government 
body, its committees or sub-committees does not mean you cannot find out about the 
decisions made there. The national rules require the council or local government body to 
make the following documents available for inspection after a public meeting: 
 

x a copy of the minutes; 
x a summary of the proceedings, where applicable; 
x a copy of the agenda; 
x a copy of any report for the meeting as relates to any item during which the 

meeting was open to the public; and 
x a copy of a list of the background papers for any report for the meeting. 

 
You can then inspect the records and any reports considered at the meeting at your 
council or local government body’s offices and on the council or local government body’s 
website if it has one. All of these documents can be inspected for six years, apart from 
background papers which can be inspected for four years beginning from the date of the 
meeting. 
 
 

Item 13 - ATTACHMENT T



 

20 

Decisions by officers 
 
Can an officer take decisions on matters that are the council or local government 
body's responsibility? 
 
Yes, where the council or local government body's rulesxvi allow this.  
 
How will I know about decisions made by officers?  
 
The new national rules require the recording of certain decisionsxvii taken by officers acting 
under powers delegated to them by a council or local government body, its committees or 
sub-committees or a joint committee. The written record must be available for inspection at 
the council or local government body’s offices and on the website if it has onexviii, as soon 
as reasonably practicable, and should include: 
 

x The decision taken and the date the decision was taken; 
x the reason/s for the decision; 
x any alternative options considered and rejected; and 
x any other background documents. 

 
Where a decision is taken under a specific express authorisation, the names of any 
member of the council or local government body who has declared a conflict of interest 
must be recorded. 
 
The relevant council or local government body must retain and make the written record of 
their officers’ decisions available for inspection for six years beginning from the date of the 
meeting. The background papers should also be available for inspection for four years 
beginning from the date of the meeting. These may be kept in electronic format. 
 
Can I see all decisions made by my council or local government body’s officers? 
 
No. The requirement to record applies to all decisions taken by officers whilst acting under 
a specific express authorisation and to only three categories of decision taken whilst acting 
under a general authorisation. These categories cover decisions to “grant a permission or 
licence”; that “affect the rights of an individual” (i.e. to change an individual’s legal rights)xix; 
or to “award a contract or incur expenditure which, in either case, materially affects xx that 
relevant local government body’s financial position”.   
 
Officers take many administrative and operational decisions about how they go about their 
day to day work within the council’s or local body’s rules. These decisions will not need to 
be recorded. 
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You will not be able inspect some recorded decisions if the whole or part of the records 
contain confidential or exempt information. 
 
Examples of decisions that should be recorded could include: 
  

x Decisions about awarding contracts above specified individual or total values (the 
values will vary according to the relevant council or local government body); 

x a decision to carry out major road works; 
x determination of licencing applications, building control decisions and notices; and 
x decisions to give listed building consents. 

 
Where decisions are already required to be published by other legislation, they do not 
need to be recorded again provided the record published includes the date the decision 
was taken and the reasons for the decision.   
 
Decisions that do not need to be recorded might include the following examples: 
 

x Routine administrative and organisational decisions such as giving permission to a 
local society to use the authority’s premises; 

x decisions on operational matters such as day to day variations in services; 
x decisions to give business relief to individual traders; 
x decisions to review the benefit claims of an individual applicant; and 
x decisions taken in response to requests under the Data Protection Act 1998 or the 

Freedom of Information Act 2000. 
 

These are a few selected examples and not an exhaustive list. It is for the council or local 
government body to decide what information should be recorded on the basis of the 
national rules.  
 
Can I ask for a copy of any records of decisions taken by an officer of my council or 
local government body? 
 
Yes. You can ask for a copy of any documents relating to decisions taken by an officer 
acting under specific or general delegated powers once you have paid for the postage, 
copying or any other necessary charge for transmission which will be determined by your 
council or local government body. 
 
There are also additional legal rights to access information, outlined in Part 5 of this Guide. 
 
What happens if documents relating to decisions are not made public?  
 
It is a criminal offence if, without reasonable excuse, a person with custody of a 
documentxxi (which is required by the national rules to be made available to the public), 
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refuses to supply the whole or part of the document, or intentionally obstructs any other 
person/s from disclosing such a document. 
 
If a person is found guilty of such a criminal offence, he/she may be fined up to £200xxii.   
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Part 4 Access to meetings and documents of 
parish and town councils 

 
As a member of the public, you have the right to attend the annual parish and town 
meeting, as well as the meetings of parish and town councilsxxiii, and of the Council of the 
Isles of Scilly. This Part explains how the public can access meetings of these councils 
and records of certain decisions taken by those council’s officers. 
 
Attending meetings of parish councils and the Council of the Isles of Scilly 
 
How will I know about a forthcoming meeting of a parish or town council or the 
Council of the Isles of Scilly which is open to the public? 
 
Parish and town councils and the Council of the Isles of Scilly must give notice of their 
meeting at least 3 clear days before it takes place. Where a parish meetingxxiv is called, at 
least 7 clear days' notice must be given.  
 
Notice of the meeting specifying the business to be discussed must be placed in a central 
conspicuous place within the parish or area at least 3 clear days before the meeting. 
These councils are also encouraged to place copies of the agenda, meeting papers and 
notice of meetings at offices and on their website, if they have  these facilities.    
 
Can a parish or town council or the Council of the Isles of Scilly choose to meet in 
private?  
 
All meetings of these councils must be open to the public, except in limited defined 
circumstances.  These councils can only decide, by resolution, to meet in private when 
discussing confidential business or for other special reasons where publicity would be 
prejudicial to the public interest. 
 
What is confidential information and publicity prejudicial to the public interest? 
 
Though not an exhaustive list, we expect this to cover matters such as discussing the 
conduct of employees, negotiations of contracts or terms of tender, or the early stages of a 
legal dispute. 
 
Can I be asked to leave a public meeting? 
  
Yes. As a member so the public you can be asked to leave a meeting so that the council 
can discuss matters in private, but only in the limited circumstances described above. The 
rules also do not prevent the chairman from excluding any member of the public in order to 
maintain orderly conduct or prevent genuine disruption at a meeting. 
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Recording of decisions of public meetings 
 
If I am not at the meeting, how will I know of any decisions made? 
 
The fact that you are unable to attend a public meeting of your parish and town council, its 
committees or sub-committees does not mean you cannot find out about the decisions 
made there. The national rules require the parish and town councils to make a copy of the 
minutes available for inspection after a public meeting. 
 
You can inspect the minutes at your council’s offices and on the council website if it has 
one.  
 
Decisions by officers  
 
Can an officer take decisions on matters that are the parish or town council’s 
responsibility? 
 
Yes, where the parish or town council's rules allow this.  
 
Are there means of knowing about decisions made by individuals?  
 
Yes. The rules require the recording of certain decisionsxxv taken by officers acting under 
powers delegated to them by a parish or town council, its committees or sub-committees 
or a joint committee. The written record should include: 
 

x The decision taken and the date the decision was taken; 
x the reason/s for the decision; 
x any alternative options considered and rejected; and 
x any other background documents. 

 
You can see these records of decisions made by officers along with any other background 
papers because they have to be available for inspection at the council’s offices and on its 
website as soon as is reasonably practicable after the decisions are madexxvi. 
 
The relevant parish or town council must retain and make the written record of their 
officers’ decisions available for inspection for six years beginning from the date of the 
meeting. The background papers should also be available for inspection for four years 
beginning from the date of the meeting. These may be kept in electronic format. 
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Can I see all decisions made by my parish or town council’s officers? 
 
No. The requirement to record applies to all decisions taken by officers whilst acting under 
a specific express authorisation, and only to three categories of decision taken whilst 
acting under a general authorisation. These categories cover decisions to “grant a 
permission or licence”; that “affect the rights of an individual”(i.e. to change an individual’s 
legal rights)xxvii; or to “award a contract or incur expenditure which, in either case, 
materially affectsxxviii that relevant local government body’s financial position”.   
 
Officers take many administrative and operational decisions on how they go about their 
day to day work within the council’s rules. These decisions will not need to be recorded. 
 
You will not be able inspect some recorded decisions if the whole or part of the records 
contain confidential information or any other information, which its publicity would be 
prejudicial to the public interest. 
 
Examples of decisions that should be recorded could include: 
 

x Decisions about awarding contracts above specified individual/total values (the 
values will vary according to the relevant parish or town council); and  

x decision to renew a lease to an Allotment Association. 
 

Where decisions are already required to be published by other legislation, they do not 
need to be recorded again provided the record published has the date the decision was 
taken and the reasons for the decision.   
    
 Decisions that do not need to be recorded might include the following examples: 
 

x Routine administrative and organisational decisions such as the purchase of office 
supplies or repairs; 

x a decision to sign an allotment tenancy agreement; 
x decisions to allocate burial plots; and 
x decisions to book rooms or sports grounds; and decisions to approve works 

undertaken by a contractor. 
 
These are a few selected examples and not an exhaustive list. It is for the council to 
decide what information should be recorded on the basis of the national rules.  
 
Can I ask for a copy of any records of decisions taken by an officer of my parish or 
town council? 
 
Yes. You can ask for a copy of any documents relating to decisions taken by an officer 
acting under specific or general delegated powers once you have paid for the postage, 
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copying or any other necessary charge for transmission which will be determined by your 
parish or town council. 
 
There are also additional legal rights to access information, outlined in Part 5 of this Guide. 
 
What happens if documents relating to decisions are not made public?  
 
It is a criminal offence if, without reasonable excuse, a person with custody of a 
documentxxix which is required by the national rules to be made available to the public, 
refuses to supply the whole or part of the document, or intentionally obstructs any other 
person/s from disclosing such a document. 
 
If a person is found guilty of such a criminal offence, he/she may be fined up to £200xxx.   
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Part 5 Your other rights of access to 
information  

 
Are there other rights I can exercise? 
The Local Government Transparency Code sets out the minimum datasets that your local 
authority should publish. These include spending transactions valued over £500,  salaries 
of senior staff, organisational charts, contracts and the location of public land and assets. 
The Code applies to local authorities, including parish councils with annual income or 
expenditure (whichever is the higher) over £200,000xxxi. Local authorities with annual 
income or expenditure of above £6.5m will soon be statutorily required to comply with Part 
2 of the Code when the relevant regulations are in place. You can obtain further 
information on this from: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/308185/Loc
al_Government_Transparency_Code_2014_Final.pdf 
 
You can inspect a council's detailed financial accounts, ledgers and records under section 
15 of the Audit Commission Act 1998. In addition, the Accounts and Audit (England) 
Regulations 2011xxxii cover checking not just the accounts, but also "all books, deeds, 
contracts, bills, vouchers and receipts related to them". More information on this right is 
available at:  https://www.gov.uk/government/policies/making-local-councils-more-
transparent-and-accountable-to-local-people/supporting-pages/peoples-rights-to-see-
council-accounts 
 
Also, you have the right to request information held by your council by submitting a 
Freedom of Information Act request to your council (a similar regime exists in relation to 
environmental information under the Environmental Information Regulations 2004). 
Information on the Freedom of Information Act and data protection is available on the 
Information Commissioner’s Office website at:  http://ico.org.uk/    
 
You have certain rights to re-use for your own purposes documents held by the council 
under the Re-use of Public Sector Information Regulations 2005. These Regulations 
provide that any request for re-use must be in writing, and where possible and appropriate 
the council must make the document concerned available for re-use by electronic means. 
More information is available at: 
http://www.legislation.gov.uk/uksi/2005/1515/introduction/made 
 
Where can I find the legislation relating to access to local government bodies’ 
and council’s executive meetings and information?   
The relevant legislation about access to local government body meetings and information 
is in Section 40 of the Local Audit and Accountability Act 2014. The relevant provisions are 
available at the following link: 
http://www.legislation.gov.uk/ukpga/2014/2/section/40 
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The detailed provisions on how any person can report on the meetings of a local 
government body are in The Openness of Local Government Bodies Regulations 2014 
which can be found at:  
http://www.legislation.gov.uk/id/uksi/2014/2095 
 
The legislation relating to access to information regarding decisions made by council 
executives, and their committees, sub-committees and joint committees is Part 1A of the 
Local Government Act 2000 – see sections 9G and 9GA.  This part was inserted as a 
result of amendments made by the Localism Act 2011 and the relevant provisions are 
available at the following link: 
http://www.legislation.gov.uk/ukpga/2011/20/schedule/2/part/1 
 
The detailed provisions on the rights to attend meetings and obtain information of an 
executive are in the secondary legislation made under the 2000 Act, that is the Local 
Authorities (Executive Arrangements) (Meetings and Access to Information) (England) 
Regulations 2012 which can be found at:   
http://www.legislation.gov.uk/uksi/2012/2089/contents/made 

 
The legislation relating to access to meetings and documents of a council and other local 
government bodies can be found in Part VA of the Local Government Act 1972, available 
at the following link: 
http://www.legislation.gov.uk/ukpga/1972/70/part/VA 
 
The legislation relating to access to meetings of a parish or town council can be found at 
section 1 the Public Bodies (Admission to Meetings) Act 1960, available at the following 
link:  
http://www.legislation.gov.uk/ukpga/Eliz2/8-9/67/section/1 
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Annex A – Description of the local 
government bodies that are covered by the 
new rules  
 
(a) a district council, 
(b) a county council in England, 
(c) a London borough council, 
(d) the London Assembly (Greater London Authority), 
(e) the Common Council of the City of London in its capacity as a local authority or 

police authority, 
(f) the London Fire and Emergency Planning Authority, 
(g) Transport for London, 
(h) a joint authority established under Part 4 of the Local Government Act 1985, 
(i) an economic prosperity board, 
(j) a combined authority, 
(k) a fire and rescue authority in England constituted by a scheme under section 2 of 

the Fire and Rescue Services Act 2004 or a scheme to which section 4 of that Act 
applies, 

(l) a National Park Authority for a National Park in England, 
(m) the Broads Authority,  
(n) the Council of the Isles of Scilly, 
(o) a parish council, and 
(p) a parish meeting. 
 
The new national rules also apply to the committees, sub-committees and joint committees 
of these local government bodies. 
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Annex B – Descriptions of Exempt 
Information 
 
The exempt information set out at Schedule 12A to the Local Government Act 1972 Act is 
as follows: 

 
1. Information relating to any individual. 
2. Information which is likely to reveal the identity of an individual. 
3. Information relating to the financial or business affairs of any particular person 

(including the authority holding that information). 
4. Information relating to any consultations or negotiations, or contemplated consultations 

or negotiations, in connection with any labour relations matter arising between the 
authority or a Minister of the Crown and employees of, or office holders under, the 
authority. 

5. Information in respect of which a claim to legal professional privilege could be 
maintained in legal proceedings. 

6. Information which reveals that the authority proposes— 
 

a. to give under any enactment a notice under or by virtue of which requirements 
are imposed on a person; or 

 
b. to make an order or direction under any enactment. 

 
7. Information relating to any action taken or to be taken in connection with the 

prevention, investigation or prosecution of crime. 
 
The qualifications to the list of exempt information are as follows: 
 
A. Information falling within number 3 above is not exempt information by virtue of that 

paragraph if it is required to be registered under-- 
[the Companies Acts (as defined in section 2 of the Companies Act 
2006)]; 
the Friendly Societies Act 1974; 
the Friendly Societies Act 1992; 
the Industrial and Provident Societies Acts 1965 [Co-operative and 
Community Benefit Societies and Credit Unions Acts 1965] to 1978; 
the Building Societies Act 1986; or 
[(f) the Charities Act 2011. 

 
B. Information is not exempt information if it relates to proposed development for which the 

local planning authority may grant itself planning permission pursuant to regulation 3 of 
the Town and Country Planning General Regulations 1992. 
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C. Information which— 
 

falls within any of numbers 1 to 7 above; and 
is not prevented from being exempt by virtue of number A or B above, 

 
is exempt information if, and so long as, in all the circumstances of the case, the public 
interest in maintaining the exemption outweighs the public interest in disclosing the 
information. 
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i The new national rules are in The Openness of Local Government Bodies Regulations 2014 (S.I. 2014/…) 
and The Local Authorities (Executive Arrangements)(Meetings and Access to Information)(England) 
Regulations 2012 (S.I. 2012/2089). 
ii A parish or town council may also be called a city, community, neighbourhood or village council. Any 
reference to parish council in this Guide also refers to these bodies. 
iii The Guide should not be taken as providing any definitive interpretation of the statutory requirements on 
councils, members, officers, or of public rights: those wishing to address such issues should seek their own 
legal advice.  
iv A council’s cabinet is its main decision making body, consisting of an elected mayor or leader and a 
number of councillors. 
v Part 2 of the Openness of Local Government Bodies Regulations 2014 (S.I. 2014/…) 
vi “Private meeting” is a meeting or part of a meeting during which the public are excluded for limited and 
certain circumstances described in the Local Government Act 1972 and the Local Authorities (Executive 
Arrangements)(Meetings and Access to Information)(England) Regulations 2012 
vii Regulation 4 of The Openness of Local Government Bodies Regulations 2014 
viii http://www.cps.gov.uk/legal/a_to_c/communications_sent_via_social_media/ 
ix Any area designated for the public should be appropriate for filming, audio-recording and photographing. 
x Each council has its own rules for doing business - its constitution and standing orders- which must be in 
line with any national rules. 
xi An “executive decision” means a decision made or to be made by a decision maker in connection with the 
discharge of a function which is the responsibility of the executive of a local authority.  
xii  “key decision” means an executive decision which, is likely— 

 to result in the relevant local authority incurring expenditure which is, or the making of savings which 
are, significant having regard to the local authority’s budget for the service or function to which the 
decision relates; or 

 to be significant in terms of its effects on communities living or working in an area comprising two or 
more wards or electoral divisions in the area of the relevant local authority. 

xiii All references to ‘a council executive’ should be construed to include the executive’s committees and sub-
committees, joint committees, and joint sub-committees.  
xiv A document can be the written record of executive decisions made by an executive member or officer or 
any other background papers. 
xv This fine could change to reflect any future changes in legislation and/or national policy. 
xvi Each council or local government has its own rules for doing business - its constitution and standing 
orders- which must be in line with any national rules. 
xvii  Regulation 7(2) of the 2014 regulations.  
xviii If a local government body does not have offices or a website, other appropriate means should be used to 
allow you to access these documents, such as publishing the information on a website of another local 
authority body in the area. 
xix These decisions do not include decisions taken pursuant to an existing framework of rights. 
xx As the financial position of bodies affected by these rules varies, what constitutes the material threshold is 
a judgement that should be made by individual bodies.   
xxi A document can be the written record of decisions made by an officer, or any background papers. 
xxii This fine could change to reflect any future changes in legislation and/or national policy. 
xxiii A parish or town council may also be called a city, community, neighbourhood or village council. Any 
reference to parish council in this Guide also refers to these bodies. 
xxiv   A parish meeting is a meeting for all of the local government electors of the parish. This can be in the 
case of an annual meeting in an area where there is a separate parish council, or any meeting of local 
government electors where there is no separate parish council.  
xxv  Regulation 7(2) of the 2014 regulations. 
xxvi If a parish or town council does not have offices or a website, other appropriate means should be used to 
make the papers accessible to the public, such as publishing the information on the website of the local 
principal authority. 
xxvii These decisions do not include decisions taken pursuant to an existing framework of rights. 
xxviii As the financial position of bodies affected by these rules varies, what constitutes the ‘material threshold’ 
is a judgement that would be made by individual bodies.   
xxix A document can be the written record of decisions made by an officer, or any background papers. 
xxx This fine could change to reflect any future changes in legislation and/or national policy.  
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xxxi The government has recently consulted on a new transparency code for certain authorities with a 
turnover not exceeding £25,000 pa, which will act as a substitute for routine external audit. The draft code is 
available at: https://www.gov.uk/government/consultations/draft-transparency-code-for-parish-councils 
xxxii  Under the new Audit framework, this right is restated in Section 26 of the Local Audit and Accountability 
Act 2014. The Government will be consulting shortly on draft regulations in relation to the new arrangements. 
Some changes are proposed to the framework for exercising public rights, but broadly the aim is to simplify 
and clarify arrangements. The intention is for the regulations to be in place for the accounting period 2015-
16. 

Item 13 - ATTACHMENT T










