Cyngor Gwledig
LLANELLI
Rural Council

Clerc i'r Cyngor

Mark Galbraith acis.
Clerk to the Council

Fy nghyf: Eich cxf:
My ref: Your ref:

8 Tonawr, 2024

Annwyl Gynghorydd

Adeiladau Vauxhall, Vauxhall, Llanelli, Sir Gaerfyrddin, SA15 3BD
Vauxhall Buildings, Vauxhall, Llanelli, Carmarthenshire SA15 3BD

Ffon / Tel.: 01554 774103

E bost / E.mail: enquiries @llanelli-rural.gov.uk

Gofvnnwch am:
Please ask for:

Gelwir arnoch i gymryd rhan mewn Cyfarfod o’'r CYNGOR a gynhelir yn Siambr y Cyngor,
Adeiladau Vauxhall, Llanelli, a thrwy bresenoldeb o bell ar Ddydd Mawrth, 14 lonawr, 2025,

6.00 y.h.

Yr eiddoch yn gywir

CLERC y CYNGOR
AGENDA
1. Derbyn ymddiheuriadau am absenoldeb.
2. Derbyn Datganiadau o Fudd Personol gan Aelodau o ran y materion sydd i’w trafod.
3. Cyfranogiad v Cyhoedd — cyfle i aelodau’r cyhoedd ofyn cwestiynau a chyflwyno

sylwadau am unrhyw eitem o fusnes sydd i’w thrafod yn ystod cyfarfod heddiw ac sy’n
agored i drafodaeth gyhoeddus. Mae eitemau busnes cyfrinachol wedi'u heithrio.

4. (1) Cadarnhau ac arwyddo’r Cofnodion canlynol fel cofnod cywir o’r cyfarfod:-

Y Cyngor

i 10 Rhagfyr, 2024

Tud. Rhif: 142 - 145

Y Pwyllgor Dinesig a Seremoniol

16 Rhagfyr, 2024

Tud. Rhif: 146

Y Pwyllgor Cynllunio a Chyswllt

Y Pwyilgor Lles a Hamdden

16 Rhagfyr, 2024

Tud. Rhif: 147 - 149

17 Rhagfyr, 2024

Tud. Rhif: 150 - 152 |

Y Pwyllgor Polisi ac Adnoddau

18 Rhagfyr, 2024

Tud. Rhif: 153 - 155

Y Pwyllgor Cynllunio a Chyswillt

8 Tonawr, 2025

I gael eu trafod

2) Ystyried unrhyw faterion sy’n codi o’r Cofnodion er gwybodaeth yn unig.
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Cofnod Rhif 261 — Dewis y Cadeirydd Etholedig a'r Is-Gadeirydd Etholedig — i ystyried
argymhelliad canlynol gan y Pwyllgor Dinesig a Seremoniol:-

ARGYMHELLWYD:

I. Cyng. S. N. Lewis yn Gadeirydd Etholedig y Cyngor a'i Chydymaith yw'r Cyng. W. E.
Skinner am y flwyddyn ddinesig ddilynol.

2. Cyng. T. M. Donoghue i'w gadarnhau fel yr Is-Gadeirydd Etholedig ar y Cyngor, a'i
Chydymaith oedd Mr Stephen M. Donoghue.

Rhybudd o Sedd Wag — Ward Hengoed — ystyried gohebiaecth gan Swyddog
Gwasanaethau Etholiadol, Cyngor Sir Caerfyrddin a chytuno ar ymateb y cyngor.

Pecyn Cymorth Cyllid a Llywodraethu ar gyfer Cynghorau Cymuned a Thref - ymhellach
i Gofnod Rhif 280, i nodi er gwybodaeth y pecyn cymorth gorffenedig a baratowyd gan y
Gweithgor Cyllid a Llywodraethu.




Cyngor Gwledig
LLANELLI
Rural Council

Clerc i’r Cyngor Adeiladau Vauxhall, Vauxhall, Llanelli, Sir Gaerfyrddin, SA15 3BD

Mark Galbraith acis. Vauxhall Buildings, Vauxhall, Llanelli, Carmarthenshire SA15 3BD
Clerk to the Council Ffon / Tel.: 01554 774103

E.bost / E.mail: enquiries@Ilanelli-rural.gov.uk

Fy nghyf: Eich oyf: Gofynnwch an?:
My ref: Your ref: Please ask for:

8 January, 2025

Dear Councillor

You are summoned to participate in a COUNCIL Meeting to be hosted at the Council Chamber,
Vauxhall Buildings, Vauxhall, Llanelli, and via remote attendance on Tuesday, 14 January, 2025
at 6.00 p.m.

Yours sincerely

CLERK to the COUNCIL

AGENDA
1. To receive apologies for absence.
2. To receive Members® Declarations of Interest in respect of the business to be transacted.
3. Public Participation — an opportunity for members of the public to ask questions and

make representations about any item of business to be transacted during today’s meeting
and which is open for public discussion. Confidential items of business are excluded.

4. (1 To confirm and sign the following Minutes as a true record of proceedings:-
Council 10 December, 2024 | Page Nos: 142 - 145
Civic and Ceremonial 16 December, 2024 | Page No: 146
Planning and Liaison Committee 16 December, 2024 | Page Nos: 147 - 149
Recreation and Welfare Committee 17 December, 2024 | Page Nos: 150 -152 |
Policy and Resources Committee 18 December, 2024 | Page Nos: 153 - 155 |
Planning and Liaison Committee 8 January, 2025 To be tabled ':

2 To consider any matters arising from the Minutes for information purposes only.
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Minute No. 261 — Selection of Chairman Elect and Vice Chairman Elect — to note and
accept the following recommendation of the Civic and Ceremonial Committee:-

RECOMMENDED that:

1. Cllr. S. N. Lewis be confirmed as the Chairman Elect of Council with her Consort
being Cllr. W. E. Skinner for the ensuing municipal year.

2. Clir. T. M. Donoghue be confirmed as the Vice Chairman Elect of Council, with her
Consort being Mr Stephen M. Donoghue.

Notice of Vacancy — Hengoed Ward — to consider correspondence from the Electoral
Services Officer, Carmarthenshire County Council and to agree the council’s response.

The Finance & Governance Toolkit for Community &Town Councils - further to Minute
No. 280, to note for information the completed toolkit prepared by the Finance and
Governance Working Group.




ITEM 6

Dawn Jones

Subject: FW: Vacancy in the office of Community Councillor - Llanelli Rural Council
(Hengoed Ward)
Attachments: requestforpollcards - Llanelli_Hengoed.docx

From: Shelley Williams [mailto:ShWilliams@carmarthenshire.gov.uk]

Sent: 02 January 2025 16:33

To: enquiries <enquiries@llanelli-rural.gov.uk>; Mark Galbraith <Mark.Galbraith@llanelli-rural.gov.uk>
Subject: Vacancy in the office of Community Councillor - Llanelli Rural Council (Hengoed Ward)

Good afternoon,
I refer to the Notice of Vacancy dated the 25" November 2024 regarding the above.

| write to confirm that | have received the statutory request from ten electors requesting that the vacancy
be filled by election. | am, therefore, making the necessary provisional arrangements and the Notice of
Election will be published on the 16" January 2025. If contested, the election will be held on 20" February
2025.

I would like to draw to your attention to the possible issue of Poll Cards in the event that the election is
contested. There is no statutory requirement for Poll Cards to be issued in respect of Town/Community
Council elections. These may only be issued at the request of the Town/Community Council

concerned. This request must be received by no later than the last day for the delivery of nomination
papers (noon on the 24™ January 2025). The estimated cost of providing poll cards on this occasion would
be in the region of £3856.06. | have attached a request form, to be completed if the council wishes Poll
Cards to be issued.

Diolch/Thanks

Shelley Williams

Swyddog Gwasanethau Etholiadol / Electoral Services Officer
Est/Ext2798

Llinell Uniongyrchol / Direct Line 01267 228798

E:Bost / E:Mail:_ ShWilliams@carmarthenshire.gov.uk
sirgar.llyw.cymru | carmarthenshire.gov.wales
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ISSUE OF OFFICIAL POLL CARDS

FOR THE LLANELLI RURAL COUNCIL (HENGOED WARD) BY-
ELECTION

ON THURSDAY 20*" FEBRUARY 2025

The Community Council Requests

that Official Poll cards are issued for the election to be held on

Thursday and understands that the costs will be

payable by the Community Council.

Signed
Clerk to

Community Council

Dated:

Please note:
e Any request for the issue of official poll cards must be made by no later than

12 noon on 24t January 2025

eThis form need only be returned if you wish to make the request for official
poll cards to be issued, in which case please return to: Elections Office, Block
4, Parc Myrddin, Richmond Terrace, Carmarthen, SA31 1HQ



Llywodraeth Cymru
Welsh Government

The Finance & Governance Toolkit
for Community and Town Councils

November 2022

Mae’r ddogfen yma hefyd ar gael yn Gymraeg. / This document is also available in Welsh.

© Crown copyright © One Voice Wales © Society of Local Council Clerks

You may re-use this information (excluding logos) free of charge in any format or medium, under the
terms of the Open Government Licence

WG46398


http://www.nationalarchives.gov.uk/doc/open-government-licence

Contents

(00T 1 1= o | £ SRRSO 2
INErOAUCTION ...t 4
How to use the toOIKit ... 5
Taking action following completion of the toolkit...................ccooinininiiii 6
F N LT U E= =T o o] o €3S 6
LI =1L ] = g OO 6
Annual Governance StatemMent ..........cooiiiiiiii e 7
General POWEr Of COMPELENCE ......c.oocuieieeeeeeee ettt sttt a e e 7
Part 1: The health ChecCk................c.ooi e 8
Introduction @and ROW t0 USE..............ccoiiiiiii s 8
Theme A — Vision, purpose and community planning...........c.ccccoccovviniiniincniecceccecen, 9
Theme A — Vision, purpose and community planning — Summary of actions ..................... 12
Theme B — Leadership and People...........oooiiiiiiiie e 13
Theme B — Leadership and people — Summary of actions............cceccevvvveeeeniincenceneeeeeee 20
Theme C — Community engagement and partnerships .............cccccoconiiniiniincinece. 21
Theme C — Community engagements and partnerships — Summary of actions.................. 26
Theme D — BUSINESS PrOCESSES..........occviiiieiiiieeieereesee st sttt eaeesaeestessre s e e sreesreessnens 27
Theme D — Business processes — Summary of aCtions .........cccccvveveveneneneinincneseeeene 40
Theme E — Resources and financial management....................ccocoiiiiiinnncncce, 41
Theme E — Resources and financial management — Summary of actions ..........c.ccceceeeeen. 57
Summary of all actions to be taken as a result of Part 1 — The health check.............. 58
Part 2: The self-asseSSMEeNt.............ccccooiiiiiiiii e 59
Introduction @and ROW t0 USE ..o 59
Theme A - Vision, purpose and community planning..............cccoccvveeiiniininnennnccecene 61
Theme B — Leadership and people.............ooiiiiiiiicceeeseeee e 66
Theme C — Community engagement and partnerships ..............cccoooveeeeiiiiievenicecceenee, 78
Theme D — BUSINESS PrOCESSES..........oocvieiiiiiiiicieerie ettt stesteste e esteesseesreesseesreesseens 91
Theme E — Resources and financial management.....................cocoiiiiinnnncncceee, 106
Theme F — Evaluating impact................ccooiiiiiinic e 119

Summary of key actions to be taken as a result of Part 2 -The self-assessment.... 123

Updates to the Finance & Governance Toolkit for Community and Town Councils ...124

2
Version 1.1 — November 2022

Return to top



3
Version 1.1 — November 2022

Return to top



Introduction

Developed jointly by One Voice Wales, the Society of Local Council Clerks (SLCC)
and Welsh Government, with commentary from Audit Wales, this toolkit aims to
support community and town councils in Wales to:

e review the financial management, governance and accountability
arrangements they have in place; and

e consider how effective these arrangements are, and how they might be
improved.

Community and town councils are an integral part of local government;
democratically elected and working at the most local level to improve their
communities.

Community and town councils are also responsible, and accountable, for the conduct
of public business and for spending public money. By law, councils need to ensure
they safeguard, properly account for, and use the public money they have been
entrusted with economically, efficiently and effectively.

All councils are expected to have high standards of stewardship — this begins with
compliance with legal requirements, but over and above this it is about achieving the
best outcomes for the people and communities you serve.

Self-assessment is a way of critically, and honestly, reviewing the current position to
make decisions on how to secure improvement for the future. Using this toolkit will
help ensure your council has the capability and capacity to properly serve your
community, enabling you to identify and act on opportunities to improve the way your
council works, and ensure you deliver the best outcomes for your communities.

This is not an audit tool, but it will help you assess whether your council is meeting
certain statutory requirements that external auditors and the public would expect to
see. |t is about providing assurance that the council is operating effectively. It can
be used to support your internal controls and can help identify ways your council can
continuously improve and positively impact on your community.

This toolkit has been endorsed by One Voice Wales and SLCC who would strongly
encourage councils to use it. While you are not required to formally report the
findings of your self-assessment, you may wish to publish a summary of the findings,
and the actions you intend to take in response, on your website and / or in your
annual report. Doing so would represent a commitment to being open and
transparent with the communities you serve.
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How to use the toolkit

The toolkit is made up of two parts:-

e Part 1: The health check

The health check is designed to be completed by the clerk, working with the
chair or a small group of members as appropriate, to assess whether
fundamental governance and financial management arrangements,
policies etc are in place, highlight any action that needs to be taken, and
report back to full council or a designated committee.

e Part 2: The self-assessment
The self-assessment will enable councillors to use the findings from Part 1,
and other forms of evidence available, to reflect more deeply on how the
council is operating, managing its finances and governing itself. The
questions will support consideration of what arrangements the council has in
place, and importantly how the council is working for and with the local
community to achieve the greatest impact on the well-being of its area.
This element of the toolkit also contains details of a range of resources that
can be drawn upon to inform action planning to respond to the findings of both
the health check and self-assessment.

Both components of the toolkit cover five key areas of community and town council
activity:-

e Vision, purpose and community planning
e Leadership and people

e Community engagement and partnerships
e Business processes

e Resources and financial management

Part 2, the self-assessment, also has an additional theme called evaluating impact,
which will enable the council to reflect on the benefit it brings to the community to
inform its future work.

How you and your council use the toolkit is up to you. You can complete the whole
toolkit in a single exercise on an annual cycle, or you may wish to spread this
out over weeks and months — although it is encouraged that you keep any work
current and relevant.

The toolkit is designed to be used flexibly, enabling your council to decide where to
focus its attention. For example, the council may choose to complete the entire
health check first and use that to inform the consideration of the more in-depth self-
assessment; or the council could decide to look at a specific theme in both the health
check and the self-assessment in parallel before moving on to the next theme.
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Councils are encouraged to approach completing the toolkit honestly and objectively.
Doing so will help you understand areas which are working well and areas where
improvements are needed.

Taking action following completion of the toolkit

Through the health check and self-assessment parts of the toolkit, the council will
identify areas for action to strengthen its governance and financial management
arrangements. Completing the toolkit should be considered the start of the process,
not an end in itself. The conclusions from the health check and self-assessment
should inform a plan for action to be taken and the council should be proactive in
implementing this.

There are places for the council to record proposed key actions in the toolkit itself, as
well as many helpful resources which can assist in taking action on the findings from
the health check and the self-assessment.

The council should keep their findings under review and repeat periodically. The
council may wish to include as a standard agenda item for the annual meeting or the
meeting in June held to approve the annual governance statement, or perhaps
include on its project plan for the year ahead.

The conclusions reached following the completion of the toolkit will also inform other
aspects of the council’s work. For example:-

Annual reports

Completing this toolkit will support preparation of the council’s annual report as
required by section 52 of the Local Government and Elections (Wales) Act 2021.
Annual reports set out the council’s priorities, activities and achievements during the
year, and the toolkit will naturally assist the council in reviewing these points, as well
as thinking ahead to future priorities.

Training plans

Community and town councils have a duty under section 67 of the Local
Government and Elections (Wales) Act 2021 to consider training for councillors and
community council staff from 5 May 2022, publish their first council training plans by
5 November 2022 and make a new training plan no later than three months after
each subsequent ordinary local government election. It is not the intention to ensure
that each and every councillor necessarily receives training on the same subjects but
to seek to bring about a situation where the councillors as a group, and the staff
collectively, possess the knowledge, skills and awareness they need to operate
effectively. Completing this toolkit will support the council in considering what
training should be prioritised to ensure it has effective governance and financial
management in place.
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https://www.legislation.gov.uk/asc/2021/1/contents
https://www.legislation.gov.uk/asc/2021/1/contents
https://www.legislation.gov.uk/asc/2021/1/contents

Annual Governance Statement

Completing the toolkit will be helpful to the council in completing its annual
governance statement and return for submission to the Auditor General for Wales.

General power of competence

Part 2 of the Local Government and Elections (Wales) Act 2021 makes provision for
eligible community and town councils to exercise a general power of competence,
with the aim of bringing about more effective, capable and innovative local
government. The general power will allow eligible councils to act in their
communities’ best interests, generate efficiencies and secure value for money
outcomes. They will also be able to raise money by charging for discretionary
services and to trade.

The conditions which community councils must meet to be able to resolve
themselves an ‘eligible community council’ are:

e at least two-thirds of the total number of members of the council have been
declared to be elected whether at an ordinary election or at a by-election;

¢ the clerk to the council holds such qualification or description of qualification
as may be specified by the Welsh Ministers by regulations; and

¢ the council satisfies the audit condition.
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Part 1: The health check

Introduction and how to use

This health check is designed to be completed by the clerk, working with the chair or
a small group of members as appropriate, to assess whether fundamental
governance and financial management arrangements, policies etc are in place,
highlight any action that needs to be taken, and report back to full council or a
designated committee.

The health check is split into five key themes:

Vision, purpose and community planning
Leadership and people

Community engagement and partnerships
Business processes

Resources and financial management

Each theme has a series of statements which require only a yes or no answer to
indicate whether the council has that arrangement in place.

Where relevant, some further information has been included next to the statement.
Click on any underlined text in the further information column to access additional
resources.

Where a statement reflects a statutory obligation, the statement is shaded blue for
ease of reference.

The final column in the health check should be used to note the assessment of the
council’s position in relation to the statement, along with details of any action
required and how quickly the action would need to be implemented.

There is space at the end of each theme to summarise actions for that theme, and
space at the end of the health check to summarise the key actions to be taken as a
result of Part 1 - The health check in one place.
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Theme A - Vision, purpose and community planning

A community and town council provides community leadership. In exercising this role it will benefit from having a clear vision for its
community, developed in partnership / consultation with all sections of the community. This will inform council plans, budgets and
activities to ensure the council best works with and in the interests of the community.

| | Statutory obligation |

Theme A - Vision, purpose and community planning

Statement

In place?
(Yes/No)

Further information

Comments and actions

The council has a clear vision and plan for its community

prepared and published
a biodiversity plan and
reports on the actions
taken to improve
biodiversity and promote
ecosystem resilience
every three years.

Councils have a duty to maintain and
enhance biodiversity in the exercise of its
functions, and must prepare and publish a
plan setting out what it proposes to do and
report on the actions taken to improve
biodiversity and promote ecosystem
resilience every three years.

See Introduction to the Section 6 Biodiversity
and Resilience of Ecosystems Duty;
Environment (Wales) Act 2016 Part 1:
Guidance for Section 6 — the Biodiversity and

A.1 A vision and Yes Having a clear vision and purpose agreed by | The council’s vision and purpose
purpose statement has all members will help your council in statement is contained in its Strategic
been agreed by the achieving for its community. Plan.

council

A.2 The council has Yes Environment (Wales) Act 2016, Section 6 The council has elected to combine its

biodiversity plan and report within its
annual report. This enables the council to
annually review progress instead of once
every three years.
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https://www.legislation.gov.uk/anaw/2016/3/section/6/enacted
https://gov.wales/introduction-section-6-biodiversity-and-resilience-ecosystems-duty
https://gov.wales/introduction-section-6-biodiversity-and-resilience-ecosystems-duty
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-frequently-asked-questions
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-frequently-asked-questions

Theme A - Vision, purpose and community planning

Statement

In place?
(Yes/No)

Further information

Comments and actions

Resilience of Ecosystems Duty Frequently
Asked Questions; The Section 6 Biodiversity
and Resilience of Ecosystems Duty: reporting
quidance; The Section 6 Biodiversity and
Resilience of Ecosystems Duty: reporting
requirement frequently asked questions; The
Section 6 Biodiversity and Resilience of
Ecosystems Duty: reporting template; and
The Section 6 Biodiversity and Resilience of
Ecosystems Duty: example reporting

template.

Example plans and reports from the first
reporting round: Abertillery and Llanhilleth
Community Council; LIanfoist Fawr
Community Council

A.3 The council has
completed an annual
report on progress in
meeting objectives
contained in the local
well-being plan

Yes

Well-being of Future Generations (Wales) Act
2015 — Section 40 places a duty on certain
community and town councils to take all
reasonable steps towards meeting the
objectives included in the local well-being
plan that has effect in their areas. A
community or town council is subject to that
duty only if its gross income or expenditure
was at least £200,000 for each of the three

The council’s annual report on how it
contributes towards meeting the
objectives contained in the
Carmarthenshire Public Services Board
plan is now included in its annual report.
This annual report serves as a composite
reference source, also incorporating a
general report on council activities over
the course of the previous 12 months and
the council’s biodiversity plan and report.
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https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-frequently-asked-questions
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-frequently-asked-questions
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-reporting-guidance
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-reporting-guidance
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-reporting-guidance
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-reporting-requirement-frequently-asked
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-reporting-requirement-frequently-asked
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-reporting-requirement-frequently-asked
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-reporting-template
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-reporting-template
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-reporting-template
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-example-reporting-template
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-example-reporting-template
https://gov.wales/section-6-biodiversity-and-resilience-ecosystems-duty-example-reporting-template
http://www.abertilleryandllanhilleth-wcc.gov.uk/_UserFiles/Files/Biodiversity%20report%202020.pdf
http://www.abertilleryandllanhilleth-wcc.gov.uk/_UserFiles/Files/Biodiversity%20report%202020.pdf
https://www.llanfoist-fawr-community-council.co.uk/policies-reports/
https://www.llanfoist-fawr-community-council.co.uk/policies-reports/
https://www.legislation.gov.uk/anaw/2015/2/contents/enacted
https://www.legislation.gov.uk/anaw/2015/2/contents/enacted
https://www.legislation.gov.uk/anaw/2015/2/section/40/enacted

Theme A - Vision, purpose and community planning

Statement In place? | Further information Comments and actions
(Yes/No)
financial years preceding the year in which
the local well-being plan is published.
A.4 The council has Yes Local Government and Elections (Wales) Act | The council’s annual report is published

prepared an annual
report

2021 — Section 52 From April 2022
community and town councils have a duty to
prepare and publish a report about the
council’s priorities, activities and
achievements. Statutory guidance has been
issued on the duty to prepare and publish an
annual report.

on its website.
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https://www.legislation.gov.uk/asc/2021/1/part/3/chapter/5/enacted
https://www.legislation.gov.uk/asc/2021/1/part/3/chapter/5/enacted
https://gov.wales/local-government-and-elections-wales-act-2021-statutory-guidance-community-and-town-councils

Theme A — Vision, purpose and community planning — Summary of actions

Summary of actions

By who

By when

e A.1The council’s Strategic Plan is
reviewed every five years following the

local government ordinary elections
cycle.

e Policies and Resources Committee

e Nextreview June 2027
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Theme B — Leadership and people

The council should respect the values of openness and transparency and adhere to, and model, the behaviours and standards set
for all councillors as contained in the code of conduct. In leading its community, the council should be committed to enhancing its
capability and capacity as is commensurate with its range and scale of operations.

Employees are the principal asset of any council and it is important that they are given the trust and respect to perform their roles to
their maximum ability within a safe working environment. Training and development of employees is vitally important as well as
having appropriate systems in place to provide adequate reward, recognition and accountability within a framework of effective

employment policies.

| | Statutory obligation |

Theme B — Leadership and people

Statement In place

(Yes/No)

Further information

Comments and actions

The council provides leadership to

its members and staff

B.1 The council has Yes
adopted a code of
conduct

The Code of Conduct for members of local
authorities in Wales: Guidance from the Public
Services Ombudsman for Wales

The council should formally record in minutes
that they have adopted a code of conduct
based on the model code of conduct.

Model code of conduct for members
adopted at the council’s Policy and
Resources Committee — Minute No 281, 17
October, 2001 refers. Council
confirmation of the minutes — Minute No
305, 13 November 2001. Amendment to
the code confirmed at the Policy and
Resources Committee — Minute No 251, 15
October 2008. Council confirmation of the
minutes — Minute No 297, 11 November
2008.
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Theme B — Leadership and people

Statement In place Further information Comments and actions
(Yes/No)

B.2 All councillors have | Yes A formal declaration of acceptance of office The council has a bound book of

signed a formal must be signed before an individual is able to | declarations of acceptance of office made

declaration of act as a member of a community and town by members. This is held by the Clerk to

acceptance of office council. the Council.

B.3 All councillors have | Yes An overview of the Model Code of

been provided with a Conduct is contained in the Council

copy of the council’s Constitution, a copy of which is provided

adopted code of to all members during their induction

conduct following local government elections. The
council constitution is included in an
Induction Folder along with other
important documentation.

B.4 All councillors have | Yes

a council email address

or a separate email

address for council

business

B.5 All councillors have | Yes One Voice Wales, Planning Aid Wales and Councillors receive an induction training

received training on
their role and training
needs are regularly
reviewed

principal councils provide a range of
opportunities for training of members in
relation to their roles. The council must
develop a training plan and maintain a record
of training received. A training plan template
is available to One Voice Wales members on
request.

programme and induction folder
containing useful information and
guidance. Included in the folder is a copy
of the ‘Good Councillors Guide’. The
council has published a training plan for
councillors and officers on its website and
all members have received training on the
model Code of Conduct. This training is
arranged through Carmarthenshire County
Council.

14
Version 1.1 — November 2022

Return to top
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Theme B — Leadership and people

Statement In place Further information Comments and actions
(Yes/No)

B.6 All payments to Yes The Independent Remuneration Panel for The Independent Remuneration Panel for

councillors are made in Wales Annual report and guidance on Wales’ annual report is reported to the

line with the levels set payments to elected members is available on | Council’s Policy and Resources

out by the Independent its website. Committee for determination. The extent

Remuneration Panel for of any discretionary payments made by

Wales the council is confirmed in the council
minutes along with mandatory payments
determined by the Panel.

B.7 A statement of Yes Community and town councils must publish a | The council’s statement of payments to

payments to councillors
is published by 30
September each year
detailing payments
made to elected
members in the
previous municipal year

statement of payments detailing all payments
made to elected members in the previous
municipal year. Nil returns must also be
reported. See Independent Remuneration
Panel for Wales guidance.

councillors is published on the Council’s
website and a copy is also provided to the
IRPW in accordance with statutory
requirements.

The council carries out its employment duties

B.8 All employees have | Yes See ACAS — What an employment contract is | A written statement of particulars for each
a written employment employee is held in employee folders and
contract setting out the One Voice Wales and SLCC have model a copy of it is issued to every employee.
terms of their contracts of employment for clerks which are These folders are securely held by the
employment available to members. Deputy Clerk.

B.9 All employees have | Yes One Voice Wales and SLCC can provide Job descriptions are reviewed whenever a

an up-to-date job
description

guidance to member councils in relation to the
preparation of a job description and person
specification.

person’s job role changes. These are held
in the employee folders.
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Theme B — Leadership and people

Statement In place Further information Comments and actions

(Yes/No)
B.10 Any changes to Yes Councils must ensure that all changes to This function is performed by the
terms and conditions, terms and conditions are properly approved council’s Policy and Resources
including salary and recorded. committee. The committee’s terms of
increments, are reference cover all employee related
recorded and approved matters.
by the council
B.11 All staff have been | Yes The Code of Conduct (Qualifying Local This is provided in an induction folder.
given a copy of the Government Employees) (Wales) Order 2001 | staff are required to sign to confirm
employee code of receipt.
conduct
B.12 The council has Yes One Voice Wales and SLCC can provide The suite of employment policies are

core employment
policies in place, for
example:-

e Adoption and
Paternity Policy

¢ Alcohol, Drugs and
Substance Misuse
Policy

¢ Annual Leave Policy

e Appraisal Scheme

e Bullying and
Harassment

e Capability Policy

e Code of Conduct for
Employees

member councils with a suite of policies and
procedures.

The ACAS website also contains a range of
model policies and procedures

contained in an ‘employee handbook’
issued to all staff.

16
Version 1.1 — November 2022

Return to top



https://www.legislation.gov.uk/wsi/2001/2280/made
https://www.legislation.gov.uk/wsi/2001/2280/made
https://www.acas.org.uk/advice

Theme B — Leadership and people

Statement In place Further information Comments and actions
(Yes/No)
e Dignity at Work
Policy
¢ Discipline and
Grievance Policy
and Procedure Yes

e Equality and
Diversity Policy

e Health and Safety at
Work Policy

e Maternity Leave
Policy

e Member / Officer
Relations Protocol

e Recruitment
Procedure

e Shared Parental
Leave Policy

e Attendance
Management Policy

e Stress Management
Policy

e Time off in Lieu
Policy

e Training Policy

e Whistleblowing
Policy

17

Version 1.1 — November 2022

Return to top




Theme B — Leadership and people

Statement In place Further information Comments and actions
(Yes/No)
B.13 The council is Yes All councils must operate PAYE unless no HMRC employer ref: 615/L1773
registered as an staff:-
employer with HMRC The council has a bespoke payroll
e earn above the lower national insurance | software system and all staff PAYE
threshold; and contributions/payments are deducted at
e have any other source of income. source.

In practice, this means that very few clerks, Tax payments to HMRC are processed

even of small councils, will fail to be exempt weekly (for wages) and monthly (for

from PAYE. Other sources of income include | salaries) via the ‘Real Time’ link in the

income from pensions as well as other payroll software.

employments.

See GOV.UK PAYE and payroll for employers
B.14 All overtime Yes All additions to salary must be subject to This is processed via overtime claim
payments are paid PAYE forms, certified by the line manager and
through the normal then processed through the council’s
payroll process and payroll system once authorised. Salary
subject to PAYE payments are processed on a monthly

basis.

B.15 Any additional Yes Fixed sum allowances for home working are

allowances paid to staff
are subject to tax where
appropriate

limited by HMIRC. Payments above this
amount are taxable and should be taxed
through PAYE or entered onto a P11D return.
Mileage payments are also subject to tax
when they exceed mileage allowances
specified by HMRC — currently 45p per mile.

18
Version 1.1 — November 2022

Return to top



https://www.gov.uk/paye-for-employers
https://www.gov.uk/tax-relief-for-employees/working-at-home

Theme B — Leadership and people

Statement In place Further information Comments and actions
(Yes/No)
B.16 The council Yes See The Pensions Requlator website The council is a member of the Local

complies with pensions
legislation

Government Pension Scheme and
subscribes to the Dyfed Pension Scheme.

The council gives its staff the resources and support to carry out their role

B.17 All staff have Yes The council must develop a training plan and The council publishes a training plan on
received appropriate maintain a record of training received. A its website highlighting senior personnel
training for their role training plan template is available to One training requirements. The council has an
Voice Wales members on request. annual training budget for staff and
training opportunities are discussed and
identified as part and parcel of the
council’s performance appraisal system.
B.18 All staff have Yes Council staff should not use personal email All staff are issued with a personal

council email addresses
and access to council IT
systems

addresses for council communications, or
save council documents to personal
computers, for reasons of information security.

computer and or laptop and have
individual council email addresses.
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Theme B — Leadership and people — Summary of actions

Summary of actions

By who

By when
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Theme C — Community engagement and partnerships

Community and town councils play an active role in engaging, involving and consulting with their communities. An effective council
understands its community’s (people and places) needs and desires, and knows the positive difference it is making. Councils
should aim to ensure that no one feels disadvantaged, and that all groups within the community are engaged.

A partnership is an agreement to do something together that will benefit all involved, bringing results that could not be achieved by
a single partner operating alone and reducing duplication of efforts. Partnership working allows services to be delivered in a joined-
up way, such as through shared goals and/or sharing resources.

| | Statutory obligation |

Theme C — Community engagement and partnerships

Statement

In place
(Yes/No)

Further information

Comments and actions

The council engages with its comm

unity

C.1 The council has an
agreed community
engagement strategy

Yes

A community engagement strategy sets out
how the council will understand its
community, involve the community in their
work and communicate with their electors.

The community strategy is influenced by:

e Council statement of purpose;

Strategic Plan;

Whole Place Plan 2015-2030;

Council capital programme;

Carmarthenshire Public Services Board

Local Well-Being plan;

e Carmarthenshire Local Development
Plan; and

e Demographic datasets and statistics.
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Theme C — Community engagement and partnerships

Statement

In place
(Yes/No)

Further information

Comments and actions

C.2 The community
engagement strategy is
reviewed periodically

No

The Strategic Plan is reviewed after every
ordinary local government election cycle.
The last review was June 2022.

The Whole Place Plan is in need of
updating but this has resource
implications for the Community
Development Officer who hasn’t enough
capacity to see to this. The council has
agreed to some recruitment measures to
free up more time for the Community
Development Officer to update the plan.
Producing an overarching general policy
statement referencing the Strategic Plan
and Whole Place Plan will help draw
together the council’s work in this area.
The general statement would also list the
council’s links to the objectives set in the
Carmarthenshire Public Services Board’s
well-being objectives and how and when
the council consults the community over
council plans and projects.

C.3 The council
complies with the
requirements of the
Welsh Language
(Wales) Measure 2011

Yes

The council is expected to treat the Welsh
language reasonably and proportionately in
its dealing with the public.

A scheme endorsed by the Welsh Language
Commissioner sets out the principle, context
and use of the Welsh Language and how it is

The council has an approved Welsh
language scheme in place. In addition to
meeting the requirements of the scheme,
the council from time to time will translate
other documents into Welsh to publish on
the council’s website. While the website
is not fully bilingual large parts of it are.
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Theme C — Community engagement and partnerships

Statement In place Further information Comments and actions
(Yes/No)
applied to council activities and in the
workplace.
Welsh Language (Wales) Measure 2011, Part
4 Chapter 1: Duty to comply with standards —
Welsh Language Commissioner — The Welsh
Language Measure
C.4 The council makes | Yes Translation is carried out frequently.

provision to translate
documents when
required

Agenda front covers are translated for
every council/committee meeting cycle in
accordance with the Council’s Welsh
Language Scheme.

The council communicates with its

partners and community

C.5 The councilhasan | Yes A community or town council must make The council has a fully functioning
electronic presence / certain information available electronically as | website that complies with all legislative
website set out in the Local Government (Democracy) | requirements of the 2013 Act and the
Wales Act 2013 section 55 and associated Local Government and Elections (Wales)
guidance. Act 2021.
C.6 The council See Welsh Government Statutory Guidance: | The council complies with the statutory
publishes electronically Access to Information on Community and guidance.
Town Councils
a) Information on how | Yes

to contact it and, if
different, its clerk
including—
¢ a telephone number
e a postal address

Schedule 4 of the Local Government and
Elections (Wales) Act 2021 includes changes
to the Local Government Act 1972 relating to
community council notices e.g. giving notice
of meetings and their arrangements and the

issuing of a short note within 7 days of council

The council fully complies with the 2021
Act.

a) Full contact information for the
clerk is included.
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Theme C — Community engagement and partnerships

Statement

In place
(Yes/No)

Further information

Comments and actions

an email address

b) information about

each of its members,

including—

the member’'s name
how the member
may be contacted
the member’s party
affiliation (if any)
the ward which the
member represents
(where relevant)
any office of the
council held by the
member

any committee of the
council to which the
member belongs
the minutes of the
proceedings of the
council’s meetings
and (in so far as is
reasonably
practicable) any
documents which

Yes

Yes

meetings. These should be read in
conjunction with section 55 of the Local
Government (Democracy) (Wales) Act 2013,
which requires community councils to make
available electronically certain information
and documents (including minutes of
meetings).

b) Members have dedicated profiles on
the council website displaying the
required information.

c) Minutes of council/committee
meetings are available on the
council website dating back to 2006.
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Theme C — Community engagement and partnerships

Statement In place Further information Comments and actions
(Yes/No)
are referred to in the | Yes d) The council’s statement of accounts
minutes are published on the council’s
d) any audited website. They can be found under
statement of the the ‘Governance’ tab.
council’'s accounts
C.7 The council has a Yes The council has published its social media
social media policy policy on the website. The council has a
published on its website Facebook and ‘X’ account (Twitter).
C.8 The councilhasan | Yes See model complaints handling process The council has a formal complaints

agreed process for
handling complaints
which is published on its
website

available from the Complaints Standards
Authority

Public Services Ombudsman Wales has legal
powers to look into complaints about public
services

procedure on its website and members of
the public are also able to fill in a contact
form to compliment or complain when
emailing the council.
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Theme C — Community engagements and partnerships — Summary of actions

Summary of actions

By who

By when

e (2 Create a community engagement
strategy policy statement.

e Policy and Resources Committee

e November 2024
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Theme D — Business processes

A process is a series of actions or steps taken to achieve a particular end. A well-run and well-managed council will have clearly
defined processes in place for key areas of business. These processes give an overall structure for decision-making designed to:

e ensure compliance with legislative requirements;
e deliver consistent outcomes or results; and
e mitigate against risk by ensuring tasks are performed correctly.

Business processes are likely to be key indicators of the strength of financial management and governance arrangements of a
community or town council. The following will support your council to reflect on areas where typically a council has established
processes in place, and help you determine if you need to introduce new or different processes.

| | Statutory obligation |

Theme D — Business processes

Statement In place Further information Comments and actions
(Yes/No)
The council operates high standards of accountability and governance in an open and transparent way
D.1 The council has a Yes Councils are subject to arrangements relating | The council’s standing orders are
set of standing orders to to the conduct of meetings and making contained in the council’s constitution.
help govern the conduct decisions as set out in the Local Government | The constitution and standing orders are
of meetings, which is Act 1972, in particular Schedule 12. The reviewed periodically to keep abreast of
published on its website Local Government and Elections (Wales) Act | legislative changes, policy developments
2021 made amendments to Schedule 12 of and changes to procurement thresholds
the 1972 Act which councils will also need to | for contracts for the supply of goods or
be aware of, see in particular Schedule 4 to services.
the 2021 Act. In addition, it is strongly
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Theme D — Business processes

Statement In place Further information Comments and actions
(Yes/No)
recommended that a council has its own The constitution is published on the
standing orders. One Voice Wales and SLCC | council’s website.
can provide model standing orders to
member councils. Councils must have
standing orders with respect to contracts for
the supply of goods and materials or the
execution of works (see Local Government
Act 1972, s135).
D.2 Councillors’ Yes See The Code of Conduct for members of Councillors’ declarations of interests is
declarations of personal local authorities in Wales: Guidance from the | listed as a standard agenda item on
and prejudicial interests Public Services Ombudsman for Wales council and committee agendas for every
are recorded in the meeting. Declarations are recorded in the
minutes and published minutes of the meetings and also kept on
on a separate rolling a 12 month rolling register which is
register on its website updated on the council website after every
monthly council meeting cycle.
D.3 The council has Yes Having an annual cycle of council and The meeting schedule is published on the
published a schedule of committee meetings in place to expedite council’s notice board at Vauxhall
meetings on its website business arrangements supports local Buildings and on the council’s website. In
democracy and demonstrates transparency the run up to meetings embedded links
and public accountability. are attached to the schedule to provide
access to up and coming meeting
agendas.
D.4 The council holds Yes See Local Government Act 1972, Schedule

an annual meeting in
May

12, Part IV, section 23
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Theme D — Business processes

Statement In place Further information Comments and actions
(Yes/No)

Note also the duty to hold an annual meeting

within 14 days of an ordinary election of

community councillors.

The chairman should sign a declaration of This is listed as a standard agenda item

acceptance of office. on the annual meeting agenda.
D.5 The council has Yes See Local Government Act 1972 section 101 | Committee terms of reference are set out
clearly defined terms of in the council constitution which is
reference (as published on the council website.
appropriate) in place
where it discharges
functions to standing
committees. The terms
of reference should be
published on the
council’'s website
D.6 The council Yes See Local Government Act 1972, Schedule In the run up to meetings embedded links
publishes all agendas 12, Part IV, section 26 are attached to the meeting schedule to
and supporting provide access to up and coming meeting
background papers on agendas three clear days before the
its website at least three meeting.
clear days before the
meeting.
D.7 Councillors are Yes See Local Government Act 1972, Schedule Councillors are summoned via electronic

served with a summons
and receive copies of
agenda papers and draft
minutes at least three

12, Part IV, section 26

invitation using Microsoft Teams Software
attaching the formal agenda. Members are
also summoned by receiving a paper copy
of the summons and agenda in addition to
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Theme D — Business processes

Statement In place Further information Comments and actions
(Yes/No)

clear days before the the remote meeting invite if they so

meeting request to receive the summons and
agenda via the postal service.

D.8 Members of the Yes See Public Bodies (Admission to Meetings) In addition to admitting access to the

press and public are Act 1960, and amendments to that Act press and public at council and committee

permitted access to provided for in Schedule 4 of the Local meetings; a standard council agenda item

council meetings and Government and Elections (Wales) Act 2021 | is listed at the beginning of the agenda

are supplied with copies inviting public participation by allowing

of the agenda papers questions to be asked about the business
to be transacted. The only occasion when
the press and public are not permitted
access during meetings is when
confidential items are being discussed.
Members of the press and public may
attend in person or via remote access. All
agendas are published on the council
website.

D.9 The council Yes See Welsh Government Statutory Guidance: | The council publishes its council,

publishes all council /
committee /
subcommittee minutes
on its website

Access to Information on Community and
Town Councils

Schedule 4 of the Local Government and
Elections (Wales) Act 2021 includes changes
to the Local Government Act 1972 relating to
community council notices e.g. giving notice
of meetings and their arrangements and the
issuing of a short note within 7 days of council
meetings. These should be read in

committee/sub-committee minutes on its
website. The website contains a minutes
archive dating back to 2006 to present
date.

Meeting notes are now also published on
the council website for all formal meetings
in anticipation of the minutes being
confirmed as a true record of proceedings.
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Theme D — Business processes

Statement In place Further information Comments and actions
(Yes/No)

conjunction with section 55 of the Local

Government (Democracy) (Wales) Act 2013,

which requires community councils to make

available electronically certain information

and documents (including minutes of

meetings).
D.10 The council makes | Yes See Local Government and Elections (Wales) | All council and committee meetings are
and publishes Act 2021 section 47 and chapter 2 of The organised as multi-location meetings.
arrangements for multi- Local Government and Elections (Wales) Act | People have the choice to participate face
location attendance at 2021: Statutory Guidance for Community and | to face or via remote access using IT or
community and town Town Councils teleconferencing facilities.
council meetings
D.11 The council has Yes These must provide clear terms of reference | Committee delegations are set out in
approved scheme of for areas of responsibilities for committees specific terms of reference contained in
delegations to and to facilitate the clerk taking urgent the council constitution. The Clerk’s
committees and the decisions between the cycles of meetings. scheme of delegated powers is also
clerk and these are contained in the constitution. The
published on its website constitution in published on the website.
D.12 The councilhas a | Yes A council constitution sets out the rules

documented constitution
describing its general
governance
arrangements

governing the council’s business and how it
operates and enhances local accountability
and transparency.

An example of a council constitution can be
found on Llanelli Rural Council’'s website.
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Theme D — Business processes

Statement In place Further information Comments and actions
(Yes/No)
D.13 The council Yes The annual business plan is set out in
produces and approves annual service plans which are presented
an annual business plan to committee for adoption. The plans are
reviewed six months into the municipal
year.
D.14 The council hasa | Yes The council must have documentation in The council has adopted the model
freedom of information place in order to comply with the Freedom of | publication scheme.
publication scheme Information Act 2000 — Duty to have a
publication scheme
The Information Commissioner’s Office has
produced a Freedom of Information self-
assessment toolkit
D.15 The council hasa | Yes The council must comply with the Data

current information and
data protection policy,
which is published on its
website.

Protection Act 2018 and General Data
Protection Regulation 2018 (GDPR). The
Information Commissioner’s Office has
published a guide to Data Protection and a
guide to GDPR on its website.

The Information Commissioner’'s Office has a
checklist to help comply with data protection
responsibilities

The Information Commissioner has produced
a checklist ‘How secure is your personal
data?’
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Theme D — Business processes

Statement

In place
(Yes/No)

Further information

Comments and actions

D.16 The council has
completed and met the
requirements of the
Information
Commissioner’s data
protection self-
assessment checklist for
organisations

Yes

A Data protection self-assessment is
available on the Information Commissioner’s
Office website.

The council used the self-assessment
checklist to benchmark and audit its
general compliance with data protection
legislative requirements. A number of
policies were created as a consequence.

D.17 The council has a
current IT Information
Security Policy, which
has been issued to
councillors and staff

Yes

D.18 The council has a
suite of privacy notices
published on its website,
email communications
and other forms of client
correspondence

Yes

Model policies and privacy notices available
to members from One Voice Wales and the
SLCC.

The council has developed a number of
privacy notices for use in connection with
particular communications, products or
services.

D.19 The council has
performed a data audit
to assess what
information it holds

Yes

D.20 The council has a
document retention
policy published on its
website

Yes
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Statement In place Further information Comments and actions

(Yes/No)
D.21 The council No The council does perform data purges but
periodically purges they are not programmed periodically.
information which it no This needs to be introduced on a more
longer needs to keep systematic basis.
D.22 The council keeps | Yes A universal record disposal system needs
information disposal to be created across the council
records departments to help standardise record

disposal methods.

D.23 The council has Yes See The Public Sector (Websites and Mobile | The council’s website developers have
published an Applications) Accessibility Regulations 2018 performed an audit against the national
accessibility statement standard. The council’s accessibility
on its website and See Understanding accessibility requirements | statement explains what areas of the
undertakes periodic for public sector bodies website do not fully comply with the
reviews to ensure that standard.
the website remains
compliant
D.24 The councilhasa | No One Voice Wales can supply a selection of While systems were put in place during
business continuity plan model policies to member councils on a the Covid-19 pandemic, the council
to help it continue to consultancy basis. doesn’t have a documented plan to
function should it support its business continuity
encounter loss or arrangements. This needs to be created.
damage to property
D.25 The council has an | No This is an area of work where the council

emergency plan to help
support community

needs to establish a plan. Moreover, it
needs to forge stronger links with the
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Theme D — Business processes

Statement In place

(Yes/No)

Further information

Comments and actions

resilience and which has
been shared with the
Emergency Planning
Authority

Emergency Planning Officials at
Carmarthenshire County Council.

There is a genuine concern as to how the
plan could then be utilised by the
Emergency Planning Authority. This is
likely to be a challenge given the lack of
meaningful interaction the council had
with the EPA during the Covid-19
pandemic.

Officers at the EPA were ill-informed about
the council’s community resilience
arrangements and did not involve council
officers in its contingency planning over
the potential use of the council’s
community halls and local burial services
at Llanelli District Cemetery.

There was a serious misunderstanding
over who did what. However, a written
plan shared with the EPA would help it
garner a better understanding of the
council’s possible role in supporting a
localised response to any future
emergency planning situation.

The council fulfils its duties and responsibilities in regard to health, safety and welfare

D.26 The council has an | Yes
extant Health and

Safety Policy Statement

Employers must:
Provide a safe working environment for
employees and all other persons affected by

The council has an extant Health and
Safety Policy Statement. This is displayed
on staff notice boards across the main
council offices and satellite offices.
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Statement In place Further information Comments and actions
(Yes/No)
and associated its actions, including contractors and The council has access to a Health and
procedures members of the public. Safety Advisory service and through this
service it has developed a number of
Employees must: procedures and documentation to support
Act in accordance with the council’s Health its programme of work.
and Safety policy and supporting procedures | All staff have been issued with a Health
and comply with all statutory regulations and | and Safety handbook.
Health and Safety legal requirements.
See Health and Safety Executive website
D.27 There is an annual | Yes The council budgets for the ongoing
budget in place to meet upkeep of assets to keep them in safe
health and safety working order and to maintain a safe
requirements working environment.
D.28 The council has Yes The council has a vast array of risk
documented risk assessments covering a number of
assessments in place activities and service areas. The council
and performs regular also has access to a specialist health and
reviews (at least safety advisory service.
annually) of all its risk Keeping everything under annual review is
assessments to identify a challenge. The council recognises there
hazards and the are capacity issues to overcome and has
adequacy of existing agreed to increase staff resources to keep
control measures across on top of its responsibilities.
all activities and service
areas
D.29 The council has Yes The council has developed safe systems

developed internal

of work to help manage risk.
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Theme D — Business processes

Statement In place Further information Comments and actions
(Yes/No)

systems to manage the An annual action plan to mitigate against

control measures set risk is presented to Council for

out in the risk consideration.

assessments relating to

council property and

activities, and produces

an annual action plan

which is reviewed and

reported to council

D.30 The council has an | Yes The accident books are located at the

accident report book council’s public reception points.

and related investigation

procedures

D.31 The councilhasa | No This needs development and will be

stress management investigated. The council is in the

policy process of reviewing its advisory service
for employment and health and safety. A
number of suppliers bidding for the
service have digital tools to create and
manage a stress management policy. The
advisory service contracts are to be
renewed in March 2024.

D.32 The council hasa | No This needs development and will be

stress risk assessment

investigated. The council is in the
process of reviewing its advisory service
for employment and health and safety. A
number of suppliers bidding for the
service have digital tools to create and
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Statement In place Further information Comments and actions
(Yes/No)
manage a stress risk assessment. The
advisory service contracts are to be
renewed in March 2024.
D.33 The council Yes The council has developed its own events

facilitates and controls
community events and
has an events
management plan to
consistently regulate
event activities safely

management plan. The plan is issued to
outside bodies wishing to stage events on
council owned premises or land holdings.

The council understands how to ma

nage its assets and facilities

D.34 The council Yes The Accounts and Audit (Wales) Regulations | The register is held by the Responsible
maintains a register of 2014, reqgulation 6, requires the council to Finance Officer.
its assets keep a record of all assets and liabilities held

by the council.
D.35 The council Yes Councils need to ensure that their community | The council has dedicated maintenance
periodically examines based assets are safe for use by councillors, | budgets in place and service plans to
and risk assesses its officers and the public. safeguard buildings, machinery and
assets and prepares equipment.
maintenance / repair
plans
D.36 The council Yes Councils should ensure that they fully Prior to any acquisition of large value

prepares a business
case before entering
into the acquisition of
large value assets

understand the implications and effects of
acquiring assets. These may incur ongoing
maintenance and running costs and may

assets, a business case is prepared by
officers for member consideration through
the council’s formal decision making
arrangements.
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Theme D — Business processes

Statement In place Further information Comments and actions
(Yes/No)
require the council to borrow money to Any associated borrowing approval is
finance the projects. signed off by the Council before
submission to Welsh Government.
Welsh Government guidance - Borrowing
approvals: guidance for community and town
councils
D.37 The council has Yes Insurance must be in place to cover Insurance cover is subject to periodic

adequate insurance
cover to protect
employees, buildings,
other property, cash and
members of the public.

employees, members of the public, all
buildings, contents and events.

Insurance documents should be circulated
and approved by full council.

Certificates of insurance must be displayed in
a prominent position at all council premises.

review to ensure the council is fully
insured to manage risk.
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Theme D — Business processes — Summary of actions

Summary of actions

By who

By when

e D24 Create a business continuity plan

e Policy and Resources Committee

e March 2025

e D25 Create an emergency plan

e Policy and Resources Committee

e March 2025

e D31 Create a stress management policy

e To be delivered through the new
employment and health and safety
advisory service.

e December 2024

e D32 Create a stress risk assessment

e To be delivered through the new
employment and health and safety
advisory service.

e December 2024
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Theme E — Resources and financial management

Community and town councils are entrusted with management of public funds and assets. All councils should have appropriate
financial governance arrangements in place to ensure the security of these resources and to ensure that they achieve economy,
efficiency and effectiveness in the use of those resources.

This theme considers the arrangements the council has put in place to manage its resources and covers both assets held and the
council’s finances. The questions here will provide confidence that the statutory and non-statutory procedures for good financial
management are in place, or highlight areas where the council needs to make improvements.

| | Statutory obligation |

Theme E — Resources and financial management

Statement

In place
(Yes/No)

Further information

Comments

The council has suitable accounting

and audit systems

E.1 The council has a
formally appointed
responsible financial
officer

Yes

Local Government Act 1972 section 151
requires the council to make arrangements
for the proper administration of its financial
affairs and to secure that one of its officers,
the responsible finance officer, has
responsibility for administration of those
affairs.

See chapter 4 of Governance and
Accountability for Local Councils in Wales —
A Practitioners Guide for further guidance.

The council employs a Responsible
financial Officer. The appointment is a
separate appointment to that of the Clerk to
the Council.
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Theme E — Resources and financial management

Statement

In place
(Yes/No)

Further information

Comments

E.2 The council has a
complete and up to date
ledger/cashbook

Yes

Accounts and Audit (Wales) Regulations
2014 - regulation 6 requires the Council’s
accounting records to:

(a) be sufficient to show and explain a
relevant body's transactions and to enable
the responsible financial officer to prepare
the accounting statements; and

(b) contain—

(i) entries from day to day of all sums of
money received and expended by the
body and the matters to which the
income and expenditure or receipts
and payments accounts relate;

(ii) a record of the assets and liabilities of
the body; and

(iii) a record of income and expenditure
of the body in relation to claims
made, or to be made, by it for
contribution, grant or subsidy.

The council operates a full ledger
accounting system to record all
transactions, Omega accounting software,
provided by Rialtas Business Solutions.

E.3 The council has
clearly documented
accounting procedures
including any
segregation of duties
and a schedule of key
records

Yes

The Accounts and Audit (Wales)
Regulations 2014 require the responsible
financial officer to determine the council’s
accounting control systems and ensure that
the accounting control systems are
observed.

The accounting control systems must
include—

The council has documented financial
responsibilities covering all transactions,
procedures and segregation of
responsibilities in financial management.
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Theme E — Resources and financial management

Statement

In place
(Yes/No)

Further information

Comments

(a) measures to ensure that financial
transactions are recorded as soon as
reasonably practicable and as accurately as
reasonably possible, measures to enable
the prevention and detection of inaccuracies
and fraud, and the ability to reconstitute any
lost records;

(b) identification of the duties of officers
dealing with financial transactions and
division of responsibilities of those officers in
relation to significant transactions;

(c) procedures to ensure that uncollectable
amounts, including bad debts, are not
written off except with the approval of the
responsible financial officer, or such
member of that person's staff as is
nominated for this purpose, and that the
approval is shown in the accounting record;
and

(d) measures to ensure that risk is
appropriately managed

a) A robust system in place to ensure
transactions are recorded in a timely
manner. All transactions are allocated to
budget codes and purchase orders. The
invoices and payments are signed off by
the authorising officer and RFO. Invoices,
ledger payment reports and BACS reports
from Barclays.net are compared and signed
off to ensure transactions are accurate and
free from error and/or fraud.

(b) The Financial Responsibilities document
is reviewed annually by the Responsible
Financial Officer, any updates to the
assigned duties are presented to members
for approval. The council Constitution
details the financial regulations and
banking signing arrangements in place.

(c) In the event of uncollectable amounts or
bad debts, these are only written off with
the approval of the RFO and in consultation
with the officer who raised the invoice in
the first instance.

(d) The council has a Corporate Risk
Management Policy and produces an action
plan annually.
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Theme E — Resources and financial management

Statement In place Further information Comments
(Yes/No)

E.4 The council has a Yes Councils should ensure that they are fully The council maintains a schedule of its key
schedule of its key aware of all key accounting records accounting records in accordance with the
accounting records including for example, burial register, council’s Retention and Disposal Policy.

cheque books, invoices, payroll records,

contracts (including employment contracts)
E.5 There are Yes Councils must ensure that all accounting There is a systematic secure transfer of all
documented records including contracts, payroll records, | records when there was a change to the
arrangements for invoices etc are held securely and proper RFO.
transfer of documents arrangements are in place for the transfer of | All contracts of employment are maintained
on change of records on changes in the clerk/responsible | in the council offices in personnel files. The
responsible financial financial officer. This is particularly important | Clerk’s contract is retained by the Deputy
officer where the council does not have its own Clerk on the council’s behalf.

office.

The council’s copy of the clerk’s

employment contract should not be retained

by the clerk where the council does not have

its own office.
E.6 The council has and Yes See Governance and Accountability for Earmarked Reserves are maintained and
monitors a record of its Local Councils in Wales — A practitioners reviewed during the year. They are only
earmarked reserves and guide (2019 Edition) chapter 22 for guidance | maintained for specific purposes and used
balances and ensures to offset precept demands. Earmarked
that precept is not reserves are rolled forward and included in
raised unnecessarily budget preparations.
E.7 There is an agreed Yes Preparing and agreeing a timetable for the The council expenditure exceeds the

timetable for the
preparation and
approval of the Annual

preparation and approval of the annual
return will enable the council to meet the
statutory approval date of 30 June each

threshold of 2.5 million for a
town/community council, therefore it does
not produce an annual return. A statement
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Theme E — Resources and financial management

Statement

In place
(Yes/No)

Further information

Comments

Return/statement of
accounts

year. Documenting these arrangements
also assists in handover of responsibilities
between outgoing and incoming responsible
financial officers.

of accounts is produced and approved by
council by 30 June each year. The accounts
are subject to a full transaction-based audit
performed by Audit Wales. The timetable to
ensure the council meets its statutory
approval date is agreed in January when
the dates for the year end health check,
closedown arrangements and preparation
of accounts are agreed with the council’s
accountants, DCK Accounting Solutions.
The date for the special council meeting
where members approve the statement
accounts is agreed with the Chairman in
May or early June prior to the preparation
of the statement of accounts to ensure the
council meets its statutory approval in
accordance with the Accounts and Audit
Regulations 2014.

E.8 The approval of the
Annual Return is a set
agenda item on the
council meeting
schedule to be
approved by 30 June

Yes

See The Accounts and Audit (Wales)
Requlations 2014, requlation 15

Members will need to be mindful of the
statutory timetable for approving the
accounts and where the statutory dates are
not met, establish why there is a delay and
make arrangements to approve the
accounts as soon as possible thereafter.

A special council meeting is held for the
approval of the statement of accounts
before the 30 June annually. The unaudited
statement of accounts is published on the
council’s website in accordance with the
Accounts and Audit Regulations 2014.
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Theme E — Resources and financial management

Statement In place Further information Comments
(Yes/No)

Members must receive the full annual return

3 days before the meeting.

The Accounts and Audit (Wales)

Regulations 2014 requires that the council

as a whole approve the accounting

statements (contained in the Annual Return)
E.9 Councillors receive No Councils should not approve the annual This does not apply to the council as it
appropriate evidence to return until they are satisfied that the does not complete an annual return.
support the governance assertions made in the annual governance
assertions made in the statement are supported by sufficient
annual governance evidence to justify the answers given.
statement as included in
the annual return
E.10 The council has a Yes See Governance and Accountability for The council has a Corporate Risk

risk register which is
reviewed at least
annually

Local Councils in Wales — A practitioners
quide (2019 Edition) chapter 9 for quidance

The council should have a risk management
scheme which highlights every significant
risk in terms of the council’s activities and
makes clear how such risks will be
managed. This includes investing in
adequate insurance to protect employees,
buildings, cash and members of the public.

Assessment which is reviewed annually in
conjunction with an action plan to address
and manage any risks identified.
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Theme E — Resources and financial management

Statement In place Further information Comments
(Yes/No)

E.11 Appointment of the Yes See Governance and Accountability for The council has appointed an internal

internal auditor and Local Councils in Wales — A practitioners auditor, and the scope of the audits are

internal audit terms of quide (2019 Edition) — chapter 11 and reviewed every five years. The internal

reference are approved appendix 2 auditor is approved by council. Internal

by the council auditor was last approved on 8 September
2021, minute no. 183 refers.

E.12 The effectiveness Yes Accounts and Audit (Wales) Regulations The internal audit takes place at two

of internal audit is 2014 - regulation 7 requires that the council | intervals annually. During the visits, all

reviewed at least once maintain an adequate and effective system | aspects of financial management are

in each year of internal audit. reviewed. The interim and final reports are
presented for council consideration at the
next ordinary council meeting.

E.13 Councillors No This does not apply to the council.

examine the audit pack

to be sent to the Auditor

General for Wales to

confirm the accuracy of

the information provided

E.14 The rights of the Yes See Accounts and Audit (Wales) The statement of accounts and audit are

public in relation to the Regulations 2014 — regulation 17 advertised to meet the regulation 17 on the

accounts are council noticeboard and website.

advertised at the

appropriate times

E.15 The council allows Yes See Accounts and Audit (Wales) The council invites the public to inspect the

inspection of the annual
return or statement of
accounts and the
supporting accounting

Requlations 2014 — regulation 17

accounting records by advertising on the
noticeboard and website.

47
Version 1.1 — November 2022

Return to top



http://www.onevoicewales.org.uk/OVWWeb/UserFiles/Files/Front%20Page/Governance%20and%20Accountability%20A%20Practitioners%20Guide%20Wales%202019.pdf
http://www.onevoicewales.org.uk/OVWWeb/UserFiles/Files/Front%20Page/Governance%20and%20Accountability%20A%20Practitioners%20Guide%20Wales%202019.pdf
http://www.onevoicewales.org.uk/OVWWeb/UserFiles/Files/Front%20Page/Governance%20and%20Accountability%20A%20Practitioners%20Guide%20Wales%202019.pdf
https://www.legislation.gov.uk/wsi/2014/3362/regulation/7/made
https://www.legislation.gov.uk/wsi/2014/3362/regulation/7/made
https://www.legislation.gov.uk/wsi/2014/3362/regulation/17/made
https://www.legislation.gov.uk/wsi/2014/3362/regulation/17/made
https://www.legislation.gov.uk/wsi/2014/3362/regulation/17/made
https://www.legislation.gov.uk/wsi/2014/3362/regulation/17/made

Theme E — Resources and financial management

Statement In place Further information Comments
(Yes/No)
records and other
documents once the
statement of accounts
has been approved by
the council
E.16 Councillors receive Yes The council should ensure they are aware of | The outcome and certificate from the
a copy of the Auditor the outcome of the statutory audit and any Auditor General is reported to council with
General’s final audit issues identified so that its arrangements information on any corrections and/or
report and a copy of the can be improved or errors corrected for recommendations for future preparation of
Auditor General for future years the statement of accounts.
Wales’ certified annual
return
E.17 The statement of Yes See Accounts and Audit (Wales) The audited statement of accounts with the

accounts is published
after the annual external
audit, together with the
auditor’s report

Regulations 2014 — regulation 18

external auditor’s certificate and report is
published on the council website
immediately after the council has approved
and accepted the outcome.

The council has suitable financial management and financial assistance processes

E.18 The council
prepares a detailed
budget each year prior
to setting the precept

Yes

The Local Government Finance Act 1992
section 50 requires the council to calculate
its budget requirement for the year and
specifies how the budget requirement is to
be calculated

See Governance and Accountability for
Local Councils in Wales — A practitioners
guide (2019 Edition) — chapter 6

A detailed budget of income and
expenditure is prepared and presented to
the various committees to agree the
budgets to be taken to the special council
meeting to agree the estimates of income
and expenditure and precept demand. The
council receives the Band D requirement
from the county council to calculate the
precept.
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Statement In place Further information Comments

(Yes/No)
E.19 The budget and Yes At a special council meeting held in
the precept requirement February to inform the county council of
are approved by the the precept demand before the 1 March
council deadline.
E.20 The council Yes Regular monitoring of income and Income and expenditure reports including a
receives periodic expenditure can help councils to identify schedule of payments are reported monthly
(monthly/quarterly) financial issues before they become to the Finance and General Purposes
reports comparing problems. Committee where members interrogate
income and expenditure spending against the budget.
against the approved
budget, and where there
are differences between
actual and budget
figures, the council
ensures it receives
detailed explanations of
the differences
E.21 The council Yes The bank reconciliation is an important The Chairman of the Finance and General

receives and reviews
periodic
(monthly/quarterly) bank
reconciliations

internal control as it provides evidence of
the completeness and accuracy of the
amounts recorded in the council’s
accounting records. Reconciliations should
be prepared whenever a bank statement is
received and should be reviewed to confirm
they have been properly prepared.
Reviewers should seek evidence and
explanations for reconciling items.

Purposes Committee approves the bank
reconciliations monthly.
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Statement In place Further information Comments

(Yes/No)
E.22 Welsh Government Yes Councils must obtain Welsh Government The borrowing approval application form is
consent is obtained consent before entering into long term completed and submitted to Welsh
before entering into long borrowing arrangements. Government prior to loan application to the
term borrowing to UK Public Works Loan Board. Borrowing
finance capital Welsh Government publishes guidance on approval from Welsh Government is
expenditure applying for borrowing approvals and an maintained on file.

application form on its website.

E.23 Arrangements are Yes Accounts and Audit (Wales) Requlations There are two internal audit visits annually
in place for internal audit 2014 - regulation 7 requires that the council | — mid way and year end prior to the
of the council’s maintain an adequate and effective system | preparation of the statement of accounts.
accounting records and of internal audit.
of its system of internal
control, and for receipt
of the internal audit
report prior to the
council’s approval of the
annual return
E.24 Standing orders Yes Local Government Act 1972 section 135 Standing orders for the procurement of

are in place specifically
for the procurement of
the supply of goods,
materials, works and
services

requires all councils to make standing
orders covering contracts for the supply of
goods, materials and the execution of
works.

The standing orders must make provision to
secure competition and to regulate the way
in which tenders are invited. Section 135 of
the Local Government Act 1972 allows for

goods and services are contained in the
council’s financial regulations in the
Constitution, this includes but is not limited
to invitations to tender, small contracts and
dealing with exemptions.
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Theme E — Resources and financial management

Statement In place Further information Comments
(Yes/No)

small contracts to be exempt and to make

an exemption in a particular case.

One Voice Wales and SLCC can provide

model standing orders to members.
E.25 The council Yes Model standing orders and financial Standing orders and the thresholds are
reviews procurement regulations need to be tailored to fit the reviewed to ensure they remain relevant
thresholds in its needs of the council. and approved by council. The most recent
standing orders and update to the standing orders and financial
financial regulations to regulations following review was on 8
ensure they remain March, 2022, Minute No. 452 refers.
relevant
E.26 Significant items of Yes Significant expenditure and contracts are
expenditure and all subject to specific committee reports in
contracts are reviewed accordance with standing orders and
to ensure compliance financial regulations.
with the standing orders
/ financial regulations
E.27 Exemptions to the Yes Standing orders / financial regulations must | Details on how the council applies
standing orders / be followed as a matter of course, any exemptions are recorded in the council’s
financial regulations are exceptions are expected to be rare and the | financial regulations and recorded in the
only applied in reasons for departure should be minutes.
exceptional documented / recorded in the minutes of the
circumstances council.
E.28 Documented Yes The council should have clearly documented | The mandate for banking and signing

procedures are in place
for making payments to

procedures for authorising and making
payments. This is required to ensure:

arrangements requires three signatories:
two councillors and one officer, this
includes opening bank accounts, setting up
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Theme E — Resources and financial management

Statement

In place
(Yes/No)

Further information

Comments

third parties and
employees

e Bank accounts are only opened with
consent of the council

e Direct debits and standing orders are
properly authorised

e Appropriate authorisation limits and
procedures are in place to ensure that
only approved payments are made

e Access to council funds is safeguarded
in case of departure of members/officers

direct debits and standing orders, raising
cheques. Payments are signed by the
Chairman of the Finance and General
Purposes Committee.

The PO issuing officer signs to approve
products and/or services have been
delivered in accordance with the order prior
to the RFO signing off payment approval.

The council provides some employees with
Barclaycards, under the Welsh Government
procurement for public sector
organisations. The council has a Credit
Card Policy in place and each cardholder is
required to agree and sign a credit
cardholder agreement which details the
appropriate terms and conditions of use
including authorisation limits and
procedures.

Access control to funds is safeguarded, if a
member or officer departs, the mandate will
allow other authorised signatories to
remove the departing official from the
mandate for banking arrangements and
accessing the bank accounts. Access to the
bank account can be actioned immediately,

52
Version 1.1 — November 2022

Return to top




Theme E — Resources and financial management

Statement In place Further information Comments
(Yes/No)

authorisation to sign will be submitted to
the mandate team at Barclays.

E.29 Payments are Yes Independent review of payments processes | The daybook is reviewed with the bank lists

periodically reviewed to is an important control to limit the risk of to ensure that there are no errors or

ensure that the fraud or other error arising. anomalies by the RFO. Bank and cashbook

appropriate procedures payments are counterchecked by members.

have been followed
The internal auditor checks the bank
records and cashbook payments and
receipts match, ensuring all invoices are
provided and have been appropriately
authorised by the RFO.

E.30 The establishment Yes Bank standing orders and direct debits Direct debits and regular payments are

and ongoing payments result in an ongoing series of payments and | reviewed and monitored monthly and

made by bank standing the council should ensure that it presented to committee members in the

order/direct debit are understands what the payments are for and | monthly schedule of payments.

monitored the current level of payments made.

E.31 There is a Yes Adoption of a policy and specified procedure | Applications for financial assistance from

documented policy and
procedure for the award
of grants

for the award of grants will help councils to
decide between competing requests for
support. Councils can set key criteria for
eligibility, limits on the assistance that may
be awarded and specify evidence required
to support applications for funds. It also

organisations are received, considered, and
awarded by the Finance and General
Purposes Committee as per the policy in
place. A separate budget for Ward
allocations is agreed and members of each
ward collectively agree to support local
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Theme E — Resources and financial management

Statement

In place
(Yes/No)

Further information

Comments

provides a clear trail from the application to
the award of grant.

organisations in their ward. Budgets for
grants for the halls managed under
voluntary arrangements are in place for
producing and submitting annual statement
of accounts, rates notices and public
liability insurance. The grants are approved
by the Recreation and Welfare Committee.

E.32 The council
calculates annually the
maximum

sum it is allowed to
spend under the section
137 power

Yes

The amount councils are permitted to spend
is limited to a multiple of registered electors
as at January immediately before the start of
the financial year. Councils need to ensure
that they do not spend more than the
allowed sum. The allowable amount is
published annually by Welsh Government.

Note - Once a council resolves itself an
eligible community council for the purposes
of the general power of competence, section
137 of the Local Government Act 1972 no
longer applies to the council. Unlike section
137 there is no financial limitation on what
an eligible community council can spend if
they are exercising the general power of
competence.

See chapter 1 of The Local Government and
Elections (Wales) Act 2021: Statutory

The spending allowed under section 137 is
confirmed in writing by Welsh Government.
Any spending under section 137 power is
documented separately to include in the
annual statement of accounts.

In accordance with the provisions of the
Local Government and Elections (Wales) Act
2021, the council at its meeting held on 13
February 2024, formally resolved that it is an
‘Eligible Community Council’ for the purpose
of using the General Power of Competence.
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Theme E — Resources and financial management

Statement In place Further information Comments
(Yes/No)

Guidance for Community and Town

Councils
E.33 Before making a Yes Section 137 of the Local Government Act Officers are well versed in the range of powers
decision to award a 1972 requires that the financial assistance given to the community council sector.
grant for financial awarded is commensurate with the benefit
assistance under s137 accrued to the community.
of the Local
Government Act, the Where a council has resolved itself to be an
council considers if the eligible community council under the Local
grant awarded is Government and Elections (Wales) Act 2021
commensurate with the and the general power of competence is
benefit that will be intended to be exercised, the conditions
accrued to the under section 137 do not apply. See chapter
community 1 of The Local Government and Elections

(Wales) Act 2021: Statutory Guidance for

Community and Town Councils
E.34 Before making a Yes The miscellaneous power cannot be applied | The council is an eligible community council for

decision to award a
grant under s137 of the
Local Government Act
1972, the council
considers if it has a
specific power to incur
the expenditure rather
than applying the

to incur expenditure where there is an
existing statutory provision that would allow
the expenditure to be incurred. In addition
these powers cannot be applied to
circumvent a statutory prohibition on the
expenditure being incurred.

the purposes of using the General Power of
Competence so it no longer relies on using the
Section 137 power.
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Theme E — Resources and financial management

Statement

In place
(Yes/No)

Further information

Comments

section 137 power, or if
there is a statutory
prohibition on making
such a payment

E.35 The council keeps
a separate account of all
section 137 payments

Yes

See section 137 of the Local Government
Act 1972

E.36 For eligible
community councils,
which are therefore able
to exercise the general
power of competence,
the council ensures it
acts in accordance with
the relevant sections of
the Local Government
and Elections (Wales)
Act 2021 and
associated guidance.

Yes

See Part 2 of the Local Government and
Elections (Wales) Act 2021 and chapter 1 of
The Local Government and Elections
(Wales) Act 2021: Statutory Guidance for
Community and Town Councils
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Theme E — Resources and financial management — Summary of actions

Summary of actions

By who

By when
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Summary of all actions to be taken as a result of Part 1 — The health check

Summary of key actions

By who

By when

e Al The council’s Strategic Plan is
reviewed every five years following the
local government ordinary elections
cycle.

e (2 Create a community engagement
strategy policy statement.

e D24 Create a business continuity plan.
e D25 Create an emergency plan.

e D31 Create a stress management policy.

e D32 Create a stress risk assessment.

Policies and Resources Committee

Policy and Resources Committee

Policy and Resources Committee
Policy and Resources Committee
To be delivered through the new
employment and health and safety
advisory service.

To be delivered through the new
employment and health and safety
advisory service.

e Next review June 2027

e December 2024

e March 2025
e March 2025
e December 2024

e December 2024
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Part 2: The self-assessment

Introduction and how to use

The self-assessment is the councillor-led part of the toolkit. The self-assessment
consists of six themes, the first five of which are the same as the themes contained
in Part 1 — The health check:-

Vision, purpose and community planning
Leadership and people

Community engagement and partnerships
Business processes

Resources and financial management
Evaluating impact

Each theme contains one or more overarching governance statements that reflect
the characteristics of effective governance of a community or town council. The
council should consider how it is operating in relation to each of the
statements, and is supported to reach conclusions by a series of probing
questions and examples of evidence that it may wish to consider.

Each overarching statement is followed by:-

Questions to consider - these will help you and your council understand and
reflect on how the council is operating and where there is a need or
opportunity to strengthen this area of your work.

Examples of evidence to review to inform assessment - this contains
suggestions of things that are likely to already be available to the council, and
which may be helpful to you in reaching conclusions on how the council is
operating in relation to the overarching statement. These are suggestions
only and you should consider reviewing any evidence that you think will help
inform your assessment. The completed Part 1 — The health check will also
be a key piece of evidence to review as you think through the self-assessment
questions.

Further information — this section explains a little more about councils’
responsibilities in relation to the theme / overarching statement, and contains
sources of additional guidance, support and training to help bring about
change or improvements to your working arrangements and processes. Click
on any underlined text in the further information column to access additional
resources.

Commentary — this is space for your council to summarise its conclusions in
relation to the overarching statement and questions.
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e Actions — this is space for your council to record the actions it will take as a
result of the assessment in relation to each overarching statement.

We suggest that the following steps are taken when using this part of the toolkit:-

1) Councillors review the self-assessment and form their own views on how the
council is operating in relation to each of the themes and statements.

2) Councillors meet as a task and finish group or working group to compare their
thoughts and arrive at an agreed view which can be summarised in the
commentary box provided under each statement.

3) Based on the conclusions reached in the commentary box, record actions
that the council proposes to take to develop, or further develop, in that area.

4) The summary of findings and proposed action may then be discussed and
agreed in a full council meeting.

Your council may decide to complete all of the health check first and then all of the
self-assessment, or you may choose to complete a theme in both the health check
and the self-assessment in parallel before moving on to the next theme.

There is space at the end of the self-assessment to summarise the key actions to be
taken as a result of Part 2 — The self-assessment in one place.
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Theme A - Vision, purpose and community planning

Theme A - Vision, purpose and community planning

A community and town council provides community leadership. In exercising this role it will benefit from having a clear vision for its
community, developed in partnership / consultation with all sections of the community. This will inform council plans, budgets and
activities to ensure the council best works with and in the interests of the community.

The council has a clear vision and plan for its community

Questions to consider

¢ Does the council have a plan for realising its vision and purpose?

e How are you involving the whole community in developing that plan?

¢ How does the council plan take account of its statutory obligations and functions?

¢ How does the council keep its plan under regular review?

e How does the council apply its vision when considering planning matters relating to the community?

Examples of evidence to review to inform assessment

Documented vision, purpose and values statements

Community planning tools

Public consultation events and surveys

Press releases and articles

Statutory reports as appropriate for example:

- Annual report on progress in meeting objectives contained in the local well-being plan
- Published biodiversity plan and report

- Annual report as required by Local Government and Elections (Wales) Act 2021
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Theme A - Vision, purpose and community planning

Further information

Regardless of its size, having a vision and purpose agreed by all members will help your council in achieving for its community. An
agreed vision and purpose will provide a clear focus for decision-making on how to utilise the budget and resources available to deliver
the outcomes that the people in the community want to see.

Involving the community in developing vision and purpose statements and the business plan ensures that the council can identify and
act on the wants and needs of the community it has been elected to serve.

The council’s business plan should reflect the agreed vision and purpose, provide an overall framework to focus the council’s actions,
and create the budget that determines the precept.

The values of the council will guide all aspects of its work and activities in terms of principle and practice. Councils can research the
values adopted by other councils, normally displayed on their websites, and One Voice Wales can also supply examples to member
councils to assist them in developing their own.

In considering what services to deliver, or what activities to support, councils should also take account of the assessment of local well-
being for their area and the objectives contained within the local well-being plan. While only some community and town councils will be
under a duty to take reasonable steps towards meeting those objectives, all councils have an important role to play in improving the
well-being of their area and in doing so contribute towards improving the social, economic, environmental and cultural well-being of
Wales. Councils may find it helpful to use the five ways of working set out in the Well-being of Future Generations Act to guide their
planning and decision making — long term, prevention, integration, collaboration and involvement. More detail on the ways of working
can be found in Well-being of Future Generations (Wales) Act 2015: the essentials

The council should keep its plan under regular review to ensure it remains up-to-date and relevant.
Relevant statutory obligations
Local Government and Elections (Wales) Act 2021, Section 52 — From April 2022 community and town councils have a duty to prepare

and publish an annual report, as soon as reasonably practicable after the end of each financial year, about the council’s priorities,
activities and achievements. Councils must have regard to guidance about annual reports issued by Welsh Ministers. See Part 3,
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Theme A - Vision, purpose and community planning

Chapter 5 of the Local Government and Elections (Wales) Act 2021.

Well-being of Future Generations (Wales) Act 2015 - The Act places a duty on certain community and town councils to take all
reasonable steps towards meeting the local objectives included in the local well-being plan that has effect in their areas. A community
or town council is subject to that duty only if its gross income or expenditure was at least £200,000 for each of the three financial years
preceding the year in which the local well-being plan is published. If a community or town council is subject to the duty, it must publish
a report annually detailing its progress in meeting the objectives contained in the local well-being plan. Community or town councils
which do not meet the criteria for being subject to the duty in section 40(1) of the Act but which still wish to contribute towards meeting
the local objectives in the local well-being plan are welcome to do so on a voluntary basis.

Environment (Wales) Act 2016, Section 6. - Councils have a duty to maintain and enhance biodiversity in the exercise of their functions
and a council must prepare and publish a plan setting out what it proposes to do and report on the actions taken to improve biodiversity
and promote ecosystem resilience every three years. See also: Introduction to the Section 6 Biodiversity and Resilience of Ecosystems
Duty; Environment (Wales) Act 2016 Part 1: Guidance for Section 6 — the Biodiversity and Resilience of Ecosystems Duty Frequently
Asked Questions; The Section 6 Biodiversity and Resilience of Ecosystems Duty: reporting guidance; The Section 6 Biodiversity and
Resilience of Ecosystems Duty: reporting requirement frequently asked questions; The Section 6 Biodiversity and Resilience of
Ecosystems Duty: reporting template; and The Section 6 Biodiversity and Resilience of Ecosystems Duty: example reporting template.

Example plans and reports from the first reporting round - Abertillery and Llanhilleth Community Council; Llanfoist Fawr Community
Council.

Community councils are able to decide whether to prepare one composite annual report covering the reporting duties in the Local
Government and Elections (Wales) Act 2021, the Well-being of Future Generations (Wales) Act 2015 and the Environment (Wales) Act
2016, or to produce three individual reports.

Resources and training

One Voice Wales has guidance on business planning and examples of business plans which are available to members. Researching
the work of other councils can also be helpful in supporting the council to develop its own plan.

The Understanding Welsh Places website contains data and geographical information about local areas to help you identify
opportunities for your community.
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Planning Aid Wales provide planning training and guidance, community engagement tools and techniques including specific place plan
support.

Shape my town — this is a practical toolkit to inspire local people to play a part in shaping their built environment

Well-being of Future Generations (Wales) Act 2015: the essentials — sets out the seven well-being goals and the ways of working to go
about achieving the goals.

Shared Purpose: Shared Future. Statutory quidance on the Well-being of Future Generations (Wales) Act 2015 — SPSF 4: Collective
role (Community councils) — guidance for community and town councils on their role in local well-being plans.

Wales Biodiversity Partnership — website for general information about biodiversity and what we can do to help, together with a
dedicated section for the section 6 duty.

Commentary

Does the council have a plan for realising its vision and purpose?

Yes, the council has a Strategic Plan and an additional Whole Place Plan. The council produces annual service plans which provide
the basis for on-going performance review to ensure the provision of high quality services which meet the needs of citizens. The
service plans help focus the activities of councillors and staff on clear organisational goals and outputs.

How are you involving the whole community in developing that plan?

The council employs a Community Development Officer. This person along with councillors serves as the interface with the
community. The council conducts a variety of methods to consult the community over its plan and the projects emanating from the
plan. In regard to the Whole Place Plan this was compiled by conducting interviews with members of the public and other key public
sector stakeholders; public meetings were also held; the council also used community development tools to communicate and consult
using surveys, social media, press releases and community newsletters. It has also used planning for real exercises across its seven
electoral wards.

How does the council plan take account of its statutory obligations and functions?
The council has a dedicated team of staff and a regular cycle of council and committee meetings, where reports are considered by
councillors. Staff have designated responsibilities to discharge to help the council to comply with statutory obligations and functions
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Theme A - Vision, purpose and community planning

and are suitably qualified in this respect. The council also publishes statutory annual reports to meet its requlatory requirements as well
as publishing its annual statement of accounts.

How does the council keep its plan under regular review?

The council reviews its Strategic Plan after each ordinary election cycle. Annual service plans are published to support the values and
aims set out in the Strategic Plan between the election cycles.

The Council’'s Whole Place Plan remains in place from 2015-2030 but parameters within the electoral wards need revisiting and
updating. This has a resource implication for the council’s Community Development Officer. However, the council will shortly
commence administrative recruitment. This should free up more time for the Community Development Officer to update the plan in
good time before 2030.

How does the council apply its vision when considering planning matters relating to the community?

The council sits on Carmarthenshire Public Services Board’s Sub-Committee which focuses on the work achieved by the local council
sector and reports annually on its achievements to the PSB showcasing community projects. The council also diligently responds to
the Local Planning Authority on all planning applications for its area and has a bespoke planning committee which meets every three
weeks to facilitate this. When responding to planning applications the council frames its responses around the policies of the
Carmarthenshire Local Development Plan and when appropriate bids for Section 106 funding to re-invest in community infrastructure.

Actions

We will:
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Theme B — Leadership and people
Theme B — Leadership and people

The council should respect the values of openness and transparency and adhere to, and model, the behaviours and standards set for all
councillors as contained in the code of conduct. In leading its community, the council should be committed to enhancing its capability
and capacity as is commensurate with its range and scale of operations.

Employees are the principal asset of any council and it is important that they are given the trust and respect to perform their roles to their
maximum ability within a safe working environment. Training and development of employees is vitally important as well as having
appropriate systems in place to provide adequate reward, recognition, and accountability, within a framework of effective employment
policies.

The council provides leadership to its members and staff

Questions to consider

» Do all councillors understand their obligations to ensure effective governance of the council?
¢ How do you ensure all members are trained in all aspects of their role?
e How do you ensure all members are suitably resourced to carry out their role?

e How do members and staff engage with recognised sector representative bodies (i.e. One Voice Wales and SLCC) to share and
learn from good practice?

Examples of evidence to review to inform assessment

Vision, purpose and values statements

Declaration of acceptance of office

Standing orders

Code of conduct

Arrangements for discharge of functions

Records of attendance at council meetings

Evidence of councillor training needs analysis and training undertaken

® © o o o o o
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Theme B — Leadership and people

e Training plan
» Membership of One Voice Wales and the Society of Local Council Clerks

Further information

Responsibilities for effective governance

A formal declaration of acceptance of office must be signed before an individual is able to act as a member of a community or town
council. This includes an undertaking to observe the code of conduct adopted by the council. All councillors should adhere to and
model appropriate behaviours and standards in line with expectations of those taking up elected office.

Resources and training

The Code of Conduct for members of local authorities in Wales: Guidance from the Public Services Ombudsman for Wales

Model Code of Conduct

Video —Councillors’ Guide to the role of the Public Services Ombudsman for Wales — The Members’ Code of Conduct

One Voice Wales online training (free to all councillors) The code of conduct for community and town councillors

One Voice Wales training module ‘The Councillor’ covers a range of issues relevant to councillors’ responsibilities including code of
conduct and ethical behaviour. A specific training module on ‘Code of conduct’ is also available. Contact One Voice Wales for further
information.

The good councillor's quide for community and town councillors

Councillor training

A good community council is committed to ongoing training and development, for both councillors and staff. A National Training
Strategy is currently under review.
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Section 67 of the Local Government and Elections (Wales) Act 2021 requires community and town councils to make and publish a plan
about the training provision for its members and staff. The training plan should reflect on, and address whether the council collectively
has the skills and knowledge it needs to deliver its plans most effectively. The first training plan must be published by 5 November
2022, six months after the duty comes into force. The training plan must be reviewed no later than three months after an ordinary
election of community councillors. Statutory guidance has been published about the duty to make and publish training plans see
Chapter 5 of The Local Government and Elections (Wales) Act 2021: Statutory Guidance for Community and Town Councils

Information on any current bursaries for councillors to undertake relevant training may be found on the One Voice Wales website.

A training plan template is available to One Voice Wales members on request.

Councillor remuneration

The Independent Remuneration Panel for Wales is the independent body responsible for determining payments to elected members of
community and town councils in Wales. The Panel produces a report every year setting out the type and level of payments that may be
made. It is the duty of the proper officer of a council (usually the clerk) to arrange for correct payments to be made to all individuals

entitled to receive them.

The Independent Remuneration Panel for Wales Annual report and guidance on payments to elected members

Sector bodies

Councils are encouraged to be in membership of One Voice Wales and the Society of Local Council Clerks. Contact One Voice Wales
and SLCC for details. One Voice Wales Area Committees and One Voice Wales and SLCC conferences and training events provide
opportunities to learn about developments in other councils as well as share their own good practice. Consideration could also be
given to submitting applications for the One Voice Wales annual awards scheme. In the case of ‘larger’ councils, they should consider
taking a full part in the Larger Councils’ meetings.

Commentary

The council provides leadership to its members and staff

Do all councillors understand their obligations to ensure effective governance of the council?

Councillors are taken through an induction programme once elected or re-elected to office. The council organises the programme over
a week of activities supported by every member receiving an induction folder containing key council documents, procedures and
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guidance notes. During the induction, councillors are informed or reminded about the council’s vision, purpose and values statements
which are set out in the council’s Strategic Plan. A copy of the plan is included in the induction pack. Under the Model Code of
Conduct all members are required to make a declaration of acceptance of office before they can become a councillor. The declaration
refers to being bound by the code.

All councillors are provided with a copy of the Good Councillors’ Guide. Councillors are provided with a copy of the council’s
constitution which sets out Standing Orders for conducting meetings and Standing Orders for contracts. Terms of reference of
delegated powers to the council’s standing committees is set out in the constitution. The terms of reference discharge functions to
committees. In accordance with the constitution every member is allocated two standing committees to serve on for the municipal year.
Seats are allocated at the council’s annual meeting held in May. The scheme of delegated powers to the Clerk is also set out in the
constitution.

Records of members’ attendance at council meetings is kept in a register but details of attendance is set out in the council and
committee minutes. Information about member attendance levels is also published on the council website.

How do you ensure all members are trained in all aspects of their role?

The council has published a training plan on its website highlighting the training identified for members. The training plan is supported
by a budget, which is set annually. Currently, areas of training only cover basic governance arrangements this is partly due to the fact
the council has a dedicated team of qualified staff to advise members. The training plan will evolve over time to cover wider areas of
council work. General training such as chairing meetings needs to be included in the training plan and training in planning matters.

How do you ensure all members are suitably resourced to carry out their role?

The council has adopted the Independent Remuneration Panel for Wales’ member allowances framework and has an annual budget in
place to make payments to councillors in support of their role.

All councillors are provided with an IT Tablet and a dedicated council email address.

Training budgets are put in place annually to support member development opportunities.

How do members and staff engage with recognised sector representative bodies (i.e. One Voice Wales and SLCC) to share
and learn from good practice?

The Clerk is a member of the Society of Local Council Clerks and attends the Society’s annual conference programme to further
continuous professional development. The Clerk also attends the SLCC'’s local branch meeting to network with colleague clerks from
other councils.

The council is not in membership of a professional body. One Voice Wales annual membership offer is put before council for
consideration but the council has yet to join. This will be reviewed when the council’s estimates of income and expenditure for next
year are being considered and drafted.
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Actions

We will:
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The council carries out its employment duties

Questions to consider

Do all councillors understand their responsibilities as an employer?

Does the council have a human resources/personnel committee to deal with staffing matters?
Do all staff understand their obligations under the national employee code of conduct?

How does the council review whether staff are remunerated appropriately?

How does the council ensure open and fair competition for all vacancies?
What arrangements are in place to enable employees to communicate with their line management and for appraisal?

What processes are in place to resolve both internal disputes / grievances and potential external complaints about council members
and staff?

Examples of evidence to review to inform assessment

Evidence of applying current employment law

Evidence of signed contracts and policies which are referenced in contracts of employment and which are fully aligned to the
National Pay and Conditions Agreement for Clerks

Pay policy

Job descriptions

Employee Handbook

Appraisal scheme and evidence of appraisals completed

Minutes of full council and HR committee meetings

Financial records recording appropriate deductions from gross pay calculations

Grievance and complaints procedure

Further information

The council must act at all times as a responsible employer and must ensure it complies with employment law. All staff must have a
contract of employment incorporating terms and conditions and supported by appropriate employment policies.
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The council must approve the remuneration payable to all staff in advance. Councils should consider using an effective benchmarking
tool for determining salaries of their employees, ensuring appropriate hours are agreed for each role. In the case of clerks/deputies and
assistants the national job evaluation and pay scales would be appropriate.

When councils with several employees wish to change job roles and staffing structures they should be mindful of the processes
involved in varying contracts.

It is essential that effective line management arrangements are in place for all employees. In the case of smaller councils, perhaps with
a single part-time clerk, consideration should be given to arrangements for the day-to-day routine management of the clerk and a
reporting mechanism to the council via a human resources / personnel committee.

It is important that members and officers are trained in the use of employee appraisal and there is a suitable scheme in place which is
understood by the council and employees.

The code of conduct for qualifying employees of relevant authorities in Wales sets out the conduct expected of employees of a
community council. This sets out as a general principle that the public is entitled to expect the highest standards of conduct from
employees of a community and town council and notes that in performing their duties they must act with integrity, honesty, impartiality
and objectivity. The code of conduct also covers:-

Accountability

Political neutrality

Relations with members, the public and other employees
Equality

Stewardship

Personal interest

Whistleblowing

Treatment of information

Appointment of staff

Investigations by monitoring officers
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Resources and training

Employment policy support is available through One Voice Wales and SLCC, including model terms and conditions of service and
model policies.

ACAS has a range of advice, templates and training available on its website to support both employers and employees

The Code of Conduct (Qualifying Local Government Employees) (Wales) Order 2001

The National Agreement on Salaries and Conditions of Service of Local Council Clerks in England and Wales 2004 - This publication
covers the salaries and conditions of service of full-time and part-time Clerks and other officers of Town, Parish and Community
Councils. The National Agreement can be found on the One Voice Wales website

One Voice Wales have sent a model pay policy to all councils.

One Voice Wales have a training module on ‘The Council as an Employer’ which covers a range of areas including contracts of
employment, role and person specifications, discipline and grievance, and health and safety. A short e-learning module is also
available on the One Voice Wales website and is free of charge to all councillors as an introduction to this area.

One Voice Wales and the Society of Local Council Clerks have jointly produced a guidance document ‘Bullying and Harassment in
Councils’. This is available to members on request.

Commentary

Do all councillors understand their responsibilities as an employer?

Not all members fully understand their responsibilities as an employer but members support council staff. Specific training for the
Chairman of the Policy and Resources Committee and also the Chairman of the Human Resources and Appeals Sub-Committee needs
to be included in the council’s training plan.

However, the council has recently been re-accredited with the Investor in People IliP Award. The council is fully aligned to the national
pay and conditions agreement for Clerks. The council also subscribes to an employment law advisory support service currently
provided by an external contractor. Furthermore, all staff are provided with an employee handbook and have job descriptions.

Does the council have a human resources/personnel committee to deal with staffing matters?
Yes, the council’s Policy and Resources Committee performs this function and regularly reviews and considers staffing matter reports
under its terms of reference.
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Do all staff understand their obligations under the national employee code of conduct?
All staff are provided with a copy of the employee code of conduct. A copy is included in the council’s new starter pack The code is
also contained in the council’s constitution.

How does the council review whether staff are remunerated appropriately?

Staff are remunerated based on the employment terms set out in a written statement of particulars and job descriptions which set out
specific responsibilities assigned to every council employee.

Staff remuneration is uplifted annually in accordance with the Local Government national pay agreement and the National Joint Council
pay agreement negotiated annually between employers and trade unions.

The council has a process for staff wishing to submit a regrading appeal on the grounds of increased responsibility. Applications are
presented to the Policy and Resources Committee following an initial assessment made by officers. The council benchmarks the salary
grade for jobs to remain competitive and fair.

How does the council ensure open and fair competition for all vacancies?
Job vacancies are advertised and the council has a recruitment and selection procedure in place which includes various checks and
balances to ensure proper employment practices are followed.

What arrangements are in place to enable employees to communicate with their line management and for appraisal?
The council is recognised as an Investor in People for the way it communicates with and values staff. In addition, staff meetings are
held when needed. Performance appraisals for all staff are organised annually following a defined process/format.

What processes are in place to resolve both internal disputes/grievances and potential external complaints about council
members and staff?

The council has formal policies in place to cater for grievance and disciplinary matters affecting staff.

The council has a formal complaints procedure for dealing with complaints from members of the public in regard to council matters
including complaints about staff and members. However, if a member of the public wishes to pursue a complaint against a councillor
they are advised to contact the Public Services Ombudsman for Wales who has the power to investigate complaints about councillor
conduct and behaviour.

Actions

We will:
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The council gives its staff the resources and support to carry out their role

Questions to consider

¢ How does the council encourage continuous professional development of its employees?

¢ How does the council ensure all staff are trained in all aspects of their role?

e How does the council ensure it provides all necessary facilities and equipment for those working from the office or at home?

o Are there appropriate policies and processes in place to manage the health, safety and welfare of the council’s employees? How do
you ensure these are followed?

Examples of evidence to review to inform assessment

Training policy and plan

Training budget

Dignity at work policy

Member/officer working protocol

Equality and diversity policy

Risk assessments

Evidence of a process of establishing and reviewing individual development plans for all staff

¢ Investment in line management training for clerks who manage other council staff
e Investors in people status as appropriate

Further information

A successful council supports the development of its employees. Section 67 of the Local Government and Elections (Wales) Act 2021

requires community and town councils to make and publish a plan about the training provision for its members and staff. The training
plan should reflect on, and address whether the council collectively has the skills and knowledge it needs to deliver its plans most
effectively. The first training plan must be published by 5 November 2022, six months after the duty comes into force. The training plan
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must be reviewed no later than three months after an ordinary election of community councillors. Statutory guidance has been
published about the duty to make and publish training plans - See Chapter 5 of The Local Government and Elections (Wales) Act 2021:
Statutory Guidance for Community and Town Councils

A training plan template is available to One Voice Wales members on request.

Many of the training requirements for council staff can be sourced from the SLCC - including the CiLCA qualification. Councils are
encouraged to provide the necessary funding, including paid time off, for courses and in the case of qualification routes to provide
appropriate workload relief to support studies. Further information on courses and any bursary support available can be found on the
SLCC website.

Providing staff of the council with the appropriate resources to complete their work is a key consideration in ensuring the successful
operation of the council. For example, staff should be provided with council email addresses and access to council computer systems
rather than being expected to use their own. Council staff should not use personal email addresses for council communications or save
council documents to personal computers for reasons of information security, as well as for ensuring effective continuity if the council
employee should leave their role.

Resources and training

One Voice Wales provides a training course on this subject.

SLCC also provide a range of training opportunities — see the SLCC website for latest courses and availability.

Commentary

How does the council encourage continuous professional development (CPD) of its employees?

The council publishes on its website a training plan which identifies training opportunities for key staff.

Training opportunities including qualifications, courses and conferences are identified for all staff during performance appraisal
meetings with line managers.

The council has a dedicated annual budget for training needs and staff are granted paid time off to participate in training opportunities.
The Clerk is a member of the Society of Local Council Clerks and receives regular notifications on CPD opportunities.
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How does the council ensure all staff are trained in all aspects of their role?

Training needs are identified during staff induction. Training is provided in real time if job roles change and staff need to acquire new
Skills and knowledge.

The council’s performance appraisal process plays an important role for line managers to discuss individual learning plans with staff.
Staff are encouraged to take up membership of professional bodies to take advantage of continuous professional development
opportunities.

How does the council ensure it provides all necessary facilities and equipment for those working from the office or at home?
Office based staff have dedicated office space; are allocated with a personal computer and or laptop with a dedicated personalised
council email address; mobile phones are also allocated to staff depending on role.

Office staff are permitted to work from home if their job role warrants it.

The council has dedicated budgets for office supplies, equipment and stationery.

The council’s DLO team are provided with IT equipment if warranted depending on the role. Mobile phones are also provided along
with tools and equipment and personal protective equipment.

Staff have access to the council’s vehicle fleet when their work warrants travelling.

Are there appropriate policies and processes in place to manage the health, safety and welfare of the council employees?
How do you ensure these are followed?

The council has a suite of health and safety policies, plans and procedures in place and has access to health and safety advisory
support which line managers can access.

All work is subject to ongoing risk assessment in the workplace. Safe systems of work are developed for more hazardous work duties,
COSHH assessments are also performed.

The council has a health and safety budget.

Health and safety is referenced in every member of staff’s job description. Failure to comply with reasonable health and safety
requirements/aspects may lead to disciplinary action.

All staff have a responsibility for the health, safety and welfare of their colleagues.

Near misses/accidents are investigated in the workplace to prevent dangerous occurrences or to prevent something happening again.

Actions

We will:
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Community and town councils play an active role in engaging, involving and consulting with their communities. An effective council
understands its community’s (people and places) needs and desires and knows the positive difference it is making. Councils
should aim to ensure that no one feels disadvantaged, and that all groups within the community are engaged.

A partnership is an agreement to do something together that will benefit all involved, bringing results that could not be achieved by
a single partner operating alone and reducing duplication of efforts. Partnership working allows services to be delivered in a joined-
up way, such as through shared goals and/or sharing resources.

The council engages with its community

Questions to consider

e Does your council understand the demographic composition of its community?

» How does the council involve the whole community in its decision-making processes, and provision of services?

e How does the council stay in touch about local “hot topics” that emerge from time to time?

e How does your council plan and provide for the diversity of needs within its community?

e What methods and tools are used by the council, to involve the community in community planning issues?

e How does the council ensure it is reflecting the voice of the community in reviewing planning applications and contributing, where
appropriate to the Local Development Plan?

¢ What does the council do to ensure it engages with the people in the community in the language of their choice?

Examples of evidence to review to inform assessment

Community engagement strategy prepared and periodically reviewed

Community surveys

Proactive work with community groups

Involvement in other aspects of community life e.g. school governors, citizens advice etc.
Social media activity
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¢ Minutes of meetings

Annual report

Website

Newsletters

Noticeboards

Community events

Employment of a community development officer (where appropriate)
Youth representatives serving on the council

Further information

The council is elected to serve all parts of the community and must ensure it reflects the needs of all the people in its community.
Being open and transparent about the work of the council, and its decision-making, is key to engaging the community. A community
engagement strategy sets out how the council will understand its community, involve the community in their work and communicate
with their electors.

Relevant statutory obligations

Local Government and Elections (Wales) Act 2021 — Part 3 Promoting Access to Local Government

The intention of the public participation provisions in the Local Government and Elections (Wales) Act 2021 is to encourage a more
diverse range of members of the public to engage with local democracy. Principal councils are required to prepare, consult on, publish
and review a ‘public participation strategy’, with the aim of making it easier for members of the public to understand how local
government functions; how it makes decisions; and how local people can follow proceedings, input their views, and have them taken
into account. There is no requirement for a community council to make a public participation strategy, though they should consider how
they enable public participation to take place.

People presiding over community and town council meetings that are open to the public must give members of the public in attendance
reasonable opportunity to make representation about any business being discussed at the meeting, unless this is likely to prejudice the
effective conduct of the meeting.

Section 47 of the Local Government and Elections (Wales) Act 2021 provides for multi-location attendance at community and town
council meetings. The requirement is that a community council must make and publish arrangements for convening meetings, which
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allows — but not requires — participants to be in multiple locations. See Chapter 2 of The Local Government and Elections (Wales) Act
2021: Statutory Guidance for Community and Town Councils

Schedule 4 of the Local Government and Elections (Wales) Act 2021 also includes provisions relating to community council notices e.g.
giving notice of meetings and their arrangements and the issuing of a short note within 7 days of council meetings. These should be
read in conjunction with section 55 of the Local Government (Democracy) (Wales) Act 2013, which requires community councils to
make available electronically certain information and documents (including minutes of meetings).

Local Government (Wales) Measure 2011 — made provision for the appointment of community youth representatives (section 118)

Resources and training

National Principles for Public Engagement in Wales aim to guide behaviour and encourage good quality, consistent engagement
activity with service users and the general public. See Third Sector Support Wales Knowledge Hub to view the National Principles and
access other supporting information.

Public service geo-spatial agreement provides location data which can support planning and decision-making.

One Voice Wales offers two training modules relating to community engagement - ‘Introduction to Community Engagement’ which
explores how councils and councillors can improve how they engage with the communities they serve; and ‘Community Engagement
Part 2’ which covers tools and techniques.

SLCC offer a Community Governance qualification.

Commentary

Does your council understand the demographic composition of its community?

The council accesses a number of datasets to better understand the demographic composition across the council’s area.

For deprivation the council refers to the data available from Wales Index of Multiple Deprivation (WIMD). This online interactive tool
from Welsh Government breaks down the common themes that measure an area’s deprivation, into small areas (called Lower Super
Output Areas) across Wales. For population and labour statistics the council refers to Nomis provided by the Office of National
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Statistics. Also there is a Research & Statistics Department at Carmarthenshire County Council which provides collated data from
several data sources including the Census. Another useful resource is the data.cymru website.

How does the council involve the whole community in its decision making processes, and provision of services?

The council enables participation by carrying out periodic consultation exercises on a variety of community issues by inviting people to
contact their councillor; by holding open meetings; the council issues letters to residents on particular capital schemes and it publishes
posters and notices in public areas. The council also digitally engages via its website and social media channels. The council uses
evidence from consultations to help prepare its future budgets and apply for third party funding.

Community halls are run by volunteer management committees who know their area and its needs best.

How does the council stay in touch about local “hot topics” that emerge from time to time?
It has the ability to communicate via its council meetings, website and social media channels.
Officers / members can work with local stakeholders on action groups that tackle emerging factors that affect the community.

How does your council plan and provide for the diversity of needs within its community?

When the Well-being of Future Generations (Wales) Act 2015 was enacted the council swiftly put in place the Llanelli Rural Whole
Place Plan 2015 — 2030. This sets out a number of interventions that align with the seven national well-being goals. Its annual report is
comprehensive in how it acts in the interest of the national wellbeing goals and the aims that are set by the Public Services Board.

What methods and tools are used by the council, to involve the community in community planning issues?

A variety of methods and tools are used to encourage participation. The council will often use a mix of sending out newsletters and
surveys; organising planning for real exercises; organising public meetings to gauge opinions; direct communication with local interest
groups and it has a regular cycle of Council and committee meetings to garner feedback from the public. The council issues press
releases and also uses digital methods of reaching out to people through its website and social media channels.

How does the council ensure it is reflecting the voice of the community in reviewing planning applications and contributing,
where appropriate to the Local Development Plan?

The council holds a regular cycle of committee meetings to respond to all planning applications received from Carmarthenshire County
Council. Planning and Liaison committee meetings are held every three weeks throughout the year and local ward members from
across the council’s seven electoral wards serve on the committee. The councillors feed back community views on every planning
application. Depending on the scale of development proposals the council will make recommendations about entering into section 106
planning obligations with local developers for community benefit opportunities arising from these opportunities. The council also
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participates and contributes towards the formulation of the Local Development Plan. It will scrutinise candidate sites and moreover,
when replying to planning applications it assesses applications against the general policies contained in the Local Development Plan.

What does the council do to ensure it engages with the people in the community in the language of their choice?

The council produces an annual bilingual council tax newsletter along with periodic community news e-bulletins. Community halls
notice boards are updated with new project information / community activities. It has a bilingual website which hosts information on
council news, activities, consultations and community facilities updates. There are council Facebook and X social media accounts
where council news is posted. These also act as good way of passing on other community relevant news by stakeholders such as the
local authority or health board. If people communicate in Welsh with the council, a reply will be sent in Welsh.

Actions

We will:
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The council works with partners to help its community

Questions to consider

How does the council work with partners to help achieve its vision and purpose?

How does the council assess who it could and should work with (including statutory partners)?
Are you working with everyone you could / should be working with?

How has the council ensured it is resourced to develop its partnerships?

Examples of evidence to review to inform assessment

Proactive work with community groups

Involvement in other aspects of community life e.g. school governors, citizens advice etc.

Annual report

Community events

Work with public services board (especially those councils with a duty under the Well-being of Future Generations (Wales) Act
2015)

Lead subject representatives appointed

Expertise to serve on advisory committees (co-option of non-councillors)

Charter agreement with the principal authority

Further information

Community and town councils can provide services with other bodies, including neighbouring community councils. Partnership working
recognises the limitations of what we can do on our own and the opportunities for achieving more by working together.

A stakeholder analysis is a simple way of identifying who might have most interest and influence in delivering the council’s vision and
plan.
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This can be a helpful tool in identifying and prioritising potential partners. A by-product of this work is that it might identify opportunities
to take forward ambitions that might otherwise have been missed. Having completed a stakeholder analysis, the council will need to
consider who it seeks to work with and whether it is suitably resourced to take work forward.

If the council takes the lead in setting up a partnership, it should represent community interest groups and minority interests through
either membership or consultation.

Working with the principal council

Building effective relationships between community councils and the principal council for the area can support councils to deliver for the
people they serve. Informal and / or formal mechanisms may be established for engagement and partnership working.

A charter agreement is entered into by a principal council and a community council for a community or communities within its area. Itis
a shared agreement describing the way in which the councils’ respective functions will be exercised for the purpose of maintaining and
improving co-operation between them.

The Welsh Government strongly encourages all councils to enter into formal charter agreements to underpin the relationship with the
county or county borough council for the area. Working together through effective relationships and networks can support both tiers to
ensure they are delivering the right outcomes for the people they serve. A charter provides clarity of commitments from both parties
and gives validity and recognition to both parties as equal partners.

Resources and training

Case studies on effective engagement with partners are available to One Voice Wales members upon request.

Ensuring Effective Stakeholder Engagement - Guide produced by the Government Communication Service to support engagement with
stakeholders, including tools to identify key stakeholders and plan for engagement.

Commentary

How does the council work with partners to help achieve its vision and purpose?

The council regularly attends the meetings of a Liaison Forum for the Public Services Board alongside other large town and community
councils in Carmarthenshire. It currently works with county council departments such as housing, leisure, outdoor education, tourism
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end environmental services to deliver amenities for the community such as the lower Lliedi Reservoir at Swiss Valley and the
Community Hub project in Liwynhendy.

How does the council assess who it could and should work with (including statutory partners)?
The council’s work is based on sustainability and well-being. Its strategic plan sets out the council’s aims, core values and well-being
goals. The council’s reporting methods ensure all of these are cross referenced and will flag up obvious non-council business.

Are you working with everyone you could/should be working with?

The council’'s Community Development Officer will use a number of reference sources and materials to engage with stakeholders that
are likely to have an interest in its work programme including Carmarthenshire County Council, neighbouring town and community
councils, third sector organisations and local community groups.

How has the council ensured it is resourced to develop its partnerships?

The council sets an annual budget and has a specific community development budget to support the work of its Community
Development Officer. The council annually reviews service provision to safeguard sustainability and has a long standing collaborative
agreement with Llanelli Town Council for the joint management of Llanelli District Cemetery. The council also has a service level
agreement with the town council where the council’s workforce maintains the town council’s parks and green spaces. The town council
contributes to the council’s budget annually to share and offset costs. The council also has a long standing funding agreement with the
town council and Carmarthenshire County Council to provide for the town’s annual Christmas Lights Switch On and parade. The
council’s budget plans are formulated to support the council’s partnership arrangements.

Actions

We will:
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The council communicates with its partners and community

Questions to consider

¢ Are you confident that your communications are accessible to all parts of the community?
e How do you encourage feedback and involvement from across the community?

e How does your website help you engage and communicate?

e How do you use social media to engage with your community?

Examples of evidence to review to inform assessment

Community engagement strategy prepared and periodically reviewed
Community surveys

Appointing council representatives to serve on outside bodies
Social media activity

Minutes of meetings

Annual report

Website

Newsletters

Noticeboards

Community events

Compliments and complaints letters

Public participation sessions on council meeting agendas
Council surgeries

Further information

The Local Government (Democracy) (Wales) Act 2013 requires that community and town councils publish certain information
electronically. Section 55 of the Act requires councils to publish electronically information about how to contact it and, if different, its
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clerk. The information which must be available electronically includes a telephone number, a postal address and an email address. In
addition, councils must publish electronically information about its members, including a list of the council’s members, each member’s
name, information about how they may be contacted, party affiliation (if any) and any office held or committee they belong to within the
council. If the community concerned is divided into community wards, the ward each member represents must be shown. Councils
must also publish electronically the minutes of its meetings and, so far as reasonably practicable, documents referred to at those
meetings. They must also publish their annual audited accounts electronically.

It is a decision for each council to take as to whether they will operate their own, independent website, or whether they decide to link up
with other councils in their area, or the principal council, or some other body which is happy to host their information. It is, however, a
requirement that there is a regularly updated website providing the public with the ability to access the information described above.

A website is such a key means of communicating that people who want to find out about your council will simply assume you have one.
A website offers the opportunity to promote, test and share ideas for the future of the community.

Social media is fast and free to use as well as a great way of getting your messages to more people in your community. Social media
can help increase accessibility and can help break down barriers for people who might otherwise find it difficult to participate in your
council’s activities.

Different communication methods will be needed to ensure the council effectively engages with and informs the whole community.
Considering how you are communicating, the audience for the different methods of communication, and where there are any gaps, will
ensure you are reaching a full range of people within your community.

Resources

Statutory Guidance: Access to Information on Community and Town Councils

Connecting with your local community: A Communications Guide for Welsh Community & Town Councillors and their Clerks.

The Local Government and Elections (Wales) Act 2021: Statutory Guidance for Community and Town Councils — Chapter 3
Participation at meetings

A Communications Toolkit is available to One Voice Wales members upon request.
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The Local Government Association has produced a series of guides to support councillors in using social media.

Commentary

Are you confident that your communications are accessible to all parts of the community?

The council has a number of mechanisms to call upon when striving to communicate with all parts of the community.

Collaboration opportunities with other public sector partners and community groups;

Calling upon local member knowledge and contacts;

Promoting general news and opportunities through the council website and its social media channels;

Updating community notice boards with topical information;

Calling public meetings to discuss changes to services or to consider controversial issues affecting the wider community;

Issuing a bilingual council tax notice to every household in the council’s area generally informing of the council’s plans and how it

spends public money;

Direct letter drops when consulting on community projects;

Using community planning tools such as conducting planning for real exercises to facilitate community development opportunities;

Holding workshops and paper-based and online community surveys when consulting on community projects;

Promoting and highlighting information and activities through the council’s annual reporting procedure;

Facilitating public participation at council meetings;

Encouraging public interaction through the council’s complaints and compliments system;

The council publishes meeting notes and minutes of its meetings on a monthly cycle so people cn be kept informed of the decisions

it makes;

e The council publishes an annual report providing information on its recent activities; how it promotes and enhances biodiversity and
how it contributes to the Carmarthenshire Public Services Board’s local well-being objectives;

e To extend its reach, the council appoints members to serve on various outside bodies at its annual meeting;

e Promoting the use of the Welsh language in council communications and communicating with people in the language of their choice.

How do you encourage feedback and involvement from across the community?

The council employs a Community Development Officer whose role is to constructively interact and engage with local communities
along with local councillors.

Feedback is encouraged by a variety of means:

e Direct communication with the council via letters, emails, social media, surveys and telephone enquiries;

e Reporting and acting upon correspondence via the council’s decision making arrangements using the council’s committee structure;
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Issues conveyed to the council via local councillors on a ward for ward basis;

Reaching out to people by holding meetings with community interest groups to better understand local need;

Acting upon requests for help and support in a timely manner;

Using the communication mechanisms referenced in the previous question to be as inclusive as possible with all parts of the
community.

How does your website help you engage and communicate?

The website is interactive and contains key information about the council’s governance arrangements and what it does for the
community as well as the services it provides. The council is able to share good news stories on its website as well as providing a
platform for celebrating council successes and achievements. The website is partially bilingual to cater for the Welsh language.

The website publishes the council’s responses to local planning applications through its meeting notes and minutes.

The website is used to promote public consultation exercises initiated by the council and it also allows the public to book facilities such
as the astroturf pitch in Dafen Park as well as acting as a hub for purchasing fishing permits and paddle board sessions at Swiss Valley
Reservoir.

Members of the public can leave feedback on the website by completing an online form which can be used to generally enquire about
something or to make a complaint or to leave a compliment.

How do you use social media to engage with your community?
The council has two social media accounts. It has a Facebook Page called Llanelli Rural Council which has 2,432 followers. The other
social media account is on X, formerly Twitter, this profile is known as Llanelli Rural Council and has 944 followers.

The council uses social media as an extension of its website and uses it to quickly interact and communicate with the public at large.
The council’'s Community Development Officer dedicates an amount of time to the social media channels to provide timely responses to
people messaging the council about community issues or events but the monitoring is not a 24/7 process.

The council uses social media to engage when it needs to:

e Consult with the community on council projects;

e Share council press releases;

e Alert the community to urgent developments e.g. temporary closure of a council owned community facility due to health and safety
reasons;

e Share the Council Chairman’s community appearances and other civic duties;
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e Share community relevant news from content posted by accounts run by partners and stakeholders.

Actions

We will:
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A process is a series of actions or steps taken to achieve a particular end. A well-run and well-managed council will have clearly
defined processes in place for key areas of business. These processes give an overall structure for decision making designed to:

e ensure compliance with legislative requirements;
e deliver consistent outcomes or results; and
e mitigate against risk by ensuring tasks are performed correctly.

Business processes are likely to be key indicators of the strength of financial management and governance arrangements of a
community or town council. The following questions will support your council to reflect on areas where typically a council has
established processes in place, and help you determine if you need to introduce new or different processes.

The council operates high standards of accountability and governance in an open and transparent way

Questions to consider

What processes are in place to ensure effective and timely decision making and are these processes documented?
How does the council’s annual business / service plan inform its budget?

How does the council use committee and sub-committee decision-making arrangements?

What processes are in place to review risk management?

leaves the council?

What handover provisions are in place for transfer of information, finances and records when the clerk/responsible financial officer

Examples of evidence to review to inform assessment

e Standing orders

e All processes reviewed periodically by council / committee to ensure they remain appropriate, with findings recorded
¢ Internal controls documentation

e Published timetable of council and committee meetings
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e Minutes of council meetings record decisions on the need for committees / sub committees and are published in a timely manner

e Usage of standing orders; financial regulations; and risk register

e Terms of reference for committee / sub-committee framework

e Scheme of delegations to support decision making

e Risk register

e Evidence of an easily accessible local complaints process for members of the public, and reference to the role of the Public
Services Ombudsman for Wales in investigating complaints about public services.

Further information

All community and town councils must conduct their business in an open and transparent way and comply with statutory requirements
in relation to decision making.

The council must conduct its business and make decisions through meetings, either of the full council or committees. There are rules
governing meetings set out in the Local Government Act 1972, in particular Schedule 12.

Councils are legally required to keep minutes of meetings held and these minutes must be available to the public for inspection.
Council meetings must be open to the public and press. They can only be excluded by a council resolution for a particular agenda item
where sensitive issues are to be discussed (such as legal, contractual or personnel matters).

Rules for the annual meeting of the council and all other meetings should be contained in the council’s standing orders.

The Local Government (Democracy) (Wales) Act 2013 requires that community and town councils publish certain information
electronically. Section 55 of the Act requires councils to publish electronically information about how to contact it and, if different, its
clerk; information about each of its members; the minutes of its meetings and, so far as reasonably practicable, documents referred to
at those meetings; and their annual audited accounts.

The Local Government and Elections (Wales) Act 2021 — section 47 makes it easier for meetings to take place through a variety of
arrangements, including multi-location meetings where all individuals are attending virtually, and hybrid meetings where a number of
individuals are attending in person at a designated location and others are attending virtually from a range of other locations. See
Chapter 2 of The Local Government and Elections (Wales) Act 2021: Statutory Guidance for Community and Town Councils
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Schedule 4 of the Local Government and Elections (Wales) Act 2021 also includes provisions relating to community council notices e.g.
giving notice of meetings and their arrangements and the issuing of a short note within 7 days of council meetings. These should be
read in conjunction with section 55 of the Local Government (Democracy) (Wales) Act 2013. The electronic publication of documents
extends to include making available key information as soon as reasonably practicable, and within seven working days of the
community council meeting taking place, and must include: the names of members who attended; apologies for absence; declarations
of interest; any decisions taken and the outcome of any votes. This would not apply to any decisions taken in private, or where
disclosure of the information would be contrary to any enactment.

In accordance with the Local Government and Elections (Wales) Act 2021, section 48, people presiding over community and town
council meetings that are open to the public must give members of the public in attendance reasonable opportunity to make
representation about any business being discussed at the meeting, unless this is likely to prejudice the effective conduct of the meeting.

It can be helpful to put all information about how the council operates; how decisions are made; and the procedures which are followed
to ensure that decision making is accountable, open and transparent into a single documented constitution. The primary components
of a documented constitution will be the council’s standing orders and financial regulations, along with the clerk’s scheme of delegated
powers, the code of conduct for members, the code of conduct for employees, member / officer protocol, terms of reference for
committees etc.

Resources

The Local Government and Elections (Wales) Act 2021: Statutory Guidance for Community and Town Councils - Chapter 3
Participation at meetings

The good councillor’s guide for community and town councillors — Part 3 provides guidance for council meetings

Arnold — Baker on Local Council Administration (12t Edition Dec 2020)

Statutory Guidance: Access to Information on Community and Town Councils

The Local Government Finance Act 1992 - sections 41, 50 and 51 set out how the council should calculate its budget and precept.

Local Government Act 1972 - Section 101 makes provisions for the appointment of committees and the discharge of functions by
committees.
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Public Bodies (Admission to Meetings) Act 1960

Good practice examples of council business plans including community plans are available to One Voice Wales members upon
request.

For an example of a documented constitution see Llanelli Rural Council website

Commentary

What processes are in place to ensure effective and timely decision making and are these processes documented?

The council has an annual cycle of council and committee meetings to facilitate timely decision making. The details of when the
meetings are held are published on the council noticeboard at its main offices and a schedule is also published on the council’s
website.

Meeting notes and minutes of council and committee meetings are held in loose leaf format and publicised on the council’s website.
The minutes are periodically sent to local printers for binding into book format with each book indexed and labelled according to the
year to which they relate. The bound minutes are held securely in the Clerk’s office and date back to the council’s inauguration in 1974.
The council has discharged the majority of its functions to its standing committees. The terms of reference of these committees is set
out in the council’s constitution. The standing committees meet on a monthly cycle except for August. How the council transacts its
business is also set out in the constitution, which is published on the council’s website.

To support the work of the committees, the council has also put in place a scheme of delegated powers to the clerk to the council. The
scheme permits the clerk to perform certain functions as part of the clerk’s day to day management responsibilities as well as to deal
with urgent matters in between the cycle of meetings. The scheme of delegated powers is included in the council constitution.

The council has a set of standing orders and financial regulations to help regulate meetings and the administration of contracts for the
supply of goods and services. These documents are also set out in the council constitution.

The constitution is subject to periodic review. The council’s Policy and Resources Committee has the responsibility for this.

How does the council’s annual business/service plan inform its budget

Key objectives for service plans are considered during the committee budget drafting stages in the autumn before service plans are
then published in the following municipal year. Any works identified in the service plans are carried forward to the next year if not
completed in time. Service plans are reviewed six months after their publication to track progress.

The council has also set in place a capital programme across its electoral wards to deliver a number of community based projects. The
programme will take the council through to the next set of ordinary local government elections in May 2027. This capital programme is
fully funded and also informs the council’s annual service plans as well as placing a financial commitment on the budget.
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How does the council use committee and sub-committee decision making arrangements?

The council devises an annual schedule of council and committee meetings on a monthly cycle except during the month of August.
The council’s functions are discharged through its committee structure.

The council has four standing committees and every member of the council is allocated a seat on two of the four standing committees.
Committee appointments are determined at the annual meeting.

The council delegates decision making to these standing committees given the large amount of business it transacts from month to
month. It would not be possible for the council to deal with all of the business in its entirety given the sheer volume of work generated
through the committee structure. By splitting the work the council is able to manage its business arrangements in a more timely and
effective manner. Moreover, standing committees can develop expertise in particular business areas such as finance and planning
matters. Thereby helping to spread and share the workload.

What processes are in place to review risk management?

The council has an annual budget which is prepared on the prioritisation of risk and items of need. The budget process is informed by
officer reports presented to the council’s committees.

Health and safety obligations are met from the budget and staff have various health and safety responsibilities to undertake to manage
risk as well as to safeguard and maintain assets under their control.

The council has specific maintenance regimes in place to protect its assets which includes buildings, vehicles and equipment. Annual
servicing of vehicles and equipment is included in the annual budget.

The council also prepares a risk register which is reviewed annually and it manages risk through documented risk assessments.

The council has appropriate insurance arrangements in place to cover its assets, activities and service provision to mitigate risk.

What handover provisions are in place for transfer of information, finances and records when the clerk/responsible financial
officer leaves the council?

The council has its own offices and administrative arrangements and functions are performed at Vauxhall Buildings. The council has
both a paper based and digital file storage and retrieval systems; a bespoke financial management system and record keeping
facilities including a general file archive.

The council securely stores its property deeds and records at its main office. The council has bound minutes dating back to its
inception in 1974 and these are held in the clerk’s office.

The council does permit remote working where this can be justified but staff are able to work remotely on occasion depending on staff
personal circumstances. Staff who work from home have their own laptops so they can continue to access documents from Office 365
including email.

The council has a local server which is backed up every evening and dedicated IT security systems in place with dedicated IT support
to manage the council’s local area network.
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The council is investigating migrating to a cloud based system so that council information and records can be accessed remotely.
The council has a cohort of staff in addition to the clerk and the responsible financial officer. These staff have administrative
responsibilities to help maintain the council’s information, finances, records and key documentation safely and securely.

Actions

We will:
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The council fulfils its duties and responsibilities in regard to health, safety and welfare

Questions to consider

¢ How does the council oversee and manage its health and safety arrangements?

How has the council assessed whether it has the necessary expertise, skills and resources to manage its affairs safely as needed?
How does the council secure health and safety in its premises and activities?

Does the council allocate sufficient budgetary resources to meet current Health and Safety legislation in relation to all its activities?
What systems and checks does the council have in place to manage risk?

[

Examples of evidence to review to inform assessment

Health and Safety Management Committee

Health and Safety Policy Statement

Health and Safety Procedures

Risk assessments

Records of tests

Annual Health and Safety action plan

Accident report book and related investigation procedures
Stress management policy

Stress risk assessment

Further information
Employers must:

Provide a safe working environment for employees and all other persons affected by its actions, including contractors and
members of the public.
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Employees must:

Act in accordance with the council’s Health and Safety policy and supporting procedures and comply with all statutory
regulations and health and safety legal requirements.

Relevant legislation includes:

eThe Health and Safety at Work etc. Act 1974

eThe Management of Health and Safety at Work Requlations 1992

eThe Workplace (Health, Safety and Welfare) Regulations 1992

eThe Provision and Use of Work Equipment Requlations 1992

eThe Manual Handling Operations Regulations 1992

eThe Health and Safety (Display Screen Equipment) Regulations 1992

eThe Personal Protective Equipment at Work Regulations 1992

eReporting of Injuries, Diseases and Dangerous Occurrences Requlations 2013

Resources, advice and training

Health & Safety Executive has a range of guidance available on its website

IOSH Managing Safely course — suitable for councillors and clerks

One Voice Wales covers health and safety in its training module ‘The council as an employer’

Commentary

How does the council oversee and manage its health and safety arrangements?

The council oversees and manages its health and safety arrangements via the following avenues:

It has an officer led health and safety management committee, but any major issues of a health and safety nature are fed up the chain
through the council’s committee structure, as well as the clerk’s delegated powers, whereby the individual is able to act in the event of
an emergency.

The council has a health and safety policy statement; this is published on staff notice boards.
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The council has access to a health and safety advisory service currently provided externally by Thomas Carroll, a company based in
Bridgend. However, the council has access to an online suite of health and safety software to compile risk assessments and other
information systems. The council also enjoys 24/7 access to a dedicated team of health and safety advisors. A safety handbook
provided by the company has been supplied to all staff which contains a bespoke list of policies and a number of health and safety
procedures.

How has the council assessed whether it has the necessary expertise, skills and resources to manage its affairs safely as
needed?

The council initially conducted a health and safety audit to identify gaps. Stemming from this audit conducted in 2001, the council then
developed procedures and processes to manage health and safety in the workplace. As mentioned above, the council pays for a
dedicated health and safety advisory service, currently provided by Thomas Carroll. In addition, key staff have and continue to receive
ongoing health and safety training to help them perform and meet their health and safety responsibilities.

The council invests in health and safety both in time and money and has budgets in place to meet its health and safety obligations.

How does the council secure health and safety in its premises and activities?

Staff are allocated specific health and safety responsibilities in the workplace and premises based staff manage their own office
spaces.

Staff have specific health and safety obligations set out in their job descriptions. Staff are required to carry out risk assessments for
their area of work and to keep these risk assessments under review.

A programme of work is also managed by the Facilities Manager in relation to the council’s community based buildings such as its
halls, changing rooms and sports pavilions, as well as in operating and maintaining council machinery and equipment used to maintain
the council’s parks, play areas and green spaces.

The council also engages specialist contractors to aid with the control of asbestos management and the control of legionella in its hot
and cold water systems. The council has also developed a health and safety programme to manage activities at Llanelli District
Cemetery and has a proactive health and safety testing programme of memorials in place to prevent and reduce the risk of unsafe
memorials toppling on staff and visitors. Accident books are also placed in the council’s main office and satellite offices to help improve
the health and safety culture within the workforce with corresponding investigation procedures also in place. Record checks are also
held on file.

One area that needs attention is the development of a stress management policy and the recording of a stress risk
assessment.

99
Version 1.1 — November 2022

Return to top




Theme D — Business processes

Does the council allocate sufficient budgetary resources to meet current Health and Safety legislation in relation to all its
activities?

The council has grown substantially over the last six years since 2017. It has taken on a number of asset transfers and the existing
cohort of staff need additional capacity and support to help them perform their health and safety responsibilities. The council
recognises that staff have not been able to proactively respond and keep on top of health and safety matters, so the council has agreed
to recruit additional support staff to help with the general administration of work. This will free up more time for staff to focus on their
duties including health and safety responsibilities. A weakness of the council currently is its record keeping and the lapse in performing
documented risk assessment reviews. The council is looking to solve this by investing in staff resources. The council is looking to
increase staff numbers on an incremental and affordable funding model.

What systems and checks does the council have in place to manage risk?

The council has an annual budget which is prepared on the prioritisation of risk and items of need. The budget process is informed by
officer reports presented to the council’s committees.

Health and safety obligations are met from the budget and staff have various health and safety responsibilities to undertake to manage
risk as well as to safeguard and maintain assets under their control.

The council has specific maintenance regimes in place to protect its assets which includes buildings, vehicles and equipment. Annual
servicing of vehicles and equipment is included in the annual budget.

The council also prepares a risk register which is reviewed annually and it manages risk through documented risk assessments.

The council has appropriate insurance arrangements in place to cover its assets, activities and service provision to mitigate risk.

Actions

We will:
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The council understands how to manage its assets and facilities

Questions to consider

» How does the council deliver and review the services it provides to the community?

» How does the council record, manage and maintain its existing assets and facilities?

¢ Does the council have a process to identify potential transfer options / consider transfer requests of services and assets from its
local authority?

e |s there adequate insurance cover in place to safeguard assets and facilities?

Examples of evidence to review to inform assessment

e Evidence from surveys, engagement events, contributions from the public to council meetings
e Evidence in minutes from budget setting discussions and business planning meetings.

e Evidence of operating a charter or protocol with the local authority

e Minutes recording assessment of need for new asset or service

e Register of assets

¢ Maintenance programme

e Land registry documentation / title deeds

e Asset transfer policy

¢ Insurance documentation

Further information:

Internal controls should be in place to safeguard the assets and investments held by the council from loss or damage and to ensure
their proper use within the community.

Internal controls should include:
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* Maintaining an asset register;

* Regular inspection of fixed assets to ensure they exist, remain in good repair and are being used appropriately;
* Appropriate authorisation for the disposal or scrapping of fixed assets; and

» Maintaining secure boundaries of any land and buildings held by the council and holding all title deeds securely.

Having an asset transfer policy gives a positive message to the community about the council’s stance in regard to safeguarding local
facilities. A policy confirms the intention to take over the responsibility for the ownership, management and running of assets from the
principal council.

Relevant legislation

Local Government Act 1972, sections 124, 126 and 127 — Power to acquire by agreement, to appropriate, and to dispose of land.

Local Government Act 1972, section 135 - requires a council to make standing orders covering contracts for the supply of goods or
materials or for the execution of works

Local Government Act 1972, Section 139 — Power to accept gifts of land.

Local Government Act 1972, Section 133 — Power to provide buildings for public meetings and assemblies

Local Government (Miscellaneous Provisions) Act 1976, Section 19 — Power to provide a wide range or recreational facilities

Resources

Assets and Services Toolkit — contains information, case studies and resources designed to help councils taking on community
services and assets.

Governance and Accountability for Local Councils in Wales — A practitioners guide (2019 Edition) — see part 2 Governance and
financial management.
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Commentary

How does the council deliver and review the service it provides to the community?

The council produces annual service plans which set key objectives. The council has a specific annual service plan aimed at
addressing community issues. In addition to the annual service plans, the council refers to its Strategic Plan and Whole Place Plan
when delivering and reviewing the services it provides to the community.

The council has an annual cycle of council and committee meetings and interaction with community groups occurs on a regular basis
with community items and matters appearing frequently on agendas.

The council always looks for opportunities to engage with communities regarding community based projects and initiatives. The council
has employed a Community Development Officer to serve as an interface with its communities. Part of the officer’s role is to assist
community groups when applying for external grants from other funding bodies. The council, through the CDO, consults with
communities through a variety of means, including paper based and digital surveys; arranging consultation events and public meetings;
interacting with reqular communications and information published on its website and social media channels as well as circulating a
periodic newsletter.

The council produces a council tax leaflet which is sent out to every household with council tax demands, setting out current and
planned spending plans and reporting on planned community projects.

In addition to this the council produces an annual report on its activities and achievements over the past 12 months.

Public participation in council meetings is a statutory requirement and members of the public may attend council meetings and ask
questions about the business being transacted.

The council has developed a capital programme over its current lifecycle up to May 2027 which will deliver community projects
throughout its administrative area.

The council has an annual budget cycle and money is identified to maintain services to good operating standards. Financial assistance
to community groups and activities is allocated in the annual budget.

How does the council record, manage and maintain its existing assets and facilities?

The council has an extensive asset register covering its property, vehicles, machinery, furniture and equipment.

Assets and facilities are maintained via the council’s annual budget process and plans to repair or replace is itemised on a prioritised
schedule of works presented to committee at the draft budget stage or through individual committee reports if the items relate to the
purchase or sale of assets or the disposal of an asset.

Service plans and records are held on file and pre-use checks of vehicles and equipment is performed on each and every occasion
staff make use of them.

The council’s property portfolio is registered with HM Land Registry and the council safely secures title deeds to land and buildings.
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To complement the annual budget exercise the council has extensive insurance arrangements in place to safeguard against damage of
loss.

Does the council have a process to identify potential transfer options/consider transfer requests of services and assets from
its local authority?

The council doesn’t have a documented asset transfer policy. However, the potential asset transfer of a property, facility or service is
assessed on its own individual merits and whether the council can add value to it. The council is keen to safeguard local community
facilities and has a number of core values and aims to address this in its Strategic Plan.

The council will also look at the business case of any potential asset transfer to ensure it can sustain the asset and where possible
enhance it.

Is there adequate insurance cover in place to safeguard assets and liabilities?

The council has a comprehensive insurance policy currently provided by Zurich Municipal Insurance. The policy provides for the
following:

e Part A — Material damage (covering buildings, furniture, equipment, stock, civic regalia)

e Part B — Business interruption

e Part C — All risks

Part D — Money

Part E — Public liability - £15,000,000

Part F — Hirer’s liability - £2,000,000

Part G — Employer’s liability - £10,000,000

Part H — Libel and slander - £500,000

Part | — Motor vehicles - £5,000,000

Part J — Motor legal expenses and uninsured loss recovery - £100,000 per insured incident

Part K — Inspection contract

Part L — Plant protection

Part N — Fidelity guarantee - £2,000,000

Part O — Personal accident limited to £5600,000 any one person and £2,000,000 any one incident
Part P — Legal expenses
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Actions

We will:
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Theme E — Resources and financial management

Community and town councils are entrusted with management of public funds and assets. All councils should have appropriate
financial governance arrangements in place to ensure the security of these resources and to ensure that they achieve economy,
efficiency and effectiveness in the use of those resources.

This theme considers the arrangements the council has put in place to manage its resources and covers both assets held and the
council’s finances. The questions here will help the council reflect on the overall approach to financial management, and will be
best supported by information on this theme contained in the health check to provide confidence that the statutory and non-
statutory procedures to support good financial management have been followed.

The council has suitable accounting and audit systems

Accounting Questions to consider

¢ What methods does the council employ to document its-accounting systems and controls?

e How does the council satisfy itself these meet its needs?

e How does the council satisfy itself the accounting systems and controls are operating as intended?
¢ How does the council ensure that accounting records are secured and available to relevant officers?

¢ How does the council take responsibility for completing and approving the Annual Return / statement of accounts in a timely and
complete manner?

Audit questions to consider

¢ How does the council appoint its internal auditor?
e How often does the council review its appointment of its auditor?
e How does the council ensure that it receives reports from both internal and external audits?
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e What methods does the council employ to examine and act upon both internal and external audit reports to reflect on and to improve
its financial management?

Examples of evidence to review to inform assessment

Schedule of accounting records maintained by the council

Documented arrangements for transfer of documents on change of responsible financial officer

Internal audit terms of reference and audit reports

Council / committee meetings with the internal auditor, presentations by the internal auditor to the council

Internal and external audit reports and recommendation tracking

Standing agenda item at June and September / October meetings to confirm approval and publication of accounts

Further information

Community and town councils have a responsibility to ensure effective governance and management of the public money they have
been entrusted with, and that this is used economically, efficiently and effectively. The financial rules, statutes and procedures protect
the council and give it the tools to achieve its goals and make best use of public money. All councillors are accountable for the
council’s finances and should ensure the council has proper arrangements in place.

The law requires that councils submit their annual accounts to the Auditor General for Wales. For most councils the accounts are in the
form of an annual return. The Auditor General makes arrangements for the external audit to be undertaken by auditors. The external
audit is a check that accounting statements have been properly prepared and the council has complied with its statutory responsibilities
in relation to financial management.

The annual return is the principal means by which the council is accountable to its electorate and councils must complete an annual
return to confirm that everything is in order. Signed statements confirm responsibility for governance arrangements during the year. In
particular they show that:

¢ the accounts have been properly prepared and approved;
e a system of internal control is in place — including the appointment of a competent and independent internal auditor — and the
effectiveness of both the system and the appointment has been reviewed;

107
Version 1.1 — November 2022

Return to top




Theme E - Resources and financial management

the council has taken reasonable steps to comply with the law;

the council has assessed all possible risks to public money;

the accounts have been publicised for general inspection so that electors’ rights can be exercised;
there are no potentially damaging or hidden issues such as an impending claim against the council;
significant differences in the figures (between the current and the previous year) have been explained.

A smaller relevant body must, no later than 30 June immediately following the end of a financial year — (a) consider the accounting
statements by the members meeting as a whole; (b) following that consideration, approve the accounting statements for submission to
the auditor by a resolution of the body; (c) following approval, ensure that the accounting statements are signed and dated by the
person presiding at the meeting at which that approval was given.

The council should ensure they are aware of the outcome of the statutory audit and any issues identified so that its arrangements can
be improved or errors corrected for future years.

Some key legislation to be aware of includes:-

e The Local Government Act 1972 (section 151) requires a community or town council to appoint a responsible financial officer
(RFO). ltis the role of councillors to ensure that the RFO acts properly.

e The Accounts and Audit (Wales) Regulations 2014 (as amended) set out the council’s responsibilities for financial management,
internal controls and internal audit (Regulations 5, 6 and 7) as well as the required procedures and timetable for signing,
approval and publication of accounts (Regulation 15).

Resources and training

Governance and Accountability for Local Councils in Wales — A practitioners guide (2019 Edition) provides detailed guidance on
financial management and governance (Part 2), accounting practices (Part 3 for councils with income and expenditure below £2.5
million and Part 4 for councils with income and expenditure above £2.5 million), as well as checklists for annual internal audit review
(Appendix 2) and for financial year end (Appendix 3). The guide also covers the external audit and electors’ rights (part 5).
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Your council must have its own financial regulations giving details of how the council manages its finances. Model financial regulations
are available to members of One Voice Wales and SLCC.

One Voice Wales run a training module ‘Local Government Finance’. For more details, including any bursary support that may be
available for this training, visit the One Voice Wales website. A basic online e-learning module ‘Understanding Local Government
Finance’ is also available, free to all, on the One Voice Wales website.

SLCC offer relevant qualifications for clerks, including:-

e Financial Introduction to Local Council Administration (FILCA)
e Certificate in Local Council Administration (CILCA)

Webinar: Internal Audit Arrangements at Town and Community Councils in Wales — a shared learning event provided by the Good
Practice Team at Audit Wales

Commentary

What methods does the council employ to document its accounting systems and controls?

A variety of methods are used:

The council operates a digital cash book to enter income and expenditure. The system produces financial reports to support management
control and to facilitate tracking the council’s spending plans throughout the financial year.

The council also has bespoke payroll software to process employee salaries and wages.

The council has more than one officer involved in the transaction process. The Administrative and Finance Officer records the transaction
in the accounts; the Responsible Finance Officer (RFO) checks and authorises the payment. There is normally a third person placing
the order and checking receipt of goods and services. This separation of responsibilities provides security in the process, manages risk
and provides business continuity if an officer is on leave.

Financial management reports are generated to support internal controls including monthly bank reconciliations throughout the financial
year and the production of committee income and expenditure reports. The income and expenditure reports present monthly information
to the council’s Finance and General Purposes Committee on actual spend compared to the original budget and provide for effective
scrutiny and accountability. Schedules of payments are also presented listing all council payments. The Chairman of Committee checks
and signs off the bank and cashbook reports.
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Funds in the council’s bank accounts are controlled by the banking mandate setting out the council’s signing rules. The bank requires
three signatories, two members and one officer, for approval of direct debits, standing orders and cheque payments. Online banking has
strict access control and two officers are involved in the checking and authorising of payments. These are subsequently checked and
signed off by the Chairman of the Finance and General Purposes Committee.

The council has a set of contractual standing orders and financial regulations which regulate and serve as control measures when
conducting business transactions; the council also has a credit card policy. These documents and policies are reviewed from time to
time by the council to ensure they remain fit for purpose. Document reviews are formally recorded in the minutes. This enables internal
audit to scrutinise the effectiveness of the council’s system of internal controls and that they are periodically reviewed.

The council produces annual budget reports to facilitate preparations for the production of its income and expenditure estimates.
Moreover, because of the size of budget, the council produces a set of annual statements of accounts compiled by appointed external
accountants in accordance with Financial Reporting Standard (FRS) 102. The council does not compile an annual return as its income
or expenditure exceeds £2.5 million.

Every year the council arranges for two internal audit visits by an external company which produces an interim and final report on the
council’s financial arrangements as part of the council’s internal control processes.

The council is a registered user of the HMRC Real Time Information (RTI) for PAYE and is registered to reclaim VAT.

How does the council satisfy itself these meet its needs?

The council keeps its systems of internal control under annual review to ensure the methods remain fit for purpose. The council’s
appointed accountants and internal auditor examine and interrogate the council’s accounting systems and controls to help manage risk
in support of their programme of work; making recommendations where appropriate.

How does the council satisfy itself the accounting systems and controls are operating as intended?

The council produces an annual corporate risk register and risk assessment of its financial processes. This is signed off annually by the
full council with an action plan to give effect to any recommended changes.

The council’s accounting systems and controls are kept under constant review by a team of staff led by the Finance Manager. Regular
reports are presented to council and committee on a cyclical basis. The accounting system and controls are also tested independently
through external accounting analysis and internal and external audit.

How does the council ensure that accounting records are secured and available to relevant officers?
Access permissions for the council’s financial management systems are assigned to dedicated officers and are password protected.
Various duties are assigned to officers to split and share work flow processes to mitigate risk. The council’s software systems are
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protected by a firewall and backed up every day. Senior officers under the direction of the Clerk, Deputy Clerk and Finance Manager
have access to key records, documents and paperwork which are filed securely when not in use.

How does the council take responsibility for completing and approving the Annual Return/statement of accounts in a timely
and complete manner?

The process commences at financial year end in March. The Finance Manager will arrange for the close down of the accounting records
as quickly as possible after 31 March. The work is supported by a visit by the council’s external accountants to aid the process.

The accountants are then booked in to visit the council over a two day period to formulate the draft statement of accounts. The visit takes
place in May every year. Subject to journal adjustments in the accounts, the accounting statements are produced in hard copy for
approval by the council.

A special council meeting is then convened annually to approve the statement of accounts no later than 30 June deadline.

Actions

We will:
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The council has suitable financial management and financial assistance processes

Financial management questions to consider

e How does the council develop and approve its annual budget?
e How does the council monitor its budget over the course of the financial year?
e What arrangements has the council made for the transparent approval and execution of payments?

Financial Assistance questions to consider:

e How does the council determine which bodies to award financial assistance to?
e How does the council monitor the value of financial assistance awarded in each year?
e How does the council manage risk and ensure confidence in its financial assistance processes?

Examples of evidence to review to inform assessment - Financial management

e Detailed budget prepared which analyses expected receipts and payments, use of reserves etc supporting the total budget
requirement to be met by the precept

Reflection by members, individually and jointly

Regular bank reconciliations prepared by responsible financial officer and subject to appropriate review

Regular monitoring of expenditure through year

Precept receipts

Documented internal control procedures

Examples of evidence to review to inform assessment - Financial assistance

e Grants award policy and procedure
e Financial support policy and procedure
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Minutes documenting grant awards linked to a grants policy
Annual report

Community engagement activity

Reflection by members, individually and jointly

Further information

Financial Management

The budget is an essential tool for controlling the council’s finances. It demonstrates that your council has sufficient income to carry out
its activities and policies. The budget must be prepared in advance, as it is used to set the precept for the year. By checking spending
against budget plans on a regular basis at council meetings, the council controls its finances and monitors progress towards what it
wants to achieve.

The council must have a system of internal control where someone, (other than the responsible financial officer), oversees the
arrangements for financial management and checks financial documents selected at random, including procedures for receiving
money, making payments and recording financial transactions. This task would usually be undertaken by a councillor or councillors
with a good grasp of financial documentation. The level of internal control should be appropriate to your council’s expenditure and
activity, councils providing a wider range of services will need more comprehensive checks and balances. The findings are reported to
the council, and together with regular feedback from the responsible financial officer on the accounts, all councillors will be aware of the
council’s financial position. This ensures everything is open and above board and you have the information you need.

The council’s spending plans may require a level of external borrowing, for example for capital projects. Borrowing by community and
town councils is subject to government controls and Welsh Government’s approval is required. The Welsh Government may also
impose conditions in accordance with which the borrowing may be carried out. The Welsh Government publishes guidance on applying
for borrowing approvals and an application form on its website.

Some key legislation to be aware of includes:-

e The Local Government Finance Act 1992 - sections 41, 50 and 51 set out how the council should calculate its budget and
precept.
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Resources

Governance and Accountability for Local Councils in Wales — A practitioners Guide (2019 Edition) sets out statutory requirements,
proper practice and guidance on budget setting and monitoring at Chapter 6

Financial assistance

Financial assistance by a council occurs when a council agrees to provide grants and / or loans to other bodies.

Section 137 (1) of the Local Government Act 1972 permits community and town councils to spend on activities for which it has no other
specific powers if the council considers that the expenditure is in the interests of, and will bring direct benéefit to, the area or any part of
it, all or some of its inhabitants, providing that the benefits are commensurate with the expenditure. Community and town councils are
also permitted under section 137 (3) to incur expenditure for certain charitable and other purposes, The Welsh Government issues a
letter to all community and town councils setting out the maximum expenditure that can be incurred under section 137 (1) and (3) for
the relevant financial year. Note - Once a council resolves itself an eligible community council, section 137 of the Local Government
Act 1972 no longer applies to the council. Unlike section 137 there is no financial limitation on what an eligible community council can
spend if they are exercising the general power of competence.

The Local Government and Elections (Wales) Act 2021 makes provision for eligible community and town councils to exercise a general
power of competence, with the aim of bringing about more effective, capable and innovative local government. The general power will
allow eligible councils to act in their communities’ best interests, generate efficiencies and secure value for money outcomes. They will
also be able to raise money by charging for discretionary services and to trade. See The Local Government and Elections (Wales) Act
2021: Statutory Guidance for Community and Town Councils (Chapter 1).

Resources and training

One Voice Wales run a training module ‘Local Government Finance’. For more details, including any bursary support that may be
available for this training, visit the One Voice Wales website. A basic online e-learning module ‘Understanding Local Government
Finance’ is also available, free to all, on the One Voice Wales website.

SLCC offer relevant qualifications for clerks:-
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e Financial Introduction to Local Council Administration (FILCA)
e Certificate in Local Council Administration (CILCA)

¢ Introduction to Local Council Administration (ILCA)

Commentary

Financial Management

How does the council develop and approve its annual budget?

Preparing for budget begins midway through the year, analysing current costs against budget heads is important to inform the baseline
budget as the starting point for the council operations.

The council timetable is dictated by the regulations determined by setting the precept for the principal authority to collect on our behalf
from the taxpayer. There is a long process in ensuring as much information is gathered as possible. These include starting with
baseline information, and factoring in changes during the current year, economic forecasts for inflation rates, expectations about pay
awards, demographic changes, service demands, grants, potential income sources and charges and the use of reserves.

Decisions are made about increases in the budget and/or savings in spending and generating additional income. An incremental
approach to setting the budget each year is preferred by the council. Meetings are held with managers to ascertain their opinion on the
current year and if they have any changes to put forward. Any maintenance or repair work required for council buildings, play
equipment, parks and recreation grounds required in the year ahead which needs to be put forward for members consideration. Any
capital spending, such as vehicles and machinery that is required. Consulting with members for any plans or projects they wish to put
forward to include in draft budget proposals.

The council is required to maintain adequate financial reserves to meet the needs of its operations and to ensure financial security.
General reserves are funds which do not have any restrictions on their use. They cushion the impact of uneven cash flows, offset
budget requirements, or can be held in case of unexpected events or emergencies. The management of reserves is reported to council
as part of the budget report where the RFO recommends the minimum level of reserves to form part of the recommendations for the
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annual budget and precept request by the council. It is best practice not to subsidise budget plans by routinely taking money from
general reserve balances. The over utilisation of general reserves to fund expenditure would have an impact on general reserve
balances and leave the council vulnerable when unexpected events result in contingency plans to meet unexpected costs.

It is normally recommended to council that it considers taking an incremental approach to setting budgets by building in modest
increases to future precept demands to accommodate the impact of inflation and protect general reserves. This approach supports
financial sustainability while having less of an impact on council taxpayers with small increases being spread over several years instead
of introducing large increases in one fell swoop to redress any funding gap and limit the utilisation of general reserves.

The draft estimates are compiled by the RFO and submitted to each committee responsible, the committee approves the revenue and
capital costs to be considered by council by no later than the end of February to set the budget and precept to be levied for the ensuing
financial year. The Chairman of Council and the Clerk authorise the precept notice as approved at the council meeting and the RFO
submits the precept to the principal authority before 1 March. The annual budget forms the basis of the financial control for the ensuing
year.

How does the council monitor its budget over the course of the financial year?

The process for monitoring the budget is carried out monthly, the income and expenditure reports detailing the monthly and annual
spend to date against budgets is reported to the Finance and General Purposes Committee. Any changes to expenditure budgets are
reported to committee by the RFO, where there is under or overspend on budgets, members can approve virements from/to budgets.

Budget monitoring is imperative as it informs the preparation of budget setting for the subsequent years. The ongoing budget process is
influenced by new information throughout the year. It is important to set the budget by ensuring council takes advice from forecasts
and considers information carefully by adopting an incremental approach to budgets and not over relying on reserves to top up
spending. Council must maintain adequate funds in reserve for contingencies. Running costs tend to increase over time so it is
imperative to keep track of inflation actual costs where there are variances to the budget. Maintaining adequate general reserves are
essential to promote a preventative maintenance programme to maintain valued and important services, ensuring the council has
contingencies for unexpected events and increases in inflation. Any unexpected maintenance or programme of work is approved by
committee and either funded by unspent budgets or met by general reserves. Any spending met by general reserves during the year is
reported to council as part of the budget setting meeting. Any spending budgeted for with earmarked reserves is monitored and
transferred by journal from the earmarked reserve account to the appropriate budget head to meet the cost. The movements and
balances held in earmarked reserves are reported to council annually.
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What arrangements has the council made for the transparent approval and execution of payments?

The council has a robust system in place for approving and making payments. The council maintains and reviews the financial
responsibilities of officers annually, it details clearly the responsibilities of the RFO, and other officers assigned with financial
responsibilities. The council has a Corporate Risk Assessment and produces an action plan annually.

All transactions are authorised by the officer raising the purchase order for the agreed budget set by council, the same officer will sign
invoices to confirm goods and services have been received. The RFO will authorise the payment once all invoices, codes and purchase
orders are checked. Invoices, cashbook reports and BACS reports are compared and signed off to ensure transactions are accurate,
free from error and/or fraud. The schedule of payments is reported to the Finance and General Purposes Committee for approval where
members interrogate the payments. The Chairman of committee checks and authorises the cashbook and bank reports.

The internal audit takes place at two intervals during the year where the auditor carries out random samples of transactions and all
financial management systems. The interim and final reports on their findings are presented to council.

Each year the public is invited to inspect the annual statement of accounts and accounting records. Notices are advertised on the
council noticeboard and website.

The external audit outcome and certificate from the Auditor General is reported to council and published with the Audited Statement of
Accounts on the council’s website.

Financial Assistance

How does the council determine which bodies to award financial assistance to?

Applications for financial assistance are considered at the Finance and General Purposes Committee, the council will consider
applications from groups or organisations within the council’s administrative areas, such as voluntary organisations, charities, sports
and youth clubs, churches, chapels, schools, organisations where there is community benefit.
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The council also allocates a budget for financial assistance to each of the seven wards, the amount is determined by the ward
population to organisations in aid of worthy causes. The members of each ward will collectively determine which local organisations to

support with a grant from the ward allocation.
How does the council monitor the value of financial assistance awarded in each year?

The council monitors the budget at the Finance and General Purposes Committee, there is a policy determining the banding structure
available each year, published on the council’s website. During the year updates are provided by the RFO at the Finance and General
Purposes Committee meeting before considering applications to inform members how much of the budget has been awarded and how

much remains.
How does the council manage risk and ensure confidence in its financial assistance processes?

Applications for financial assistance are decided at committee. Members are asked to declare any personal or prejudicial interests and
are excluded from the meeting for the discussion and awarding of the grant. Committee meetings are minuted and published on the

council website for public scrutiny.

Actions

We will:
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Theme F — Evaluating impact

Theme F — Evaluating impact

A well-run council does not always equate to a council having a significant impact in the local community. This theme draws upon

the outcome of the work generated from previous themes and is an opportunity for the council to assess whether it is delivering the
desired benefits for its community. It will provide a natural self-review of whether the council is providing the service expected of it

and whether it is doing all it could do.

Considering the questions in this theme will also help you to summarise the council’s achievements and determine future council
priorities and activities to inform the council’s annual report.

The council assesses the benefit to the community of the work it does, to inform future activities and services

Questions to consider

e How do you know that what you have achieved for the community has been beneficial and made a difference?
¢ What evidence do you use to understand the impact of the council’s work?

e Have you considered future changes to the community or legislation (e.g. general power of competence) to explore opportunities for
new ways to help your community?

Examples of evidence to review to inform assessment

Previous year’s annual report (if available)
Community engagement activity

Reflection by members, individually and jointly
Complaints and compliments
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Further information

The questions here will give you, as councillors, the opportunity to collectively consider what the council is achieving for the community.
You may already have established means of evaluating the impact of the council’s work, or this may be something you decide needs to
be worked on. This will help you in preparing the council’s annual report as required by the Local Government and Elections (Wales)
Act 2021 (section 52). The reports will set out the council’s priorities, activities and achievements during the year. See also Chapter 4
of The Local Government and Elections (Wales) Act 2021: Statutory Guidance for Community and Town Councils

Using evidence to understand what you have achieved for the community, and what could be achieved in future, is vital in making the
right decisions going forward. A good understanding of what you are delivering, the significance to the community, effectiveness and
value for money will give you the information you need to make good decisions for the community going forward. Conversely, not
taking the opportunity to reflect on whether you are delivering what the people in your community need can lead to investment of time
and resources in things that may have little impact.

You can use various methods to gather evidence of the benefit your council is having for the community — councillor surgeries,
community surveys, community engagement sessions and social media are just some ideas.

Commentary

How do you know that what you have achieved for the community has been influential and made a difference?

The majority of the council’s community work is premised on responding to community needs through proactive consultation exercises.
These are organised by the council’'s Community Development Officer (CDO). The CDO works with community groups and
organisations and acts as the interface with the council and the community at large along with members. Members perform a
community advocacy role and feedback to the council on community projects, needs and on how current services are delivered and the
public’s attitude to what the council does.

The council has social media channels and has a good following of reciprocal users who frequently respond and comment upon the
ongoing affairs of the council. The council also has a formal complaints and compliments system in place to record dissatisfaction or
satisfaction regarding what the council does.

The council has commissioned a Whole Place Plan created through public consultation about the issues that matter most to people
across the council’s seven electoral wards. The council also works very closely with Carmarthenshire Public Services Board and
proactively demonstrates how it has embraced the Board’s well-being objectives and how it has responded to the objectives through its
suite of services. The council’s priorities and achievements are then captured in its public annual report which is published on its
website.
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The council also makes use of statistical data to chart progress and public satisfaction. An example of how this is used in practice is
using footfall counters at Swiss Valley Reservoir to assess whether there has been an increase in visitor numbers since the council
adopted the reservoir from Welsh Water. The council has developed public footpaths and enhanced and promoted local biodiversity. It
has opened up the reservoir to allow paddle sports to take place on the water as well as re-stocking the reservoir with fresh water fish
to encourage local angling opportunities. The footfall counters have demonstrated a dramatic increase in visitor numbers which helps
the council better understand the impact of its enhancement without necessarily people making direct contact with the council to tell us
what they think.

The combination of responding to social media traffic, reqular other community consultation formats and being smart about how the
council can make use of real time data provides ample evidence that the council is responding positively to community need and is
promoting general well-being.

What evidence do you use to understand the impact of the council’s work?

The council’s annual reporting mechanism; evidence recorded on community engagement activity; employing a Community
Development Officer (CDQO) whose job it is to forge strong relationships with the community and the council and to identify projects.
The CDO also helps outside bodies attract grant funding facilitating the community to do more for itself, thereby empowering and
improving community cohesion and resilience. Social media also plays its part in how the council chooses to engage and gather
evidence of how well it is doing.

Have you considered future changes to the community or legislation (e.g. general power of competence) to explore
opportunities for new ways to help your community?

The council had developed its partnership role by proactively working with Carmarthenshire County Council and Llanelli Town Council
to deliver events, projects and services. This aids and promotes sustainable development and makes for the better use of resources
through collective working and collaboration. The council will look to further enhance the many partnerships it has for the good of the
community. Having access to the General Power of Competence (GPoC) will help in this regard. The council first declared itself an
eligible community council at a council meeting in February 2024 so that it can call upon the GPoC to enhance community development
opportunities and in turn to work more effectively for the community.

Actions

We will:
e Continue to work with the Carmarthenshire Public Services Board to help better serve the community by providing services and
facilities that support the Board’s Well-Being Objectives.

121
Version 1.1 — November 2022

Return to top




Theme F — Evaluating impact

Perform a review of the council’s Whole place Plan through performing a series of community engagement initiatives.

Continue with the council’s capital programme to safeguard and enhance community infrastructure projects.
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Summary of key actions to be taken as a result of Part 2 -The self-assessment

Summary of actions

By who

By when

e Publish this first toolkit assessment in full
on the council’s website in the interest of
public accountability and transparency in
order to publicly benchmark and chart
future progress.

e Perform a further toolkit assessment to
chart the council’s progress and
evolution in contributing towards local
well-being throughout its administrative
area.

e Make an assessment of the resources
required to sustain council services and
facilities to safeguard them and in order
to develop new services that support
community development and local well-
being.

e Further develop the council’s digital
footprint to aid the future management
of services and facilities, including the
council’s social media channels.

e Explore opportunities to use the General
Power of Competence when developing
new community development initiatives
and to facilitate a wider range of
partnership working with local
stakeholders.

e The council

e The council

e The council

e The council

e The council

e 15 January 2025

e The next local ordinary government
elections in May 2027

e The next local ordinary government
elections in May 2027

e The next local ordinary government
elections in May 2027

e The next local ordinary government
elections in May 2027
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Updates to the Finance & Governance Toolkit for
Community and Town Councils

Date Version | What has changed Where
November | 1.1 Links to additional e Part 1: The Health Check /
2022 resources relating to the Theme A, Vision, purpose and
Environment (Wales) Act community planning /
2016, Section 6 Statement A.2
Biodiversity and e Part 2: The self-assessment /
Resilience of Ecosystems Theme A - Vision purpose and
Duty community planning: Further
information
November | 1.1 Notes the availability of a | ¢ Part 1: The Health Check /
2022 training plan template for Theme B — Leadership and
One Voice Wales people / Statements B.5 and
Members on request. B.17
e Part 2: The self-assessment /
Theme B — Leadership and
people: Further information
November | 1.1 Provides clarification for | Part 1: The Health Check /
2022 councils that rely on Theme E Resources and
section 137 of the Local Financial Management /
Government Act, and Statements E.32-E.36
those that have resolved
themselves an eligible
community council for the
purposes of the general
power of competence, on
the use of those distinct
powers.
November | 1.1 Notes that One Voice Part 2: The self-assessment /
2022 Wales and the Society of | Theme B — Leadership and
Local Council Clerks people: Further information
have jointly produced a
guidance document
‘Bullying and Harassment
in Councils’ which is
available to members on
request.
November | 1.1 Includes a link to Local Part 2: The self-assessment /
2022 Government Association | Theme C — Community

guides on using social
media.

engagement and partnerships:
Further information
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