TENTERDEN TOWN COUNCIL
INTERNAL COMMITTEE

Standing Orders & Financial Regulations Sub-Committee

Notes of a meeting held at the Town Hall at 4.30 on 13" February 2019.

1

No |

| Item

Action

Present:
Clirs. Crawford, Mulholland, Nelson, Smith & Sugden.
The Town Clerk was also present and took notes

Apologies. Clir Knowles

Declarations of interest. None,

Chairman. Clir Mulholland was elected as chair

Minutes of the meeting held on 6™ August 2018 were approved.

Matters arising. Mayoral selection item from that meeting is
still to be considered at Town Council in March 2019.

Financial Review

Current breakdown of cash assets is as follows:

Nat West Current Account: £200,000

Santander deposit £2,344,000 instant access interest 0.4%
Nationwide expired Bond £609,000 Could be re-invested at
0.8% for a further year

CCLA Properties Fund £750,000 Interest 4-5% but not
guaranteed.

A guaranteed no notice deposit account is available from CCLA
yielding 0.8%

Cllr Nelson left the meeting at this point.
Recommendations:

« CCLA properties fund to remain as it is

+ Unity bank to be considered for current account as it is
dedicated to parish councils.

¢ Reduce Santander to £80,000 to take advantage of
government insurance against bank liquidation and split
balance of funds between Nationwide and CCLA deposits.
This would be checked by a financial adviser for efficacy
and any advised adjustments made.

Reserves

» Split out revenue reserves, S106 and capital amounts into
different nominal codes

‘Financial regulations the committee agreed to adopt the
model financial regulations with effect from 1= April & notify our
internal auditor.
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Exit interviews Feedback would be sought by way of a

9
questionnaire from councillors not standing in May and those
who were voted out. This would be in addition to resignations
during the council term. Exit interviews would be carried out if
| deemed useful.
10 | Any other business. None -
| 11 | Date of next meeting. New council term o
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External Committee 11" March 2019
Regalia — new lanyard and bar brooch
Agenda Item 7¢

At the Archives & Regalia meeting on 15" February 2019, it was agreed that a blue lanyard
and bar brooch be ordered for the Deputy Mayor. Currently the Deputy Mayor's chain is
unsightly and with the new Deputy Mayor's Escort badge and lanyard soon to arrive, the
Deputy Mayor’s chain would look subordinate.

A price has been obtained from Fattorini for a blue lanyard with clip and bar brooch at a
cost of £156.12 plus postage, packing and VAT. Future Deputy Mayor’s will have the option
of wearing either the chain or lanyard.

Proposal: that the lanyard and bar brooch be ordered at a cost of £156.12 plus P&P
and VAT.

C. Guison

Claire Gilbert
Deputy Town Clerk

Impact on Crime and Disorder : None
Impact on Bio-diversity : None
Budgetary Impact Minimal



ARCHIVES AND REGALIA SUB COMMITTEE

Minutes of meeting held on Friday 15" February at 1pm in Councillars Room
Present: Cllrs. Pam Smith, Henry Edwards, Sue Ferguson and lean Curteis
Apologies, Cllr Nikki Gooch

Mote Taker: Clir Jean Curteis

Regalia
All badges have now been ordered as per agreement at November meeting.

After discussion it was agreed that a Blue Lanyard and Bar brooch be ordered for the Deputy Mayor
To wear instead of the chain.

A quotation to be obtained for minor repairs to the Mayor's consort badge which has some damage
to the red enamel in the top righthand corner,

Archives

A letter has been received from ClIr. Nikki Gooch advising that she will not be standing at the next
elections but would be willing to continue serving on this committee and assisting with the
exhibition.

It was unanimously agreed to accept her offer.

It was agreed that the exhibition will take place on 27", 28" & 29" September 2019 combining both
exhibits in the Assembly Room at the Town Hall and at the Museum.

Enquiries to be made about obtaining display cabinets for the exhibits,
{Post meeting we learnt that KCC archives no longer have any cabinets so Canterbury have been
written to and the office will be contacting Cinque Port Council Offices to see if they can help)

Quotations to be obtained from Homewood School and Wealden Print for production of an
exhibition booklet detailing exhibits

Mext we will have to assess what exhibits we have and the whereabouts of any other interesting
memorabilia.

Cllr. Gooch has obtained from Carolyn Hickmott Hazell a file of very interesting details of items
displayed at the last exhibition.

MNext Meeting: Friday 29" March at 2pm in the Councillors Room
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TENTERDEN TOWN COUNCIL

Town Hall, 24 High Street, Tenterden, Kent. TH30 6AN

Email: townhall@tenterdentowncouncil.gov.uk
Facsimile: 01580 765647

Website: www tenterdentowncouncll.gov.uk [
Telephone: 01580 762271

STATEMENT ON INTERNAL CONTROL
FOR THE YEAR ENDING 31%' MARCH 2019

1. SCOPE OF RESPONSIBILITY

Tenterden Town Council (the Council) is responsible for ensuring that its business is conducted in
accordance with the law and proper standards, and that public money is safeguarded and properly
accounted for, and used economically, efficiently and effectively.

In discharging this overall responsibility, the Council is also responsitle for ensuring that there is a
sound system of internal control, including the preparation of the accounting statements as
required by Section 1 of the Annual Return — Annual Governance Statement and its 9 "assertions”.

2. THE PURPOSE OF THE SYSTEM OF INTERNAL CONTROL

The system of internal control is designed to manage risk to a reasonable level rather than to
eliminate all risk of failure to achieve policies, aims and objeclives; it can therefore only provide
reasonable and not absolute assurance of effectiveness. The system of internal control is based on
an ongoing process designed to identify and prioritise the risks to the achievement of the Council's
policies, aims and objectives, to evaluate the likelihood of those risks being realised and the impact
should they be realised, and to manage them efficiently, effectively and economically.

The Council has in place a set of Standing Orders and Financial Regulations, which set out the
general rules applicable at council and commillee meetings and in carrying out the council’s
business. These two documents, are reviewed on a regular basis and influence the system of
internal cantrols in place.

The system of internal control has been in place at the Council for the year ended 31 March 2018
and up to the date of approval of the annual governance statement and accounts and, except for
the details of significant internal control issues at section 5, accords with proper praclice.

3. THE INTERNAL CONTROL ENVIRONMENT

The Council:
The Council has appointed a Mayor or Chairman who is responsible for the smooth running of
meetings and for ensuring that all Council decisions are lawiul.

The Council reviews its obligations and objectives and approved budgets for the following year at
its December meeting. The December meeting of the Council approved the level of precept for the
following financial year.

The full Council meets every 6 weeks and monitors progress against its aims and objectives via its
standing commitlees by receiving relevant reports from the Town Clerk.

The Council carries out regular reviews of its internal controls, systems and procedures.



TENTERDEN TOWN COUNCIL

Town Hall, 24 High Street, Tenterden, Kent, TN30 64N

Emall; townhall@tenterdentowncouncil.gov.uk
Facsimile: 01580 765647

Website: www, tenterdentowncouncil.gov.uk
Telephone: 01580 762271

Clerk to the Council | Responsible Financial Officer:

The Council has appointed a Clerk to the Council who acts as the Council's advisor and
administrator. The Clerk is the Council's Responsible Financial Officer and is responsible for
administering the Council's finances. The Clerk is responsible for the day to day compliance with
laws and regulations that the Council is subject to and for managing risks. The Clerk also ensures
that the Council's procedures, control systems and policies are adhered to.

Payments:

All payments are reported to the Council for approval. Two Members of the Council must authorise
every cheque and standing order & direct debit arrangements are reviewed annually. In the case of
BACS, the payments are entered by and administrator and authorised by a councillor.

Income:
All income is received and banked in the Councils' name in a timely manner and reporled to the

Council at the next meeting.

Risk Assessments / Risk Management/Risk Register: o _
The Councll carries out regular risk assessments, identifying risks, assessing risks, addressing
risks and reviewing and reporling these risks in a risk register.

Internal Audit: i
The Council has appointed an Independent Internal Auditor who reports to the Council on the
adequacy of its:

Records
procedures
systems

internal control
regulations

risk management
reviews

The effectiveness of the internal audit system and audit plan is reviewed annually.

External Audit: _
The Council's External Auditors, PKF Lilllejohn LLP, submit an annual report and Cerlificate of

Audit, which is presented to the Council,



TENTERDEN TOWN COUNCIL

Tewn Hall, 24 High Strest, Tenterden, Kent, TH30 6AN

Website: www.tenterdentowncouncil.gov.uk  [SESEE  Email: townhall@tenterdentowncouncil.gov.uk
Telephone: 01580 762271 & Facsimile: D1580 65647

4, REVIEW OF EFFECTIVENESS

The Council has responsibility for conducting an annual review of the effectiveness of the system
of internal control. The review of the effectiveness of the system of internal control is informed by
the work of:

e the full Council;

e the Clerk to the Council / Responsible Financial Officer who has
responsibility for the development and maintenance of the internal control
environment and managing risks;

o the Independent Internal Auditor who reviews the Council's system of
internal control,

o PKF Lilllejohn LLP, the Council's external auditors, who make the final
check using the Annual Return, a form compleled and signed by the
Responsible Financial Officer, the Chairman and the Independent Internal
Auditor. The External Auditors issue an annual audit report and cerlificate;

o the number of significant issues that are raised during the year.

5. SIGNIFICANT INTERNAL CONTROL ISSUES
Mo significant internal conlrol issues were identified during the 2017-18 financial year.

Whilst no significant internal control issues were identified during the year the Council slrives for
the continuous improvement of the system it has adopted for internal control and has addressed all
the minor issues and weaknesses raised and reported during the review process.

%}Lﬂ__p Giacrg/w 2&)2[19

Mayor Date
Tenterden Town Council Tenterden Town Council




Internal Committee 11'" February 2019
Audit results & RBL
Agenda Item 8B

The audit reports are attached for councillors’ information.

In addition to the reports our auditor commented on the use of lettable rooms by the RBL in the run
up to and the days following Remembrance Sunday.

His comments are as follows:

“The covering repart will be very brief, although | will comment an the enarmous time/cost of the
2018 Poppy Day event which lasted 5 weeks in lost bookings etc. 2018 was probably an exceptional
year for everyone, but | think the Council needs to think about next year and set out their stall for
2019 and perhaps just restricting use to the week before and week after OR perhaps just offering a
secure place to count the cash after the Celebration weekend. Sorting out the boxes and poppies
etccan be done in any village/church hall, NOT a bookable space in the Town Hall.”

The organisation of collections for poppies has grown enormaously over the past few years and this
year, the centenary of the end of the great war, has brought a further increase in sales.

The Town Council’s support for the RBL no doubt dates back many years, but the current situation
bears little resemblance to years gone by.

The room usage amounted to 29 days [some of these were “double days” where both the Mayor’s
Parlour and the councillors’” room were in use) The letting value of this space is £1450.

During this time also, there is much “coming and going” and the disruption to office function is high.

Proposal: That council should debate the policy going forward.

e

Phil Burgess
Town Clerk

Impact on Crime and Disorder : Mone
Impact on Bio-diversity : None
Budgetary Impact : None



Tenterden Town Council

Interim Internal Audit Report for the year ended 31 March 2019

| am pleased to report to Members of the Tenterden Town Council {the “Council”), that | have completed
my interim internal audit of the Council’s records for the six-maonth period to 30 September 2018,
following my audit visit on 20 November 2018.

Councillors should be aware that my work cannot be relied upon to identify the occasional omission or
insignificant error, nor do | actively seek evidence of breaches of trust or statute, neglect ar fraud, which
may have taken place. Itis the respansibility of the Councillors of the Council to guard against such events,
but if during my audit testing such events are discovered | am duty bound to disclose such events to the
Council.

| would like to take this opportunity to thank the Town Clerk, Mr Phil Burgess and Mrs Julie McCollum
(Accounts Clerk) for their assistance given to me during my audit visits.

Previous Audits:

External Audit 2017-18

The external auditar, PKF Littlejohn LLP, signed off Section 3 of the Annual Return for the year ended 31
March 2018 on 13 September 2018, There were no matters raised by the Auditor,

Year-end Internal Audit 2017-18

There were no issues raised at the year-end to follow up. The Repart was reviewed by the Internal
Committee 9 July 2018,

Interim Internal Audit 2018-19:
Findings

This visit concentrated on the payment of invoices and payroll arrangements linked to the accounting
arrangements, Other areas included the new Committee Structure, website, banking and insurance
arrangements,

Following my visit there are a few observations | wish to bring to Members' attention. There is a separate
template based on my Audit Plan with notes of my findings.

Standing Orders & Financial Regulations:

In the “findings” | have referred to the new NALC Model Standing Orders published by NALC in April 2018
and suggest the Council at some point compares the existing set of Standing Orders against the new
Maodel, which embraces all the legislative changes since 2013 the date of the previous Maodel, There may
be implications for the Financial Regulations.



Budgetary Controls:

The Council has a good budgetary control procedure in place and the Budget/Precept setting is much
easier with just two Committees, who both put forward their Precept Reguests on 10 December 2018,
totalling £573,964.

Banking Arrangements:

| did note that only two Councillors tended to sign-off the payment schedules, which may be due to the
current bank mandate. Itis best practice to share the responsibilities of signing off the payments around
all eligible signataries, usually a minimum of 4-5 Councillors.

Post Audit Note: The Town Clerk advised that the 1-year Fixed Bond with Nationwide was not renewed
on the same basis fram 1 Dec 2018 but has instead been put an a slightly lower interest rate pending the
autcome of an Investment Strategy Beview to be carried out in February 2019. One option being
cansidered is to increase the funds held with CCLA, which generates a higher return, BUT the Council must
be mindful of the capital value of the investment, which can and has gone down in value.

General Data Protection Regulation {GDPR):

As Councillors will know GOPR came into force on 25 May 2018. Since my last visit the Council has revised
or adopted various policies and documents related to GDPR such as a General Privacy Motice adopted by
the Council, which is on the website. GDPR-Info was appointed the Data Protection Officer for the Council
and have assisted in helping the Council comply with the Regulation.

I have noted in the “findings” the proposal to move to a “paperless office” with the introduction of iPads
using the modern gov software Internal Committee - Min 0343 - 12 Nov 2018, Tenterden is my first client
to adopt this approach and will be interested to find out how this develops.

David J Buckett CPFA DMS 31 January 2019
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Internal Committee 11" March 2019
Maintenance Facility — Surveyor/Consultant Quotations
Agenda Item 9

At the 11" February 2019 Internal Committee meeting, the following resalution was made:

0396 MAINTENANCE FACILITY. The Committee reviewed the guotations provided from the four
Consultants. Councillors did not feel able to make a decision based on the information
provided; it was not clear if the Consultants fees were fixed rate. Clir. Knowles suggested
asking Consultant B what they would envisage their exclusions will add cost wise to their
quotation. Cllr. Carter suggested that the Quantity Surveyor who was assisting with the
Tenterden Recreation Ground re-ardering should be consulted for advice. It was RESOLVED
to seek the advice of the Quantity Surveyor. Cllr. Edwards abstained from voting.

As resolved at the above meeting, | sought the advice of the Quantity Surveyor based on responses
from the four Consultants. The QS advised that we went back to each Consultant and were more
specific in our questions. Therefore, the following was sent:

“Further to the quotation that you provided for the Maintenance Facility, the Town Council were
unable to select a Consultant based on the figures that were presented by all four Consultants, We
had to, at the time, anonymise the quotations and this will still be the case far this next round of
queastions.

The list of services required are still the same:

(i} discharge of conditions in relation to the planning permission;

(ii) the preparation and submission of building regulation plans;

(iii) liaising with consultants to prepare detailed designs for sustainable drainage systems;
(iv) the preparation of the specification of works and tender documentation:

(v) sending tender documentation out to contractors to obtain competitive pricing

{wi) to carry out site supervision and contract administration services for the works;

{wii) provide principal designer services (under the Design & Management Regulations, 2015).
Based on an assumed build budget of £300,000, please can we have the following from you.
1. Fixed fee for taking the project to tender stage and assisting the Council in selection of
contractor (i-v}.
2. Fixed fee for supervision of build (vi-vii).

Any exclusions relating to the professional fees of other specialists should be listed.”

Responses received - all prices exclude WVAT:

—

Consultant A Consultant B Consultant C | Consultant D
| Assumed build budget £300,000.00 £300,000.00 | £300,000.00 | £300,000.00
Fixed Fee for (i) to (v) £8,250.00 £5,700.00 £8,150.00 £9,000.00

Tender Stage -

Fixed Fee for (i) to (vii) £4.511.00 £4,800.00 £7,200.00 £6,000.00
Full contract

Total Fixed Fees * £12,761.00 £10,500.00 | £15,35000 | £15,000.00

*Please note, we did not ask for an overall fixed fee cost — the above overall totals are both
elements totalled.



Exclusions to above quotations:

Consultant A

* Ordnance survey for location plans;

* Site investigation reports by others;

*  Party wall surveyor fees for all parties;

* Fees and negotiation with utility companies;

* Separate quote for design of SuDS to be obtained.

 Consultant B

* Specialist reports require for regulatory submissions far condition
4;

* Civil engineering and works relating to 538, 5102 and s178
applications or any works under separate agreements;

* Any fees to third parties or applications required.

Assumptions: timber frame construction contractor's design

responsibility.

Consultant C

Any specialist site investigation where contractors are invalved.

Consultant D

Mone stated.

Regulatory Bodies:

Consultant A

A;sured Atrius Vendor
Safe Contractor Approved

Consultant B

Royal Institute of Chartered Surveyars
Chartered Association of Building Engineers
Chartered Institute of Architectural Technologists

Ilfu:-nsultarnt C

Chartered Building Engineer

Chartered Building Consultancy

Faculty of Party Wall Surveyors

Chartered Association of Building Engineers

Consultant D

Royal Institute of Chartered Surveyors
EXOR Approved

Construction Line

Association for Project Safety

Faculty of Party Wall Surveyors
Acclaim Accreditation

SO 9001

Safety Schemes in Procurement

All correspondence with the Consultants was sent to the Quantity Surveyor for review and he made
the following comment: “Assuming you have no objections to any of these consultants from a
technical point of view, and with reference to our previous comments on appointments and ability,
from a financial perspective it would seem that Consultant B should be appointed.”

Proposal: That council should appoint a Consultant for the full project subject to references.

C. Gurber

Claire Gilbert
Deputy Town Clerk

Impact on Crime and Disorder : Mone

Impact on Bio-diversity
Budgetary Impact

: Mone
: Professional Fees (reserve amount towards build is £80,000)




Internal Committee 11*" March 2019
Notice Boards
Agenda ltem 10

Following a suggestion at the last internal committee, content should be considered for the notice
boards outside White Stuff and WH Smith.

Possible options are:

Press releases

Regeneration Project Updates
Maps (up to date version required)

At present the White Stuff notice board contains the Town Map one side and the newsletter in “flat”
form the other,

Content for these notice boards is subject to agreement with WKPS so should not merely be an
extension of the Town Hall board.

Proposal: That a decision is made on notice board content

T

Phil Burgess
Town Clerk

Impact on Crime and Disorder : None
Impact on Bio-diversity : None
Budgetary Impact : None



Agenda Item 11

TENTERDEN TOWN COUNCIL
Internal Committee - background for 11 March 2019

HOT FOOD TAKEAWAY AT STATION ROAD TOILETS
Background

Residents of Coombe Lane and Station Road have approached councillors, surprised and worried at the
possibility that the redevelopment of the public toilets building in the Station Road car park might include
a unit to be used as a hot food takeaway (planning use class AS).

They point out that there would be no seating at the unit {unlike at the fish and chip shop in Station
Road), so any customers who do not simply take their food to their homes will eat it in the street,
specifically in Coombe Lane, the cemetery, Station Road or the car parks. This will increase the anti-social
behaviour at those locations, and the litter, and been a significant nuisance to the residents in these

dreas.

While they support the idea of developing the building for office and retail use, they think AS use is
inappropriate in such a residential area and have asked whether the town council has cansidered the
drawbacks as well as any advantages.

Though the August 2018 Internal Committee approved the recommendations of the council's architects,
including the possible hot food takeaway use, | suggest we should re-visit the question as to whether
such use is appropriate and justify our decision publicly.

Proposal
| propose that the council should reconsider whether a new hot food takeaway outlet, alang the lines
envisaged by the planning application, is appropriate and in the best interests of the residents of
Tenterden as a whole and, if it decides it is not, either -
(a) resolve to amend the planning application to delete such use or
(b) resalve that, even if planning permission including for a hot food takeaway is granted, the council
will not let the property out for such use.

Crime and disorder reduction impact: Scope for additional anti-social behaviour
Biodiversity conservation impact: Not applicable (except in terms of litter)
Budgetary impact: Possible impact on the council’s income from sources apart from the precept

Cllr Justin Melson = 17 February 2019



TENTERDEN TOWN COUNCIL
Internal Committee - background for agenda item 12 on 11 March 2019

COFFEE AND CAKE WITH COUNCILLORS - REPORTS

Background

The mornings we offer residents coffee and cake to residents, and the chance for them to raise issues
with councillors and officers, seem to be becoming more useful and popular - largely due to the cakes, |
suspect!

It would be a shame if the concerns raised by residents were not addressed in a prompt and effective
way. To try to ensure they are, | suggest that councillors who attend should report to the Town Clerk on
the points raised with them by residents and the actions discussed or suggested. The Town Clerk can then
collate these points and add them to the agenda of the appropriate standing committee or sub-
committee, so appropriate action can be taken or recommended. In addition, this would ensure that all
councillors could be made aware of concerns raised, so that no councillor is kept in the dark.

| attach a copy of my list of iterns from 16 February, Other councillors can use a similar format if they
want, or another format if they prefer (just an email to the Town Clerk, or a handwritten note, would
suffice)

Proposal

| propose that councillors who attend the "Coffee and Cake with Councillors” mornings should repart to
the Town Clerk on points made by residents or concerns raised by them, so that all councillors can be
kept informed and the points or concerns addressed

Crime and disorder reduction impact: Nil
Biodiversity conservation impact: Nil
Suggested source of funds: Mot applicable

Clir Justin Nelson — 17 February 2019
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Internal Committee 11'" March 2019
Press Releases & Regeneration Project Updates
Agenda ltem 13

Comments from residents have indicated that the regeneration project updates could be far better
publicised.

In addition to this our regular press releases, both following a council meeting and ad-hoc are often
not included in the KE or included only in part, which sometimes has an adverse effect on the public’s
perception.

Whilst the newsletter is a popular and informative publication, The main issue which is distributed in
paper form is only sent twice a year.

In order to ensure an accurate version of events is presented to the public we should perhaps consider
publicising updates and press releases.

Costings for the following publications are:

Wealden Ad — Full page either once per fortnight or monthly - £475.00 plus VAT
Wealden Ad — Inserted page (cost not arrived by mailout — will be tabled)
Village Directory — £93.50 per month for a full page in the once per month issue

Proposal: That the above methods should be considered in addition to releases to the KE.

e

Phil Burgess
Town Clerk

Impact on Crime and Disorder : None
Impact on Bio-diversity : None
Budgetary Impact : Moderate



TENTERDEN TOWN COUNCIL

Internal Committee

Background paper for agenda item 14 on 11 March 2019

COUNCIL REPRESENTATIVES ON OUTSIDE ORGANISATIONS — TERMS OF REFERENCE
Background

So that councillors who are elected to serve as representatives of the council with outside arganisations
understand their role and the limitations of that role, | suggest it would be worth having written terms of
reference to guide them.

| attach a draft set of terms of reference, drawn up by the Town Clerk, Clir Crawford and me between us.

| suggest that, if detailed discussion of this draft is required, it should be referred to the Standing Orders
and Financial Regulations sub-committee for this, then come back to this committee for recommendation
to the council.

However, if this committee is content with the draft — subject to any amendments resolved by the
committee — then the draft could be recommended to the council for adoption at its meeting on 08 April
and be in place for new councillors to accept as part of their declarations of acceptance of office,
amending the wording of the declarations as follows:

“I undertake to observe the code of canduct which is expected of members of Tenterden Town Council
and comply with the terms of reference for council representatives on outside organisations”

Proposal

| propose that either -
1. the draft terms of reference |with any agreed amendments) is recommended to the council for
adoption or
2. the draft terms of reference are referred to the Standing Orders and Financial Regulations sub-
cammittee for detailed discussion and
3. if terms of reference are adopted by the council, councillors’ declarations of acceptance of office
be amended as above

Crime and disorder reduction impact: Nil
Biodiversity conservation impact: Nil
Budgetary impact (and source of funds): Nil

Cllr Justin Nelson - 28 February 2019



TENTERDEN TOWMN COUNCIL

REPRESENTATIVES ON OUTSIDE ORGANISATIONS

Suggested terms of reference

for council representatives on outside arganisations (including project focus groups)

Councillors represent the council on outside organisations so that the council as a whole
understands and communicates effectively with the outside organisations. Appointment of
representatives takes place at the start of each council year, when councillors are elected to
the role as per standard procedures, and acceptance of the role means the representative
must follow these terms of reference.

The role of the representative is to liaise between the council and the outside organisation

to:

B =

create and maintain open and honest communication between the two
resolyve any conflicts or misunderstandings that may arise

ensure that the relationship is as mutually beneficial as possible

ensure that the council’s position on any relevant topic is explained

The representative should -

a)

b)

e)

represent the council's view, explain its position on relevant topics and help the
outside body work with the council and the council assist the outside organisation
(where appropriate)

listen to any criticism made of the council, explaining the council’s position and/or
reporting back to the council regarding the criticism and how it has been addressed or
could be addressed

suggest where a meeting between more councillors and members of the outside body
might be beneficial

avoid using his or her role as representative of the council to further his or her
personal views and proposals or (where this is unavoidable) always make it clear (and
have the minutes reflect) that any personal views expressed by the representative are
his or her personal views

not criticise the council, other councillors or council officers

Draft dated 21 February 2019



Internal Committee 11" March 2019
Bucket Collections
Agenda Item 15

"Open bucket” collections have been used at past events to raise funds, either for charities or to cover
the costs of the erganisation.

This method of collection, although well-established, is open to accusations of impropriety and the
council should encourage tighter control of collections. Recent research has shown that collections
increase with “closed bucket” collections.

To encourage this practice, terms and conditions of lettable spaces administered by the council
(mainly the recreation grounds but all spaces will be covered) and the conditions attached to Town
Events funding can be amended to include the following paragraph:

Charitable and Event collections

If funds are collected, either to support the costs of the event or for purely charitable purposes,
buckets or containers used for the collection should be numbered and either locked or sealed by tape
signed by two event officials before distribution.

On return the containers should be unlocked/unsealed and the amounts checked in the presence of a
minimum of two event officials. The officials should retain a record of the amounts donated, signed
by those two officials.

Proposal: That the above changes to terms and conditions should be adopted,

T

Phil Burgess
Town Clerk

Impact on Crime and Disorder : Beneficial
Impact on Bio-diversity : None
Budgetary Impact : Mone



Agenda ltem 16
TENTERDEN TOWN COUNCIL

Internal Committee - background paper for 11 March 2019

The SPIRIT OF TENTERDEN festival

A summer event on the Recreation Ground

Background

A small group has formed an ad hoc committee to arrange and run a summer event an the Recreation Ground. The
group {currently) consists of Lindsay Hammond and Jeanette Kennett from St Mildred's, Ray Pratt and Sarah Cleaton
{who originally proposed to idea) from This Ancient Boro’, Sue Ferguson, Matthew Freeman and Justin Nelson (albeit
not in their capacity as councillors), and Steve Riv. It is hoped to supplement the group with more members as needed.

The intention is to run an event on the Recreation Ground over the weekend of 05 to 07 July 2019, with food and craft
stalls, live and recorded music and a beer festival. Entry would be free to members of the public, which the overheads
intended to be covered by a combination of stall fees and local business sponsorship. A preliminary (and approximate)
budget is as attached — | emphasise that this is very tentative at present and clearly stall fees and sponsorship will need
reviewing. Itis intended to budget so that income covers expenditure without making a significant surplus.

It is hoped that such an event will appeal in the main to local residents, rather than drawing significant numbers from
out of the area, and the event is to be deliberately low-key, partly for that reason and partly to avoid containing visitors
an the Recreation Ground, instead giving them the incentive to explore the rest of the town and its businesses. We
would not be including fairground attractions, for instance. Similarly, preference would be given to local stallholders by
heavily discounting stall fees charged to them as compared with any out-of-area stallholders.

We have avoided clashing with other local events (such as Tributes in the Park) or using a name that could be confused
with ather events or projects, such as the "Tenterden Festival” {of music, mainly) that a resident is planning,

If the event is successful, it is intended to form a Community Interest Company or similar vehicle to run the event
either annually or in alternate years (perhaps with another summer event filling the vacant years), and the town
council would be invited to appoint a representative to attend business meetings.

We would like the town council’s support in the forms of =
(a) allowing us free use of the Recreation Ground for the event, on the basis that it is not-for-profit — any surplus
would be carried forward towards a future similar event and all other conditions of booking would be
complied with in the normal way;
(b) agreeing to act as "banker” for this year, receiving funds from stallhalders and sponsors and paying bills for the
event’s overheads out of those funds — the council’s officers have no objection to this; and
(c) agreeing to underwrite potential losses to a maximum of £1,000.

Proposals
\We propaose-
| to the Internal Committee:
{a} that the town council agrees that the event is a local not-for-profit organisation, so need not pay to
hire the Recreation Ground
{b} that the town council receives and disburses funds on behalf of the event
2 to the External Committee, that the town council underwrites potential losses incurred by the event up to
a maximum sum of £1,000

Crime and disorder reduction impact: None envisaged
Biodiversity conservation impact: None envisaged
Effect on budget: Up to £1,000 in the event of losses being incurred
Cilr Justin Nelson — for the organising committee: 14 February 2019



Agenda Item 17

TENTERDEN TOWRM COUNCIL

INTERNAL COMMITTEE

USE OF ASSEMBLY HALL FOR CHAMBER OF COMMERCE NETWORKING

AND PRESENTATION BY ARCHITECTS OF PLANS FOR TOWN HALL REFURBISHING
Bockground

The Chamber of Commerce holds monthly networking meetings and tries to use these to provide insights
into a local business or other arganisation, or to provide infarmation of interest to its members, ora
combination.

The Chamber of Commerce’s committee would like to hold its networking meeting at the Town Hall {in
the Assembly Room) on 02 July 2019 from about 17:30 to about 20:00, and wondered whether a
presentation could be made then by the town council’s chosen architects an their plans and suggestions
for refurbishing the Town Hall and the likely timescale and the facilities for local residents, organisations
and businesses that would be available in due course,

Such an event would, it is suggested, be open to local residents, etc, even if they are not members of the
Chamber of Commerce, giving everyone who is interested both an opportunity to be updated as to the
plans for the Town Hall and an opportunity to meet each other,

As the evening would be of general interest, it seems appropriate for the council not to charge for the
use of the Assembly Room. The town council might also feel it appropriate to contribute to the costs of
refreshments for those attending, with catering being provided by a member of the Chamber of
Commerce selected by the Chamber of Commerce committee.

Proposal

| propose that -
1. The Assembly Room be made available free of charge for the proposed event (usual hire charge:
£45) but the Chamber of Carmmerce would pay for security at £12 per hour
2. The selected architects be asked to give a presentation an the plans for the Town Hall, the
progress being made in implementing those plans, the likely timetable for completion and the
benefits for the community at large that will result
3. The town council contributes £100 towards the costs of refreshments for those who attend

Crime and disorder reduction impact: Not relevant
Biodiversity conservation impact: Not relevant
Budgetary impact: £145.00 in loss of hire charge and contribution to catering

Cllr Justin Nelson - 28 February 2019



