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άhǳǊ ±ƛǎƛƻƴ нлму - нлнн ƛǎ ǘƘŀǘ ǿŜ ƘŀǾŜ 
ōǳƛƭǘ ŀ ǎǳǎǘŀƛƴŀōƭŜ ŦǳǘǳǊŜ ŀƴŘΥ 

 
ω  ƳŀƪŜ ŀ ǇƻǎƛǘƛǾŜ ŘƛŦŦŜǊŜƴŎŜ ǘƻ ǘƘŜ ǎŀŦŜǘȅ ŀƴŘ ǉǳŀƭƛǘȅ ƻŦ 
ƭƛŦŜ ƻŦ ŜǾŜǊȅ ƭƻŎŀƭ ŎƛǘƛȊŜƴΤ ŀƴŘ ǘƘŜ ǇƭŀŎŜǎ ǿƘŜǊŜ ǘƘŜȅ 
ƭƛǾŜ ŀƴŘ ǿƻǊƪ  

 
ω  ŘŜƭƛǾŜǊ ǎŜǊǾƛŎŜǎ ōȅ ǇŜƻǇƭŜ ǿƘƻ ŀǊŜ ǇǊƻŦŜǎǎƛƻƴŀƭΣ ǇǊƻǳŘ 
ŀƴŘ ǇŀǎǎƛƻƴŀǘŜ 

 
ω  ŀǊŜ ƴŀǘƛƻƴŀƭƭȅ ǊŜŎƻƎƴƛǎŜŘ ŀǎ ōŜƛƴƎ ƘƛƎƘ ǇŜǊŦƻǊƳƛƴƎ 
ŀƴŘ ƛƴƴƻǾŀǘƛǾŜΤ ŀƴŘ ƛƴǘŜǊƴŀǘƛƻƴŀƭƭȅ ǊŜƴƻǿƴŜŘ ŦƻǊ 
ōŜƛƴƎ ŀōƭŜ ǘƻ ǊŜŘǳŎŜ Ǌƛǎƪ ƛƴ ōǳǎƛƴŜǎǎΣ ƛƴŘǳǎǘǊȅ ŀƴŘ ǘƘŜ 
ƘƻƳŜέ 

 

 
 
 

άhǳǊ aƛǎǎƛƻƴ ƛǎ ǘƻ ŘŜƭƛǾŜǊ ŀƴ LƴŎƭǳǎƛǾŜ CƛǊŜ ŀƴŘ 
wŜǎŎǳŜ {ŜǊǾƛŎŜǎ ǘƘŀǘ ŜƴǎǳǊŜ ǘƘŜ {ŀŦŜǘȅ ŀƴŘ 

²ŜƭƭōŜƛƴƎ ƻŦ ƛǘǎ /ƻƳƳǳƴƛǘƛŜǎέ 
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SUMMARY 

Cleveland Fire Authority (ñthe Authorityò) is a corporate body and for many purposes, 

has the status, rights and duties of a local authority under the Local Government Act 

1972 and other local government legislation.  It is funded from Government Grants and 

by precepting the constituent councils of Hartlepool, Middlesbrough, Redcar and 

Cleveland and Stockton on Tees.  The Authorityôs membership comprises of 16 elected 

members who are appointed by their Council on a politically proportional basis who are 

accountable in their decisions to the Authority rather than their individual council. 

 

The Authority is statutorily responsible for the functions set out in: 
 

¶ The Fire and Rescue Services Act 2004 

¶ The Civil Contingencies Act (CCA) 

¶ The Regulatory Reform (Fire Safety) Order 2005 
 

The Governmentôs blueprint of priorities and objectives for fire and rescue services as 

set out in its document the óFire and rescue national framework for Englandô also 

influences the Authorityôs work. 
 

The Fire Authority has overall control over the strategic direction, establishment, budget 

and functions of the Brigade as a body and over the acquisition, disposal and alteration 

of Brigade premises and appliances.  The Chief Fire Officer is the Chief Officer (Head of 

Paid Service) of the Brigade with direct responsibility to the Authority for the efficient 

operation of the Brigade.   

 

The Authority has agreed a Constitution which sets out how it operates, how decisions 

are made and the procedures and legislation followed to ensure that an efficient, 

effective, transparent and accountable service is delivered to the local community.  

Some of these processes are required by law, whilst others are matters for the Authority 

to agree.  The Constitution is divided into Sections which set out the basic rules 

governing the Authorityôs business.   

 

The Authorityôs four year Community Integrated Risk Management Plan (CIRMP)  

2018 - 2022 outlines the strategic plan and priorities of how we can make a real 

difference within the local communities.   

 

Governance ï Section 2 

Details the Authorityôs membership, committee structure and other governance 

information. 

 

 



OFFICIAL ï CONSTITUTION 2019/20 5 

Terms of Reference and Delegated Powers ï Section 3 

Details the terms of reference and delegated powers of the Authority and its 

Committees. 

 

Delegation Scheme ï Section 4 

The Delegation Scheme sets out the terms and limitations upon which the Authority has 

empowered its Authorised Officers, this includes additions in line with the requirements 

of the Public Service Pension Act 2013 and Regulations made thereunder.   

 

Financial Procedure Rules ï Section 5 

The Financial Procedure Rules also include the updated roles of Audit. 

 

Standing Orders ï Section 6 

Standing Orders of the Authority are divided into the following two areas:  

 

¶ Standing Orders in Respect of Proceedings and Business 

¶ Contract Procedure Rules  

 

Code of Corporate Governance ï Section 7 

The Code of Corporate Governance sets out how the Authority carries out their 

responsibilities in accordance with legislative and regulatory requirements whilst 

demonstrating accountability, transparency, effectiveness, integrity, impartiality, 

inclusivity and efficiency.  

 

Members Allowance Scheme ï Section 8 

The Members Allowance Scheme details the governance of the scheme. 

 

Ethical Governance Framework ï Section 9 

The Ethical Governance Framework includes:       

¶ Anti-Fraud and Anti-Corruption Strategy  

¶ Standards and Partners  

¶ Member Code of Conduct  

¶ Register of Members Interests  

¶ Declaration of Gifts and Hospitality  

¶ Hearing Procedures 

¶ Complaints Procedure 

 

Member Development Plan ï Section 10 

The Member Development Plan enables Members to build upon their skills and 

knowledge to ensure they are able to fulfil the roles and responsibilities of an Authority 

Member.  The Strategic Corporate Objectives of the Authority and the roles and 

responsibilities of all Cleveland Fire Authority Members are linked and embedded into 

the Framework which are vision guided and value based. 
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GOVERNANCE 
 

¶ Membership  

¶ Statutory Officers 

¶ Political Representation 

¶ Political Ratio of Committees 

¶ Meeting Structure 

¶ Quoracy 

¶ Calendar of Meetings 2019/20 

¶ Appointment of Chair and Vice Chair 

¶ Access to Information 

¶ Protocol for filming, recording and photographing at 
CFA meetings 

  

SECTION 2 
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GOVERNANCE 
 

Membership 

The Membership of Cleveland Fire Authority comprises of 16 elected members who are 

appointed by the four constituent Councils on a politically proportioned basis.  The 

appointing Councils appoint Members for whatever term they feel appropriate (1-4 

years).  Members can resign at any time and cease to hold office if they cease to be 

Councillors.  Councils can replace their Members at their discretion. 

 

Statutory Officers and Authorised Persons 

The Authority has the following Statutory Officers; a Section 151 Officer (the Treasurer) 

a Monitoring Officer (Peter Devlin) and a Head of Paid Service (the Chief Fire Officer). 

The Director of Corporate Services undertakes the role of Clerk to the Authority and the 

Authority has appointed the Head of ICT as the Data Protection Officer in line with 

GDPR.  There are four Authorised Persons whose roles are outlined within the 

Delegation Scheme at Section 4, namely the Chief Fire Officer (Ian Hayton); Director of 

Corporate Services (Karen Winter); Treasurer (Chris Little) and the Legal Adviser and 

Monitoring Officer (Peter Devlin).   

 
Political Representation 

The political representation on the Authority is: 

* Independent Union & Conservatives (IUCon)   *Thornaby Independent Association (TIA) 

Political Ratio of Committees ï to be confirmed 

Council Elected Members  No of Members 

Hartlepool Fleming, James, Thomas 3 

Middlesbrough Higgins, Hussain, Rathmell, Waters 4 

Redcar & Cleveland Ayre, Brook, Cooney, Ovens 4 

Stockton Frost, Kirton, OôDonnell, Stephenson, Woodhead 5 

Total  16 

Council Labour  Cons MICA Other Other 

Hartlepool 1   Socialist Labour *IUCon 

Middlesbrough 2  2   

Redcar & Cleveland 1 1  Independent  Liberal Democrat 

Stockton 2 1  Independent *TIA 

Total 6   2 2   

Meeting        

Executive         

Audit & Governance        
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Cleveland Fire 
Authority 

16 Members 

Executive Committee 

7 Members 

Audit and Governance 

Committee 

9 Members  

plus 2 Ind Persons 

Meeting Structure 

Cleveland Fire Authority is underpinned by two committees: an Executive Committee 

and an Audit and Governance Committee.   

 

 

 

 

 

 

 

 

 

 

 

 

 

Quoracy  

Meeting Quoracy 

Cleveland Fire Authority 
 

6 Members (one third) 

Executive Committee 
Executive Com - Consultation 

4 Members  
4 Members and 1 Trade Union representative 

Audit & Governance Committee 
Audit & Governance - Standards 

3 Members  

3 Members (plus 1 Independent Person) 

 

 

Calendar of Meetings 2019/20 
 

CLEVELAND FIRE 
AUTHORITY 

EXECUTIVE 
COMMITTEE 

AUDIT & GOVERNANCE 
COMMITTEE 

7 June 2019  28 June 2019 

26 July 2019 5 July 2019 23 August 2019 

18 October 2019 27 September 2019  

13 December 2019 22 November 2019 15 November 2019 

14 February 2020 24 January 2020 21 February 2020 

27 March 2020 6 March 2020  

5 June 2020 (Annual) 15 May 2020 26 June 2020 
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Cleveland Fire Authority meetings normally commence at 2.00pm and the Executive and 

Audit and Governance Committees commence at 11.15am and 11.00am respectively.  

Meetings are normally held at the Training and Administration Hub, Endeavour House, 

Queens Meadow Business Park, Hartlepool, TS25 5TH.  Meetings of the Authority are 

open to the public unless the Access to Information Rules apply.  

 

Appointment of Chair and Vice Chair 

At the Cleveland Fire Authority meeting on 31 March 2017, Members resolved that the 

rotation of Chair and Vice Chair be discontinued (Minute No. 112.1 refers).  The Chair 

and Vice Chair will be appointed at its annual meeting following a vote of Members. 

 

Access to Information  

Notices of Meetings are published at least five working days in advance of any formal 

meeting at the venue where the meeting is to be held and at the Training and 

Administration Hub.  Details of the meeting and agenda items to be discussed are also 

published on the Brigade website (www.clevelandfire.gov.uk) five clear days before the 

meeting.   

 

The public will be excluded from meetings whenever it is likely that the business to be 

disclosed is exempt or not for publication.  A motion to exclude the press and public may 

be moved without notice at any time during a meeting, but the mover must identify from 

which of the seven categories it is exempt from.    

 

Protocol for filming, recording and photographing at Authority Meetings 

The Authority has a procedure in place for members of the public or media who wish to 

film, audio- record or photograph proceedings which can be found on the Brigade 

website. 

  

http://www.clevelandfire.gov.uk/
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TERMS OF REFERENCE 

AND DELEGATED 

POWERS 
 
 
 
 
 
 
  

SECTION 3 
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Strategic 
 

¶ setting the vision and strategic direction of the Authority  

¶ ensuring the views of the community, partners and 

constituent councils are taken into account and that they 

are kept fully informed of the Authorityôs plans 

¶ approving the Authorityôs Community Integrated Risk      

Management Plan  

¶ approving the Authorityôs Service Plan 

¶ approving proposals for major changes to delivery of 

services 

¶ reviewing the corporate identity of the Authority 

¶ establishing an effective and efficient Corporate 

Governance Framework 

¶ acting as the Subscriber to the Memorandum of Association 

of the Community Interest Company (CIC) and being a 

Member of the CIC 

Financial 
 

¶ setting the Authorityôs Medium Term Financial Strategy and 

Revenue and Capital Budgets 

¶ complying with the International Financial Reporting 

Standards (IFRS) 

¶ approving the Treasury Management Policy and Strategy  

¶ approving the Authorityôs Pay Policy Statement  

¶ approving The Financial Report (Statement of Accounts) 

Risk and 
Performance 
 

¶ establishing the Authorityôs risk and performance 

management frameworks including risk analysis; and risk 

and performance management, monitoring and scrutiny 

arrangements  

Appointment 
and Terms and 
Conditions 
 

¶ appointing the Chief Fire Officer, Treasurer and Legal 

Adviser and Monitoring Officer in accordance with the Pay 

Policy Statement (recommendation from the Executive 

Committee) 

¶ appointing the Independent Persons to serve on the Audit 

and Governance Committee (recommendation from the 

Executive Committee) 

Governance 
 

¶ ensuring Elected Member development 

¶ receiving minutes of Executive, Audit and Governance 

Committees and Local Pension Board   

¶ receiving reports from the External Auditor, Chief Fire 

Officer, Proper Officers and Chairs 

CLEVELAND FIRE AUTHORITY 

TERMS OF REFERENCE 
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The Authority has already recognised that it would be inefficient 

and ineffective to make all the decisions itself and therefore has a 

Scheme of Delegation in place that reflects best practice and the 

CIPFA/Solace óDelivering Good Governance in Local Government 

(Guidance note).   

 

The Scheme of Delegation is at Section 4 

 

 

 

 
 

The Clerk and the Chair have delegated powers to agree Member 

attendance at external events 

 

The powers delegated to the Executive Committee are detailed 

within its terms of reference. 

 
The powers delegated to the Audit and Governance Committee are 

within its terms of reference. 

 

CLEVELAND FIRE AUTHORITY 

DELEGATIONS 
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Membership ¶ Chair and Vice Chair to be included  

¶ A representative from each of the four constituent councils to 

be included within the seven members 

¶ When the Committee meets to consult with the Representative 

Bodies, 2 representatives from the Fire Brigades Union; 1 

Unison and 1 APFO representative will be invited to attend.  

The views of the Trade Unions will be noted at this informal 

meeting. 

Principle 
Remit  

To make recommendations to the Authority on the major strategic 
issues set out in its terms of references and formulate and 
approve the Authorityôs Policies in line with its delegated decision 
making powers under the Authorityôs Scheme of Delegation.   

Strategic 
 

¶ making recommendations to the Fire Authority on: 

o its vision and strategic direction  

o the Community Integrated Risk Management Plan 

(CIRMP) proposals for inclusion in the Authorityôs 

CIRMP 

o its Service Plan 

o proposals for major changes to delivery of services 

Financial 
 

¶ making recommendations to the Fire Authority on: 

o its Medium Term Financial Strategy and Revenue and 

Capital Budgets 

o its Pay Policy Statement  

Risk and 
Performance 

¶ monitoring progress on the implementation of the Authorityôs 

CIRMP 

Appointment 
and Terms 
and 
Conditions 
 

¶ making recommendations to the Fire Authority on the 

appointment of: 

o the Chief Fire Officer, Treasurer and Legal Adviser and 

Monitoring Officer in accordance with the Pay Policy 

Statement 

o the Independent Persons to serve on the Audit and 

Governance Committee 

 

 

 

 

EXECUTIVE COMMITTEE 

TERMS OF REFERENCE 
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Strategic 
 

¶ approving the Authorityôs Policies  

¶ approving the Authorityôs Annual Statement of Assurance 

Financial 
 

¶ reviewing the Authorityôs discretions under the Local 

Government Pension Scheme (LGPS) and Firefighters 

Pension Schemes  

Appointment 
and Terms 
and 
Conditions 
 

¶ appointing Brigade Directors in accordance with the Pay 

Policy Statement  

¶ approving the terms and conditions of employment of the 

Legal Adviser and Monitoring Officer and  Treasurer  

¶ approving the local pay and terms and conditions of Brigade 

Managers in accordance with the Pay Policy Statement  

Hearings and 
Appeals 

¶ hearing grievances and disciplines in respect of Brigade 

Managers, Treasurer and Legal Adviser & Monitoring Officer 

¶ hearing an appeal against cases of dismissal relating to all 

Brigade staff  

¶ hearing an appeal against withholding Membersô allowances  

Governance ¶ making urgent decisions where it is not practicable to call a 

meeting of the Authority, subject to a follow up report to the 

next  Fire Authority meeting setting out the reason for the 

urgency and the decision reached 

¶ approving overseas travel outside the European Union  

¶ making decisions on any matters concerning an industrial 

dispute with Trade Unions 

Consultation ¶ consulting/liaising with recognised Trade Unions on the 

formulation of  Authorityôs policies before final decisions are 

reached 

¶ responding to consultation documents both nationally and 

regionally  

Procurement ¶ compiling tender lists, opening tenders and accepting the most 

suitable in accordance with the Authorityôs Constitution and 

Contract Procedure Rules  

 

 

 

 

 

 

 

 

DELEGATED POWERS 

EXECUTIVE COMMITTEE 
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Membership 
 
 

To be chaired by a member outside of the majority group 
 

Any member not on the Executive Committee will be appointed 

to the Audit and Governance Committee  
 

The 2 Independent Persons (Messrs Paul McGrath and Steve 

Harwood) attend meetings in an advisory capacity. 
 

The External Auditors (Mazars LLP) attend and present their 

reports to Members 

Principle 
Remit 

The role of an Audit Committee is very important and whilst it is 

not a statutory requirement to have such a committee, it is well 

recommended and regarded as best practice by both Auditors 

and CIPFA.  

 

CIPFA also regard it as best practice for the audit committee to 

be separate from the executive committee with the size of the 

audit committee not being unwieldy. 

 

The purpose of the Audit and Governance Committee is to 

provide those charged with governance independent assurance 

on the adequacy of the risk management framework, the internal 

control environment and the integrity of the financial reporting 

and annual governance process. 

 

The Audit and Governance Committee will include two 

Independent Persons appointed to undertake the function of 

standards.  

 

 

 

 

 

 

  

AUDIT AND GOVERNANCE 

TERMS OF REFERENCE 
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Strategic ¶ scrutinising the Authorityôs Annual Statement of Assurance 

Financial 
 

¶ monitoring the progress of the Authorityôs Medium Term 

Financial Strategy and Revenue and Capital Budgets  

¶ monitoring and scrutinising of the Treasury Management 

Strategy 

¶ Scrutinising The Financial Report  

Risk and 
Performance 
 

¶ providing independent assurance of performance, risk 

management and data quality frameworks  

¶ monitoring, scrutinising, regularly reporting and 

communicating on the Authorityôs performance, risk and 

efficiency outcomes 

¶ monitoring the management of the Authorityôs Corporate 

Risks  

Audit 
 

¶ scrutinising of External and Internal Audit reports and 

monitoring of achievements against any associated action 

plans and recommendations 

¶ scrutiny of the Internal Audit Annual Report 

Standards   
 

¶ advising the Authority on promoting and maintaining good 

ethical governance and standards  

¶ advising the Authority upon the adoption of a Membersô Code of 

Conduct and any revisions to that Code through monitoring its 

operation and overall effectiveness 

¶ providing advice, guidance and training in relation to the duty to 

promote and maintain high standards of conduct in observing 

the Authorityôs Code of Conduct by elected and co-opted 

members 

¶ ensuring that there are effective relationships between 

external and internal audit, inspection agencies and other 

relevant bodies and that the value of the audit process is 

actively promoted 

¶ reviewing the Anti-Fraud and Anti-Corruption Strategy 

¶ making recommendations to the Authority in relation to the 

promotion and maintenance of high ethical standards within the 

Authority and to contribute to issues of governance at its 

discretion 

 

AUDIT AND GOVERNANCE 

TERMS OF REFERENCE 
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Financial 
 

¶ approve the Annual Governance Statement contained within 

the Financial Report 

Audit 
 

¶ approve the External Auditors Annual Audit Letter  

¶ approve the Audit Strategy Memorandum  

¶ adopt the Annual Internal Audit Plan  

 

Hearing and 
Appeals 

¶ hearing appeals from the Treasurer and Legal Adviser and 

Monitoring Officer against the Executive Committeeôs 

decision in relation to terms of conditions of employment, 

grievance and discipline 

¶ hearing appeals from Brigade Managers against the 

Executive Committeeôs decision in relation to pay, terms of 

conditions of employment, grievance and discipline 

 

Standards   
 

¶ undertaking matters of complaint referred to them by the Legal 

Adviser and Monitoring Officer or through any regulatory body 

for their consideration and to delegate to a Hearing Sub-

Committee, powers to consider the outcome of any 

investigation report, to publish report findings and make such 

recommendations as are appropriate.  See Standards Note 1 

¶ granting dispensations to Members upon the requirements 

relating to disclosable pecuniary interests as set out within the 

Code of Conduct 

 

 

  

AUDIT AND GOVERNANCE 

DELEGATED POWERS 
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Membership  
 
 
 

The Hearings Sub-Committee is a Sub-Committee of the 

Authorityôs Audit and Governance Committee. The Audit and 

Governance Committee has decided that the sub-committee will 

comprise of a maximum of five and a minimum of three of its 

members drawn from at least 2 different political parties. Subject 

to those requirements, a Member is appointed on the nomination 

of party group leaders in proportion to the strengths of each 

party group on the Authority.  

 

The Independent Person is invited to attend all meetings of the 

Hearings Sub-Committee and his/her views are sought and 

taken into consideration before the Hearings Sub-Committee 

takes any decision on whether the memberôs conduct constitutes 

a failure to comply with the Code of Conduct and as to any 

action to be taken following a finding of failure to comply with the 

Code of Conduct. 

Delegated 
Powers 

The Audit and Governance Committee has delegated to the 

Hearings Sub-Committee such of its powers to take action in 

respect of individual members as may be necessary to promote 

and maintain high standards of conduct. Accordingly the 

Hearings Panel may ï 

 

¶ Publish its findings in respect of the memberôs conduct; 

¶ Report its findings to the Authority for information; 

¶ Recommend to the memberôs Group Leader (or in the case 

of un-grouped members, recommend to the Authority or to 

Committees) that he/she be removed from any or all 

Committees or Sub-Committees of the Authority; 

¶ Recommend to the Leader of the Authority (operating 

executive arrangements) that the member be removed from 

the Cabinet, or removed from particular Portfolio 

responsibilities; 

¶ Instruct the Monitoring Officer to arrange training for the 

member; 

¶ Remove from all outside appointments to which he/she has 

been appointed or nominated by the Authority; 

¶ Withdraw facilities provided to the member by the Authority, 

such as a computer, website and/or email and Internet 

access; or 

 

HEARINGS SUB COMMITTEE 

STANDARDS NOTE 1 
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¶ Exclude the member from the Authorityôs offices or other 

premises, with the exception of meeting rooms as 

necessary for attending Authority, Committee and Sub-

Committee meetings. 

 

NOTE  

The Hearings Sub-Committee has no power to suspend or 

disqualify the member or to withdraw membersô or special 

responsibility allowances. 

 

At the end of the hearing, the Chair will state the decision of the 

Hearings Sub-Committee as to whether the member failed to 

comply with the Code of Conduct and as to any actions which 

the Hearings Sub-Committee resolves to take. 

 

As soon as reasonably practicable thereafter, the Monitoring 

Officer shall prepare a formal decision notice in consultation with 

the Chair of the Hearings Sub-Committee.  The decision notice 

will be made available for public inspection and the decision 

reported to the next convenient meeting of the Authority. 

 

 
 
 

The full complaints process and procedure for local hearings are detailed within the 
Ethical Governance Framework at Section 9.  
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CFA   L OCAL      PE N S I O N   B O A R D  

F I R E F I G H T E R   P E N S I O N   S C H E M E S  
 

MEMBERSHIP OF THE  BOARD  
 

Councillor                              -  Employer Representative (Elected Member) 
Mrs Karen Winter                  -  Employer Representative (Brigade Management) 
Mr David Howe                     -  Employee Representative (FBU) 
Mr Brian Gibson                   -   Employee Representative (retired member) 

 

REMIT OF THE BOARD 
 

The purpose of the Board is to assist the Administering Authority in its role as a 

Scheme Manager of the Scheme to: 

 

¶ Secure compliance with Regulations, any other legislation relating to the 
governance and administration of the Scheme and requirements imposed by 
the Pension Regulator in relation to the Scheme and; 

 

¶ Ensure the effective and efficient governance and administration of the 
Pension Scheme. 

 

¶ Provide the Scheme Manager with such information as it requires ensuring 
that any member of the Pension Board or person to be appointed to the Board 
does not have a conflict of interest. 
 

The Board will ensure it effectively and efficiently complies with the code of practice 
or future codes of practice on the governance and administration of public service 
pension schemes issued by the Pension Regulator. 
 
The Board has no delegated powers                

 
 

OUTSIDE BODIES 
CLEVELAND FIRE SUPPORT NETWORK 
One Member  

LOCAL GOVERNMENT ASSOCIATION FIRE COMMISSION 
One Member (Chair or Vice Chair) and a substitute 

REDCAR & CLEVELAND COMMUNITY SAFETY PARTNERSHIP 
One Member 

STOCKTON SAFER PARTNERSHIP REPRESENTATIVE 
One Member 
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When instructed by the Authority, the Treasurer will call an Independent Remuneration 
Panel. 
 

INDEPENDENT REMUNERATION PANEL (IRP) 
 
MEMBERSHIP -  Four Independent Representatives  
One representative from each of the Independent Remuneration Panels of 
Hartlepool, Middlesbrough, Redcar & Cleveland and Stockton (appointed by their 
constituent council). 
 

 
The IRP have no delegated powers and make recommendations to the Cleveland 
Fire Authority regarding:- 
 

1. The amount of basic allowance that should be payable to its elected 
members. 

 
2. The responsibilities or duties of Members which could/should lead to the 

payment of a special responsibility allowance (SRA) and as to the amount 
of such an allowance. 

 
3. The Member duties for which a travelling and subsistence allowance can 

be paid and as to the amount of this allowance. 
 

4. Whether any allowance should be backdated to the beginning of a 
financial year in the event of the Member Allowances scheme being 
amended. 

 
5. Whether annual adjustments of allowance levels may be referred to an 

index and if so, for how long such a measure should run. 
 
The quoracy is 3 representatives 
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DELEGATION SCHEME 

 
 
 
 
  

SECTION 4 



OFFICIAL ï CONSTITUTION 2019/20 24 
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Cleveland Fire Authorityôs Delegation Scheme reflects the 
following core principles, strategic priorities and guidance: 
 
 
Authorityôs Strategic Plan (CIRMP): This delegation scheme 
contributes to the achievement of all of the Authorityôs strategic 
priorities and objectives.  
 
 
 
 
Extract from the CIPFA/SOLACE ñDelivering Good Governance 
in Local Government Framework (2016 edition)ò 
 
 
Core Principle 1: 
 óBehaving with integrity, demonstrating strong commitment to  
ethical values and respecting the rule of lawô 

 
 

¶ Provide clear reasoning and evidence for decisions in both  
public records and explanations to stakeholders and being  
explicit about the criteria, rationale and considerations used.   
In due course, ensuring that the impact and consequents of 
those decisions are clear 

 

¶ Creating the conditions to ensure that the statutory officers,  
other key post holders and members are able to fulfil their 
responsibilities in accordance with legislative and regulatory 
requirements 
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1. Introduction 
 
1.1 In practical terms Cleveland Fire Authority is unable to make every decision itself 

and therefore has specific statutory powers under the Local Government Act 
1972 to delegate decisions to Committees and Officers. 

 
1.2 This Scheme of Delegation sets out the terms and limitations upon which the 

Authority has empowered its ñAuthorised Officersò namely the Chief Fire 
Officer, the Treasurer, the Legal Adviser and Monitoring Officer and the Director 
of Corporate Services to act on behalf of the Authority and to exercise delegated 
powers on behalf of the Authority pursuant to the statutory scheme set out in the 
Local Government Act 1972 and to all other enabling legislation including 
statutory instruments, regulations and orders. 

 
1.3  The Authority has also delegated powers to its Committees and these are 

specified in the roles and responsibilities of those committees. 
 
1.4 Insofar as is lawful for it to do so,  the Authority will indemnify Officers acting bona 

fide in the exercise of the functions of the Authority in any case where 
proceedings may be taken against them in respect of acts done by them in the 
discharge or purported discharge of the functions delegated to them.  

 
1.5 The Authorised Officers shall exercise any delegated powers by making decisions 

that are in compliance with the relevant approved policies and procedures of the 
Authority; expenditure decisions shall be in line with the standing orders and 
financial regulations of the Authority and within approved financial budgets.  

 
1.6 The Authorised Officers may empower any other officer of the Authority for whom 

they are managerial responsible to make decisions and to take action on their 
behalf in connection with matters of day to day management and administration 
of the Authority subject to the other limitations of this scheme.  

 
1.7 The Chief Fire Officer, Treasurer, Legal Adviser and Monitoring Officer and 

Director of Corporate Services are authorised to negotiate, conclude and execute 
on behalf of the Authority any document or agreement required to give effect to 
any decision taken by the Authority, Committee or Officer whether or not that 
decision specifically records such an authorisation, provided that where 
expenditure is authorised under the Financial Regulations, any documentation 
giving effect to that expenditure may be entered into by the Officer incurring the 
expenditure. 

 
2. Responsibilities of the Authority and the Chief Fire Officer 
 
2.1 The statutory duty to make provision under Part 2 of the Fire and Rescue 

Services Act 2004 (ñthe Actò) for fire safety, firefighting, action in respect of road 
accidents and other emergencies, together with other functions provided for in the 
Act is vested with the Cleveland Fire Authority.  Thus, the Fire Authority has the 
overall control over the strategic direction, establishment, budget and functions of 
the Brigade as a body and over the acquisition, disposal and alteration of Brigade 
premises and appliances. 
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2.2 The Chief Fire Officer is the Chief Officer (Head of Paid Service) of the Brigade 

with direct responsibility to the Authority for the efficient operation of the Brigade.  
As such, it is essential that the Chief Fire Officer has all powers necessary for the 
discharge of that responsibility.  The powers of the Chief Fire Officer should be 
such as to enable him to discharge his duties with certainty of his authority, whilst 
recognising and respecting the duty of the Fire Authority under the Act. The 
powers should, therefore, be such as to equip the Chief Fire Officer for: 

 
(i) the efficient operation of the Brigade in all its functions, both in respect of the 

statutory duties with regard to Fire Services and any other activities 
approved by the Fire Authority; and 

(ii) all administrative and managerial activities incidental to the running of the 
Brigade, its equipment and premises. 

 
2.3 Power (subject to the Financial Procedure Rules and the Contract Procedure 

Rules of the Authority and the policies, schemes and procedures of the Authority): 
 

(i) to take any executive, administrative or operational action necessary for the 
efficient functioning of the Fire Brigade 

(ii) to take any action necessary for the discharge by the Authority of their duties 
with regard to fire safety 

(iii) to dispose of surplus, obsolete or otherwise unwanted equipment, vehicles, 
plant or materials of any description 

(iv) to make awards to employees for long service 
(v) to incur expenditure within the approved Revenue Budget provision 
 

2.4 The Chief Fire Officer is the Scheme Manager of the Local Pensions Board with 
delegated powers to exercise the Authorityôs powers and duties under the Local 
Government and Firefighter Pension Schemes and outlined at Section 2. 

 
2.5 The Authority has appointed a Data Protection Officer with responsibility for the 

implementation of the General Data Protection Regulations and data protection 
compliance within the Fire Authority. 
 

3. Procedure 
  
3.1 The Authority discharges its statutory duties and responsibilities through its 

employees (the Brigade) and for this purpose delegates functions to the Chief 
Fire Officer and other Brigade Officers. In respect of all their duties, 
responsibilities and actions, the Chief Fire Officer, and Brigade Officers are 
accountable to the Authority who are entitled to require the Chief Fire Officer and 
any other Officer to report to, or consult, the Authority on any aspect of their 
duties, responsibilities and actions.  

 
3.2  The Chief Fire Officer and the Chair of the Authority shall meet (together with 

such other members as the Chair shall from time to time direct) according to a 
programme agreed between them to enable the Chief Fire Officer to brief the 
Chair on issues touching upon the duties and functions of the Authority or 
otherwise of concern or interest to the Members of the Authority. 
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3.3 Except when urgent action is necessary, the Chief Fire Officerôs reports to the 
Authority will be submitted to a Chair/Chief Fire Officer meeting prior to referral to 
the Authority. 

 
3.4 Where the Chief Fire Officer (and any officer of the Authority) reports upon 

actions taken (or to be taken) under delegated powers (which for the purposes of 
this protocol includes specific authority of the Authority), the delegated power will 
be quoted. 

 
3.5 Where the Chief Fire Officer proposes to exercise delegated powers other than in 

respect of the normal operations of the Brigade, he shall consult the Authorityôs 
Legal Adviser and Monitoring Officer appointed under s.5 Local Government and 
Housing Act 1989 and Treasurer appointed under s151 of the Local Government 
Act 1972. 

 
3.6 A meeting outside the agreed programme referred to in paragraph 2 above may 

be convened at any time at the request of the Chair, Chief Fire Officer, or any 
Authorised Officer of the Authority to discuss, clarify and, if possible, resolve any 
issues arising from the operation of this protocol. 

 
4. The Delegation Scheme 
  

4.1 Cleveland Fire Authorityôs Delegation Scheme is structured into Sections of 
functional responsibility to allow individuals to easily reference the appropriate 
delegated powers. These Sections are: 

 

¶ Section 1: Operations and Fire Safety 

¶ Section 2: Human Resources  

¶ Section 3: Finance  

¶ Section 4: Assets  

¶ Section 5: Legal  

¶ Section 6: Consultation  

¶ Section 7: Corporate Services  

¶ Section 8: Partnerships  

¶ Section 9: Other  
 

4.2 The following abbreviations are used to represent the following officers 

¶ CFO:     Chief Fire Officer 

¶ TRS:     Treasurer 

¶ LAMO:  Legal Adviser and Monitoring Officer 

¶ DCS:     Director of Corporate Services 

¶ DTS:     Director of Technical Services 

¶ AMP:     Area Manager Prevention 

¶ AMER:  Area Manager Emergency Response 

¶ HFP:     Head of Finance and Procurement 

¶ PM:       Procurement Manager   
 

4.3 An óAuthorised Officerô shall only use the delegated power as agreed with the 
relevant ódelegated officerô.  
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1. Operations and Fire Safety 

Delegated Power Delegated  

Officer 

Authorised 
Officer 

1.1 Public Safety  

To authorise fire-fighters and other employees or individuals as 
appropriate to exercise personally and directly any powers vested in the 
Authority under any legislation (including the Fire and Rescue Services 
Act 2004 and the Civil Contingencies Act 2004) and to authorise any 
such person to take any action authorised under legislative powers 
intended to secure the protection or rescue of human or animal life and/or 
to protect public safety generally and/or to protect property and/or the 
environment against threat or risk of harm in respect of which the 
Authority has a power or to prevent harm or mitigate loss and damage 
including action in connection with the prevention and suppression of fire, 
flood relief, other accidents and emergencies.      

CFO  

1.2 Fire Legislation 

To exercise the duties and powers of the Authority, including the powers 
of charging, entry, issue of licences, registrations, notices and 
certificates, maintenance of registers and the appointment of officers 
(including as inspectors), in respect of the following legislation and any 
Orders, Regulations or Statutory Instruments made under them as 
occasionally amended: 

¶ Fire And Rescue Services Act 2004  
¶ Civil Contingencies Act 2004 and regulations thereunder 
¶ Policing and Crime Act 2017 
¶ The Regulatory Reform (Fire Safety) Order 2005 (including appointment of 

inspectors under article 26 ï Enforcement Order) 
¶ Modern Slavery and Human Trafficking Act 2015 
¶ Gambling Act 2005                                
¶ Licensing Act 2003 
¶ Health and Safety at Work, etc., Act 1974 
¶ The Safety at Sports Grounds Act 1975 
¶ Local Government (Misc Provisions) Act 1982 
¶ The Fire Safety and Safety of Places of Sport Act 1987 
¶ Protection of Freedoms Act 2012 
¶ Environment and Safety Information Act 1988  
¶ Dangerous Substances (Notification of Marking of Sites) Regs 1990 
¶ Construction (Health, Safety and Welfare) Regulations 2007 
¶ Health and Safety (Safety, Signs and Signals) Regulations 1996 
¶ Management of Health and Safety Regulations 1999 
¶ The Regulation of Investigatory Powers Act 2000 
¶ Fireworks Act 2003  
¶ Dangerous Substances & Explosive Atmospheres Regulations 2002 
¶ Localism Act 2011 ï general power of competence and fire provision 
¶ Corporate Manslaughter and Corporate Homicide Act 2007 
¶ The Fire and Rescue Services (Emergencies) (England) Order 2007 
 

 
 

CFO AMP  
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1. Operations and Fire Safety 
 

Delegated Power Delegated  

Officer 

Authorised 
Officer 

1.3 Fire Safety Legal Proceedings 

To institute any criminal or civil proceedings before a court of law or 
statutory tribunal as is considered appropriate for the purposes of 
implementing or enforcing any legislation which designates or 
empowers the Authority to take legal action as a relevant enforcement, 
licensing or regulatory control body. 

CFO LAMO in 
consultation  
with 
AMP/AMER 

1.4 Fire Safety Inspections 
To appoint inspectors for the purpose of discharging any functions 
relating to the investigation of offences and to the inspection of land 
premises and other sites and for the enforcement generally of any 
legislation which designates the Authority as the relevant enforcement, 
licensing or regulatory control body and to authorise and facilitate all 
such inspectors to exercise any powers granted by the legislation to the 
Authority and/or Inspectors appointed for such purposes   
 

CFO AMP 

1.5 Fire Safety Enforcement   

To authorise the taking of any enforcement action (including the issue, 
amendment, cancellation or withdrawal of prohibition/ 
improvement/stop/alteration notices etc.) under any legislation which 
designates the Authority as the relevant enforcement, licensing or 
regulatory control body 

 

CFO 

 

LAMO in 
consultation  
with 
AMP/AMER 

1.6 Provision of Mutual Assistance and Reinforcement  

(i) To enter into agreements with Durham & Darlington and North 
Yorkshire Fire Authorities to provide mutual support and reinforcement 
under Section 13 and 16 of the Fire & Rescue Services Act 2004 (and 
any amendment thereof) or other national agreement subject to the 
requirements of the Cleveland Fire Brigade being given priority 
(ii) To enter into agreement with any Fire and Rescue Authority in the 
United Kingdom  to provide mutual support and reinforcement under 
Section 13 &16 of the Fire & Rescue Services Act 2004 (and any 
amendment thereof) or other national agreement subject to the 
requirements of the Cleveland Fire Brigade being given priority 

CFO in 
consultation 
with the LAMO 
and TRS 

 

1.7 Emergency Planning Functions  

Responsibility for the Authorityôs Emergency Planning functions 
including all elements of Plan making and charging in relation to the 
manufacture and maintenance of Control of Major Accident Hazards 
(COMAH) Regulations 1999 and Pipelines Safety Regulations 1996 
plans or other plans required by emergency planning legislation. 

 

 

CFO 

 

 

AMER 

1.8 Collaboration with Other Public Service Organisations 

To enter into agreement with other Public Service Bodies where it 
achieves economy, efficiency and effectiveness. 

CFO in 
consultation 
with LAMO 
and TRS 
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2. Human Resources 

Delegated Power Delegated 

Officer 

Authorised  

Officer 

2.1  Appointment, Redeployment and Promotion of Employees 

To appoint, redeploy and promote employees, with the exception of the 
Chief Fire Officer and the Brigadeôs Directors (which is the responsibility 
of the CFA and Executive Committee respectively in accordance with 
the Pay Policy Statement) and to issue contracts of employment.   

 

 

CFO 

 

DCS 

2.2  Terms and Conditions of Service 

(i)  To agree on behalf of the Authority local conditions of service to 
supplement the National Joint Council for Local Authoritiesô Fire Brigade 
Scheme of Conditions of Service (the ñGrey Bookò) and the National 
Joint Council for Local Government Services, Scheme of Conditions of 
Service (the ñGreen Bookò). 
(ii)  To make changes to conditions of service of the Authorityôs 
employees, with the exception of the Chief Fire Officer and the Directors 
which is delegated to the Executive Committee and in accordance with 
the Pay Policy Statement, where these changes have been agreed 
either locally or nationally.  Where there is no agreement, the matter will 
be forwarded to the Executive (Joint Consultative) Committee or other 
appropriate body. 

(iii) To exercise on behalf of the Authority, any discretion afforded to the 
employer (but not exercised by the Authority) by the Grey Book and the 
Green Book. 

 

CFO 

 

DCS 

2.3  Secondary Employment 

To determine applications made by members of the Service to 
undertake secondary employment 

CFO DCS 

2.4  Secondment of Staff 

To agree fixed term secondments of staff to other organisations where 
no costs fall on the Authority. 

CFO DCS 

2.5  Job Evaluation Scheme 

To administer the Job Evaluation Scheme for the Authorityôs employees. 

 

CFO 

 

DCS 

2.6  Contracted Hours and Working Patterns 

To make adjustments to the number of contracted hours for specific 
employees and to vary working patterns, where this has been agreed 
with the employee and where financial implications are met within 
existing budgets. 

CFO DCS 

2.7  Career Breaks and Flexible Working 

To make a determination in respect of requests for both career breaks 
and flexible working. 

CFO DCS 
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2. Human Resources 

Delegated Power Delegated  

Officer 

Authorised 

Officer 

2.8  Arrangements for Public and Concessionary Holidays 

In consultation with the trade unions, to approve proposed 
arrangements for public and concessionary holidays 

CFO DCS 

2.9  Students and Work Experience 

To permit on a non-remunerated basis students and others to 
undertake work experience activities within the Authority 

CFO DCS 

2.10  Sick Leave and Pay 

To determine or grant members of the service a further period of sick 
leave on full or half pay where appropriate on behalf of the Authority 

CFO DCS 

2.11  Medical discharges  

To authorise medical discharges as recommended by the Authorityôs 
Medical Adviser 

 

CFO 

 

DCS 

2.12  Voluntary Redundancy of Non-Uniformed Personnel 

To make a determination in respect of approving requests for voluntary 
redundancy of non-uniformed personnel where their role or location of 
work, as specified in their contract of employment, has significantly 
changed 

 

CFO 

 

DCS 

2.13  Voluntary Early Retirement  

To make compensatory awards in relation to the Local Government 
(Early Termination of Employment) (Discretionary Compensation) 
(England and Wales) Regulations 2002 and 2006 

 

CFO 

 

DCS 

2.14  The Occupational Pension Schemes (Internal Dispute 
Resolution Procedures) Regulations 

To hear stage one appeals 

CFO LAMO 

2.15  Local Government and Firefighter Pension Schemes 
To exercise the Authorityôs powers and duties under the LGPS and 
FPS legislation subject to policies approved by the Authority (except for 
Directors)     

 

CFO 

 

 

2.16  Local Government Pension Scheme, Local Government 
Pensions Scheme Regs and the Local Government Pension 
Scheme (Transition Provisions, Savings & Amendment) 
Regulations 
(i)   To make a determination in respect of discretionary rules under the 

above Schemes and Regulations 
(ii)  To fulfil the role of Scheme Manager and administer the Schemes  
      as required under the above Regulations and Authorityôs  
      Discretionary Policies. 

     

CFO 
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2. Human Resources 

Delegated Power Delegated  

Officer 

Authorised 

Officer 

2.17 Firefighters Pension Schemes 

(i)   To make a determination in respect of discretionary rules under the 
above Schemes and Regulations  

(ii)  To fulfil the role of Scheme Manager and administer the Schemes as 
required under the above Regulations and Authorityôs Discretionary 
Policies 

 

 

CFO 

 

CFO 

 

2.18 Ill-Health and Associated Matters 

In efforts to reduce incidents of ill-health retirement to utilise any of the 
following: 
- employ the services of an appropriate Medical and or Psychology 
consultants recommended by the Brigade Medical Adviser; 
- the provision of medical treatment in cases where the Brigade Medical 
Adviserôs opinion is that it would increase the individualôs potential for 
continued employment; 
- the provision of a physiotherapy service where such treatment would be 
delayed within the normal NHS channels; 
- the provision of treatment to employees before they incur sickness 
absence. 

CFO DCS 

2.19 Disciplinary Action 

To discipline (including termination of employment of) all uniformed and 
non-uniformed personnel, other than those delegated to the Executive 
Committee, and to determine appeals against any decision in which he 
did not participate in accordance with the Authorityôs agreed Discipline 
and Grievance procedures. 
N.B.  Employers who have had disciplinary action taken against them will 
be given the opportunity to appeal.  The final appeal stage against 
dismissal will not be subject to delegation and will be to the Executive 
Committee of the Fire Authority. 

CFO  

2.20 Industrial Action 

(i) To seek repudiation from the FBU of any industrial action that does not 

comply with the legal process set out in the Trade Union and Labour Relations 
(Consolidation) Act 1992. 
(ii)  To take any necessary measures to mitigate risk to the community in the 
event of a fire-fightersô strike or any type of industrial action by Authority 
employees and report such action and associated expenditure to the Authority. 

(iii)  To pursue the recovery of actual and necessary expenditure on contingency 
arrangements with the Home Office and LGA. 

 

CFO 
 
 
(ii) and (iii)  
CFO in 
consultation 
with LAMO 
and TRS 

 

 

2.21 Legal Representation of Uniformed Staff in Relation to Road 
Traffic Act Offences 

To administer the procedure for the legal representation of uniformed staff in 
relation to Road Traffic Act offences. 

LAMO in 
consultation 
with CFO 

DCS  
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2. Human Resources 

Delegated Power Delegated  

Officer 

Authorised  

Officer 

2.22 Local Government & Housing Act 1989 ï Political Restrictions  

To issue any certificate required under Section 3 of the Act and to consider, 
prepare and submit a list of politically restricted posts in respect of all 
employees and Joint Secretariat staff and to determine whether any posts 
should be added or deducted from the list of politically restricted posts. 

CFO DCS  

2.23 Training, Conferences  

To authorise the provision within Europe of training to employees, their 
attendance at conferences and seminars or at official meetings as 
representatives of the Authority (and/or of relevant related bodies) or the 
undertaking of special duties subject in the case of attendance at single 
conferences, seminars and meetings. 

CFO  DTS 

2.24 Employees Equipment and Resources 

To authorise (where applicable subject to compliance with relevant conditions 
of service and/or approved schemes and procedures) the allocation of 
equipment and resources (including the provision of motor vehicles) to 
employees and the payment of  or the reimbursement of fees and allowances 
to or on behalf of employees as appropriate for the effective/efficient discharge 
of their duties 

CFO  DTS 

2.25 Provision of Training to Other Organisations 

In conjunction with the Treasurer, to set and review charges for the provision of 
all training to other organisations and to enter into specific training contracts 
where there is an identified benefit to the Authority  

CFO  DTS 

2.26 Due regard to  

Equality Act 2010, Modern Slavery and Human Trafficking Act 2015 and other 
relevant legislation  

CFO  DCS 
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3. Finance 

Delegated Power Delegated  

Officer 

Authorised 
Officer 

3.1 Local Government Finance Act 1988 

To exercise the CFAôs statutory powers and duties under the Local 
Government Finance Act 1988, in particular Section 114. 

 

TRS 

 

Deputy 
TRS 

3.2 Accounts and Audit Regulations 2011    

To exercise the CFAôs statutory powers and duties under the Accounts and 
Audit Regulations 2011 in relation to Internal Audit. 

 

TRS 

 

Deputy 
TRS 

3.3 Insolvency Act 1986 

To vote, under the Insolvency Act 1986, in any meeting of creditors in 
relation to either corporate liquidation, creditors voluntary arrangement, or 
personal bankruptcy matters. 

 

TRS 

 

Deputy 

TRS 

3.4 Virement 

To vire between detailed budgets within the detailed activities any amount 
up to a max of £500k, provided that the original detailed budget remains 
available to cover commitments attributable to that Budget Head.   

 

CFO in 
consultation 
with the 
TRS 

 

DCS in 
consultation 
with the TRS 

3.5 Charging for Services 

To determine charges for Special Services, Instructional Courses and other 
services provided by the Fire Brigade or its Officers and to waive such 
charges wholly or in part as appropriate 

 
CFO in 
consultation 
with the 
TRS 

 
DCS in 
consultation 
with the TRS 

3.6 Insurance Claims 

(i) To negotiate appropriate insurances  

(ii) To settle all claims on insurance companies. 

(i) CFO in 
consultation 
with TRS 

ii) CFO in 
consultation 
with TRS 

 
 

ii) DTS 

3.7 Debts 

(i) To refer to outstanding sundry debtor accounts to the Legal Adviser for 
recovery action. 
(ii) To write off debts which, in aggregate for any single debtor, does not 
exceed £1,000, after all appropriate recovery procedures have been 
attempted including all outstanding debts subject to administrative 
bankruptcy or liquidation procedures where there is little or no prospect of 
payment. 

TRS DCS  

3.8 Returned Cheques - removed CFA 14/12/18     

3.9 Prosecution and Fraud 

To institute prosecution in detected fraud cases 

TRS and 
LAMO 

 

3.10 Costs for Court Action 
To levy reasonable costs for court action in relation to all debts due to the 
CFA and subject to legal recovery proceedings. 

 

TRS and 
LAMO 

 

3.11 Leasing Agreements 

To negotiate and complete any necessary leasing agreements meeting the 
needs of the CFA. 

CFO in 
consultation 
with TRS & 
LAMO 
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3. Finance 

Delegated Power Delegated  

Officer 

Authorised  

Officer 

3.12 Loans and Investments 

(i) To make all arrangements for the proper administration of the CFAôs 
financial affairs including to negotiate and manage all loans to the CFA 
and to make any investments required for day to day cash 
management and borrowing, within limits set by CFA. 

(ii)To undertake borrowings and investments providing such are in 
accordance with the CFA Treasury Management Strategy and power 
to amend the strategy in emergency. 

 

TRS 

 

Deputy 
TRS 

3.13 The Financial Report and Annual Governance Statement 

(i) To prepare The Financial Report 

(ii) To prepare the Annual Governance Statement. 

 

TRS 

 

 

Deputy 
TRS 

3.14 Procurement Contracts under £5,000, £5001 to £25,000 and 
£25,001 to EU Threshold 

(i) Opening of quotations/tenders 

(ii) Awarding and signing of contracts 

 
 
 

CFO 
CFO 

 

 

HoFP and PM 

DCS in 
consultation 
with LAMO 

3.15 Procurement Contracts above the EU Threshold  
(i) Opening of tenders 
(ii) Awarding Contracts 
(iii) Signing of Contracts 
(iv) Purchase Orders 

 

CFO 
Exec Com 

LAMO 
CFO 

 

DCS&HoFP 

 
DCS&HoFP 

3.16  The Public Services (Social Value) Act 2012 

To consider the economic, social and environmental benefits in 
procurement. 

 
CFO in 
conjunction 
with LAMO 
and TRS 

 

3.17   Withholding of Membersô Allowances 

Where a Member ceased to be a Councillor or is otherwise unable to 
discharge the role (other than in the case of illness), the Treasurer in 
conjunction with the LAMO can withhold allowances, if reasonable to do 
so.  Members have the right to appeal as outlined in The Constitution 

 
 
TRS in 
conjunction 
with LAMO 
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4. Assets 

Delegated Power Delegated  

Officer 

Authorised  

Officer 

4.1 Acquisition of Land and Buildings 

To agree the terms and arrangements for the acquisition (whether by 
purchase, lease or licence), of land and/or buildings required for 
Authority purposes. 

 

TRS in 
consultation 
with CFO & 
LAMO 

CFO/ 
DTS  

4.2 Disposal of Land and Buildings 

Where any land and/or buildings are no longer required for Authority 
purposes then authority to agree terms and arrangements for the 
disposal of the property concerned.   In all cases seeking appropriate 
professional valuation/estates and legal advice. 

 

TRS in 
consultation 
with CFO & 
LAMO 

 

DTS  

4.3 Estates Management 

To be responsible for the day to day management of the Authorityôs 
estate. 

CFO DTS 

4.4 Letting of Authority Premises 

(i)   To determine requests received for the use of the Authorityôs 
premises by charitable organisations and to waive or vary charges 
in appropriate circumstances or in circumstances where this is 
beneficial to the Authority; 

(ii)  To automatically apply inflationary increases to the charges for the   
use of the Authorityôs premises. 

 

 

 

CFO in 
consultation  
with the TRS 

 

 

 

DTS 

4.5 Protection and Sealing  

(i)   To take any necessary action to protect the Authorityôs interest in 
any part of the Authorityôs estate; 

(ii)  To sign or use the Authorityôs seal on documents relating to 
dealings with the Authorityôs Estate. 

 

LAMO in 
consultation 
with CFO 

 

DTS  

4.6 Records 

Responsibility for the custody of all deeds and legal documents relating 
to the Authorityôs estate. 

 

LAMO in 
consultation 
with CFO 

 

DTS 

4.7 Sale or Disposal of Obsolete Redundant Worn Out or Surplus 
Equipment 

To authorise the sale or disposal of obsolete, redundant or worn out or 
surplus equipment subject to compliance with approved disposal 
procedures. 

 

 

 

CFO in 
consultation 
with the TRS 

 

 

DTS 

4.8 Estate Legal and Contractual Matters   

(i)   To approve the service of Notices to Quit and such other notices 
and formal demands which are deemed necessary to protect the 
interests of the Authority 

(ii)  To agree the terms of letting of properties and facilities within the 
control of the Authority, with five year rent reviews, other than 
leases or agreements exceeding a term of ten years; 

 

 

LAMO in 
consultation 
with CFO 
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4. Assets 

Delegated Power Delegated  

Officer 

Authorised  

Officer 

4.8 Estate Legal and Contractual Matters (continued) 

(iii) To approve any revised rent fee, service charge or other sum 
payable under the terms of any lease, tenancy or licence 
agreement granted to the Authority; and Authority, with five year 
rent reviews, other than leases or agreements exceeding a term of 
ten years; 

(iv) To review and determine the rent fee, service charge or other sum 
payable under the terms of any lease, tenancy or licence granted 
by the Authority. 

(v)  To determine applications for assignment, sub-letting or surrender 
of leases of land and premises managed by the Authority. 

(vi)  To grant minor easements, wayleaves and rights of way. 

(vii) To agree the terms of any indemnity required in connection with  
 the use of land or premises for Authority purposes; and 

 (viii) To determine applications for variation or extension of business 
use contained in leases of land and premises managed by CFA. 

(ix) To determine of applications for consent to alter or erect premises 
comprised in lease under the management of the Authority. 

(x)  To grant annual licences to use rights of way over land managed 
by the Authority. 

(xi) To deal with routine matters with regard to the tenancies of 
residential dwellings to operational premises. 

 

LAMO in 
consultation 
with CFO 

 

4.9 Provision of Aid Outside the U.K. 

To approve any requests for items of obsolete equipment and uniform 
to be donated overseas if they are still useable and the initiative is 
considered appropriate and subject to the costs of transportation not 
being met by the Authority. 

To sanction the use of Fire Service vehicles to transport aid to oversee 
countries where the cost of fuel for the vehicles will be borne by the aid 
organisers. 

Requests for the donation of fire appliance vehicles be considered only 
if: 

¶ they are surplus to the Brigadeôs requirements; 

¶ the recipient country is widely accepted as being in need; 

¶ the vehicle equipment would be used for Fire Service use only; 

¶ the cost of shipment is not met by the Authority 

Subject to the above conditions being established, a maximum of two 
appliances be donated in any one year. 

In all cases where the value of the appliances/equipment is greater 
than the scrap value, the authority be delegated to authorise their 
disposal 

 

CFO in 
consultation 
with the 
LAMO 
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5. Legal 

Delegated Power Delegated  

Officer 

Authorised  

Officer 

5.1 Conduct of Proceedings 

To undertake, defend or participate in any legal proceedings in any 
case where proceedings are necessary with regard to the Authorityôs 
interests, statutory or common law functions in proceedings in 
Magistratesô and Crown Courts or in any other judicial or quasi-judicial 
proceedings including laying information, making complaints, signature 
of documents and otherwise representing the Authority. 

Where any document is to be signed by a Solicitor it shall be signed by 
the Authorityôs LAMO or such Solicitor as may be instructed by the 
CFO to act for the Authority. 

 

LAMO in 
consultation 
with CFO 

 

5.2 Representation in Legal Proceedings 

Exercising 5.1 above, authority may be by way of instructing the 
Authorityôs Solicitor or his/her deputy (or such other Solicitor as 
instructed to act) or the Director of Corporate Services (only in the case 
of employment proceedings) to institute, defend, participate in or 
instruct Counsel in legal or employment proceedings in any court or 
tribunal as applicable. 

CFO  

5.3 Information Compliance  

To ensure compliance with the following legislation and any associated 
Brigade policies and procedure: 

¶ Data Protection Act 2018 - General Data Protection Regulation  

¶ Freedom of Information Act 2000 

¶ Regulation of Investigatory Powers Act 2000 

¶ Localism Act 2011 

¶ Public Interest Disclosure Act 1998 

¶ Local Government Transparency Code 2015 

¶ Protection of Freedoms Act 2012 

 

 

CFO 

 

 

DTS 

5.4 Negotiation and Settlement of Claims 

(i)   To negotiate and approve the settlement of claims by or against the 
Authority up to a maximum of £50,000. Settlements above this limit 
are subject to the approval of the Authority. 

(ii) To approve, in urgent circumstances, the settlement of any claim 
exceeding £50,000. Details of the settlement to be reported to the 
next meeting of the Authority   

(iii) To seek Counselôs opinion on any matters affecting the CFAôs 
affairs. (Cost to be notified to CFA in advance) 

(iv)To institute proceedings for the recovery of property as a result of 
trespass or the breach of the terms of any lease or mortgage. 

(v) To take any legal action or steps necessary to give effect to action 
in respect of which any other Officer has resolved to exercise 
power delegated to him/her. 

 

 

(i)(ii)(iii) 

LAMO in 
consultation 
with CFO & 
TRS 

 

 

 

(iv) LAMO in 
consultation 
with CFO 
and Chair 
 

(v)LAMO in 
consultation 
with CFO & 
TRS 
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5. Legal 

Delegated Power Delegated  

Officer 

Authorised  

Officer 

5.4 Negotiation and Settlement of Claims continued 

(vi) To institute, withdraw, compromise or participate in any legal 
proceedings by or against the CFA or in which the CFA require to 
be represented and to instruct Counsel therein after consultation 
with the Chairman of the CFA where urgent action is necessary to 
protect or represent the CFAôs interest or to discharge any 
statutory duty. 

vii)  To register or record any contract easement right or privilege 
enjoyed by the CFA in respect of land. 

(viii) To vote in any meeting of creditors in relation to either corporate 
liquidation, creditorsô voluntary arrangement or personal 
bankruptcy matters under the Insolvency Act 1986. 

 

(vi)(vii) 
LAMO in 
consultation 
with CFO & 
TRS 

 

 

 

(viii) 

Dep TRS in 
consultation 
with LAMO 

 

6. Consultation 

Delegated Power Delegated  

Officer 

Authorised  

Officer 

6.1 Consultations 

(i) To respond to consultations on proposals affecting the Authority on 
operational matters. 

(ii) To respond to consultations on proposals affecting the Authority on 
urgent matters 

CFO 

(ii) CFO and/ 
or LAMO 
and/or TRS 
in 
consultation 
with Chair 

 

6.2 Code of Recommended Practice on Local Authority Publicity 

To comply with the Code of Recommended Practice on Local Authority 
Publicity. 

 

LAMO in 
consultation 
with CFO 
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7. Corporate Services 

Delegated Power Delegated  

Officer 

Authorised  

Officer 

7.1 Local Government (Access to Information) Act 1985 

To appoint as Proper Officer for the purpose of Local Government 
(Access to Information) Act 1985  

LAMO DCS 

7.2 Local Government and Housing Act 1989 

To appoint as Proper Officer for the purpose of Section 15 of the Local 
Government and Housing Act 1989 (proportionality on Committees)  

DCS  

7.3 Code of Conduct  

To implement and maintain a register of interests in accordance with 
the requirements of the Authorityôs Code of Conduct  

LAMO DCS 

7.4 Attendance at Conferences 

To agree Member attendances at Conferences 

DCS in 
consultation 
with Chair & 
Vice Chair 

 

8. Partnerships 

Delegated Power Delegated  

Officer 

Authorised  

Officer 

8.1 Partnership arrangements  

(i)   To enter, manage, terminate and invest in partnership 
arrangements with such other bodies (both public and private) 
where they directly contribute to the aims, objectives and statutory 
functions of the Authority.  

(ii)  To decline involvement, or withdraw from involvement, in 
partnerships that do not deliver benefits for the Authority or the 
community, or in cases where the costs of involvement outweigh 
the benefits.  

 

CFO in 
consultation 
with the 
LAMO and/or 
TRS 

AMP 

9. Other 

Delegated Power Delegated  

Officer 

Authorised 
Officer 

9.1 Actions of Matters of Urgency   

To act in matters of urgency, following consultation with Chair and Vice-
Chair subject to: 

¶ the action being in accordance with Authority policy; and 

¶ details of the action being reported to the next available meeting of 
the Authority 

 

CFO, 
LAMO, 
TRS 
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CLEVELAND FIRE AUTHORITY 
 
FINANCIAL PROCEDURE RULES 
 
 
 
Financial Procedure Rules are those rules that the Authority must have to govern all 
its financial affairs.  These rules are required by law to ensure that large sums of 
public money are spent properly and wisely. 
 
 
Financial Procedure Rules apply to all parts of the Authority, to Members and 
employees.  Together with Standing Orders (Appointment, Terms of Reference and 
Delegated Powers of Committees and Scrutiny Groups) they form an integral part of 
the Authorityôs Constitution. 
 
 
The Treasurer is responsible for issuing and reviewing Financial Procedure Rules 
and advising upon their implementation and interpretation. 
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1.  INTRODUCTION AND GUIDANCE 

1.1  Purpose 
 

Cleveland Fire Authority by law is required to ensure that it has sound financial 
management policies, practices and controls in place which are strictly 
monitored.  Financial Procedure Rules are an essential part of this control 
process. 

 
The Financial Procedure Rules clarify responsibilities, accountabilities and 
powers of individuals, named officers and Members of the Authority in relation 
to financial administration.  The Financial Procedure Rules are part of and 
inextricably linked with the Authorityôs Constitution, e.g. Standing Orders, 
[Delegated Powers of Committees and Scrutiny Groups] and Member/Officer 
Codes of Conduct. 

 
All Members and Officers have a general responsibility to protect the assets of 
the Authority under their control and ensure the proper use of those assets.  
The Treasurer is responsible for the financial administration arrangements 
within the Authority which includes a continuous review of Financial Procedure 
Rules and the issue of advice and guidelines to underpin those rules which 
Members, Officers and others acting on the Authorityôs behalf are required to 
follow.  The Chief Fire Officer, Director of Corporate Services and other 
Directors are responsible for ensuring that all staff are aware of their 
responsibilities under Financial Procedure Rules and other internal regulatory 
controls. 

 
Failure to comply with Financial Procedure Rules could give rise to disciplinary 
action and employees have a duty to report apparent breaches of Financial 
Procedure Rules to an appropriate Senior Manager, the Director of Corporate 
Services, or alternatively, the Treasurer and the Authorityôs Monitoring Officer. 

 
In any case of doubt about the appropriate application of Financial Procedure 
Rules or any action required, Officers should consult with their Senior Manager 
in the first instance.  Advice can also be obtained from Internal Audit particularly 
if you require information on financial administration which is not included within 
these rules. 

 
1.2 Format 
 

 The rules are in three parts.  They cover the safeguarding of public 
money/assets, the Corporate Governance of the Authority and the Financial 
Administration arrangements of the Authority. 

 
 Under each section the key controls are outlined which are then followed by the 

responsibilities of the Treasurer, Chief Fire Officer and Directors.  Whilst these 
rules apply to all officers and members of the Authority, the Chief Fire Officer 
and Directors have an overall responsibility to ensure that all staff are aware of 
and comply with their responsibilities under these rules. 
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2. SAFEGUARDING PUBLIC MONEY/ASSETS  
 
2.1 Overview - Control Requirements ï Statutory Basis 
 

2.1.1 The Authority is a complex organisation and requires internal controls 
to ensure that it manages and monitors its progress towards the 
strategic objectives it sets.  

 
2.1.2 A range of internal control arrangements are established to provide 

assurance that: 
 
a) operations are efficient and effective; 
b) financial information and reporting is reliable; 
c) there is compliance with laws and regulations. 
 

2.1.3 Managerial control systems exist to define policies, set objectives and 
plans, monitor financial and other performance indicators and to take 
appropriate action. 
 

2.1.4 Financial and operational control systems and procedures include 
physical safeguards for assets, segregation of duties, authorisation and 
approval arrangements.  
 

2.1.5 Internal Audit is responsible for independently evaluating organisational 
systems of internal control and undertaking effective reviews of 
systems and procedures on a regular basis. 
 

2.1.6 In addition to the methods of internal control the Authority is also 
subject to External Review in terms of its service delivery and also in its 
financial arrangements through its External Audits. 

 
2.1.7 Treasurerôs responsibilities: 

 

¶ Proper administration of the Authorityôs financial affairs. 

¶ To set financial standards and monitor compliance. 

¶ Prepare, review and amend Financial Procedure Rules and 
inform Members and staff of the content and implications. 

 
2.1.8 Responsibilities of the Chief Fire Officer and Directors -; 

 

¶ Ensure new systems for maintaining financial records are 
agreed with the Treasurer. 

¶ Ensure that the financial implications of new proposals are 
agreed with the Treasurer. 

¶ Ensure that Financial Procedure Rules are known to all staff. 

¶ Secure compliance with Financial Procedure Rules and promote 
financial management standards set by the Treasurer. 
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2.2 Internal Audit 
 

2.2.1 The Treasurer has a statutory responsibility for the overall financial 
administration of the Authorityôs affairs and is responsible for 
maintaining an adequate and effective internal audit. 

 

2.2.2 Internal Audit is an independent and objective appraisal function 
established by the Authority for reviewing the Authorityôs system of 
internal control.  It examines, evaluates and reports on the adequacy of 
internal control as a contribution to the proper, economic, efficient and 
effective use of resources. 

 

2.2.3 In undertaking its work, Internal Audit is independent in planning and 
operation and carries out its activities in accordance with the CIPFA 
Code of Practice for Internal Audit and any other relevant guidance. 

 

2.2.4 In carrying out the internal audit function the Treasurer, or his/her 
authorised representative, has authority, subject to any statutory 
limitations, to: 

 

i) enter at all times any Authority land or premises 
ii) have access to all documents, correspondence and other 

records relating to the finances of the Authority and apply any 
test or check deemed necessary 

 iii) require and receive from employees, Members or other persons, 
information and explanations concerning any matter under 
examination 

iv) require any employee of the Authority to produce any cash, 
stores or other property of the Authority under the employee's 
control. 

 

2.2.5 Treasurerôs responsibilities: 
 

¶ Maintain Strategic and Annual audit plans taking account of relative 
risk and in consultation with the Chief Fire Officer and Directors. 

¶ Ensure that Internal Audit have access at reasonable times to all 
Authority premises, records, documents and staff for information 
and explanations. 

¶ Where appropriate report to Members on any audit 
recommendations not actioned within a reasonable period. 

¶ Report annually to the relevant Scrutiny Forum on the main issues 
raised by Internal Audit during the year. 

¶ Investigate promptly any fraud or irregularity brought to his/her 
attention and report to the Head of Paid Service. 

 

2.2.6 Responsibilities of the Chief Fire Officer and Directors: 
 

¶ To ensure that Internal Auditors are given access at all reasonable 
times to premises, records, documents and staff for the purposes of 
their work and liaise and co-operate with Internal Auditors on 
service specific issues. 

¶ To consider and respond promptly to audit recommendations and 
ensure that agreed actions are carried out in a timely manner. 
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¶ Notify the Treasurer immediately of any suspected fraud or 
irregularity. Take all necessary steps to prevent further loss and 
secure records for any investigation. 

 

2.2.7 Further details on procedure and responsibilities in relation to fraud and 
irregularity are defined in a Strategy for Probity within the Cleveland 
Fire Authority/Guidance Notes for Dealing with Irregularities. 

 
2.3 External Audit 
 

2.3.1 Given the special accountabilities attached to public money and the 
conduct of public business, external audit in local government is 
characterised by three distinct features: 

 
a) auditors are appointed independently from the bodies being 

audited (Mazars LLP); 
b) external audit covers not only the audit and opinion on financial 

statements, but also the financial aspects of corporate 
governance and aspects of performance management; 

c) the external audit approach is defined in the International 
Standards for Auditing. 

 
2.3.2 External auditors are responsible for following the International 

Standards for Auditing which sets out the External Auditorsô view of 
what constitutes best professional practice and covers the standards, 
procedures and techniques that auditors should adopt.  Each year the 
External Auditor undertakes quality reviews to ensure external audit 
meets or exceeds the standards set. 

 
2.3.3 Treasurerôs responsibilities: 

 

¶ Liaise with the external auditor in relation to timetabling audits and 
working procedures. 

¶ Ensure that external auditors have reasonable access to premises, 
records, documents and staff for the purposes of their work. 

¶ Follow up on recommendations made by external audit to ensure 
their implementation and report to Authority on actions taken to 
address recommendations made in the Annual Audit Letter. 

 
2.3.4 Responsibilities of the Chief Fire Officer and Directors: 

 

¶ To ensure that external auditors are given reasonable access to 
premises, records, documents and staff for the purposes of their 
work and liaise and co-operate with External Auditors on service 
specific issues. 

¶ To ensure that all systems and records are up to date and available 
for inspection. 

¶ Respond to recommendations and reports from external audit and 
take appropriate action. 
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2.4 Banking Requirements 
 

2.4.1 Being a complex organisation the Authority has varied banking 
requirements.  This section sets out the procedures to be followed in 
the operation of those Bank Accounts. 

 
2.4.2 Key Banking Controls are: 

 

¶ All Banking Arrangements in relation to the Authorityôs business are 
made through the Treasurer.  The Treasurer or his/her 
representative is authorised to pay or collect all monies due to or by 
the Authority by whatever means he/she deems appropriate. 

¶ All Bank Accounts will have an official title and in no circumstances 
will accounts be opened in the name of an individual. 

¶ All Bank Accounts must be reconciled regularly in accordance with 
any timescale and procedure note that the Treasurer may issue. 

¶ All cheques should be held securely.  
 

2.4.3 Treasurerôs responsibilities:- 
 

¶ To make all overall arrangements to secure the Authorityôs Banking 
needs. 

 
2.4.4 Responsibilities of the Chief Fire Officer and Directors: 

 

¶ To agree all arrangements for the opening, closing or operation of 
specific bank accounts relating to the business of the Authority with 
the Treasurer. 

¶ Ensure as far as is practicable the separation of duties to ensure 
that a single member of staff does not complete all procedures in 
connection with transactions through bank accounts. 

¶ Ensure that accounts are reconciled regularly and appropriate 
action taken in regard to any discrepancies identified. 

¶ Ensure that cheques are securely stored. 
 

2.5  Cash Arrangements 
 

2.5.1 Effective cash collection and control arrangements are essential to 
ensure that all monies received by the Authority are receipted, 
effectively reconciled, securely controlled and banked properly. 
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2.5.2 The key controls within the Authorityôs arrangements are: 
 

a) the arrangements for the receipt and control of all monies received 
by the Authority will be subject to the control and approval of the 
Treasurer; 

b) all monies received must be acknowledged, recorded and either 
paid over to the Treasurer or banked in the Authorityôs name 
without delay; 

c) All receipts forms will be ordered and controlled by the Treasurer 
and only official receipts will be issued for monies received on 
behalf of the Authority; 

d) Cash and receipt forms will at all times be kept in a safe place; 
e) Only official receipts will be issued for money received on behalf of 

the Authority; 
f) Personal cheques may not be cashed, nor payments made, out of 

money held on behalf of the Authority; 
g) Every transfer of official monies from  one officer to another must 

be evidenced by the signature of the receiving officer; 
h) Sums may be advanced to employees receiving cash income for 

the purpose of giving change. The employee is personally 
responsible for such sum and must sign for its receipt. 

 
2.5.3 Treasurerôs responsibilities: 

 

¶ Approve all arrangements, procedures and systems for the 
collection of income. 

¶ Order and supply all forms of receipts, tickets etc. and be satisfied 
with the arrangements for their control. 

 
2.5.4 Responsibilities of the Chief Fire Officer and Directors: 

 

¶ To ensure that all receipts, tickets etc. and other records of income 
are held securely and kept for the appropriate length of time. 

¶ Ensure adequate security arrangements are in place to safeguard 
income against loss or misappropriation, and to ensure the security 
of cash handling. 

¶ Ensure adequate separation of duties as far as practicable so that 
cash received is properly identified and recorded. 

¶ Ensure that all income is promptly paid into an appropriate account 
of the Authority and is recorded to provide an audit trail. 

¶ Ensure income is not used to cash personal cheques or make other 
payments. 

¶ Maintain a record of all transfers of official money between 
employees. 
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2.6 Income and Recovery 
 

2.6.1 The recovery of all sums due to the Authority is subject to the control of 
the Treasurer.  Whenever practicable, departments are required to 
obtain payment in advance of supplying goods or services as this 
improves the Authorityôs cash flow and also avoids the time and cost of 
administering debts and eliminates the risk of bad debts. 

 
2.6.2 The key controls within the Authorityôs arrangements are: 

 
a) all monies billed and collected should be in accordance with the 

scales of rents, fees and charges approved by the Authority or 
delegated to specific officers; 

b) effective action must be taken to pursue non-payment of debt 
within defined timescales; 

c) no debt once correctly established and due to the Authority can be 
written off except if approved under delegated powers or by the 
Authority.  The Treasurer is responsible for suggesting and 
reviewing appropriate recovery strategies; 

d) appropriate accounting adjustments will be made following write 
off action within defined timescales; 

e) all appropriate income documents must be retained for the 
defined period in accordance with the guidance to be issued from 
time to time. 

f) appropriate credit checks should be carried out in accordance with 
guidance to be issued by the Treasurer.  

 
2.6.3 Treasurerôs responsibilities -; 

  

¶ To approve all systems and arrangements for the raising, collection 
and recovery of all sums due to the Authority.  

¶ To establish a recovery strategy and ensure appropriate action in 
consultation with the Chief Fire Officer/appropriate Director is taken 
to recover debts, which are not paid promptly. 

¶ To agree the write-off of debts within the limits set out in delegated 
powers. 

¶ To refer larger unpaid debts, in consultation with the Chief Fire 
Officer/Treasurer to the Authority for approval to write-off. 

¶ Set a corporate framework for charging policies of the Authority. 

¶ Ensure appropriate accounting adjustments are made in relation to 
write-off action. 

¶ Ensure regular review and maintenance of adequate Bad Debt 
provisions by departments.  
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2.6.4 Responsibilities of the Chief Fire Officer and Directors 
 

¶ Review charging policy in line with corporate policies. 

¶ Take appropriate action to minimise increasing and persistent debt. 

¶ Ensure an adequate separation of duties as far as practicable for 
identifying and billing sums due and collection of monies. 

¶ To maintain records on debts raised sufficient to enable recovery 
action to be taken for debts unpaid within a reasonable time. 

¶ Notify the Treasurer of all outstanding income relating to the 
previous year as soon as possible after the 31 March in line with 
the timetable determined by the Treasurer. 

¶ Review and maintain, in consultation with the Treasurer, an 
adequate departmental Bad Debt provision. 

 
2.7 Ordering and Paying for Goods and Services 
 

2.7.1 The ordering and paying for goods and services is critical to the 
Authorityôs ability to deliver services.  It is essential that the Authorityôs 
controls are adequate to demonstrate probity and good practice.  
Accordingly the following controls exist:- 

 

¶ Budget provision is required for all expenditure prior to ordering.  

¶ Budget provision confers authority to spend within that budget.   

¶ All payments other than from petty cash or specifically approved 
bank accounts must be made by the Treasurer from the Authorityôs 
Bank Account in the manner deemed most appropriate by the 
Treasurer. 

¶ All instructions for payment must be authorised by the appropriate 
budget holder or other person duly approved.  This should only be 
done after acceptable receipt of the goods or services in 
accordance with the order. 

¶ Expenditure must be allocated to the correct heading. 
 

2.7.2 Responsibilities of the Treasurer:- 
 

¶ To make payments in accordance with the above Authority rules. 

¶ To maintain and issue detailed payment instructions. 

¶ To maintain a list of budget holders or their nominees authorised to 
incur expenditure. 

¶ To store, or issue instructions in relation to the storage of source 
documents to support the accounts and taxation responsibilities. 

 
2.7.3 Responsibilities of the Chief Fire Officer and Directors: 

 

¶ To ensure that rules and instructions in relation to the authorisation 
of orders and payments are followed within their service area. 

¶ Ensure that the Treasurer is informed of all budget holders and their 
nominees entitled to authorise expenditure.  
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2.8 Paying Staff and Members  
  

2.8.1 Staff costs form the largest single element of the Authorityôs 
expenditure and appropriate controls are necessary to ensure that 
payments are only made in accordance with the appropriate terms and 
conditions.  Accordingly the Authority has the following controls:- 

 

¶ The calculation of all payments to staff/members must be done by 
the Treasurer supported by appropriate Brigade Personnel/Legal 
advice. 

¶ All appointments must be made in accordance with appropriate 
terms and conditions. 

¶ All appointments must have adequate budget provision. 

¶ All prime documents used to calculate pay must be signed by the 
individual and authorised by an appropriate budget holder or their 
nominee. 

¶ Any payments to Members must be in accordance with the 
approved scheme of allowances. 
 

2.8.2 Responsibilities of the Treasurer: 
 

¶ To make payments in accordance with the above Authority rules. 

¶ To maintain and issue detailed payment instructions. 

¶ To maintain a list of budget holders or their nominees authorised to 
incur expenditure. 

¶ To store, or issue instructions in relation to the storage of source 
documents to support the accounts and taxation responsibilities. 

 
2.8.3 Responsibilities of the Chief Fire Officer and Directors: 

 

¶ To ensure that rules and instructions with regard to appointments 
and authorisation of payments are followed within their service 
area. 

¶ Ensure that the Treasurer is informed of all budget holders and their 
nominees entitled to authorise expenditure. 

¶ To inform the Human Resources Manager promptly of any changes 
effecting payments to staff. 

¶ Director of Corporate Services to notify the Treasurer of any 
changes affecting the calculation of pay within a timescale to be 
agreed with the Treasurer. 

 
2.9 Preventing Financial Irregularities 
 

2.9.1 In administering its responsibilities, the Authority is committed to the 
prevention of financial irregularities and in its Strategy for Probity within 
the Cleveland Fire Authority/Guidance Notes for Dealing with 
Irregularities the Authority makes it clear that the Authority will not 
tolerate fraudulent or corrupt acts committed either by its Officers, 
Members, or those companies or organisations with which it does 
business. 
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2.9.2 The Authorityôs expectation on propriety and accountability is that 

Members and staff at all levels will lead by example in ensuring 
adherence to rules, procedures and Codes of Conduct. 
 

2.9.3 The Authority has in place a network of systems and procedures to 
cover its stewardship of public funds responsibilities and it maintains a 
continuous overview of the adequacy of its corporate governance 
arrangements through its Internal and External Auditors.  
 

2.9.4 The Authorityôs Guidance for Officers on the Procedure Relating to 
Confidential Reporting provide the opportunity for issues to be raised in 
a confidential manner.  In addition, the Authority operates defined 
protocols setting out individual responsibilities for reporting and the 
subsequent investigation of irregularities.  

 
2.9.5 Treasurerôs responsibilities:- 
  

¶ Maintain adequate and effective audit arrangements. 

¶ Periodically review the Authorityôs policies on Fraud and Corruption. 

¶ Ensure irregularities are appropriately investigated and are reported 
to the Head of Paid Service to determine what further action should 
be instigated. 

 
2.9.6 Responsibilities of the Chief Fire Officer and Directors: 
 

¶ Ensure all staff are aware of the Authorityôs Strategy for Probity 
within the Cleveland Fire Authority/Guidance Notes for Dealing with 
Irregularities. 

¶ Ensure that all suspected irregularities are reported in the first 
instance to the Director of Corporate Services, or alternatively the 
Treasurer and, if appropriate, the Authorityôs Monitoring Officer. 

 
2.10 Assets, Stocks and Stores 
 

2.10.1  The Authority holds assets in the form of property, vehicles, 
equipment, furniture and other items of significant value.  The 
Authorityôs arrangements seek to ensure that such assets are 
safeguarded and used efficiently in the delivery of services. 

 
2.10.2 Each Director is responsible for the security of assets under his/her 

control.  Where practicable, each asset should be marked as the 
property of the Authority. 

 
2.10.3 Inventories must be maintained by Departments of all assets, other 

than land, having a value of £500 or more covering plant, equipment, 
furnishings, fittings, machinery, vehicles and other non-consumable 
items.  
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 The inventory must record: 
 

a) description of item incl. make, model, serial number; 
b) date of purchase and purchase price; 
c) whether asset is leased; 
d) security tag reference (where applicable); 
e) location of asset. 

 
An annual physical asset inventory check should be undertaken and 
any discrepancies identified and reported to the relevant Section 
Head. 

 Ki;o  Julie  fdff 
2.10.4 The disposal of surplus or obsolete items will be undertaken in 

accordance with the process for asset disposal.  A register must be 
maintained of items issued to Officers and Members e.g. laptops, 
computers etc.  The register must include the name, personnel 
number, description of item, date of issue and a signature obtained. 

 
2.10.5 The Director of Technical Services has corporate responsibility for 

maintaining an Asset Register of all land and buildings owned by the 
Authority and will ensure appropriate valuations and re-valuations 
are carried out.  The Authorityôs Legal Adviser is responsible for the 
safe custody of all deeds.  The Authorityôs assets must not, without 
the specific authorisation of the Chief Fire Officer, be used for any 
purpose other than the discharge of the Authorityôs functions.  Any 
unauthorised or misuse of Authority assets will result in appropriate 
disciplinary action.  

 
2.10.6 All stock received, transferred, issued or returned must be recorded 

in a manner approved by the Treasurer.  In stores, deliveries must 
be checked for quantity and quality and goods should only be issued 
from the stores on production of a valid requisition, properly certified.  

 
2.10.7 Stores levels must be reviewed by Directors at regular intervals to 

ensure that stores are not held in excess of reasonable requirements 
and to prevent the holding of obsolete stores. 

 
2.10.8 The responsible Department Head will ensure that arrangements are 

made for a system of continuous stock checking or an annual stock 
check is made.  A certificate of stockholding at 31 March every year 
must be made available on demand to the Treasurer. 

 
2.10.9 Adjustments of deficiencies or surpluses on stocks or disposal of 

surplus, obsolete or damaged stock should not be made without the 
agreement of the Treasurer with whom the method of disposal must 
also be agreed prior to disposal.  
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2.10.10  Treasurerôs responsibilities -: 
 

¶ Ensure inventories and asset registers are maintained in 
accordance with good practice and Financial Procedure Rules. 

¶ Advise on best practice for the disposal of assets, stocks and 
stores. 

 
2.10.11  Responsibilities of the Chief Fire Officer and Directors: 

 

¶ Ensure the maintenance of inventories in accordance with 
Financial Procedure Rules. 

¶ Carry out annual checks on inventories and take appropriate 
action in regard to surpluses and deficiencies. 

¶ Make suitable arrangements for the care and custody of assets 
stocks and stores. 

¶ Agree disposal of assets with the Treasurer. 

¶ Pass all title deeds to the Authorityôs Legal Adviser. 

¶ Carry out regular stock checks and supply stockholding 
certificates as required by the Treasurer. 

 
2.11 Gifts and Hospitality 
 

2.11.1 The Authorityôs policy for Gifts/ Hospitality is included in the Brigade 
Staff Handbook, which is provided to all current and new employees. 

 
2.11.2 Officers must be careful not to accept any gift or hospitality, which 

might interfere with or be perceived as impacting on Authority 
business or services.  This does not include gifts of minor value, 
which are used at work i.e. diaries, pens, calendars etc and genuine 
working lunches or functions attended in an official capacity.  
However, any other gifts or hospitality offered should be reported to 
the appropriate Director who, after consulting with the Director of 
Corporate Services, will then determine the action to be taken.  In 
the case of gifts, these may be then returned, donated to the Fire 
Service Benevolent Fund, or when appropriate, donated to a 
Christmas or leaving party organised for employees.  Where a gift is 
not returned the donor will be advised of the use to which it has been 
put.  

 
2.11.3 Employees should not accept significant personal gifts from 

contractors and outside suppliers. 
 
2.11.4 Employees should only accept offers of hospitality if there is a 

genuine need to impart information or represent the Authority in the 
community.  Accepted offers of hospitality should be properly 
authorised and recorded by the Director of Corporate Services. 

 
2.11.5 When hospitality has to be declined, those making the offer should 

be courteously but firmly informed of the procedures and standards 
operating within the Authority.   
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2.11.6 When receiving hospitality, employees should be particularly 

sensitive as to its timing in relation to decisions which the Authority 
may be taking affecting those providing the hospitality.  When visits 
to inspect equipment etc are required, employees should ensure that 
the Authority meets the cost of such visits to avoid compromising the 
integrity of subsequent purchasing decisions.  
 

2.11.7 Responsibilities of Chief Fire Officer and Directors: 
  

¶ To ensure compliance with the Authorityôs policy and Codes of 
Conduct in respect of gifts, hospitality and personal interests. 

¶ To maintain a register of staff interests, gifts and hospitality. 
 

2.12 Partnership Arrangements 
 

2.12.1     The Authorityôs policy on Partnership Arrangements is provided on 
the Brigadeôs Intranet within a document entitled, óPartnership Policy 
Documentô. 

 
2.12.2 Partnerships are playing an increasingly important role in the future 

of policy development and service delivery for the Public Sector. 
 
2.12.3 Treasurerôs responsibilities: 

 

¶ Ensure the partnership has clearly defined Financial Regulations 
in place. 

 
2.12.4 The responsibilities of the Chief Fire Officer and Directors:- 

   

¶ Ensure risks are minimised and accountability maximised 
through addressing the following factors:- 

o Rationale for entering a partnership 
o Ensure added value and VFM 
o Financial, performance, risk and governance 

arrangements are in place 
o Termination arrangements 
o The Partnership is serving the Public 

 

¶ Relevant officers are made aware of the Brigadeôs Partnership 
Policy Document. 
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3. CORPORATE GOVERNANCE 
 
3.1 Overview 
 

3.1.1 This section sets out those arrangements that the Authority needs to 
make to ensure that it makes proper plans to achieve its objectives.  It 
covers the setting of revenue and capital expenditure plans, the 
monitoring of those plans through to how the Authority plans to 
manage risks and its treasury functions.  It is predominantly concerned 
with how the Authority works at a strategic level and from a financial 
perspective what it needs to consider and decide. 

 
3.2 Revenue Financial Plans 
 

3.2.1 Each year the Authority must set an annual budget for the coming year.  
This budget needs to be considered as part of a wider Medium Term 
Financial Strategy covering the following three to five years that 
considers the level of resources available to the Authority, and the 
expenditure needs of the Authority.  The Authorityôs corporate 
objectives and IRMP Plan need to be addressed in the consideration of 
the expenditure needs of the Authority in the Medium Term Financial 
Strategy. 

 
3.2.2 Treasurerôs responsibilities:- 

 

¶ Preparation of multi-year forecasts of resources and expenditure for 
the consideration of the Authority. 

¶ Identification of risks inherent in the forecasts. 

¶ Development of a medium term financial strategy. 

¶ The submission to the Authority of an appropriate annual budget 
within the Medium Term Strategy compliant with all relevant 
legislation. 

 
3.2.3 Responsibilities of Chief Fire Officer and Directors: 

 

¶ Provision of information to the Treasurer in relation to expenditure 
changes outside of their control within their Directorates for the life 
of the forecast. 

¶ Preparation of detailed budgets within the resources allocated by 
the Medium Term Financial Strategy to nominated budget holders. 

¶ Responsibility for subsequent expenditure from those detailed 
budgets to meet the objectives of the service. 

 
3.3 Monitoring of Revenue Income and Expenditure 
 

3.3.1 Having determined budgets that set out how the Authority intends to 
achieve its objectives it is important to monitor the performance of 
actual income and expenditure against those budgets.  This is a 
continuous process to ensure that resources are used to their best 
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effect.  In relation to income it is important to ensure that all income is 
accounted for and in relation to expenditure that differences are 
explained and understood.   

 
 The analysis of differences should enable budget holders to ensure 

that appropriate action to bring budgets back on track is taken.   
 Often at the detail level this may not be possible within the financial 

year and the relevant Director will need to consider transfers from other 
budgets within their control.  

  
3.3.2 Responsibilities of the Treasurer:- 

 

¶ To ensure that monitoring reports are available to budget holders. 

¶ To ensure that corporate level budgets are monitored. 

¶ To determine the format of monitoring reports for the Scrutiny 
Forum and or the Authority. 

¶ To report on major differences or trends that have a significant 
impact on the overall finances of the Authority. 

¶ To operate and maintain an effective Financial Management 
system. 

¶ To provide the Chief Fire Officer and Directors with appropriate 
advice and guidance. 

 
3.3.3 Responsibilities of Chief Fire Officer and Directors: 

 

¶ To ensure that adequate budget provision exists for all expenditure 
prior to it being incurred. 

¶ To ensure that each detailed budget has a nominated budget 
holder. 

¶ To monitor budgets within their service areas. 

¶ To inform the Treasurer of any major differences of actual from 
planned income or expenditure. 

 
3.4 Capital Financial Planning 
 

3.4.1 Capital Financial Planning involves the acquiring or enhancing of an 
asset with a long-term value to the Authority.  The planning of capital 
expenditure is essential for a number of reasons:- 

 

¶ Being major items of expenditure they are a key means for the 
Authority to directly achieve its objectives in shaping service 
delivery. 

¶ They create long term financial commitments in both financing and 
running costs. 

¶ Varied funding sources are often available, each with differing 
requirements. 

¶ Strict controls are imposed upon the Authorityôs ability to incur 
capital expenditure. 
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¶ The Authorityôs ability to attract external funding is often dependent 
upon its proven track record of delivering projects on time and 
budget. 

 
3.4.2 Responsibilities of the Treasurer: 

 

¶ To prepare a detailed annual statement of likely commitments and 
resources within a multi-year medium term framework for 
consideration by the Authority. 

¶ To prepare a Capital Strategy for consideration by the Authority 
that links the IRMP with the detailed statements of commitments 
and resources. 

¶ To submit details of potential schemes to the Authority for inclusion 
in the Capital Programme for the year. 

¶ To determine the format of project appraisals for inclusion within 
the Capital Programme in conjunction with Directors. 

 
3.4.3 Responsibilities of Chief Fire Officer and Directors: 

 

¶ With the Director of Corporate Services, or his/her representative, 
to prepare and maintain an Asset Management Plan to assist in the 
planning of capital schemes.  

¶ To consider proposals and with the appropriate officer/s prepare 
costings for future project appraisals for submission to the Authority 
for consideration.  

¶ To ensure that no contracts are entered into for which budget 
provision within the Capital Programme has not been made. 

¶ To prepare bid submissions to appropriate funding bodies 
 
 
3.5 Monitoring of Capital Income and Expenditure 

 
3.5.1 Having set a Capital Programme to achieve its Capital Strategy it is 

important to monitor the performance of actual physical progress, 
income and expenditure against the Programme.  This is a continuous 
process to ensure that resources are used to their best effect and not 
lost, as some external funding is limited to specific financial years.  In 
relation to Capital income, which can take the form of grants or credit 
approvals, it is important to ensure that all income is received and 
accounted for within the right financial year.  Physical progress should 
be monitored, as this is a leading indicator of real expenditure on 
schemes.  The analysis of differences between expected spends and 
actual should enable budget holders to ensure that appropriate action 
to bring budgets back on track is taken.  If this is not possible then the 
relevant Director will need to consider transfers to or from other 
budgets within their control.  If this is not possible then the Treasurer 
should be informed to enable the programme to be rebalanced.  
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3.5.2 Responsibilities of the Treasurer: 
 

¶ To ensure that monitoring reports are available to budget holders. 

¶ To determine the format of monitoring reports for the Scrutiny 
Forum and or the Authority. 

¶ To report on major differences or trends that have a significant 
impact on the overall finances of the Authority. 

¶ To ensure so far as possible the overall Programme is balanced 
and that the Authority suffers no loss of resources. 

¶ To provide the Chief Fire Officer and Directors with appropriate 
advice and guidance. 

 
3.5.3 Responsibilities of Chief Fire Officer and Directors: 

 

¶ To ensure that adequate budget provision exists for all expenditure 
prior to it being incurred. 

¶ To ensure that each detailed budget has a nominated budget 
holder. 

¶ To monitor projects and their budgets within their service areas. 

¶ To inform the Treasurer of any major differences of actual from 
planned income or expenditure. 

 
3.5.4 Responsibilities of Director of Corporate Services - 

 

¶ To manage the contracting process for building works. 

¶ To monitor projects physical and financial performance and take 
action as necessary. 

¶ To manage the disposal of surplus land and buildings in 
accordance with the Authorityôs approval. 

 
3.6 Treasury Management 
 

3.6.1 The Authority is responsible for very significant cash flows arising from 
its capital and revenue activity.  The Authority must therefore adopt the 
highest standards in the management of these sums and flows.  The 
Chartered Institute of Public Finance and Accountancy maintains a 
Code of Practice, which meets these requirements and is adopted by 
the Authority. 

 
3.6.2 Responsibilities of the Treasurer: 

 

¶ To ensure that the CIPFA Code of Practice is adopted and 
maintained. 

¶ To propose to the Authority a Treasury Management Strategy 
within the Code of Practice. 

¶ To implement the Treasury Management Strategy. 

¶ To make administrative decisions within the Treasury Strategy. 

¶ To administer all leasing arrangements for goods 
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3.7 Risk Management and Insurance 
 

3.7.1 All organisations face risk to people, property and continued service 
delivery, which can result in injury, damage and loss.  Where the 
Authority is culpable this can result in a financial claim.  The Authority 
also has Health and Safety duties, which need to be considered.  This 
requires a Risk Management Strategy to be developed. 

  
3.7.2 Insurance historically has been the main way of protecting against loss.  

With the advent of significant excesses the level of risk transferred is 
no longer as great and the Authority is faced with a greater certainty of 
loss.  An effective insurance strategy is therefore required which 
protects the Authority. 

 
3.7.3 Responsibilities of the Treasurer:- 

 

¶ To develop and submit to the Authority a Risk Management 
Strategy for consideration. 

¶ To implement the Risk Management Strategy. 

¶ To develop and submit to the Authority an Insurance Strategy for 
consideration. 

¶ To implement the Insurance Strategy and make administrative 
decisions within the Strategy. 

 
3.7.4 Responsibilities of Chief Fire Officer and Directors: 

 

¶ To identify and take action to minimise risks within their 
Directorates. 

¶ To inform the Treasurer of new risks. 

¶ To investigate incidents that arise. 

¶ To deal with any claims that arise with the Treasurer speedily and 
effectively. 

 
3.8 Pay Policy Statement 
 

3.8.1 Pay for staff forms a significant element of the Fire Authorityôs annual 
budget.  Legislation under the Localism Act 2011 requires that the 
Authority approves, before 31st March each year, a Pay Policy 
Statement for the following financial year.  This ensures that the Fire 
Authority is open and accountable about their local pay policies. 
 

3.8.2 Responsibilities of the Legal Adviser and Monitoring Officer: 

¶ To ensure that a Pay Policy Statement is approved by the Authority 
by 31st March immediately preceding the financial year to which it 
relates. 

¶ To ensure that decisions on pay comply with the current approved 
policy. 

  



OFFICIAL ς CONSTITUTION 2019/20                                                      Page 64 of 292 

3.8.3 Responsibilities of the Director of Corporate Services: 
 

¶ To review at least annually the Authorityôs Pay Policy Statement in 
consultation with the Treasurer and Monitoring Officer. 

¶ To ensure that the Pay Policy Statement is amended and approved 
in-year if amendment is required. 

¶ To make and confirm decisions on pay in accordance with the 
current policy. 

¶ To ensure that the Authority considers and approves a Pay Policy 
Statement prior to the year to which it relates and the current policy 
is published in accordance with Government guidance. 

 
3.9 Role of Audit 

 
3.9.1 EXTERNAL AUDIT 

 
External audit is an essential part of the process of accountability for 
public money. It makes an important contribution to the stewardship of 
public resources and the corporate governance of public services.  

To give an independent opinion on public bodiesô financial statements 
and may review, and report on, aspects of the arrangements put in 
place by public bodies to ensure the proper conduct of their financial 
affairs and to manage their performance and use of resources.  

Because of the special accountabilities attached to public money and 
the conduct of public business, external audit in the public sector is 
characterised by three distinct features:  

 

¶ auditors are appointed independently from the bodies being 
audited;  

¶ the scope of auditorsô work is extended to cover not only the 
financial statements, but also aspects of corporate governance and 
arrangements to secure the economic, efficient and effective use of 
resources; and  

¶ auditors may report aspects of their work to the public and other 
key stakeholders.  

 
 3.9.2 HEAD OF INTERNAL AUDIT 
 

Plays a critical role in delivering the Authorityôs strategic 
objectives by: 

 

¶ championing best practice in governance, objectively 
assessing the adequacy of governance and management of 
existing risks, commenting on responses to emerging risk 
and proposed developments. 

¶ giving an objective and evidence based option on all aspects 
of governance, risks management and internal control 
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¶ must be a senior manager with regular and open 
engagement across the authority, particularly with the 
Leadership Team and with the Audit Committee;  

¶ must lead and direct an internal audit service that is 
resourced to be fit for purpose; and  

¶ must be professionally qualified and suitably experienced. 
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FINANCIAL ADMINISTRATION 
 

4.1  Overview 
 

4.1.1 This section deals with the administrative issues of the Authorityôs 
financial affairs. 

 
4.2  Financial Systems 
 

4.2.1 The Authority needs to have in place sound financial systems.  The 
complexity of the Authority will often mean that specialist systems are 
required for specific service areas.  Equally the Authority needs to 
prepare financial accounts based upon its detailed accounting 
information and records.  This requires a corporate financial system to 
ensure that probity is achieved. 

 
4.2.2 Responsibilities of the Treasurer: 

 

¶ To operate and maintain a corporate financial accounting system. 

¶ To monitor and approve all subsidiary financial systems. 
 

4.2.3 Responsibilities of Chief Fire Officer and Directors: 
 

¶ To operate those financial systems within their Directorate in 
accordance with the procedures agreed with and notified by the 
Treasurer. 

¶ To maintain adequate supporting information where applicable 
within their Directorate. 

 
4.3 Format of Accounts 
 

4.3.1 The Authority is required by law to compile annual accounts complying 
with the relevant Accounting Code of Practice. 

 
4.3.2 Responsibilities of the Treasurer: 

 

¶ To ensure that accounts are prepared on time and in accordance 
with the necessary legal and professional requirements. 

¶ To ensure that suitable accounting policies are in place and applied 
consistently. 

¶ To ensure that professional judgements are made in preparation of 
the accounts which are prudent and reasonable in light of the 
information available at the time of preparation. 

¶ To ensure that all practicable steps have been taken to identify 
fraud. 

¶ To submit and authorise grant claims subject to external audit. 

¶ To issue detailed instructions on accounting records or procedures 
necessary to meet the Authority Statutory requirements. 
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4.3.3 Responsibilities of Chief Fire Officer and Directors: 
 

¶ To provide the Treasurer with information sufficient to enable him to 
prepare the accounts and submit grant claims. 

¶ Maintain appropriate records and ensure they are up to date. 
 
4.4 Taxation 
 

4.4.1 The Authority is subject to Tax and as such needs to ensure that its 
taxation affairs are efficient.  Taxation of Local Authorities is complex 
and there is significant scope for penalties, which need to be 
minimised. 

 
4.4.2 Responsibilities of the Treasurer:- 

 

¶ To ensure that the Authorityôs taxation affairs are maintained on a 
timely basis, with due regard to the complex and changing 
legislation. 

¶ To liaise with the relevant Government Departments and Agencies 
in relation to Taxation. 

¶ To provide Directors with advice in relation to Taxation issues. 

¶ To ensure that the corporate payroll and accounting systems deal 
correctly with taxation. 

 
4.4.3 Responsibilities of Chief Fire Officer and Directors: 

 

¶ To ensure the Treasurer is informed of any changes, which can 
materially affect the Authorityôs Taxation position. 

 
4.5 Budget Transfers & Contingencies 
 

4.5.1 The Authority sets budgets for both Revenue and Capital expenditure.  
Circumstances can and do change that result in those detail budgets 
becoming outdated.  It is necessary, to ensure good financial 
management, that flexibility exists to allow transfers of resources.  For 
revenue this needs to cover: 

 

¶ Detailed transfers between types of expenditure. 

¶ Detailed transfers between Directorates within the Chief Fire 
Officerôs/Directorôs control. 

¶ Transfers from Revenue to Capital. 

¶ Transfers of underspends to the following financial year. 

¶ Transfers of resources into and from Specific Provisions. 
 
Whilst for Capital this needs to cover:- 

 

¶ Transfers between projects. 

¶ Transfers from Capital to Revenue. 
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4.5.2 The following budget transfers are allowable as an integral aspect of 
the financial administration of the Authorityôs service delivery without 
specific Authority decisions. 

 

¶ The Chief Fire Officer has primary responsibility for ensuring 
budgetary control.  Each Budget should be the responsibility of a 
designated Budget Holder as agreed between the Treasurer and 
the Chief Fire Officer.  The Budget Holder is responsible for 
managing expenditure and income in accordance with budgetary 
provision. 

 

¶ Each Budget Holder may vire between ñnon-payò detailed budgets 
(i.e. premises, supplies and services, fees and charges) within an 
activity an amount up to £2,000 or 5% of a budget, whichever is the 
greater with the consent of the Chief Fire Officer.  All such virement 
should be notified to the Treasurer.  Any diversion in excess of the 
above amounts requires the approval of the Authority. 

¶ Virement involving ñpayò budgets up to Ã2,000 or 5%, whichever is 
the greater and within an activity requires the approval of both the 
Chief Fire Officer and the Treasurer. 

¶ The Chief Fire Officer may vire between detailed budgets within the 
detailed activities any amount up to a maximum of £500,000 
provided that the original detailed budget remains available to 
cover commitments attributable to that Budget Head, after 
consultation with the Treasurer.  Amounts in excess of these limits 
require the approval of the Authority. 

 
4.5.3 Transfers both ways between Revenue and Capital are allowed subject 

to continued service delivery. 
 
4.5.4 In addition to the above the Chief Fire Officer in consultation with the 

Treasurer can transfer resources into and from Reserves and 
Provisions and make technical budget adjustments necessary to 
allocate grant resources and comply with grant conditions. 

 
4.5.5 In relation to Capital the Chief Fire Officer in consultation with the 

Treasurer may transfer resources from one project to another subject 
to a maximum of £5,000 for projects up to £50,000 and up to £50,000 
or 10% on projects over £50,000 whichever is the lower. 

 
4.5.6 All transfers must be notified to the Treasurer for his agreement prior to 

his actioning those transfers in the Accounting System. 
 
4.5.7 All transfers must leave the originating budget with sufficient funds to 

meet its commitments within that financial year. 
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4.5.8 Responsibilities of the Treasurer:- 
 

¶ To maintain and administer the scheme of budget transfers and 
contingencies. 

¶ To issue guidance on the appropriateness of use of such reserves 
and provisions as may be requested. 

 
4.5.9 Responsibilities of the Chief Fire Officer and Directors: 

 

¶ To ensure the Treasurer is informed of any changes, which require 
a budget transfer. 
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STANDING ORDERS  

 

¶ Regulation of Proceedings and 

Business 
 

¶ Contract Procedure Rules 

 

  

SECTION 6 
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STANDING ORDERS OF THE CLEVELAND FIRE AUTHORITY 
FOR THE REGULATION OF THEIR PROCEEDINGS AND BUSINESS 

 

INTRODUCTION 
 

1.  In these Standing Orders ñthe Authorityò means the Cleveland Fire Authority 
established under The Cleveland Fire Services (Combination Scheme) Order 
1995 for the combined area of the constituent authorities of Hartlepool, 
Middlesbrough, Redcar and Cleveland and Stockton-on Tees. 

 

2.  The Authority consists of 16 members with each member being appointed by 
a constituent authority from its own members. 

 

3.  A member of the Authority shall come into office on the date of his/her 
appointment from their constituent council and shall subject to paragraphs 4 
and 5, hold office for such period or periods as shall be determined by that 
constituent council which made the appointment. 

 

4.  A member of the Authority may resign his/her membership by giving notice in 
writing to that effect to the officer of the Authority whose function it is to 
receive such notice. 

 

5.  A member of the Authority who ceases to be a member of the Council which 
appointed him/her shall cease to be a member of the Authority. 

 

6.  A person is disqualified from being a member of the Authority if he holds any 
paid office or employment with the Authority. 

 

7.  Nothing in paragraph 6 shall apply to a member because of election as Chair 
or Vice-Chair of the Authority or any of its Committees.  Subject to paragraph 
(i) below, if a member of the Authority Resigns, becomes disqualified or 
otherwise ceases to be a member of the Authority before the expiry of his 
period of office, the Constituent Authority which appointed him shall appoint a 
representative to replace him who shall come into office on the date of his 
appointment and unless he resigns, becomes disqualified or otherwise ceases 
to be a member of the Authority shall hold office for the remainder of the 
period for which his predecessor would have held office had he/she not 
resigned, become disqualified or otherwise ceased to be a member of the 
Authority. 

 

(i) If a member of the Authority resigns, becomes disqualified or otherwise 
ceases to be a member of the Authority within six months before the end 
of his/her period of office, the Constituent Authority which appointed 
him/her shall not be required to appoint a representative to replace him for 
the remainder of such period unless on the occurrence of such a vacancy 
(or in the case of a number of simultaneous vacancies, the occurrence of 
the vacancies) the total number of unfilled vacancies in the membership of 
the Authority exceeds one third of the number of members of the Authority 
referred to in paragraph 2. 
 

8.  These Standing Orders are the Authorities internal regulations for ensuring 
good practice and compliance with the law in the conduct of its business.  
They are to be observed at all meetings of the Authority and its committees.  
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STANDING ORDER NO.1 
MEETINGS OF THE AUTHORITY 

 
(1) The Authority shall hold an annual meeting between the first day of May and 

the last day of June each year.  The first item of business on the agenda for 
the annual meeting shall be the appointment of Chair and Vice-Chair for the 
ensuing year. 

 
(2) In addition to the annual meeting of the Authority and any extraordinary 

meetings convened by the Chair or by members of the Authority, meetings for 
the transaction of general business shall be held in each year at 
approximately such intervals and upon such days as the Authority may at its 
annual or other appropriate meeting determine, unless otherwise ordered by 
the Authority and subject to any lawful alteration which special circumstances 
may render desirable. 

 
(3) The annual meeting, extraordinary meetings and other meetings of the 

Authority shall unless otherwise directed or determined by the Authority or the 
Chair be held at Training and Administration Hub, Endeavour House, Queens 
Meadow Business Park, Hartlepool, commencing at 2.00 p.m.  

 
STANDING ORDER NO.2 
CHAIRING OF MEETING 

 
(1) The Chair of the Authority shall preside at meetings of the Authority.  The 

Chair of each Committee shall preside at the meeting of that Committee. 
 
(2) In the absence of the Chair at any meeting, the Vice-Chair shall preside at the 

meeting.  In the absence of both, the members present shall, as their first item 
of business, appoint one of their number to be Chair of the meeting. 

 
STANDING ORDER NO.3 

QUORUM 
 

(1) The quorum for any meeting shall be one third of the membership (or to the 
nearest whole number above such number), including at least one member 
from each of two of the constituent authorities. 

 
(2) If during any meeting of the Authority the Chair or any member of the 

Authority states that there is not a quorum present the Director of Corporate 
Services shall call over and record the names of the members of the Authority 
who are present in the meeting and if it appears that there is not a quorum 
present the meeting shall stand adjourned to a time to be fixed by the Chair 
or, if s/he does not fix a time, to the next ordinary meeting of the Authority. 
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STANDING ORDER NO 4 
ORDER OF BUSINESS 

 
(1) Except as otherwise provided by paragraph (2) of this standing order, the 

order of business at every meeting of the Authority shall be:- 
 
  (a) To choose a person to preside if the Chair and Vice Chair are absent 

or unable to attend. 
  (b) To deal with any business required by statute to be done before any 

other business. 
  (c) to approve as a correct record and sign the minutes of the last meeting 

of the Authority. 
  (d) To deal with any business expressly required by statute to be done. 
  (e) To receive communications sent to the Chair or the Director of 

Corporate Services and to take such action thereon as may be deemed 
necessary. 

  (f) To dispose of business (if any) remaining from the last meeting. 
  (g) To answer questions asked under Standing Order 7. 
  (h) To receive and consider reports, minutes and recommendations of 

committees and to pass such resolutions thereon as may be deemed 
necessary. 

(i) To receive and consider reports of the overview and scrutiny 
committee for debate and to receive questions and answers thereon 

  (j) To consider motions in the order in which notice has been received. 
(k) To receive the reports of officers and to pass such resolutions thereon 

as may be deemed necessary 
  (l) To authorise the sealing of documents. 
  (m) Other business, if any, specified in the summons. 
  (n) Any other items which the Chair decides are urgent. 
 
Variation of Order of Business 
 
(2) Business falling under items (a), (b), (c) or (d) of paragraph 1, shall not be 

displaced, but subject thereto the foregoing order of business may be varied. 
 
 (a) by the Chair at his/her discretion. 
 (b) by a resolution passed on a motion (which need not be in writing) duly 

moved and seconded, which shall be moved and put without 
discussion. 

 
STANDING ORDER NO. 5 

NOTICES OF MOTION 
 
(1) Notice of every motion other than a motion which under Standing Order 6 may 

be moved without notice shall be given in writing, signed by not fewer than 5 
members of the Authority giving the notice, and delivered, at least seven clear 
days before the next meeting of the Authority, during normal office hours to 
the Director of Corporate Services or a member of their staff by whom it shall 
be dated and numbered in the order in which it is received. 
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(2) The Director of Corporate Services shall set out in the summons for every 
meeting of the Authority all motions of which notice has been duly given in the 
order in which they have been received, unless the member giving such a 
notice intimated in writing, when giving it, that s/he proposed to move it at 
some later meeting, or has since withdrawn it in writing. 

 
(3) If a motion thus set out in the summons be not moved either by a member 

who gave notice thereof or by some other member on his/her behalf it shall, 
unless postponed by consent of the Authority, be treated as withdrawn and 
shall not be moved without fresh notice. 

 
(4) If the subject matter of any motion of which notice has been duly given comes 

within the province of any committee or committees it shall, upon being 
moved and seconded, stand referred without discussion to such committee or 
committees, or to such other committee or committees as the Council may 
determine, for consideration and report. 

 
(5) Provided that the Chair may, if s/he considers it convenient and conducive to 

the despatch of business, allow the motion to be dealt with at a meeting of the 
Authority at which it is brought forward. 

 
(6) Every motion shall be relevant to some matter in relation to which the 

Authority have powers or duties or which affects the Authority. 
 

STANDING ORDER NO.6 
MOTIONS AND AMENDMENTS WHICH MAY BE MOVED 

WITHOUT NOTICE 
 
The following motions and amendments may be moved without notice: 
 
(1) Appointment of a Chair of the meeting at which the motion is made. 
 
(2) Motions relating to the accuracy of the minutes. 

 
(3) That an item of business specified in the summons has precedence. 

 
(4) Remission to a committee. 

 
(5) Appointment of a committee or members thereof, occasioned by an item 

mentioned in the summons to the meeting. 
 

(6) Adoption of reports and recommendations of committees or officers and any 
consequent resolutions. 

 
(7) That leave be given to withdraw a motion. 

 
(8) Extending the time limit for speeches. 

 
(9) Amendments to motions. 
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(10) That the Authority proceed to the next business. 
 

(11) That the question be now put. 
 

(12) That the debate be now adjourned. 
 

(13) That the Authority do now adjourn. 
 

(14) Authorising the sealing of documents. 
 

(15) Suspending standing orders, in accordance with Standing Order 29. 
 
(16) Motion under Section 100A(4) of the Local Government Act 1972 as 

amended, to exclude the public. 
 
(17) That a member named under Standing Order 12 be not further heard or do 

leave the meeting. 
 
(18) Requesting a member to leave under Standing Order 19 (Non participation in 

case of disclosable pecuniary interest). 
 
(19) Giving consent of the Authority where the consent of the Authority is required 

by these standing orders. 
 

STANDING ORDER NO. 7 
QUESTIONS 

 
(1) A member of the Authority may ask the Chair of a committee any question 

upon an item of the report of a committee when that item is under 

consideration by the Authority. 

 

(2) A member of the Authority may, if a notice in writing has been given to the 

Director of Corporate Services before mid-day on the day previous to the 

Authority meeting and such notice is signed by a member before the 

commencement of the Authority meeting, ask the Chair of the Authority or the 

Chair of any Committee any question on any matter in relation to which the 

Authority have powers or duties or which affects the Authority. 

 
(3) Every question shall be put and answered without discussion, but the person 

to whom a question has been put may decline to answer. 
 
(4) An answer may take the form of: 
 
 (a) a direct oral answer; or 
 (b) where the desired information is contained in a publication of the 

Authority, a reference to that publication; or 
 (c) where the reply to the question cannot conveniently be given orally, a 

written answer circulated as soon as may be to members of the 
Authority. 
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STANDING ORDER NO. 8 
MINUTES 

 
(1) The Minutes of a meeting of the Authority shall be submitted for approval of 

their accuracy at the next meeting of the Authority. 
 
(2) At a meeting of the Authority at which minutes of a previous meeting are 

submitted for approval of their accuracy, the Chair shall move that those 
minutes be so approved. 

 
(3) No motion or discussion shall take place upon the minutes, except upon their 

accuracy, and any matter concerning their accuracy shall be raised by 
amendment. 

 
(4) If no such matter is raised, or if it is raised then as soon as it has been 

disposed of, the Chair shall sign the minutes. 

 
STANDING ORDER NO. 9 

EXPRESSIONS OF DISSENT 
 
No protest or expression of dissent shall be entered upon the minutes of the 
Authority or its committees provided that if, in the opinion of a member, it is being 
proposed that the Authority or a committee shall make a decision which is ultra vires 
or otherwise illegal s/he may ask that s/he shall be dissociated from such a decision 
and a record of his/her request shall be made in the minutes of the Authority or the 
committee. 
 

STANDING ORDER NO. 10 
RULES OF DEBATE FOR AUTHORITY MEETINGS 

 
(1) A motion or amendment shall not be discussed unless it has been proposed 

and seconded, and, unless notice has already been given in accordance with 
Standing Order 5, it shall, if required by the Chair, be put into writing and 
handed to the Chair before it is further discussed or put to the meeting. 

 
(2) A member when seconding a motion or amendment may, if s/he then declare 

his/her intention to do so, reserve his/her speech until a later period of the 
debate. 

 
(3) A member when speaking shall signify his/her desire to speak and when 

called upon to do so by the Chair address the Chair or in his/her absence the 
person presiding.  If two or more members so signify, the Chair shall call on 
one to speak; the other or others shall then remain silent.  While a member is 
speaking the other members shall remain silent, unless raising a point of 
order or in personal explanation. 

 
(4) A member shall direct his/her speech to the question under discussion or to a 

personal explanation or to a point of order.  A member moving a resolution or 
amendment shall not speak for more than 10 minutes in support thereof and 
no other speech shall exceed 5 minutes, except by consent of the Authority. 
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(5) A member who has spoken on any motion shall not speak again whilst it is the 
subject of debate, except: 

 
 (a) to speak once on an amendment moved by another member. 

(b) if the motion has been amended since s/he last spoke, to move a 
further amendment 

 (c) if his/her first speech was on an amendment moved by another 
member, to speak on the main issue, whether or not the amendment 
on which s/he spoke was carried. 

 (d) in exercise of a right of reply given by paragraph (11) or (13) of this 
standing order. 

 (e) on a point of order. 
 (f) by way of personal explanation. 
 
(6) An amendment shall be relevant to the motion and shall be: 
 
 (a) to refer a subject of debate to a committee for consideration or re-

consideration; or 
 (b) to leave out words; or 
 (c) to leave out words and insert or add others; or 
 (d) to insert or add words; 
 

(7) Only one amendment may be moved and discussed at a time and no further 
amendment shall be moved until the amendment under discussion has been 
disposed of. 

 
 (PROVIDED that the Chair may permit two or more amendments to be 

discussed (but not voted on) together if circumstances suggest that this 
course would facilitate the proper conduct of the Authorityôs business). 

 
(8) If an amendment be lost, other amendments may be moved on the original 

motion.  If an amendment be carried, the motion as amended shall take the 
place of the original motion and shall become the motion upon which any 
further amendment may be moved. 

 
(9) A member may with the consent of the Authority signified without discussion: 
 
 (a) alter a motion of which s/he has given notice, or 
 (b) with the further consent of his/her seconder alter a motion which s/he 

has moved 
 
 if (in either case)the alteration is one which could be made as an amendment 

thereto. 
 
(10) A motion or amendment may be withdrawn by the mover with the consent of 

his/her seconder and of the Authority, which shall be signified without 
discussion, and no member may speak upon it after the mover has asked 
permission for its withdrawal, unless such permission shall have been 
refused. 
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(11) The mover of a motion has a right to reply at the close of the debate on the 
motion, immediately before it is put to the vote.  If an amendment is moved, 
the mover of the original motion shall also have a right of reply at the close of 
the debate on the amendment, and shall not otherwise speak on the 
amendment.  The mover of the amendment shall have no right of reply to the 
debate on his/her amendment provided that, if that amendment becomes the 
substantive motion, the mover shall have a right of reply to the debate on that 
motion. 

 
(12) When a motion is under debate, no other motion shall be moved except the 

following: 
 
 (a) to amend the motion; 
 (b) to adjourn the meeting; 
 (c) to adjourn the debate; 
 (d) to proceed to the next business; 
 (e) that the question be now put; 
 (f) that a member be not further heard 
 (g) by the Chair under Standing Order 12(2) that a member do leave the 

meeting; 
 (h) a motion under Section 100A(4) of the Local Government Act 1972 as 

amended, to exclude the public.   
 
(13) A member may move without comment at the conclusion of a speech of 

another member, ñThat the Authority proceed to the next businessò, ñThat the 
question be now putò, ñThat the debate be now adjournedò, or ñThat the 
Authority do now adjournò, on the seconding of which the Chair shall proceed 
as follows: 

 
 (a) on a motion to proceed to next business:  unless in his/her opinion the 

matter before the meeting has been insufficiently discussed, s/he shall 
first give the mover of the original motion a right of reply, and then put 
to the vote the motion to proceed to next business; 

 (b) on a motion that the question be now put unless in his/her opinion the 
matter before the meeting has been insufficiently discussed, s/he shall 
first put to the vote the motion that the question be now put, and if it is 
passed then give the mover of the original motion his/her right of reply 
under paragraph 11 of this standing order before putting his/her motion 
to the vote: 

 (c) on a motion to adjourn the debate or the meeting:  if in his/her opinion 
the matter before the meeting has not been sufficiently discussed and 
cannot reasonably be sufficiently discussed on that occasion s/he shall 
put the adjournment motion to the vote without giving the mover of the 
original motion his/her right of reply on that occasion. 

 
(14) A member may raise a point of order or in personal explanation, and shall be 

entitled to be heard forthwith.  A point of order shall relate only to an alleged 
breach of a standing order or statutory provision and the member shall specify 
the standing order or statutory provision and the way in which s/he considers 
it has been broken.  A personal explanation shall be confined to some 
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material part of a former speech by him/her which may appear to have been 
misunderstood in the present debate. 

 
(15) The ruling of the Chair on a point of order or on the admissibility of a personal 

explanation shall not be open to discussion. 
 
(16) Whenever the Chair rises during a debate a member then standing shall 

resume his/her seat and the Authority shall be silent. 
 
(17) That the member of the Authority shall speak of each other in the Authority, 

during the transaction of business, by their respective titles of óChairô or 
óMemberô as the case may be. 

 
STANDING ORDER NO. 11 

MOTIONS AFFECTING PERSONS EMPLOYED BY THE AUTHORITY 
 
If any question arises at a meeting of the Authority as to the appointment, promotion, 
dismissal, salary, superannuation or conditions of service, or as to the conduct of 
any person employed by the Authority, such question shall not be the subject of 
discussion until The Authority or Committee, as the case may be, has decided 
whether or not the power of exclusion of the public under Section 100A(4) of the 
Local Government Act 1972 as amended shall be exercised.  
 

STANDING ORDER NO. 12 
DISORDERLY CONDUCT 

 
(1) If at a meeting any member of the Authority, in the opinion of the Chair 

notified to the Authority, misconduct himself by persistently disregarding the 
ruling of the chair, or by behaving irregularly, improperly, or offensively, or by 
wilfully obstructing the business of the Authority, the Chair or any other 
member may move ñThat the member named be not further heardò, and the 
motion if seconded shall be put and determined without discussion. 

 
(2) If the member named continue his/her misconduct after a motion under the 

foregoing paragraph has been carried the Chair shall: 
  

 EITHER move ñThat the member named do leave the meetingò (in which case 
the motion shall be put and determined without seconding or discussion); 

 

 OR adjourn the meeting of the Authority for such period as s/he in his/her 
discretion shall consider expedient. 

 
(3) In the event of general disturbance which in the opinion of the Chair renders 

the due and orderly dispatch of business impossible, the Chair in addition to 
any other power vested in him/her may, without question put, adjourn the 
meeting of the Authority for such period as s/he in his/her discretion shall 
consider expedient. 

 
(4) A member or members of the Authority so named in a motion carried under 

this standing order shall comply with such motion. 
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STANDING ORDER NO. 13 

DISTURBANCE BY MEMBERS OF THE PUBLIC 
 
If a member of the public interrupts the proceedings at any meeting the Chair shall 
warn him/her.  If s/he continues the interruption the Chair shall order his/her removal 
from the meeting room.  In case of general disturbance in any part of the meeting 
room open to the public the Chair shall order that part to be cleared. 
 

 

STANDING ORDER NO. 14 
RESCISSION OF PRECEDING RESOLUTION 

 
No motion to rescind any resolution passed within the preceding six months, and no 
motion or amendment to the same effect as one which has been rejected within the 
preceding six months, shall be proposed unless the notice thereof given in 
pursuance of Standing Order 6 bears the names of at least five members of the 
Authority.  When any such motion or amendment has been disposed of by the 
Authority, it shall not be open to any member to propose a similar motion within a 
further period of six months. 
 
PROVIDED that this standing order shall not apply to motions moved in pursuance 
of a recommendation of a committee. 
 

STANDING ORDER NO. 15 
VOTING 

 
(1) Unless otherwise agreed by the Authority or a Committee in a particular 

instance, voting shall be by show of hands. 
 
(2) The Chair, or person presiding at a meeting, shall have, in the case of equality 

of votes, a second or casting vote. 
 

STANDING ORDER NO. 16 
RECORDING OF VOTES 

 
(1) Where immediately after a vote is taken at a meeting any member so 

requires, there shall be recorded in the minutes of the proceedings of that 
meeting whether that person cast his/her vote for the question or against the 
question or whether s/he abstained from voting. 

 
 In this paragraph ña meetingò means that of the Authority, a committee or sub-

committee of the Authority or a relevant joint committee or sub-committee of 
such a committee. 
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STANDING ORDER NO. 17 

RECORD OF ATTENDANCES 
 
(1) Every member of the Authority attending a meeting of the Authority or of any 

of its committees or sub-committees of which s/he is a member shall sign 
his/her name in the attendance book or sheet and, if s/he attends as 
substitute, indicating the member for whom s/he attends as substitute. 

 
Attendance in the absence of a Quorum 
 
(2) The Director of Corporate Services shall keep a record of the attendance of 

members of the Authority at Authority meetings and at meetings of each of the 
committees of the Authority or of the sub-committees or working parties 
thereof whether there be a quorum or not. 

 
Records of other attendances and approved duties 
 
(3) The officer of the Authority or other person, authorised for the time being to 

make any payments to members of the Authority under Section 18 Local 
Government and Housing Act 1989 or any regulations made thereunder 
(ñsuch officerò) shall keep such records of the attendances, approved duties, 
conferences, meetings, visits and other occasions qualifying for such 
payments as such officer considers necessary or desirable and members of 
the Authority shall supply to such officer such details thereof as s/he 
reasonably prescribes. 

 
STANDING ORDER NO. 18 

THE AUTHORITYôS CODE OF CONDUCT 
 
All members of the Authority must at all times observe the requirements of the 
Authorityôs Code of Conduct, including those general principles covering the conduct 
of members as specified by the Secretary of State together with any further 
Regulations and/or guidance issued through the Secretary of State. 
 

STANDING ORDER NO. 19 
NON PARTICIPATION IN CASE OF DISCLOSABLE PECUNIARY INTEREST 

 
(1) A member with a disclosable pecuniary interest (or such other prejudicial 

interest) in a matter as defined in paragraph (V) of the Authorityôs Code of 
Conduct who attends a meeting of the Authority any Committee, Sub-
Committee, Joint Committee or Joint Sub-Committee of the Authority must 
disclose to that meeting the existence and nature of that interest at the 
commencement of that meeting or when the interest becomes apparent. 

 
(2) A member with a disclosable pecuniary interest (or such other prejudicial 

interest) in any matter; 
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 (a)  must withdraw from the room where the meeting is being held whenever it 
becomes apparent that the matter is being considered and may not 
participate in any discussion or participate in any vote taken on the matter 
at the meeting, unless the member has obtained a dispensation from the 
Audit and Governance Committee of the Authority; and 

 
 (b)  shall not otherwise seek to improperly to influence a decision about the 

matter. 
 
(3) A member must within 28 days of their election, or being appointed to the 

Authority or from the Authority adopting or revising its Code of Conduct, 
register his or her pecuniary interest with the Legal Adviser and Monitoring 
Officer to the Authority in accordance with paragraphs (i) (ii) (iii) (iv) and (v) of 
the Authorityôs Code of Conduct.  (If the interest is not registered and is 
subject of a pending notification, you must notify the Legal Adviser and 
Monitoring Officer of the interest within 28 days). 

 
(4) A member is required under the Authorityôs Code of Conduct to provide 

written notice to the Legal Adviser and Monitoring Officer of any gift or 
hospitality over the value of £25.00 within 28 days of receipt of such gift or 
hospitality. 

 
STANDING ORDER NO. 20 

INTEREST OF OFFICERS IN CONTRACTS 
 
The Director of Corporate Services shall record in a book to be kept for the purpose 
brief particulars of any notice given by an officer of the Authority under Section 117 
of the Local Government Act, 1972 as amended of any pecuniary or other interest in 
a contract, and the book and such notices shall be open during office hours to the 
inspection of any member of the Authority. 
 

STANDING ORDER NO. 21 
CANVASSING OF, AND RECOMMENDATIONS BY, MEMBERS 

 

(1) Canvassing of members of the Authority directly or indirectly for any 
appointment under the Authority shall disqualify the candidate concerned for 
that appointment.  The purport of this paragraph of this standing order shall be 
included in any form of application. 

(2) A member of the Authority shall not solicit for any person any appointment 
under the Authority, but this shall not preclude a member from giving a written 
testimonial of a candidateôs ability, experience, or character for submission to 
the Authority with an application for appointment. 

 
(3) A member of the Authority shall not solicit for any person any appointment 

under the Authority, but this shall not preclude a member from giving a written 
testimonial of a candidateôs ability, experience, or character for submission to 
the Authority with an application for appointment. 
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STANDING ORDER 22 
RELATIVES OF MEMBERS OR EMPLOYEES 

 
(1) A candidate for any appointment under the Authority who knows that he is 

related to any member or employee of the Authority shall disclose that 
relationship in his application.  A candidate who fails to disclose such a 
relationship shall be liable to be disqualified for the appointment and if 
appointed shall be liable to dismissal without notice. 

 
(2) Every member and senior officer of the Authority shall disclose to the Legal 

Adviser to the Authority any relationship known by the member or senior 
officer to exist between that member or senior officer and any person whom 
the member or senior officer knows is a candidate for any appointment under 
the Authority. 

 
(3) Reference to this standing order shall be included in any form of application. 
 
(4) For the purposes of this standing order, ñsenior officerò means any member of 

the Executive Leadership Team, Brigade Manager or any other statutory 
officer of the Authority. 

 
(5) Persons shall be deemed to be related if they are husband and wife, partners, 

or close personal friends, or if either of them is the son, daughter, grandson, 
granddaughter, brother, sister, nephew or niece of the other, or of the spouse, 
partner or close personal friend of the other.  For the purpose of this standing 
order ñpartnersò include a relationship between two people of the same sex 
whether or not registered as a civil partnership under the Civil Partnership Act 
2004 and a relationship of common law husband and wife, and ñpartnerò shall 
be construed accordingly. 

 
STANDING ORDER NO. 23 

CUSTODY OF SEAL 
 
The common seal of the Authority shall be kept in a safe place in the custody of the 
Legal Adviser to the Authority. 
 

STANDING ORDER NO. 24 
SEALING OF DOCUMENTS 

 
(1) The common seal of the Authority shall not be affixed to any document unless 

the sealing has been authorised by a resolution of the Authority or of a 
committee to which the Authority have delegated their powers in this behalf, 
but a resolution of the Authority (or of a committee where that committee has 
the power) authorising the acceptance of any tender, the purchase, sale, 
letting, or taking of any property, the issue of any stock, the presentation of 
any petition, memorial, or address, the making of any contract, or the doing of 
any other thing, shall be a sufficient authority for sealing any document 
necessary to give effect to the resolution. 
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(2) The seal shall be attested by the Legal Adviser to the Authority, Chief Fire 
Officer, Treasurer or another person authorised in writing by the Legal Adviser 
and an entry of every sealing of a document shall be made and consecutively 
numbered in a book kept for the purpose and shall be authenticated by the 
person who attested the seal. 

 
STANDING ORDER NO. 25 

AUTHENTICATION OF DOCUMENTS FOR LEGAL PROCEEDINGS 
 
Where any document will be a necessary step in legal proceedings on behalf of the 
Authority it shall be signed by the Legal Adviser of the Authority unless any 
enactment otherwise requires or authorises, or the Authority give the necessary 
authority to some other person for the purpose of such proceedings. 
 

STANDING ORDER NO. 26 
INSPECTION OF DOCUMENTS 

 
(1) A member of the Authority may, for purposes of his/her duty as such a 

member but not otherwise, on application to the Director of Corporate 
Services inspect any document which has been considered by a committee or 
by the Authority and if copies are available shall on request be supplied for 
the like purposes with a copy of such a document. 

 
 PROVIDED that a member shall not knowingly inspect and shall not call for a 

copy of any document relating to a matter in which s/he has a personal and 
prejudicial, and that this standing order shall not preclude the Director of 
Corporate Services or the Legal Adviser of the Authority from declining to 
allow inspection of any document which is or in the event of legal proceedings 
would be protected by privilege arising from the relationship of solicitor and 
client. 

 
(2) All reports made or minutes kept by any committee shall, as soon as the 

committee has concluded action on the matter to which such reports or 
minutes relate and after they have been approved by the Authority, be open 
for the inspection of any member of the Authority. 

 
STANDING ORDER NO. 27 

INSPECTION OF LANDS, PREMISES ETC. 
 
Unless specifically authorised to do so by the Authority or a committee, a member of 
the Authority shall not have any right to issue any order respecting any works which 
are being carried out by or on behalf of the Authority or claim by virtue of his/her 
membership of the Authority any right to inspect or to enter upon any lands or 
premises which the Authority have the power or duty to inspect or enter. 
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STANDING ORDER NO. 28 
VARIATION AND REVOCATION OF STANDING ORDERS 

 
Any motion to add to, vary or revoke these standing orders other than for the 
purpose of compliance with any statutory requirement shall when proposed and 
seconded stand adjourned without discussion to the next ordinary meeting of the 
Authority. 
 

STANDING ORDER NO. 29 
SUSPENSION OF STANDING ORDERS 

 
The Authority may resolve to suspend any of the standing orders so far as regards 
any business at the meeting where its suspension is moved. 
 

STANDING ORDER NO. 30 
INTERPRETATION OF STANDING ORDERS 

 
(1) The Interpretation Acts shall apply to these standing orders. 
 
(2) The ruling of the Chair as to the construction or application of any of these 

standing orders, or as to any proceedings of the Authority, shall be final. 
 
(3) In these standing orders, any reference to a statutory provision, regulations or 

code of conduct shall be construed as a reference to the provision, 
regulations or code of conduct as amended, substituted or extended from time 
to time. 

 
COMMITTEES AND SUB-COMMITTEES 
 

STANDING ORDER NO. 31 
STANDING ORDERS TO APPLY TO COMMITTEES 

AND SUB-COMMITTEES 
 

The standing order of the Authority headed ñRules of Debateò (except those parts 
which relate to standing and to speaking more than once) and the standing order 19 
headed ñNon Participation in case of Disclosable Pecuniary Interestò shall, with any 
necessary modification, apply to committee and sub-committee meetings. 
 
Except where statutory provisions or express provisions of these standing orders 
otherwise provide or the context otherwise requires the following standing orders of 
the Authority relating to the meetings, proceedings and regulations of the Authority 
shall apply mutatis mutandis to meetings of committees or sub-committees: 
 

 Standing Order Nos: 
 2, 3, 8, 9, 10 (except those parts which relate to speaking more than once), 

11, 12, 13, 16, 17, 19 together with all standing orders under the general 
heading ñCommittees and Sub-Committeesò. 
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STANDING ORDER NO. 32 
APPOINTMENT OF COMMITTEES 

 
The Authority shall at the annual meeting or at a meeting to be held as soon as 
possible thereafter or at such other meeting as the Authority shall determine appoint 
such committees as they are required to appoint by or under statute or under the 
arrangements made from time to time by the Authority for the appointment, 
constitution and powers and duties of such standing and other committees, and 
scrutiny committees of the Authority as the Authority considers necessary or 
desirable to carry out the work of the Authority, but subject to any statutory provision 
in that behalf shall not appoint any member of a committee so as to hold office later 
than the next annual meeting of the Authority. 
 

STANDING ORDER NO. 33 
ELECTION OF CHAIR OF COMMITTEE 

 
At the first meeting of every committee, the first business shall be to choose a Chair, 
and if the committee think proper, a vice-Chair unless the Chair and/or the Vice-
Chair has previously been appointed by the Authority.  For the purpose of the 
election of a Chair the Chair or the Vice Chair of the Authority, if present at the 
meeting, shall act as Chair. 
 

STANDING ORDER NO. 34 
APPOINTMENT OF SUB-COMMITTEES 

 
(1) Every committee of the Authority may appoint sub-committees for purposes to 

be specified by the committee. 
 
(2) Except where powers or duties are delegated to a sub-committee by any 

committee or by the Authority, no act of a sub-committee shall have effect 
until approved by the committee.  A sub-committee with such delegated 
powers shall not exercise such powers unless the majority of persons present 
at any meeting thereof are elected members of the Authority. 

 
STANDING ORDER NO. 35 

ATTENDANCE OF SUBSTITUTES AT COMMITEES AND SUB-COMMITTEES 
 

(1) A member may nominate any member of the Authority to act as his/her 
substitute and, in the absence of the member from any meeting of the 
relevant body the nominee shall be entitled to attend, speak and vote at the 
meeting (but not, in the case of a nominating member being the Chair or Vice-
Chair, to exercise the rights and functions of that office). 

 
(2) The nomination or revocation of nomination of a substitute shall be in writing 

specifying the body to which it relates, signed by the nominating member, and 
shall be sent forthwith to the Director of Corporate Services (notification 
thereof being given verbally by or on behalf of the nominating member in a 
case of urgency).  Upon the receipt of notification the Director of Corporate 
Services shall cause the register maintained for the purposes of s.100G Local 
Government Act 1972 to be amended accordingly. 
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(3) A member attending as substitute shall, at the commencement of the meeting, 

identify the member on whose behalf s/he attends who shall thereupon be 
excluded from participation in that meeting. 

 
(4) A nomination (other than a nomination for the purpose only of a specific 

meeting) shall have effect until revoked by the nominating member. 
 

STANDING ORDER NO. 36 
SPECIAL MEETINGS OF COMMITTEES AND SUB-COMMITTEES 

 
The Chair of a committee or sub-committee or the Chair of the Authority may call a 
special meeting of that committee or sub-committee at any time.  A special meeting 
shall also be called on the written requisition of a quarter of the whole number of the 
relevant committee or sub-committee delivered in writing to the Director of Corporate 
Services but in no case shall less than three members requisition a special meeting.  
The summons to the special meeting shall set out the business to be considered 
thereat, and no business other than that set out in the summons shall be considered 
at that meeting. 
 

STANDING ORDER NO. 37 
QUORUM OF COMMITTEES AND SUB-COMMITTEES 

 
In all cases where it is not otherwise specially provided, three members shall form a 
quorum in all committees and two members shall form a quorum in all sub-
committees. 
 

STANDING ORDER NO. 38 
VOTING IN COMMITTEE 

 
Except where otherwise provided or agreed, voting at a meeting of a committee or 
sub-committee shall be by show of hands. 
 
The Chair of a meeting of a committee or sub-committee shall be entitled to vote and 
in addition thereto shall have a second or casting vote. 
 

STANDING ORDER NO. 39 
MOVER OF MOTION MAY ATTEND COMMITTEE 

OR SUB-COMMITTEE 
 

A member of the Authority who has moved a motion which has been referred to any 
committee or sub-committee shall have notice of the meeting of the committee or 
sub-committee at which it is proposed to consider the motion.  S/he shall (unless 
under a statutory disability in relation thereto) have the right to attend the meeting 
and to speak thereon but, unless s/he is a member of that committee or sub-
committee, shall not be entitled to vote. 
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STANDING ORDER NO. 40 
ATTENDANCE OF MEMBERS AT COMMITTEE MEETINGS 

 
Any member of the Authority may attend meetings of any committee of which s/he is 
not a member, provided that s/he may not speak thereat without the permission of 
the committee or vote upon any decision and provided that Standing Order 19 shall 
apply to such member of the Authority as though s/he were a member of the 
committee. 
 

STANDING ORDER NO. 41 
ATTENDANCE OF MEMBERS AT SUB-COMMITTEE MEETINGS 

 
Members of the Authority shall not attend meetings of sub-committees unless duly 
appointed by the committee or as a substitute for a duly appointed member or 
otherwise expressly invited by a majority of the sub-committee. 
 

STANDING ORDER NO. 42 
CONDUCT OF BUSINESS BY THE AUDIT AND GOVERNANCE COMMITTEE 

 
(a) Work Programme  
 

The Audit and Governance Committee will be responsible for setting their 
work programme for each year. 

 
(b) Agenda Items 
 
(i) Any member of an Audit and Governance Committee shall be entitled to give 

notice to the Director of Corporate Services that he/she wishes an item 
relevant to the functions of the Committee to be included on the agenda for a 
future meeting of the committee. The Chair of the Committee will determine 
when such requests are considered by the Committee, taking into account 
the work programme of the Committee and the views of the member making 
the request. 

 
(ii) Members of an Audit and Governance committee making requests for items 

to be considered, must complete the relevant notice which is available from 
the Director of Corporate Services.  The information required to be provided 
by the member making the request will include the reasons for referring the 
issue and the objectives of an inquiry. 

 
(iii) The Authority may also refer items for consideration by an Audit and 

Governance committee.   When an item is referred to Audit and Governance, 
the referring body must provide the following information when agreeing to 
refer the item to scrutiny:   

 

- the reasons for referring the issue 

- the objectives of the scrutiny process 

- any statutory requirements that the referring body is working 
within/towards  

- timescales for reporting back to the referring body 



OFFICIAL ς CONSTITUTION 2019/20                                                      Page 91 of 292 

ANNEX 
ADDITIONAL RIGHTS OF ACCESS OF MEMBERS OF AUDIT AND 

GOVERNANCE COMMITTEE 
 
1. Audit and Governance Committees access to documents 
 
 Subject to rule 3 below, an Audit and Governance Committee will be entitled 

to copies of any document which is in the possession or control of the 
Authority or its committees and which contains material directly relating to: 

 
 i) any business transacted at a meeting of the Authority or its committees; 

or 
 ii) any decision that has been made by an officer 
 
2 Limit on Audit and Governance Committeeôs rights of access to 

documents 
 
 An Audit and Governance Committee will not be entitled to: 
 
 i)  any document that is in draft form; or 
 ii)  any part of a document that contains exempt or confidential 

information, unless that information is directly relevant to: 
an action or decision they are reviewing; or 
any review contained in any programme of work of such a committee, 

or  
 iii)  the advice of a political adviser. 
 
3 Additional rights of access for Members - material relating to previous 

business 
 
 All Members will be entitled to inspect any document which is in the 

possession or under the control of the Authority or its committees and 
contains material relating to any business previously transacted at a meeting 
of the Authority unless either (i) or (ii) below applies. 

 
 i)  it contains exempt information falling within paragraphs 1 to 6, 9, 11, 12 

and 14 of the categories of exempt information; or  
 ii)  it contains the advice of a political adviser. 
 
4 Nature of right 
 
 These rights of a member are additional to any other right he/she may have. 
 
5. Professional Adviser 
 
 Take advice from a Professional Adviser to the Brigade.  
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1. Introduction 

 

1.1 As a public body using public resources Cleveland Fire Authority must set 

and follow the highest possible standards of financial control and 

stewardship. These Contract Procedure Rules (CPR) give Elected Members 

and employees, procedures to follow which ensure the Authorityôs expected 

standards are met in relation to the procurement of goods, works and 

services for Cleveland Fire Authority and its Brigade. 

 

1.2 These rules ensure that value for money is obtained, statutory requirements 

are met in terms of United Kingdom (UK) and European Union (EU) 

procurement law, and that the Authorityôs affairs are managed prudently and 

in an appropriately controlled and transparent manner. These rules will be 

subject to any relevant EU directives at the time being in force in the UK. 

 

1.3 It should be noted that any reference to EU/OJEU Procurement and 

associated thresholds within these Contract Procedure Rules may 

need to be amended/updated following the outcome of the United 

Kingdomôs exit from the European Union on 29th March 2019. 

 

1.4 These procedures are standing orders made pursuant to Section 135 of the 

Local Government Act, 1972, relating to contracts and are referred to as the 

Contract Procedure Rules.  

 

2. Application of Contract Procedure Rules (CPR) 

 

2.1 These CPR apply to every contract for the supply of goods, materials or 

services or for the execution of works, so far as they are relevant to a 

contract of the type determined by the Authority, except as provided in 2.2 

below. 

 

2.2 These rules may not apply to contracts for the execution of works or the 

provision of services in which the professional knowledge and skill of 

suppliers is so specialised that it has a sole source or is limited in availability. 

Each occurrence will be gauged on its own individual merit. 

 

2.3 No exception from any of the rules shall be made otherwise than by direction 

of the Authority or in cases of unforeseeable emergencies involving 

immediate risk to persons, property or serious disruption to Brigade services, 

through the Chief Fire Officer in consultation with the Legal Advisor and 

Monitoring Officer (and where necessary or where otherwise desirable with 

the Authorityôs Section 151 Officer). A record of a decision of any exception 
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from any of the provisions of these CPR shall be compiled by the above 

officers in consultation with the Chair of the Authority and reported to the 

Authorityôs Executive Committee at the next available meeting or otherwise 

be included within a quarterly report of exceptions, which shall identify the 

case or urgency by which the exception shall have been justified. 

 

2.4 For the purposes of any financial limit referred to in these rules, if the 

application of the rules to a particular contract cannot be identified until after 

opening of any tender, the value of the contract shall be as estimated by the 

Chief Fire Officer in consultation with the Head of Procurement (or 

equivalent) and where necessary with the Section 151 Officer.  If the value of 

the contract exceeds or could potentially exceed EU thresholds the tender 

process should follow EU procedures and timetables. 

 

2.5 The letting of any contract shall also comply with any legislation or 

regulations relevant to the contract, in particular the Public Contract 

Regulations 2015 (and any amendments or revisions thereto), Health and 

Safety Regulations, the European Directive on public procurement, the 

Authorityôs Financial Procedure Rules and the Authorityôs Procurement 

Policy. 

 

2.6 In respect of any contract to which, for whatever reason, the procedures set 

out in these rules do not apply, there shall be followed a procedure which 

 

¶ has been determined and recorded prior to its commencement 

¶ ensures a level of competition consistent with the nature and value of the 

contract 

¶ is transparent and auditable 

¶ provides value for money, and 

¶ records the reasons for choosing the successful supplier 

 

2.7 The Public Services (Social Value) Act 2012 places a statutory 

requirement on public Authorityôs to consider the economic, social and 

environmental benefits of their approaches to procurement. 

 

2.8 When preparing to procure or making arrangements for procuring a service 

contract or the carrying out of works where the estimated total contract value 

exceeds the relevant EU threshold, then consideration must be given to how 

the contract might improve the economic, social and environmental well-

being of the Cleveland Fire Area as required by the 2012 Act.  
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2.9 At the outset of any OJEU procurement exercise the Authority must 

therefore consider: 

 

¶ how what is proposed to be procured might improve the economic, social 

and environmental well-being of its area, and 

¶ how, in conducting the process of procurement, it might act with a view to 

securing that improvement 

¶ whether to undertake any consultation as to the matters that fall to be 

considered under the above. 

 

3. The Principles of Tendering 

 

3.1 In order to demonstrate value for money a competitive exercise should be 

carried out between potential suppliers. Tender and quotation exercises will 

be transparent and fair. 

 

3.2 All potential suppliers invited to submit tenders or quotations shall be 

provided in all instances with identical information and instructions. Where 

considered appropriate the Chief Fire Officer may permit potential suppliers 

to also submit variant tenders and quotations (i.e. tenders or quotations 

which do not comply with some or all of the requirements of the primary 

tender or quotation). The same opportunity to submit variant tender or 

quotation must be given to all potential suppliers.  

 

3.3 The Chief Fire Officer shall ensure that records of all tenders and quotations 

received are kept in line with the Brigadeôs Record Management Policy. 

 

3.4 Procurement activities will reflect the fact that suppliers are dealt with in an 

impartial, legal and ethical manner. 

 

4. Procurement Team Involvement 

 

4.1 Brigade personnel will utilise the Procurement Team where any purchasing 

requirement is over the £5k threshold or where any requirement under the 

£5k threshold has an ongoing contract term and associated Terms and 

Conditions. 

  

4.2        The Authorityôs Procurement thresholds are defined within section 7 and      

Appendix 1. 
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5. Whole Life Costing 

 

5.1 Before any Procurement exercise commences, the procurement lead must 

calculate its estimated value in accordance with the following; 

 

5.1.1 Where the contract period is fixed the estimated value shall be the 

total estimated maximum value of the supplies, services or works to 

be supplied over the period covered including any extensions to the 

contract. 

5.1.2 Where the contract period is unknown, the estimated value shall be 

calculated by multiplying the estimated annual value by 4. 

5.1.3 For feasibility studies the estimated value shall be the value of the 

scheme or contracts which may be awarded as a result. 

5.1.4 Where the Authority leads on any collaborative procurement and 

where any other Authority contributes to the total value of that 

procurement, it is the estimated total value that should be applied in 

determining the correct procedures to be applied under these rules. 

 

6. Disaggregation  

 

6.1 A procurement opportunity should not be sub-divided for the purpose of 

reducing the total value of the contract. For example if the procurement 

requirement was £18,000 then this cannot be split into four smaller 

opportunities quite simply to bring the requirement into the lower value 

threshold.  

 

6.2 Disaggregation can be defined simply as the separation of a purchase into 

several smaller purchase requisitions or contracts to avoid thresholds and 

competitive procedures. 

 

7. Procurement Thresholds and Routes to Market 

 

7.1 The following procurement thresholds should be based on the whole life cost 

of the required goods/services/works as identified in section 5 and must take 

into account all aspects of the procurement including any additional costs 

such as annual maintenance, system upgrades etc. 

 

7.2 Full details of each of the below processes associated with the thresholds 

are contained within Appendix 1 ï Route to Market Process Map. 
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 Procurement Requirements below £5,000 

 

7.3 Where the procurement requirement is below £5,000, is not covered by an 

existing contract and has no ongoing contract term, a purchase order can be 

placed directly by the budget holder with the selected supplier. 

 

   Procurement Requirements between £5,000 and £25,000 (Goods, 

Services) or between £5,000 to £50,000 (Works) 

 

7.4 Goods and Service requirements between £5,000 and £25,000 or Works 

between £5,000 to £50,000 will be managed by the Procurement team via 

a competitive quotation process whereby at least 3 formal quotations must 

be obtained via e-tendering. 

 

7.5 Brigade Personnel should engage with the Procurement Team to ensure 

appropriate procurement planning takes place, development of bid 

documentation. 

 

 Procurement Requirements between £25,000 and EU Threshold 

(Goods, Services) or between £50,000 to EU Threshold (Works) 

 

7.6 Goods and Service requirements between £25,000 and EU Threshold or 

Works between £50,000 to EU Threshold will be managed by the 

Procurement team via a competitive procedure either through a suitable 

framework or open tender via e-tendering. 

 

7.7 Brigade Personnel Units should engage with the Procurement Team to 

ensure appropriate procurement planning takes place, development of bid 

documentation. 

 

   Procurement Requirements above EU Threshold (Goods, Services and 

  Works) 

 

7.8 Goods, Service and Works requirements above EU Threshold will be 

managed by the Procurement team via a competitive procedure either 

through a suitable framework or full EU tender procedure via e-tendering. 

 

7.9 Brigade Personnel should engage with the Procurement Team to ensure 

appropriate procurement planning takes place, development of bid 

documentation. 
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8. Procurement through Framework Agreements 

 

8.1 If the Chief Fire Officer considers it appropriate to maintain an internal 

framework of suitable suppliers or participate in collaborative framework 

agreements for particular types and/or values of work the following 

procedure shall apply: 

 

8.2 Where the Authority has entered into a framework agreement for the 

provision of specific goods, services or the execution of works then that 

framework agreement must be used to purchase those specific goods, 

services or the execution of works. 

 

¶ The provisions for tendering regarding procedures, specifications, 

selection and contract award 

¶ The agreement may be with a single supplier or several, if several then 

there should be a minimum of three. 

 

  Introduction to external frameworks 

  

8.3  A procurement framework is an agreement put in place with a provider or 

range of providers that enables the Authority to either place orders direct for 

goods and services (direct award without competition) or run a mini 

competition process (Call off) for goods and services with the framework 

suppliers.    

 

8.4 The purpose of procuring through a framework is to enable the Authority to 

award contracts (Either direct award or mini-competition) without going 

through a full procurement process which can be costly and time consuming 

especially at EU threshold level.  

 

8.5 Framework procurement provides direct access to a supply base that is 

tested on capability, experience and cost modelling; Procuring this way 

creates efficiencies within the Procurement process and also as the majority 

of framework agreements are priced on volume further economies of scale 

can be leveraged through increased buying power.   

 

    When external framework agreements should be used 

 

8.6  The procurement team will always endeavour to advise on the most efficient 

and compliant route to market for any Procurement requirement; should a 

framework agreement be identified as a potential route to market, the below 

assessment will be carried out on the framework agreement by the 

Procurement Lead. 
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¶ Does the framework agreement offer the right supplier base to meet the 

particular requirement? (E.g. it may be that if the framework agreement 

has been in place for a considerable time then a full procurement 

exercise may provide innovation from any new suppliers to the market). 

¶ Does the framework agreement offer the right level of choice in terms of 

the goods, services or works available (E.g. new products may have 

entered the market since the framework was established) 

¶ Is pricing under the framework agreement still considered competitive 

(E.g. a framework agreement could have been established at a time 

when relevant market prices were high). In the event of a contracting 

market, prices may become more competitive. 

¶ Are the terms and conditions that apply under the framework agreement 

acceptable? (E.g. for any complex procurement requirement in relation 

to certain services the terms applying to call offs under the framework 

may envisage relatively straightforward requirements). As the terms and 

conditions must not be the subject of further substantive negotiation, it 

may be that there is a requirement to conduct a full procurement on the 

basis of a more appropriate set of terms and conditions 

 

8.7  The final justification and business rationale for the route to market will be 

recorded on a óContract Preliminariesô form and approved by the 

Procurement Manager, with the  contract award recommendation approved 

in line with the scheme of delegation. 

 

    Framework Compliance  

 

8.8  In order to use an external framework, the framework terms must clearly 

identify that the Authority can participate and use the framework agreement: 

this can either be identified by name or specific class of contracting 

Authority. 

 

8.9 The framework itself must have been established in full accordance with 

Public Contract Regulations 2015, or Public Contract Regulations 2006 if the 

framework was established and commenced before January 2015. 
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8.10  Confirmation that the particular goods, services, works required are available 

under the framework agreement (I.e. within the scope of the framework 

agreement as originally advertised in OJEU).      

 

8.11  A framework agreement must not be used in such a way as to prevent, 

restrict or distort competition. It must also comply with the general EU treaty 

principles of non-discrimination, proportionality, transparency and equal 

treatment. (E.g. when undertaking any call offs under a multiple provider 

framework agreement it is important that the process is transparent to all 

relevant suppliers and that everyone is treated equally). 

 

8.12 Where the Authority is able to ócall offô from existing Framework Agreements 

provided by other public sector bodies (such as the Crown Commercial 

Services, purchasing consortia) then the Authority may benefit from using 

these Framework Agreements without entering into a separate procurement 

exercise. In such cases, advice should be sought from the Legal Advisor and 

Monitoring Officer. Contracts based on a Framework Agreement must be for 

the maximum duration of four years.  

 

8.13 However, in some (albeit exceptional) cases, individual contracts placed 

under a framework may need to extend for longer than four years. (E.g. 

Procurement of goods and services such as vehicle leasing where a longer 

term contract would offer greater efficiencies and return on investment; 

further examples would be where maintenance of equipment with an 

expected useful life of more than four years is included or where extensive 

training of staff to perform the contract is neededò); 

 

8.14      Contracts through a framework agreement can be awarded by either: 

 

¶ applying the terms provided in the Framework Agreement (where such 

terms are sufficiently precise to cover the particular ôcall offô) without re-

opening competition; or 

¶ where the terms prescribed in the Framework Agreement are not precise 

enough or complete (for the particular ócall offô ), holding a mini 

competition in accordance with the rules for mini-competitions as laid out 

in EU Consolidated Directive 2004/18/EC and the following procedures: 

- inviting all suppliers within the Framework Agreement that are capable 

of executing the subject of the contract to submit written tenders, and 



OFFICIAL ς CONSTITUTION 2019/20                                                      Page 103 of 292 

- fixing a time limit sufficient to allow tenderers for each specific contract 

to be scrutinised, taking into account  factors such as the complexity of 

the subject of the contract, and 

 
8.15  Awarding each contract to the tenderer who has submitted the best tender 

on the basis of the award criteria prescribed in the Framework Agreement In 
order to ensure a consistent and compliant application of procurement via 
frameworks, all sourcing activity through frameworks (regardless of whole 
life cost) will be managed centrally by the Procurement team. 

 
8.16 Framework consortia and procurement activity through framework 

agreements will be regular reviewed by the Procurement team to ensure 

value for money and commercial benefit is being achieved 

 

 Available Frameworks 

  

8.17 In order to ensure a consistent and compliant application of procurement via 
frameworks, all sourcing activity through frameworks (regardless of whole 
life cost) will be managed centrally by the Procurement team. 

 
8.18 The Authority is either members or associate members of the following 

Procurement consortia which ensure direct access to their framework 

agreements. 

 

Consortia Type Solutions 

 
NEPO 
(North East Procurement 
Organsiation) 
 

 
Goods, Services, Works 

 
Construction, Energy, 
Facilities Management ICT, 
Fleet, Food, Professional 
services, Social care. 

 
ESPO 
(Eastern Shires 
Purchasing 
Orgasniation)  

 
Goods, Services 

 
Facilities Management, 
Waste & environment, fleet 
& highways, HR, Safety & 
security. IT hardware & 
software 

 
YPO 
(Yorkshire Purchasing 
Organisation) 
 

 
Goods, Services 

 
Control & restraint, 
Verification software, 
Uniform, Incident command 
control software, Laundry, 
Smoke Alarms, Training. 

 
 CCS 
(Crown Commercial 
Services) 
 

 
Goods, Services, Works 

 
Construction, energy, 
Facilities management, 
recruitment solutions, ICT 
hardware & software, 
professional services. 
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NHSBS 
(NHS Business Services) 
 

 
Goods, Services 

 
Audit services, bill validation, 
construction consultancy, IT 
solutions, managed print, 
legal services, travel 
management.  
 

 

8.19 The above list is not an exhaustive list and does not include any frameworks 

that are available to the Authority which have been let by other emergency 

services organisations and the National Fire Chiefs Council. 

 

Review of frameworks 

8.20 Framework consortia and procurement activity through framework 

agreements will be regular reviewed by the Procurement team to ensure 

value for money and commercial benefit is being achieved 

 

9.        Contract Opportunities, Public Notices 

 

9.1 All procurement exercises where the estimated value of £25,000 or more 

must be advertised on Contracts Finder within 24 hours of the time when the 

Procurement is advertised via the Authorityôs e-tendering portal or website. 

Procurement exercises over the relevant EU threshold must be advertised in 

OJEU as well as contracts finder.    

 

  https://www.gov.uk/contracts-finder 

  https://www.ojeu.eu/ 

 

9.2 For all proposed Contracts which are advertised a period of at least ten 

working days should be allowed between the date when an Invitation to 

Tender becomes available to all bidders and the opportunity closing date. 

 

9.3 The Contract Opportunity Publication must express the nature and purpose 

of the Procurement Exercise, stating where further details may be obtained, 

how and to whom an interested supplier is to respond and any other 

requirements such a suitability requirements or explanatory information. 

 

9.4 If the Estimated Value exceeds the relevant EU Threshold the Procurement 

lead must ensure that the Contract Opportunity Publication is first published 

in the OJEU and then on Contracts Finder. 

 

9.5 The advertisement of any contract opportunity does not apply in relation to 

the below:  

 

https://www.gov.uk/contracts-finder
https://www.ojeu.eu/
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¶ purchase by auction 

¶ the work to be executed or the goods, materials or services to be 

supplied consist of repairs to or parts for existing machinery or plant 

¶ purchase or repair of patented or proprietary article or articles sold only at 

fixed price 

¶ the goods, materials or services to be purchased are such that effective 

competition is prevented by government control 

¶ the prices of the goods, materials or services to be purchased are 

controlled by a trade organisation or for other reasons there would be no 

genuine competition 

¶ the goods, materials or services to be purchased can be obtained by use 

of a public authorityôs previously tendered contract, providing that it is 

clearly stated in the scope of the contract that it is available for Cleveland 

Fire Authority to use 

¶ the goods, materials or services are to be purchased by agreement with 

one or more public Authorities.  However, in this case, by prior 

agreement, the contract procedure rules of one of the participating 

Authorities are to be adopted, e.g. collaboration/partnering 

 

10. Transfer of Undertakings (Protection of Employment) 

Regulations, 2006 (TUPE) 

 

10.1 Officers undertaking procurement activity must consider any potential 

implications of TUPE at the earliest possible stage of the procurement 

process. The Chief Fire Officer and Legal Advisor and Monitoring Officer 

must be consulted as soon as potential TUPE issues have been identified. 

 

11.   State Aid 

 

11.1 State Aid is any advantage granted by a public authority through state 

resources on a selective basis to any organisation that could potentially 

distort competition and trade within the European Union (EU). It can apply to 

the provision of grants, loans, guarantees and the use or sale of an asset for 

free or at less than its market value. 
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11.2 Prior to undertaking any tender exercise the Head of Finance and 

Procurement must assess whether there are any State Aid implications. 

Where such implications are identified he/she must seek advice from the 

Legal Advisor and Monitoring Officer before continuing with the procurement.    

 

12. Receipt of Tenders, Quotations 

 

12.1 All quotations and tenders will be submitted via the Authorityôs e-tendering 

platform, to ensure a full and transparent audit trail all quotations and 

tenders are registered when received, and left unopened until the due time 

and date. (This is automatic with the e-tendering system). 

 

 Late Tenders 

 

12.2 A Quotation or tender received late but before the other tenders have been 

opened may be considered if there is evidence of technical difficulties within 

the e-tendering system which ensured that the bidder could not submit their 

proposal. 

 

12.3 A tender rejected due to late delivery or other valid reason will not be opened 

and the bidding organisation will be informed after the analysis process. 

 

Errors in Tender, Quotation Submissions 

 

12.4 When the Procurement Lead finds an error in a submission, the bidder will 

be advised that an error may exist in their offer and be given the opportunity 

to: 

 

¶ Confirm that the submission stands in its current form. 

¶ Withdraw the submission. 

¶ Correct that part of the submission that is in error within a specified 

time frame. 

 
12.5 No request by a supplier to amend a submission after the return date shall 

be accepted. 
 

13. Evaluation of Tenders/Quotations 

 

13.1  All award criteria and sub-criteria together with weightings and sub-

weightings must be disclosed within every competitive bid package. 
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13.2 An evaluation must be made of all tender or quotation responses by an 

evaluation panel. The number of people on the evaluation panel will be a 

minimum of two (2) but can vary depending on the type and complexity of 

the Contract.  

 

13.3 The Authority will evaluate and award Contracts to the Supplier(s) it 

considers offers the best value having regard to both price and quality 

factors. This is referred to as the ómost economically advantageous tenderô 

(MEAT) and provides for the Contract to be awarded to the Supplier best 

able to meet the Authorityôs requirement, specification and budget.  

 

14. Post Tender Negotiation and Clarification 

 

14.1 Negotiation can be used when deemed advantageous to the competitive 

process. 

 

14.2 When negotiation is employed it should be conducted with short-listed 

bidders and a record of each negotiation maintained. 

 

14.3 Negotiation focusing only on price will not be used during the tender 

process. During the EU Procurement Process the Procurement Lead can 

enter into ñClarificationò discussions to understand technical and operational 

issues of the offer that may result in a change to the cost of the contract. 

 

14.4 During the negotiation and clarification process the Procurement Lead must 

ensure impartiality to all tenderers invited to negotiate. 

 

14.5 Negotiation will be utilised by trained Procurement personnel and will be 

used to enhance better value of goods and services. 

 

14.6 It is unethical in negotiation practice for tenderers commercial information to 

be used as a lever to reduce other offers. 

 

15. Acceptance of Tender  

 

15.1 The Quotation or Tender for a Contract which has been assessed in 

accordance with the published award criteria, the preferred Quotation or 

Tender may be recommended for acceptance by the Procurement Lead.  

15.2 If for any reason a preferred Quotation or Tender is withdrawn or ceases to 

be preferred before it has been accepted, the Procurement Team Lead may 

recommend another Quotation or Tender for acceptance. 
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15.3 Where the Cost of a Contract is above the relevant thresholds in the EU 

Procurement Directives, before a Tender for the Contract is accepted, 

between notification of the provisional award decision to suppliers who 

submitted Tenders and the date on which the successful Tender is accepted 

there shall be a standstill period in accordance with the EU Procurement 

Directives. 

15.4 All contracts recommended for approval must be approved by the Authorityôs 

executive committee/ELT before any engagement with the 

successful/unsuccessful suppliers commences.   

 

16.      Signature of Contracts  

 

16.1 The Authorityôs Legal Advisor and Monitoring Officer shall be the agent of 

the Authority to sign on behalf of the Authority all contractual documents 

(including Licences and external Service Level Agreements) agreed to be 

entered into by or on behalf of the Authority. The Authorityôs Monitoring 

Officer authorises contracts up to the value of EU Threshold. 

 

16.2 Contracts which are for a value of EU Threshold or more shall be either: 

 

¶ executed by the Authorityôs Monitoring Officer, or,  

¶ executed under the Authorityôs seal 

 

16.3 No contract for a value of EU Threshold or more will be signed without the 

approval of the Authorityôs Executive Committee. 

 

17.      Contracts to be in Writing 

 

17.1 All contracts shall be the subject of an Authority order or other formal 

contract and shall specify (a) the work, materials, matters or things to be 

furnished, had or done; (b) the price to be paid, with statement of discounts 

or other deductions; and (c) the time or times within which the contract is to 

be performed. 

 

18.      Notification of Contract Award 

 

18.1 The Procurement Team Lead must notify the successful Tenderer of the 

acceptance of their Tender and for all Procurement Exercises with an 

Estimated Value of £5,000 or more this notification must be in writing. 
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18.2 Where a Contract with an Estimated Value of £25,000 or more is awarded 

the Authority must publish information as required by the Public Contracts 

Regulations 2015 on Contracts Finder within a reasonable time. 

 

18.3 In the case where the Estimated Value is equal to or greater than the 

relevant EU Threshold, a contract award notice must be placed in OJEU with 

the Procurement lead ensuring that an OJEU contract award notice and a 

contracts finder notice is placed within 30 days of the Contract award where 

required. 

 

18.4 Where the Authority has awarded a contract via a Framework and the value 

is over £25,000 or more than a contract award notice must also be placed in 

contracts finder. 

 

19.  Registers 

 

19.1 A register of all Tenders received and contracts subsequently placed shall 

be kept by the Chief Fire Officer.  The register shall be open to inspection by 

any Elected Member of the Authority, the Legal Advisor and Monitoring 

Officer and the Treasurer and shall be regularly inspected by the Authorityôs 

Auditors. 

 

19.2 The Authority is also required by law to publish ALL CONTRACTs over 

£5,000 on an electronic Contract Register.  

 

20.      Post Contract Variations  

 

20.1 Any variation to extend the period or value of a Contract (other than those 

already provided for within the original terms of the Contract) may be 

approved by the procurement lead, where Best Value to the Authority can be 

demonstrated. 

 

20.2     The Treasurer and the Monitoring Officer shall be consulted if approval of a 

proposed variation would mean that the Supplies, Services and / or Works to 

be added to or deleted from the Contract would render the Contract 

substantially different in scope and cost. 

 

20.3 In relation to any such variation, the Contract Officer must ensure that before 

the variation is approved: 
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¶ The variation can be made without the Authority breaching the EU 

Procurement Directives and any relevant English law; 

¶ The Cost of the Contract after the variation is within the financial 

capability of the Authority 

¶ Either that provision has been made for the cost of the variation in the 

Authorityôs approved budget or that appropriate adjustments to the 

budget are made in accordance with Financial Regulations. 

 

21. Contract Management 

 

21.1 Throughout the duration of a contract, the designated project manager, or, 

where no project manager has been appointed, the procurement team must 

monitor the contract/contractor in respect of:  

 

¶ Performance  

¶ Compliance with the specification and the contract  

¶ Cost  

¶ User satisfaction  

¶ Risk management 

 

22. Contract Extensions 
 

22.1 An extension to a Contract may only be permitted where the details of any 

extension provisions were included within the scope of the Contract, tender 

documents and OJEU notice (where relevant). 

 

22.2 Prior to exercising a contractual right to extend a Contract, the Procurement 

Team Lead must ensure that approval from the appropriate Head of Service 

(or higher authority if this is deemed appropriate).  

 

23. Contract Termination 
 

23.1 No contract prior to its expiry date shall be terminated without first obtaining 

advice from the Legal Advisor and Monitoring Officer. 

 

23.2 Where a contract is coming to its natural expiry and is no longer required, 

notification should be sent to the contractor by the Procurement lead. 
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24. Disposal of Supplies 

 

24.1 When the Chief Fire Officer determines, under his delegated power to 

authorise the disposal of surplus supplies, that competitive Quotations or 

Tenders shall be sought, the Contract Officer shall seek to comply with the 

essence of Contract Procedure Rules. 

 

24.2 The Contract Officer shall take instructions as necessary from a Principal 

Officer in relation to the disposal method to be followed and the extent to 

which the CSOs shall be applied in the circumstances of the proposed 

disposal. 

 

24.3 The Contract Officer shall ensure compliance with any recycling, 

environmental protection, data security and / or electrical supply 

requirements arising from any disposal. 

 

25. Liquidated Damages and Performance Bonds 

 

25.1 Every contract which is deemed to be high risk in terms of business 

continuity, value or amount and is either for the execution of works or for the 

supply of goods, materials or services, shall, unless the Chief Fire Officer 

otherwise decides after consultation with the Authorityôs Legal Adviser and 

Monitoring Officer, provide for liquidated damages to be paid by the supplier 

in case the terms of the contract are not duly performed, and the Authority 

shall also require and take sufficient security for the due performance of any 

such contract.  In the case of any such contract for the execution of works 

such security shall be provided by requiring the retention of a proportion of 

the contract sums payable until the work has been satisfactorily completed 

and maintained and, unless the Chief Fire Officer, after consultation with the 

Authorityôs Legal Adviser and Monitoring Officer considers it unnecessary in 

any particular case, additional provision of a bond for due performance.    

 

26.      Other Remedies for Breach 

 

26.1 In every written contract for the supply of goods, materials or services which 

exceeds £5,000  in value or amount a clause shall be inserted to secure that, 

should the supplier fail to deliver the goods, materials or services or any 

portion thereof within the time or times specified in the contract, the 

Authority, without prejudice to any other remedy for breach of contract, shall 

be at liberty to determine the contract either wholly or to the extent of such 

default and to purchase other goods, or materials, as the case may be, of 

the same or similar description to make good (a) such default or (b) in the 

event of the contract being wholly determined the goods, materials or 
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services remaining to be delivered. The clause shall further secure that the 

amount by which the cost of so purchasing other goods, materials or 

services exceeds the amount which would have been payable to the supplier 

in respect of the goods, materials or services, as the case may be, replaced 

by such purchase if they had been delivered in accordance with the contract 

shall be recoverable from the supplier. 

 

27.  British Standards  

 

27.1 Where an appropriate British Standards Specification or British Standard 

Code of Practice, issued by the British Standards Institution or Euronorm 

Standard, is current at the date of the tender, every contract shall require 

that, as the case may be, all goods and materials used or supplied and all 

workmanship shall be in accordance with that Standard. 

 

28.  Prevention of Corruption 

 

28.1 There shall be inserted in every written contract a clause empowering the 

Authority to cancel the contract and to recover from the supplier the amount 

of any loss resulting from such cancellation, in any of the following 

circumstances: 

 

¶ if the supplier shall have offered or given or agreed to give to any person 

any gift or consideration of any kind as an inducement or reward: 

¶ for doing or forbearing to do, or for having done or forborne to do, 

anything in relation to the obtaining or execution of the contract or any 

other contract with the Authority or  

¶ for showing or forbearing to show favour or disfavour to any person in 

relation to the contract or any other contract with the Authority; or 

¶ if the like acts shall have been done by any person employed by him/her 

or acting on his/her behalf (whether with or without the knowledge of the 

supplier) or 

¶ if in relation to any contract with the Authority the supplier or any person 

employed by him/her or acting on his/her behalf shall have committed 

any offence under the Bribery Act, 2010, namely; 

 

(i) Section 1 ï offence of bribing another person, through offers, 

promises or through giving a financial or other advantage to another 
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(ii) Section 2 ï offence relating to being bribed, as a recipient or 

potential recipient of a bribe 

(iii) Section 6 ï offence of bribery of a foreign public official 

(iv) Section 7 ï offence of failing to prevent bribery by a relevant 

commercial organisation 

 

or shall have given any fee or reward the receipt of which is an offence 

under Section 117 of the Local Government Act 1972. 

 

28.2 The form of invitation to tender shall include an assurance in writing from the  

tenderer that s/he will not follow, or has not followed, in relation to that 

tender, the under-mentioned practices: 

 

¶ communicating to a person other than the person calling for tenders for 

the execution of the work, the amount of any proposed tender in 

accordance with any agreement or arrangement so to communicate 

 

¶ adjusting the amount of any proposed tender for the execution of the 

work in accordance with any agreement or arrangement by the proposed 

tenderer, and any person other than the person calling for tenders for the 

execution of such work. 

 

29. Non-Involvement with Serious and Organised Crime 

 

29.1 Where it is considered that the Authority is at risk from serious and 

organised crime through its procurement of goods, services or works, it shall 

include the following terminology where procurement requires advertisement 

through the Official Journal of the European Union (OJEU) or such other 

comparable public notice provision and in any invitation to tender (ITT); 

 

            OJEU NOTICE/PUBLIC NOTICE PROVISION 

 

29.2 The contracting authority has identified that the scope of this procurement 

falls within a business sector which may be attractive to infiltration by 

organised crime groups. The contracting authority therefore reserves the 

right to include enhanced appropriate checks/requirements at both the 

selection and award stages of the procurement.ò 

 

            INVITATION TO TENDER 

  



OFFICIAL ς CONSTITUTION 2019/20                                                      Page 114 of 292 

 

29.3 The contracting authority has identified that the scope of this procurement 

falls within a business sector which may be attractive to infiltration by 

organised crime groups. The contracting authority therefore reserves the 

right to include enhanced appropriate checks/requirements at both the 

selection and award stages of the procurement. This may include, but not be 

limited to, clarification that a contractor/supplier or any person with powers of 

representation, decision or control therein, has not infringed the mandatory 

grounds for exclusion set out in Regulation 57(1) of the Public Contracts 

Regulations, 2015.ò 

 

30. Blacklisting 

 

30.1 The Authority will seek the following warranty from bidders to ensure that 

they have not undertaken or otherwise engaged in ñblacklistingò, namely, in 

relation to their employees on the basis of their trade union membership or 

trade union activities, that: 

 

¶ The bidder has not compiled or disseminated any ñblacklistò which is 

intended to discriminate against workers on the grounds of their trade 

union membership or trade union activities. 

¶ That it is understood that such activities are expressly prohibited by 

law and that should the bidder engage in such practices, the Authority 

has the right to exclude the bidder from tendering for any Fire 

Authority contracts. 

¶ The bidder also warrants that they have not been convicted of any 

offence under the Employment Relations Act, 1999 (Blacklists) 

Regulations, 2010. 

 

30.2 The Authorityôs contract terms and conditions shall incorporate the following 

clauses;  

 

 óSubject to the provisions of the Force Majeure clause in these terms and 

conditions, the Authority may terminate this contract with immediate effect by 

notice in writing to the contractor/supplier at any time, if the 

contractor/supplier is convicted of any offence under the Employment 

Relations 1999 (Blacklists) Regulations, 2010. 
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31. Modern Slavery 

 

31.1 óModern Slaveryô is a term which encapsulates slavery, servitude, forced or 

compulsory labour and human trafficking. Where a bidder is a commercial 

organisation (for the purposes of Section 54 of the Modern Slavery Act, 

2015) it shall provide assurances to the Authority that there is transparency 

in that organisationôs supply chain through enforcement of its anti-slavery 

and human trafficking statement. 

 

31.2 In performing its obligations under the agreement the contractor/supplier 

shall ensure that each of its sub-contractors/suppliers; 

 

¶ comply with all applicable laws, statutes, regulations in force from 

time to time, including but not limited to the Modern Slavery Act, 2015, 

and 

¶ shall take reasonable steps to ensure that there is no modern slavery 

or human trafficking in their supply chain or in any part of their 

business. 

 

31.3 The contractor/supplier shall warrant that; 

 

¶ neither the contractor/supplier nor any of its officers, employees or 

other persons associated with it; 

¶ has been convicted of any offence involving slavery and human 

trafficking, and 

¶ having made reasonable enquiries to the best of its knowledge, has 

not knowingly been the subject of any investigation, inquiry or 

enforcement proceedings by any governmental, administrative or 

regulatory body, regarding any offence or alleged offence of or in 

connection with slavery and human trafficking.      

 

32. Delegated Authority Matrix 

 

32.1 The Chief Fire Officer has the authority to delegate the practical delivery of 

the procurement process in accordance with the below delegated Authority 

Matrix. 
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Delegated Power 
 

 
Delegated Officer 

 
Authorised Officer 

 
Procurement ï Contracts 
 

 
Contracts below Threshold (Under £5,000) 
Contracts £5,001 - £25,000 
Contracts £25,001 ï EU Threshold 
 

Opening of Quotations/Tenders CFO HoFP and PM 

Awarding and Signing of Contracts 
and Purchase Orders 

CFO DCS in consultation 
with LAMO 

 

Contracts above EU Threshold 

 

Opening of Tenders CFO DCS and HoFP  

Awarding Contracts Executive Committee  

Signing of Contracts  LAMO  

Purchase Orders CFO DCS and HoFP  

 

33.  Glossary 

 

Unless the context otherwise indicates, the following terms used in these 

rules have the meanings stated: 

 

Award criteria ς The relative weightings and scoring mechanism associated to a 

competitive exercise. 
 

Bid - an offer made by a prospective supplier in the form of a tender, Quotation or 

as part of the negotiation process. 
 

Bidder - A supplier offering to buy or sell a product, service. This term applies prior 

to the formation of contract. 
 

ά/ƘƛŜŦ CƛǊŜ hŦŦƛŎŜǊέ is the Chief Fire Officer of the Brigade who is responsible for 

letting and supervising the completion of a contract or of contracts of a particular 

nature 
 

Contract - a legal agreement between the PCC and external suppliers for the supply 

of goods and services. 
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Delegated Authority- Delegated Authority is what a person, group or organization, 

etc receives from a higher power or authority e.g. The Chief Fire Officer, Cleveland 

Fire Authority. 
 

E-Tendering - utilisation of an electronic tendering process that enables the full 

process from advert to assessment to be completed via computers, significantly 

reducing timescales for both the buyer and supplier. 
 

EU threshold - The procurement tendering levels which ensures the advertisement 

of any procurement requirement in the Official Journal of the European Union 

(OJEU), rather than just advertising it national. 
 

Exception ς A request (Which is over the £5k threshold but under OJEU) to place an 

order direct with a particular supplier with regard to a proprietary offering or 

business emergency. 
 

Framework Agreements - an agreement between one or more contracting 

!ǳǘƘƻǊƛǘȅΩǎ ό//{Σ b9thΣ 9ƳŜǊƎŜƴŎȅ {ŜǊǾƛŎŜǎΣ /ƻƴǎƻǊǘƛǳƳǎύ ǿƛǘƘ ƻƴŜ ƻǊ ƳƻǊŜ 

Suppliers to supply a range of works, goods or services. 
 

Proprietary Product - a product that has unique characteristics produced by one 

manufacturer.  A proprietary product specification could exclude Competitors from 

competing on equal terms. In consultancy the services of a named person or firm 

would be considered as a proprietary product. 
 

Purchase Order - a serial numbered document raised by the buyer on a specific 

supplier for the supply of goods or services. This document is a formal legal 

agreement with specific conditions for the supply of goods. 
 

Purchase Requisition - the formal request to obtain the supply of goods or services 

made by the internal client, authorised by the budget holder and passed to the 

procurement team. 
 

Quotation - a statement of price, delivery and specification against the specific 

enquiry provided by a specific supplier. 
 

Specification - a clear statement of requirement for goods and/or services, normally 

detailed as a generic specification to enable competition and the delivery of Value 

for money. 
 

Supplier - an organisation that contracts with the Authority to supply goods, 

services or works. 

 



OFFICIAL ς CONSTITUTION 2019/20                                                      Page 118 of 292 

Tender - a formal offer from a supplier to supply specified goods or services at a 

stated cost or rate. 
 

Terms and Conditions - the specific conditions under which the Authority will enter 

into a contract or purchase order with a supplier. 

Total Contract Value - the total value of a requirement calculated as the value of a 

άǎƛƴƎƭŜέ ǇǳǊŎƘŀǎŜ ŀƴŘ ƻǊ ǘƘŜ ǾŀƭǳŜ ƻŦ ǘƘŜ ǘƻǘŀƭ ŎƻƴǘǊŀŎǘ ǇŜǊƛƻŘ ƻǊ ŦƻǳǊ ȅŜŀǊǎ 

whichever is the lesser value 
 

Value for money - a combination of criteria that includes competitive price, quality, 

reliability, timeliness and whole life costs analysis. This is not always portrayed by 

the lowest priced offer. 
 

Whole Life Cost ς Takes into account all aspects of the procurement including any 

additional costs such as annual maintenance, system upgrades etc.
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Appendix 1 

Route to Market Process Map 

 

  

 

  

 

Define requirement & Whole life cost.  

 

Is the Procurement requirement via an 

existing framework, collaborative 

contract or strategic partnership? 

NO 

YES 

Does the Procurement involve specialist 

professional works, goods/services that 

are available from only one supplier or is 

the Procurement a business 

emergency?  

YES 

NO 

Is the Procurement requirement below 

£5,000? (Please include cost over any 

contract term, future requirements ï 

upgraded, maintenance etc.? 

YES 

Is the Procurement requirement between 
£5,000 and £25,000 in value (Goods, 

Services) or between £5,000 to £50,000 
in value (works)? 

 
Is the Procurement requirement between 
£25,000 and £181,202 in value (Goods, 

Services) or between £50,000 to 
£4,551,413 in value (works)? 

 

 
Is the Procurement requirement over 

£181,202 in value (Goods, Services) or 
£4,551,413 in value (works)? 

 

YES 

YES 

YES 

Liaise with the Procurement team to check 

compliance of the Procurement route, 

procurement options (E.g. Direct award, 

further competition). 

This procedure should only be used when 
the goods, services, works required are 

proprietary or when it would be impractical to 
conduct a competitive exercise. It should be 

noted that Exceptions are recorded and 
regularly reported to the Fire Authority ï 
Liaise with Procurement team for further 

advice. 

Reasonable enquiries should be made to 
determine Value for Money; however a 
purchase order can be raised directly with 
preferred supplier. Any requirement with an 
ongoing contract term must be brought to 
the attention of the Procurement Team in 
order for suitable due diligence to be 
completed. (Credit check, review  of terms 
and conditions etc.). 

This can be defined simply as the separation 

of a purchase into several smaller purchase 

requisitions or contracts to avoid thresholds 

and competitive procedures. This is not 

allowed and will be seen as a breach of the 

Contract Procedure Rules. 

At least 3 formal quotations should be 

obtained by the procurement team via e-

tendering. Liaise with Procurement team to 

plan procurement requirement, bid 

documentation. 

A formal tender procedure will be managed 

by the Procurement team via e-tendering; 

Liaise with the Procurement team to plan 

procurement requirements, route to market, 

bid documentation.  

A formal EU tender procedure will be 

managed by the Procurement team via e-

tendering; Liaise with the Procurement team 

to plan procurement requirements, route to 

market, bid documentation 

NO 

NO 

NO 

Collaborative 

Procurement 

Disaggregation 

Informal   

Procedure 

Exception 

Procedure 

Formal 

Quotation 

Procedure 

Formal Tender 

Procedure 

EU Tender 

Procedure 
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SECTION 7 
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1. INTRODUCTION 
1.1 Cleveland Fire Authority comprises of 16 Elected Members from the Borough 

Councils of Hartlepool (3 Members), Middlesbrough (4 Members), Redcar and 

Cleveland (4 Members) and Stockton on Tees (5 Members).  The Members 

are appointed by their Constituent Council on a politically proportional basis 

and although appointed by their constituent authorities they are accountable 

in their decisions to the Fire Authority rather than their individual borough 

councils. 

 

1.2 The Authority is a corporate body and for many purposes, has the status, 

rights and duties of a local authority under the Local Government Act 1972 

and other local government legislation.  It is funded from Government Grants 

and precepting the constituent authorities of Hartlepool, Middlesbrough, 

Redcar and Cleveland and Stockton on Tees.   

 

1.3 The Fire and Rescue Services Act 2004, Civil Contingencies Act 2004and the 

Regulatory Reform Order (Fire Safety) 2005, are key pieces in the legislative 

framework in which the Authority provides its Fire and Rescue services. 

 

1.4 The Authority is committed to having an affective Constitution which sets out 

how the Authority operates, how decisions are made and the procedures and 

legislation followed to ensure transparency, accountability and value for 

money to the community it serves.   

 

2. STRATEGIC DIRECTION AND VALUES 

2.1 The Authorityôs four year Community Integrated Risk Management Plan 

(CIRMP) 2018 - 2022 outlines our plans and priorities and how we can make 

a real difference to the lives of the people in our communities.  Our Vision was 

developed through extensive consultation and gives focus to what we want to 

achieve by 2022. 

 

2.2 The Code of Corporate Governance enhances the delivery of the Authorityôs 

vision.  The core values are the blue print of our culture and the internal 

drivers which inspire and motivate people to achieve this vision. 

 

2.3 Our Vision 2018 ï 2022 ƛǎ ǘƘŀǘ ǿŜ ƘŀǾŜ ōǳƛƭǘ ŀ ǎǳǎǘŀƛƴŀōƭŜ ŦǳǘǳǊŜ ŀƴŘΥ 

 

ω  ƳŀƪŜ ŀ ǇƻǎƛǘƛǾŜ ŘƛŦŦŜǊŜƴŎŜ ǘƻ ǘƘŜ ǎŀŦŜǘȅ ŀƴŘ ǉǳŀƭƛǘȅ ƻŦ ƭƛŦŜ ƻŦ ŜǾŜǊȅ ƭƻŎŀƭ 

ŎƛǘƛȊŜƴΤ ŀƴŘ ǘƘŜ ǇƭŀŎŜǎ ǿƘŜǊŜ ǘƘŜȅ ƭƛǾŜ ŀƴŘ ǿƻǊƪ  

ω  ŘŜƭƛǾŜǊ ǎŜǊǾƛŎŜǎ ōȅ ǇŜƻǇƭŜ ǿƘƻ ŀǊŜ ǇǊƻŦŜǎǎƛƻƴŀƭΣ ǇǊƻǳŘ ŀƴŘ ǇŀǎǎƛƻƴŀǘŜ 

ω  ŀǊŜ ƴŀǘƛƻƴŀƭƭȅ ǊŜŎƻƎƴƛǎŜŘ ŀǎ ōŜƛƴƎ ƘƛƎƘ ǇŜǊŦƻǊƳƛƴƎ ŀƴŘ ƛƴƴƻǾŀǘƛǾŜΤ ŀƴŘ 

ƛƴǘŜǊƴŀǘƛƻƴŀƭƭȅ ǊŜƴƻǿƴŜŘ ŦƻǊ ōŜƛƴƎ ŀōƭŜ ǘƻ ǊŜŘǳŎŜ Ǌƛǎƪ ƛƴ ōǳǎƛƴŜǎǎΣ ƛƴŘǳǎǘǊȅ 

ŀƴŘ ǘƘŜ ƘƻƳŜέ 
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2.4 Strategic Goals  
  

Our vision is underpinned by our three strategic goals and aims and a set of 
associated strategic outcomes that measure our achievements.   
 

 
 

 

2.5 Core Values and Behaviours 

 

Our Values are what makes us unique; they are the core things that we 

believe are essential to our culture and which motivate us to come to work.  

Our Values drive the way that we all behave and respond to others at work - 

so they underpin everything that we do.  

 

Behaviours describe the attitudes and approaches that we take to work, which 

is how we demonstrate our values.  Our Values drive our behaviours, which 

impact the extent of our success at every level of the organisation.  Our 

values should be at the heart of everything we do, decision making, 

leadership, designing new ways of working, recruitment, induction, 

development and progression. 

 

PRIDE is an acronym for our five core values ï the building blocks upon 

which our culture is built.  
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 Protect ï putting safety first, protecting ourselves, the community, the 

organisation and the environment from all avoidable harm 

Respect ï respect ourselves; our colleagues; our community; our heritage; 

our property; our organisation and our environment 

Innovation ï improving performance through learning from our own and 

othersô experiences and innovative business solutions 

Doing the Right Thing ï Being Professional ï making decisions and 

undertaking our work in the most efficient and effective way 

Engagement ï understanding and working with our colleagues, partners 

and communities to provide the best delivery of services 
   
 
 
3. CORPORATE GOVERNANCE  
 

3.1  Corporate Governance comprises of the systems, processes, cultures and 

values by which an Authority is directed and controlled and through which it is 

accountable to, engages with and supports the communities it serves. 

 

3.2 In other words it is about how the Authority ensures that it is doing the right 

things, in the right way, for the right people.   

 

3.3 Good Corporate Governance requires Authorities to carry out their business in 

a way that demonstrates accountability, transparency, effectiveness, integrity, 

impartiality, inclusivity and efficiency.   
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4. CLEVELAND FIRE AUTHORITYôS GOVERNANCE 
 

4.1 Cleveland Fire Authority fully supports the fundamental principles of good 

Governance and the Authorityôs governance arrangements encompass the 

guidance and best practice as outlined in the ñDelivering Good Governance in 

Local Government Framework (2016 edition)ò published by the Chartered 

Institute of Public Finance and Accountancy (CIPFA) and The Society of Local 

Authority Chief Executiveôs (Solace). 
 

4.2 The Authority is committed to being at the forefront of those Fire and Rescue 

Authorityôs that are effective and efficient, and this Code draws strongly on the 

good practices already established and outlines the way in which the Authority 

will meet that commitment, and how these arrangements will be monitored 

and reviewed. 
 

4.3 The Authority recognises that good governance should be robust and 

effective, leading to good management, attainment of good performance and 

overall proper stewardship of public monies.  It has a Constitution in place 

which is aimed at ensuring that we are doing the right things, in the right way, 

for the right people, in a timely, inclusive, open, honest and accountable 

manner.  
 

4.4 The Authority will report regularly on activities, performance and the 

Authorityôs financial position. The Executive Leadership Team will ensure the 

delivery of this information in a timely, objective and understandable manner 

regarding the Authorityôs activities, achievements, performance and financial 

position. 
 

4.5 Full details of the Governance Arrangements, including the decision making 

structure, terms of reference, Standing Orders, Financial Procedure Rules, 

Delegated Powers, Ethical Governance Framework, Roles of Members are 

outlined within the Constitution displayed on the Brigade website.   

 
 
5. THE CORPORATE GOVERNANCE STATEMENT 
 

5.1 Each year the Authority will publish an Annual Governance Statement as part 

of the Authorityôs Annual Financial Report which provides an overall 

assessment of the Authorityôs Governance arrangements and an appraisal of 

the key controls in place to manage the Authorityôs principal governance risks.  

The Statement also provides details of where improvements need to be made 

and is scrutinised and approved by the Audit and Governance Committee, 

incorporating the Authorityôs duties to publish an Annual Governance 

Statement in accordance with the Accounts and Audit Regulations 2015. 

 

5.2 The Authority also produces an Annual Statement of Assurance which provide 

assurance on financial, governance and operational matters.  
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6. CORE PRINCIPLES 
 

  The following 7 core principles provide a framework and visual overview of the 

various arrangements that the CFA have in place to meet their responsibilities 

to ensure that business is conducted in accordance with the law and proper 

standards.  The underlying purpose of this ñCode of Corporate Governanceò is 

to provide a statement of the Authorityôs commitment to proper and effective 

governance and outlines the key documents evidencing the Authorityôs 

compliance.   

  
 
6.1 Core Principle 1 

 

Behaving with integrity, demonstrating strong commitment to ethical values 
and respecting the rule of law 

Local government organisations are accountable not only for how much they spend 
but also for how they use the resources under their stewardship.  This includes 
accountability for outputs, both positive and negative and for the outcomes they have 
achieved.  In addition, they have an overarching responsibility to serve the public 
interest in adhering to the requirements of legislation and government policies.  It is 
essential that, as a whole, they can demonstrate the appropriateness of all their 
actions across all activities and have mechanisms in place to encourage and enforce 
adherence to ethical values and to respect the rule of law. 
 

Sub Principles                                                          Evidence 
 

BEHAVING WITH INTEGRITY 
Ensuring members and officers behave with 
integrity and lead a culture where acting in the 
public interest is visibly and consistently 
demonstrated thereby protecting the reputation of 
the organisation 
 

Ensuring members take the lead in establishing 
specific standard operating principles or values 
for the organisation and its staff and that they are 
communicated and understood.  These should 
build on the Seven Principles of Public Life (the 
Nolan principles) 
 

Leading by example and using the above 
standard operating principles or values as a 
framework for decision making and other actions 
 

Demonstrating, communicating and embedding 
the standard operating principles or values 
through appropriate policies and processes which 
are reviewed on a regular basis to ensure that 
they are operating effectively 

¶ The Constitution 

¶ Anti-Fraud and Anti-Corruption 

Strategy 

¶ Members and Employees 

Codes of Conduct 

¶ Member Development Plan/  

¶ A&G terms of reference  

¶ Register of Members Interests 

on website 

¶ Independent Persons 

¶ Internal Audit Ethical audit  

¶ Corporate and Ethical 

Governance frameworks  

¶ Code of Corporate Governance 

¶ Annual meeting Governance   

¶ Declaration of Interests is a 

standard agenda item 

¶ Values and Behaviour 

Framework 
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Sub Principles                                                         Evidence 

 
DEMONSTRATING STRONG COMMITMENT 
TO ETHICAL VALUES  
Seeking to establish, monitor and maintain the 
organisationôs ethical standards and performance 
 

Underpinning personal behaviour with ethical 
values and ensuring they permeate all aspects of 
the organisationôs culture and operation 
 

Developing and maintaining robust policies and 
procedures which place emphasis on agreed 
ethical values 

 

Ensuring that external providers of services on 
behalf of the organisation are required to act with 
integrity and in compliance with ethical standards 
expected by the organisation 

 

¶ CFA Values and Behaviours   

¶ Member and Officer Ethical 

Training 

¶ Anti-Fraud & Anti-Corruption 

Strategy 

¶ Very low level of Member 

complaints 

¶ Modern Slavery Statement 

¶ Delegation Scheme 

¶ Member and Employee Codes 

of Conduct  

¶ EDI Policy, Strategy & EIA 

¶ Regular review of governance 

& policies 

¶ Website - How to do Business  

¶ Standards and Partners 

 

 
RESPECTING THE RULE OF LAW 
Ensuring members and staff demonstrate a 
strong commitment to the rule of the law as well 
as adhering to relevant laws and regulations 
 

Creating the conditions to ensure that the 
statutory officers, other key post holders and 
members are able to fulfil their responsibilities in 
accordance with legislative and regulatory 
requirements 
 

Striving to optimise the use of the full powers 
available for the benefit of citizens, communities 
and other stakeholders 
 

Dealing with breaches of legal and regulatory 
provisions effectively 
 

Ensuring corruption and misuse of power are 
dealt with effectively 

 

¶ The Constitution 

¶ Ethical Training for Members/ 

Officers 

¶ Declaration of Interests is a 

standard agenda item 

¶ Anti-Fraud and Anti-Corruption 

Strategy  

¶ Whistleblowing Policy 

¶ Members and Employee Codes 

of Conduct 

¶ A&G Hearings Sub Com. 

¶ External Compliments and 

Complaints 

¶ Independent Persons 

¶ Disciplinary Procedure 
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6.2 Core Principle 2 
  

 
Ensuring Openness and comprehensive stakeholder engagement 

Local government is run for the public good, organisations therefore should ensure 
openness in their activities.  Clear, trusted channels of communication and consultation 
should be used to engage effectively with all groups of stakeholders, such as individual 
citizens and service users, as well as institutional stakeholders. 

Sub Principles                                                          Evidence 
 

OPENNESS 

Ensuring an open culture through demonstrating, 
documenting and communicating the 
organisationôs commitment to openness 

 

Making decisions that are open about actions, 
plans, resource use, forecasts, outputs and 
outcomes.  The presumption is for openness.  If 
that is not the case, a justification for the 
reasoning for keeping a decision confidential 
should be provided 

 

Providing clear reasoning and evidence for 
decisions in both public records and explanations 
to stakeholders and being explicit about the 
criteria, rationale and considerations used.  In due 
course, ensuring that the impact and consequents 
of those decisions are clear 

 

Using formal and informal consultation and 
engagement to determine the most appropriate 
and effective interventions/courses of action 

¶ All policies/procedures on FISH 

¶ Corporate and Strategic 

documents on website 

¶ Comply with: Publication 

Scheme; Local Government 

Transparency Code 

¶ CFA reports/minutes on website 

and justification if they are 

marked ñnot for publicationò 

¶ Public notices displayed and 

email notification of meetings  

¶ All CFA reports and minutes on 

website and justification if they 

are not published 

¶ CIRMP consultation & EIA's on 

policy documents 

¶ Terms of Reference for CFA & 

ELT/TU negotiations/meetings 

 

ENGAGING COMPREHENSIVELY WITH 
INSTITUTIONAL STAKEHOLDERS 
 

Effectively engaging with institutional 
stakeholders to ensure that the purpose, 
objectives and intended outcomes for each 
stakeholder relationship are clear so that 
outcomes are achieved successfully and 
sustainably 
 

Developing formal and informal partnerships to 
allow for resources to be used more effectively 
and outcomes achieved more effectively 
 

Ensuring that partnerships are based on: trust, a 
shared commitment to change; a culture that 
promotes and accepts challenge among partners 
and that added value of partnership working is 
explicit 
 

(N.B. institutional stakeholders are the 
other organisations that local government 
needs to work with to improve services 
and outcomes (such as commercial 
partners and suppliers as well as other 
public or third sector organisations) or 
organisations to which they are 
accountable.) 

 

¶ CIRMP consultation 2017/18 

¶ Collaboration with Police and 

other partners in place 

¶ Memorandums of 

Understanding are in place with 

partners 

¶ EIAôs 

¶ Regular social media 

communications 
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ENGAGING WITH INDIVIDUAL CITIZENS AND 
SERVICE USERS EFFECTIVELY 
 
Establishing a clear policy on the type of issues 
that the organisation will meaningfully consult with 
or involve communities, individual citizens, 
service users and other stakeholders to ensure 
that service (or other) provision is contributing 
towards the achievement of intended outcomes 
  

Ensuring that communication methods are 
effective and that members and officers are clear 
about their roles with regard to community 
engagement 
 

Encouraging, collecting and evaluating the views 
and experiences of communities, citizens, service 
users and organisations of different backgrounds 
including reference to future needs 
 

Implementing effective feedback mechanisms in 
order to demonstrate how views have been taken 
into account 
 

Balancing feedback from more active stakeholder 
groups with other stakeholder groups to ensure 
inclusivity 
 

Taking account of the impact of decisions on 
future generations of tax payers and service 
users 
 

 

 

¶ CIRMP consultation 

¶ The Constitution 

¶ Community Safety Strategy 

¶ Values and Behaviours 

Framework 

¶ Annual Performance and 

Efficiency report 

¶ Regular social media 

communications 

¶ CIRMP 

¶ Numerous prevention 

campaigns 

¶ People Strategy 

 

 

 

 

6.3 Core Principle 3 
  

Defining outcomes in terms of sustainable economic, social and environmental 
benefits 

The long term nature and impact of many of local governmentôs responsibilities mean 
that it should define and plan outcomes and that these should be sustainable.  
Decisions should further the organisationôs purpose, contribute to intended benefits 
and outcomes, and remain within the limits of authority and resources.  Input from all 
groups of stake holders, including citizens, service users and institutional stakeholders, 
is vital to the success of this process and in balancing competing demands when 
determining priorities for the finite resources available. 

Sub Principles                                                          Evidence 

 
DEFINING OUTCOMES 
Having a clear vision which is an agreed formal 
statement of the organisationôs purpose and 
intended outcomes containing appropriate 
performance indicators, which provides the basis 
for the organisationôs overall strategy, planning 
and other decisions. 

 

¶ CIRMP 

¶ Service Plan 

¶ Values & Behaviour Framework 

¶ Annual Performance and 

Efficiency Report 
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Specifying the intended impact on, or changes 
for, stakeholders including citizens and service 
users. It could be immediately or over the course 
of a year or longer. 
 

Delivering defined outcomes on a sustainable 
basis within the resources that will be available. 
 

Identifying and managing risks to the 
achievement of outcomes. 

 

Managing service users expectations effectively 
with regard to determining priorities and making 
the best use of the resources available. 

¶ Corporate Risk Register 

¶ Strategic Planning Framework 

¶ People Strategy  

¶ Community Safety Strategy 

 

 

 
SUSTAINABLE ECONOMIC, SOCIAL AND 
ENVIRONMENTAL BENEFITS 
Considering and balancing the combined 
economic, social and environmental impact of 
policies, plans and decisions when taking 
decisions about service providers. 
 

Taking a longer-term view with regard to decision 
making, taking account of risk and acting 
transparently where there are potential conflicts 
between the organisationôs intended outcomes 
and short-term factors such as the political cycle 
or financial constraints. 
 

Ensuring fair access to services 

 

Determining the wider public interest associated 
with balancing conflicting interests between 
achieving the various economic, social and 
environmental benefits, through consultation 
where possible.. 
 

 

¶ Values and Behaviour 

Framework 

¶ Vision Statement  

¶ CIRMP   

¶ Service Plan 

¶ PRIDE - Our Values 

¶ Community Safety Strategy 

¶ Equality Impact Assessments 

¶ Strategic Planning Framework 

¶ Integrated Strategic Risk and 

Financial Planning Cycyle 

 

 
 
 
6.4 Core Principle 4 
  

Determining the interventions necessary to optimise the achievement of the 
intended outcomes 

Local government achieves its intended outcomes by providing a mixture of legal, 
regulatory, and practical interventions. Determining the right mix of these courses of 
action is a critically important strategic choice that local government has to make to 
ensure intended outcomes are achieved.  They need robust decision ïmaking 
mechanisms to ensure that their defined outcomes can be achieved in a way that 
provides the best trade-off between the various types of resource inputs while still 
enabling effective and efficient operations.  Decisions made need to be reviewed 
frequently to ensure that achievement of outcomes is optimised. 
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Sub Principles                                                            Evidence 
 

DETERMINING INTERVENTIONS 
 

Ensuring decision makers receive objective and 
rigorous analysis of a variety of options indicating 
how intended outcomes would be achieved and 
including the risks associated with those options. 
Therefore ensuring best value is achieved 
however services are provided. 
 

Considering feedback from citizens and service 
users when making decisions about service 
improvements or where services are no longer 
required in order to prioritise competing demands 
within limited resources available including people 
skills, land and assets and bearing in mind future 
impacts. 

 

¶ CFA reports and minutes 

¶ CIRMP 

¶ Scheme of Delegation 

¶ Annual Service Plan 

 

 

 

 
PLANNING INTERVENTIONS 

 

Establishing and implementing robust planning 
and control cycles that cover strategic and 
operational plans, priorities and targets. 
 

Engaging with internal and external stakeholders 
in determining how services and other courses of 
action should be planned and delivered. 
 

Considering and monitoring risks facing each 
partner when working collaboratively including 
shared risks. 
 

Ensuring arrangements are flexible and agile so 
that the mechanisms for delivering outputs can be 
adapted to changing circumstances. 
 

Establishing appropriate key performance 
indicators (KPIs) as part of the planning process 
in order to identify how the performance of 
services and projects is to be measured. 
 

Ensuring capacity exists to generate the 
information required to review service quality 
regularly. 
 

Preparing budgets in accordance with 
organisational objectives, strategies and the 
medium term financial plan. 
 

Informing medium and long term resource 
planning by drawing up realistic estimates of 
revenue and capital expenditure aimed at 
developing a sustainable funding strategy. 
 
 

¶ Strategic Planning Framework  

¶ MTFS 

¶ Risk Management Framework 

¶ Annual Improvement Plans 

¶ Internal Operating Plans 

¶ Annual Performance & 

Efficiency Report 

¶ CIRMP Planning Process 

¶ Treasury Management Strategy 

¶ Corporate Risk Register 

¶ Budget Planning and reporting 

process 

¶ The Financial Report 

¶ MTFS   

¶ Revenue and Capital Outturn 

quarterly reporting 

¶ Efficiency Plan 

¶ Performance Management 

Framework  

¶ Integrated Strategic Risk and 

Financial Planning Cycle 
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PLANNING INTERVENTIONS 

 

Establishing and implementing robust planning 
and control cycles that cover strategic and 
operational plans, priorities and targets. 
 

Engaging with internal and external stakeholders 
in determining how services and other courses of 
action should be planned and delivered. 
 

Considering and monitoring risks facing each 
partner when working collaboratively including 
shared risks. 
 

Ensuring arrangements are flexible and agile so 
that the mechanisms for delivering outputs can be 
adapted to changing circumstances. 
 

Establishing appropriate key performance 
indicators (KPIs) as part of the planning process 
in order to identify how the performance of 
services and projects is to be measured. 
 

Ensuring capacity exists to generate the 
information required to review service quality 
regularly. 
 

Preparing budgets in accordance with 
organisational objectives, strategies and the 
medium term financial plan. 
 

Informing medium and long term resource 
planning by drawing up realistic estimates of 
revenue and capital expenditure aimed at 
developing a sustainable funding strategy. 
 

¶  

¶ Strategic Planning Framework  

¶ MTFS 

¶ Risk Registers 

¶ Annual Improvement Plans 

¶ Internal Operating Plans 

¶ Annual Performance & 

Efficiency Report 

¶ CIRMP Planning Process 

¶ Treasury Management Strategy 

¶ Integrated Strategic Risk and 

Financial Planning Cycle 

¶ Budget Planning and reporting 

process 

¶ The Financial Report 

¶ MTFS   

¶ Treasury Management Strategy 

¶ Budget Planning and reporting 

process 

¶ Revenue and Capital Outturn 

quarterly reporting 

¶ Efficiency Plan 

 

 
OPTIMISING ACHIEVEMENT OF INTENDED 
OUTCOMES 
 

Ensuring the medium term financial strategy 
integrates and balances service priorities, 
affordability and other resource constraints. 
 

Ensuring the budgeting process is all inclusive, 
taking into account the full cost of operations over 
the medium and longer term.   
 

Ensuring the medium term financial strategy sets 
the context for ongoing decisions on significant 
delivery issues or responses to changes in the 
external environment that may arise during the 
budgetary period in order for outcomes to be 
achieved while optimising resource usage. 

 
 
 

 

 

¶ Treasury Management Strategy 

¶ Budget Planning and reporting 

process 

¶ MTFS   

¶ The Financial Report 

¶ Financial Procedure Rules 

¶ Annual Performance & 

Efficiency Report 

¶ Community Risk Profile 

¶ Website 

¶ Efficiency Plan 
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Ensuring the achievement of ósocial valueô 
through service planning and commissioning. The 
Public Services (Social Value) Act 2012 states 
that this is ñthe additional benefit to the 
community é over and above the direct 
purchasing of goods, services and outcomes.ò  

 

 
 
6.5 Core Principle 5 

  

 Developing the entityôs capacity, including the capability of its leadership and 
the individuals within it 

Local government needs appropriate structures and leadership, as well as people with 
the right skills, appropriate qualifications and mindset, to operate efficiently and 
effectively and achieve intended outcomes within the specified periods.  A local 
government organisation must ensure that it has both the capacity to fulfil its own 
mandate and to make certain that there are policies in place to guarantee that its 
management has the operational capacity for the organisation as a whole.  Because 
both individuals and the environment in which an organisation operates will change 
over time, there will be a continuous need to develop its capacity as well as the skills 
and experience of individual staff members.  Leadership in local government is 
strengthened by the participation of people with many different types of backgrounds, 
reflecting the structure and diversity of communities. 

Sub Principles                                                                 Evidence 

 
DEVELOPING THE ENTITYôS CAPACITY  
 

Reviewing Operations, performance use of assets on 
a regular basis to ensure their continuing 
effectiveness. 
 

Improving resource use through appropriate 
application of techniques such as benchmarking and 
other options in order to determine how the authorityôs 
resources are allocated so that outcomes are 
achieved effectively and efficiently. 
 

Recognising the benefits of partnerships and 
collaborative working where added value can be 
achieved. 
 

Developing and maintaining an effective workforce 
plan to enhance the strategic allocation of resources. 
 

 

¶ CIRMP Planning Process 

¶ CIRMP 

¶ Strategic Planning 

Framework 

¶ Equality, Diversity and 

Inclusion Policy, Strategy 

and Action Plans 

¶ Strategic Planning 

Framework 

¶ Authority and Brigade 

Meeting structures 

¶ Community Safety Strategy 

¶ Performance Management 

Framework 

 
DEVELOPING THE CAPABILITY OF THE ENTITYôS 
LEADERSHIP AND OTHER INDIVIDUALS 
 

Developing protocols to ensure that elected and 
appointed leaders negotiate with each other regarding 
their respective roles early on in the relationship and 
that a shared understanding of roles and objectives is 
maintained. 
 

 

¶ Corporate Sounding Board 

¶ Leadership Development 

¶ PDR's  

¶ Delegation Scheme 

¶ The Constitution 

¶ CFA reports and minutes 
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Publishing a statement that specifies the types of 
decisions that are delegated and those reserved for 
the collective decision making of the governing body. 
 

Ensuring the leader and the chief executive have 
clearly defined and distinctive leadership roles within 
a structure whereby the chief executive leads the 
authority in implementing strategy and managing the 
delivery of services and the other outputs set by 
members and each provides a check and a balance 
for each otherôs authority. 
 

Developing the capabilities of members and senior 
management to achieve effective shared leadership 
and to enable the organisation to respond 
successfully to changing policy demands as well as 
economic, political and environmental changes and 
risks by: 

 

¶ Ensuring members and staff have access to 
appropriate induction tailored to their role and that 
ongoing training and development matching 
individual and organisational requirements is 
available and encouraged. 

¶ Ensuring Members and officers have the 
appropriate skills, knowledge, resources and 
support to fulfil their roles and responsibilities and 
ensuring that they are able to update their 
knowledge on a continuing basis. 

¶ Ensuring personal, organisational and system-
wide development through shared learning, 
including lessons learnt from governance 
weakness both internal and external. 

¶ Ensuring that there are structures in place to 
encourage public participations. 

 

Taking steps to consider the leadershipôs own 
effectiveness and ensuring leaders are open to 
constructive feedback from peer review and 
inspections 
 

Holding staff accountable through regular 
performance reviews which take account of training or 
development needs. 
 

Ensuring arrangements are in place to maintain the 
health and wellbeing of the workforce and support 
individuals in maintaining their own physical and 
mental wellbeing. 

¶ Member Development 

Plan/Training                                                            

¶ Staff Induction Programme                                                

¶ CPD Scheme 

¶ External and Internal Audit 

¶ Audit Completion Report 

¶ VFM Conclusion 

¶ Self-Assessments and 

HMICFRS Inspections 

¶ PDR's 

¶ Health and Wellbeing 

Framework 

¶ Minutes of EHWB and EDIF 

Meetings 

¶ EHWB Mental Health Sub 

Group 

¶ Code of Conduct for 

Employees 

¶ Public Sector Equality Duty 

Report 
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6.6 Core Principle 6 
 

Managing risks and performance through robust internal control and strong 
public financial management 

Local government needs to ensure that the organisations and governance structures 
that it oversees have implemented and can sustain an effective performance 
management system that facilitates effective and efficient delivery of planned services.  
Risk management and internal control are important and integral parts of a 
performance management system and are crucial to the achievement of outcomes.  
Risk should be considered and addressed as part of all decision making activities.  A 
strong system of financial management is essential for the implementation of policies 
and the achievement of intended outcomes, as it will enforce financial discipline, 
strategic allocation of resources, efficient service delivery and accountability.  It is also 
essential that a culture and structure for scrutiny are in place as a key part of 
accountable decision making, policy making and review.  A positive working culture 
that accepts, promotes and encourages constructive challenge is critical to successful 
scrutiny and successful service delivery.  Importantly, this culture does not happen 
automatically, it requires repeated public commitment from those in authority. 

Sub Principles                                                                Evidence 
 

MANAGING RISK 
 

Recognising that risk management is an integral part 
of all activities and must be considered in all aspects 
of decision making 
 

Implementing robust and integral risk management 
arrangements and ensuring that they are working 
effectively 
 

Ensuring that responsibilities for managing individual 
risks are clearly allocated. 

¶ Risk Management 

Framework 

¶ Community Risk Profiles 

¶ CIRMP 

¶ Benchmarking 

¶ PDR's and IOP's 

¶ Corporate Risk Registers  

¶ Strategic Planning 

Framework 

 
MANAGING PERFORMANCE 
 

Monitoring service delivery effectively including 
planning, specification, execution and independent 
post implementation review 
 

Making decisions based on relevant, clear objective 
analysis and advice pointing out the implications and 
risk inherent in the organisations financial, social and 
environmental position and outlook. 
 

Ensuring the effective scrutiny or oversight function is 
in place which encourages constructive challenge and 
debate on policies and objectives before, during and 
after decisions are made thereby enhancing the 
organisationôs performance and that of any 
organisation for which it is responsible (OR, for a 
committee system) Encouraging effective and 
constructive challenge and debate on policies and 
objectives to support balanced and effective decision 
making. 

 

 

¶ IOP's 

¶ The Constitution 

¶ CFA reports and minutes 

¶ Budgetary Process 

¶ Authority Meetings 

¶ Annual Performance and 

Efficiency Report 

¶ Risk Management 

Framework 

¶ Organisational Document 

Register 

¶ Performance Management 

Framework 
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Providing members and senior management with 
regular reports on service delivery plans and on 
progress towards outcome achievement 
 

Ensuring there is consistency between specification 
stages (such as budgets) and post implementation 
reporting (eg financial statements)  
 

ROBUST INTERNAL CONTROL 
 

Aligning the risk management strategy and policies on 
internal control with achieving the objectives. 
 

Evaluating and monitoring the authorityôs risk 
management and internal control on a regular basis. 
 

Ensuring effective counter fraud and anti-corruption 
arrangements are in place. 
 

Ensuring additional assurance on the overall 
adequacy and effectiveness of the framework of 
governance, risk management and control is provided 
by the internal auditor. 
 

Ensuring an audit committee or equivalent group or 
function which is independent of the executive and 
accountable to the governing body: 

- Provides a further source of effective assurance 
regarding arrangements for managing risk and 
maintaining an effective control environment  

- That its recommendations are listened to and 
acted upon  

 

 

¶ Annual Governance 

Statement 

¶ Internal Audit Outurn 

¶ CIRMP 

¶ Audit and Governance 

Committee 

¶ Internal Audit reporting and 

monitoring 

¶ Anti-Fraud and Anti-

Corruption Strategy 

¶ Ethical Governance 

Framework 

¶ The Constitution                                     

¶ External Audit reporting - 

Annual Audit Letter 

¶ VFM Conclusion 

 

MANAGING DATA 
 

Ensuring effective arrangements are in place for the 
safe collection, storage, use and sharing of data, 
including processes to safeguard personal data. 
 

Ensuring effective arrangements are in place and 
operating effectively when sharing data with other 
bodies. 
 

Reviewing and auditing regularly the quality and 
accuracy of data used in decision making and 
performance monitoring. 

 

¶ Information Assurance and 

Governance Policies and 

Procedures 

¶ Audit & Governance 

(Constitution) 

¶ Pay Policy Statement 

¶ GDPR 

¶ Information Sharing 

Agreements 

¶ Data Quality Framework 

¶ Privacy Notices 

 

STRONG PUBLIC FINANCIAL MANAGEMENT 
 

Ensuring financial management supports both long 
term achievement of outcomes and short term 
financial and operational performance. 
 

Ensuring well-developed financial management is 
integrated at all levels of planning and control, 
including management of financial risks and controls. 

 

¶ MTFS 

¶ Treasury Management 

Strategy 

¶ Financial Procedure Rules 
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6.7 Core Principle 7 
 

Implementing good practices in transparency, reporting and audit to deliver 
effective accountability 

Accountability is about ensuring that those making decision and delivering services are 
answerable for them.  Effective accountability is concerned not only with reporting on 
actions completed, but also ensuring that stakeholders are able to understand and 
respond as the organisation plans and carries out its activities in a transparent manner.  
Both external and internal audit contribute to effective accountability. 
 

Sub Principles                                                                 Evidence 

 
IMPLEMENTING GOOD PRACTICE IN 
TRANSPARENCY 

 

Writing and communicating reports for the public and 
other stakeholders in an understandable style 
appropriate for the intended audience and ensuring 
that they are easy to access and interrogate 
 

Striking a balance between providing the right amount 
of information to satisfy transparency demands and 
enhance public scrutiny while not being too onerous 
to provide and for users to understand. 

 

 

¶ Website compliant with 

Local Transparency Code  

2015 Regs 

¶ Publication Scheme 

¶ Guidance Note for the 

Development and Approval 

of Policies and Strategies 

 

 
IMPLEMENTING GOOD PRACTICES IN 
REPORTING 
 

Reporting at least annually on performance, value for 
money and the stewardship of its resources. 
 

Ensuring member and senior management own the 
results 
 

Ensuring robust arrangements for assessing the 
extent to which the principles contained in the 
Framework have been applied and publishing the 
results on this assessment including an action plan for 
improvement and evidence to demonstrate good 
governance (annual governance statement) 
 

Ensuring that the framework is applied to jointly 
managed or shared service organisations as 
appropriate.  
 

Ensuring the performance information that 
accompanies the financial statement is prepared on a 
consistent and timely basis and the statements allow 
for comparison with other similar organisations. 
 

 

 

¶ Annual and quarterly 

Performance and Efficiency 

reports 

¶ Delegation Scheme 

¶ Annual Statement of 

Assurance 

¶ Annual budget setting  

¶ Internal Audit Reports 

¶ MTFS 

¶ Annual Governance 

Statement 

¶ Performance Management 

Framework 

¶ Financial Report 

¶ CFA meetings and minutes 
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ASSURANCE AND EFFECTIVE ACCOUNTABILITY 
 

Ensuring that the recommendations for corrective 
action made by external audit are acted upon. 
 

Ensuring an effective internal audit service with direct 
access to Members is in place which provides 
assurance with regard to governance arrangements 
and recommendations are acted upon. 
 

Welcoming peer challenge, reviews and inspections 
from regulatory bodies and implementing 
recommendations. 
 

Gaining assurance on risks associated with delivering 
services through third parties and that this is 
evidenced in the annual governance statement. 
 

Ensuring that when working in partnership, 
arrangements for accountability are clear and that the 
need for wider public accountability has been 
recognised and met.   

 

 

¶ A&G Committee 

¶ ELT 

¶ CFA                                                               

¶ Annual Performance & 

Efficiency Report 

¶ Annual  Statement of 

Assurance 

¶ Risk Registers 

¶ Community Risk Profile 

¶ HMICFRS 

¶ Financial Report 

¶ Performance Management 

Framework 

 

 

 

7. CFA KEY DOCUMENTS  
 The following documents demonstrate the Authorityôs compliance: 
 
7.1 The Constitution  
 1. Governance 
 2. Terms of Reference and Delegated Powers 
 3. Delegation Scheme 
 4. Financial Procedure Rules 
 5. Standing Orders (includes contract procedure rules) 
 6. Code of Corporate Governance 
 7. Members Allowance Scheme 
 8. Ethical Governance Framework which includes the: 

¶ Anti-Fraud and Anti-Corruption Strategy (this outlines how we want 
our Members and Officers to behave) which includes the Fraud 
Response Plan; General Principles of Public Life; Whistleblowing 
Policy; Prosecution Policy; Gifts and Hospitality Guidance; and 
Anti-Money Laundering Policy 

¶ Standards and Partners 

¶ Code of Conduct for Members 

¶ Register of Members Interests ï this is displayed on the website. 

¶ Gifts and Hospitality 

¶ Complaints Process for Members 
 9. Member Development Plan 
  



OFFICIAL ς CONSTITUTION 2019/20                                                      Page 139 of 292 

 
7.2 Key Documents 
 1. CIRMP 2018 - 2022 
 2. Annual Service Plan  
 3. Risk Management Framework and Community Risk Profile 
 4. Year End Performance and Efficiency Report 
 5. The Financial Report and Medium Term Financial Strategy 
 6. Asset Management Plan 2018-26  
 7. Annual Governance Statement 
 8. External Auditor reports 
 9. Compliments and Complaints 
 10. Efficiency Plan  
 11. Pay Policy Statement 
 12 Annual Statement of Assurance 
 13 Transparency, Accountability and Assurance Policy and Strategy 
 14 Member Handbook 
 15 External and Internal Auditor reports 
 16 ICT and Information Governance Policies and Procedures 
 17 Sustainability Policy and Strategy 
 18 Equality, Diversity and Inclusion Policy and Strategy 
 19 The Publication Scheme 

20 People Strategy 
 21 Community Safety Strategy 
 22 Values and Behaviours Framework 
 23 Whistleblowing Policy 
 24 Grievance and Disciplinary Procedures 
 25 Community Risk Profile 
 26 Internal Audit Reports 
 27 Gender Pay Gap Report 
 28 PSED annual report 
 29 Integrated Strategic Risk and Financial Planning Framework 
 30 Strategic Planning Framework 
 31 Code of Conduct for Employees 
  
  
 
8. MONITORING AND REVIEW 
 

8.1 A full review of the Code of Corporate Governance will be undertaken in April 
2022 in line with the Authorityôs Corporate Document Framework.  A light 
touch review of the Authorityôs Governance arrangements will be carried out 
annually to ensure compliance and provide assurance that the governance 
arrangements are operating effectively. 

 
8.2 The preparation and publication of the Annual Governance Statement will 

meet the statutory requirement of the Accounts and Audit Regulations that 
requires Organisationsô to ñconduct a review at least once a year on the 
effectiveness of its system of internal controlò and to prepare a statement on 
internal control ñin accordance with proper practicesò.  As such the 
Governance Statement will be prepared in accordance with the timetable for 
the preparation of financial statements in accordance with the Accounts and 
Audit Regulations. 
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8.3 The Authority is responsible for the review and monitoring of the Authorityôs 

Constitution, which includes the annual review of the Pay Policy Statement 
and the Annual Statement of Assurance.  The Audit and Governance are 
responsible for monitoring and reviewing the Authorityôs Corporate 
Governance arrangements whose principle remits are to: 

 

¶ provide independent assurance of the performance and risk management 
framework and associated control environment   

¶ scrutiny of financial and non-financial performance issues 

¶ scrutinise the Authorityôs performance in achieving its objectives and 
monitoring of progress and performance against the annual strategic plan 
of the Authority (CIRMP) 

¶ external and internal Audit 

¶ advise the Authority upon the adoption of a Code of Conduct and any 
revisions to that Code through monitoring its operation and overall 
effectiveness 

¶ promote good ethical governance and maintain high standards of conduct 
from members of the Authority and to assist them in observing the Codes 
of Conduct 

¶ provide such advice, guidance and training as may be required in relation 
to the duty to promote and maintain high standards of conduct by elected 
and co-opted members  

¶ make recommendations to the Authority in relation to the promotion and 
maintenance of high ethical standards within the Authority and to 
contribute to issues of governance at its discretion 

¶ undertake matters of complaint referred to them by the Legal Adviser and 
Monitoring Officer or through any regulatory body for their consideration 
and to delegate to a Hearing Sub-Committee and to take any action 
required.  Powers to consider the outcome of any investigation report, to 
publish report findings and make such recommendations as are 
appropriate 

¶ grant dispensations to Members upon the requirements relating to 
disclosable pecuniary interests as set out within the Code of Conduct 

¶ scrutiny of the Annual Statement of Assurance 
 

8.4 Through the above Committee the Authority will ensure that these 
arrangements are kept under continual review by: 

 

¶ The work of Internal Audit; 

¶ Reports prepared by managers with responsibility for aspects of the Code 
of Corporate Governance; 

¶ External Audit opinion; 

¶ Other review agencies and Inspectorates; 

¶ Opinion from the Authorityôs Proper Officers (Statutory Officers) 
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9. TRANSPARENCY AGENDA 
 
 1. All Cleveland Fire Authority reports and minutes are displayed on the 

internet with the exception of exempt information. 
 2. Notices of meetings are sent to be displayed on the four constituent 

Council public notice boards. 
 3. Members Registers of Interests are displayed on the Brigade website. 
 4. Complaints Procedure displayed 
 5. All transactions over £500 are itemised on the website 

 6. Adhere to the Local Government Transparency Code 2015 
 7. Comply with the Trade Union Facility Time Regulations  
 8. Adhere to the Publication Scheme 
  

 
10. CONTACTS 
 
 Please contact the following Authority Officers for further information 

regarding the Authorityôs governance arrangements: 
 
 Peter Devlin, Legal Adviser/Monitoring Officer  
 Training and Administration Hub, Endeavour House, Queens Meadow 

Business Park, Hartlepool, TS25 5TH 
 Telephone 01429 872311 
 
 Karen Winter, Director of Corporate Services, Cleveland Fire Brigade,  
 Training and Administration Hub, Endeavour House, Queens Meadow 

Business Park, Hartlepool, TS25 5TH 
 Telephone 01429 872311 
 
 Chris Little, Treasurer to the Authority,  
 Cleveland Fire Authority, c/o Civic Centre, Hartlepool TS24 8AY 
 Telephone 01429 523002 
 
 John Morton, Deputy Treasurer,  
 c/o Civic Centre, Hartlepool TS24 8AY 
 Telephone 01429 523002 
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CLEVELAND FIRE AUTHORITY - MEMBERSô ALLOWANCE SCHEME 

 

 
This is the Cleveland Fire Authority Members Allowance Scheme, covering the 
allowances which can be claimed by Members (including Co-opted Members) of 
Cleveland Fire Authority.  
 
Contents 
 
Section 1 : The Scheme and Summary of Allowances Payable 
 
Section 2 : Basic Allowance 
 
Section 3 : Special Responsibility Allowance 
 
Section 4 : Dependants Carersô Allowance 
 
Section 5 : Travelling and Subsistence Allowance 
 
Section 6 : How to Claim Travelling & Subsistence Allowance  
 
Section 7 : Co-opteesô Allowance 
 
Section 8 : Income Tax and Welfare Benefits 
 
Section 9 : Insurance for Members 
 
 
 
 
Schedule 1 : Rates of Basic, Special Responsibility & Co-opteesô Allowances 
 
Schedule 2 : Part Year Entitlement  
 
Schedule 3 : Travelling and Subsistence Rates  
 
Schedule 4 : Approved Duties 
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SECTION 1: THE SCHEME AND SUMMARY OF ALLOWANCES 
PAYABLE 

1.1 The Scheme 
 

1.1.1 This is the Cleveland Fire Authority Membersô Allowance Scheme [ñthe 
Schemeò] for the payment of Membersô Allowances. The Scheme is 
based on the provisions contained in the Local Authorities (Membersô 
Allowances) (England) Regulations 2003 as may be amended from time 
to time [ñthe Regulationsò]. It also has regard to relevant Government 
guidance. At a meeting on 26th September, 2003, the Cleveland Fire 
Authority [ñthe Authorityò] after considering advice from the Independent 
Panel set up on 8th September, 2003, approved the Scheme to take 
effect on and from 1st. May 2003. 

 
1.1.2 The Scheme shall have effect without time limit and may be amended or 

revoked in accordance with the Regulations. Sections 4, 8 and 9 of this 
document and any other content included in this document for 
information may be updated, supplemented or deleted as appears 
appropriate. Any such alterations shall not be treated as amendments to 
the Scheme. 

 
1.1.3 The Scheme shall have effect and be construed in accordance with the 

Regulations. In the event of any inconsistencies between the Scheme 
and the Regulations, the Regulations shall prevail.  

 
1.1.4 Any procedures or requirements of the Regulations which are not 

expressly incorporated in the Scheme are hereby deemed to have been 
so incorporated.  

 
1.1.5 A reference herein to a Schedule shall be deemed to be a reference to a 

Schedule in the Scheme unless there appears to be a contrary intention. 
A reference to a Member or a Co-optee shall be to a Member or Co-
optee of the Authority. 

 
1.1.6 Allowances will be reviewed following Members calling of an IRP. 

 
 
1.2 Summary of Allowances payable and Amendments to the Scheme 
 

1.2.1 Section 2 of the Scheme provides for the payment of an annual Basic 
Allowance for each Member of the Authority.  

 
1.2.2 Section 3 of the Scheme provides for annual Special Responsibility 

Allowance for those Members who have special duties and/or hold 
particular posts.  

 
1.2.3 It is outside the powers of the Authority, under the current Regulations, to 

approve Dependants Carersô Allowance.  
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1.2.4 Section 5 and 6 of the Scheme provide for Travelling and Subsistence 
Allowance for all Members and Co-opted Members of the Authority and 
explain how claims should be made. 

 
1.2.5 Section 7 of the Scheme provides for annual Co-opteesô Allowance. As 

the Authority has no Co-optees at this time no allowance has been set. 
 

1.2.6 Where an amendment is to be made by the Authority to the Scheme 
which affects an Allowance payable in the year in which the amendment 
is made, the Authority may decide that the entitlement to that Allowance 
is to apply with effect from the beginning of the year in which the 
amendment is made, i.e. to backdate the amendment to that extent.  

 
1.2.7 Provision has been made, in accordance with the power conferred by the 

regulations, to make annual adjustments to allowances by reference to 
specified indices. The index for inflation to be adopted for the purpose of 
this Scheme is the Harmonised Index of Consumer Prices (HICP) or 
Consumer Prices Index (CPI) as it is referred to in the UK.  Any change 
arising only from such annual adjustment shall not be deemed to be an 
amendment to the scheme. 

 
1.3 Tax and Insurance 
 

1.3.1 Section 8 and 9 of the Scheme mention liability to Income Tax and the 
insurance arrangements for Members and Co-optees of the Authority. 
These sections do not deal with entitlements under the Scheme and are 
only brief summaries for information. The Authority does not guarantee 
that they are necessarily accurate or appropriate for individual Members 
or Co-optees. It is for Members and Co-optees to satisfy themselves 
personally that their tax and insurance arrangements are in order and 
they should consult their own advisers as they think fit about these 
matters. 

 
1.4 Responsibility to Submit Accurate Claims 
 

1.4.1 It is important that Members and Co-optees are aware of their 
responsibility to submit accurate claims and to be able to demonstrate 
that they did incur any expenditure for which they are claiming.  

 
1.5 Public Record of Payments and Availability of the Scheme 

 

1.5.1 The Authority maintains a record showing payments made to Members 
and Co-optees in accordance with the Scheme. The record is kept 
available for public inspection during normal office opening hours at the 
Authorityôs principal office (Brigade Headquarters, Endeavour House, 
Stockton Road, Hartlepool). The record may be inspected free of charge 
by any local government elector for the areas of Hartlepool, 
Middlesbrough, Stockton on Tees and Redcar and Cleveland Borough 
Councils, these being the areas within which the Authority exercises its 
functions. A copy of the record will be supplied to any person who so 
requests and who pays the Authorityôs reasonable fee as determined by 
the Authority. 
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1.5.2 Copies of the Scheme are made available for inspection by the public at 

the Authorityôs principal office, Training and Administration Hub, 
Endeavour House, Queens Meadow Business Park, Hartlepool during 
normal office opening hours.  A copy will be supplied to any person who 
so requests and who pays the Authorityôs reasonable fee as determined 
by the Authority.  Any person wishing to inspect the record of payments 
or the Scheme should contact the Democratic and Administration 
Manager.   

 
1.6 Foregoing Entitlement to Allowances 
 

1.6.1 A Member or Co-optee may elect to forgo entitlement to all or any part of 
his/her entitlement to allowances under the Scheme, by notifying the 
Treasurer in writing. In practice this relates to the Basic Allowance, 
Special Responsibility Allowance and Co-optees Allowance, which are 
the allowances which will otherwise be paid automatically. 

 
1.7 Advice & Queries 
 

1.7.1 Any Member or Co-optee requiring advice about how best to maintain 
records to authenticate claims or with any other queries about the 
Scheme should contact the Democratic and Administration Manager.  

 
1.7.2 In the case of an unresolved dispute in relation to any claim, the 

Democratic and Administration Manager shall refer the matter to the 
Treasurer to the Authority who shall be the final arbiter. 

 

SECTION 2: BASIC ALLOWANCE 

 
2.1 Basic Allowance is paid to all Members of the Authority at the same rate. It is 

intended to recognise the requirement for Members to attend various meetings of 
the Authority as part of their duties. It is also to recognise the role Members 
perform within the community. 

 
2.2 The amount and payment of Basic Allowance are as stated in Schedule 1. Part 

Year entitlement will be assessed in accordance with Schedule 2. 
 
2.3 Co-optees are not eligible for Basic Allowance.  Allowances for Co-optees are 

set out in Section 7. 
 
2.4 Any allowance may be withheld where a Member ceased to be a Councillor or is 

otherwise unable to discharge the role (other than in the case of illness), the 
Treasurer in conjunction with the Legal Adviser and Monitoring Officer can 
withhold allowances, if reasonable to do so.  Members have the right to appeal 
as outlined in the Corporate Governance Framework 
 

2.5 Basic Allowance is subject to Income Tax and National Insurance Contributions 
(see Section 8). 
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SECTION 3: SPECIAL RESPONSIBILITY ALLOWANCE 
 
3.1 Special Responsibility Allowances enable payments to be made to Members 

who have special duties and/or hold particular posts and can be of different 
amounts. The categories of special responsibilities are set out in the 
Regulations. 

 
3.2 The amounts and payment of Special Responsibility Allowances are as stated in 

Schedule 1. Part Year entitlement will be assessed in accordance with Schedule 
2. 

 
3.3 Co-optees are not eligible for Special Responsibility Allowance.  
 
3.4 Only one Special Responsibility Allowance is payable per Member. If more than 

one such allowance appears to be payable, the Member may elect which 
allowance shall be paid. In the event of failure to elect, the Member will be 
deemed to have elected to receive the Special Responsibility Allowance which is 
the greatest. 

 
3.5 Special Responsibility Allowance is subject to Income Tax and National 

Insurance Contributions (see Section 8). 
 
 

SECTION 4: DEPENDANTS CARERSô ALLOWANCE  
 
4.1 It is outside the powers of the Authority to approve Dependants Carersô 

Allowance under the present Regulations. 
 
 

SECTION 5: TRAVELLING AND SUBSISTENCE ALLOWANCE 
 
5.1 Travelling Allowances  
 

5.1.1 Members, including Co-optees, may claim travelling expenses for travel 
undertaken in connection with Approved Duties. Details of the Travelling 
Allowances which may be claimed are set out in Schedule 3. The duties 
which are Approved Duties for which a claim may be made are set out in 
Schedule 4 

 
5.1.2 Please note that proper VAT receipts for expenses including parking fee 

tickets are needed in order for the Authority to validate claims and to 
reclaim VAT.  Members should ask for/keep these and attach them to 
claim forms. Failure to supply a receipt may result in non-payment of a 
claim. 

 
5.1.3 When travelling by train Members should obtain a rail warrant so that the 

Authority can take advantage of preferential rates. In the first, instance 
please contact the Democratic and Administration Manager at Fire 
Brigade Training and Administration Hub for guidance on obtaining a 
travel warrant as soon as travel arrangements have been confirmed and 
the post-holder will arrange for a travel warrant to be issued. 
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5.1.4 Claims for Travel Allowance are generally not subject to deductions for 

Income Tax and National Insurance (see Section 8) 
 
5.2 Subsistence Allowances 
 

5.2.1 Members, including Co-optees, may claim subsistence for costs of 
refreshments and accommodation necessarily incurred when undertaking 
Approved Duties. Details of the Subsistence Allowances which may be 
claimed are set out in Schedule 3. The duties which are Approved Duties 
for which a claim may be made are set out in Schedule 4.  

 
5.2.2 Members are not entitled to claim subsistence to the extent that suitable 

refreshments are provided for them while they are undertaking the 
approved duty. In calculating the length of time it has taken to perform an 
approved duty, such as a meeting, Members are entitled to include 
reasonable travelling time in getting to and from the meeting place. 

 
5.2.3 Members are not entitled to claim subsistence to the extent that suitable 

accommodation is provided for them while they are undertaking the 
approved duty. Normally accommodation will be booked for Members and 
the Authority will pay direct. Members should always consult the 
Democratic and Administration Manager prior to arranging and paying for 
accommodation themselves. 

 
5.2.4 Please note that proper VAT receipts are needed in order for the Authority 

to validate claims and to reclaim VAT. Members should ask for/keep these 
and attach them to claim forms. Failure to supply a receipt may result in 
non-payment of a claim. 

 
5.2.5 When a receipt is not provided, claims for Subsistence Allowance are 

subject to deductions for Income Tax and National Insurance. 
 
 

SECTION 6: HOW TO CLAIM TRAVELLING AND SUBSISTENCE 
ALLOWANCE 

 
6.1 In this section ñMembersò includes Co-optees. 
 
6.2 Claims for Travelling and/or Subsistence Allowance must be submitted on the 

standard forms.  
 
6.3 The forms include the following declaration which must be completed:- 

 
ñI declare I have incurred expenditure on travelling and/or subsistence for the 
purpose of enabling me to perform approved duties as a Member or Co-opted 
Member of Cleveland Fire Authority and that the rates are in accordance with 
those determined by the Authority. I declare that the statements in my claim are 
correct. I have not made and will not make any other claim under any enactment 
for the same travelling and/or subsistence.ò 
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6.4 Claim forms are kept by the Democratic Support team, from whom additional 
forms may also be obtained. 

 
6.5 The deadline for processing claims is usually about the 25th day of the month 

and payment is made monthly on or about the fifteenth of the month by direct 
transfer to bank/building society accounts. 

 
6.6 Members should submit claims promptly, in arrears, and by no later than the last 

day of the calendar month.  Claims should be made within three months of the 
approved duty for which the claim is made. 

 
6.7 If any of the rates of Travelling and Subsistence Allowance are increased by the 

Authority and the increase is backdated to the start of a year, Members may be 
able to show that claims already processed or being processed should be 
revised to reflect the increase. 

 
6.8 Members should note that it is their responsibility to ensure that any claims 

submitted are accurate, and that they can demonstrate that they attended 
meetings for which they are claiming allowances etc. It is suggested that this can 
best be done by Members maintaining diary records of meetings attended, 
showing the dates of the meetings and duration. Where there is an attendance 
book at the meeting, the Members must sign the attendance book. NB, if 
Membersô allowance payments become the subject of investigation, these 
records may be required by the investigator. 

 
6.9 Members should also note that, as mention in Section 1 above, the Authority has 

to maintain a record showing payments made to Members which is open to 
public inspection.  

 
 

SECTION 7: CO-OPTEESô ALLOWANCE 
 
7.1 Co-opteesô Allowance enables payments to be made to Co-optees in respect of 

attendance at conferences and meetings and can be of different amounts for 
different Co-optees.  

 
7.2 The amounts and payment of Co-optees Allowance are as stated in Schedule 1. 

Part Year entitlement will be assessed in accordance with Schedule 2. These 
amounts are in addition to any Travelling or Subsistence Allowance which may 
be claimed by Co-optees under sections 5 and 6 of the Scheme. 

 
7.3 Co-opteesô Allowance is subject to Income Tax and National Insurance 

Contributions (see Section 8). 
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SECTION 8: INCOME TAX & WELFARE BENEFITS  
 
8.1 General 
 

8.1.1 NB ï Members must read the paragraph in Section 1 above headed ñTax 
and Insuranceò 

 
8.1.2 In this section ñMembersò includes Co-optees. 
 

8.2 Income Tax 
 

8.2.1 Basic, Special Responsibility, Co-optees and Dependant Carersô 
Allowances are subject to Income Tax as they are payments made in 
respect of the duties of an office.  Travelling and Subsistence Allowance 
is not normally subject to Income Tax if it is paid in respect of actual 
costs necessarily incurred in connection with the Approved Duty. 
Appropriate records should be kept to satisfy the Tax Office. Subsistence 
Allowance where no receipt is provided is subject to Income Tax. 

 
8.2.2 The Inland Revenue is notified of the names and addresses of all 

Members who claim taxable allowances.  Tax is deducted at basic rate 
until the Inland Revenue notify the Authority of the appropriate tax code 
for each Member. 

 
8.2.3 Some expenses incurred by Members in the course of Authority duties 

as Members may be deductible against tax. Any member who believes 
that some of his/her expenses as a Member may be tax deductible, 
should contact his/her Tax Office. 

 
8.2.4 The Authorityôs Tax Office is : 
 

HM Revenue & Customs, PO Box 1970, Liverpool, L75 1WX 
  

8.3 National Insurance Contributions 
 

8.3.1 Basic and Special Responsibility Allowance payments will attract National 
Insurance (NI) contributions at levels which vary depending on the total 
earnings of Members. 

 
8.3.2 Some Members may not be liable to any NI Contributions on Allowances if 

they fulfil any of the following criteria: 
 

(a) Their total earnings are less than the specified amount mentioned in 
8.3.3 (a) below 

 
 (b) They are men at state pension age  
 
 (c) They are women at state pension age  
 

(d) They are already paying the maximum NI Contributions on their 
employment earnings mentioned in 8.3.3 (b) below 
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8.3.3 There is no NI liability if either (a) total earnings are less than the specified    
minimum, currently £703 per month or (b) NI contributions at maximum 
rate are paid on employment earnings. 

 
8.3.4 Some Members, who are married women or widows who have elected to 

pay reduced rate contributions for NI, may also need to have their NI 
Contributions on allowances calculated at a reduced rate. 

 
8.3.5 Members who are self-employed may also be subject to different levels of 

NI Contributions. 
 
8.3.6 Members who believe that they fall into any of the above categories 

should contact the Head of Finance who will seek to obtain further 
information to assist with the query.  Members should also obtain the 
appropriate certificates from the Department of Social Security (DSS). 

 
8.4 Social Security Benefits 
 

8.4.1 The receipt of allowances may affect Members who are receiving Social 
Security Benefits. All allowances should be declared to the DSS who will 
be able to advise Members about the way in which allowances affect 
benefits such as Income Support. 

 
8.4.2 Members should note that failure to disclose any allowances to the DSS 

may result in prosecution. 
 
 

SECTION 9: INSURANCE FOR MEMBERS 
 
9.1 NB ï Members must read the paragraph in Section 1 above headed ñTax and 

Insuranceò 
 
9.2 In this section ñMembersò includes Co-optees. 
 
9.3 The Authority provides some insurance cover for Members when they are 

engaged on business which relates to their activities for the Authority. The 
insurance does not cover Party Political activities.   

 
9.4 The insurance covers certain risks in the following broad categories: 
 

¶ Public Liability 
¶ Officials Indemnity 
¶ Libel and Slander 
¶ Employers Liability 
¶ Personal Accident Insurance 
¶ Business Travel Insurance 
¶ Legal Expenses Insurance 

  
 For further details relating to the extent of this cover please contact the Brigadeôs 

Head of Finance 
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9.5 Please note that the Authority's motor insurance does not extend to Members' 
own vehicles, even if these vehicles are used on Authority business. Members 
should ensure that they have advised their own insurers and they are suitably 
covered if their own vehicles are to be used on Authority business. 
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SCHEDULE 1 
 
RATES OF ALLOWANCES 
 
Allowance                    Amount 
 
Basic          £2,194 a year 
 
Special Responsibility 
 (a) Chair of the Authority                £8,776.a year 
 (b) Vice Chair of the Authority                £4,388 a year 
 (c) Chair of Audit and Governance Com               £2,742 a year  
 (d) Co-optees                                                                   No rate set. 

Payments 

 
1.1 Payments shall be made, in respect of Basic and Special Responsibility and Co-

optees Allowances, in arrears in instalments of one-twelfth of the amount 
specified in the Scheme on or about the fifteenth of the month by direct transfer 
to bank/building society accounts (unless otherwise notified).  

 
1.2 Where a payment of one-twelfth of the amount specified in this Scheme in 

respect of a Basic, Special Responsibility or Co-optees Allowance would result in 
a Member or Co-optee receiving more than the amount to which he/she would be 
entitled, the monthly payments shall be restricted to such amount as will ensure 
that no more is paid than the amount to which he/she is entitled in any one 
financial year.  
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SCHEDULE 2   

PART-YEAR ENTITLEMENT 

 
 
1.1 The following will apply if in the course of a year,  
 

(a) the scheme is amended or 
 

(b) a Member (excluding any Co-optee) becomes, or ceases to be a Member, or  
 

(c) a Member (excluding any Co-optee) accepts or relinquishes a special 
responsibility in respect of which a Special Responsibility Allowance is 
payable or 

 

(d) a Co-optee becomes, or ceases to be a Co-optee. 
 
 
1.2 Amendments to the Scheme 
 
1.2.1 If one or more amendments to the Scheme are made which take effect during 

the year in question and change the amount(s) of any Allowance to which 
Members are entitled, the effect on Membersô entitlement will be as follows.  

 

1.2.2 If the amendment is backdated to the start of the year, Membersô entitlement 
shall be adjusted accordingly. 

 

1.2.3 Otherwise the Membersô entitlement shall reflect the changes in the rate of 
Allowance and the period(s) during which each rate was in force. 

 

 

1.3 Members for part Year only 

1.3.1 Where the term of office of a Member begins or ends otherwise than at the 
beginning or end of a year, his/her entitlement to Basic Allowance shall be to the 
payment of the appropriate proportion of the Basic Allowance  

 

(a) for the number of days during which his/her term of office as a Member 
subsists and 

 

(b) at the rate or rates applicable to that Allowance while his/her term of office as 
a Member subsists. 
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1.4 Members performing Special Responsibilities for part Year only 
 
1.4.1 Where a Member carries out any special responsibility such as entitles him/her 

to a Special Responsibility Allowance during part only of a year, his/her 
entitlement shall be to payment of the appropriate proportion of the Special 
Responsibility Allowance 

 
(a) for the number of days during which that Member has such special 

responsibility and 
 
(b) at the rate or rates applicable to that Allowance while the Member had such 

special responsibility. 
 
 
1.5 Co-optees for part Year only 
 
1.5.1 Where the appointment of a Co-optee begins or ends otherwise than at the 

beginning or end of a year, his/her entitlement to Co-opteesô Allowance shall be 
to the payment of the appropriate proportion of the Co-opteesô Allowance  

 

(a) for the number of days during which his/her appointment as a Co-optee 
subsists and 
 

(b) at the rate or rates applicable to him/her as a Co-optee while his/her 
appointment as a Co-optee subsists. 
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SCHEDULE 3 

TRAVELLING AND SUBSISTENCE RATES 

Public Transport 

 
The Authority will reimburse actual cost of coach travel or standard class rail fares, or 
the cheapest alternative. First class rail travel will only be allowed where as a result of 
possessing a rail card, a reduction, equal to second class rail travel is achieved; or 
when travelling with Officers of the Brigade entitled to travel first class; or when 
travelling long distances and requiring a meal which can only be obtained via a 1st class 
fare.  
 
When travelling by train Members must obtain a rail warrant so that the Authority can 
take advantage of preferential rates.  In the first, instance please contact the 
Democratic and Administration Manager for guidance on obtaining a travel warrant as 
soon as travel arrangements have been confirmed and the post holder will arrange for a 
travel warrant to be issued. If Members/Co-optees have to purchase their own rail 
tickets they should produce their receipt or ticket when claiming reimbursement.  
 
Travel by air may be appropriate in certain cases.  This will be arranged by the 
Democratic and Administration Manager. 
 
Travel by public transport is encouraged for long distance journeys but may be 
undertaken by private car where this is expedient. If so the Authority will pay 
Members/Co-optees the appropriate car mileage allowance shown below, not 
exceeding an amount equivalent to the standard second class rail fare. 
 
For local travel Members may choose either the appropriate car or motorcycle mileage 
allowance shown below.  Local travel is defined as any journey within a 60 mile radius 
of Fire Brigade HQ which takes in the perimeter of Regional Brigades HQôs. 
 
Taxi fares may be claimed but only (a) in cases of urgency or (b) for meetings outside 
normal working hours (8.30 a.m. - 6.30 p.m.) and, in either case, where no suitable 
public transport is available. Receipts should be produced.  Please contact the 
Democratic and Administration Manager whenever possible prior to booking taxis as 
preferential rates may be available. 

Car Mileage Allowances 

Capacity 

Basic rate for cars  up to 999cc   45.0p per mile 
    1000cc to 1199cc              45.0p per mile  
    1200 and above  45.0p per mile 

Motorcycle Allowance up to 150cc    9.5p per mile  

    151 to 500cc   13.7 per mile 
    Exceeding 500cc  18.1 per mile 
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HMRC have set an Approved Mileage Allowance Payment (AMAP) rate of 45p for the 
first 10,000 miles and 25p thereafter for Members/Co-optees using their own cars.  Any 
tax due will be deducted at source through the payroll. 
 

Day Subsistence  
The amounts below are the maximum which can be claimed. Receipts should be 

produced for all subsistence claimed.  
 
Eligibility is based on the time of day meals are taken and time away from home, as 
follows: - 
 
Breakfast allowance  - it is necessary to leave home  

before 7.00am for a minimum 
     period  of four hours    £5.57 
 
Lunch allowance  - minimum four hoursô absence 
     including 12 noon ï 2.00pm  £7.70 
 
Tea allowance  - minimum four hoursô absence 
     Up to and including 8.30pm  £3.04 
 
Evening Meal allowance - minimum four hoursô absence 
     returning after 8.30pm   £9.54 
 
Out of Pocket Expenses  for an overnight stay         £4.89  

 
General   - Tea and evening meal allowances cannot 

  be claimed in respect of the same evening.        
 

Overnight Subsistence 
For an absence overnight where own arrangements are to be made for 
accommodation, overnight subsistence may be claimed up to a maximum of: 
 
London Rate   - not exceeding  £91.04 
 
Standard Rate  - not exceeding  £79.82 
 
These rates cover all accommodation and meals and will be reduced for any meals 
provided. 
 
Receipts should be produced for all subsistence claimed. 
 
Overnight subsistence may be appropriate for meetings with an early start and a 
significant travelling distance.  Each case will be judged on merit.  Please contact the 
Democratic and Administration Manager for guidance and to enable the Authority to 
book accommodation to take advantage of preferential rates. 
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SCHEDULE 4 

APPROVED DUTIES 

The Authority specifies as approved duties for the purpose of the payment of Travelling 
and Subsistence Allowance:- 
 
1. Attendance at any meeting of the Authority or any of its Committees and Sub-

Committees/Panels.   

 
2. Attendance at any meeting of any bodies to which the Authority makes 

appointments or nominations, including any Committee or Sub-Committee of such 
a body.   

 
3. Attendance at any other meeting 
 

(a) the holding of which is authorised by the Authority, or any of its Committees or 
Sub-Committees, or by any Joint Committee (or Sub-Committee thereof) of the 
Authority and any other authority and 

(b) which is a meeting to which Members of at least two political groups of the 
Council have been invited 

 
(Without restricting the freedom to add to this list, the following meetings are 

approved under this category  

i) Members tours of the Authorityôs area. 
ii) Training sessions for the induction of Members or for the better performance 

of their duties and responsibilities or to enable better understanding of the 
Authorityôs functions. 

 
4. Attendance at any meetings of any association of authorities of which the Authority 

is a member.   
 
5. Performance of any duty in pursuance of any standing order made under section 

135 of the Local Government Act 1972 requiring a Member or Members to be 
present while tender documents are open.  

 
6. Performance of any duty in connection with any function of the Authority conferred 

by or under enactment and empowering or requiring the Authority to inspect or 
authorise the inspection of premises.  

 
7. Any other duty, or class of duty, approved by the Authority for the purpose of or in 

connection with the discharge of the functions of the Authority or any of its 
Committees or Sub-Committees. For this purpose, the Chief Fire Officer or the 
Director of Corporate Services in either case after consultation with the Chair of 
the Authority, may approve any duty or class of duty on behalf of the Authority.  
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ETHICAL GOVERNANCE 

FRAMEWORK 
 

¶ Anti-Fraud and Anti-Corruption Strategy 

¶ Standards and Partners 

¶ Members Code of Conduct 

¶ Register of Membersô Disclosable 

Pecuniary Interests 

¶ Gifts and Hospitality 

¶ How to make a complaint ï 

Arrangements for dealing with 

Standards allegations under the 

Localism Act, 2011 

  

SECTION 9 
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1  

ωAnti Fraud & Anti Corruption Strategy  
-   Fraud Response Plan 
-  The General Prinicipals of Public Life  
-  Whistleblowing Policy 
-  Prosecution Policy 
-  Guidance for Employees/Members on Gifts & Hospitality 
-  Anti-Money Laundering Policy 

2 
ωStandards and Partners 

3 

ωCode of  Conduct 

 4   

ωRegister of Members' Disclosable Pecuniary 
Interests 

5 

ωGifts and Hospitality 

6 

ω Arrangements for dealing with Standards 
allegations under the Localism Act, 2011 
(updated) 


