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SO121. Where any document will be a necessary step in legal proceedings 
on behalf of the Authority, it shall be signed by the Clerk & 
Monitoring Officer or such other officer as may be designated by 
him unless any enactment requires otherwise provided that the 
Authority or a Committee or Sub-Committee exercising delegated 
powers, if legally entitled, may authorise some other officer to 
execute any such document. 

FREEDOM OF INFORMATION 

SO122. In the course of their duties Authority Members may receive requests 
for information from public or commercial quarters.  A request for 
information that conforms to the Freedom of Information Act 2000 
is where the request:  

a) is written (e-mails and faxes included); 

b) includes a name and an address for correspondence (e-mail 
addresses accepted); 

c) provides a clear description of the information sought. 

SO123. In such circumstances the Authority is required to address the issue 
within twenty working days.  Failure to comply with the request 
within the timescale can lead to severe financial penalties being 
imposed on the Authority.   

SO124. Such requests should therefore be forwarded to the Document 
Management Team at Service Headquarters, where possible using 
the e-mail address: foi@rbfrs.co.uk .  All requests should 
make it clear that it is a Fire Authority Member who has received a 
request for information. 
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VARIATION OR REVOCATION OF STANDING ORDERS 

SO125. These Standing Orders shall not be amended, added to or rescinded 
unless notice shall have first been given to the Members in the 
Authority Agenda and such notice shall state the terms and effect 
of any proposed variation or revocation of these Standing Orders. 

SUSPENSION OF STANDING ORDERS 

SO126. Except in respect of  SO17 & SO18 (Minutes); SO88 to SO90 
(Voting);  and SO91 to SO103 (Staff /interests), any Member may, 
for any stated purpose, move the suspension of any Standing 
Order of the Authority and the motion, on being seconded, shall be  
put forthwith without speech or debate. 

STANDING ORDERS TO BE SUPPLIED TO MEMBERS 

SO127. The Clerk & Monitoring Officer shall arrange for a printed copy of 
these Standing Orders to be given to each Member of the Authority 
upon being first appointed a Member of the Authority. 
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FINANCIAL REGULATIONS 

GENERAL 

FR1. These Financial Regulations set out the procedures approved by the 
Royal Berkshire Fire Authority (hereafter referred to as “the 
Authority”) for the management of its financial affairs. 

FR2. The Regulations shall be read in conjunction with the Authority’s 
Standing Orders on Contracts and with any Financial Instructions 
issued by the Treasurer. 

FR3. All committees and officers of the Authority and any other persons 
acting on behalf of the Authority shall comply with the Financial 
Regulations and the Financial Instructions issued under them. 

ACCOUNTING PROCEDURES 

FR4. Subject to statutory requirements, the Treasurer shall determine the 
form of accounts, accounting procedures and all supporting 
accounting records of the Authority and its officers, before any new 
procedure or record is introduced or any existing procedure or 
record is amended or discontinued relating to the accounting for 
cash, stores or property or dealing with income or expenditure or 
other financial transaction. 

FR5. The following principles shall be observed in the allocation of 
accounting duties: 

a) The duties of providing information regarding amounts to be 
received or paid by the Authority and of calculating, checking 
and recording these sums, shall be separated as completely as 
possible from the duty of collecting or paying them; 
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b) Officers who are responsible for examining and checking the 
accounts of cash transactions shall not also be involved in 
performing the cash transactions. 

FR6. Proper security and privacy of information contained within financial 
records shall be maintained at all times, including information held 
on computers which shall be used in accordance with the principles 
of the Data Protection Act. 

FR7. The Treasurer shall as soon as possible after the end of each 
financial year, but no later than 30th September, submit to the 
Authority for approval the Statutory Statement of Accounts in 
respect of that year. 

FR8. The Treasurer shall present the approved Statutory Statement of 
Accounts together with all supporting documents to the Authority’s 
appointed External Auditors and shall subsequently report the 
Management Letter received from the External Auditor at the 
conclusion of the annual audit to the Authority. 

INTERNAL AUDIT 

FR9. The Treasurer shall secure and maintain a continuous internal audit, 
in accordance with the Accounts and Audit Regulations 1996, 
which shall comprise an examination of the accounting, financial 
and other operations of the Authority. 

FR10. Internal audit shall have access to all the Authority’s premises and 
the right to inspect all financial records and systems at any 
reasonable time and seek such information and explanations as 
they consider necessary for the purposes of their audit.  Auditors 
shall have the right to remove records and supporting 
documentation for examination as required. 
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FR11. Whenever any matter arises which involves, or is thought to involve 
irregularities concerning cash, stores or other assets of the 
Authority, or in connection with the exercise of the functions of the 
Authority, the Chief Fire Officer, Clerk & Monitoring Officer or 
Director shall ensure that: 

a) the Treasurer  is notified immediately to enable advice 
regarding insurance claims and future system operation, to be 
given; 

b) advice is obtained from the Treasurer regarding the nature of 
any further investigation to be considered; 

c) where there is the possibility of criminal action being brought, 
any further interviewing is conducted under the guidance of the 
Treasurer’s appointed Internal Auditors to ensure that the 
requirements of the Police and Criminal Evidence Act 1984 are 
met.  The Treasurer shall advise the Chief Fire Officer and 
Directors as appropriate; 

d) any decision to refer a matter to the Police will be taken by the 
Chief Fire Officer or Director after consultation with the 
Authority’s Clerk & Monitoring Officer and Treasurer. 

FR12. The Treasurer will advise the Chairman of the Authority of any 
significant irregularities and shall report to the Authority the 
outcome of investigations into them. 

 

FR13. The Authority’s retained Internal Auditors shall reserve the right to 
report direct to the Clerk & Monitoring Officer and/or the Chairman 
of the Authority. 



 FINANCIAL REGULATIONS 

 64 

BUDGET PLANNING AND PREPARATION 

FR14. The Treasurer, in consultation with the Chief Fire Officer, shall 
submit to the Authority each year an appraisal of the current 
financial position and an assessment of the factors likely to affect 
the financial position in the following year, and subsequent years 
where appropriate, in order for the Authority to determine its overall 
financial and other objectives. 

FR15. In conjunction with the above mentioned appraisal, the Chief Fire 
Officer, in consultation with the Treasurer, shall prepare each year 
a three year capital programme, including an assessment of the 
likely revenue consequences, for consideration and approval by the 
Authority. 

FR16. The Chief Fire Officer, in consultation with the Treasurer, shall 
prepare an estimate of the following year’s income and expenditure 
and this estimate shall be submitted to the Authority for approval in 
the form of a joint report. 

FR17. The Authority shall consider the draft revenue and capital budgets in 
the light of the Basic and Supplementary Credit Approvals issued 
by the Home Office and the Authority’s overall financial position 
and make such amendments as necessary. 

FR18. The Treasurer shall, before 31 December in any year, submit to each 
constituent authority the approved estimate of the Authority’s net 
expenses for the following financial year, and shall subsequently, 
before 15 February, give notice to each constituent authority of the 
amount of contribution to be paid by that authority in the next 
financial year. 
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POWER TO INCUR EXPENDITURE WITHIN APPROVED 
ESTIMATES 

FR19. Subject to FR2 below, the inclusion of an item in the approved 
budget shall constitute authority to incur expenditure up to the 
amount approved and within delegated limits specified for Officers. 

FR20. The inclusion of an item in the Authority’s approved capital 
programme shall not confer authority to incur expenditure until: 

a) a detailed scheme and financial appraisal has been approved 
by the Authority; and 

b) all necessary ministerial and other approvals have been 
received. 

BUDGET MONITORING 

FR21. The Treasurer shall ensure that an effective system of budgetary 
control is operated throughout the Authority. 

FR22. The Chief Fire Officer shall be responsible for monitoring actual 
income and expenditure against the approved budget and for 
ensuring that the overall revenue budget is not exceeded.  The 
Treasurer shall ensure that the Chief Fire Officer is provided with 
periodical information detailing expenditure and income under each 
head of the approved revenue budget and in respect of each 
capital scheme. 

FR23. The Treasurer may authorise virements between revenue budget 
heads provided such virements are in line with the agreed policies 
of the Authority and do not add to the Authority’s financial 
commitments in future years. 
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FR24. The Chief Fire Officer may, after consulting the Treasurer, on 
resource implications, authorise additional expenditure on an 
approved capital scheme provided that the sum involved does not 
exceed the lesser of 10% or £25,000 of the approved budget for 
the scheme, or when added to previously agreed variations the 
cumulative variation does not exceed the lesser of 10% or £25,000.  
Where the additional expenditure exceeds this limit, it shall not be 
authorised without the approval of the Authority. 

FR25. Subject to FR26 below, the Chief Fire Officer and the Treasurer shall 
report to each programmed meeting of the Authority on the 
progress of actual income and expenditure against the approved 
revenue and capital budgets. 

FR26. If the Chief Fire Officer identifies a potential overspend on the 
revenue budget that cannot be met from savings or reductions 
elsewhere he shall consult the Treasurer and together they shall 
submit a report to the Authority explaining how the situation has 
arisen and stating the consequences of adhering to the approved 
budget.   

BANKING ARRANGEMENTS 

FR27. All arrangements with the Authority’s bankers shall be made only by 
or under arrangements approved by the Treasurer, who shall 
operate such bank accounts as he may consider necessary, and in 
accordance with the relevant bank mandates. 

FR28. All cheques, except for cheques drawn on authorised imprest 
accounts, shall be ordered only by the Treasurer who shall ensure 
that proper arrangements are in place for their safe keeping. 
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FR29. The Treasurer shall issue all necessary notices and instructions to 
the bank relating to all financial transactions, the opening and 
closing of accounts, their manner of operation and any overdraft 
arrangements thereon. 

FR30. All payments by cheque made on behalf of the Combined Fire 
Authority shall bear the facsimile signature of the Treasurer or 
other appropriate authorised officer, or be signed by the Treasurer 
or by an officer authorised by the Treasurer.  Where the value of a 
cheque exceeds a limit as set from time to time by the Treasurer, it 
shall in the case of a cheque bearing a facsimile signature be 
countersigned by the Treasurer or by an officer authorised by the 
Treasurer. 

FR31. When payments are to be transmitted electronically, the Treasurer 
shall determine the arrangements necessary to safeguard the 
Authority against potential loss. 

IMPREST ACCOUNTS 

FR32. The Treasurer shall approve and provide such imprest accounts and 
petty cash accounts, or any changes to existing accounts as 
he/she considers appropriate. 

FR33. Reimbursement of payments shall be made on receipt of supporting 
vouchers in a form approved by the Treasurer and VAT receipts 
where appropriate. 

FR34. Imprested and petty cash accounts shall not be used for: 

a) encashment of personal cheques; 
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b) travelling or other taxable benefit which should be paid through 
the payroll system; 

c) cash advances; 

d) loans to employees. 

FR35. No income received on behalf of the Authority may be paid into an 
imprest or petty cash account, but must be banked or paid into 
Brigade Headquarters. 

FR36. When necessary the Treasurer will open an account with the 
Authority’s bankers, to be operated on an imprest basis.  The 
account holder shall not allow the account to be overdrawn. 

FR37. Cheques drawn on an imprest account shall be signed by at least 
two signatories.  The Chief Fire Officer shall provide the Treasurer 
with names of all signatories to the account, together with 
specimen signatures and details of the limits of their authorisation 
and position within the organisation. 

FR38. Cheque books relating to Imprest Accounts will be kept secure. 

PETTY CASH ACCOUNTS 

FR39. When a petty cash advance is made for the purpose of paying 
expenses, the officers concerned shall maintain a record of their 
receipts and payments, and shall give the Treasurer a certificate of 
the balance of the account, annually at the 31 March. 

FR40. Petty Cash Accounts must only be accessed by authorised staff.  A 
list of staff and specimen signatures to be sent to the Treasurer. 
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FR41. Petty cash is not to be used for payments exceeding £25.00.  
Payments exceeding £25.00 but up to £50 can be made with the 
approval of the Brigade Management Accountant.  Payments in 
excess of £50 to be requested by cheque. 

FR42. All payments made by Petty Cash must be supported with a receipt 
or acknowledgement of payment that identifies the supplier’s VAT 
registration number, any VAT paid and details of items purchased. 

ORDERS FOR GOODS, WORKS AND SERVICES 

FR43. Where expenditure is estimated to not exceed £3,000 a contract may 
be entered into with such a person as is considered appropriate for 
the purpose. 

FR44. When expenditure is estimated to exceed £3,000 but is not more 
than £10,000, three formal quotations must be sought wherever 
practicable.  The seeking of quotations should be accompanied by 
a letter setting out requirements. 

FR45. Where expenditure is estimated to exceed £10,000, the procedures 
set out in Contract Standing Orders shall apply. 

FR46. The Treasurer in consultation with the Clerk & Monitoring Officer 
shall approve the form of Official Orders for requisitioning goods, 
works and services. 

FR47. Official Orders shall be issued for all goods, works and services 
except for any specific exceptions agreed by the Treasurer.  
Telephone or verbal orders shall be confirmed by an Official Order 
the same day or as soon as possible. 
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FR48. Official Orders shall clearly state the nature and/or quantity of goods, 
works or services required, the price where known and reference to 
any agreed tender or quotation. 

FR49. Orders should conform to any directions of the Authority regarding 
central purchasing and the standardisation of supplies and 
materials. 

FR50. Orders are only to be used for goods and services required by the 
Authority.  Individuals must in no circumstances use official orders 
to obtain goods and services for their private use. 

FR51. Official Orders shall be signed by the Chief Fire Officer, or other 
officers authorised in writing by the Chief Fire Officer.  The 
Treasurer shall be notified of all authorised officers and supplied 
with a record of specimen signatures. 

FR52. Before placing an Official Order, authorising officers shall satisfy 
themselves and be able to demonstrate that authority to purchase 
and budget provision exist, that the order represents best value for 
money, and where appropriate that the Authority’s Contract 
Standing Orders and the requirement of these Regulations have 
been complied with. 

CONTRACTS FOR BUILDING, CONSTRUCTION AND 
ENGINEERING WORKS 

FR53. The Chief Fire Officer shall notify the Treasurer of all contracts 
entered into for building, construction and engineering works where 
payment is to be made by instalments. 

FR54. The Treasurer shall ensure that a register is maintained of such 
contracts showing the state of account on each contract between 
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the Authority and the contractor together with any other payments 
and the related professional fees. 

FR55. Payments to contractors on account of contracts shall be made only 
on a certificate issued by the Chief Fire Officer, other officer or 
consultant in accordance with the conditions of the contract. 

FR56. Every variation on a contract shall be authorised in writing by the 
Chief Fire Officer, other officer or consultant in accordance with the 
conditions of the contract.  Where such variation exceeds the limit 
set out in FR24, it shall not be authorised without the approval of 
the Authority. 

FR57. Claims from a contractor or third parties in respect of matters not 
clearly within the terms of the contract shall be referred to the Clerk 
& Monitoring Officer and Treasurer for consideration of the 
Authority’s legal and financial liability before any acceptance of 
liability is given either orally or in writing. 

FR58. Before a final payment certificate is issued for a contract, the 
Treasurer shall be given the opportunity to examine the 
contractor’s final account and any other relevant documents he/she 
considers necessary. 

PAYMENT OF CREDITORS 

FR59. All payments on behalf of the Authority shall be made by the 
Treasurer, except where delegated powers have been given to 
holders of authorised bank accounts. 

FR60. All work, goods and services shall be checked upon receipt to 
ensure that they are in accordance with the order. 
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FR61. The Chief Fire Officer is responsible for authentication, certifications 
and coding of invoice payments and shall provide the Treasurer 
with a list of staff authorised to certify invoices in this respect, 
together with specimen signatures and any financial or operational 
limits to their authority. 

FR62. All accounts received over £25,000 shall be countersigned by the 
Chief Fire Officer or in his absence the Deputy Chief Fire Officer. 

FR63. Prior to invoices being passed for payment the certifying officer shall 
ensure the following checks have been made to ensure that: 

a) the order has been properly raised; 

b) goods or services have been satisfactorily received; 

c) the invoice has not previously been paid; 

d) expenditure has been properly incurred and is within budget 
provision;  

e) prices and arithmetic are correct and as quoted or estimated; 

f) VAT has been correctly applied; 

g) the voucher has been properly coded to the correct account; 

h) discounts have been taken when available; 

i) the copy orders, inventories and accounting records have been 
properly endorsed; 

j) contract records have been properly updated; 
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FR64. Payments shall only be made when an original invoice is provided as 
a supporting voucher other than when payment is supported by a 
contract certificate or internal payment voucher.  Photocopy or Fax 
copies of an invoice will not be accepted for payment without the 
approval of the Treasurer or the Brigade Management 
Accountant.  Any alteration to an invoice shall be supported 
by a debit or credit note. 

FR65. All invoices from suppliers must have attached to them a certification 
slip, as approved by the Treasurer, showing that the required 
checks have been carried out and bearing the signatures of the 
examining officer and the certifying officer. 

FR66. The normal method of payment will be by BACS or cheque, or when 
authorised by the Treasurer by direct debit or bank transfer. 

FR67. All undisputed invoices shall be paid within allowed trading terms or 
where not specified within 30 days of receipt of the invoice.  Prompt 
payment discounts shall be taken when applicable. 

FR68. As soon as possible after 31 March in each year the Chief Fire 
Officer shall notify the Treasurer of all outstanding expenditure 
relating to the previous financial year. 

PAYMENT OF SALARIES, WAGES, PENSIONS AND OTHER 
EMOLUMENTS 

FR69. The Treasurer shall approve all arrangements and may issue 
Financial Management Instructions as considered appropriate 
concerning the payment of salaries, wages, pensions, 
compensation and other emoluments so as to be satisfied that 
proper systems of financial control are in place.  
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FR70. The Chief Fire Officer shall notify the Treasurer without delay, of all 
matters affecting the payment of such emoluments, including new 
appointments, resignations, dismissals, suspensions, secondments 
and transfers. 

FR71. Forms of notification and other pay documents shall be in the form 
prescribed by the Treasurer and shall be certified by a line 
manager. 

FR72. Appointments of all employees shall be made in accordance with the 
regulations of the Authority and the approved budget, grade and 
rates of pay and allowances. 

FR73. Payroll transactions must only be processed through the payroll 
system.  No pay may be processed through the creditors’ payment 
system, imprested accounts or petty cash. 

FR74. All payments under the relocation scheme shall be in accordance 
with the scheme.  A formal agreement must be signed by the 
member of staff prior to receipt of any benefit. 

FR75. All employees seeking reimbursement of expenses in respect of post 
entry training courses shall enter into an agreement with the 
Authority in accordance with the appropriate conditions of its post 
entry training scheme before any payment is made. 

FR76. The Chief Fire Officer shall ensure that adequate records are kept, 
detailing the total funded support for training, relocation or other 
purposes given to each member of staff, to enable costs to be 
ascertained when an employee leaves the Authority prematurely. 
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COLLECTION OF INCOME 

FR77. The Treasurer shall approve all arrangements and may issue 
Financial Management Instructions as considered appropriate 
concerning the collection and recovery of all income due to the 
Authority.   

FR78. The Chief Fire Officer shall ensure that charges are levied for all 
work done, services rendered, or goods supplied, in accordance 
with agreed charging rates, and that all charges are either paid for 
at the time of supply or invoiced for promptly.   

FR79. The Treasurer shall ensure the maintenance of a periodical income 
register of all sums regularly due to the Authority and introduce 
procedures to ensure the prompt recording therein of all monies 
due to the Authority and of the associated contracts, leases, other 
agreements and arrangements. 

CASH COLLECTION 

FR80. Where income is collected, officers shall: 

a) Issue an official receipt, or maintain other formal 
documentation; 

b) Note the form in which it was received, e.g. cheque, cash. 

c) Enter details of the debt on the back of the cheque. 

FR81. All money received by any of the Authority’s establishments on its 
behalf shall be paid without delay into the Authority’s main bank 
account or into any other bank account established with the 
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approval of the Treasurer. When practicable, income may be paid 
into the Authority’s Headquarters.  

FR82. Details to be provided on any Bank Paying-In slip shall include: 

a) The name of the collecting establishment 

b) The date collected 

c) The initials of two staff who have checked the payment 

FR83. The Treasurer shall be notified of any serious shortage or missing 
income immediately. 

FR84. Cash income must not be used for the encashment of personal 
cheques or for making any other payments. 

FR85. Post opening when income may be present, the transfer of income 
between staff and receipting will be undertaken in accordance with 
arrangements approved by the Treasurer. 

FR86. All fees and cheques levied for goods and services shall be reviewed 
annually with the Treasurer and any changes approved by the 
Authority. 

FR87. Appropriate recovery procedures shall be undertaken in respect of 
debts which are not paid promptly. 

DEBTORS AND CREDIT INCOME 

FR88. The Brigade Management Accountant is responsible for the 
collection of debts and shall be supplied with the necessary 
supporting documents in order to achieve recovery. 
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FR89. When payment for goods or services is not received at the time of 
supply, an invoice for the sum due shall be raised by the Authority’s 
Management Accountant, who shall ensure suitable arrangements 
are in place to recover the debt. 

FR90. Recovery action in respect of all unpaid debtor invoices shall be co-
ordinated by the Authority’s Management Accountant who will liaise 
with the Clerk & Monitoring Officer/Legal Advisors where any court 
action is considered. 

FR91. Requests to raise a debtors invoice shall be made by use of an 
official request form, signed by the budget holder, and shall include 
information about the cost centres to be charged and the 
application of VAT. 

FR92. Variations to an invoice or cancellation shall only be accepted on 
receipt of a written request.  Such alterations will be effected by the 
issue of debit or credit notes. 

FR93. Write-off powers are covered in the scheme for Delegation to 
Officers.  All write-offs will be entered into a book and will be 
certified by the Chief Fire Officer. 

INVESTMENT, BORROWING AND TREASURY MANAGEMENT 

FR94. The Treasurer and staff involved in treasury management are 
required to act in accordance with CIPFA’s Code for Treasury 
Management in the Public Services Code of Practice. 

FR95. The Authority will create and maintain as the cornerstone for 
effective treasury Management: 
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a) a Treasury Management Policy Statement, stating the policies 
and objectives of its treasury management services. 

b) suitable Treasury Management practices, setting out the 
manner in which the Authority will seek to achieve those 
policies and objectives and prescribing how it will manage and 
control those activities. 

FR96. The Treasurer shall be responsible for the maintenance of the 
Authority’s Treasury Management Policy, the annual strategy and 
formulation of treasury management practices. 

FR97. The Treasurer shall maintain adequate controls to ensure that the 
aims of the policy are met and that the funds are only invested with 
approved institutions. 

FR98. Prior to the start of the financial year the Treasurer shall report to the 
Authority on the strategy for Treasury Management for the coming 
financial year. 

FR99. The Authority shall approve a Treasury Policy Statement and the 
Annual Strategy. 

FR100. All executive decisions on borrowing, investment or financing shall 
be delegated to the Treasurer, who shall be required to act in 
accordance with the approved Treasury Policy Statement and the 
Annual Strategy. 

FR101. All investments and all borrowings shall be made in the name of the 
Authority. 

FR102. The Treasurer shall report annually to the Authority, not later than 30 
September following the end of the financial year, on the    
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activities of the Treasury Management operation and the exercise 
of the Treasury Management powers delegated to him. 

ASSETS AND SECURITY 

FR103. The Chief Fire Officer shall be responsible for the care and custody 
of all buildings, equipment and stores and for general security of 
assets in accordance with the Authority’s risk management 
policies. 

FR104. Safes and similar receptacles should be kept locked and their keys 
removed, and kept secure. The loss of any such keys must be 
immediately reported to the Treasurer. 

FR105. Any break-ins, major deficiencies or loss shall be reported 
immediately to the Treasurer. 

FR106. The Authority’s property including vehicles, plant and equipment etc 
shall not be removed otherwise than in accordance with the 
ordinary course of the Authority’s business or used otherwise than 
for the Authority’s purpose. 

FR107. The Chief Fire Officer shall keep an up to date asset register of all 
such property and such inventories and stores records as are 
necessary under arrangements approved by the Treasurer. 

FR108. The Chief Fire Officer shall ensure that when a store of consumable 
items is maintained for future use, it is kept at an economic level, 
administered securely, and that a physical check is made of any 
inventory annually, or more frequently, if this is required by the 
Treasurer. Any major differences are to be reported to the 
Treasurer. 
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FR109. The Chief Fire Officer shall supply the Treasurer immediately after 
the end of the financial year, a statement of the value of any stocks 
or stores held at the 31 March each year. 

FR110. Stores and other moveable property surplus to requirements, where 
the residual value is estimated to be in excess of £3000, shall be 
disposed of by competitive quotations or auction where 
appropriate; or otherwise under arrangements approved by the 
Chief Fire Officer in the best interests of the Authority.  For items 
with a value below this, the Chief Fire Officer, after consultation 
with the Treasurer, may consider donating these to other bodies, 
within the policy of the Authority at the time in force, and to advise 
the Authority in subsequence. 

FR111. The acquisition or disposal of real property, or interest in real 
property shall require the approval of the Authority.  The Chief Fire 
Officer shall obtain appropriate professional advice on all property 
negotiations. 

FR112. The Clerk & Monitoring Officer shall hold all title deeds, under secure 
arrangements. 

INSURANCE AND RISK MANAGEMENT 

FR113. Consistent with any directions issued by the Authority, the Chief Fire 
Officer, Clerk & Monitoring Officer and Treasurer shall review 
annually the exposure of risk in their areas of responsibility and 
ensure that appropriate insurance cover is maintained at all times. 

FR114. The Chief Fire Officer shall ensure that risk management practices 
are adopted and staff are made aware of the possibility of risk and 
the impact of losses. 
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FR115. The Treasurer shall effect all insurance cover and shall manage all 
claims, in consultation with other officers, where necessary. 

FR116. The Chief Fire Officer shall: 

a) notify the Treasurer promptly of any matters affecting insurance 
cover, including additional risks and changes to existing risks. 

b) notify the Treasurer of any incident involving loss, liability or 
damage, when insured by the Authority, and complete the 
appropriate claim form. This includes allegations of improper 
behaviour or negligence. The police should also be advised 
when relevant. 

c) advise the Treasurer of the purchase or sale, hire or lease, of 
land or property prior to any contracts being signed or 
exchanged. 

d) ensure that staff driving commercial or leased vehicles have 
given notification of any motoring convictions, and that any staff 
required to use their own, or a lease vehicle, have appropriate 
insurance cover and are licensed to drive the vehicle. 

e) shall ensure that any plant or equipment where there is a 
statutory obligation to be regularly inspected, are inspected in 
accordance with directions from the Authority’s insurers and 
notify the Treasurer of any required inspections not carried out. 

f) ensure that no repairs relating to an insured incident to vehicles 
or  property are carried out (other than urgent and essential 
repairs to make safe, for example replacement windscreens) 
without having obtained authorisation from the Insurers. 
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FR117. At no time should anyone give any indemnity to a third party, or 
admit liability as this will prejudice insurance cover.  Indemnity 
forms must not be signed without first consulting with the Treasurer 
and Clerk & Monitoring Officer. 

FR118. The Clerk & Monitoring Officer in consultation with the Chief Fire 
Officer and the Treasurer shall be authorised to defend, settle or 
compromise any uninsured claims against the Authority. 

RETENTION OF RECORDS 

FR119. The Treasurer shall issue instructions on the current time limits for 
the storage and retention of financial records and documents 
supporting the accounts. 
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CONTRACT STANDING ORDERS 

INTRODUCTION 

CSO1. These procedures are standing orders made pursuant to section 135 
of the Local Government Act 1972 relating to Contracts. 

CSO2. These Standing Orders set out the rules that must be followed when 
the Fire Authority purchases the supplies, services and works it 
needs to deliver fire services (known as procurement). 

BASIC PRINCIPLES 

CSO3. The Fire Authority’s purchasing procedures aim to: 

a) Achieve Best Value for public money spent; 

b) Be consistent with the highest Standards of Integrity; 

c) Ensure fairness in allocating Public Contracts; 

d) Comply with all legal requirements (including EU Directives); 

e) To protect individuals from undue criticism or allegation or 
wrongdoing; 

f) Support the Fire Authority’s Corporate and Strategic aims and 
policies; 

g) Comply with the Fire Authority’s guidance contained in its 
Procurement Manual; 
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DEFINITIONS 

CSO4. In these Contract Standing Orders: 

a) “Basic Threshold” means the contract threshold in force from 
time to time applicable to Part A and Part B Services as defined 
in the Public Sector Contracts Regulations 2006 [SI 2006 No.5]. 
The Basic Thresholds for 31 January 2006 to 31 December 
2007 for local authorities (excluding VAT) are as follows: 

Works  £3,611,319 

Supplies £144,371 

Services £144,371 

b) “Framework Agreement” means an agreement which allows 
the Fire Authority to call off from a Supplier to provide supplies, 
services or works in accordance with the terms of the 
agreement. The Framework Agreement itself usually 
constitutes a non-binding offer with no obligations on the Fire 
Authority to call-off from the Supplier. If the Fire Authority call-
off from the supplier, a binding contract comes into being. A 
Framework Agreement can be a binding agreement where it is 
executed as a deed; 

c) Part “A” Services means any service listed within Part “A” of 
the Public Sector Contracts Regulations 2006 and includes the 
following services: 

i. Maintenance and repair of vehicles and 
equipment; 
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ii. Transport by land, including armoured car services 
and courier services;  

iii. Transport by air; 

iv. Telecommunications services; 

v. Financial Services: (a) Insurance services & (b) 
banking & investment services; 

vi. Computer and related services; 

vii. Research and Development services where the 
benefits  accrue exclusively to the contracting 
authority for its use in the conduct of its own affairs 
and the services are to be  wholly paid for by the 
Authority; 

viii. Accounting, auditing and book-keeping services; 

ix. Market research and public opinion polling 
services; 

x. Management consultancy services; 

xi. Architectural services; engineering services; urban 
planning and landscaping architectural services; 

xii. Advertising services; 

xiii. Building-cleaning services; 

xiv. Property management services; 
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xv. Publishing and printing services on a fee or 
contract basis; 

d) Part “B” Services means any service listed within Part “B” of 
the Public Sector Contracts Regulations 2006 and includes the 
following services: 

i. Transport by rail; 

ii. Transport by water; 

iii. Supporting and auxiliary transport services; 

iv. Legal services; 

v. Personnel placement and supply services; 

vi. Investigation and security services, other than 
armoured cars; 

vii. Health and social services; 

viii. Recreational, cultural and sporting services; 

ix. Other services not listed above. 

e) “Regulations” means the UK regulations implementing the EU 
public procurement directive; 

f) “Responsible Director” means the most senior 
officer/employee in a directorate of the Fire Authority with 
delegated responsibilities or, where appropriate an 
employee/officer: 
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i. Who has the appropriate skills and knowledge and 
who has the responsibility delegated to act on 
behalf of the Responsible Director to deal with the 
relevant purchasing or contract in question; and 

ii. Who has also clear written directions regarding the 
extent of his/her delegated authority. 

g) “Supplier” means any person, firm, company or organisation 
providing or seeking to provide, supplies, services or works to 
the  Fire Authority. 

CONTRACT STRATEGY 

CSO5. Every order and contract must clearly and carefully specify the 
supplies, services or works to be supplied, the agreed programme 
for delivery and the price and terms for payment together with all 
other terms and conditions that are agreed. 

CSO6. Once the need for supplies, services or works is determined, it is 
then necessary to decide on a process by which they will be 
acquired. These Standing Orders govern any process that results 
in an official order being issued or a contract being entered into. 

CSO7. Before commencing any procurement, it is essential that the officer 
leading the procurement has identified the need and fully assessed 
any options for meeting those needs. 

CSO8. This means assessing all of the possible options before acting. In 
relation to the provision of a service or works the options include: 

a) Not providing the works or service at all; 
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b) Providing the service “in-house”; 

c) Getting someone else to provide the works or service 
(“outsourcing” /provision by the private or voluntary sector); 

d) Providing the works or service in partnership with someone else 
(with the private, public or voluntary sector); 

e) By commissioning jointly with another local authority or similar 
body; 

RESPONSIBILITIES OF RESPONSIBLE DIRECTOR 

CSO9. The Responsible Director must comply with: 

a) The Fire Authority’s Standing Orders, Financial Regulations, 
Terms of Reference and all relevant policies in the Fire 
Authority’s Handbook; 

b) All UK and European Union procurement requirements [i.e. the 
EC Treaties, the general principles of EU law and the EU public 
procurement directives implemented by the UK Regulations); 

c) Those parts of the Fire Authority’s Procurement Manual which 
are stated as compulsory in accordance with these Contract 
Standing Orders. 

CSO10. The Responsible Director shall: 

a) Keep the records required by the Procurement Manual; 

b) Ensure that all procurement procedures are conducted in 
accordance with these Contract Standing Orders and Financial 
Regulations and in particular that any tender procedures are 
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conducted in accordance with the procedures set out in the 
relevant invitation to tender; 

c) Ensure that all agents, consultants and contractual partners 
acting on their behalf also comply with these Contract Standing 
Orders; 

d) Take all necessary legal and financial and professional advice. 

e) Where any matter involves professional or technical 
considerations not within the sphere of competence of the 
officer concerned, ensure that he/she shall consults with 
appropriately qualified persons. 

FRAMEWORK AGREEMENTS 

CSO11. Framework agreements are standing arrangements, term or call-off 
contracts established to facilitate an easy repeat ordering of goods 
and services over several years. The prices and terms under such 
agreements are agreed with a supplier for an estimated quantity of 
supplies, services or works without commitment until confirmed by 
a separate purchase order. 

CSO12. Where they exist, Framework Agreements for particular supplies and 
services must be used if they represent the best value for the Fire 
Authority and comply with UK and EU legislation. 

CSO13. All Framework Agreements must be competitively tendered by 
means of the appropriate procedure in accordance with these 
Contract Standing Orders. 

CSO14. The list of Approved Framework Agreements will be held by the 
Procurement and Facilities Manger. Amendments or additions to 
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the list may only be made with the approval of the Chief Fire Officer 
in consultation with the Clerk & Monitoring Officer and Treasurer.  

CSO15. The following externally-established Framework Agreements are 
currently approved for use by the Fire Authority: 

a) All Office of Government Commerce (OGC) buying Solutions 
contracts (including Catalyst Framework, previously Scat); 

b) All central buying consortium (CBC) contracts; 

c) All FireBuy contracts. 

COMPLIANCE WITH STANDING ORDERS 

CSO16. Every contract made by the Authority, a committee, a sub-committee 
or an officer of the Authority, shall comply with these Contract 
Standing Orders and Financial Regulations, and no exception shall 
be made otherwise than by direction of the Authority.  Express note 
of any such exception and on the grounds on which the exception 
shall have been justified shall be made in the minutes of the 
Authority. 

DISCLOSURE OF INTERESTS 

CSO17. Members and Officers of the Authority and officers are obliged to 
disclose any interests in a contract or contractor, in accordance 
with the procedure in the Authority's Standing Orders. 

CONTRACT LIMITS 

CSO18. No financial liability shall be incurred or authorised unless it is 
provided for in the Authority's approved budget. 
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CSO19. A proposed contract which does not exceed £3,000 may be entered 
into with such person as is considered competent for the purpose. 

CSO20. Where a proposed contract exceeds £3,000, but is not more than 
£10,000, three formal quotations must be sought wherever 
practicable.  The seeking of quotations should be accompanied by 
a letter setting out requirements. 

CSO21. Where a proposed contract exceeds £10,000, a specification of 
requirements must be prepared and at least three tenders sought. 

CSO22. In addition to compliance with EU tendering procedures, any 
proposed contract which exceeds £100,000 in value shall be 
subject to at least 10 days' public notice in one or more local 
newspapers and appropriate technical publications, inviting 
interested parties to express their interest. 

CSO23. Following receipt of expressions of interest, invitations to tender 
should be sent to at least three persons, or those showing interest 
if fewer than three. 

WAIVER OF STANDING ORDERS 

CSO24. In exceptional circumstances, the requirements set out these 
Contract Standing Orders may be waived by the Authority or a 
committee or sub-committee acting on its behalf, upon report by 
the Chief Fire Officer, or the Clerk & Monitoring Officer or the 
Treasurer setting out appropriate reasons thereof. Such 
circumstances might include where: 

a) only one company is considered suitable; 
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b) the contract can only be undertaken by one contractor; 

c) market conditions distort competition; 

d) there is genuine urgency; 

e) the proposed contractor is already on site; 

f) there are demonstrable benefits; 

g) the expenditure is to be wholly reimbursed by a third party; 

The above list shall not be construed as being exhaustive.  

CSO25. Any contract to be let in reliance on CSO24, shall not be entered into 
until such time as both the Treasurer and Clerk & Monitoring 
Officer have certified to the Authority or relevant committee, or sub-
committee, that there are in his/her opinion exceptional 
circumstances that merit the non-compliance/wavier of Contract 
Standing Orders and/or Financial Regulations.. 

COMPLIANCE WITH EU REQUIREMENTS 

CSO26. All contracts shall comply with The Public Contract Regulations 
2006 SI 2006 No.5. 

CSO27. Where a proposed contract exceeds or is likely to exceed the Basic 
Thresholds then an OJEU notice shall be placed in the Official 
Journal of the European Union. 
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PART “A” SERVICES 

CSO28. All Part “A” Services” are subject to the full EU regime and contracts 
for Part “A” Services shall comply with the Restricted EU tendering 
procedure set out in these Contract Standing Orders. 
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RESTRICTED EU TENDERING PROCEDURE 

DOCUMENT REQUIRED  DAY 0 MINUS 52(+) 

 
FILE PRIOR INFORMATION 
NOTICE 
Not Obligatory 

 

   

 

PREPARATION PERIOD 
• Advertisement 
• Pre Qualification Questionnaire 

(PQQ) 
• ITT and Contract 
• Specification 

 

   

• ADVERTISEMENT DESPATCH ADVERTISEMENT TO 
OJEU Day 0 

   
• PRE 

QUALIFICATION 
QUESTIONNAIRE  
(not obligatory) 

SEND PQQ TO TENDERERS Day 0-37 

   

 
RECEIVE COMPLETED PQQS 
Statutory period: 37 clear days from 
despatch of OJEU (30 if despatched 
electronically)  

Day 38 

   

 ASSESS PQQs AND PRODUCE 
SHORTLIST Day 38-45 

   
• ITT 
• CONTRACT 
• SPECIFICATION 

ISSUE INVITATION TO TENDER 
TO SHORTLISTED TENDERERS Day 45 

   

 
TENDERS RETURNED 
Statutory period: 40 clear days from 
despatch or 26 days where PIN filed 

Day 71 or Day 86 
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plus further potential 5 day reduction 
if all tender documents available 
electronically at start of process 

   
• EVALUATION 

CHECKLIST 
EVALUATION OF TENDERS 
? PRESENTATIONS Day 87-95 

   
• REPORT 
• LETTERS TO 

TENDERERS 
• FINAL CONTRACT 

APPROVAL PROCESS 
APPOINT CONTRACTOR 
ALCATEL STANDSTILL PERIOD 

Day 96-107+ 

   
 CONTRACT CONCLUSION 107+ 
   
 CONTRACT COMMENCEMENT  

PART “B” SERVICES 

CSO29.  Part “B” Services are not subject to the full EU regime and so there 
is no requirement to advertise in OJEU but all contracts for Part “B” 
Services shall comply with the Basic Tender Process set out in 
these Contract Standing Orders and in relation to all contracts for 
Part “B” Services, Officers shall: 

a) Use European standards in specifications; 

b) File a contract award notice with the OJEU; 

c) Observe EU Treaty principles when contracting for such 
services. 

OTHER CONTRACTS 

CSO30. All other contracts for works, supplies and services exceeding 
£50,000 in value shall comply with the Basic Tender Process. 
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BASIC TENDER PROCESS  

DOCUMENT REQUIRED  

 COMMITTEE/FIRE AUTHORITY 
APPROVAL 

  

 

PREPARATION PERIOD 
• Advertisement 
• Pre Qualification Questionnaire (PQQ) 
• ITT and Contract and Specification 

  

• ADVERTISEMENT DESPATCH ADVERTISEMENT FOR 
PUBLICATION 

  

• PRE 
QUALIFICATION 
QUESTIONNAIRE  

SEND PQQ TO TENDERERS 

  

 RECEIVE COMPLETED PQQS BY 
CLOSING DATE  

  

 ASSESS PQQs AND PRODUCE 
SHORTLIST 

  

• ITT 
• CONTRACT 
• SPECIFICATION 

ISSUE INVITATION TO TENDER TO 
SHORTLISTED TENDERERS 

  

 TENDERS RETURNED 
  

• EVALUATION 
CHECKLIST 

EVALUATION OF TENDERS/ 
PRESENTATIONS/INTERVIEWS 

  

• REPORT 
• LETTERS TO 

TENDERERS 
• FINAL CONTRACT 

APPROVAL PROCESS 
APPOINT CONTRACTOR 

  

 CONTRACT COMMENCEMENT 
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RULES FOR ALL TENDERS 

CSO31. Where competitive tenders are sought, every tender must be 
submitted in a plain, sealed envelope marked “Tender for ....”, but 
must not include any name or mark by which the sender may be 
identified.  Such envelopes will be recorded upon receipt but not 
opened.  They must be kept securely until the due date. 

CSO32. Tenders received after a set deadline should be regarded as 
ineligible. 

CSO33. On the due date, all tenders for work exceeding £10,000 shall be 
opened and recorded by the Chief Fire Officer, or his/her 
nominated representative, in the presence of a witness. 

CSO34. A schedule shall be prepared at the time of the opening which shall 
indicate the name of the tender, the date and time of the opening 
and the signature of the officers present. 

CSO35. Where tenders have been received and opened in accordance with 
these regulations they may, subject to Standing Orders CSO36 and 
CSO37 be accepted by the Chief Fire Officer, the Clerk & 
Monitoring Officer or the Treasurer on behalf of the Authority. 

CSO36. A tender for the execution of any building work which exceeds the 
estimate by more than the greater of 5% or £10,000 shall not be 
accepted without the approval of the Authority, or a committee or 
sub-committee acting on its behalf. 

CSO37. Except in the case of tenders not exceeding £10,000 in value or 
amount, a tender other than the lowest tender shall not be 
accepted until the Authority, or a committee or sub-committee 
acting on its behalf, has considered a written report on the matter. 
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STANDARD CONTRACT TERMS & CONDITIONS 

CSO38. Every contract shall be in writing, and where it exceeds £50,000 in 
value, shall be the subject of a formal contract prepared or 
approved by the Clerk & Monitoring Officer.  A contract not 
exceeding £50,000 in value shall either be a formal contract or be 
subject to the Official Order procedure laid down in the Authority’s 
Financial Regulations. 

CSO39. Contracts shall be signed on behalf of the Authority by the Chief Fire 
Officer, or other officer authorised in writing by the Chief Fire 
Officer, or by the Treasurer, or by the Clerk & Monitoring Officer, if 
the contract is issued under the common seal of the Authority. 

CSO40. Contracts made in an emergency shall be confirmed in writing within 
seven working days. 

CSO41. Every written contract shall specify: 

a) the work, materials, matters or things to be supplied or done; 

b) the price to be paid with a statement of discounts or other 
deductions; 

c) the time or times within which the contract is to be performed; 

CSO42. Where a specification issued by the relevant Standards Institution 
within the EC is current at the date of the tender and is applicable, 
every contract shall require that, as the case may be, all goods and 
materials used or supplied and all workmanship shall not be below 
that standard. 
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CSO43. Each written contract shall contain a clause to ensure that, if a 
contractor fails to perform all or part of the contract as specified, 
the Authority may, in addition to any other remedy, determine part 
or all of the contract and purchase alternative goods or supplies etc 
from another source. 

CSO44. Where the cost of obtaining goods or supplies etc from another 
source exceeds the cost which would have been payable to the 
contractor if the contract had been properly performed in whole or 
in part, the balance shall be recovered from the contractor. 

CSO45. The Chief Fire Officer shall consult with the Clerk & Monitoring 
Officer and Treasurer on the need to include in each formal 
contract for the execution of works: 

a) provision for payment of liquidated damages by the contractor 
in case any of the terms of the contract are not duly performed; 
and 

b) provision of sufficient security for the due performance of the 
contract. 

CSO46. In every written contract a clause shall be inserted to the effect that 
the Authority shall be entitled to cancel the contract and to recover 
from the contractor the amount of any loss resulting from such 
cancellation if the contractor has offered or given or agreed to give 
any person any kind of inducement or reward for doing or 
forbearing to do any action in relation to the obtaining or the 
execution of the contract or any other contract with the Authority or 
for showing favour or forbearing to show 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 
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him/her or acting on his/her behalf (whether with or without the 
knowledge of the contractor), or if in relation to any contract with 
the Authority the contractor or any other person employed by 
him/her or acting on his/her behalf shall have committed any 
offence under the Prevention of Corruption Acts 1889 to 1916, or 
shall have given any fee or reward the receipt of which is an 
offence under sub-section (2) of section 117 of the Local 
Government Act 1972. 



COMMITTEES                                                                                                                   

 23

THE FULL COUNCIL OF THE FIRE AUTHORITY 

MEMBERSHIP  

CO1. The Fire Authority shall have 25 Members. 

FUNCTIONS OF THE FIRE AUTHORITY 

CO2. Only the Full Council of the Fire Authority will exercise the 
following functions and responsibilities: 

a) Making, agreeing and/or amending the Authority’s 
Standing Orders and Terms of Reference for its 
Standing Committees including deciding upon their 
composition and making appointments to them; 

b) Appointing the Chair and Vice-Chair of the Authority 

c) Approving and adopting the Capital and Revenue 
budget; 

d) Setting the Authority’s Precept; 

e) Any major item of expenditure over £30,000 that is not 
identified in the annual budget; 

f) Appointing and revoking the appointment of any 
member or individual to: 

i. Any office other than an office in which he or she is employed 
by the Authority; 

ii. Any other outside body, organisation or a joint committee of 
two or more authorities; 
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iii. Any committee or sub committee of such body, organisation or 

joint committee of two or more authorities; 

CO3. Changing the name of the Authority from “The Royal 
Berkshire Fire Authority”. 

CO4. Confirming and/or terminating the appointment of the Chief 
Fire Officer, the Head of Paid Service, the Clerk & 
Monitoring Officer and the Treasurer. 

CO5. Approving, amending and adopting the Authority’s Policy 
Framework including (but not exclusively) the following 
areas of policy:- 

a) Strategic Plan 

b) Community Safety Plan 

c) Performance Plan 

d) Best Value Plan 

e) Annual Report 

f) Corporate Plan 

g) IT & Communications Strategy 

h) Integrated Risk Management Plan 

CO6. All other matters which, by law, must be reserved to the 
council of the Fire Authority. 
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COMMITTEES 

GENERAL 

Total Number of Committee Places 

CO7. The total number of Committee places shall be nominated 
by the Political Groups in numbers defined in the following 
Table and in the event of the political balance of the 
Authority changing then the Table shall be amended 
accordingly: 

Table below Adopted by Resolution of the Fire Authority                  
on 24 June 2009 
 
Committee Conservative Liberal 

Democrat 
Labour 

    
Management  5 1 1 
 
Audit & 
Performance 
Review 

 
4 

 
1 

 
2 

 
DAG 
 

 
2 

 
1 

 
 

Strategic 
Asset 
Management  

4 2 1 

Total 15 5 4 
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Terms of Reference 

CO8. The acts and proceedings of every committee and sub 
committee shall be submitted to the Fire Authority or parent 
committee as the case may be, for confirmation, except 
where a committee or sub-committee act under powers 
delegated to them by or with the authority of the Fire 
Authority, when their acts and proceedings shall be 
submitted for report only although a minute may be “not 
received” as a mark of disapproval. 

CO9. All powers listed in the Terms of Reference are delegated 
to the committees except where there is a requirement to 
submit a recommendation to the Fire Authority or another 
Committee.  All delegated powers shall in any event, be 
subject to the condition that either a major departure in 
policy or principle or any major formulation of new policy or 
principle which would affect the use of the Fire Authority’s 
resources or conflict with the provisions of the Strategic 
Plan identified in COx (reference to be inserted in final 
document - previously CO5) shall be submitted.  In all 
cases a committee or sub-committee exercising delegated 
powers shall act in accordance with Standing Orders and 
Financial Regulations and shall give effect to any resolution 
of the Fire Authority upon matters of policy and principle, 
but in case of doubt or difficulty, shall submit the matter 
concerned to the Fire Authority for approval. 

CO10. In addition to any matters which are specifically delegated 
from time to time to any committee or sub-committee there 
shall be delegated subject to any statutory requirement, 
scheme or order, the following powers: 
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The Management Committee 

CO11. To authorise or institute proceedings on behalf of the Fire 
Authority in a Court of Summary Jurisdiction in relation to 
offences committed in respect of any of the matters 
referred to the committee;  

CO12. To authorise any urgent steps to be taken to defend any 
proceedings instituted against the Fire Authority in any 
Court, including the briefing of Counsel, payment of 
monies into Court and the settlement of actions upon such 
terms as may seem advisable; 

CO13. To appoint representatives to attend annual conferences so 
long as provision in estimates is not exceeded. 

Authorisation of Officers 

CO14. Where decisions are taken or powers are exercised by 
officers in pursuance of authorisations given by the Fire 
Authority or appropriate committees, the following 
principles and conditions shall apply: 

i. Powers shall be exercised in accordance with the  
Standing Orders and Financial Regulations of the 
Fire Authority; 

ii. The officer exercising such a power shall give effect 
to any resolution of the Fire Authority or appropriate 
committee upon any matter of principle or policy in 
relation to the function concerned; 

iii. In any case where the officer exercising the power 
considers that a departure from current policy is likely 
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to be involved, or if the implications are such that the 
officer considers, after consulting the Chief Fire 
Officer and the Clerk & Monitoring Officer that 
reference should be made to Members, the matter 
shall be referred to the appropriate committee for 
consideration; 

iv. All decisions taken by officers in pursuance of 
authorisation shall, where indicated in the scheme of 
Delegation to Officers be reported to the appropriate 
committee for information. Such reports shall be 
made at the intervals stipulated by the committee 
concerned. 

v. All delegated powers shall be exercised in 
consultation with other appropriate Chief Officers; 

vi. Decisions on proposed land transactions or contracts 
involving an employee or member of the Fire 
Authority shall be made by the relevant committee or 
sub-committee and are expressly excluded from the 
scheme of Authorisation of Officers; 

CO15. Appropriate Chief Officers are authorised to take decisions 
on all matters falling within the powers of committees when 
the matter to be decided is certified by the Chief Fire 
Officer or in the absence of the Chief Fire Officer, his 
nominated deputy, to be of such urgency that an 
immediate decision is necessary in the interests of the Fire 
Authority.  Decisions on such matters may only be taken by 
the appropriate Chief Officers after consultation with the 
Chairman and Vice-Chairman of the appropriate committee 
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or their substitutes and all such decisions are to be 
reported to the next meeting of the committee. 

CO16. In addition to the matters specifically referred to under each 
committee the appropriate Chief Officers or the Clerk & 
Monitoring Officer are authorised to exercise the following 
powers and functions: 

i. Expenditure of a routine and recurring nature including 
the purchase of tools, plant, equipment, furniture and 
stationery which is provided for in the revenue 
estimates; 

ii. Acceptance of tenders and quotations within the 
approved estimates as follows: 

1. Where the sum is below £10,000; 

2. Where the sum exceeds £10,000, but is under 
£50,000, subject to the concurrence of the 
Chairman of the appropriate committee; provided 
nevertheless that where the lowest tender is not 
acceptable, the matter must be referred to the 
appropriate committee for decision; 

iii. To make and authorise such visits on Fire Authority 
business as are necessary, including one day 
conferences and seminars, so long as provision in 
estimates is not exceeded; 

iv. To institute proceedings on behalf of the FA to recover 
any debts due to the Fire Authority (including rent 
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arrears) and which are recoverable summarily or in the 
County Court; 

v. To obtain the opinion of Counsel on any question of 
doubt or difficulty concerning the Fire Authority’s 
business; 

vi. The acceptance, renewal and variation of contracts for 
the maintenance of equipment and services within the 
revenue budget; 

vii. To institute legal proceedings against persons 
responsible for damage to Fire Authority property; 

viii. To defend any legal proceedings in a court of law, 
including the appointment of Counsel as appropriate, 
made necessary by or arising out of a decision of the 
Fire Authority or committee acting under delegated 
powers subject to the concurrence of the Chairman 
and report to committee; 

ix. To conduct the Fire Authority’s case at Public Inquiries, 
including the appointment of Counsel as appropriate, 
arising out of the decisions of the Fire Authority or 
committee or acting under delegated powers; 

x. To institute legal proceedings on behalf of the Fire 
Authority in respect of any breach of tenancy, covenant 
or other agreement with the Fire Authority and to serve 
any preliminary notices necessary for such 
proceedings subject to consultation with the relevant 
Chairman and report to committee; 
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xi. To institute proceedings for the recovery of possession of the 
Fire Authority’s land, subject to consultation with the Chairman 
and report to committee.
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MANAGEMENT COMMITTEE 

Membership 

CO17. The Management Committee shall have between 6 and 9 
Members. 

Terms of Reference 

CO18. To discharge all of the functions and responsibilities of the 
Fire Authority except in so far as such function and/or 
responsibility or any other matter: 

a) Has been expressly reserved as a decision of the full 
council of the Fire Authority; and/or 

b) Falls within the terms of reference and delegation of 
any other Committee, sub-Committee or working 
group of the Authority. 

CO19. For the avoidance of doubt, the Scheme of Delegation to 
Officers of the Authority will continue to apply. 

Quorum 

CO20. The Quorum of the Management Committee shall be 3 
Members. 

Non Management Committee Members  

CO21. All remaining Fire Authority Members shall receive a copy 
of the Management Committee Agenda and be entitled to 
attend meetings and speak to a particular item at the 
discretion of the Chairman. 
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DISCIPLINARY APPEALS AND GRIEVANCE COMMITTEE 

Membership 

CO22. The Disciplinary Appeals and Grievance Committee shall 
have 3 Members. 

Terms of Reference 

CO23. To hear and determine appeals submitted by any employee 
[both uniformed and non-uniformed] in accordance with the 
Authority’s disciplinary, grievance and capability rules, 
policies and procedures. 

CO24. To make financial payments up to a limit of £1500 

CO25. To make recommendations to the Management Committee 
in any case of an appeal where this Committee’s decision 
would have resource implications and/or the Committee 
decide to recommend a financial payment to the employee 
of more than £1500. 

Quorum 

CO26. The Quorum of the Disciplinary Grievance and Appeals 
Committee shall be 2 Members. 
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STRATEGIC ASSET MANAGEMENT COMMITTEE (SAMC) 

CO27. The Strategic Asset Management Committee shall have between 6 
and 8 Members  

Terms of Reference 

CO28. To advise the Management Committee and the Fire Authority on all 
matters relating to the Authority’s land and property assets. 

CO29. To exercise all the Fire Authority's powers and duties in relation to: 

A. the preparation of Strategic Capital Plans particularly in respect 
of:-.  
o property and estates;  
o information technology (hardware and software);  
o fleet (including vehicle replacement policies);  

B. Consider the Strategic Asset Management Plan for 
recommendation to the Management Committee and Fire 
Authority as appropriate ;  

C. Monitoring and review of the Strategic Asset Management Plan;  
D. Preparation (but not approval,) monitoring and control of the 

Capital Programme  ;  
E. Compliance with the Prudential Guidelines;  
F. Consideration of all new capital project proposals as part of the 

annual expenditure round and formulation of recommendations 
to the Management Committee and/or Fire Authority as 
appropriate;  

G. Consideration and approval of proposed capital acquisitions and 
disposals (for capital projects or freehold properties under the 
value of £100,000 or leasehold properties under a total rental 
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value of £100,000 over the term of the lease) ensuring that such 
approval accords with decisions of the Management Committee 
and/or Fire Authority;  

H. Monitoring the development, implementation and completion of 
capital projects in accordance with the approved capital 
programme;  

I. Consideration of such other capital related issues as may arise 
from time to time and taking decisions in relation to them within 
the provisions of the capital programme approved by the Fire 
Authority.  

Quorum 

CO30. The Quorum of the Strategic Asset Management Committee shall be 
3 Members
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AUDIT AND PERFORMANCE REVIEW COMMITTEE 

Membership 

CO31. The Audit and Performance Review Committee shall have between 6 
and 8 Members.  All Councillors may be members of the Audit and 
Performance Review Committee, except the Chairman and Vice-
Chairman of the Authority.  Members of the Management Committee 
should also be excluded if practicable.  However, no Councillor may 
be involved in scrutinising or auditing a decision in which he/she has 
been directly involved. 

CO32. The Committee may appoint sub committees 

Meetings  

CO33. There shall be at least four ordinary meetings of the Committee in 
each civic year. A programme of dates will be agreed by the Fire 
Authority early in each calendar year, as shall the time for the first 
meeting of the Committee after the annual meeting of the Fire 
Authority.  However, the Committee may agree the times for its 
subsequent meetings at its first meeting in each civic year.  

CO34. Normally, the Committee will meet quarterly, although this may be 
varied when the programme is agreed, and additional meetings may 
take place as specified in the following paragraph.  

CO35. Special meetings of the Committee may be called at any time by the 
Committee Chairman (or in his/her absence, by the Vice-Chairman), 
by the Fire Authority, by any five members of the Fire Authority, or by 
the Chief Fire Officer, providing at least five clear working days 
notice is given.  
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CO36. In exceptional circumstances meetings may be called by the 
Chairman with fewer days notice, providing the issue(s) to be 
discussed require an urgent decision, and providing as much notice 
as possible is given.  

CO37. The Quorum of the Audit and Performance Review Committee shall 
be 3 Members  

Terms of Reference 

Audit and Regulatory Framework Responsibilities 

Audit Activity 

CO38. To oversee all Audit issues on behalf of the Fire Authority, reporting 
on such issues on a regular basis, in addition to any specific issues 
set out below. 

CO39. To consider reports dealing with the management and performance 
of the providers of internal and external audit services and 
commission services from them. 

CO40. To consider the internal audit’s annual Assurance Report and 
opinion, summaries of internal audit activity (actual and proposed) 
and any specific internal audit reports, as deemed appropriate, as 
well as the level of assurance it can give over the Authority’s 
corporate governance arrangements including any information from 
internal audit on agreed recommendations not implemented within a 
reasonable timescale. 

CO41. To consider the external auditor’s annual Audit Letter and opinion, 
summaries of external audit activity (actual and proposed) and any 
specific external audit reports, as deemed appropriate, as well as the 
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level of assurance it can give over the Authority’s corporate 
governance arrangements including any information from external 
audit on agreed recommendations not implemented within a 
reasonable timescale. To comment on the scope and depth of 
external audit work and to ensure it gives value for money. 

CO42. To consider relevant reports arising from the organisation’s business 
audit arrangements as relevant to corporate governance issues. 

Regulatory Framework 

CO43. To oversee the Authority’s Constitutional Arrangements in respect of 
the development, monitoring and review of Standing Orders 
Financial Regulations including Contract Procedure Rules and 
Corporate Risk Management in order to ensure compliance with best 
practice with other national published standards, regulations and 
controls as well as its own existing arrangements. 

CO44. To develop both financial management awareness and an anti-fraud 
culture throughout the organisation and monitor the Anti-fraud and 
Anti-Corruption Policy.   

CO45. To oversee the production of the Authority’s Annual Governance 
Statement and to recommend its adoption. 

CO46. To review any issue referred to it by the Chief Fire Officer, or other 
Principal Officer or appointed officer of the Authority or any authority 
body. 

Accounts 

CO47. To consider the External Auditor’s report to those charged with 
governance issues arising from the audit of the accounts. 
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Scrutiny and Performance Review Responsibilities 

Scrutiny  

CO36. The Committee will have the power to investigate any matters they 
consider relevant to their work area, and to make 
recommendations to the Fire Authority, the Management 
Committee or any other Committee or Sub-Committee of the Fire 
Authority as they see fit. 

CO37. The terms of reference will be :- 

1. To oversee all scrutiny activities on behalf of the Fire 
Authority, reporting on such issues on a regular basis 

2. To examine any Scrutiny issues raised within the External 
Auditor’s Management Letter prior to its consideration by the 
Fire Authority, advising the Fire Authority as required in a 
covering report, with specific reference to all relevant aspects  

3. To draw to the immediate attention of the Fire Authority any 
Scrutiny issues deemed to be of such significance as 
requiring the full attention of the Authority 

CO38. The Committee should not be regarded primarily as an “appeals 
mechanism” to overturn or amend specific decisions (although they 
may, if they see fit, ask the Management Committee, the Fire 
Authority or another Committee to reconsider a decision); rather their 
function is to raise issues for consideration, to examine the intent 
and effectiveness of policy, to hold Committees to account, and to 
represent the interests and views of the public within the Fire 
Authority.  
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 Performance Review  

CO39. To monitor the performance of the Fire Authority as a whole and in 
respect of particular aspect of service as the Committee or 
Management Committee may from time to time identify for service 
improvement 

CO40. To monitor the Fire Authority’s performance in respect of 

 (i)  the Comprehensive Area 

(ii) National and Local Performance Indicators  

(iv) delivery of outcome improvement plans in respect of reviews 
undertaken and make recommendations on areas requiring 
service improvement and on setting targets to deliver such 
improvements 

(v) the effectiveness of performance reporting to enable the 
Directors, the Management Committee and this Committee to 
perform their management, governance and Scrutiny roles 
respectively  

CO41. To recommend to the Fire Authority a programme of Fundamental 
Performance Reviews as part of the Fire Authority’s Integrated Risk 
Management Plan (IRMP) in an order of priority determined 
appropriate by the Committee which takes account of such issues 
as:  

(i) Topical national fire service issues. 
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(ii) Local issues identified as requiring further review as a result 
of evidence gained  from benchmarking, performance 
indicator or other objective exercises. 

(iii) Identified service policy priorities  

(iv) The expected levels of resources available to the Authority 
and any requirement to achieve efficiency savings. 

(v) The scope of the Fire Authority’s agreed strategies and 
whether these are being delivered efficiently and effectively. 

(vi) Evidence available from consultation exercises under the 
IRMP 

CO42. To consider the Fire & Rescue Service’s Performance Management 
arrangements and monitor their effectiveness with regard to 
performance improvement arising from the agreed Modernisation 
and Improvement Agenda of the Fire Authority 

Partnerships 

CO43. To monitor the partnership arrangements in which the Fire Authority 
is involved including but not restricted to : 

- Governance arrangements 

- any inspections or reviews undertaken in respect of partnership 
arrangements 

CO44. To receive and consider reports on the Fire Authority’s negotiations 
to agree Local Area Agreements (LAA) and to monitor performance 
towards achieving the agreed targets. 
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(A Working Group may be established and shall report to the Audit and 
Performance Review Committee, to take forward the work required for the 
Audit Commission’s Performance framework review in 2008/09 and such 
other work as may be from time to time determined.  Additional Members can 
be co-opted onto the Working Group in addition to those serving on the Audit 
and Performance Review Committee and paid the appropriate Member 
Allowances.  The quorum for the Working Group shall be 2). 

Chairing Audit and Performance Review Committee Meetings  

CO45. Each Audit and Performance Review Committee shall at its first 
meeting after the annual meeting of the Fire Authority elect a 
Chairman and Vice-Chairman from amongst the members of the 
Committee. If either position becomes vacant during the course of 
the year it will be filled by the Committee at its next meeting 

Work Programme and Annual Report  

CO46. The Committee will be responsible for setting their own work 
programme and in doing so they shall take into account wishes of 
members on that Committee who are not members of the largest 
political group on the Fire Authority. 

CO47. The Committee must report annually to full Fire Authority on their 
workings and make recommendations for future work programmes 
and amended working methods if appropriate. 

Agenda items  

CO48. Any member of an Audit and Performance Review Committee or 
Sub-Committee shall be entitled to give notice to the Clerk & 
Monitoring Officer that he/she wishes an item relevant to the 
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functions of the Committee or Sub-Committee to be included on the 
agenda for the next available meeting of the Committee or Sub-
Committee.  On receipt of such a request the Clerk & Monitoring 
Officer will ensure that it is included on the next available agenda. 

CO49. Any three Members of the Authority who are not Members of the 
Overview and Scrutiny Committee may give written notice to the 
Clerk & Monitoring Officer that they wish an item to be included on 
the agenda of the Committee.  If the Clerk & Monitoring Officer 
receives such a notification, then he/she will include the item for 
consideration by the Committee on its first available agenda. 

CO50. The Audit and Performance Review Committee shall also respond, 
as soon as its work programme permits, to requests from the Fire 
Authority, the Management Committee, or any other Committee of 
the Fire Authority, to review particular areas of Fire Authority activity.  
Where they do so, the Audit and Performance Review Committee 
shall report their findings and any recommendations back to the Fire 
Authority, the Management Committee or the initiating Committee, 
via the Management Committee; 

Policy Review and Development  

CO51. The role of the Committee in relation to the development of the Fire 
Authority ’s budget and policy framework is set out below 

CO52. The Committee will contribute to the development of the Authority’s 
policy by identifying and prioritising areas for policy development 
input.  In so doing, it will: 

(a) Examine and anticipate issues relevant to the Authority’s 
Strategic Policy Framework; 
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(b) Review the Corporate plan and consider which 
issues/reports/proposals they wish to examine in detail 
before a decision is made; 

(c) Undertake a detailed examination of any proposal in b) 
above, investigating alternatives, timeframes, costings, 
consultation processes, seeking background or any other 
relevant information and formulating recommendations 
which may be passed to the decision-maker as is 
appropriate, before the formal decision is made; 

(d) Consult with Members, Chief Officers, Heads of Service or 
their nominees. 

CO53. In addition, the Committee may make whatever recommendations or 
observations they see fit to the Fire Authority, the Management 
Committee or any other Committee of the Fire Authority, who must 
then consider them within six weeks of receipt. 

CO54. The Committee may hold enquiries and investigate the available 
options for future direction in policy development and may appoint 
advisers and assessors to assist them in this process.  They may go 
on site visits, conduct public surveys, hold public meetings, 
commission research and do all other things that they reasonably 
consider necessary to inform their deliberations. They may ask 
witnesses to attend to address them on any matter under 
consideration and may pay to any advisers, assessors and 
witnesses a reasonable fee and expenses for doing so. 

CO55. Where the cost of any single item of work exceeds £1,000, the 
Committee will need the prior consent of the Fire Authority or the 
Management Committee to incur the expenditure.  The Fire Authority 
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will make budget provision available as necessary for that purpose 
and the Audit and Performance Review Committee will be 
responsible for and manage that budget in accordance with the Fire 
Authority’s Financial Regulations  

Reports from Audit and Performance Review Committee  

CO56. Once it has formed recommendations or observations, the 
Committee will prepare a formal report and submit it to the Chief Fire 
Officer for consideration by whichever body in the Fire Authority the 
Committee deems appropriate.  

CO57. If the Committee cannot agree on one single final report, then up to 
two minority reports may be prepared and submitted for 
consideration with the majority report.  

CO58. The body receiving the report shall consider it within six weeks of it 
being submitted to the Chief Fire Officer, or such longer timescale as 
the Chairman of the Audit and Performance Review Committee may 
agree.  

Consideration of Audit and Performance Review Committee Reports  

CO59. The agenda for Fire Authority and Committee meetings shall include 
an item entitled ‘Issues arising from Audit and Performance Review’.  
Reports referred by Audit and Performance Review Committee shall 
be included at this point in the agenda (unless they have been 
considered in the context of deliberations on a substantive item on 
the agenda) within six weeks of the Audit and Performance Review 
Committee submitting its report, or such longer timescale as the 
Chairman of the Audit and Performance Review Committee may 
agree. 



 COMMITTEES 

 37

Rights of Audit and performance review committee members to 
documents  

CO60. In addition to their rights as Fire Authority Members, Members of the 
Audit and Performance Review Committee have the additional right 
to documents, and to notice of meetings as set out in the Access to 
Information Procedure Rules    

CO61. The Audit and Performance Review Committee will have access to 
the Forward Plan and timetable for decisions and intentions for 
consultation.  Even where an item is not the subject of detailed 
proposals from the Audit and Performance Review Committee, the 
Committee will be entitled to respond in the course of the 
Management Committee’s consideration process in relation to any 
decision. 

CO62. Nothing in this paragraph prevents more detailed liaison between the 
Management Committee and the Audit and Performance Review 
Committee as appropriate depending on the particular matter under 
consideration.  

Members and Officers giving account  

CO63. The Audit and Performance Review Committee may scrutinise and 
review decisions made or actions taken in connection with the 
discharge of any Fire Authority function.  As well as reviewing 
documentation, in fulfilling the scrutiny role, it may require any 
Member of the Fire Authority,  the Chief Fire Officer  and/or any 
senior officer to attend before it to explain in relation to matters within 
their remit:  

(a) any particular decision or series of decisions; 
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(b) the extent to which the actions taken implement Fire 
Authority  policy; and/or  

(c) their performance 

(d) and it is the duty of those persons to attend if so required.  

CO64. In this context “senior officer” means the Chief Fire Officer, Deputy 
Chief Fire Officer, Assistant Chief Fire Officer, the Director of Human 
Resources, Authority Treasurer, the Clerk and Monitoring Officer, or 
any of the Fire Authority’s Area Managers or Heads of Service.   

CO65. Where any member or officer is required to attend an Audit and 
Performance Review Committee under this provision, the Chairman 
of that Committee will inform the Chief Fire Officer.  The Chief Fire 
Officer shall inform the member or officer in writing giving at least five 
clear working days notice of the meeting at which he/she is required 
to attend. 

CO66. The notice will state the nature of the item on which he/she is 
required to attend to give account and whether any papers are 
required to be produced for the Committee.  Where the account to be 
given to the Committee will require the production of a report, then 
the member or officer concerned will be given sufficient notice to 
allow for preparation of that documentation.  

CO67. Where, in exceptional circumstances, the member or officer is 
unable to attend on the required date, then the Audit and 
Performance Review Committee shall in consultation with the 
member or officer arrange an alternative date for attendance.  Chief 
Officers should ensure that Officers nominated to appear have the 
appropriate knowledge and responsibilities. 
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CO68. Those appearing before the Committee shall not be required to 
answer any questions which, in the opinion of the Clerk & Monitoring 
Officer could render the Authority liable to legal proceedings in any 
Court or Tribunal. 

CO69. Appearances before the Committee will always be conducted in 
accordance with the Member/Officer Protocol. 

Attendance by others  

CO70. An Audit and Performance Review Committee may invite people 
other than those people referred to in CO 52 - 54 above to address 
it, discuss issues of local concern and/or answer questions. It may 
for example wish to hear from residents, stakeholders and members 
and officers in other parts of the public sector and shall invite such 
people to attend.  

CO71. Attendance is of course entirely optional. 

Procedure at Audit and Performance Review Committee Meetings  

CO72. Audit and Performance Review Committees shall consider the 
following business:  

(a) Apologies for absence 

(b) minutes of the last meeting;  

(c) declarations of interest;  

(d) consideration of any matters properly referred to the 
Committee for a decision 
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(e) responses of the Fire Authority, Management Committee or 
other Committees to reports of the Audit and Performance 
Review Committee; and  

(f) the business otherwise set out on the agenda for the 
meeting.  

CO73. Where the Audit and Performance Review Committee conducts 
investigations (e.g. with a view to policy development), the 
Committee may also ask people to attend to give evidence at 
Committee meetings which are to be conducted in accordance with 
the following principles: 

(a) that the investigation be conducted fairly and all members 
of the Committee be given the opportunity to ask questions 
of attendees, and to contribute and speak;  

(b) that those assisting the Committee by giving evidence be 
treated with respect and courtesy; and  

(c) that the investigation be conducted so as to maximise the 
efficiency of the investigation or analysis  

CO74. Following any investigation or review, the Committee/Sub-Committee 
shall prepare a report, for submission to the Fire Authority, 
Management Committee or other Committee as it deems appropriate 
and shall make its report and findings public. 

Involvement of Staff Representative bodies  

CO75. When the Committee are in public session, representatives of 
recognised Unions may attend meetings and will be given the 
opportunity to present material, discuss issues and answer 
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questions, in accordance with the agenda, to enable the Committee 
to take account of issues raised and material presented in their 
reports and recommendations.  Union Representatives may only be 
present or contribute to meetings when confidential or exempt 
information is discussed with the permission of the Chair of the 
Committee. 

Deputations at Meetings 

CO76. Any group or society likely to be affected by a matter which appears 
on an Agenda of this Committee may ask that a deputation should 
be received by the Committee.  Such request shall be made to the 
Clerk & Monitoring Officer by letter by 12 noon on the day before the 
meeting to which it relates.  The group or society making the request 
shall indicate the matter to which the request relates, the number 
(which shall not exceed 5), and names and addresses of the persons 
who will form the deputation and the member of the deputation who 
will speak for them. 

CO77. On being called by the Chair, the person speaking for the deputation 
may speak for up to 5 minutes making such remarks as he/she 
thinks fit, provided that such shall relate to the matter indicated when 
the request was made, and that they do not make a personal attack 
upon any person.  They will be heard in silence. 

CO78. The Committee may, during a further period not exceeding 5 minutes 
for each deputation, ask questions of those attending.  Such 
questions shall be asked and answered without discussion. 

CO79. Thereafter the deputation shall withdraw, save that by resolution of 
the Committee these time periods may be extended. 



 COMMITTEES 

 42

CO80. No deputation shall appear before the Committee within 6 months 
after a deputation has appeared before the Committee with the same 
or similar objects. 

CO81. Deputations will not be received on subjects that have a general 
application to all or a substantial portion of the residents of Berkshire. 

CO82. The Chair shall have discretion to accept alternative arrangements to 
the procedure set out above in exceptional circumstances. 

CO83. Political parties and/or political groups shall not be entitled to use this 
procedure. 

CO84. Members of the Authority not on the Committee may attend and 
speak at Committee Meetings.



 COMMITTEES 

 43

ROYAL BERKSHIRE FIRE LIAISON GROUP 

Title 

CO85. The Group shall be called the Royal Berkshire Fire Liaison Group 
hereinafter called ‘Liaison Group’. 

Representation 

CO86. The Liaison Group shall comprise the 3 Party Spokespersons of the 
Royal Berkshire Fire Authority and an equal number of 
representatives of the accredited bodies as follows: 

 Fire Brigade’s Union  2 

 Unison     1                        

 Total    6 

CO87. If a member of the Liaison Group ceases to be a member of the Fire 
Authority, or a representative of the relevant Union he/she shall 
thereupon cease to be a member of the Liaison Group, and the 
vacancy shall be filled by the Fire Authority or the Unions as 
appropriate. 

CO88. The Unions or the Authority may appoint substitutes to take the place 
of any of their representatives who are unable to attend a particular 
meeting. 

CO89. The Chairman of the Authority may agree to additional Union 
representatives attending the whole or part of Liaison Group 
meetings by invitation and may also agree on behalf of the Authority 
a variation in Union Core membership. 
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Chairman 

CO90. A Chairman and Vice-Chairman shall be appointed by the Liaison 
Group at the first meeting after the annual meeting of the Fire 
Authority to hold office for a year.  The Chairmanship and Vice-
Chairmanship of the Group shall be drawn from the Authority. 

Secretary 

CO91. The Secretary to the Liaison Group shall be the Clerk & Monitoring 
Officer to the Fire Authority.  The Chief Fire Officer and Treasurer to 
the Fire Authority shall be entitled to attend as of right and/or send a 
representative. 

Voting 

CO92. There shall be no voting on matters discussed and any agreements, 
disagreements etc. shall simply be recorded as such. 

Consultation and Negotiation 

CO93. The Liaison Group exists for discussion and consultation purposes 
only.  It will not be used as a means of formal negotiation. 

Functions 

CO94. The functions of the Liaison group shall be to provide a regular 
means of contact between the Authority and the Unions in order to: 

a) Establish a forum for a free exchange of views where a 
relationship of mutual trust and understanding can be fostered; 
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b) Prevent differences and endeavour to reconcile them should 
they arise, always providing that no question of  individual 
discipline, promotion or efficiency should be within the scope of 
the Liaison Group. 

CO95. To consider any relevant matters referred to it by the Authority or the 
Unions; 

CO96. To express views to the Authority on the interpretation and 
application of nationally negotiated agreements; 

CO97. The payment of local allowances to employees of the Authority. 

Rules and Regulations 

CO98. The Fire Liaison Group shall meet 6-monthly, prior to a meeting of 
the Management Committee, with further meetings being arranged at 
the discretion of the Chairman and in consultation with the other 
Party Leaders  

CO99. The Chairman and Vice-Chairman of the Group may direct the 
Secretary to call a meeting at any time. 

CO100. The matters to be discussed at any meeting of the Liaison Group 
shall be stated upon the notice summoning the meeting, but with the 
agreement of the Chairman and Vice-Chairman of the Group 
additional items may be considered on the grounds of urgency. 

Quorum 

CO101. The quorum of the Liaison Group shall be two, comprising at least 
one representative of the Authority and one Union representative. 
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CO102. The minutes of meetings of the Liaison Group shall be produced by 
the Secretary and submitted to the next appropriate meeting of the 
Liaison Group. 

CO103. A report on matters discussed at the meeting of the Liaison Group 
shall be produced by the Secretary and submitted to the next 
appropriate meeting of the Authority.



 COMMITTEES 

 47

INTEGRATED RISK MANAGEMENT WORKING PARTY  

Membership 

CO104. The IRMP shall have between 6 and 8 Members. 

Terms of Reference 

CO105. To monitor the development of the Authority’s Integrated Risk 
Management Plan (IRMP) and make recommendations to the 
Management Committee and the full Fire Authority as appropriate. 

CO106. To review reports informing of developments and proposals relating 
to key risk reduction strategies contained within the IRMP. 

CO107. To assist in the development, review and scrutinise the IRMP 
associated documents and annual action plans. 

CO108. To assist in the development of, and make recommendations upon, 
any consultation process related to the IRMP. 

CO109. To receive reports on the performance and progress of key elements 
of the IRMP as directed by the Working Party. 

Quorum 

CO110. The Quorum of the IRMP Working Party shall be 3 Members
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STANDARDS COMMITTEE 

CO111. The Fire Authority meeting will establish a Standards Committee and 
will ensure that at least 25% of the membership are Independent 
Members 

Composition 

Political Balance 

CO112. The Standards Committee does not have to comply with the political 
balance rules in section 15 of the 1989 Act. 

Membership 

CO113. The Standards Committee will be composed of: 

• Four Members of the Fire Authority 

• Five persons who are neither Members of the Fire Authority 
nor Officers of the Fire Authority or any other body having a 
Standards Committee (Independent Members); 

Independent Members  

Term of Office  

CO114. Independent Members will hold office for an initial period of four 
years.  The term may be extended by approval of the full Fire 
Authority. 

CO115. Independent Members will be appointed by the Fire Authority 
following local advertisement and on the recommendation of a 
Selection Panel, and in accordance with Regulations made by the 
Secretary of State. 
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Voting 

CO116. Independent Members will be entitled to vote at meetings 

CO117. At least one of the Independent Members must be present for the 
duration of a meeting of the Standards Committee for the 
proceedings of that meeting to be valid. 

Chairing the Committee 

CO118. The Chairman and Vice Chairman of the Committee shall be 
Independent Members. 

Terms of Reference 

CO119. The Standards Committee will have the following roles and 
functions:- 

(a) promoting and maintaining high standards of conduct by Fire 
Authority Members and any Co-opted Members;  

(b) assisting Fire Authority Members, and any Co-opted Members 
to observe the Members’ Code of Conduct;  

(c) advising the Fire Authority on the adoption or revision of the 
Members’ Code of Conduct; 

(d) monitoring the operation of the Members’ Code of Conduct;  

(e) advising, training or arranging to train Fire Authority and any 
Co-opted Members on matters relating to the Members’ Code 
of Conduct; 

(f) granting dispensations to Fire Authority Members and Co-
opted Members from requirements relating to interests set out 
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in the Members’ Code of Conduct, in accordance with 
guidance from the Secretary of State; 

(g) the determining of any appeals by the Fire Authority’s staff 
against restriction on their political activities imposed by virtue 
of the Local Government and Housing Act 1989, i.e. the 
holders of “politically restricted posts”; 

(h) overview of internal and external audit in relation to matters of 
probity; 

(i) to be responsible for ensuring compliance throughout the 
Authority with the Authority’s Standing Orders,  

(j) to monitor and review policies and practices and procedures 
relating to complaints handling and Local Government 
Ombudsman investigations; and  

(k) oversight of the constitution, particularly in relation to issues of 
standards and probity, including the Code of Conduct for 
Officers. 

(l) To make recommendations to the Fire Authority on the 
adoption, operation, review and amendment of the Code of 
Conduct for Employees 

(m) To consider and make recommendations to the Fire Authority 
on any Member Scheme of Allowances and to monitor and 
review its operation 

(n) To arrange for an Ethical Governance Audit of the Fire 
Authority, its processes and procedures to be undertaken; to 
consider the report and make appropriate recommendations 
to the Fire Authority. 
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Sub-Committees of the Standards Committee 

CO120. The Standards Committee shall appoint the following Sub-
Committees with the Terms of Reference set out: 

CO121. Assessment Sub Committee 

To carry out the initial assessment of misconduct allegations, in 
accordance with S57A of the Local Government Act 2000 and any 
relevant Regulations, including any subsequent reference back to 
the Panel by the Monitoring Officer 

CO122. Review Panel 

To review a decision by an Assessment Panel to take no action in 
respect of a misconduct allegation, in accordance with S57B of the 
Local Government Act 2000 and any relevant Regulations 

CO123. Standards Hearing Panel 

To determine any matters referred to it in accordance with the 
provisions of the Local Authorities (Code of Conduct) (Local 
Determination) Regulations 2003 as subsequently amended 

Terms of Reference  

CO124. Each Sub-Committee shall be chaired by an Independent Member, 
and shall be constituted in accordance with the Regulations and 
any decisions by the Standards Committee. 

CO125. A meeting of any of the above Sub-Committees shall comprise three 
members; 

CO126. At least one member of each of the Sub-Committees shall be drawn 
from the Fire Authority members of the Standards Committee and 
be selected on an alphabetical rota basis 
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CO127. No member who has sat on an Assessment Panel may also sit on a 
Review Panel which considers an appeal against the decision of 
the Assessment.    

CO128. No person shall sit on any of the Sub-Committees without first having 
attended training considered appropriate by the Monitoring Officer. 

CO129. The Standards Committee shall approve procedures to be followed 
in relation to the operation of the Sub-Committees referred to 
above, taking into account any guidance issued by the Standards 
Board for England. 

CO130. The acts and proceedings of every committee and sub committee 
shall be submitted to the Fire Authority or parent committee as the 
case may be, for confirmation, except where a committee or sub-
committee act under powers delegated to them by or with the 
authority of the Fire Authority, when their acts and proceedings 
shall be submitted for report only although a minute may be “not 
received” as a mark of disapproval. 

CO131. All powers listed in the Terms of Reference are delegated to the 
committees except where there is a requirement to submit a 
recommendation to the Fire Authority or another Committee.  All 
delegated powers shall in any event, be subject to the condition 
that either a major departure in policy or principle or any major 
formulation of new policy or principle which would affect the use of 
the Fire Authority’s resources or conflict with the provisions of the 
Strategic Plan identified in CO5 shall be submitted.  In all cases a 
committee or sub-committee exercising delegated powers shall act 
in accordance with Standing Orders and Financial Regulations and 
shall give effect to any resolution of the Fire Authority upon matters 
of policy and principle, but in case of doubt or difficulty, shall submit 
the matter concerned to the Fire Authority for approval. 
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CO132. In addition to any matters which are specifically delegated from time 
to time to any committee or sub-committee there shall be delegated 
subject to any statutory requirement, scheme or order, the following 
powers
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APPROVED SCHEME OF DELEGATION TO OFFICERS 

OPERATION OF THE SCHEME 

ASD1. General Authority to arrange the discharge of functions by officers is 
provided by section 101 of the Local Government Act 1972. 

ASD2. This Scheme is made without prejudice to the general authority of 
committees and sub-committees to delegate to officers, by virtue of 
the Local Government Acts, and the powers and duties of 
committees and sub-committees, subject however as follows: 

a) except in those cases where it is legally necessary to name 
particular officers, or categories of officers, all the delegations 
are made to Chief Officers and, except where it is indicated that 
powers shall be exercised personally, each officer must make 
clear and efficient arrangements so that powers delegated to 
him/her may be exercised by another responsible officer, for 
whom he shall always be ultimately accountable; 

b) the powers of Chief Officers shall be exercised in accordance 
with the Standing Orders, Contract Standing Orders and 
Financial Regulations of the Authority, and, in particular, the 
approved policies and budgets of the Authority; 

c) The powers of Chief Officers  shall be exercised always subject 
to: 

i. Estimate provision, and no commitment to 
additional expenditure in future financial years; 

ii. Approval to structures of the Royal Berkshire Fire 
& Rescue Service being reserved to the Authority; 
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iii. The policies and practices adopted by the 
Authority from time to time; 

iv. Observance of contracts of employment and 
conditions of service including any discretion 
incorporated within them; 

v. Rights of appeal; 

vi. Having due regard to the professional advice 
pertinent to the particular matter; and, 

vii. The contractual arrangements for provision of 
financial services together with related service 
level agreements (in appropriate cases). 

d) Every Chief Officer shall make suitable arrangements for the 
recording of action taken pursuant to these powers; 

e) Where any matter involves professional or technical 
considerations not within the sphere of competence of the Chief 
Officer concerned, he/she shall obtain appropriate professional 
or technical advice before authorising action; 

f) Where any application or request is refused by a Chief Officer 
in pursuance of the authority given to him/her, unless there is a 
statutory procedure for appeal, he shall notify the applicant or 
person making the request that he may have the matter 
referred to the appropriate committee or sub-committee; 

g) Where there is a dispute between Chief Officers, one of the 
officers may refer the matter to the Authority for appropriate 
action; 
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h) The initiation of civil legal action against any local authority and 
the issuing of public statements on matters of dispute between 
the Authority and other local authorities shall be reserved to 
Members and not delegated to officers. 

ASD3. References in the scheme to any statute, statutory instrument, 
regulation, rule, circular, agency or other agreement or any such 
matter in respect of which a power is delegated shall be deemed to 
include any modification or re-enactment of the same as may be 
made from time to time. 

CHIEF FIRE OFFICER 

Employment 

ASD4. The Chief Fire Officer shall be fully empowered in the following 
matters of personnel management as regards the Service, other 
than those specifically subject to Member appointment and/or 
placed under the direction and control of the Clerk & Monitoring 
Officer or Treasurer, who, in the case of such staff, may also 
exercise the following delegated powers: 

a) To add new posts, regrade existing posts, delete existing 
vacant posts; 

b) To appoint to vacancies, excluding the posts of Chief Fire 
Officer and Deputy Chief Fire Officer; 

c) To alter the designation of posts; 

d) To suspend or dismiss staff; 
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e) To accelerate or withhold increments and to award merit 
payments; 

f) To authorise standby duty payments; 

g) To extend service for up to 12 months beyond compulsory 
retirement; 

h) To extend sick leave on half pay after the expiry of contractual 
entitlement; 

i) To grant or withdraw essential car user status; 

j) To approve training and course attendance; 

k) To grant leave of absence without pay for a period not 
exceeding 12 months; 

l) To grant compassionate leave; 

m) To operate the Authority’s scheme for relocation of staff and to 
extend the time limit where special circumstances apply; 

n) To increase temporarily the salary of employees acting up in 
the absence of more senior colleagues in accordance with  the 
Conditions of Service of the National Joint Council for Local 
Government Services; 

o) Where the Authority has, by way of resolution or 
recommendation, formulated a proposal to dismiss employees 
by way of redundancy, to conduct the statutory consultation in 
accordance with the employment legislation to determine 
issues raised therein and to take the necessary steps to 
terminate the employment of individuals by application of the 
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terms and conditions of the appropriate severance scheme 
adopted by the Authority; subject always to a full report on the 
result of consultation and the action taken to the next 
appropriate meeting of the Authority; 

p) To grant paid leave of absence (additional to annual leave 
entitlement) for a period of up to three months, three separate 
periods not exceeding one month to Officers who have been 
invited to act as tutors or organisers on courses sponsored by a 
government department or a nationally recognised 
organisation, subject always to such work not breaching 
confidentiality or creating a conflict of interest.  All fees received 
should be retained by the Authority. 

ASD5. When the Deputy Chief Fire Officer is not available, to nominate an 
officer to deputise in the Chief Officer’s absence. 

ASD6. A member of the Fire and Rescue Service on authorised sick leave 
as a result of an illness or injury arising out of authorised duty 
should be entitled to full pay for one year in accordance with 
Section IV(1) of the Scheme of Conditions of Service for Local 
Authorities’ Fire and Rescue Services.  Thereafter the Chief Fire 
Officer may reduce pay to whatever level the Chief Fire Officer 
considers appropriate in the circumstances, subject to a maximum 
reduction of half pay for the first six months. 

ASD7. To approve the repayment of household removal expenses including 
necessary incidental expenses at the following rates subject to the 
submission of three estimates and to the lowest being accepted: 
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a) All internal removals arising from the promotion or transfer of 
existing Fire and Rescue Service personnel - 100%; 

b) All newly appointed personnel transferring into the Fire and 
Rescue Service - 100%; 

c) Members of the Fire and Rescue Service who, living in 
provided accommodation, are required to vacate that 
accommodation on retirement or within early reach of 
retirement, subject to the limitations contained in Section VI, 
paragraph 9(6) of the Scheme of Conditions of Service for 
Local Authorities’ Fire and Rescue Services. 

ASD8. To sanction payment up to the National Health Service equivalent 
under paragraph 10(2) of Section IX of the Scheme of Conditions 
of Service (applicable to Fire and Rescue Service personnel whose 
duties include a liability to engage in fire-fighting and incur 
expenditure for treatment other than under the National Health 
Service). 

ASD9. To authorise an employee to undertake other employment, when off 
duty, as appropriate. 

ASD10. To determine applications for reimbursement of fines and costs, at 
his discretion, in accordance with the scheme of conditions of 
service of members of the Fire and Rescue Service. 

ASD11. To approve the counting of broken service for incremental salary 
purposes, provided that the applicant undertakes to pay any 
arrears of pension contributions calculated in accordance with the 
current Firemen’s Pension Scheme Order. 
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ASD12. To act on behalf of the Fire Authority in taking decisions under the 
Firemen’s Pension Scheme when, in the opinion of the Authority’s 
Medical Adviser, it becomes necessary for an operational member 
of the Fire and Rescue Service to be retired. 

ASD13. To exercise the powers of the Authority under the Firemen’s’ and 
Local Government Pension Schemes. 

ASD14. Subject to the concurrence of the Treasurer and a subsequent report 
to the relevant Committee on the exercise of this power, to 
undertake the annual review of departmental salary structures 
subject to local pay arrangements. 

ASD15. To act on behalf of the Fire Authority in taking decisions under the 
Firemen’s Pension Scheme Order when in the opinion of the 
Authority’s Medical Adviser it becomes necessary for an 
operational member of the Fire and Rescue Service to be retired, 
reporting to the Authority on a six-monthly basis on the exercise of 
the power. 

Property 

ASD16. To formulate the requirements for property use and occupation of the 
Service. 

ASD17. To authorise the granting, taking or early surrendering of leases, 
tenancies or licences in relation to land or premises for a period not 
exceeding seven years and the purchase of land for projects 
included in the approved Capital Programme and to otherwise 
exercise all powers, rights and duties in respect of such land and 
premises, subject to being satisfied that any income payable to the 
Authority is the best that is reasonably obtainable.   
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ASD18. To apply for planning permission for the benefit of all Fire Authority 
land and property and to pursue any appropriate appeals in respect 
thereof. 

ASD19. Subject to Contract Standing Orders, to enter into and manage 
corporate property contracts for the supply of professional and 
contract services on behalf of the Authority. 

Cellnet Agreements 

ASD20. In accordance with the requirements of Contract Standing Orders 
and Financial Regulations, to enter into Cellnet Agreements for a 
period not exceeding ten years. 

Finance 

ASD21. To write-off debts: 

a) up to the sum of £1,000 for a particular debtor; 

b) for a particular debtor, between the sums of £1,000 and 
£10,000, subject to legal advice and the consent of the 
Treasurer; and, 

c) of £10,000 and above, subject to the approval of the Executive 
Committee which should receive both legal and financial 
advice. 

Financial Powers Exercisable With the Consent of the Treasurer 

ASD22. To approve, in accordance with schemes approved from time to 
time, applications for: 

a) Car Loans; and 
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b) Lease Cars. 

ASD23. To approve contracts for “leasing” of equipment subject to 
consultation with the Clerk & Monitoring Officer. 

ASD24. To exercise the discretionary power under the relevant 
Superannuation Regulations [as amended or re-enacted] from time 
to time] to grant pensions to contributors who retire before reaching 
the normal retirement age. 

General 

ASD25. On behalf of the Authority, to take the action necessary to respond to 
wartime, civil or other emergency where it is not practicable to 
obtain the necessary urgency approvals from the Authority. 

ASD26. To take such action as he/she considers necessary in emergency 
situations to protect the interests of the Authority, having consulted 
with the Chairman of the Authority and the Group Leaders where 
appropriate.  Such action is to be reported to the next meeting of 
the Authority or its Urgency Committee. 

ASD27. Subject always to estimate provision, to appoint and instruct when 
necessary outside agents or consultants to carry out specific work 
within the normal terms of reference of the Service. 

ASD28. To incur expenditure on the normal maintenance of any approved 
services provided by the Authority, subject to any limitations stated 
elsewhere in these powers. 

ASD29. Always subject to contract regulations, estimate provision, statutory 
requirements, to enter into contracts for the supply of goods and 
services necessary for the functions for which he is responsible. 
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ASD30. To authorise the payment of subscriptions and annual grants to any 
voluntary or other body or person for which provision has been 
identified in the approved estimates of the Authority. 

ASD31. To authorise the provision of equipment at Authority premises. 

ASD32. To accept on behalf of the Authority contributions by individuals or 
bodies towards approved capital or revenue projects subject to the 
concurrence of the Clerk & Monitoring Officer and Treasurer, as 
appropriate, and report to the next succeeding meeting of the 
Authority. 

ASD33. To grant ex gratia payments not exceeding £1,000, subject to the 
guidelines issued by the Treasurer from time to time; 

a) to employees of the Authority, or to workers whilst carrying out 
voluntary duties on behalf of the Authority who have in the 
normal course of their duties suffered accidental loss or 
damage; or 

b) to clients of the Authority who have suffered accidental loss or 
damage to their persons or their possessions which may arise 
from the actions of the Authority or its employees in the normal 
course of their duties. 

 provided that the nature of the damage or loss is such that 
the Treasurer advises that it cannot be dealt with under the 
Council’s insurance. 

ASD34. To exercise the powers of the Authority relating to offences in 
connection with the Fire Precautions Act 1971;the Health & Safety 
at Work etc Act 1974; the Fire Precautions (Workplace) 
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Regulations 1997 and Regulatory Reform (Fire Safety) Order 2005 
and any subsequent acts amending or extending the same: 

a) to serve statutory notices as may be required for the purposes 
of the Authority’s powers and duties: 

b) to sign and issue fire certificates in respect of premises 
requiring them and to grant or revoke statutory exemptions from 
the requirements; 

c) to nominate employees of the Fire & Rescue Service to be 
authorised in writing by the Clerk & Monitoring Officer on behalf 
of the Authority to enter and inspect premises and to be 
appointed as inspectors under the above named Acts. 

ASD35. To approve schemes for the provision of fire hydrants. 

ASD36. To submit objections to the grant or renewal of registration 
certificates or the grant or renewal of Justices’ Licences within the 
provisions of the Licensing Acts 1964 and 2003 as amended. 

ASD37. To authorise the installation, replacement or renewal of all necessary 
telecommunications equipment either at Authority establishments 
or Brigade personnel’s premises. 

ASD38. Pursuant to the Dangerous Substances (Notification and Marking of 
Sites) Regulations 1990, to require an occupier of any part of a 
building in the Authority’s area to affix standard uniform signs or 
symbols or warning notices indicating a substance likely to involve 
a special hazard to persons extinguishing fires and protecting life 
and property in case of fire. 
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ASD39. To use Royal Berkshire Fire & Rescue Service transport for both on 
and off duty personnel, dependent upon service exigencies, for the 
purpose of attending locations associated with their duties, 

ASD40. To undertake training for outside organisations and charge 
participants of such organisations for attendance. 

ASD41. In consultation with the Clerk & Monitoring Officer and the Treasurer, 
to negotiate with neighbouring fire authorities and conclude 
agreements under the Fire and Rescue Services Act 2004. 

ASD42. To release from duty any suitable Fire Service Officer, as and when 
required, to participate in the examination work of the Fire Services 
Central Examination Board. 

ASD43. To authorise secondment to the Fire Service College and/or 
whichever Government Department has responsibility for the Fire 
Service. 

ASD44. In respect of retained personnel, to approve extensions of service 
beyond the age of 55 years in exceptional circumstances and for a 
period not exceeding six months. 

ASD45. To refer personnel, where appropriate, for private consultations with 
their specialists, in order to alleviate the delay in receiving 
notification to resume operational duties, subject to the cost being 
contained within the revenue budget. 

ASD46. To approve the making of contributions towards the cost of 
telephones installed in the private residences of members of staff 
within the purview of the Authority. 
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CLERK & MONITORING OFFICER 

General Legal Matters 

ASD47. In consultation with the Chief Fire Officer, to institute, defend, appeal 
from, settle or abandon legal proceedings whether administrative, 
civil or criminal in any matter in which the Authority or its officers 
may institute or defend proceedings in any court or arbitration or 
administrative tribunal. 

ASD48. To take all such steps as are in his/her opinion necessary, including 
the affixing of the Common Seal of the Authority and the bringing of 
legal proceedings and the making of orders to give effect to any 
decision or action taken properly by the Authority, or any duly 
authorised body or officer acting on its behalf, or to protect the 
interests of the Authority or any person or property to whom or for 
which the Authority has responsibility and to sign on behalf of the 
Authority contracts, agreements or other documents conferring 
benefits or imposing obligations upon the Authority whether 
financial or otherwise, and to terminate the same. 

ASD49. To be responsible for: 

a) the execution of legal agreements pursuant to Standing Orders, 
Contract Standing Orders and Financial Regulations; and 

b) the issue of public notices. 

ASD50. To determine pursuant to Standing Order SO104  that an inspection 
of a document in the possession of the Authority be not allowed on 
the grounds that it is not in the public interest, or in the event of 
legal proceedings, would be, protected by privilege of the 
relationship of solicitor and client. 
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ASD51. To certify or authenticate any matter requiring certification or 
authentication on behalf of the Authority. 

ASD52. On behalf of the Authority, to determine applications for formal 
registration or certification made in pursuance of any legislation 
imposing such a function upon the Authority, in any cases 
where the power to register has not been formally delegated 
to the Chief Fire Officer. 

ASD53. To maintain the register required to be kept by the Authority pursuant 
to the Environment and Safety Information Act 1988. 

ASD54. To authorise an officer of the Authority or other specified person to 
enter upon land or premises in accordance with any statutory 
provision providing for such authorisation. 

ASD55. To issue proceedings in the Magistrates, Crown, County and High 
Court in relation to any offences in connection with the Fire 
Precautions Act 1971, the Fire Precautions (Workplace) 
Regulations 1997, the Regulatory Reform (Fire Safety) Order 2005 
and the Health & safety at Work Act 1974 and any subsequent acts 
amending or extending the same. 

ASD56. To instruct counsel as and when necessary. 

As Monitoring Officer 

ASD57. To receive notices of personal and prejudicial interest under Section 
96(1) of the Local Government Act 1972. 

ASD58. To keep a record of disclosures of personal and prejudicial interests 
under Section 94 and of notices under Section 96(1) of the Local 
Government Act 1972. 
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ASD59. To be responsible for decisions regarding Members’ rights to papers 
under Section 100(F) of the Local Government Act 1972. 

ASD60. To be responsible for the receipt of documents deposited 
under Section 225(1) of the Local Government Act 1972. 

ASD61. To ensure that the Authority’s policy on Data Protection is complied 
with. 

ASD62. To make determinations on the Public Interest Test under the 
Freedom of Information Act and related legislation. 

ASD63. To act as the Compliance/Monitoring Officer for the purposes of the 
Authority’s RIPA policy. 

Administration 

ASD64. To be responsible for the supply of papers to the press under 
Section 100B(7) of the Local Government Act 1972. 

ASD65. To be responsible for circulating reports and agenda under 
Section 100B(2) of the Local Government Act 1972. 

ASD66. To be responsible for the supply of summaries of minutes under 
Section 100C(2) of the Local Government Act 1972. 

ASD67. To be responsible for the preparation of lists of background papers 
relating to committee reports and arrangements for inspection by 
the public under Section 100D(1) and Section 100D(3) of the 
Local Government Act 1972. 
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ASD68. To receive notices regarding addresses to which summons to the 
meeting is to be sent under Paragraph 4(3) of Schedule 12 of the 
Local Government Act 1972. 

ASD69. To sign the summons to attend meetings of the Authority under 
paragraph 4(2)(b) of Schedule 12 of the Local Government Act 
1972. 

ASD70. To approve applications for the supply of Authority and committee 
agenda papers and minutes. 

ASD71. To maintain the Authority Handbook and obtain necessary formal 
approval to any amendments thereto. 

ASD72. To authorise the attendance of Members of the Authority at 
conferences and seminars, of direct relevance to the Authority, and 
in the United Kingdom, subject to a quarterly monitoring report to 
the Authority. 

TREASURER  

ASD73. To act as the statutory officer of the Authority under Section 151 of 
the Local Government Act 1972 and Section 114 of the Local 
Government Finance Act 1988. 

ASD74. To act as Head of Profession for qualified accountants employed by 
the Authority. 

ASD75. To ensure that the financial affairs of the Authority are properly 
administered and in accordance with the requirements of the 
Accounts and Audit Regulations 2003, including the maintenance 
of an effective internal audit function. 
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ASD76. To act as chief accountant and financial adviser to the Authority. 

ASD77. To ensure all payments to which the Authority is committed are 
made as they become due, and to open for the purpose of such 
bank accounts as he deems necessary. 

ASD78. To make arrangements for the collection and payment into the 
Authority’s bank accounts of all monies due to the Authority. 

ASD79. To make arrangements for the maintenance of income and 
expenditure accounts of the Authority. 

ASD80. To make transfers between the various bank accounts and 
withdrawals from those accounts and to authorise such transfers 
and withdrawals being made by such officers as he/she may from 
time to time designate. 

ASD81. To raise loans as required. 

ASD82. In consultation with the Chief Fire Officer and Clerk & Monitoring 
Officer, to implement decisions of national and provincial 
negotiating bodies. 

ASD83. To review and, where necessary, to respond to changed financial 
circumstances or opportunity, amend the methods and incidence of 
financing approved capital expenditure, subject to annual report to 
the Authority for information. 

ASD84. In accordance with the policies of the Authority, to implement in 
favour of any employee or his or her dependants, the legislation, 
rules and regulations relating to superannuation, retirement due to 
ill health or disability and any payments or gratuities arising and so 
to exercise any options open to the Authority thereunder. 
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ASD85. To determine requests for reinstatement of a widow’s pension from 
her former marriage upon divorce from any subsequent marriage, 
having regard to the principles applied in previous decisions on 
such applications by the Authority. 

ASD86. To manage the Authority’s insurance’s. 

ASD87. Within approved Authority policy and estimates, to authorise 
diversions between estimate heads. 

ASD88. To prepare, maintain and revise as necessary, financial regulations, 
subject to the approval of the Authority. 

ASD89. To issue, when necessary, financial management instructions with 
which officers shall comply. 

ASD90. To act as the designated officer representing the client within the 
agreement for the Financial Services contract. 
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MEMBER/OFFICER PROTOCOL 

INTRODUCTION 

PRO1. In Berkshire, following the dissolution of Berkshire County Council in 
1998, a combined fire authority, known as the Royal Berkshire Fire 
Authority, was established by order of the Secretary of State within 
section 8 of the Fire Services Act 1947, to serve the geographical 
area of the County of Berkshire administered by six Unitary 
Councils, namely the Royal Borough of Windsor & Maidenhead, 
Slough Borough Council, West Berkshire District Council, Bracknell 
Forest Borough Council, Wokingham Borough Council and 
Reading Borough Council.  

PRO2. The Royal Berkshire Fire Authority is a Combined Fire Authority 
[CFA] whose area includes Windsor Castle, the M4, 2 Atomic 
Weapons and Nuclear Research Establishments, Reading Prison, 
Broadmoor Special Hospital amongst others and is responsible for 
the delivery of a number of significant fire fighting and fire safety 
services within the Royal County of Berkshire. Hitherto, 
Member/Officer relations have largely been conducted on the basis 
of informal understandings and arrangements derived from 
experience. Although informal understandings arrived at between 
Members and Staff will continue to have a significant role in the 
conduct of Member/Officer relations, given the recent changes in 
local government and the increased responsibilities central 
government seeks to place on fire authorities, it is now appropriate 
for a framework for Member/Officer relations to be set out in a 
written protocol. 
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PRO3. The CFA has 25 Members who are elected to serve on one of the six 
constituent Unitary Councils, and then appointed by those Councils 
to the Fire Authority in proportion to each Council’s tax base. The 
CFA conducts its business in a similar way to many local 
authorities through means of quarterly meetings of the full CFA, 
supported by interim meetings of committees, panels and working 
parties.  Day to day decisions are delegated to Chief Officers and 
their subordinate staff through the CFA’s Standing Orders. 

PRO4. The CFA is a medium sized authority employing about 721 staff 
categorised as follows: 420 wholetime uniformed officers and 
firefighters, 176 retained (part-time) uniformed firefighters, 30 
wholetime uniformed Fire Control staff and 66 full time and 29 part-
time non-uniformed managerial, administrative, technical and 
clerical support staff. The Authority’s revenue budget is in excess 
of £29 million per annum. 

PRO5. The purpose of this protocol is to guide Members and Staff of the 
CFA in their relations with one another. Given the variety and 
complexity of such relations, the protocol cannot and does not seek 
to be comprehensive. However, it is hoped that the protocol will 
serve as a useful guide and that it will assist in promoting clarity 
and provide greater certainty in Member/Officer relations. 

PRO6. The protocol seeks to reflect those principles which underlie the 
respective Codes of Conduct for Members and Staff. Those codes 
aim to maintain and enhance the integrity (and the perception of 
integrity) of local government and they demand high standards of 
personal conduct. 
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ROLE OF MEMBERS AND OFFICERS 

PRO7. As the National Code of Conduct for Members notes, the 
responsibilities of Members and Officers are distinct. Councillors 
are responsible to the electorate and serve so long as their terms 
of office last. Officers are responsible to the CFA as a whole. 

PRO8. The roles of Members are principally those of determining the 
strategy and policies of the CFA and of acting as representatives of 
the communities from which they are elected. The functions of 
Officers are those of management, advising and influencing 
Councillors in their formulation of strategy and policies and the 
implementation of the strategy and policies as determined by 
Councillors. 

MEMBERS ACCESS TO INFORMATION AND TO CFA 
DOCUMENTS 

PRO9. It is essential for the proper performance of their duties as 
Councillors that Members should be provided with such 
information, explanation and advice as they reasonably need in 
discharging their role as Members of the CFA. The legal right of 
Councillors to inspect documents is found partly in statute and 
partly in common law. Under the Local Government Act 1972 
Members have a right to see all reports to committees and 
sub-committees and the "background papers" to those reports; the 
right applies whether or not the Councillor is a member of the 
committee or sub-committee. That right though does not extend to 
certain confidential reports e.g. on some employee related matters. 

PRO10. The common law right for Members inspection of documents is 
broader and allows for Councillors to have access to such 
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documents as are reasonably necessary to perform their duties as 
Members (the "need to know" principle). 

PRO11. If a Member believes that he/she requires information or advice on 
any CFA business or wishes to inspect a CFA document, he/she 
should approach the Chief Fire Officer or the Clerk & Monitoring 
Officer. Officers will be concerned to furnish a Member with such 
information, advice and access to documents, which he/she 
requires for the proper performance of his/her duties as a 
Councillor. There may be occasions, though, when an Officer 
believes that the Member does not have a right of access to a 
document and that it would be inappropriate on that particular 
occasion for the Member to see the document. Examples of when it 
might be considered inappropriate to disclose a document to a 
Councillor who does not have a right of access include those 
occasions when the CFA is involved in particularly sensitive 
litigation or where there is a special need to secure commercial 
confidentiality in a proposed transaction. Should that be the case, 
the Officer shall advise the Member that in the officer's view 
disclosure is neither required, nor appropriate, and the reasons 
why disclosure would not be appropriate. If the Member concerned 
disagrees with the decision of the Officer, he/she may in the first 
instance request a review of the decision by the appropriate Chair 
of Committee and if still dissatisfied may request a review by the 
appropriate full Committee. Ultimately, it will be for the appropriate 
committee or sub-committee to decide whether a Member has a 
"need to know". 

PRO12. Any CFA information provided to a Member by an Officer or vice 
versa should only be used for the purpose for which it was provided 
(i.e. in connection with the business of the CFA), and not for the 
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personal advantage of any person, nor to the disadvantage or 
discredit of the CFA or anyone else. 

PRO13. Officers shall respect the confidentiality of correspondence with an 
individual Member. If an Officer does, exceptionally, feel that it is 
necessary to copy to another Member, a letter to a Member, the 
Officer shall clearly indicate on the letter that it has been so copied. 

PRO14. As a general rule, official letters on behalf of the CFA should be sent 
out in the name of an officer and not in the name of a Member. An 
exception to the general rule is, of course, correspondence 
conducted by the Chairman/Vice-Chairman of the CFA in his/her 
capacity as such. Exceptionally, to make representations on behalf 
of the CFA to a Government Minister or Department, it may be 
appropriate for correspondence to be sent in the name of a 
Member. Also, in special circumstances it may be appropriate for 
correspondence setting out the policy of CFA to be sent in the 
name of a Member. Any correspondence by Members on behalf of 
the CFA should, as appropriate, be sent in the name of the relevant 
committee Chairman or Chairman of the CFA. Letters, which create 
obligations or give instructions on behalf of the CFA should not to 
be sent out in the name of a Member. 

OFFICER ADVICE AND AGENDA PREPARATION 

PRO15. The duty of officers to give information and advice is owed to the 
CFA as a whole. It follows from this duty that reports to the CFA, its 
committees or sub-committees should be those of the appropriate 
officer. In most instances this will be one of the Chief Officers or 
Directors.  
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PRO16. Having regard to the principles set out above, the stages in the 
preparation of agenda for Council/Committee/Sub-Committee 
meetings shall be as follows: 

a) In the case of the Full CFA, discussions between the senior 
officers and the Chairman of the CFA and other members of the 
Executive Committee on likely items for inclusion in the agenda: 

b) In the case of CFA Committees and sub-Committees, 
discussions between the senior officers, the Chairman and 
Vice-Chairman of those Committees on likely items for inclusion 
in the agenda; 

c) In the case of the Fire Liaison Committee, the agenda shall be 
prepared by the Clerk & Monitoring Officer following 
consultation by senior officers with representatives of the FBU;  

d) Publication of agenda and reports with 5 clear working days 
notice of the meeting [not including weekend days or public or 
bank holidays]; 

e) In matters of dispute as to what may or may not be lawfully 
included on any agenda of the CFA or its committees and 
panels, the decision of the Clerk & Monitoring Officer, in 
consultation with the Chief Fire Officer and Chairman of the 
CFA, shall be final. 

PRO17. Consultation with the Members, as the suggested procedure allows, 
is an essential element of the agenda preparation process. There 
may be instances when the officer believes that they must properly 
submit a report on a particular matter. By the same token, an 
officer shall be fully responsible and accountable for the contents of 
any reports submitted in his/her name. 
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PRO18. The existence of political groups within local authorities is now 
specifically recognised by law. Officers may properly be called 
upon to give information and advice to party group meetings. 
Where majority group control of the CFA exists, it may be 
appropriate for officers to give advice on the formulation of strategy 
and policy options to the majority group but it may be inappropriate 
for such advice and guidance to be given to minority groups. 

PRO19. When officers do provide information and advice to a 
Chairman/leader or a minority group representative or a political 
Group meeting, it is not a substitute for providing all necessary 
information and advice to the relevant committee or sub-committee 
when the matter in question is considered. However, it is recognise 
that the reality of the position which pertains when a political party 
has majority control of the CFA dictates that the working 
relationship between senior officers and the majority group cannot 
be identical to their relationship with minority groups. 

PRO20. Officers may, if requested so to do, attend meetings of party groups 
to provide information and advice in relation to relevant matters of 
CFA business. Any request for an officer to attend a group meeting 
should all be directed to the Chief Fire Officer or in his absence the 
Clerk & Monitoring Officer and indicate the subject matter upon 
which information and/or advice is to be sought. If the Chief Fire 
officer is of the opinion that it would be inappropriate for there to be 
an officer in attendance, his/her decision shall be final.  

PRO21. If officer attendance is appropriate, the Chief Fire Officer shall 
determine which officers should attend. Officers must not be 
involved in advising on matters of party business. Both Members 
and officers should refrain from any conduct, which could lead to 
the political impartiality of officers being called into question. In this 
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regard, officers, and in particular senior officers, should be cautious 
about attending social functions with Members unless the function 
is directly work related e.g. Mayor Making at one of the Unitary 
Authorities. 

PRO22. Members and officers shall respect the confidentiality of Working 
Groups, political group meetings and meetings with Chairmen and 
minority group representatives i.e. the content of any such 
discussions shall not be relayed directly or indirectly to members of 
another group without the consent of the political group, chairman 
or representative. 

SUPPORT SERVICES TO MEMBERS 

PRO23. Support services (such as stationery, typing, printing, photocopying 
and transport) can lawfully be provided to Members to assist 
Councillors in discharging their role as Members of the CFA. 
Accordingly, support services can only be legitimately provided to 
Members if they are for that purpose and must be used for CFA 
business. They-should, of course, never be used in connection with 
party political or campaigning activity or private purposes. 

PRO24. CFA resources may be used to provide information on services 
provided by the CFA and other CFA business. The law specifically 
precludes CFA resources being used to publish material, which is 
designed to affect public support for a political party. Any difference 
of view between a Member and an officer as to whether material 
would constitute political publicity should be referred to the Clerk & 
Monitoring Officer and [in the absence of agreement on the issue] 
thereafter to the Full CFA for decision. 
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INVOLVEMENT OF UNITARY MEMBERS 

PRO25. It is important to all Members that they should be kept fully informed 
of and have an input into matters of CFA business, which affect 
their Unitary Authority, including the Chairman’s official 
engagements. Therefore, whenever a public meeting is arranged 
by the CFA to consider an issue local to a Unitary Council or one or 
more Councils in a part of the County the relevant Unitary Council 
Member(s) should normally be invited to attend the meeting. 
Similarly, whenever the CFA undertakes any form of consultative 
exercise on an issue local to a particular Unitary Council or 
particularly affecting a part of the Unitary Council’s area the 
appropriate officers should normally notify the Members for the 
appropriate Unitary Council of the consultation and request their 
views on the matter in issue. 

GENERAL 

PRO26. Mutual respect between officers and Members is essential for the 
proper functioning of a local authority. It is important that any 
dealing between Members and officers should observe reasonable 
standards of courtesy and that neither officers nor Members should 
seek to take advantage of their position, intimidate the other party 
or seek to exert duress. 

PRO27. Close personal familiarity between Members and officers can 
damage their relationship and prove embarrassing to other 
Councillors and officers. It is clearly important that there should be 
a close working relationship between the Chairman of a Committee 
and the senior officers and any other officer who reports to that 
Committee. As the senior officers are responsible to the whole CFA 
and not to any individual Member, such relationships should never 
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be so close, or appear to be so close, as to bring into question the 
officers ability to deal impartially with other Members and other 
party groups. 

PRO28. The CFA's Standing Orders permit urgent decisions to be taken by 
the Chief Fire Officer subject to the written consent of the 
appropriate Chairman being secured to the proposed course of 
action. A committee or sub-Committee may delegate a decision to 
an officer in consultation with a Member. Such a practice is lawful 
but the law requires that the final decision must be that of the 
officer and it is the officer who is accountable to the CFA for the 
decision. 

DISPUTES 

PRO29. With goodwill and respect of integrity on both sides there ought to be 
very few occasions when a disagreement cannot be resolved 
amicably. If there is a serious dispute of substance it should be 
discussed in the first instance between the Member and the officer 
concerned. If such discussions do not produce an acceptable 
settlement reference may be made to the full CFA but this should 
be seen as a last rather than a first resort. 
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PROTOCOL ON THE USE OF IT BY MEMBERS 

INTRODUCTION 

PRO30. The Fire Authority provides some of its Members with computers 
and/or Blackberries to use at home to facilitate the performance of 
their duties as Members of the Fire Authority. The Fire Authority is 
committed to the development of E-Commerce and will be working 
over the coming years to increase the range of technology and 
information which is available to its Members electronically and to 
enable Members to conduct more of their business remotely. The 
use of these computers can make Members much more effective, 
but there are risks associated with such use. This protocol sets out 
the conditions on which such computers/Blackberries are provided, 
in order to minimise those risks both to the Fire Authority and to 
individual Members. 

PRO31. Each Member is required to sign a copy of this protocol as a 
condition of being provided with the computer/Blackberry and must 
comply with the terms of this protocol. For this purpose, “Computer” 
means the computer/Blackberry or other electronic device provided 
to the Member by the Fire Authority for use by the 
Member,together with any equipment, software or materials 
provided for use with the computer/Blackberry. 

SECURITY FOR THE COMPUTER 

PRO32. The Member accepts responsibility for the safe-keeping of the 
computer and where the computer is stored permanently at the 
Member’s home, shall not remove the computer or allow it to be 
removed from the Member’s home.  
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PRO33. The Member shall make reasonable arrangements for the safe-
keeping [including cleaning] of the computer. 

PRO34. Access to the Fire Authority’s information systems via the computer 
is subject to password security. The Member shall ensure that no-
one other than the Member is given access to those Fire Authority 
information systems and shall not reveal any such password to any 
other person. 

USE FOR FIRE AUTHORITY BUSINESS 

PRO35. The computer is provided to the Member specifically to facilitate the 
discharge of the Member’s functions as a Councillor and Member 
of the Fire Authority. The Member must therefore not use the 
computer in any manner which will prevent or interfere with its use 
for that purpose.  

PRO36. Accordingly, the Member must not: 

a) misuse the computer in such a manner as to cause it to cease 
to function; 

b) install or use any equipment or software which may cause the 
computer to malfunction. 

PRO37. The Member must: 

a) Ensure that the computer is maintained in a good working 
condition; 

b) Report any faults promptly to the appropriate officer of the Fire 
Authority; 
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c) Provide regular access to Fire Authority officers to service, 
maintain and repair the computer. 

PRO38. The Fire Authority provides the computer together with ancillary 
equipment and materials required for the Member’s functions as a 
Councillor and Member of the Fire Authority. Accordingly, the Fire 
Authority may decline to provide further equipment or material 
beyond a certain allowance where the use of such equipment or 
material appears to the Fire Authority to be required for private 
(non-Fire Authority) use. 

USE FOR PRIVATE PURPOSES 

PRO39. The Member may use the computer for private and family purposes 
and may permit members of his/her immediate family to use the 
computer for private purposes, but is then responsible for their use 
of the computer. 

PRO40. The Fire Authority itself, is prohibited from publishing any material of 
a party-political nature. If the Member uses the computer for the 
preparation of any material of such nature, he/she must make it 
clear that such material is published in a private capacity and not 
by or on behalf of the Fire Authority, and that no costs have been 
incurred by the Fire Authority as a consequence of its publication. 

PRO41. The Fire Authority has obtained the necessary software licenses for 
the use of the computer by the Member in a private capacity, but 
not for any non-Fire Authority business use of the computer. If the 
Member wishes to use the computer for any non-Fire Authority 
business use, it is the Member’s responsibility to obtain any 
necessary software licences. 
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PRO42. The Fire Authority accepts no responsibility for such private use of 
the computer or any loss, costs or liability which the Member or any 
other person may suffer as a result of the use of the computer. 

BRINGING THE FIRE AUTHORITY INTO DISREPUTE 

PRO43. The Member shall not use the computer, or permit its use, in any 
manner which may bring the Fire Authority or the Member into 
disrepute. 

PRO44. Specifically, where the Fire Authority provides web-sites for 
Members, the Fire Authority reserves editorial control of such 
websites and the right to remove or require the removal of any 
material which is unlawful, defamatory or likely to cause offence or 
bring the Fire Authority into disrepute. 

USE OF E-MAIL 

PRO45. Although e-mail and other Internet services are often treated as 
informal media, advice and correspondence by e-mail has the 
same legal bearing as any other written advice. Where a 
permanent record needs to be kept the Member should print a hard 
copy for the Fire Authority’s file. The Member must: 

a) not transmit confidential, personal or other sensitive information 
about the Fire Authority or any of its employees via e-mail 
unless appropriate encryption is applied to protect it; 

b) make ensure that all statements and comments about people 
and organisations are correct and true; 

c) not send unsolicited, irrelevant or inappropriate e-mail to 
multiple newsgroups or mailing lists on the Internet; 
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d) not abuse others (known as “flaming”) even in response to 
abuse directed at them; 

e) not use e-mail to sexually harass or threaten anyone in any 
manner; 

f) not send any message that is abusive, obscene, illegal, 
sexually explicit or potentially defamatory [NB. This includes all 
cartoons, video clips and other apparently amusing items – 
what one person may find amusing might be construed as 
harassment by others]; 

INSPECTION AND AUDIT 

PRO46. The Fire Authority reserves the right to inspect the computer at any 
time. The Member is required to give Fire Authority Officers access 
at any reasonable time for such inspection and audit, which may be 
undertaken remotely and without notice to the Member. Members 
are advised that the computer includes a history file which records 
its use, and particularly any websites which it has accessed.  

COSTS 

PRO47. The Fire Authority will meet the cost of providing the computer, 
together with a limited supply of paper and printer cartridges 
(contact Sylvia Simmonds ext. 2213 or email at 
simmondss@rbfrs.co.uk if you need some more). 

PRO48. Each Member is responsible for his/her own electricity bill. When 
turned on, the computer consumes about the same amount of 
electricity as a 100 Watt light bulb. 
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PRO49. If the Member wishes to make use of the computer for extensive 
private E-mail or internet access, he/she should take out a personal 
subscription to an Internet Service Provider. Any such telephone 
time will then be on the Member’s own telephone bill and will not be 
reimbursed by the Fire Authority. 

RETURN AND RECOVERY OF THE COMPUTER 

PRO50. The computer remains the property of the Fire Authority. 

PRO51. The Fire Authority reserves the right to require the Member to return 
the computer at any time and the right to recover the computer 
from the Member. 

PRO52. The Member is required to return the computer to the Fire Authority 
upon ceasing to be a Member of the Fire Authority. 

CONFIDENTIALITY 

PRO53. The Member may be able to access confidential Fire Authority 
information using the computer. The Member is responsible for 
ensuring the continued security of any such confidential information 
which he/she receives, including the security of any storage of such 
information on the computer. The Member is reminded of his/her 
obligations under the Fire Authority’s Code of Conduct for 
Members not to disclose such confidential information to any third 
party. 

PRO54. Some of this information will be personal information relating to 
individuals. The unauthorised processing or disclosure of such 
information is prohibited under the Data Protection Act and the 
Member is responsible for ensuring that there is no such 
unauthorised disclosure from the computer. 
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RESTRICTION OF USE 

PRO55. The Fire Authority reserves the right to restrict the use of the 
computer if it has reason to believe that the use of the computer is 
likely to offend any provision of the Protocol. In particular, the Fire 
Authority reserves the right to: 

a) remove or disable any software or equipment; 

b) remove any information stored on the computer. 

RULES ON PLACING ORDERS 

PRO56. Some organisations accept orders for goods and services via the 
Internet. The fact that Internet access has been granted to a 
Member, does not authorise that Member to place orders for any 
goods, services or other items in the name of the Fire Authority. 
Any orders and means of payment to be placed on behalf of the 
Fire Authority must first be authorised in accordance with the Fire 
Authority’s Standing Orders, Terms of Reference and Financial 
Regulations and channelled through the normal procedures. 

ANTI-VIRUS RULES 

PRO57. The Fire Authority uses Sophos anti-virus software and it is 
mandatory for all Members to have the latest version loaded onto 
their computer. This software must not be disabled or tampered 
with in any way. 

PRO58. Members shall not utilise Fire Authority facilities and/or computers to 
download or distribute pirated software, data, entertainment 
software or games. 
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PRO59. No Member shall upload any software licensed to the Fire Authority 
with out express written authorisation from the Chief Fire Officer. 
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PROTOCOL ON GIFTS AND HOSPITALITY FOR 
MEMBERS 

INTRODUCTION 

PRO60. The acceptance of gifts and hospitality by Councillors is not merely 
an administrative issue. It reflects directly upon the perception of 
Councillors and of the Fire Authority as acting in the public interest 
or as acting for the personal advantage of friends and for what 
personal benefit Councillors can get out of their position.  

PRO61. The law on the acceptance of gifts and hospitality is set out in the 
Fire Authority’s Code of Conduct for Members and in the 
Prevention of Corruption Acts. These requirements are then 
supplemented by the procedures which have been adopted by this 
Authority, to provide a clear set of rules for the protection of both 
Councillors and the Fire Authority. Acceptance of a gift or 
hospitality in breach of the Code, or failure to declare receipt of 
such a gift or hospitality, can lead to disqualification from holding 
any public office for a period of up to five years. Corrupt 
acceptance of a gift or hospitality can lead to a heavy fine or up to 
7 years’ imprisonment.  

PRO62. This Code of Conduct sets out: 

a) the principles which a Member should apply whenever a 
Member has to decide whether it would be proper to accept any 
gift or hospitality; 

b) a procedure for obtaining consent to accept a gift or hospitality, 
when a Member  considers that it would be proper to accept it; 
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c) a procedure for declaring any gift or hospitality which a Member 
receives and for accounting for any gift to the Fire Authority  

PRO63. This Code does not apply to the acceptance of any facilities or 
hospitality which may be provided to Members by the Fire 
Authority. 

GENERAL PRINCIPLES 

PRO64. In deciding whether it is proper to accept any gift or hospitality, all 
members should apply the following principles. Even if the gift or 
hospitality comes within one of the general consents set out below, 
a Member should not accept it if to do so would be in breach of one 
or more of these principles: 

a) Never accept a gift or hospitality as an inducement or 
reward for anything you do as a Councillor 

A Councillor, must act in the public interest and must not be 
swayed in the discharge of his/her duties by the offer, prospect of 
an offer, or the non-offer of any inducement or reward for 
discharging those duties in a particular manner. 

The Public Bodies (Corrupt Offences) Act 1889 provides that if a 
Member accepts any gift, loan, fee, reward or advantage 
whatsoever as an inducement to or reward for doing or forbearing 
to do anything in respect of any matter or transaction in which the 
Fire Authority is concerned, he/she commits a criminal offence 
carrying a maximum term of imprisonment of 7 years 

Further, the Fire Authority’s Code of Conduct for Members provides 
that all members must act in the public interest, serving the Fire 
Authority and the whole community, rather than acting in the 
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interests of any particular individual or section of the community, 
and that it is a breach of the Code improperly to confer any 
advantage or disadvantage on any person, including oneself. 

b) You should only accept a gift or hospitality if there is a 
commensurate benefit to the Fire Authority. 

The only proper reason for accepting any gift or hospitality is that 
there is a commensurate benefit for the Fire Authority which would 
not have been available but for the acceptance of that gift or 
hospitality.  

Acceptance of hospitality can confer an advantage on the Fire 
Authority, such as an opportunity to progress the business of the 
Fire Authority expeditiously through a working lunch, or to canvass 
the interests of the Fire Authority and its area at a meeting. 
Acceptance of a gift is much less likely to confer such an 
advantage. But unless the benefit to the Fire Authority is clear, and 
is commensurate with the value of the gift or hospitality, the 
presumption must be that the gift or hospitality is purely for the 
Member’s own personal benefit. 

As set out above, the Fire Authority’s code provides that Members 
must not improperly confer any advantage on anyone, including 
oneself. Acceptance as a Councillor of a gift or hospitality for 
his/her own benefit or advantage, rather than for the benefit to the 
Fire Authority, would be a breach of the Code. 

c) Never accept a gift or hospitality if acceptance might be 
open to misinterpretation  

The appearance of impropriety can be just as damaging to the Fire 
Authority and to an individual as a Councillor as actual impropriety. 
The Fire Authority’s ability to govern rests upon its reputation for 
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acting fairly and in the public interest. Members must therefore 
consider whether the acceptance of the gift or hospitality is capable 
of being interpreted as a sign that the Member or the Fire Authority 
favours any particular person, company or section of the 
community or as placing the Member under any improper 
obligation to any person or organisation. If there is any possibility 
that it might be so interpreted, the Member must either refuse the 
gift or hospitality or take appropriate steps to ensure that such a 
misunderstanding cannot arise. 

Certain occasions are particularly sensitive, and require the 
avoidance of any opportunity for such misunderstanding. These 
include: 

i. occasions when the Fire Authority is going through 
a competitive procurement process, in respect of 
any indication of favour for a particular tenderer; 

ii. determinations of Fire Authority policy, in respect 
of any person or organisation which stands to gain 
or lose from the determination; 

iii. funding decisions, when the Fire Authority is 
determining a grant or other funding application by 
any person or organisation. 

d) Never accept a gift or hospitality which puts you under an 
improper obligation 

Recognise that some commercial organisations and private 
individuals see the provision of gifts and hospitality as a means 
of buying influence. If a Member accepts a gift or hospitality 
improperly, it is possible that they may seek to use this fact to 
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persuade that Member to determine an issue in their favour. 
Equally, if others note that a Member has been prepared to 
accept a gift or hospitality improperly, they may feel that they 
will no longer be able to secure impartial consideration from the 
Fire Authority. 

e) Never solicit a gift or hospitality 

Members must never solicit or invite an offer of a gift or 
hospitality in connection with their position as a Councillor 
unless the acceptance of that gift or hospitality would be 
permitted under this Code. A Member should also take care to 
avoid giving any indication that he/she might be open to such 
any improper offer. 

GENERAL CONSENT PROVISIONS 

PRO65. For clarity, the Fire Authority has agreed that you may accept gifts 
and hospitality in the following circumstances: 

a) civic hospitality provided by another public authority; 

b) modest refreshment in connection with any meeting in the 
ordinary course of a Member’s work, such as tea, coffee, soft 
drinks and biscuits; 

c) tickets for sporting, cultural and entertainment events which are 
sponsored/supported by the Fire Authority; 

d) small gifts of low intrinsic value below £25, branded with the 
name of the company or organisation making the gift, such as 
pens, pencils, mouse pads, calendars and diaries. However, 
Members should take care not to display any such branded 
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items when this might be taken as an indication of favour to a 
particular supplier or contractor, for example in the course of a 
procurement exercise; 

e) modest alcoholic or soft drink on the occasion of an accidental 
social meeting, such as a pint of beer from an employee of a 
contractor or party with whom you have done business on 
behalf of the Fire Authority if a Member meets them 
accidentally in a public house, cafe or bar. In such cases, the 
Member concerned should make reasonable efforts to return 
the offer where this is practicable; 

f) a modest working lunch not exceeding £25 a head in the 
course of a meeting in the offices of a party with whom the Fire 
Authority has an existing business connection where this is 
required in order to facilitate the conduct of that business. 
Members should not make such arrangements themselves, but 
request officers to settle the detailed arrangements, and officers 
are under instruction, when arranging any such meeting, to 
make it clear to the other party that such a lunch must not 
exceed a value of £25 a head; 

g) modest souvenir gifts with a value below £25 from another 
public authority or visiting dignitary given on the occasion of a 
visit by or to the Fire Authority [NB. In some cultures e.g. 
Japanese/Chinese/Russian, the giving of gifts even on an 
official visit, is a sign of respect and to refuse to accept a gift 
given in such a situation could cause considerable offence, 
therefore, the only exception to this financial limit is where to 
refuse the gift would cause significant embarrassment/offence 
and be considered very rude]; 
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h) hospitality received in the course of an external visit or meeting 
which has been duly authorised by the Fire Authority. Members 
should not make such arrangements themselves, but request 
officers to settle the detailed arrangements, and officers are 
under instruction to make it clear that any such hospitality for 
Councillors and officers is to be no more than commensurate 
with the nature of the visit 

i) other unsolicited gifts, where it is impracticable to return them to 
the person or organisation making the gift, provided that the 
Member deals with the gift strictly in accordance with the 
following procedure: The Member must, as soon as practicable 
after the receipt of the gift, pass it to the Clerk & Monitoring 
Officer/Chief Fire Officer/Chairman of the Fire Authority 
together with a written statement identifying the information set 
out in PRO67.b)below. The Clerk & Monitoring Officer will then 
write to the person or organisation making the gift thanking 
them on behalf of the Member for the gift and informing them 
that the Member has donated the gift to the Chairman’s Charity 
Fund, on whose behalf it will be raffled or other wise disposed 
of in due course, the proceeds being devoted to a charitable 
cause chosen by Chairman. 

SPECIAL CONSENT PROVISIONS 

PRO66. If a Member wishes to accept any gift or hospitality which is in 
accordance with the General Principles set out in PRO64, but is not 
within any of the general consents set out in PRO65, he/she may 
only do so if he/she has previously obtained specific consent in 
accordance with the procedure in PRO67. 
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PRO67. The Member must make an application in writing to the Clerk & 
Monitoring Officer, setting out: 

a) the nature and estimate of the market value of the gift or 
hospitality; 

b) who the invitation or offer has been made by or on behalf of; 

c) the connection which the Member has or had with the person or 
organisation making the offer or invitation, such as any work 
which they have undertaken for the Fire Authority; 

d) any work, permission, concession or facility which the Member 
is aware that the person or organisation making the offer or 
invitation may seek from the Fire Authority; 

e) any special circumstances which lead the Member to believe 
that acceptance of the gift or hospitality will not be improper; 

PRO68. A Member must not accept the gift or hospitality until he/she has 
received the appropriate consent.  

PRO69. The Clerk & Monitoring Officer will enter details of any approval in a 
register which will be available for public inspection on the occasion 
of the public inspection of the Fire Authority’s accounts for the 
relevant year. But note that this does not relieve Members of the 
obligation to register the receipt of gifts and hospitality in 
accordance with Paragraph PRO70 below. 

REPORTING 

PRO70. Where a Member accepts any gift or hospitality which a Member 
estimates to have a market value or cost of provision of £25 or 
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greater, that Member must, as soon as possible after receipt of the 
gift or hospitality, make a declaration in writing to the Clerk & 
Monitoring Officer, setting out the information set out in PRO67 
above. A form for this purpose is attached to this Code, but you can 
send the same information by any convenient means. The Clerk & 
Monitoring Officer will retain a copy of any such declaration in a 
register which will be available for public inspection until the 
approval of the Fire Authority’s accounts for the year in question. 

PRO71. Even if the value of the gift or hospitality is less than £25, if a 
Member is concerned that its acceptance might be misinterpreted, 
and particularly where it comes from a contractor or tenderer, the 
Member may make a voluntary declaration in the same manner to 
ensure that there is nothing secret or underhand about the gift or 
hospitality. 

GIFTS TO THE FIRE AUTHORITY 

PRO72. Gifts to the Fire Authority may take the form of the provision of land, 
goods or services, either to keep or to test with a view to future 
acquisition, an offer to carry out works or sponsorship of a function 
which is organised or supported by the Fire Authority. Members 
should not solicit any such gift on behalf of the Fire Authority 
except where the Fire Authority has formally identified the 
opportunity for participation by an external party and how that 
participation is to be secured e.g. StayWise Sponsorship.  

PRO73. If a Member receives such an offer on behalf of the Fire authority, 
the Member must first consider whether it is appropriate for the Fire 
Authority to accept the offer (in terms of whether the acceptance of 
the gift might be seen as putting the Fire Authority under any 
improper obligation, whether there is a real benefit to the Fire 
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Authority which would outweigh any disadvantages). If the Member 
does not have delegated authority to accept the gift, he/she should 
report the offer directly to the Clerk & Monitoring Officer who has 
such delegated authority, together with your recommendation.  

PRO74. The Clerk & Monitoring Officer will then write back to the person or 
organisation making the offer, to record the acceptance or non-
acceptance of the gift, record the gift for audit purposes and ensure 
that the gift is properly applied for the benefit of the Fire Authority. If 
the member has any concerns about the motives of the person or 
organisation making the offer, or whether it would be proper for the 
Fire Authority to accept the gift, you should consult the Clerk & 
Monitoring Officer directly. 

DEFINITIONS 

PRO75. “Gift or hospitality” includes any: 

a) the free gift of any goods or services; 

b) the opportunity to acquire any goods or services at a discount 
or on terms which are more advantageous than those which are 
available to the general public; 

c) the opportunity to obtain any goods or services which are not 
available to the general public; 

d) the offer of food, drink, accommodation or entertainment, or the 
opportunity to attend any cultural, sporting or entertainment 
event; 

PRO76. References to the “value” or “cost” of any gift or hospitality are 
references to the higher of: 
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a) the Member’s estimate of the cost to the person or organisation 
of providing the gift or consideration; 

b) the open market price which a member of the public would 
have to pay for the gift or hospitality, if it were made available 
commercially to the public, less the cash sum of any 
contribution which the Member would be required to make 
toward that price to the person or organisation providing or 
offering the gift or hospitality. 
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To: the Clerk & Monitoring Officer 

Declaration of Receipt of Gifts or Hospitality 

Name   

What was the gift or hospitality?  

What is your best estimate of its 
market value or cost? 

 

Who provided it?  

When and where did you receive 
it? 

 

Does it come within one of the 
general consents set out in the 
Code of Conduct? If so, which? 

 

Did you get the consent of any 
officer before accepting it? If so, 
who? 

 

Were there any special 
circumstances justifying 
acceptance of this gift or 
hospitality? 

 

Do you have any contact in your 
job with the person or 
organisation providing the gift or 
hospitality? 

 

Signed Date 
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1. INTRODUCTION 

1.1 Member Champions are elected members who act as an advocate 
or spokesperson for a specific area of the Fire Authority’s business.  
The main responsibility of each Member Champion is to encourage 
communication and positive action over the issue they represent. 

1.2 Member Champions have evolved in the Fire Authority as a result of: 

(a) legislation and national initiatives in relation to the development 
of services, and 

(b) initiatives undertaken by the Fire Authority in wishing to 
focus member activity on certain aspects of the Fire 
Authority’s business and functions. 

2. APPOINTMENT OF MEMBER CHAMPIONS 

2.1 The Fire Authority is responsible for appointing Member Champions.  
All Political Group Leaders will be consulted before any 
appointments are confirmed by the Fire Authority.  A Member 
Champion may be any Member of the Fire Authority.  

The following champions have been designated: 

(a) Communications 

(b) Community and Partnerships Champion 

 (c) Environment Champion 

(d) Equality and Diversity Champion 
(e) Member Development Champion 
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2.2 The Fire Authority will normally seek expressions of interest in the 
role prior to making an appointment. 

2.3 Member Champions will normally be appointed on an annual basis.   

2.4 Although there is no legal requirement to apply the political balance 
rules to the appointments, there will be an expectation that the roles 
will normally be shared proportionately to reflect the political balance 
of the Fire Authority.  However, any appointment should have due 
regard to the suitability for the role and relevant national and local 
guidance. 

2.5 A Member Champion may be removed from office at any time by the 
Fire Authority by a majority resolution. 

2.6 Any Member Champion may resign from office by giving written 
notice to the Chairman and Chief Fire Officer. 

3.  ROLE OF MEMBER CHAMPIONS 

3.1 All Member Champions will have a job description setting out their 
respective roles.  These will be developed by the relevant Director in 
consultation with the Chairman of the Fire Authority and the 
champion concerned.  Examples of possible roles for champions that 
may be appropriate to include in a job description are set out in 
Annex 1 to this protocol. 

4. THE PARAMETERS OF THE MEMBER CHAMPION ROLE 

4.1 All Member Champions must act reasonably in their role and 
recognise and work effectively within the political management and 
working arrangements adopted by the Fire Authority. 
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4.2 A Champion cannot make decisions and must not commit the Fire 
Authority in any way or in a manner that could be interpreted as 
being contrary to established policy and practice.  They may, 
however, confirm a position as stated in a published policy. 

4.3 A Champion may be a recognised media contact with the prior 
approval of the Chairman.  Where such approval has not been 
obtained, the Champion must make it clear when communicating 
with the media that he/she is speaking on behalf of a political group 
(if affiliated to a group) or in a personal capacity and not as the Fire 
Authority’s Champion.  

5. CHAIRMAN/MANAGEMENT COMMITTEE – WORKING 
RELATIONSHIP 

5.1  The Chairman and the Management Committee will normally: 

(a) acknowledge the right of Champions to be consulted on 
matters relating to their area of interest; 

(b) take full account of any views offered by Champions prior to 
any decision taken on matters within their area of interest; 

(c) co-operate with Champions in the formulation of action 
plans they have agreed with the relevant officer; and 

(d) consider nominating the relevant champion to represent the 
Fire Authority at a relevant conference/seminar on the 
subject matter of the Champions interest. 

6. AUDIT AND PERFORMANCE REVIEW – WORKING 
RELATIONSHIP 
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6.1 The Audit and Performance Review Committee Chairman will 
normally: 

(a) acknowledge the right of Champions to be consulted and to 
participate in discussions on matters relating to their 
interest; 

(b) ensure there is appropriate engagement or consultation 
with Champions in the formulation of policy; 

(c) ensure Champions are specifically invited to be contributors 
to any reviews that have a direct bearing on their interest; 
and 

(d) ensure an opportunity is provided for Champions to 
contribute or to comment on the Audit and Performance 
Review Work Programme. 

7.  OFFICER SUPPORT TO MEMBER CHAMPIONS 

7.1 The Member Champions play an important role in promoting their 
area of interest on behalf of the Fire Authority.  In recognition of the 
importance of the respective roles of Champions, officer support will 
be provided at a senior level. 

7.2 Each Member Champion will be advised by a nominated officer.  The 
officer will meet with the relevant Member Champion on a regular 
basis to discuss action plans, current activities, national 
developments or any other matters relating to the interest being 
championed. 

7.3 The officer concerned will give all reasonable support to the Member 
Champion, including the provision of Fire Authority information, 



 PROTOCOLS 

  21 

government communications and national publications within their 
remit. 

8. ACCOUNTABILITY 

8.1 At the beginning of each municipal year, each Member Champion 
shall agree with the Fire Authority, the appropriate Committee(s), or 
Working Party and the nominated officer a programme of activity, 
with SMART (specific, measurable, achievable, realistic, time-bound) 
targets, taking into account the Fire Authority’s priorities.  

8.2 Each Member Champion will, with the assistance of the relevant 
officer, prepare a six monthly report for submission to the Fire 
Authority and/or the Executive Committee setting out the actions 
taken during the course of the year and how these have contributed 
to the Fire Authority’s priorities.   The main measure of performance 
will be through the annual report. 

8.3 A Member Champion may be questioned by another member of the 
Fire Authority on their respective area of interest at a meeting of the 
Fire Authority in accordance with Standing Orders 30 - 42 in relation 
to Fire Authority meetings. 

9. TRAINING 

9.1 All Member Champions will normally have the opportunity to attend 
appropriate training courses. 

10. ATTENDANCE AT SEMINARS CONFERENCES 

10.1 The attendance of Member Champions at conferences/seminars 
relevant to their roles will be agreed by the Champion and the 
Management Committee.  In the case of attendance at short notice, 
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the Chairman of the Fire Authority may give consent subject to 
confirmation that the cost can be met from within existing budgets.  

11. ALLOWANCES 

11.1 At present none of the Member Champions are entitled to receive a 
Special Responsibility Allowance (SRA) for carrying out their role.  
The Independent Assessor appointed to review the current Member 
Allowances Scheme will consider whether the position of a Member 
Champion should attract an SRA and his findings will be reported to 
the Annual meeting of the Fire Authority in June 2009. 

12. DISPUTE MECHANISM 

12.1 In the event that a dispute arises in relation to the operation of this 
protocol and it cannot be settled informally, then the Chief Fire 
Officer, having met the person(s) concerned, will arrange and attend 
a meeting between the Chairman and the appropriate group 
leader(s) to resolve the situation. 

13. REVIEW OF PROTOCOL 

13.1 A review of this protocol will first take place after a period of 18 
months from its adoption. 
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Annex 1 

Role of Member Champions 

Accountabilities  

To the Full Fire Authority  

Role Purpose and Activities  

(a) To champion the Fire Authority’s adopted policy for the relevant 
theme; 

(b) To promote their area of interest within & outside the Fire Authority; 

(c) To contribute to the review & development of policies relating to the 
area of interest; 

(d) To challenge and question the Fire Authority and Committees on 
issues affecting their area; 

(e) To attend meetings of the Fire Authority and its Committees and 
Working Parties and speak on issues (when permitted by the person 
presiding at the meeting) relevant to their area; 

(f) To act as a catalyst for change and improvement in service delivery; 

(g) To monitor the Forward Plan & seek information from the relevant 
officers & other members about forthcoming business & exert 
influence on behalf of the interest; 

(h) To monitor scrutiny plans & activity & seek information and offer 
views on relevant review subjects & exert influence on behalf of the 
interest; 
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(i) To seek to place appropriate items on member meeting agendas; 

(j) To keep members updated regarding activities relevant to the 
interest; 

(k) To network with member champions from other fire authorities with 
the same interest to keep up-to-date with current developments; 

(l) To provide positive support, & on occasion, constructive challenge to 
officers in driving forward the Fire Authority’s agenda on relevant 
issues; and 

(m) To act as the Fire Authority’s representative on relevant external 
bodies where Fire Authority representation is required or sought. 

Values  

To be committed to the values of the Fire Authority & public office, namely:  

• Openness and transparency  

• Honesty and integrity  

• Tolerance and respect  

• Equality and fairness  

• Appreciation of cultural difference  

• Sustainability  

• Inclusive leadership  
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Member Champion Person Specification 

1. Understanding of the area of interest being championed in terms of Fire 
Authority strategies and policy, good practice, Improvement and National 
Agendas.  

2. Ability to engage with a range of members and officers around the area of 
interest and listening to requirements  

3. Ability to advocate on behalf of the championed area of interest within the 
Fire Authority  

4. Ability to engage with citizens and community groups, where appropriate 
in matters related to the interest.  

5. Ability to lead and support local initiatives related to the interest.  
6. Ability to represent the position of the Fire Authority to the community in 

relation to the interest. 
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MEMBERS ALLOWANCES SCHEMES 

INTRODUCTION 

The Royal Berkshire Fire Authority, in exercise of the powers conferred by the 
Local Authorities (Members’ Allowances) (England) Regulations 2003, hereby 
makes the following scheme:  

NAME AND DURATION  

MA1. This scheme may be cited as the Royal Berkshire Fire Authority 
Members’ Allowances Scheme.  

MA2. This scheme shall have effect for the period 25th June 2009 to 31 
March 2013.  The Scheme may be amended at any time by 
resolution of the Authority. 

BASIC ALLOWANCE 

MA3. Subject to Section 8 of this Scheme, a Basic Allowance at a rate of 
£1,800 per annum shall be paid to each Member.   

MA4. For the avoidance of doubt, ‘Member’ in this context means a person 
appointed to the Authority under the provisions of the Royal 
Berkshire Fire Service Combination Scheme. 

MA5. The Basic Allowance is intended to recognise the time commitment 
of Members including calls on their time at meetings with officers 
and constituents.  It is also intended to cover incidental costs such 
as the use of Members’ homes.   
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MA6. Where a Member’s term of office does not extend throughout a 
complete year, the amount payable shall be pro rata to the number 
of days during which his/her term of office subsists.  

MA7. Where a Member is suspended or partially suspended from his/her 
responsibilities or duties as a Member of the Authority in 
accordance with Part III of the Local Government Act 2000 or 
regulations made thereunder, the Authority shall have discretion to 
withhold that part of the allowance payable to him/her in respect of 
the period for which he/she is suspended or partially suspended. 

SPECIAL RESPONSIBILITY ALLOWANCE 

MA8. Subject to Section 8 of this Scheme, a Special Responsibility 
Allowance shall be paid in monthly instalments to those Members 
who hold the special responsibilities in relation to the Fire Authority 
in recognition of the additional duties and time commitment such 
positions entail that are specified in the following Table, and the 
annual rate of each such allowance shall be the amount specified 
against that special responsibility in that Table:  

Position Special Responsibility 
Allowance 

Chairman of Council  £9,000 
Vice Chairman of Council  £4,500 
Chairmen of Committees  £2,250 
Chairman of IRMP Working Party   £900 
Chairman of Standards Committee  £450 
Champions   £900 
SEFRCCL Representative  £2,250 
Opposition Group Leaders  £1,800 
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MA9. Where a Member holds one of the above positions for part of a year, 
the amount payable shall be pro rata to the number of days he/she 
holds that position. 

MA10. A Member may not receive more than one Special Responsibility 
Allowance at any one time. Therefore, a Member holding more 
than one of the positions in paragraph 8 above must notify the 
Clerk to the Authority in writing which Special Responsibility 
Allowance he/she wishes to be paid.   

CO-OPTEES’ ALLOWANCE 

MA11. Subject to 4.2 below a Co-optees’ Allowance of £360 per annum will 
be paid in monthly instalments to the Independent Member(s) of 
the Authority’s Standards Committee.  

MA12. In the event of a Co-opted Member of the Fire Authority being 
elected to chair the Standards Committee, he/she shall be entitled 
to receive a Special Responsibility Allowance as set out in the 
Table above, and any such Chairman who claims that Special 
Responsibility Allowance shall not be entitled to receive the 
ordinary Co-optees’ Allowance specified in the Table above.  

MA13. Where the term of office of an Independent Member on the 
Standards Committee or as Chairman of the Committee does not 
exist throughout a complete year, the amount payable shall be pro 
rata to the number of days during which his/her term of office 
subsists. 
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TRAVELLING AND SUBSISTENCE ALLOWANCES 

MA14. Members and the Independent Member(s) of the Standards 
Committee shall be entitled to claim travelling and subsistence 
allowances for the following duties : 

(1) Meetings of the Authority, its committees and working parties 
formally convened by the Clerk, including (a) seminars, etc. to 
which all Members have been invited and (b) cases where a 
Member is invited and officially notified to attend a meeting of 
a committee or working party of which he/she is not a 
Member; 

(2) formal briefings by the Chief Fire Officer or other officer, 
provided Members of at least two political groups have been 
invited to attend; 

(3) on-site inspections or visits authorised in advance by the 
Authority or a committee; 

(4) official and courtesy visits undertaken by the Chairman of the 
Authority or, in the case of a particular visit, such other 
Member as he/she may ask to represent him/her. 

(5) attendance as an officially appointed representative of the 
Authority on any other body, including a committee, sub-
committee or working party of that body, or a further body to 
which that body has appointed the representative provided 
there is a connection with the functions of the Authority; 

(6) attendance at outside conferences, courses, seminars and like 
meetings, subject to prior approval by the Authority or a 
committee, or by the Clerk or Chief Fire Officer after 
consultation with the Chairman or Vice Chairman; 
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(7) attendance at medal presentation ceremonies and other 
events of a public relations nature to which Members of the 
Authority have been formally invited; 

(8) official duties undertaken by a Member of the Authority in 
his/her capacity as the Chairman or Vice Chairman of the 
Regional Management Board of South East Fire Authorities; 

(9) subject to the provisions of the Local Authorities (Members’ 
Allowances) (England) Regulations 2003, such other duties for 
the purpose of or in connection with the discharge of the 
functions of the Authority as the Authority may from time to 
time determine; 

(10) attendance at meetings with officers of the Service where a 
Member has been formally invited in his/her capacity as 
reference holder; 

(11) visits to Fire & Rescue Service premises undertaken as part of 
a planned programme; 

 (12) attendance at meetings of South East Fire and Rescue 
Control Limited as a director or alternate director and official 
duties undertaken as a director or alternate director of the 
Company. 

MA15. The amounts of allowances paid by the Authority are set out in the 
Schedule. 

INDEXATION OF ALLOWANCES 

MA16. The Basic, Special Responsibility and Co-optees’ Allowances shall 
be adjusted annually in line with the average percentage pay 
increase agreed by the NJC for Local Government Services.  
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Adjustment of the allowance shall take effect from the beginning of 
the financial year. 

MA17. The rates of travel allowances shall be the same as those approved 
by the HMRC (HM Revenue and Customs) and shall be adjusted 
and take effect in line with alterations made from time to time by the 
HMRC. 

MA18. The rates of subsistence allowances shall be the same as those 
agreed by the NJC for Local Government Services and shall be 
adjusted and take effect in line with alterations from time to time 
made by the NJC. 

MA19. The Authority Treasurer shall have delegated power to approve the 
adjustment in accordance with paragraphs MA16 and MA 17 above. 

MA20. That in accordance with the Local Authorities (Members’ Allowances) 
(England) Regulations 2003, the indices set out in paragraphs MA16 
– MA18 above shall be utilised for four years from 25th June 2009 or 
until the Fire Authority requires a further review which ever is the 
earlier.  

ENTITLEMENT 

MA21. A Member or Independent Member of the Standards Committee is 
entitled to receive only the allowances under this scheme for the 
duties he/she undertakes as a Member of the Fire Authority, and 
may not claim or receive allowances from another Local Authority or 
any other source for the same duties. 
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PART-YEAR ENTITLEMENTS  

MA22. The provisions of this paragraph shall have effect to regulate the 
entitlements of a Member to Basic and Special Responsibility 
Allowances where, in the course of the year, that Member becomes, 
or ceases to be, a Member, or accepts or relinquishes a special 
responsibility in respect of which a Special Responsibility Allowance 
is payable.  

MA23. Where the term of office of a Member begins or ends otherwise than 
at the beginning or end of a Year, the entitlement of that Member to 
a Basic Allowance shall be to the payment of such part of the Basic 
Allowance as bears to the whole the same proportion as the number 
of days during which he/she has special responsibilities as bears to 
the number of days in the year.  

MA24. Where a Member does not have throughout the whole of a year any 
such special responsibilities as to entitle him/her to a Special 
Responsibility Allowance, the entitlement of that Member to a 
Special Responsibility Allowance shall be to the payment of such 
part of the Special Responsibility Allowance as bears to the whole 
the same proportion as the number of days during which his/her 
term of office subsists bears to the number of days in the year. 

RENUNCIATION, AND THE REPAYMENT AND WITHHOLDING OF 
ALLOWANCES REPAYMENT 

MA25. A Member may, by notice in writing given to the Clerk and Monitoring 
Officer, elect to forego, assign or transfer all or part of his/her 
entitlement to an allowance under this scheme.  The Clerk and 
Monitoring Officer can arrange for charitable donations to be made.  
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MA26. Where payment of any allowance has already been made in respect 
of any period as specified below, such part of the allowance as 
relates to any such period shall be repaid to the Authority.  The 
periods are those during which the Member concerned:  

•  is suspended or partially suspended from their responsibilities 
or duties as a Member of the Authority in accordance with Part 
III Local Government Act 2000 or regulations made there-under; 

•  ceases to be a Member of the Authority; or  
•  is in any other way not entitled to receive the allowance in 

respect of that period.  
MA27. Where a Member is suspended from their responsibilities or duties 

as a Member of the Authority in accordance with Part III Local 
Government Act 2000 or regulations made there-under, the part of 
the basic and any special responsibility allowance payable to them 
in respect of the period for which they are suspended will be 
withheld by the Authority, as will any travel and subsistence or co-
optees’ allowances.  

MA28. Where a Member is partially suspended from their responsibilities or 
duties as a Member of the Authority in accordance with Part III Local 
Government Act 2000 or regulations made there-under, any special 
responsibility allowance, travel and subsistence or co-optees’ 
allowance applicable to the area of activities from which the Member 
was suspended shall be withheld.  

CLAIMS 

MA29. Basic, special responsibility and co-optees’ allowances do not need 
to be claimed. 
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MA30. Claims for travelling and subsistence must be made on the approved 
form.  Completed claim forms should reach the Committee Manager 
within five working days after the end of the month to which a claim 
relates. 

MA31. A claim for allowances shall include, or be accompanied by, a 
statement by the Member that expenditure has been incurred and 
that he/she is not entitled to receive remuneration in respect of the 
matter to which the claim relates otherwise than under this Scheme. 

MA32. Where re-imbursement of taxi fares, parking fees, etc is being 
claimed, receipts should be attached to the claim form. Claims for 
subsistence allowances should also be accompanied by receipts. 

MA33. Where a payment of one-twelfth of the amount specified in this 
scheme in respect of special responsibility allowances would result 
in the Member receiving more than the amount to which, by virtue of 
paragraph MA5 above, he or she is entitled, the payment shall be 
restricted to such amount as will ensure that no more is paid than 
the amount to which he or she is entitled.  

MA34. Where a payment of one-twelfth of the amount specified in this 
scheme in respect of the basic allowance or a special responsibility 
allowance would result in the Member receiving more than the 
amount to which, by virtue of paragraphs MA22 – MA24 above, he 
or she is entitled, the payment shall be restricted to such amount as 
will ensure that no more is paid than the amount to which he or she 
is entitled.  
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Claim Forms  

MA35. All expenses can be claimed on one form (except Basic and Special 
Responsibility Allowances which are paid automatically). 

MA36. Time and place of departure may be from work, it does not have to 
be a home to home journey but claims must show clearly where 
you are travelling from and to. Completed forms should be sent to 
the Committee Manager who will forward them to the Payments 
Section.  

Payment Dates  

MA37. Allowances are paid at the end of each month.  The usual payment 
date is the last working day of the month. To ensure payment is 
received by the end of the month, claims should be submitted by 
the 7th of each month.  Claims should be submitted regularly and 
not allowed to build up, for effective budget monitoring.  

TAXATION ALLOWANCES  

MA38. Basic, Special Responsibility and Co-optees’ Allowances are taxable 
income. HM Revenue and Customs, East Hants and Wight Area is 
provided with the names of new Members and asks them for 
appropriate information from which a PAYE tax code can be issued.  
Alternatively, a Member may apply to HM Inspector to pay tax at the 
standard rate, although the only advantage in this method seems to 
be a greater element of privacy than with a normal tax code.  

MA39. It is necessary to apply a temporary tax code on allowances until 
instructions are received from HM Inspector.  
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MA40. In returning the tax assessment forms, Members are able to claim 
certain expenses which would reduce tax liability. These are 
expenses incurred wholly, exclusively and necessarily in the 
performance of the duties of the councillor not reimbursed by the 
Fire Authority; they can extend beyond direct Fire Authority work, 
provided they are not of a political nature. The decision on what is 
acceptable is made by the Inspector of Taxes who may ask for the 
actual figures to be returned by a Member after the year end.  

MA41. Travelling and subsistence allowances are not taxable, provided 
receipts are submitted with claims.  

NATIONAL INSURANCE CONTRIBUTIONS  

MA42. Basic and Special Responsibility Allowances are subject to a 
National Insurance contribution on the whole amount of allowances 
where the amount exceeds the ‘primary threshold’. Some married 
women are still eligible to pay at a reduced rate (for 2009/10 this is 
4.85%) and persons over state retirement age exempt, but in either 
case, an appropriate certificate from the Department of Social 
Security must be produced.  

MA43. A Member who has more than one employment and expects to pay 
National Insurance contributions on earnings at the upper earnings 
limit throughout the year in one of them, or a combination of some of 
them, may apply for deferment of contribution liability in the other 
employment(s). If you are granted Class 1 deferment, you will still 
be required to pay Class 1 National Insurance contributions at a rate 
of 1% on all earnings above the primary threshold in all of your 
deferred employments.  
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MA44. Any Member interested in deferment of National Insurance 
contributions should refer to DSS Leaflet NP28 for further 
information.  

COUNCILLORS RECEIVING BENEFIT  

MA45. Entitlement to Income Support/Job Seekers Allowance may be 
affected by the receipt of Basic and Special Responsibility 
Allowances.  
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SCHEDULE 

TRAVELLING ALLOWANCES 

MA46. Standard class rail fare, or ordinary fare for other public conveyance, 
or the appropriate cheap rate where applicable.  The amount 
clamed should not exceed the ordinary standard class fare or any 
available saver 

MA47. The Fire Authority (acting through the Management Committee)  may 
generally or specifically determine to substitute first for second class 
fare at any time. 

MA48. Supplementary allowance maybe claimed for expenses actually 
incurred on standard class fare for reservation of seats, deposit of 
luggage and sleeping accommodation for overnight journeys.   

MA49. The cost to the Authority of the use of public transport for medium 
and long distance journeys may often be less than the cost of a 
Member’s use of a private car.  There is an expectation that before 
making medium or long distance journeys Members will consider the 
cost to the Authority as well as the convenience of the mode of 
transport.  Where public transport is available, convenient, and 
cheaper, a Member may choose to use his or her own private 
vehicle but the total amount claimed for mileage shall not exceed 
the ordinary standard public transport fare. 

MA50. For travel by a Member in his/her own private car or one provided for 
his/her use at the rate approved HMRC (HM Revenue and 
Customs) (correct at June 2009): 

All sizes of private motor vehicle 

(i) Up to 10,000 miles - 40p per mile  
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(ii) Over 10,000 miles - 25p per mile 

Private motor cycles - 24p per mile 

Pedal Cycles - 20p per mile  

MA51. In respect of MA47 above, 5p per mile may be claimed per passenger 
for whom an allowance would otherwise be payable by the Authority. 

MA52. For travel by a Member on his/her own pedal cycle, or one provided 
for his/her use: 20p per mile. 

MA53. Hire of taxi cabs in cases of emergency or unavailability of public 
transport. 

MA54. Expenditure on tolls, ferries, parking fees, etc and overnight parking. 

SUBSISTENCE ALLOWANCES 

In the case of an absence not involving an overnight absence from the usual 
place of residence : 

Meal Time left home/Venue Amount 

Breakfast from normal place of residence before 7.00 am 
for an absence of at least 3 hours -  

£6.00 

Lunch from normal place of residence before 12.00 
noon and return after 2.00pm  

£8.29 

Tea  return to normal place of residence after 6.30pm 
following an absence of at least 3 hours 

£3.27 

Dinner return to normal place of residence after 8.30pm 
following an absence of at least 3 hours  

£10.27 

A claim cannot be made for  tea and dinner on the same day 



 STANDARDS 

  41 

The rate for bed and breakfast for an overnight absence from the usual place of 
residence is £88.10 in London and £75.80 elsewhere. 

Out-of-pocket expenses of £5.00 per night may be claimed in addition. 

Members attending residential training courses may be entitled to the overnight 
out of pocket maximum allowance set out in the NJC Circulars, and updated 
from time to time, which currently stand at £4.89 per night and £19.57 per week. 



 STANDARDS 

  42 

                                                              



 STANDARDS 

  43 

MEMBER CODE OF CONDUCT  

[adopted by resolution of the Fire Authority on 27 June 2007 pursuant to 
Section 51 of the Local Government Act 2000 ] 
 

Part 1 

General provisions 

Introduction and interpretation 

1. (1) This Code applies to you as a member of the Fire Authority. 

(2) You should read this Code together with the general principles 
prescribed by the Secretary of State. 

(3) It is your responsibility to comply with the provisions of this Code. 

(4) In this Code— 

 "meeting" means any meeting of— 
 (a) the Fire Authority; 

 (b) the Executive Committee of the Fire Authority; 

 (c) any of the Fire Authority's or its executive's committees, 
sub-committees, joint committees, joint  sub-
committees, or area committees; 

 "member" includes a co-opted member and an appointed member. 

Scope 
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 2. (1) Subject to sub-paragraphs (2) to (5), you must comply with this 
 Code whenever you— 

 (a) conduct the business of the Fire Authority (which, in this Code, 
includes the business of the office to which you are appointed); or 
 (b) act, claim to act or give the impression you are acting as a 
representative of the Fire Authority, 

 and references to your official capacity are construed accordingly. 
 
     (2) Subject to sub-paragraphs (3) and (4), this Code does not have 
 effect in relation to your conduct other than where it is in your official 
 capacity. 
 
     (3) In addition to having effect in relation to conduct in your official 
 capacity, paragraphs 3(2)(c), 5 and 6(1) also have effect, at any 
 other time, where that conduct constitutes a criminal offence for 
 which you have been convicted. 
 
     (4) Conduct to which this Code applies (whether that is conduct in 
 your official capacity or conduct mentioned in sub-paragraph (3)) 
 includes a criminal offence for which you are convicted (including an 
 offence you committed before the date you took office, but for which 
 you are convicted after that date). 
 
     (5) Where you act as a representative of the Fire Authority— 

  (a) on another relevant authority, you must, when acting for 
that other authority, comply with that other authority's code 
of conduct; or 
 
(b) on any other body, you must, when acting for that other 
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body, comply with the Fire Authority's Code of Conduct, 
except and insofar as it conflicts with any other lawful 
obligations to which that other body may be subject. 

General obligations 

    3.   (1) You must treat others with respect. 
 
 (2) You must not— 

 (a) do anything which may cause the Fire Authority to 
breach any of the equality enactments (as defined in section 
33 of the Equality Act 2006); 
 
 (b) bully any person; 
 
(c) intimidate or attempt to intimidate any person who is or is 
likely to be— 

  (i) a complainant; 
 
  (ii) a witness; or 
 
  (iii) involved in the administration of any  
  investigation or proceedings; 

  in relation to an allegation that a Member (including  
  yourself) has failed to comply with the Fire Authority's  
  Code of Conduct; or 
 
  (d) do anything which compromises or is likely to  
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  compromise the impartiality of those who work for, or on 
  behalf of, the Fire Authority. 

4. You must not— 

 (1) disclose information given to you in confidence by anyone, or 
information acquired by you which you believe, or ought reasonably 
to be aware, is of a confidential nature, except where— 

  (i) you have the consent of a person authorised to 
 give it; 
 
 (ii) you are required by law to do so; 
 
 (iii) the disclosure is made to a third party for the 
 purpose of obtaining professional advice  
 provided that the third party agrees not to disclose 
the information to any other person; or 
 
(iv) the disclosure is— 

   (aa) reasonable and in the public interest; and 
 
   (bb) made in good faith and in compliance with the 
   reasonable requirements of the Fire Authority; or 

  (2) prevent another person from gaining access to information to 
which that person is entitled by law. 

 5.  You must not conduct yourself in a manner which could reasonably be 
regarded as bringing your office or the Fire Authority into disrepute. 

6.  You— 
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 (1) must not use or attempt to use your position as a Member of the 
 Fire Authority improperly to confer on or secure for yourself or any 
 other person, an  advantage or disadvantage; and 
 
 (2) must, when using or authorising the use by others of the 
 resources of the Fire Authority— 

  (a) act in accordance with the Fire Authority's  
  reasonable requirements, policies and protocols; and 
 
  (b) ensure that such resources are not used   
  improperly for political purposes (including party  
  political purposes). 

     7.  (1) When reaching decisions on any matter you must have regard to 
 any relevant advice provided to you by— 

  (a) the Fire Authority's Treasurer; and/or 
 
(b) the Fire Authority's Clerk & Monitoring Officer, 

 where that officer is acting pursuant to his or her statutory duties. 
 
(2) You must give reasons for all decisions in accordance with any 
statutory requirements and any reasonable additional requirements 
imposed by the Fire Authority. 
 
 

   Part 2 

 Interests 
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Personal interests 

 8.  (1) You have a personal interest in any business of the Fire Authority 
where either— 

(a) it relates to or is likely to affect— 

  (i) any body of which you are a member or in a 
  position of general control or management and to 
  which you are appointed or nominated by the Fire 
  Authority; 
 
  (ii) any body— 

  (aa) exercising functions of a public  
  nature; 
 
  (bb) directed to charitable purposes; or 
 
  (cc) one of whose principal purposes 
  includes the influence of public opinion or 
  policy (including any political party or 
  trade union); 

of which you are a member or in a position of 
general control or management; 
 
(iii) any employment or business carried on by you; 
 
(iv) any person or body who employs or has 
appointed you; 
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(v) any person or body, other than a relevant 
authority, who has made a payment to you in 
respect of your election or any expenses incurred 
by you in carrying out your duties; 
 
(vi) any person or body who has a place of 
business or land in the County of Berkshire,  and in 
whom you have a beneficial interest in a class of 
securities of that person or body that exceeds the 
nominal value of £25,000 or one hundredth of the 
total issued share capital (whichever is the lower); 
 
(vii) any contract for goods, services or works 
made between the Fire Authority and you or a firm 
in which you are a partner, a company of which 
you are a remunerated director, or a person or 
body of the description specified in paragraph (vi); 
 
(viii) the interests of any person from whom you 
have received a gift or hospitality with an estimated 
value of at least £25; 
 
(ix) any land in Berkshire in which you have a 
beneficial interest; 
 
(x) any land where the landlord is the Fire Authority 
and you are, or a firm in which you are a partner, a 
company of which you are a remunerated director, 
or a person or body of the description specified in 
paragraph (vi) is, the tenant; 
 
(xi) any land in Berkshire for which you have a 
licence (alone or jointly with others) to occupy for 
28 days or longer;  
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or 

(b) a decision in relation to that business might reasonably 
be regarded as affecting your well-being or financial position 
or the well-being or financial position of a relevant person to 
a greater extent than the majority of other council tax 
payers, ratepayers or inhabitants of your authority's area. 

   (2) In sub-paragraph (1)(b), a relevant person is— 

(a) a member of your family or any person with 
whom you have a close association; or 
 
(b) any person or body who employs or has 
appointed such persons, any firm in which they are 
a partner, or any company of which they are 
directors; 
 
(c) any person or body in whom such persons 
have a beneficial interest in a class of securities 
exceeding the nominal value of £25,000; or 
 
(d) any body of a type described in sub-paragraph 
8(1)(a)(i) or (ii). 

Disclosure of personal interests 

    9.   (1) Subject to sub-paragraphs (2) to (7), where you have a personal 
interest in any business of the Fire Authority and you attend a 
meeting of the Fire Authority at which the business is considered, 
you must disclose to that meeting the existence and nature of that 
interest at the commencement of that consideration, or when the 



 STANDARDS 

  51 

interest becomes apparent. 
 
(2) Where you have a personal interest in any business of the Fire 
Authority which relates to or is likely to affect a person described in 
paragraph 8(1)(a)(i) or 8(1)(a)(ii)(aa), you need only disclose to the 
meeting the existence and nature of that interest when you address 
the meeting on that business. 
 
 (3) Where you have a personal interest in any business of the 
authority of the type mentioned in paragraph 8(1)(a)(viii), you need 
not disclose the nature or existence of that interest to the meeting if 
the interest was registered more than three years before the date of 
the meeting. 
 
 (4) Sub-paragraph (1) only applies where you are aware or ought 
reasonably to be aware of the existence of the personal interest. 
 
 (5) Where you have a personal interest but, by virtue of paragraph 
14, sensitive information relating to it is not registered in the Fire 
Authority's register of members' interests, you must indicate to the 
meeting that you have a personal interest, but need not disclose the 
sensitive information to the meeting. 

Prejudicial interest generally 

     10.  (1) Subject to sub-paragraph (2), where you have a personal interest 
 in any business of the Fire Authority you also have a prejudicial 
 interest  in that business where the interest is one which a member 
 of the public with knowledge of the relevant facts would reasonably 
 regard as so significant that it is likely to prejudice your judgment  of 
 the public interest. 
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 (2) You do not have a prejudicial interest in any business of the Fire 
Authority where that business— 

    either 

(a)  (i) does not affect your financial 
  position or the financial position 
  of a person or body described in 
  paragraph 8;  and 
 
 (ii) does not relate to the  
  determining of any approval, 
  consent, licence, permission or 
  registration in relation to you or 
  any person or body described in 
  paragraph 8;   

or 
 
(b) relates to the functions of the Fire Authority in 
respect of— 

(ii) statutory sick pay under Part XI of the 
Social Security Contributions and 
Benefits Act 1992, where you are in 
receipt of, or are entitled to the receipt of, 
such pay; 
 
(iii) an allowance, payment or indemnity 
given to members; 
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(iv) any ceremonial honour given to 
members; and 
 
(v) setting council tax or a precept under 
the Local Government Finance Act 1992. 

Prejudicial interests arising in relation to overview and scrutiny 
committees 

11. (1) You also have a prejudicial interest in any business before an 
 Overview and Scrutiny Committee of the Fire Authority (or of a sub-
 committee of such a committee) where— 

(a) that business relates to a decision made 
(whether implemented or not) or action taken by 
the Fire Authority's Executive Committee or 
another of the Fire Authority's committees, sub-
committees, joint committees or joint sub-
committees; and 
 
(b) at the time the decision was made or action 
was taken, you were a member of the executive, 
committee, sub-committee, joint committee or joint 
sub-committee mentioned in paragraph (a) and 
you were present when that decision was made or 
action was taken. 

 

Effect of prejudicial interests on participation 
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12.  (1) Subject to sub-paragraph (2), where you have a prejudicial interest 
in any business of the Fire Authority— 

(a) you must withdraw from the room or chamber 
where a meeting considering the business is being 
held— 

(i) in a case where sub-paragraph (2) 
applies, immediately after making 
representations, answering questions or 
giving evidence; 
 
(ii) in any other case, whenever it 
becomes apparent that the business is 
being considered at that meeting; 

  unless you have obtained a dispensation from the Fire 
  Authority's Standards Committee; 
 
  (b) you must not seek improperly to influence a decision 
  about that business. 

  (2) Where you have a prejudicial interest in any business of the Fire 
Authority, you may attend a meeting (including a meeting of the 
Overview and Scrutiny Committee of the Fire Authority or of a sub-
committee of such a committee) but only for the purpose of making 
representations, answering questions or giving evidence relating to 
the business, provided that the public are also allowed to attend the 
meeting for the same purpose, whether under a statutory right or 
otherwise. 
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         Part 3 

Registration of Members' Interests 

 
Registration of members' interests 

  13. (1) Subject to paragraph 14, you must, within 28 days of— 

(a) this Code being adopted by the Fire Authority; or 
 
(b) your appointment to office; 

register in the Fire Authority's register of members' interests 
(maintained under section 81(1) of the Local Government Act 2000) 
details of your personal interests where they fall within a category 
mentioned in paragraph 8(1)(a), by providing written notification to 
the Fire Authority's Clerk & Monitoring Officer. 
 
 (2) Subject to paragraph 14, you must, within 28 days of becoming 
aware of any new personal interest or change to any personal 
interest registered under paragraph (1), register details of that new 
personal interest or change by providing written notification to the 
Fire Authority's Clerk & Monitoring Officer. 

Sensitive information 

 14. (1) Where you consider that the information relating to any of your 
personal interests is sensitive information, and the Fire Authority's 
Clerk & Monitoring Officer agrees, you need not include that 
information when registering that interest, or, as the case may be, a 
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change to that interest under paragraph 13. 
 
(2) You must, within 28 days of becoming aware of any change of 
circumstances which means that information excluded under 
paragraph (1) is no longer sensitive information, notify the Fire 
Authority's Clerk & Monitoring Officer asking that the information be 
included in the Fire Authority's register of members' interests. 
 
 (3) In this Code, "sensitive information" means information whose 
availability for inspection by the public creates, or is likely to create, a 
serious risk that you or a person who lives with you may be subjected 
to violence or intimidation. 


