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WILTSHIRE AND SWINDON FIRE AUTHORITY

AN INTRODUCTION

The functbns and responsibilities of fire and rescue author(E&As) are set out in the
Fire andRescue Services Act 2004 which came into effect on 1 October 2004. Under
this Act, every FRA must make provision for :

- promoting fire safety

- extinguishing fires

- protecting life and property in the event of fires

- rescuing people from road traffic accidents (RTAs)

- protecting people from serious harm in the event of RTAs

In order to fulfil the above duties, every FRA must :
- provide staff, services and equipment
- train daff
- deal with calls for help
- make arrangements for mobilising staff
- take action to limit damage to property
- make arrangements for obtaining information
- take measures to secure adequate water supplies to fight fires

An FRA must enter into mutual assistarechemes with other fire authorities. It may
also enter into arrangements with other persons but in relation to extinguishing fires
only if those persons employ firefighters (ie private brigades).

An FRA may respond to a ndite or RTA event which caes or is likely to cause :
- death, injury or iliness of persons or
- harm to the environment, including the life and health of plants and
animals

In planning staff and equipment to meet normal requirements, the risks of fires and
other emergenciesust be assessed. The response to the risks is set out in an Integrated
Risk Management Plan (IRMP) which in turn determines the level and location of fire
stations, staff and equipment. The IRMP must have regard to national advice
emanating from the Gernment through a National Framework produced by the
Department for Comunities and Local Governmer€l(G).

The Government may confer additional emergency functions on FRAs and may provide
and maintain additional equipment. The Secretary of State asspdwer to intervene

if it believes an FRA is failing to discharge its functicedequately. Standards of
service delivery and of management systems are monitored and assessed through the
Audit Commission.

Wiltshire and Swindon Fire Authority was credtat the time of local government
reorganisation in the late 1990s and took over responsibility for the&riRescue
Service on 1 April 1997.



The Authority consists of 13 members, four appointed by Swindon Borough Council

and nine by Wiltshire Councilthe6 const i t uent authoritieso. N
for an annual term. The current membership is set out on a separate sheet in the
Handbook. It is important to stress that the CFA is an independent legal entity. It is not

a joint committee of theens t i t uent authorities. Member sd
not to the councils which appoint them.

The Government wishes to see greater collaboration between Fire AuthoritiEseand

& Rescue Serviceat regional level. As a result, the seven Auties in the South

West have established a joint committee known as a Regional Management Board

(RMB) and delegated vamis functims to it. The Authority is also a member of the

company which has been established, at the Govetnrdes b e h e sgtonal fiteo r un a |
control centre for the South West.

Currently there are four meetings of the Fire Authority in a calendar year. The annual
meeting is held in late May.

There are fivestanding committeesUrgency Committeef-rinance Rview Committee,
Staffing Committee, Appeal Committee and Standards Committee. Tedgated
powers are set out this Handbook.

Members are expected to engage fully with the development of policies and the
monitoring of performance. For this purpose there is a lead membexr deputy lead
member for each of four programme areas. The lead members report to a sounding
board known as the Programme Board which in turn reports to the full Authority. The
terms of reference of the lead members and of the Programme Board @uie aein

this Handbook.

The Authorityds structure is set out on the

The Authority has a Clerwho isparttime. He is not anember of theServiceandis
accountable directly to the Authority.

Clerk: Keith Strickland Tel 01380731180
Home Tel 0122561351
E-mail keith.strickland@wiltsfire.gov.uk
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WILTSHIRE & SWINDON FIRE AUTHORITY
AUTHORITY STRUCTURE

Fire Authority

U C it
| rgency: comminee ' Programme Board
Finance Review Lead Members
Committee

Staffing Committee ' —‘ Finance & Resources .
) Performance & Risk
Appeal Committee

People
| Standards Committee '
( Communities
| Regional Management Board .







WILTSHIRE FIRE & RESCUE SERVICE

The Wiltshire Fire& Rescue Serviceonsists ofover 600staff, led by Andy Goves,
Chief Fire Officer& Chief Executive The managemerstructure is set out grage 11.

The Headquarters is at Manor House, Potterne. The names and telephone numbers of
the senior management are :

Role Name Telephone
Numbers
Chief Fire Officer & Chief Executive Andy Goves 01380731101
Mobile: 07802 335618
Deputy Chief Officer Simon RouthJones 01380 73102
Assistant Chief Office(Service Delivery Chris Hartrick 01380 73103
Assistant Chief Office(Resources) John Aldridge 01380 73110
Director, Service Delivery Gus Cuthbert 01380 73117
Director, Corporat®lanning Anna Villette 01380 731181
Director, Finance Phil Chow 01380 731150
Directa, ICT LesLouth 01380 731160
Director,HR, Learning & Development Barbara Owen 01380 731146
Director, Resources JohnAldridge 01380 731110

Operationally, firefighters are either wholetime or retained.

Wholetime firefighters make a career of the fervice. Fire stations in the areas of
denser population are usually staffed by wholetime firefighters. These tend to be the
areas where there is most call upon the services of th& fescue service

Hitherto, wholetime firefighters began their carat the lowest rank; there was no two

tier entry and no formal accelerated promotion system. However, there is now an
increasing emphasis on skills and competence as a measure of job requirements. Initial
entry into the service may in future come atigher level for some, for example in
middle or senior management posts.

There is ample opportunity for continuous personal development in the fire service.
Some new entrants already hold a degree qualification while others gain high academic
gualifications in service.

Some wholetime firefighters serve on a shéflated pattern of duty. The shdtewed
fire stations are Swindon, Stratton St Margaret and Salisbury. These stations have a
duty watch of wholetime personnel available day and night, miligh the year.

At Westlea, Chippenham and Trowbridge, wholetime firefighters serve on the day

crewing system. This means that they are available to respond from the fire station to
emergenies during the day and providever from homet night Theyare required to

live close to the fire station so that they are quickly available to crew a fire engine when
alerted at home.
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Retained firefighters are employed on all Wiltshire fire stations except for Westlea.

They have fultime employment outside thei r e Aut hority and are
undertake fire service duties as secondary employment. Retained firefighters should

not be regarded-tasmedrsés er viehsedy oarr ed praerqtui r ed
available to be called out for up to 120 houra week.

There are two levels of retained cover; 24 hour and % cover. The former refers to those
who are usually available for calut at any hour of the day or day of the week. The
latter refers to those who can give a high level of cover but nahdrthe clock.

Retained firefighters are paid an annual retaining fee and payment for time devoted to
training and emergency callts.

Retained staff form a very important part of a rural fire service like the Wiltshir&Fire
Rescue ServiceWith very few exceptions, they perform the same duties as wholetime
firefighters at an emergency incident.

The location of fire stations is shown on the map.
Last but by no means least, there are bothtifé and partime non-operationaktaff

who are respusible for much of the administrative and clerical work within the service,
without which the operational aspects of the emergency service could not function.

Al | references in the remainder of tfhi s Hand
readas O6Chi ef Fire Officer & Chief Exepcutived.

May 09 10
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WILTSHIRE FIRE & RESCUE SERVICE
MANAGEMENT STRUCTURE

Chief Fire Officer
& Chief Executive

Management Board

Assistant Chief Officer Deputy Chief Officer Assistant Chief Officer
Communities Governance Resources

Diregtor,
Peqgple

Business Management Team
Health &
Safety

—

Director Director Director Dlrector Director

Director

People Communities Corporate Resources
Planning

A more detailed structure can be found on the Service website : www.wiltsfire.gov.uk

Finance
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WILTSHIRE FIRE & RESCUE SERVICE
BOUNDARY MAP
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STANDING ORDERS
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PART 17 MEETINGS AND PROCEEDINGS OF THE AUTHORITY

PLACES, DATES AND TIMES OF MEETINGS
1.1 The Authority will meet at such venue as the Authority may decide.
1.2 Dates of Meetings :

1.2.1 The Annual Meeting of the Authority shall be held on such day
between I March and 31 May (both inclusive) as thauthority
may fix.

1.2.2 Other meetings of the Authority shall be held on such other day as
the Authority shall determine.

1.3 Meetings of the Authority shall be held at such hour as the Authority may
fix, or if no hour is fixed, at 12.00 noon.

1.4 The Clerk may change the date and time of a meeting of the Authority after
consultation with the Chairman (or in his/her absence the Vice Chairman)
and leaders of the political groups.

NOTICE OF AND SUMMONS TO ATTEND MEETINGS

2.1 Meetings of he Authority shall be convened by the Clerk who shall be
responsible for the preparation of the agenda and the order of business
thereon.

2.2 Five clearworking daysat least before a meetirgf the Authority, notice
of the timeand place of thentended meeting shall be published at the
office of the Clerk and at the venue of the meeting, and an agenda
specifying the business to be transacted shall be sent by post to or left at the
usual place of residence of every member of the Authority, cr sther
address as a member may notify in writing to the Clerk.

2.3 Want of despatch of an agenda to any member of the Authority shall not
affect the validity of a meeting of the Authority.

2.4 Except in the case of business required lyus¢ to be transacted at the
Annual Meeting of the Authority or business which in the opinion of the
Chairman is urgent, no business shall be transacted at a meeting of the
Authority other than that specified in the agenda relating thereto.

CHAIRMAN
31 The expression O6Chairmand shall me at
any power or duty assigned to the Chairman in relation to the conduct of a

meeting may be exercised by the Vice Chairman or the person presiding at
a meeting, as the case may be.

17



3.2

3.3

3.4

3.5

The Chairman shall be elected annually by the Authority from among the
members.

The Chairman shall, unless he or she resigns or becomes disqualified,
continue in office until his or her successor becomes entitled to act as
Chairman.

If the Chairman ceases to be a member of the Authority, he or she shall
cease to be Chairman.

On a casual vacancy occurring in the office of Chairman, an appointment to
fill the vacancy shall be made not later than at the next meefirige
Authority (other than an extraordinary meeting).

ELECTION OF VICE CHAIRMAN

4.1

4.2

4.3

4.4

4.5

The Authority may elect a Vice Chairman, in which event the provisions of
this Standing Order and Standing Order 5 shall apply.

The Vice Chairman W be elected annually from among the members.

The Vice Chairman shall, unless he or she resigns or becomes disqualified,
continue in office until immediately after the election of a chairman at the
next annual meeting of the Authority.

If the Vice Chairman ceases to be a member of the Authority, he or she
shall cease to be Vice Chairman.

On a casual vacancy occurring in the office of Vice Chairman, an
appointment to fill the vacancy shall be made not later than the next
meeting of the Authority (other than an extraordinary meeting).

ELECTION OF CHAIRMAN AND VICE CHAIRMAN

5.1

5.2

The election of the Chairman and Vice Chairman shall be the first and
second items of business transacted at the Annual Meeting of the
Authority.

The election of the Chairman and Vice Chairman shall be determined by a
secret ballot which shall be conducted by the member presiding in
accordance with the following procedure :

5.2.1. Nominations for Chairman shall be placed in the bdilax at the
meeting at which the election is to take place ;

5.2.2 Each member of the Authority present at the meeting shall be
entitled to nominate not more than one person and the member
presiding at the meeting shall :

5.2.2.1 eliminate the name ofng member nominated by only
one member ; and

18



5.2.3

524

5.2.5.

5.2.6

5.2.7

5.2.8

5.2.9

5.2.10

5.2.2.2 announce the name or names of the members nominated
by at least two members.

A member shall not be nominated in his or her absence without his
or her written consent.

The Chairman and Vice Cinenan shall be elected from among the
members duly nominated unless any member nominated
withdraws his or her name, in which case the election shall be from
among the members remaining nominated ;

The Chairman and Vice Chairman shall be electechbybte of a
majority of those members present and voting.

Each member shall vote by writing the name of one of the
members nominated upon a ballot paper which shall then be placed
in the ballot box ;

When in the opinion of the member presgiat the election each
member present has had a reasonable time in which to vote, the
ballot box should be delivered to the member so presiding
whereupon the voting shall be deemed to have been completed
except that this shall not preclude the membesigieg from
exercising his or her casting vote in accordance with Standing
Order 5.2.10 ;

The ballot papers shall then be counted by the member presiding at
the election ;

If only one member is nominated, the member presiding shall
declare tht member elected, and if two members are nominated
the member receiving the vote of the majority of those members
present and voting shall be so declared elected ;

If more than two members are nominated, the member presiding
shall announce the nanoé the member with the smallest number

of votes and that name shall be eliminated. A further ballot or
ballots shall then be taken and after each ballot the name of the
member receiving the smallest number of votes shall be
eliminated, in accordance withe foregoing procedure, until only
two names remain which shall be submitted to the final vote ;

In the event of an equality of votes in any of the ballots, the
member presiding shall give a casting vote and where there are
three or more membergith an equal number of votes the member
presiding shall give a casting vote to each of such members except
one.

19
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EXTRAORDINARY MEETINGS OF THE AUTHORITY

6.1

6.2

6.3

An extraordinary meeting of the Authority may be called by the Chairman.

If the Chairman refuses to call an extraordinary meeting after a requisition
for that purpose signed by three members of the Authority has been
presented to the Chairman, or if, without so refusing, the Chairman does
not call an extraordinary meeting withinvea days after the requisition has
been presented to him or her, then any three members of the Authority, on
that refusal or on the expiration of those seven days as the case may be,
may forthwith call an extraordinary meeting of the Authority.

Where the meeting is called by members of the Authority the notice of the
time and place of the intended meeting must be signed by those members
and shall specify the business to be transacted.

WHO SHALL PRESIDE AT MEETINGS

7.1

7.2

7.3

At a meeting oftie Authority the Chairman, if present, shall preside.

If the Chairman is absent from a meeting of the Authority, the Vice
Chairman if present shall preside.

If both the Chairman and Vice Chairman are absent from a meeting,
another merer of the Authority chosen by the members present shall
preside.

QUORUM

8.1

8.2

Subject to 8.2 below, no business shall be transacted at a meeting unless at
least one third of the whole number of members of the Authority are
present thereat, whichumber shall include at least one appointed by
Wiltshire Counciland at least one by Swindon Borough Council.

Where more than one third of the members of the Authority become
disqualified at the same time, then, until the number of memberdice of

is increased to not less than two thirds of the whole number of members,
the quorum shall be determined by reference to the number of members
remaining qualified instead of by reference to the whole number of
members.

MINUTES

9.1

Minutes ofthe proceedings of every meeting of the Authority shall be kept
by the Clerk. They shall be signed at the same or next following meeting
by the person presiding. Where the next following meeting is an
extraordinary meeting called under Standing Ordeh®,minutes may be
signed at the next meeting thereafter.

20



*

10.

11.

12.

13.

14.

15.

9.2 No motion or discussion shall take place upon the minutes except upon
their accuracy. If no such question is raised or, if raised, then as soon as it
has been disposed of, the Chairrsaall sign the minutes.

RECORD OF ATTENDANCE

The names of the members present at a meeting shall be recorded in the minutes.

MATTERS INITIATED BY MEMBERS

The Clerk shall include an item on an agenda for a meeting of the Authority at the
request of a member, subject to the following :

11.1 Written notice of the item signed by the member must be received by the
Clerk at least ten clear working days before the date of the meeting

11.2 The notice must contain sufficient details of the issuenable a report to
be prepared by officers.

113 The subject matter must be relevant
QUESTIONS

A member may ask the Chairman any question upon any matter then before the
Authority or relevant to the functions of tieithority provided that the decision

of the Chairman as to the relevance of the method of dealing with such question
shall be final.

RULES OF DEBATE

The rules of debate set out in Appendix A shall apply to meetings of the
Authority.

RIGHT TO AD DRESS THE AUTHORITY

Unless the Chairman permits and subject to Standing Orders 21 and 22, a person
who is not a member of the Authority may not address it during its sitting.

VOTING

15.1 Subject to any statutory provisions, all questions cgnainarising before
the Authority shall be decided by a majority of the members present and
voting thereon at a meeting.

15.2 In the case of an equality of votes the Chairman shall have a second or
casting vote.

15.3 Every question shall be determe d by t he voice of th
6No©6. Al ternativel vy, at the discret
two members, the question may be determined by a show of hands. On the
requisition of any member supported by three other members, oevdre

21



16.

17.

18.

the Chairman shall think it advisable to do so, the voting on any question
shall be recorded so as to show how each member present gave his or her
vote.

15.4 An amendment shall be put to the vote before the motion on which it is
moved and the proviens of paragraph 15.3 of this Standing Order shall
apply equally to voting on an amendment as to voting on a motion.

15.5 Where immediately after a vote is taken on a question a member so
requires, the minutes shall record whether that member cast lnés wote
for or against, or whether he or she abstained.

DISCLOSURE OF INFORMATION TO THE PUBLIC

Where the Authority has resolved under Section 100A(4) of the Local
Government Act 1972 to exclude the public from a meeting or part of a meeting
of the Authority, no information about any matters, fact or report appearing on
the agenda or agenda papers of, or considered, discussed or dealt with at such
meeting or part of a meeting shall be disclosed to members of the public by a
member of the Authorityexcept to the extent to which such disclosure is
permitted by resolution of the Authority, or to the extent that information has
already been disclosed to the public, or is contained in any record prepared in
accordance with Section 100C of the said Act.

DISORDERLY CONDUCT
17.1 Members:

Upon any member being called to order by the Chairman that member shall
cease speaking immediately.

17.2 Members of the Public:

17.2.1 If a member of the public interrupts the proceedings of any
meeting, the Chanan shall warn the person. If he or she
continues the interruption the Chairman shall order his or her
removal from the room.

17.2.2. In the case of a general disturbance in any part of the room open to
the public the Chairman shall order that parteakeared.

SUSPENSION OF SITTING
If in the opinion of the Chairman the conduct of a member or members or
member of the public renders impossible the due and orderly dispatch of

business, the Chairman may adjourn or suspend the meeting of the Aufihrorit
such period as the Chairman considers expedient.

22



19.

20.

21.

22.

DISPLAY OF BANNERS AT MEETINGS

Except with the consent of the Chairman of the meeting, no member or members
of the public shall display banners, posters or signs at meetings.,

AUDIO OR VIS UAL RECORDINGS AT MEETINGS

No person shall use audio or visual recording recording equipment during
meetings without the prior permission of the Chairman of the meeting.

PRESENTATION OF PETITIONS

211

21.2

213

214

A petition may be presented to a meeting of Aln¢hority by a member of
the Authority or a member of the public subject to prior written notice
being given to the Clerk.

Where a petition contains less than 25 signatures, there shall be no right by
a petitioner to address members.

Notwithstanding Standing Order 14 and subject to 21.2 above, the person
presenting the petition where not a member of the Authority may address
the meeting by speaking to it for not more than two minutes.

Consideration of a petition may take place at the mgeaif the Authority

at which the petition is presented when the subject of the petition relates to
an item which is already on the agenda for that meeting. Otherwise, the
petition shall be received without discussion, and dealt with as the Clerk
sees fitafter consultation with the Chairman.

PUBLIC QUESTION TIME

22.1

222

22.3

22.4

22.5

22.6

22.7

22.8

22.9

There shall be a public question time at each meeting of the Authority.
A maximum of 15 minutes shall be allowed in aggregate.
Any member of the public may ask a question.

The question must be relevant to the powers and duties of the Authority,
and must be clear and concise.

The question must not deal with confidential, personal or other information
which the law permits the Authority to consider in private.

A question may be written or oral.
One supplementary question on the same subject shall be allowed.

The Chairman or at his or her discretion another member may reply. He or
she may decide that a written reply should be sent after the meeting.

No debate shall be allowed on any question or answer.
23



23.

24.

25.

26.

22.10The minutes of the meeting shall record the name of the questioner, the
subject matter, and the name of the person replying.

2211The Chairmandés deci si on omthetntethodr el evanc
of dealing with any issue in connection with this Standing Order shall be
final.

SUSPENSION OF STANDING ORDERS
Standing Orders marked * are statutory requirements and cannot be suspended.

APPLICATION OF STANDING ORDERS TO COMMITTE ES AND SUB
COMMITTEES

These Standing Orders shall apply to meetings of committees and sub
committees established by the Authority except where the context otherwise
requires.

PART 271 MISCELLANEOUS

CODE OF CONDUCT

25.1 A person who becomes a meenbof the Authority may not act as a
member of the Authority unless he/she has given a written undertaking to
observe the Authorityds Code as to the
members of the Authority.

252 A member must obser venduchwhendlerindiseer s6 Code
conducts the business of the Authority, conducts the business of the office
to which he/she has been appointed, or acts as a representative of the
Authority.

25.3 Failure by a member to conduct Hiverself in accordance with the
appoved Code of Conduahay give rise to a complaint which if, after
investigation by the appropriate body, is upheld may leadeisure,
suspension or disqualificatiaf themember of the Authority.

254 The Authorityobés appr ovetdt Apgperdig B.o f Condu
RECOMMENDATIONS BY MEMBERS

A member of the Authority shall not solicit for any person any appointment by

the Authority or as an officer of the Fire Brigade or recommend any person for

such appointment or for promotion, but this shedt preclude a member from

giving a written testimonial of a candida
submission to the Authority or the Chief Fire Officer with an application for

appointment.

24



27.

28.

29.

30.

MEMBERSS RELATI ONSHI PS

27.1 Every member of théuthority shall disclose to the Clerk afgmily or
other close personaeélationshipknown to that member to exist between
that member and a person whone member knows to be a candidate for
an appointment under the Autity, and shall take no part inhe
appointment process for the post concerned.

27.2 The officer to whom an application is addressed shall report to the Clerk
any such disclosure made.

RESIGNATION BY MEMBERS

A member may at any time resign office by written notice delivered tClimi.
The resignation shall take effect when the Clerk receives it.

CUSTODY OF SEAL

The common Seal of the Authority shall be kept in the custody of the Clerk.

SEALING OF DOCUMENTS

30.1 The Common Seal of the Authority shall not be affixedy document
unless the sealing has been authorised by a resolution or decision of the
Authority or of a committee, subommittee or officer to which the

Authority, a committee or subommittee have delegated powers to do this.

30.2 For the purpose of pagraph 30.1 of this Standing Order the following
shall be treated as such a resolution :

30.2.1 A resolution or decision of the Authority or of a committee,-sub
committee, or officer acting under delegated powers (as
appropriate) authorising :

30.2.1.1. the acceptance of any tender;

30.2.1.2 the purchase, sale letting, taking, exchanging or
otherwise dealing in, of any property;

30.2.1.3 the presentation of any petition, memorial or address;
30.2.1.4 the making of any order, rate or contract; or
30.21.5 any other matter or thing.
30.3 All documents authorised to be sealed by paragraphs 30.1 and 30.2 of this
Standing Order shall as to the sealing thereof be attested in writing by the

Clerk or, in his or her absence, such other person as he or she may
authorise.
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31.

32.

30.4

An entry of the sealing of every document to which the Common Seal has
been affixed shall be made by the person attesting the sealing in a book to
be kept for that purpose.

INSPECTION OF DOCUMENTS BY MEMBERS

311

31.2

313

314

315

A member of the Adtority shall be entitled for the purpose of fulfilling his

or her duty as such member but not otherwise to inspect any document
which has been considered by the Authority, a committeecsnimittee

or working party. If copies can reasonably be made ahiailthe member
shall on request be supplied for the like purpose with a copy of such
document ;

Provided that a member shall not be entitled to inspect or call for a copy of
any document relating to a matter in which he or she is professionally
interesed or in which he or she has a personal interest as defined in the
Aut horityds approved Code of Conduct.

Notwithstanding paragraph 31.1 hereof, the Clerk shall be entitled to

decline to allow inspection of any document which is in his opinion is, or

would be in the event of legal proceedings, pretdby privilege from

production, orwhredi scl osure of a documentods con
likely to be a breach of the Data Protection Act.

All reports made or minutes kept by any committedy-ammittee, or
working party shall be open to inspection by any member of the Authority
during office hours.

There shall be supplied to a member of the Authority who so requests in
writing, the agenda and other papers to be considered at any nafeting
committee, suilwommittee or working party of the Authority.

These rights are in addition to member s
Section 100F of the Local Government Act 1972.

DIRECTIONS FROM AND VISITS BY MEMBERS

A member of theAuthority :

32.1

32.2

shall not issue any directions concerning any works to be or which are
being carried out by or on behalf of the Authority; and

shall not issue any directions or purport to enter into any commitment with
respect to any land or preragsowned or controlled by the Authority or by
any person or body then having dealings with the Authority concerning
such land or premises when visiting such land or premises in his or her
capacity as a member.
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33. RESTRI CTI ON ON VOTI NG ON IEWE AUTHORI TY

33.1

33.2

Section 106 of the Local Government Finance Act 1992 applies to a
member who has failed to pay a sum relating to the community charge or to

the council tax which has become payable and has remained unpaid for at
least two months. As long asettsum remains unpaid, a member must
disclose the fact that Section 106 applies to him or her as soon as possible
after the start of the meeting of the Authority at which the setting of the

Aut horityds |l evy on a constighient F:
affect the calculation of the levy, is being made, and must not vote on the
matter in question.

Failure to observe the requirements of Section 106 of the Local
Government Finance Act 1992 is an offence unless the member proves that
he or she dighot know that the Section applies to him or her at the time of
the meeting or that the matter in question was the subject of consideration
at the meeting.
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10.

11.

12.

13.

APPENDIX A
RULES OF DEBATE

A motion or amendment cannot be discussed unless it has beersegutogud
seconded. A motion moved by the Chairman does not need to be seconded.

The Chairman may require a motion or amendment to be put in writing and
handed to the Chairman before it is discussed or put to the meeting.

The proposer of a motion alh have the right of reply at the close of the debate on
that motion immediately before it is put to the vote or before any of the following
motions are put :

(@) To put the question;

(b) To adjourn the debate;

(c) To proceed to the next business;

(d) To adjourn the meeting.

If an amendment to a motion is moved it is the proposer of the motion, and not
the mover of the amendment, who has the right of reply at the close of the debate
on that amendment.

A member exercising a right of reply shatit introduce new matters.

After the right of reply has been exercised, the motion or amendment must be put
to the vote without further discussion.

When seconding a motion or amendment a member may either speak to the
motion or amendment at thatn or reserve the right to speak later in the debate,
subject to rule 19 below.

Every amendment shall be relevant to the motion in respect of which it is moved.
The Chairmands decision as to relevanc

If the Chairman considers ammandment is in effect a direct negative of the
motion the Chairman shall rule it out of order.

If an amendment is rejected, other amendments may be moved on the original
motion.

If an amendment is carried, the motion as amended becomes tha owtidich
any further amendments may be moved.

Only one amendment shall be dealt with at a time.

The proposer of a motion or mover of an amendment may alter the motion or
amendment with the consent of the seconder and of the Authority.
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14.

15.

16.

17.

18.

19.

The proposer of a motion or mover of an amendment may withdraw the motion
or amendment with the consent of the seconder and of the Authority. If consent
is given there shall be no further discussion on the motion or amendment.

A member when speaking shalddress the Chairman. A member must stop
speaking if requested to do so by the Chairman.

A member shall direct his or her speech to the matter under discussion, or to an
explanation, or to a point of order.

A speech shall not last longer th&nminutes. The Chairman may agree to a
longer time.

Members shall not speak more than once during the debate on any motion or any
amendment except :

(@) to move an amendment to the motion;

(b) toraise a point of order;

(c) to exercise the rightfaeply;

(d) to offer a personal explanation;

(e) to move any of the motions in rule 19 below;

(f)  with the permission of the Chairman;

(g) to correct a factual error.

At the end of a speech by another member, a member may move :

(a) to put the gestion;

(b) to adjourn the debate;

(c) to proceed to the next business;

(d) to adjourn the meeting.

If this motion is seconded and the Chairman is of the opinion that the question
before the meeting has been sufficiently discussed the following pneced
applies.

The mover of one of these motions may speak on it for not more than 5 minutes.
The seconder shall not speak except formally to second the motion. The mover
of the original motion before the meting may then speak in reply for not more

than 5minutes, after which the motion moved under the rule shall be put without
further debate.

30



20.

21.

If one of the motions referred to in rule 19 above is put to the vote and defeated,
the same motion shall not be put again during the same debate without the
permission of the Chairman.

During a debate a member may rise to raise a point of order or make a personal
explanation and shall be entitled to
on a point of order or on the admissibility of a personal exlan is final and

not open to discussion.

21.1 A point of order is a query about whether Standing Orders are being
followed. When raising a point of order a member must specify which
Standing Order that member considers has been broken.

21.2 A personalexplanation is a statement by a member to explain something
said by the member earlier in that debate which has been misunderstood.
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APPENDIX B

WILTSHIRE & SWINDON FIRE AUTHORITY
CODE OF CONDUCT

TO BE OBSERVED BY MEMBERS OF THE AUTHORITY

Adopted by the Authority as from 27 September 2007

PART 1

GENERAL PROVISIONS

Introduction and interpretation

1. @

@)

(©)
4

®)

Scope

2. @)

This Code applies tpou as a member of an authority.
You should read this Code tdber with the general principlgsescribed
by the Secremy of St at e. [ These are set
Relationships between Members and Officers]
It is your responsibility to comply withhe provisions of this Code.
In this Code
6 me e tmeansgady meeting of
(@) the adhority;

(c) any of the athority's committees, sutommittees, joint
committees, [or] joint stlsommittees;

6 me mihneludés a capted member and an appointed member.

In relation to a parish council, references to an authority's monitoring
officer and an authority's standards committee shall be read, respectively,
as references to the monitoring officer and the standards committee of the
district council or unitary county council which has functions in relation to
the parish council for which is responsible under section 55(12) of the
Local Government Act 2000.

Subject to sulparagraphs (2) to (5), you must comply with this Code
whenever yod

(@) conduct the business of your authority (which, in this Code, includes
the buiness of the office to which ycare elected or appointed); or
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(b) act, claim to act or give the impression you are acting as a
representative of your authority,

and references to your official capacine construed accordingly.

(2) Subject to sutparagraphs (3) and (4), this Code does not have effect in
relation to your conduct other than where it igaur official capacity.

(3) In addition to having effect in relation to conduct in your official capacity,
paragraphs 3(2)(c), 5 and 6(a) alsoéhaffect, 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 sphragraph (3)) includea
criminal offence for which you are convicted (including an offence you
committed before the date you took office, but for which you aneicted
after that date).

(5) Where you act as a representative of your authority

(a) on another relevant édrity, you must, when acting for that other
authority, comply with that other authority's code ofidoct; or

(b) on any other body, you must, when acting for that other body,
comply with your 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 musttreat others with respect.
(2) You must not

(@) do anything which may cause your authority to breach any of the
equality enactments (aefined in sectio33 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) acomplainant,

(i) a witness, or

(iii) involved in the administration of any investigation or
proceedings,
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©)

in relation to an allegation that a member (including yourself) has
failed to comply with his or hernahority's code of conduct; or

(d) do anything which compromises or is likely to compromise the
impartiality of those who work for, or on bdhaf, your authority.

In relation to police authorities and the Metropolitan Police Authority, for
the purposes of sybaragraph (2)(d) those who work for, or on behalf of,
an authority are deemediteclude a police officer.

4.  You must not

@

(b)

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

0] you have the consent ofp@rson authorised to give it;

(ii) you are required by law to do so;

(i) 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 infanation to any other person; or

(iv) the disclosure is

(aa) reasonable md in the public interest; and

(bb)  made in good faith and in compliance with the reasonable
requirements of the authority; or

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

5. You must ot conduct yourself in a manner which could reasonably be regarded
as bringing your office or authority into disrepute.

6. You

@

(b)

must not use or attempt to use your position as a member improperly to
confer on or secure for yourself or any other persmadvantage or
disadvantage; and

must, when using or authorising the use by others of the resources of your
authority:

(0] act in accordance with your authtgis reasonable requirements;

(i) ensure that such resources are not used impyojeenbolitical
purposes (including party political purposes); and
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(c) must have regard to any applicable Local Authority Code of Publicity
made under the Local Government Act 1986.

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

(a) your authotty's chief finance officer; or
(b) your authority's monitoring officer,
where that officer is acting pursuant to his or her statutory duties.

(2) You must give reasons for all decisions in accordamith any statutory
requirements and any reasonable additional requirements imposed by your
authority.

Part 2
Interests
Personal interests
8. (1) You have a personal interest in any business of your authority where either
(a) it relates to or is kely to affect
0] any body of which you are a member or in a position of
general control or management and to which you are
appointed onominated by your authority;
(i) any body
(aa) exercisingfunctions of a public nature;
(bb) direded to charitale 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 positiorgefieral
control or management;

(iii) any employment dousiness carried on by you;
(iv) any person or body vehemploys or has appointed you;
(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 carrying out youduties;
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(vi) any person or body who has a place of business or land in
your authority's area, 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 totl issued share capital (whichever is the lower);

(vii) any contract for goods, services or works made between
your 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 désiion specified in
paragraph (vi);

(viii) the interests of any person from whom you have received
a gift or hospitality with an ¢isnated value of at least £25;

(ix) any land in your authority's area in whichuyhave a
beneficial interest;

x) any lard where the landlord is your 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 iparagraph (vi) is, the tenant;

(xi) any land in the authoriy'area for which you have a
licence (alone or jointly with others) to occupy for 28 days
or longer; or

(b) a decision in relation to that business might reasonably be regarded
as affecting your welbeing or financial position or the wedeing
or financal position of a relevant person to a greater extent than the
majority of

0] (in the case of authorities with electoral divisions or
wards) other council tax payers, ratepayers or inhabitants
of the electoral division or ward, as the case by
affected by the decision;

(i) (in the case of the Greater London Authority) other
council tax payers, ratepayers or inhabitants of the
Assembly constituenycaffected by the decision; or

(i) (in all other cases) other council tax payers, ratepayers or
inhabitnts of your authority's area.

(2) In subparagraph (1)(b), a relevant person is

(a) a member of your family or any person with whonuyave a
close association; or
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(b) any person or body who employs or has appointed such persons,
any firm in which thg are a partner, or any companf which
they are directors;

(c) any person or body in whom such persons have a beneficial
interest in a class of securities exceedirgrtbminal value of
£25,000; or

(d) any body of a type described in sparagraph (1g)(i) or (ii).

Disclosure of personal interests

9.

(€

@)

©)

4

®)

Subject to sulparagraphs (2) to (7), where you have a personal interest in
any business of your authority and you attend a meeting of your authority
at which the business is considered, you muslalie to that meeting the
existence and nature of that interest at the commencement of that
consideration, or when thieterest becomes apparent.

Where you have a personal interest in any business of your authority which
relates to or is likely to afict 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 addressnieeting on that business.

Where you have a personal interest in any business afitherity 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 befdahe date of the meeting.

Subparagraph (1) only apes where you are aware or ought reasonably to
be aware of the existenoéthe personal interest.

Where you have a personal interest but, by virtue of paragraph 14, sensitive
information relating to it is not registered in your authority's regidter o
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.

(€

@

Subject to sulparagraph (2), where you have a personale@sten any
business of your 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 prejudicgour judgement of the public interest.

You do not have a prejudicial interest in any business of the authority
where that business

(a) does not affect your financial position or the financial position of a
person obody described in paragraph 8;
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(b)

(©

does not relate to the determining of any approval, consent,

licence, permission or registration in relation to you or any person

or bod/ described in paragraph 8; or

relates to the functions of your authority in respect of

(i) statutory sickpay under Part XI of the Social Security
Contributions and Benefits Act 1992, where you are in
receipt of, or are entitteto the receipt of, such pay;

(iv)  an allowance, payment indemnity given to members;

) any ceremoniahonour given to memberand

(vi)  setting council tax or a precept under the Local
Government Finance Act 1992.

Effect of prejudicial interests on participation

12. (1) Subject to suiparagraph (2), where you have a prejudicial interest in any
business of your authority

@

@)

(©

you must withdraw from the room or chamber where a meeting
considering the business is being held

@) in a case where sytaragraph (2) applies, immediately
after making representations, answeigougstions or giving
evidence;

(ii) in any other case, whever it becomes apparent that the
business is being considered at that meeting;

unless you have obtained a dispensation from your authority's
standards committee;
and

you must not seek improperly to influence a decision about that
business.

Whereyou have a prejudicial interest in any business of your authority,
you may attend a meeting but only for the purpose of making
representations, answering questions or giving evidence relating to the
business, provided that the public are also allowedtémd 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 beingdopted by oapplied to your authority; or
(b) your election or appointment to office (where that is later),

register in your authority's register of members' interests (maintained under
section 81(1) of the Local Government Act 2000) details of yorsopeal
interests where they fall within a category mentioned in paragraph 8(1)(a),
by providing written notification to your authity's monitoring officer.

Subject to paragraph 14, you must, within 28 days of becoming aware of
any new personal inteseor change to any personal interest registered

under paragraph (1), register details of that new personal interest or change
by providing written notification to your authority's monitoring officer.

Sensitive information

14. (1)

@

3

[NOTES

Where you consider thétte information relating to any of your personal
interests is sensitive information, and your authority's monitoring officer
agrees, you need not include that information when registering that interest,
or, as the case may be, a change to thatdst uder paragraph 13.

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 your authority's monitoring

officer asking that the inforation be included in your authority's retgis

of members' interests.

I n t hi sensifve idfermatiadmeans information whose availability

for inspection by the public creates, or is likely to create, a serious risk that
you or a person who ligewith you may be subjected to violence or
intimidation.

a) Words in square brackets are not part of the Code.
b) Gaps in the numbering and lettering are intentional.]
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APPENDIX C

CODE OF PRACTICE :
GIFTS, LOANS, HOSPITALITY AND SPONSORSHIP
Approved 27 November 1997
Revised May 2002

Introduction

1 This document sets out the procedures which must be followed when offers
of gifts, loans and sponsorship are made to the Authority and ®etivice
It appliesto members and officers of the Authority, andSsgrvicestaff, both
uniformed and support staff.

2 The public has the right to expect the highest standards of conduct, integrity
and probity in the public service. Holders of public office must not place
themselves under any financial or other obligation to outside individuals or
organisations that might influence them in the performance of their official
duties. In addition, public servants must be open in their dealings. There
should be no hidden meg for the decisions and actions they take, and
information should be restricted only when the wider public interest
demands.

3 The Authority at its meeting on 27 November 1997 approved a policy
whereby offers of gifts, loans and sponsorship may be acceptgdf they
are in accordance with this code of practice.

4 In this code, the word O6o0offersé is
loan, hospitality or sponsorship to the Authority or toSieevice

General Rules

5 No officer of the Authority orstaff of the Serviceshall accept any fee or
reward for work done other than the pay and allowances set out in his/her
contract of employment, or agreed by the Chief Fire Officer, or by the
Authority. It is a criminal offence for an officer or memberSgfrvice staff
to accept gifts by way of an inducement or reward for doing, or refraining
from doing anything, or for showing favour or disfavour in an official
capacity.

6 Officers of the Authorityand staffof the Service arenot entitled to accept
personalifts offered tothemor members otheir family. Small items such
as diaries, calendars, may be accepted subject to the gift being registered in
accordance with paragraph 22 below.

7 Officers of the Authorityand staff of the Servicemust not seek or ceive
preferential treatment by virtue tfeir dealings on behalf of the Authority or
the Service Offers of hospitality, including visits to exhibitions, social
functions, etc may be accepted where there is a genuine need to represent the
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Authority or heServiceas part of o ne osgafftleesefmust i al dut i
be authorised in advance by a Principal Officer. Any offer, whether accepted

or not, must be recorded in the register referred to in paragraph 22 below.

Particular care must be taken whdealing with contractors or potential

contractord see paragraph 18 below.

Members of the Authority

8 Under the Authorityds Code of Conduct f
requirement for mendrs to register with thdlonitoring Officer gifts and
hosptality received with a value in excess of £25, within 28 days of receipt.
Failure to make this statutory registration will be regarded as a breach of the
Code.

9 In addition, the Authority has decided that members should, on a voluntary
basis, registeri) gifts and hospitality with a value of £25 or less, and (ii) all
gifts and hospitality offered but declined.

10 There is a prescribed form for members to register a gift or hospitality,
whether on a voluntary or statutory basis. A member needing to make a
registration should ask the Clerk for a copy of the form, complete it and
return it to him. The register of membe
Clerk on behalf of theéMonitoring Officer, and is open to public inspection.

11 Members are personalhgsponsible for their decisions connected with their
acceptance of gifts and hospitality, and for avoiding the risk of damage to
public confidence in local government.

Officers of the Authority and Staff

12 These too are personally responsible for theicislons on gifts and
hospitality, and for doing nothing to damage public confidence in the Fire
Service. When considering offers, particular care must be given to the
following parts of the code.

13 There must be no excessive degree of advertising. ThieoAty has no
legal power to enter into a contract with a company designed to promote or
advertise the wares of that company.

14 Any agreement must be transparent. There must be complete openness.

15 No preferential treatment or consideration must be gimesny way to the
sponsor or person making the offer.

16 There must be no conflict with the interests of the Authority oStrice.
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17

18

19

20

21

22

23

24

25

The offer must be incidental to tfeu t h o statutoyy&sties. In other
words, whilst offers have the potentialénable the Authority to do things it
could not otherwise afford, or to release resources for other uses, they must
not be a substitute for expenditure which the Authority must incur in order to
fulfil its statutory obligations.

Careful consideration mube given to the timing of any offer, particularly in
relation to contractors, or potential contractors. It would be inappropriate to
accept a gift from a company with which the Authority or 8evicehas a
contract, immediately prior to the renewaltloé contract.

Acceptance of an offer must in no way be construed as an endorsement of a
particular product. If a company, having had an offer accepted, wishes to
publicise the fact in its advertising material, it must seek the prior approval of
the Clek to the Authority.

There is no bar to the acceptance of an offer being acknowledged, but public

acknowledgement must not become blatant advertising. Company logos

must not appear on equipment. This does not prevent a discreet plaque being
affixed to aknowledge the offer.

Offers must not be accepted where there would be an association with
products which the Authority is likely to consider unacceptable or
inappropriate eg tobacco and incendiary equipment. Care needs to be taken
in this respect.

All offers must be recorded in a register, to include a description of the offer,
an approximate financial value, and whether the offer has been accepted or
refused. The register shall be open to public inspection.

Acknowledgement of significant offers, wheecepted, may be made in the
Servicd s annual report.

Sponsorship of events may be acknowledged in programmes.

Advertising will not be permitted under any circumstances on premises
occupied by the Authority or tHeervice

Who may decide whether to acept an offer ?

26

27

In the case of offers to the Authority, as opposed té&Semwice the decision

will be made by the Clerk after consultation with the Group Leaders. In the
case ofstaff, a Principal Officer should be consulted wherever an officer or
membe is unsure about the application of any part of this Code.

In accordance with the Authorityos

of the Authority must be obtained before any offer in excess of £10,000 value
is accepted.
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Sponsorship by the Authoity or Service

28

Loans

29

30

Fi

31

re

When consideration is being given to the Authority orSeevicesponsoring

an event or service, members and officers of the Authority and staff,
including anypartners omembes of their families, must not benefit from
such sponsorshipThe agreement of the Clerk to the Authority or the Chief
Fire Officer, as appropriate, must be obtained in advance.

Loans differ from gifts and sponsorship in that the asset being loaned remains
in the ownership of the donating body. Consideratib the offer of loans
must be in accordance with the above provisions in this code of practice.

In addition, there is the issue of liability. Before accepting a loan, the
Authority or theServicemust ensure that it is not facing any unnecessary risk
and that such risks are covered by the appropriate insurance arrangements or
indemnities. It is advisable to seek the advice of the Clerk.

Servicesod6 National Benevol ent Fund,

Nothing in this code is intended to be arbto the practice whereby
contributions are made by the public to one of these funds, often as a gesture
of thanks for a particular service. Howevaiaff who receive such donations
should be alert to the danger of an ulterior motive on the part afaher.

All contributions received should be recorded.
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ROLES, RESPONSIBILITIES & ACCOUNTABILITIES
OF MEMBERS
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THE ROLES, RESPONSIBILITIES AND ACCOUNTABILITIES
OF MEMBERS OF THE AUTHORITY
Approved 9 December 2004
Amended January 2008

Introduction

1 The purpose of this document is to define the role of members in ensuring that
the Fire Authority fulfils its duties and functions under friee andRescue
Services Act 2004 and other relevant statutes.

Roles and Responsibilities
2 The main el ements of membersd role ar e

. To assess the effectiveness of current services by

reviewing Authority effectiveness in delivery of services
developing effective working partnerships to plan, deliver and
monitor effecive services

. To agree strategies and resources for future delivery of services by

developing and agreeing risk management strategy
determining resources required to implement agreed strategies
developing and monitoring policies to support the delivery of
the strategies

. To lead and support the delivery of effective and risk managed services
by
leading service strategy through effective decision making
securing resources required to deliver risk managed plans
agreeing performance objectives and evaluati@asures for
Authority and Service performance.

In short, collectively members are the ultimate policy makers determining the
core values of the Authority and approving its budget and strategic plans. They
also exercise a performance management ottisgréunction by monitoring
service delivery against approved plans and targets.

3 Being a small authority in terms of the number of members, the Authority has
made a conscious decision that matter
decision should, irthe main, be dealt with by the Authority meeting in full,
rather than by a number of committees and-cuimittees. However, there
are a few small committees dealing with staffing matters, particularly in the
context of disciplinary procedures. Membeagpointed to these have a quasi
judicial role.
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4 In addition there are :

. the Standards Committee whose function is to monitor standards of
governance, and

. the Finance Review Committesith responsibility for overseeing the
Aut h o finantial gogernace

5 The Authority has formed a joint committee with the other seven fire
authorities in the South West of England for the purpose of collaborating on a
regional basis on specified service delivery issues. This joint committee is
known as the South WeRegional Management Board (RMB). The member
serving as the Authorityods representati ve

the Authorityds interests in collaboratiyv
South West.
6 Finally, some members may be appethto represent the Authority on local,

regional or national bodies.
Accountabilities

7 Members represent the community, act as community leaders and promote the
social, economic and environmental well being of the community, often in
partnership with ottr agencies and other local authorities. Members are
appointed by the two constituent authorities. They are accountable to the
community as a whole through their membership of and election to those
constituent authorities.

8 It is natural that members Wilvant to express the values and aspirations of the
constituent authorities, but it is important to remember that members are not
delegates and cannot be mandated by the constituent authorities.

What matters must be considered by the Authority ?

9 In law, the only duty which much be exercised by the Authority as a whole and
cannot be delegated, is the setting of the Council Tax precept. This means that,
in turn, the Authorityés budget will be ¢
determine.

10 As stated kove, in the absence of committees with delegated powers, all
strategic plans and major policies will be determined by the authority, and
monitored on a regular basis. It is impossible to produce a watertight definition
of éstrategyd ahesedipincludecy 0. However
. requirements of the GovernhAne&tds nati
Rescue Service

. integrated risk management planning
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. human resources policies

. partnership working
. health and safety
. collaboration with the other emergency sersice
. procurement
. policy on charging
. industrial relations
. IT strategy
11 It is important to stress that the Chief Fire Officer has full delegated powers to

manage the operations of the WiltshkBSwi t hi n t he Aut hor it
strategic plans and policiesHe has a duty to make regular reports to the
Authority in order that members may monitor the implementation of the plans

and policies. Such monitoring will also include the revenue and capital
budgets.

12 In order that members are able actively to engadke process of setting and
reviewing policy, a nomxecutive Programme Board hasebeestablished
overseeing Lead anBeputy Lead Members for each of four workstreams.
Theirterms of reference are set @uthis Handbook.

Conclusion
13 Further guidane on the role of members and the relationship between members

and of ficers may be found in t he A
member/officer relationships.
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PROTOCOL FOR RELATIONSHIPS
BETWEEN MEMBERS AND OFFICERS
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PROTOCOL FOR RELATIONSHIPS BETWEEN
MEMBERS AND OFFICERS
Approved 9 December 2004

Amended January 2008
AEvery |l ocal authority should have i
protocol governing relations betweel

(Third report of tle Committee on Standards in Public Life)

Preamble
1. Mutual trust and respect between members and officers is at the heart of an
authorityds good governance. They ar ¢

for the effective running of a local authoritytio succeed.

2. This may seem obvious. But what happens when relationships go awry?
Where can members and officers turn for guidance? What mechanisms exist
for addressing concerns? How can matters be improved?

3. Such questions point to the need for a ertguide to the basic elements of
the relationship between members and offi¢eagprotocol :

to promote trust, openness, fairness and honesty by establishing
some ground rules;
to define roles so as :

to clarify responsibilities (i.e. who does what),

to avoid conflict, and

to prevent duplication or omission;
to secure compliance with the law, codes of conduct and an
authoritydés own practices; and
to lay down procedures for dealing with concerns by members or
officers.

4. A protocol should be recognisedth as a central element of thetA hor i t y 6
corporate governance, and as a commitment to upholding standards of
conduct in public 1ife. ltds one way
that local government is serious about protecting and enhancimgeigsity
and reputation.

Definitions

5. Unless the context indicates otherwise, references to the Aethority
include committees, panels and joint committees.
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The termsmemberand membersinclude ceopted members, unless the
context indicates othervas

Officersand staff mean all persons in the employment of the Authority and
theWiltshire FRS

Senior officermeans the Clerk, Monitoring Officer, Chief Fire Officerdan
those officers comprising theManagement Boardand the Business
Management Team.

The termconstituent authoritiesneans the local authorities which have the
right to appoint members to the Authority.

Principles

10.

11.

12.

13.

14.

15.

Jan 09

Members and officers must at all times observe this protocol.

The protocol has been approved by the Authority. The StdadCommittee
will monitor its operation.

The protocol seeks to maintain and enhance the integrity (real and perceived)
of local government which demands the highest standards of personal
conduct.

Members and officers must always respect the roles atiesdf each other.
They must show respect in all their dealings by observing reasonable
standards of courtesy, and by not seeking to take unfair advantage by virtue
of their position.

Whilst members and officers are indispensable to one another, their
responsibilities are distinct. Through their membership of the constituent

authorities, members are accountable to the electorate and serve only as long

as their term of office lasts. Officers are accountable to the Authority as a

whole. Their job is to gie advice to members (individually and collectively)

and to carry out the Authorityés work wun

The Authority has adopted codes of conduct for both members and officers.

Both represent best pravsthdnatenal cdda e me mbe
which in turn is based on the general pr
enshrined in law, viz:

. Selflessness serving only the public interest.

Honesty and integrity not allowing these to be questioned; not

behaving improperly.

Objectivityi taking decisions on merit.

Accountabilityi to the public; being open to scrutiny.

Opennes$ giving reasons for decisions.

Personal judgemeritr eachi ng oneds own concl us
accordingly.
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16.

17.

18.

. Respect for others promoting equality avoiding discrimination;
respecting others (member/member, as well as member/officer).

. Duty to uphold the law not acting unlawfully.
. Stewardshipensuring the prudent
. Leadershig acting in a way which has public coadince.

use of

These principles underpin this protocol. They will also be reflected in a new
national code of conduct for employees due in the near future.

Until such time as a new national code appears, officers are bound by the

Aut horityds

their professional associations.

0 wor staff ardl,en sonfe cases, bylthecddes of

Breaches of this protocol by a member may result in a complaint to the

StandardsCommittee i f

it

appears

t he

breached. Breaches by an officer madi¢o disciplinary action.

The role of members

19.

20.

21.

22.

23.

24.

25.

26.

27.

Members have a number of roles.

member s

Collectively, they are the ultimate policyakers determining the core values
of the Authority and approving its budget and strategic plans. They also
monitor service delivy against approved plans and targets.

Members represent the community, act as community leaders and promote
the social, economic and environmental vmding of the community often

in partnership with other agencies.

Some members have roles relating th@ir position as members of the

committees, panels and joint committees of the Authority.

Members serving on the Regional Management Board (a joint committee)

have a duty

to

represent

between fire authdies in the South West.

t he

Aut hori

Members who serve on other committees andcsubmittees collectively
have delegated responsibilities, e.g. deciding qualétial matters.

Some members may be appointed to represent the Authority on local,

regional or nationdbodies.

As politicians, members may express the values and aspirations of the party
political groups to which they belong, recognising that in their role as
members they have a duty always to act in the public interest.

Similarly, members may expres®thialues and aspirations of the constituent
authorities, though they are not delegates and cannot be mandated by those

authorities.
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28.

29.

30.

31.

32.

33.

Members are not authorised to instruct officers other than :

. through the formal decisiemaking process;

. to request the npvision of consumable resources provided by the
Aut hority for member s6 use; or

. where staff have been specifically allocated to give support to a

member or group of members.

Members are not authorised to initiate or certify financial transactions, or to
enter into a contract on behalf of the Authority.

Members must avoid taking actions whenfe unlawful, financially improper
or likely to give rise to maladministration. Membehave an obligation
under their Code of @hduct to have regard, when reachilegisions, to any
advice provided by the Monitoring Officer or tRenance Director.

Members must respect the impartiality of officers and do nothing to
compromise it, e.g. by insisting that an officer change his/her professional
advice.

Members have duty under their code of conduct :

. to promote equality by not discriminating unlawfully against any
person, and
. to treat others with respect.

Under the code, a member must not :

. bring the Authority or his/her position as a member into disrepute,
or
. use his/her position as a member improperly to gain an advantage

or disadvantage for him/herself or any other person.

The role of officers

34.

35.

36.

Officers are responsible for giving advice to members to enable them to fulfil
their roles. In doing so, officers livitry to take into account all available
relevant factors.

Within the approved plans and policies of the Authority (including, as
appropriate, the committees, panels and joint committees), officers manage
and provide the services for which the Authofigs a statutory duty within

the framework of responsibilities delegated to them. Specifically, the Chief
Fire Officer is responsible for all operational issues and for the management
of all resources including staff.

Officers have a duty to implement dgions of the Authority which are
lawful, and which have been properly approved in accordance with the

requirements of the | aw and the Author

Regulations, etc, and duly minuted.
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37. Officers have a contractual and legal dutyb® impartial. They must not
allow their professional judgement and advice to be influenced by their own
personal views.

38. Officers must assist and advise all parts of the Authority. They must always
act to the best of their abilities in the best interestgshe Authority as
expressed in the Authorityés formal ¢
39. Officers must be alert to issues which are, or are likely to be, contentious or

politically sensitive, and be aware of the implications for members, the
media or other sections of the piabl

40. Officers have the right not to support members in any role other than that of
member, and not to engage in actions incompatible with this protocol.

The relationship between members and officers : general

41. The conduct of members and officers shouéd duch as to instil mutual
confidence and trust.

42. The key el ements are a recognition of
responsibilities. These should be reflected in the behaviour and attitude of
each to the other, both publicly and privately.

43. Informal and collaborative twavay contact between members and officers is
encouraged. But close personal familiarity can damage the relationship, as
might a family or business connection.

44. Members and officers should inform the Monitoring Officer of any
relationship which might be seen as unduly influencing their work in their
respective roles.

45, It is not enough to avoid actual impropriety. Members and officers should
always be open about their relationships to avoid any reason for suspicion
and any appmance of improper conduct. Where a close personal
relationship has been disclosed, those concerned should avoid a situation
where conflict could be perceived. Specifically, a member should not sit on a
body or participate in any decision which directlyeafs the officer on a
personal basis.

46. Officers serve the Authority as a whole. They have a duty to implement the
properly authorised decisions of the Authority. Senior officers will be
responsible for instructingions.taff to

47. Officers taking decisions under their delegated powers must consider the

advisability of informing the Authority of their intentions in advance when
the matter to which the decisions relates is likely to be sensitive or
contentious, or has wider poy implications.
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48.

49.

50.

51.

52.

53.

54.

In any event, senior officers will establish regular informal contact at
mutually convenient times with the Chairman, Vice Chairman and Leaders
of the political groups as a means of officers briefing members on sensitive
or otherwise imprtant issues, and vice versa.

Officers work to the instructions of their senior officers, not individual
members. It follows that, whilst such officers will always seek to assist a
member, they must not be asked to exceed the bounds of authorityatieey h
been given by their managers. Except when the purpose of an enquiry is
purely to seek factual information, members should normally direct their
requests and concerns to a senior officer, at least in the first instance.

At a meeting of the Authoritya resolution may be passed which authorises a

named officer to take action between meetings in consultation with the
Chairman. In these circumstances it is the officer, not the Chairman, who
takes the action and is responsible for it. The Chairmandéesyal power

to take decisions on behalf of the Authority.

Of ficers wildl do their best to give

However, officers should not have unreasonable requests placed on them.
Their work priorities are set and manageddanior managers. Members

tim

should avoid disrupting officersd work b

Members will endeavour to give timely responses to enquiries from officers.

An officer shall not discuss with a member personal matters concerning
him/herelf or another individual employee, other than in the context of the

Aut horityds human resources policies

Members and officers shoul d-Couneil} pect

time.

The Authority as employer

55.

56.

57.

58.

Officers are employed by¢ Authority as a whole.

Membersd roles are |l imited to

. the appointment of specified senior posts,

. determining human resources policies and conditions of
employment, and

. hearing and determining appeals.

Members shall not act outside these roles.
If participating in the appointment of officers, members should :
. remember that the sole criterion is merit,

. never canvass support for a particular candidate,
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59.

. not take part where one of the candidates is a close friend or

relative,
. not be influenced by persahpreferences, and
. not favour a candidate by giving him/her information not available

to the other candidates.

A member should not sit on an appeal hearing if the appellant is a friend, a
relative, or an officer with whom the member has had a close mgprki
relationship.

The Chairman and officers

60.

Officers will respect the position of Chairman and provide appropriate
support.

Members of committees, panels or joint committees, and officers

61.

62.

63.

The appropriate senior officers will offer to arrange regulaorinl
meetings with chairmen, vice chairmen, and spokesmen of committees,
panels and joint committees.

Members of a committee, panel or joint committee shall take decisions
within the remit of that committee, panel or joint committee, and will not
otherwie instruct officers to act.

At some committee, panel or joint committee meetings, a resolution may be
passed which authorises a named officer to take action betwe¢ingnee
consultation with thetwirman. In these circumstances it is the officet, no
the chairman, who takes the action and is responsible for it. A chairman has
no legal power to take decisions on behalf of a committee, panel or joint
committee.

Party groups and officers

64.

65.

66.

67.

Senior officers may properly be asked to contribute to delibes of
matters concerning Authority business by party groups, whether meeting
separately or jointly.

Officers have the right to refuse such requests, and will normally not attend a
meeting of a party group where some of those attending are not meshbers
the Authority.

Officer support will not extend beyond providing factual information or
professional advice in relation to matters of Authority business. Officers
must not be involved in advising on matters of party business, and therefore
should not beexpected to be present at meetings or parts of meetings when
such matters are to be discussed.

Party group meetings are not empowered to make decisions on behalf of the
Authority, and conclusions reached at such meetings do not rank as formal
decisions.The presence of an officer confers no formal status on such

59



68.

69.

70.

71.

72.

73.

74.

75.

76.

77.

78.

79.

meetings in terms of Authority business and must not be interpreted as doing
so.

Where officers provide factual information and advice to a party group in
relation to a matter of Authority busisg this is not a substitute for
providing all the necessary information and advice when the matter in
question is formally considered by the Authority.

It must not be assumed that an officer is supportive of a particular policy or
view considered at a gg group meeting simply because he/she has attended
or provided information to the meeting.

Officers will respect the confidentiality of any party group discussions at
which they are present and, unless requested to do so, will not relay the
content ofsuch discussions to another party group or to any other members.
This shall not prevent an officer providing feedback to other senior officers
on a needo-know basis.

In their dealings with party groups, officers must treat each group in a fair
and everhanded manner.

Members must not do anything which compromises or is likely to
compromi se officersd6 impartiality.

The duration of an officerédés attendance
discretion of the group, but an officer may leave at any iirhe/she feels it
is no longer appropriate to be there.

An officer accepting an invitation to the meeting of one party group shall not
decline an invitation to advise another group about the same matter. He/she
must give substantially the same advicedch.

An officer who is not a senior officer shall not be invited to attend a party
group meeting, but a senior officer may nominate another officer to attend on
his/her behalf.

An officer should be given the opportunity of verifying comments and advic
attributed to him/her in any written record of a party group meeting.

No member will refer in public or at meetings of the Authority to advice or
information given by officers to a party group meeting.

At party group meetings where some of thoseqareare not members of the

Authority, care must be taken not to divulge confidential information relating

to Authority business. Persons who are not members are not bound by the
membersé code of conduct . They do not
information as members.

Any particular cases of difficulty or uncertainty in relation to this part of the
protocol should be raised with the Clerk and the relevant party group leader.
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Members as community representatives, and officers

80.

81.

82.

To enable them to cargut their community role effectively, members need

to be fully informed about matters affecting the geographical area served by
the Authority. Senior officers must ensure that all relevant staff are aware of
the requirement to keep local members inforntkeds allowing members to
contribute to the decisiemaking process and develop their community role.

This requirement is particularly important :

. during the formative stages of policy development,
. in relation to significant or sensitive operationatters, and
. whenever any form of public consultation exercise is undertaken.

In seeking to deal with community queries or concerns, members should not
seek to jump the queue but shoul d I
Officers have many pressures their time. They may not be able to carry

out the work required by members in the requested timescale, and may need

to seek instructions from their managers.

Membersé access to documents and i nformat

83.

84.

85.

86.

Members may request senior officers to providanitwith such information,
explanation and advice as they may reasonably need to assist them to
discharge their roles as members. This may range from general information
about some aspect of the Authorityo:
behalf of a meber of the public. Where information is requested on behalf

of a third party, it will only be provided if :

. it is in the public domain, and
. it is not barred by the Data Protection Act from being given.

Every member of a committee, panel or joint cdttee has a right to inspect
documents about the business of that committee, panel or joint committee.

A member who is not a member of a specific committee, panel or joint
committee, may have access to any document about the business of that
specific par of the Authority provided :

. he/she can demonstrate a reasonable need to see the documents in
order to carry out his/ her roles
principle), and

. t he document s do not contain f
information as defied by the law.

Di sputes as to the validity of a memt
to know basis will be determined by the Monitoring Officer. Officers should
seek his/ her advice if in any doubt
request.
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87. A member should obtain advice from the Monitoring Officer in
circumstances where he/she wishes to have access to documents or

information :
. where to do so is likely to be in breach of the Data Protection Act,
. \(/)vrhere the subject matter is one in whichshe/has a personal or
prejudicialintee st as def i ned i nondudte member s
88. Information given to a member must only be used for the purpose for which

it was requested.

89. It is an accepted convention that a member of one party group will meteha
need to know and therefore a right to inspect a document which forms part of
the internal workings of another party group.

90. Members and officers must not disclose information given to them in
confidence without the consent of a person authorisedvi® igji or unless
required by law to do so.

91. When requested to do so, officers will keep confidential from other members
advice requested by a member.

92. Members and officers must not prevent another person from gaining access
to information to which that pson is entitled by law.

Media relations

93. All formal relations with the media must be conducted in accordance with the
Aut horitybés agreed procedures and the | a
94, Press releases or statements made by officers must promoteveor gi

information on Authority policy or services. They will be factual and
consistent with Authority policy. They cannot be used to promote a party
group.

95. Officers will keep relevant members informed of media interest in the
Aut hori tyos Bycepgarding strategis or coetentp@secnati@rs.

96. Before responding to enquiries from the media, officers shall ensure they are
authorised to do so.

97. If a member is contacted by, or contacts, the media on an issue, he/she
should:
. indicate in what capacitpe/she is speaking (e.g. in a personal
capacity, on behalf of the Authority, or on behalf of a party group);
. be sure of what he/she wants to say or not to say;
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. consider the likely consequences for the Authority of his/her
statement (e.g. commitment to arficular course of action, image,
allegations of jumping to conclusions);

. never give a commitment in relation to matters which may be
subject to claims from third parties and/or are likely to be an
insurance matter;

. consider whether to consult other relamembers; and

. take particular care in what he/she says in the-wpnto local or
national elections to avoid giving the impression of electioneering,
unless he/she has been contacted as an election candidate or
political party activist.

Correspondence
98. Correspondence between an individual member and an officer should not be

copied to another member unless the author expressly intends and states that
this is the case or consents. Where correspondence is copied, this should

always be made explicit,ie.ther e should be no éblind
99. Official letters written on behalf of the Authority should normally be in the
name of the relevant officer.
100. However, the Chairman may initiate correspondence in his/her own name.
101. Letters which create legally enforcéabobligations or which give
instructions on behalf of the Authority should never be sent in the name of a
member.

Access to premises

102. Officers have the right to enter Authority land and premises to carry out their
work. Some officers have the legal povierenter property in the ownership
of others.

103. Members have a right of access to Authority land and premises to fulfil their
duties.

104. When making visits as individual members, members should :

. whenever practicable, notify and make advance arrangemehts wi
the appropriate manager or officer in charge;

. comply with health and safety, security and other workplace rules;
and

. not interfere with the services or activities being provided at the
time of the visit.

Use of Authority resources

105. Where the Authorit provides a member or members with services such as
typing, printing and photocopying, and goods such as stationery and ICT
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equi pment , such provision is solely to
role as a member of the Authority. These goods andces are paid for

from the public purse. They should not be used for private purposes or in

connection with party political or campaigning activities.

106. Members should ensure they wunderstand a
own rules about the use of $uesources, particularly:

. in relation to any localhagreed arrangements e.g. payment for
private photocopying; and
. regarding ICT security.
107. Members should not put pressure on staff to provide resources or support

which officers are not permitted tovg. Examples are :

. business which is solely to do with a political party;

. work in connection with a ward or constituency party political
meeting;

. electioneering;

. work associated with an event attended by a member in a capacity
other than as a membertbe Authority;

. private personal correspondence;

. work in connection with another body or organisation where a
member déds involvement is other than a
and

. support to a member in his/her capacity as a councillor of another

local auhority.
Interpretation, complaints and allegations of breaches
108. Members or officers with questions about the implementation or
interpretation of any part of this protocol should seek the guidance of the

Monitoring Officer.

109. A member who s unhappy about the actions taken by, or conduct of, an
officer should :

. avoid personal attacks on, or abuse of, the officer at all times,

. ensure that any criticism is well founded and constructive,

. never make a criticism in public, and

. take up the corern with the officer privately.
110. If direct discussion with the officer is inappropriate (e.g. because of the

seriousness of the concern) or fails to resolve the matter, the member should

raise the issue with t henioooffidei.cer 6s manag
111. A serious breach of this protocol by an officer may lead to an investigation

under the Authorityodés disciplinary proce
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112. An officer who believes a member may have acted other than in accordance
with this protocol shoul raise his/her concern with the Monitoring Officer.
He/she will consider how the complaint or allegation should be dealt with.
At a minor level, this may be no more than informally referring the matter to
the leader of the relevant party group. More sesicomplaints may involve
al eged breaches of ondocg anchmayberefarrédtdcCo d e
the Standard€ommittee
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CODE OF CORPORATE GOVERNANCE
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CODE OF CORPORATE GOVERNANCE
Adopted by the Authority as from 21 August 2008

What is Corporate Governance?

11

12

13

14

Wiltshire & Swindon Fire Authority has a key role alongside other local
government partners in serving the communities of Wiltshire and Swindon.
For all local government functions to be truly effective ¢hewust be public
confidence in elected members and officials and in the systems of corporate
governance within organisations that underpin the credibility of the

services we provide.

Corporate governance is a phrase used to describe how organisagohs dir
and control what they do and is helpful in ensuring that functions are
carried out in a way that demonstrates accountability, transparency,
effectiveness, integrity and inclusion. For fire authorities and other local
authorities it also includes howettirire Authority relates to the

communities that it serves.

Wiltshire & Swindon Fire Authority is committed to being at the forefront
of those fire authorities that are able to demonstrate that they have the
necessary corporate governance to excel iptidic sector.

This Code is a public statement that sets out the way in which Wiltshire &
Swindon Fire Authority will meet that commitment.

Why do we need a Local Code?

2.1

2.2

Corporate governance is important because it is crucial to:

. Providing highquality fire and rescue services. Nationally
governance weaknesses have led to service difficulties and critical
situations. Higkperforming organisations, on the other hand, have
effective governance arrangements. This is an important area in the
AuditComms si on6s Cor porate Assessment

. Mai ntaining high | evels of public
increased when the quality of services that they and their families
experience is high, and when organisations are perceived to be
open anchonest in communicating their performance, and in
learning from their mistakes.

The Code is based upon the following six principles developed by CIPFA,
the professional public sector accountancy body, and SOLACE, the
Society of Local Authority Chief ¥ecutives and Senior Managers

. Focusing on the Fire Authorityos

community and assisting with the creation and implementation of a
vision for the local area
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. Members and officers working together to achieve a common
purpo® with clearly defined functions and roles

. Promoting values for the Fire Authority and demonstrating the
values ofgood governance through upholding high standards of
conduct andehaviour

. Taking informed and transparent decisions which are subject to
effective scrutiny and managing risk

. Developing the capacity and capability of members and officers to be
effective

. Engaging with local people and other stakeholders to ensure robust
public accountability.

2.3 This Local Code of Corporate Governances et the means by which the
Fire Authority will meet and demonstrate its commitment to good
corporate governance in relation to these six principles.

3.  The Principles of Corporate Governance

Focusing on the Fire Authorityds purpose g
community and assisting with the creation and implementation of a vision
for the local area

3.1 We are committed to maintaining the highest levels of operational service
for our communities. We demonstrate this by publishing:

. Our Annual Plan and five strafie aims
. Our Business Plan and vision for the forthcoming years
. Our Integrated Risk Management Plan

3.2 We will regularly review the vision for our local communities, as it is set
outin t hese documents, and its implication
governage arrangements.

3.3 The Fire Authority will aim to deliver all its services that make the best use
of resources and are value for money by:

. Deliveringservicego meet the needs of the local community, and
put in placeprocesses to ensure that they opegéftectively in
practice.

. Determining local needs and targeting resources according to the
IntegratedRisk Management Plan.

. Developing effective relationships and partnerships with
¢ other public sector agencies
¢ voluntary and community organisations
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3.4

¢ the private sector, where appropriate.

Responding positively to the findings and recommendations of
internal andexternal auditors and putting in place arrangements for
the implementation of agreed actions.

Reviewing our services in line with CIPFA Valte Money
Benchmarking arrangementsdosure best use is made of the
resources available.

Delivering specific projects within an effective, planned programme
management framewark

Members and officers working together to achieve a common purpose with
clearly defined functions and roles

The Fire Authority will ensure that the necessary roles and responsibilities
for its governance are identified and allocated so that it is clear who is
accountable fordecisions that are made. The Fire Authority wilttis

by:

Appointing a Chairman, Vice Chairman, Lead members and Member
Champions with defined responsibilities

Agreeing a scheme of delegated executive responsibilities to Brigade
Managers, and protocols that make clear the respective roles of
membersand officers and ensure effective communication between
them

Annually appointing Members to the Programme Board and other
committees to discharge the Fire
and scrutiny responsibilities

Setting clear role definitions foheirs of committees and councillors
in their different roles

Undertaking an annual review of the operation of the Fire
Aut horityds constitution

Making the Chief Fire Officer (the Head of Paid Service) responsible
and accountable to the Fire Authority fdl aspects of operational
management

Making a senior officer (the Monitoring Officer) responsible to the
Fire Authority for ensuring the lawfulness and fairness of decision
making, andhat agreed procedures are followed and that all
applicable statuseandregulations are complied with

Making a senior officer (the Section 151 officer) responsible to the
Fire Authority for ensuring that appropriate advice is given on all
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financial matters, for keeping proper financial records and accounts,
and for méantaining an effective system of internal financial control

Ensuring partnerships and contracts witheothublic bodies,
voluntary anccommunity organisations, and the private sector have
clear governance accountabilities, including effective and edaitab
equality, diversity andfinancial arrangements

Havingin place effective and comprehensive arrangements for the
scrutiny of services.

Promoting values for the authority and demonstrating the values of good
governance through upholding high standard®f conduct and behaviour

3.5

3.6

3.7

The Fire Authority promotes and maintains high standards of ethical
conduct of members and officers through the work of its Standards
Committee.

The Fire Authority will foster a culture of behaviour based on shared
values, ethial principles and good conduct.

The Fire Authority will do this by establishing and keeping under review:

The Constitution

A Code of Conduct for Members

A Code of Conduct for Officers

A protocol governing Member/Officer Relations

A Code of Good Practicfor Members

Monitoring Officer Protocol

Media Guidelines

Contract Standing Orders and Financial Regulations
A strategy for combating fraud and corruption

A whistle blowing policy

Taking informed and transparent decisions which are subject to effective
scrutiny and managing risk

3.8

3.9

Jan09

The Fire Authority will ensure that the decisioraking process includes a
rigorous risk assessment including:

Financial, legal and staffing implications

Environmental and sustainability implications

Value for Money

Implications for partnerships

Equality and diversity impact assessments

Risks, mitigations, opportunities and performance management
implications

The Fire Authority will be rigorous and transparent about how decisions
are taken and recorded and will:
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. Ensure Menbers make decisions in an open and transparent way and
that information relating to those decisions is made available to the
public, unless statutory rules allow otherwise

. Ensure that all decisions of regulatory committees of the Fire
Authority are madén public and that information relating to those
decisions is made available to the public, unless statutory rules allow
otherwise

. Ensure that legal and financial implications are recognised in all
reports on which decisions are based

. Record all relevandebate and decisions that are made by
committees and key decisions made by officers (where applicable)

. Haverules and procedures, which govern how decisions are made

. Develop and maintain an effective overview and scrutiny function
which encourages catngctive challenge

. Maintain effective arrangements to discharge Standards and Audit
functions.

3.10 The Fire Authority will continue to develop its risk management strategy
that enables it to manage and control risks in order to maximise the quality
of its service provision and uphold its reputation, making a powerful
contribution to continuous service improvement and the achievement of
best value.

3.11 The Fire Authority will ensure that the risk management system:

Formally identifies and manages risks

Involves Members in the risk management process

Includes the undertaking of a risk assessment of every decision
Maps risks to financial and other key internal controls
Incorporates business continuity planning; and

Reviewsand, if necessary, updates its neknagement processes at
least annually.

Developing the capacity and capability of Members and officers to be
effective

3.12 The Fire Authority will ensure that those charged with the governance of
the Fire Authority have the skills, knowledge and experi¢gneg need to
perform well. The Fire Authority will do this by:

. Maintaining member training and development
. Developing leadership skills and capacity across the Fire Authority
. Developing our approach to workforce planning

Jan09 73



Encouraging quality mark accrigtion
Maintaining and developing our personal development and
performance review systems

. Cascadingegular information to Members and staff by paper and
electronic means

Engaging with local people and other stakeholders to ensure robust public
accountability

3.13 The Fire Authority is committed to increasing public involvement in
decisionmaking and empowering individuals and local organisations. We
will seek and respond to the views of stakeholders and the community. The
Fire Authority will do this by:

. Forming and maintaining relationships with the leaders of other
organisations

. Ensuring openness and accessibility to citizens, service users and
staff, including partner organisations

. Implementing the Consultation Strategy and utilising an appropriate
range of consultation methods

. Making use of local forums to maintain communication with all
communities and other stakeholders

. Encouraging and supporting the public in submitting requests for
Scrutiny

. Maintaining and reviewing an effective complaintsqadure
4.  Monitoring and Review

4.1 Goodcorporategovernance requires the active participation of Members
and employees across thelarity. The Programme Board has
responsibility at Member level for reviewing the arrangements set out in
this code. The DepytChief Fire Officer will chair the Local Code of
Corporate Governance Working Group, comprising Director, Finance and
Director, Corporate Planning. The Working Group has responsibility for
monitoring and reviewing this Code and reporting to Members on its
operation and on any proposed changes.

4.2 The Fire Authority has three committees that have responsibilities for
monitoring and reviewing the Fire Autho
arrangements including audithe Finance Review Committee, the
Standards Qomittee, and the Programme Board.

4.3 The Audit responsibilities are currently divided between the Finance

Review Committee and the Programme Boardpaoglide assurance to the
fire authority on the following responsibilities:
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the effectiveness of the fimuthority's risk management

internal control and its overall assurance framework

the effectiveness of the fire authority's financial performance
the effectiveness of the fire authority's Aamancial performance
the performance of the fire authoritytgérnal Audit section

the receipt and review of external audit reports and liaison with
external auditors on significant financial matters

the receipt and review of external audit reports and liaison with
external auditors on significant performance matte

4.4 The Standards Committee has responsibility to Fire Authority for:

the promoting and maintaining high standards of conduct
approving, and providing an overview of the implementation of,
Member and officer codes and protocols relating to probity and
conduct

approval of the anfiraud and corruption strategy and whistle
blowing procedures

Through these committees the Fire Authority will ensure that these
arrangements are kept under continual review by:

> > >

The work of Internal Audit

Reports prepared hpanagers with responsibility for aspects of this

Code

External Audit opinion

Other review agencies

Opinionf rom t he Fire Authorityos

The Annual Governance Statement

4.5 Each year the Fire Authority will publish an Annual Governance
Statenent . Thi s wi || provide an ov
Corporate Governance arrangements and an appraisal of the key controls in
place to manage the Fire Author
Statement will also provide details ohere improvements need to be
made.

St at

erall

ityos

4.6 The Annual Governance Statement will be reviewed and agreed by the Fire
Authority, for signing by the Chairman of the Fire Authority and the Chief
Fire Officer.

4.7 The Statement will be published as part of the FirdnAatr i t y 6 s
Statement of Accounts and will be audited by our external auditors.

June 2008
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DELEGATIONS TO COMMITTEES

AND

TERMS OF REFERENCE
OF
PROGRAMME BOARD
AND
LEAD & DEPUTY LEAD MEMBERS
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DELEGATIONS

URGENCY COMMITTEE

1.

Except in relation to a matter which cannot lawfully be delegated, the power to
consider and approve any matter which, in the opinion of the Clerk, needs an
urgent decision on the grounds that the matter cannot wait untiheke
scheduled meeting of the Authority. (This delegation is without prejudice to
Standing Order 6 regarding extraordinary meetings of the Authority).

FINANCE REVIEW & AUDIT COMMITTEE

1.

The power to consider and take decisions on agiyemto do with theorporate
financial governance of the Authoriity relation to accounts and audit, including
any duty or function placed upon the Authority by virtue of regulations made
under the Audit Commission Act 1998. Within this power are included the
duties:

e Toconsider the head of internal audi t
summary of internal audit activity (actual and proposed) and the level of
assurance it can give over the Author
arrangements

e To consider summaries of specifiternal audit reports as requested

e To consider reports dealing with the management and performance of the
providers of internal audit services

e To consider a report from internal audit on agreed recommendations not
implemented within a reasonable timescale

e To consider the external auditords ar

report to those charged with governance

e To consider specific reports as agreed with the external auditor

¢ To comment on the scope and depth of external audit work and to ensure it
gives value for money

e To l|liaise with the Audit Commi ssion
external auditor

e To commission work from internal and external audit

e To oversee the production of the Autft

and to recomma its adoption

e To consider the Authorityés arrangeme

and agree necessary actions to ensure compliance with best practice

e To consider the Authorityds compli anc

standards and control$ financial governance.

e To receive, review and approve the annual Statement of Accounts.
Specifically, to consider whether appropriate accounting policies have been
followed and whether there are concerns arising from the financial statements
or from theaudit that need to be brought to the attention of the Council

¢ To consider the external auditorodos r
issues arising from the audit of the accounts

e To be responsible for the review and approval of the System of Ihterna
Control

e To deliver the core functions of an audit committee as identified in CIPFA
guidance
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2. The power to approve the Author
6 and t

tyds OTr ea
and Practices n S

i
he Authorityo Annual

3. Thepowertoreviewth process by which the Authority
formulated with a view to assessing its robustness. For the avoidance of doubt,
the Committee has no role in the formulation of the estimates which comprise the
budget and has no power to amend the egstisna

4. The power to undertake regular monitoring
Capital budgets. In exercising this power, the Committee:

- will have regard to any views of the appropriate workstreams, and

- will draw the attention of the ProgrammeS&rutiny Board and, where
appropriate, the Authority to any significant variation which in the
Commi tteebds opinion needs to be addresse
investigations on its own account.

5. The power to approve thesaAdQoriract i t yds Fi nan
Standing Orders.

6.  The power to review financial management arrangements generally to ensure
they are o6fit for purposed.

7.  The power to consider any matter not reserved to the full Authority where in the
opinion of the Clerk or Treasurer it wiol be appropriate for the Committee to do
s0.

STAFFING COMMITTEE

1. To consider and take decisions on any staffing matter not delegated to the Chief
Fire Officer excepting any matter which falls to be considered by the Appeal
Committee.

2. To hear gigances and di sputes under the Aut he
procedure.

APPEAL COMMITTEE

1. To hear appeals against dismissal where an employee has been dismissed by the
Chief Fire Officer on grounds of gross misconduct or on the grounds of
redundancyvith the power to :

(a) dismiss the appeal, or

(b) dismiss the appeal but offer toeagage the member of staff in the same or
another post with effect from a date to be decided, or

(c) allow the appeal and reinstate, or

(d) in the case of dismissal on discipligagrounds, allow the appeal and
reinstate with a written or final written warning.
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The functions prescribed by Section 50 (2) (b) of the Pensions Act 1995 and the
Occupational Pensions Scheme (Internal Disputes Resolution Procedures)

Regulations 1996 astheyppl y t o the Firefighterso P

To hear grievances wunder the Authorit.y
the grievance arises out of a decision of the Staffing Committee.

STANDARDS COMMITTEE

1.

To exercise :

(i) the functions presityed by the Local Government Act 2086d the Local
Government and Public Involvement in Health Act 20@Tating to
standards committees, and

(i)  such other functions as may be prescribed by law from time to time.

The power, under t®&hehdmd hofri Mgrlserapdpr Al
withhold that part of an allowance payable to a member in respect of a period
during which the member is suspended or partially suspended because of a breach
of the Authorityds Code of Conduct.

To consider and advisetleut hor ity on employees6 cod
and related matters.

The power to approve and monitor officer codes and protocols relating to probity

and conduct, i ncl ufthudrand cdrrbpdon strateghh and the y 6 s
Aut hor i tteplédwsng prdredwes.

TERMS OF REFERENCE

PROGRAMME BOARD

Jan 2010

To scrutinise and/or review any aspect of :

- the effectiveness of current services

- strategies, policies, plans and resources for future delivery of services
referred to it by the Authorityrdoy a lead member or which of its own
volition it wishes to consider.

To establish ad hoc task groups (o6scr
undertake specific reviews.

To establish a rolling plan of work for the Board and to prioritise individual
items within the plan, such plan to include :

- the oversight of best value reviews, or the scrutiny of such reviews, by
the Board or by an ad hoc task group,
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Notes

@

(b)

(©

(d)

- the review of policy, or of the implementation of policy, by the Board
or by an ad hoc task grpu

- revising the rolling programme on a quarterly basis at each meeting of
the Board,

- managing the resources of the Authority available for scrutiny and
review activity,

- setting the terms of reference, membership, etc of ad hoc task groups.

To identify the lead and deputy lead members for the four workstreams, and

to oversee their work in implementing th
(including its Integrated Risk Management Plan) to ensure such work is in
accordance with the Boardés rolling plan
Tomaker ecommendati ons to the Authority on
consideration of any matter.

To make an annual report to the Authorit

New major policy, or a significant change to an existing major policy, will
not beconsidered by the Authority if it has not been scrutinised by the
Programme Board, except on grounds of urgency.

The Board shall not concern itself with the functions of any of the
Aut horityds standing committees.

The composition of the Board dhlae the Vice Chairman of the Authority,
the leaders of the three political groups and one other member who is not a
lead or deputy lead member.

A lead (or deputy lead) member and the appropriate supporting officer will
be expected to attend Boareetings solely for the item(s) of business
concerning his/her workstream.

LEAD MEMBERS AND DEPUTY LEAD MEMBERS FOR SPECIFIC
PROGRAMME AREAS

1

Jan2010

To engage with the programme manager in the projects identified within each
programme area by :

- meeting with thgorogramme manager on a regular basis;

- adding a political perspective;

- acting as a link with stakeholders and the public at large;

- ensuring member level participation in partnership working.

To act as the sponsoring member when issues are referred upwatus
Programme Board and/orettiull Authority.
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DELEGATIONS
TO REGIONAL MANAGEMENT BOARD
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REGIONAL MANAGEMENT BOARD

The following functions of the Authority are delegated to the RMB but without
prejudice to the concumé discharge of these functions by the Authority :

1.

MATTERS DELEGATED

11

1.2

13

Primary Functions

Matters relating to civil contingency planning and provision (including
resilience to emergencies).

Matters relating to the acquisition of works, goods, ises/or supplies, but
excluding the acquisition of land or an interest in land.

Matters relating to the recruitment, employment, development, training,
health, occupational health, health and safety, welfare, mobility or
discipline of employees, personnghanagement, human resources
management, medical advice services, sicknes®dlth management,
equalities or other employment related matters (but excluding the exercise

of the Authorityds functions as emj
contract or ppposed contract of employment).

Matters relating to the provision of specialist or other services to the
Authority or to (an)other Fire Authority(ies).

Secondary Functions

Matters concerning the provision in relation to one or more of the Brimar
Functions ofi
financial resources;
employees;
premises; or
works, goods, services or supplies
or the suspension or termination of such provision (but excluding
the exercise of the Authorityos
resulting from any antract or proposed contract of employment).

Matters in relation to one or more of the Primary Functions concerning:
Best Value; or
charging for the provision of works, goods, services or supplies.

Ancillary Functions

Matters calculated to fadéite, or which are conducive, ancillary or
incidental to the discharge of any one or more of the Primary Functions or
the Secondary Functions.

Matters concerning the efficient administration of the RMB including the
adoption or amendment of contratarading orders or financial regulations.
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Delegation ( or referral for consideration and report) to acsubmittee of

the RMB or to an officer of a Member Authority of a Primary Function or
Secondary Function or part thereof ( including matters whiettalculated

to facilitate or are conducive, ancillary or incidental to the discharge
thereof) but no power may be so delegated to make a Fundamental
Decision.

1.4 Functions relating to the Regional Control Centre

The power to deal with athattersrelating to the implementation and delivery of
the Regional Control Centre (RCC) Project in the South West Region up to the
point of first cutover to the RCC in the region, within the financial resources
available to it, but excluding :

Final commitmento the Project by the Authority

Provision of funding by the Authority

Membership of South West Fire Control Service Limited and
appointment/removal of directors by the Authority

Approval of terms (including financial terms) for provision of service by
thecompany

Apportionment of company costs between fire and rescue authorities

Cutover from the Authorityés existing

Cessation of the Authorityo6s existi
Functions of the Authority as existing employer

Implementation and delivg of the Project within this Fire and Rescue
Service

and excluding also matters within the remit of the company

MATTERS REFERRED FOR CONSIDERATION AND REPORT

Without prejudice to the discharge thereof by the Authority the \iatig
functions of the Aithority are referred to the RMB for consideration and report to
the Authority :

The Primary Functions, the Secondary Functions and the Ancillary
Functions.

Matters which do or might ipact upon a Primary Function a
Secondary Function or the dischartereof by the RMB.

Matters relating to arrangements for dealing with calls for the assistance of
theFire & Rescue Servicer the summoning of members of the service.

Matters relating to risk management planning (but excluding matters
related to risksarising within the area of the Authority and not affecting
any other area or the use of resources of any other Fire Authority).

Other areas for potential collaboration with (an)other Fire Authority(ies).
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SCHEME OF DELEGATIONS
TO OFFICERS
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INTRODUCTION

1.

This Scheme of Delegations authorises officers of the Wiltshire & Swindon Fire
Aut hority (hereinafter referred to as
the Authority as set out in this document.

The schemé s wi t hout prejudice to the exerc
the Authority and its committees.

An officer may delegate the exercise of all or some of his/her delegated functions
to named officers. Such delegation will be subject to the schérhe. officer

must keep a written record of the powers he has delegated and of the officer to
whom such delegation has been made.

An officer may, instead of exercising a delegated function, refer a matter to the
Authority or a committee.

The exercie of any function delegated by the scheme is subject to and must be in
accordance with the following :

(@) the policies, practices and procedures of the Authority and its committees;
and

(b) Standing Orders and Financial Regulations (including contract
regulations); and

(c) the budget of the Authority ; and

(d) prior consultation with and involvement of other officers where their
responsibilities are affected.

Before exercising a delegated function, an officer must consider whether to
inform the Finance Directarthe Monitoring Officer and any of the following
members of the Authority :

(i)  The Chairman

(i)  The Vice Chairman

(i)  Group Leaders.

Before exercising a delegated function, an officer must consider whether to
consult any other fiter. If there is a dispute between officers about the exercise

of a delegated function, the matter shall be referred to the Clerk for decision.

A reference in the scheme to a statute includes any regulation or order made
under it.

A reference inthe scheme to a statute, statutory instrument, regulation, or order,
rule or circular includes any modification, amendment eenmactment of it.
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FUNCTIONS DELEGATED TO CHIEF FIRE OFFICER, FINANCE
DIRECTOR AND CLERK SEVERALLY

10. To:
(i) exercise all théunctions of the Authority which can lawfully be delegated,

(i)  take such other action which is calculated to facilitate, or is conducive or
incidental to, the discharge of any of those functions, and

(i) take all necessary decisions in cases of emergencgjstemt with the
di scharge of t he rel evant of ficeros roe
his/her job description and/or principal accountabilities.

For the purpose of (iii) above, the term ¢
the relevant officer bedves :

(i) there is the need for an immediate response to a perceived threat to, or
demand for, the efficient and effecti
functions, and/or

(i)  the interests of the Authority may be compromised.

11. To exercise the powers of theuthority under the LodaGovernment (Goods &

Services)Act 1970 (Sale and purchase of goods/services to/from other public

bodies).

12. To exercise the functions given by Standing Orders, and Contract and Financial
Regulations.

FUNCTIONS DELEGATED TO THE CHIEF FIRE OFFICER
13. The power to take all operational decisions intiefato the Fire and Rescue
Senvce within such policies as may be determined by the Authority from time to
time.
14. Subjectto:
(i) any statutory restrictions and requirements,
(i)  any conditions of service requirements,
(i)  such policies as may be determined by the Authority from time to time, and

(iv) the provisions of paragraph 15 below,

the power to deal with all matters relating to the employment of persons in the
Fire & Rescue Service

15. The power in paragraph 14 above shall not include any matter :
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