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PUBLIC INFORMATION

Role of the Governance Committee

Information regarding the role of the
Committee’s is contained in Part 2
(Articles) of the Council’s Constitution.

02 Part 2 - Articles

It includes at least one Councillor from
each of the political groups represented
on the Council, and at least one
independent person, without voting rights,
who is not a Councillor or an Officer of the
Council.

Public Representations

At the discretion of the Chair, members of
the public may address the meeting about
any report on the agenda for the meeting
in which they have a relevant interest.

Southampton City Council’s Priorities:

e Economic: Promoting
Southampton and attracting
investment; raising ambitions and
improving outcomes for children
and young people.

e Social: Improving health and
keeping people safe; helping
individuals and communities to
work together and help
themselves.

e Environmental: Encouraging new
house building and improving
existing homes; making the city
more attractive and sustainable.

e One Council: Developing an
engaged, skilled and motivated
workforce; implementing better
ways of working to manage
reduced budgets and increased
demand.

Smoking policy — The Council operates a
no-smoking policy in all civic buildings.

Mobile Telephones — Please turn off your
mobile telephone whilst in the meeting.

Fire Procedure — in the event of a fire or
other emergency a continuous alarm will

sound and you will be advised by Council
officers what action to take.

Access — Access is available for disabled
people. Please contact the Democratic
Support Officer who will help to make any
necessary arrangements.

Dates of Meetings: Municipal Year
2013/14

2013 2014
15 July 3 February
23 September 28 April
16 December




CONDUCT OF MEETING

Terms of Reference Business to be discussed

The terms of reference of the Governance Only those items listed on the attached
Committee are contained in Part 3 of the agenda may be considered at this meeting.
Council’s Constitution.

Quorum
03 - Part 3 - Responsibility for Functions

The minimum number of appointed
Members required to be in attendance to
hold the meeting is 3.

Rules of Procedure

The meeting is governed by the Council
Procedure Rules as set out in Part 4 of the
Constitution.

DISCLOSURE OF INTEREST

Members are required to disclose, in accordance with the Members’ Code of Conduct,
both the existence and nature of any “Disclosable Personal Interest” or “Other Interest”
they may have in relation to matters for consideration on this Agenda.

DISCLOSABLE PERSONAL INTERESTS

A Member must regard himself or herself as having a Disclosable Pecuniary Interest in
any matter that they or their spouse, partner, a person they are living with as husband or
wife, or a person with whom they are living as if they were a civil partner in relation to:

(i) Any employment, office, trade, profession or vocation carried on for profit or gain.

(ii) Sponsorship:

Any payment or provision of any other financial benefit (other than from Southampton
City Council) made or provided within the relevant period in respect of any expense
incurred by you in carrying out duties as a member, or towards your election expenses.
This includes any payment or financial benefit from a trade union within the meaning of
the Trade Union and Labour Relations (Consolidation) Act 1992.

(iif) Any contract which is made between you / your spouse etc (or a body in which the
you / your spouse etc has a beneficial interest) and Southampton City Council under
which goods or services are to be provided or works are to be executed, and which has
not been fully discharged.

(iv) Any beneficial interest in land which is within the area of Southampton.

(v) Any license (held alone or jointly with others) to occupy land in the area of
Southampton for a month or longer.

(vi) Any tenancy where (to your knowledge) the landlord is Southampton City Council and
the tenant is a body in which you / your spouse etc has a beneficial interests.

(vii) Any beneficial interest in securities of a body where that body (to your knowledge)
has a place of business or land in the area of Southampton, and either:
a) the total nominal value fo the securities exceeds £25,000 or one hundredth of the
total issued share capital of that body, or
b) if the share capital of that body is of more than one class, the total nominal value
of the shares of any one class in which you / your spouse etc has a beneficial
interest that exceeds one hundredth of the total issued share capital of that class.



Other Interests

A Member must regard himself or herself as having a, ‘Other Interest’ in any membership
of, or occupation of a position of general control or management in:

Any body to which they have been appointed or nominated by Southampton City Council

Any public authority or body exercising functions of a public nature

Any body directed to charitable purposes

Any body whose principal purpose includes the influence of public opinion or policy

Principles of Decision Making
All decisions of the Council will be made in accordance with the following principles:-

proportionality (i.e. the action must be proportionate to the desired outcome);
due consultation and the taking of professional advice from officers;

respect for human rights;

a presumption in favour of openness, accountability and transparency;
setting out what options have been considered;

setting out reasons for the decision; and

clarity of aims and desired outcomes.

In exercising discretion, the decision maker must:

e understand the law that regulates the decision making power and gives effect to it.
The decision-maker must direct itself properly in law;

e take into account all relevant matters (those matters which the law requires the
authority as a matter of legal obligation to take into account);

e leave out of account irrelevant considerations;

e act for a proper purpose, exercising its powers for the public good;

e not reach a decision which no authority acting reasonably could reach, (also known
as the “rationality” or “taking leave of your senses” principle);

e comply with the rule that local government finance is to be conducted on an annual
basis. Save to the extent authorised by Parliament, ‘live now, pay later’ and forward
funding are unlawful; and

e act with procedural propriety in accordance with the rules of fairness.



Agendas and papers are now available via the Council’s Website

1 APOLOGIES
To receive any apologies.

2 DISCLOSURE OF PERSONAL AND PECUNIARY INTERESTS

In accordance with the Localism Act 2011, and the Council’'s Code of Conduct,
Members to disclose any personal or pecuniary interests in any matter included on the
agenda for this meeting.

NOTE: Members are reminded that, where applicable, they must complete the
appropriate form recording details of any such interests and hand it to the Democratic
Support Officer.

3 STATEMENT FROM THE CHAIR

4 MINUTES OF PREVIOUS MEETING (INCLUDING MATTERS ARISING)

To approve and sign as a correct record the Minutes of the meeting held on 23
September 2013 and to deal with any matters arising, attached.

5 SOUTHAMPTON CITY COUNCIL COMPLAINTS 2012/13

Report of the Head of Legal and Democratic Services summarising performance from
18t April 2012 until 30" June 2013 and key changes arising from 15 July 2013 following
implementation of the Council’s Complaints Review, attached.

6 RISK MANAGEMENT FRAMEWORK AND REPORTING

Report of the Chief Financial Officer detailing the risk management framework and
reporting procedures, attached.

7  REVISIONS TO THE CONSTITUTION

Report of the Head of Legal and Democratic Services detailing revisions to the
Constitution, attached.

8 ANTI FRAUD AND CORRUPTION POLICY STATEMENT AND STRATEGY

Report of the Chief Internal Auditor seeking approval of the Anti Fraud and Corruption
Policy Statement and Strategy, attached.



9 EFFECTIVENESS OF THE SYSTEM OF INTERNAL AUDIT

Report of the Chief Internal Auditor detailing an overview of the measures currently in
place to monitor and maintain internal audit effectiveness, attached.

10 EXTERNAL AUDIT ANNUAL AUDIT LETTER

Report of the Chief Internal Auditor detailing the external auditors Annual Audit letter
for 2012/13, attached.

Friday, 6 December 2013 Head of Legal and Democratic Services
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GOVERNANCE COMMITTEE
MINUTES OF THE MEETING HELD ON 23 SEPTEMBER 2013

Present: Councillors Furnell (Chair), Daunt, Inglis, Keogh (Vice-Chair),

Parnell and Thorpe

Independent Members Mr D Blake and Mr G Wilkinson
Apologies: Councillor Laming
7. MINUTES OF PREVIOUS MEETING (INCLUDING MATTERS ARISING)

10.

RESOLVED: that the minutes for the Committee meeting on 15" July 2013 be
approved and signed as a correct record. (Copy of the minutes circulated with the
agenda and appended to the signed minutes).

ANNUAL REPORT ON INTERNAL COMPLAINTS/LOCAL GOVERNMENT
OMBUDSMAN COMPLAINTS

The Committee received a verbal update from the Senior Solicitor (Corporate)
regarding internal and Local Government Ombudsman complaints. It was highlighted
that there had been a decrease in the number of complaints received, although often
they were complex complaints. It was noted that a report would be provided to the
December meeting.

ANNUAL GOVERNANCE STATEMENT 2012-13 AND REVIEW OF 2011-12 ANNUAL
GOVERNANCE STATEMENT

The Committee considered the report of the Head of Finance and IT seeking to review
the Annual Governance Statement 2012-13 and to note the status of the 2011-12
Action Plan. (Copy of the report circulated with the agenda and appended to the signed
minutes).

It was noted that an updated Annual Governance Statement Action Plan would be
brought to the February 2014 meeting and that a report on the Anti-Fraud and
Corruption Policy would be brought to the December meeting.

RESOLVED that the Draft Annual Governance Statement 2012-13 be approved and
that the status of the 2011-12 Action Plan be noted.

RISK MANAGEMENT ACTION PLAN 2013-14: STATUS REPORT

The Committee received and noted the report of the Head of Finance and IT regarding
the Risk Management Action Plan 2013-14: Status Report. (Copy of the report
circulated with the agenda and appended to the signed minutes).

It was noted that an update on Risk Management would be provided to the December
meeting.



11.

12.

13.

14.

15.

16.

STATEMENT OF ACCOUNTS 2012/13

The Committee considered the report of the Head of Finance and IT seeking approval
of the statement of accounts 2012/13. (Copy of the report circulated with the agenda
and appended to the signed minutes).

RESOLVED that the Statement of Accounts 2012-13 be signed subject to any changes
required after the completion of the Audit.

CHANGES TO THE COUNCIL'S CONSTITUTION - COUNCIL PETITION SCHEME

The Committee considered the report of the Director of Corporate Services seeking
comments on recommendations to changes to the Council's Constitution. (Copy of the
report circulated with the agenda and appended to the signed minutes).

RESOLVED that the recommendations for changes to the Council’s Constitution as set
out in the report be approved.

ANNUAL REPORT ON THE NEW MEMBERS CODE OF CONDUCT / LOCALISM
ACT 2011

The Committee received and noted the report of the Head of Legal, HR and Democratic
Services regarding the Members Code of Conduct. (Copy of the report circulated with
the agenda and appended to the signed minutes).

MEMBER LEARNING AND DEVELOPMENT

The Committee considered the report of the Head of Legal, HR and Democratic
Services seeking comments and endorsement of the Member Development Strategy.
(Copy of the report circulated with the agenda and appended to the signed minutes).

RESOLVED that the Member Development Strategy be endorsed with the addition of
Corporate Parenting being included in the programme.

EXCLUSION OF THE PRESS AND PUBLIC - CONFIDENTIAL PAPERS INCLUDED
IN THE FOLLOWING ITEM

RESOLVED that in accordance with the Council’s Constitution, specifically the Access
to Information Procedure Rules contained within the Constitution, the press and public
be excluded from the meeting in respect of any consideration of the following item.

Confidential Appendix 1 contains information deemed to be exempt from general
publication by virtue of Category 3 of paragraph 10.4 of the Council’'s Access to
Information Procedure Rules.

TREASURY MANAGEMENT STRATEGY AND PRUDENTIAL LIMITS MID YEAR
REVIEW

The Committee considered the report of the Head of Finance and IT regarding the
Treasury Management Strategy and Prudential Limits Mid Year review. (Copy of the
report circulated with the agenda and appended to the signed minutes).

RESOLVED that:-

(1) the current and forecast position with regards to these indicators and to
endorse any changes be noted;

-4-



17.

18.

19.

(i) the continued proactive approach to Treasury Management has led to
reductions in borrowing costs and safeguarded investment income be noted;
and

(iif)  the action taken in response to the down rating of the Authority’s Bankers,
(Co-Operative Bank), as set out in the Confidential Appendix to this report be
noted.

EXCLUSION OF THE PRESS AND PUBLIC - CONFIDENTIAL PAPERS INCLUDED
IN THE FOLLOWING ITEM

RESOLVED that in accordance with the Council’'s Constitution, specifically the Access
to Information Procedure Rules contained within the Constitution, the press and public
be excluded from the meeting in respect of any consideration of the following item.

Confidential Appendices contain information deemed to be exempt from general
publication by virtue of Categories 3 and 5 of paragraph 10.4 of the Council’s Access to
Information Procedure Rules.

INTERNAL AUDIT PROGRESS REPORT - AUGUST 2013

The Committee received and noted the report of the Chief Internal Auditor regarding
internal audit progress to the period August 2013. (Copy of the report circulated with
the agenda and appended to the signed minutes).

It was noted that a progress report would be brought to the December meeting
regarding Non Residential Care Contributions.

EXTERNAL AUDIT - AUDIT RESULTS - ISA 260

The Committee considered the report of the Chief Internal Auditor regarding the
external auditor’'s ‘Audit Results Report’. (Copy of the report circulated with the agenda
and appended to the signed minutes).

RESOLVED that the Letter of Representation as circulated at the meeting be signed by
the Chair and the Chief Financial Officer.
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DECISION-MAKER GOVERNANCE COMMITTEE

SUBJECT SOUTHAMPTON CITY COUNCIL COMPLAINTS
2012/13

DATE OF DECISION 16 DECEMBER 2013

REPORT OF: HEAD OF LEGAL AND DEMOCRATIC SERVICES

AUTHOR Name: | Customer Relations Manager Tel: | 023 8083 3258

E-mail: | Christine.williams@southampton.gov.uk

STATEMENT OF CONFIDENTIALITY
N/A

SUMMARY

This report summarises the type and number of complaints received from the 1% April
2012 until 30" June 2013 and gives a flavour of key changes and issues arising from
1%t July 2013 to date following implementation of the Council’'s Complaints Review.

There are three complaints procedures; these are for Corporate Complaints
Children’s Social Care Complaints, Health and Adult Social Care Complaints. From
1% July 2013 the Council has brought together all complaints handling under all three
policies and administered via a single Customer Relations Team based in Legal &
Democratic Services.

RECOMMENDATION:
(i) That the report be noted.
REASONS FOR REPORT RECOMMENDATIONS

To update members of this Committee on performance trends and any learning
points arising out of complaints made by the public via Southampton City
Council's Complaint’s Procedures during 2012/13. Identifying these issues
assists the Council in understanding where things have “gone wrong” in the
past year in order to improve service delivery.

CONSULTATION

1. This report is presented to Governance Committee for information purposes.
ALTERNATIVE OPTIONS CONSIDERED AND REJECTED

2. N/A

DETAIL

3. The effective and responsive management of complaints is a vital part of the
Council’s overall approach to customer care. In addition, the customer
feedback that valid complaints provide can be used to improve service delivery,
facilitate council wide learning and demonstrate continuous improvement.

4, Prior to 1% July 2013, the Council operated a three part corporate complaints
system:

. Stage 1 complaints were responded to by the relevant service manager
. Stage 2 complaints were investigated and responded to by the



appropriate Senior Manager

. Stage 3 complaints were investigated by the Corporate Complaints
Officer or by a Senior Officer independent from the service area that is
being complained about.

A separate process was followed within the Children’s Services and Learning
Directorate and the Health and Adult Social Care Directorate, largely as a
result of the statutory complaints procedure which applies in relation to social
care matters in these areas.

The Children’s Services procedure had three Stages:
. Stage 1 complaints responded to by the relevant service manager.

. Stage 2 complaints are investigated independently by an Investigator
appointed by the Customer Relations Manager

. Stage 3 complaints require an Independent Complaints Review Panel
which consists of three independent people.

Health and Adult Services complaints procedure had one formal Stage.

. Informal resolution - the process for responding to a complaint is
decided by the Customer Relations Manager and the Service Manager /
Head of Service. Complaints are responded to by the relevant Service
Manager / Head of Service as appropriate to the severity of the
complaint

. If a complainant is dissatisfied with the response the Head of Service
and the Customer Relations Manager will decide on further course of
action.

Following an extensive review of the operation of the complaints policies and
the two separate complaints teams operated by the Council, it was decided in
early 2013 to bring all complaints functions together into a single Customer
Relations Team, and to amend the Corporate Complaints Policy to simplify the
stages a customer has to go through to obtain a resolution to their concerns.
From 1% July 2013, a single Customer Relations Team has been located in the
Legal & Democratic Services division with responsibility for administering all
three of the Council’s formal complaints policies. The team has only been fully
staffed since September 2013 and is now proactively pursuing monitoring and
reporting on the outcomes of complaints in order to assist the Council in driving
up performance and service delivery across the Council. Quarterly reporting to
Directorate Management Teams commenced in December 2013 and is
expected to be fully bedded in to the Council’s performance framework by the
end of spring 2014.

The Corporate Complaints Policy now has only two stages:

. Stage 1 complaints are responded to by the relevant service manager /
Head of Service as appropriate to the severity of the complaint within 20
working days

. Stage 2 complaints are investigated by the Customer Relations Team or
by a Senior Officer independent from the service area that is being
complained about within 20 working days



10.

11.

The complaints policies for social care (adults, health and children) remain as
outlined in paragraphs 6 and 7 above, albeit non-operating with greater
synergies to the corporate reporting process.

At the end of a complaints investigation regardless, the customer is advised
that if they are still not satisfied with the outcome, they may pursue their
complaint to the Local Government Ombudsman (LGO). This provides the
customer with an entirely independent source of redress if they remain
aggrieved and the Council works closely with the LGO to resolve outstanding
complaints where appropriate. Further detail on the LGO procedures and
complaints are set out in paragraph 62 onwards of this report.

Corporate Complaints (15t April 2012 — 30" June 2013)

12.

13.

14.

15.

16.

During 2012/13 there were 883 complaints recorded through the Corporate
Complaints procedure (6% decrease on last year), 179 for Children’s Social
Care (1.64% decrease since last year), This is the third consecutive year there
has been a significant decrease in the number of complaints received. There
were 1268 complaints received by the Council in 2011/12 compared to 1176 in
the year 2012/13. This represents a 7% decrease in the number of complaints
received across the Council this year

A breakdown of the complaints received by each division is set out in Appendix
1 to this report. During 2012/13 the Council’s Directorates underwent a major
structural change which is reflected in this report and also in the Lagan
Complaints module for 2012/13.

For the financial year 2012/13, there were 39 Corporate complaints which were
mainly about financial issues. These were recorded on the Social Care
Complaints Database. Of these 33 related to billing. In 2011/12 there were 67
corporate complaints on the same subject (a 46.2% decrease in the number of
corporate complaints this year). This may be because some of the concerns
regarding financial issues are now being dealt with as “business as usual”
issues, though there has also been significant effort from the service to learn
from these types of complaint that is also leading to improvements in financial
processes that are also reducing complaints. Six complaints were received
about ‘Blue Badge’ services this year compared to 17 last year. This reduction
is understood to be because there is now a review process for dealing with
blue badge complaints — a positive response to historic complaints, however
there has been an increase in matters referred to the LGO in this area see
paragraph 69.

The distribution of complaints is not spread evenly across all divisions.
Complaints are concentrated towards a number of customer facing Services.
In 2012/13 five Divisions accounted for over half of the corporate complaints
received.

Table 1 below lists the five Divisions with the highest proportion of complaints
for 2012/13 and compares this with figures for 2011/12 and 2010/11. Table 2
lists alphabetically those Divisions that have been included in the five with the
highest proportion of complaints from 2010/11 to 2012/13.



Industrial action in 2011/12 resulted in complaints in relation to missed bin
collections that were treated as exception to the operation of the Council’s
normal complaint policy following consultation with the LGO. This was
because it affected all or the significant majority of residents in Southampton
equally and the duration and impact of the industrial action was a matter
outside the councils control.

TABLE 1

Rank of 5 Divisions with the highest proportion of complaints for 2012/13
2012/13 2011/12 2010/11

Housing Services 27.7% | Decent Homes 16.0% | Local Taxation 18.1%

Waste & Fleet 22.5% | Local Taxation 14.0% | Waste & Fleet 11.3%

Transport Transport

Local Taxation 9.5% Housing 11.4% | Decent Homes 11.0%
Management

Customer Services | 6.3% Waste & Fleet 8.2% Housing 9.7%
Transport Management

Regulatory Services | 5.6% Highways & Parking | 7.4% Highways & Parking | 8.4%
Customer Services | 7.4%

TABLE 2

Divisions with the highest proportion of complaints 2010/11 to 2012/13

2012/13 201112 2010/11
Customer Services 5.6% 7.4% -
Decent Homes - 16.0% 11.0%
Highways & Parking - 7.4% 8.4%
Housing Services 27.7% - -
Leisure & Culture - 1.2% -
Local Taxation 9.5% 14.0% 18.1%
Waste & Fleet Transport 22.5% 8.2% 11.3%
Regulatory Services 5.6% - -

Complaints are recorded into one of a number of categories. The table below
indicates the percentage of complaints within each category and compares this
with figures for the last three years.

TABLE 3

Category 2012/13 201112 2010/11
Discrimination 0.5% 1% 1%
Misinformation 8% 4% 5%
Charges 10% 14% 10%
Speed 3% 3% 3%
Behaviour 17% 14% 15%
Performance 38% 36% 40%




19.

20.

21.

Other 12% 18% 14%
Avoidable Contact 2% 3% 5%
Disagree with Decision 10.5% 7% 7%

Table 4 below provides a breakdown of this Council’s performance in relation
to complaints compared to the Council’s statistical neighbours (as used for
formal audit purposes). This helps the Council compare like for like in terms of
type of authority, geographical area within the country and broadly similar
population sizes and make-up. The Corporate Complaints policy is not a
statutory requirement. However, failure to have a Corporate Complaints policy
in place would lead to an adverse report from the LGO and would likely be
viewed as maladministration by the LGO in and of itself. The systems and
processes that individual councils have in place are based on LGO guidance
and are tailored to individual council structures and services. Comparison
between authorities is, therefore, difficult, as other Council’'s may operate
variations in their complaints regimes. The following table sets out the overall

figures for the number of complaints received.

TABLE 4

Corporate Corporate Adult Complaints per
Authorit Complaints Complaints Population head of adult
y received received ZO 10 population
2011/12 2011/12 2012/13
Southampton 944 883 201,400 0.0047
Portsmouth 622 580 172,800 0.0034
Brighton & Hove 1,434 1657 217,200 0.0076
Plymouth 1,234 1131 214,900 0.0053
Bristol 5,093 Not available 368,300 0.0138

The previous (pre July 13) Corporate Complaints Policy required that
complaints at Stage 1 of the process were responded to within ten working

days and complaints at Stage 2 and 3, within 20 working days.

Table 5 below shows the number of complaints responded to at each stage of
the procedure. Those complaints that cannot be responded to within the target
period are frequently those that are more complex, and can involve
investigating actions across more than one service area or division. Where this
situation occurs the complainant will be contacted and a revised completion

date agreed.

TABLE 5

Working days to close 2012/13

Working days to close 2011/12

Stage <10 days > 10 days <10 days > 10 days
1 577 (77 %) 168(23%) 753 (95%) 40(5%)
Learning Services 70.3% 29.7%
< 20 days >20 days < 20 days >20 days
2 34 (47%) 39 (53%) 84(87%) 13 (13%)
3 21 (78%) 6 (22%) 42(89%) 5 (11%)
Total 632 (75%) 213(26%) 879 (93%) 58 (7%)




22.

Overall the number of Corporate complaints dealt with in 2012/13 saw another
small decrease, down 92 on the previous year with no significant improvement
on those responded to within the timescales included in the complaints policy.
Most significantly for Stage 1 responses there was a fifteen percentage point
increase on the number of complaints not responded to within a ten day target.
Overall it was also taking longer to respond to those complaints at Stage 2 and
Stage 3. Working groups were set up to see how these response times could
be improved on all three stages and following the formal complaints review,
changes to the stages were recommended with a reduction in the number of
days to Stage 2 and more time allowed at Stage 1 for service areas to try to
effectively resolve complaints earlier in the process.

Children’s Services (Social Care) Complaints (1% April 2012 — 30" June 2013)

23.

24.

25.

Children’s Services and Learning complaints are classified according to the
following definitions:

=  Social care complaints are those investigated under the Children’s
Social Care Complaints Policy (which reflects statutory regulations);

= All other Children’s Services complaints are investigated using the
Council’'s Corporate Complaints Policy;

» Referrals are requests for help which are passed to the relevant council
directorate and partner services;

= Representations are enquiries, concerns or comments which can be
dealt with and resolved within 24 hours. Any social care comments that
cannot be resolved within this time automatically become statutory
complaints;

= MP / councillor enquiries are progressed by MPs or elected members on
behalf of a constituent or requests for information which need
investigation and response by the Directorate.

During the financial year 2012/13, there were 179 Stage 1 complaints made
about Children’s Social Care. This compared to 182 in 2011/12 and shows a
marginal 1.64% decrease in complaints received.

The number of Children’s Social Care referrals in the financial year 2012/13
was 3,822. The 179 complaints represent 0.05% of all referrals made. A
breakdown of complaints compared to number of referrals to Childrens
Services can be found in Table 6 below.

TABLE 6

Children’s Social Care Activity vs Complaints 2012/13

Referrals 3,822 Formal Complaints 179
Initial Assessments 3,267 Complaints by children 2
Total number of Children 655 Representations 5

Looked After at any point

Total 184




26.

27.

28.

29.

30.

The majority of complaints continue to be resolved at the first stage of the
procedure through work by managers and staff in the service, consistent with
good customer care. Where resolution is not possible in this way, the
Council commissions an Independent Investigator (external to the Council
who is responsible for investigating the complaint) and an Independent
Person (whose role is to oversee the investigation to ensure fairness), to
look into complaints at Stage 2 of our procedure.

Only two Stage 1 complaints (1.1%) required independent investigation. No
complaints proceeded to Stage 3. Two were completed and one was
discontinued. For the financial year 2012/13 the cost of independent
investigations was £2,074.45, compared to £10,146 in 2011/12. Cost is
however subject to significant fluctuation and can increase (decrease
significantly with even a single complaint progressing to independent
investigation. The council therefore budgets to approximately £14k of
external spend annually, which is cautiously encouraging.

Table 7 sets out the number of complaints which progress to Stage 2, and
shows how this has changed since 2009/10 to 2012/13. From a peak in
2009/10 there has been a rise in the number and percentages of complaints
resolved at Stage 1.

TABLE 7

External Investigation of Complaints (Stage 2)

Year No of Stage 1 Complaints P;:g;?:gfn(g?g .21:1 rg:;r)
2009/2010 131 5.34% (7)
2010/2011 138 2.89% (4)
2011/2012 182 2.19% (4)
2012/13 179 1.12% (2)

If the complaint is unresolved at Stage 2, the complaint may be reviewed by
an Independent Panel (Stage 3 of our procedure). Complaints unresolved
after Stage 3 can be referred to the LGO.

Table 8 shows a slight decrease in the total number of contacts (complaints,
representations, comments and compliments etc) received in 2012/13
compared to 2011/12 by 3.75% from 400 to 385. There has been an
increase in complaints about schools (28%) but a reduction in
representations (78.2%). There was a 21.3% decrease in MP/ClIr enquiries.
There has been an increase in compliments from 32 to 52 (62.5%)

This is unlikely to be a true reflection of the number of compliments received
by staff but recording is historically an issue. All staff should be encouraged
to send copies of compliments and letters they receive to the Customer
Relations Team in order that they can be recorded and reported to the
relevant service Director so that good service can be recognised.

TABLE 8

2011/12 2012/13
Record Type Number Percentage | Number Percentage
Stage 1 complaints (social 182 455% 179 46.4%
care)




Schools 25 6.25% 32 8.3%
Comments 12 3.0% 14 3.6%
Referrals 8 2.0% 5 1.3%
Representations 23 5.75% 5 1.3%
MP / Councillor Enquiries 75 18.75% 59 15.3%
Compliments 32 8.0% 52 13.5%
Total 400 100% 383 100%

Table 9 provides a breakdown of complaints by service area. Many
complainants have complained about more than one service area as part of
their complaint.

TABLE 9

Received between 01/04/11 and 31/03/12
Specific Service Area Number
Safeguarding: Social Care 179
TOTAL 179

Table 10 provides a breakdown of complaints by complaint issue and type
and highlights some of the major themes and issues contained within the
contacts and complaints we receive (excluding schools and academies).
The issues raised are classified in eight specific ways, raised 348 specific
issues in total. As most complaints relate to more than one issue, this
approach to breaking them down allows us to maximise our learning from
them. For example, many of the complaints relate to either complaints about
service provision, complaints about individual staff or poor communication.
Some of these are consistent with the period of high staff turnover that
impacted upon the wider consistency and quality of service identified by
OFSTED in their Announced Inspection of Children’s Social Care. In
response, achieving stability in the recruitment and retention of social care
staff has been a continuing management priority.

TABLE 10

Complaint Issue Number Percentage
Discrimination 4 1.1%
Eligibility Criteria 9 2.6%
Financial/Funding 3 0.9%
Information/communication 7 20.4%
Policy 2 0.6%
Professional Practice 75 21.6%
Service Provision 184 52.9%
TOTAL 348 100%

Complaints are now reported at Divisional Management Teams level, and to
the Directorate Management Team of the People Directorate.



34.

35.

36.

37.

38.

39.

When looking at how complaints have historically been managed, complaints
were not always received promptly from service areas, and in some cases,
were not reported until the response was sent to the complainant. This is not
consistent with the Directorate’s policy for managing statutory complaints,
and may also relate to turnover in staff. It is being addressed through
training and induction materials for new staff.

Table 11 shows an overall decrease in response rates to complaints in
Children’s Services and Learning in 2012/13.

TABLE 11

Overall Performance Report — 01/04/10 — 31/03/12
Acknowledgment Full Response
Record Type
2011/12 2012/13 201112 2012/13

Safeguarding: Social Care

Stage 1 complaint 96.2% 97.2% 62.7% 55.4%
Learning Services

Corporate Stage 1 Complaint | 97.7% 97.4% 88.1% 70.3%

55.4% of Stage 1 safeguarding complaints were responded to within
timescale and 70.3% of Learning Services (Corporate) complaints were
responded to within timescale.

Of the 179 Stage 1 complaints received 18.5% were upheld, 24.7% were
partially upheld and 54.5% were not upheld.

Of the 39 Corporate Complaints 23.1% were upheld, 10.3% were partially
upheld, and 64.1% were not upheld. (See Table 12).

Of the four Stage 2 complaints, 50% were not upheld, 25% proceeded to
Stage 3 and 25% was withdrawn.

Health & Adults Services (Social Care) Complaints (15t April 2012 — 30" June

2013)
40.

41.

42.

43.

For the financial year 2012/2013, there were 114 statutory complaints made
about Health & Adult Social Care compared to 142 in 2011/12. This represents
a 19.7% decrease.

The maijority of complaints continue to be resolved at the early stages of the
procedure as a result of work by the team manager or senior manager.
However, where resolution is not possible in this way we occasionally
commission an independent investigator to undertake a further investigation.

The number of statutory complaints requiring independent investigation was
one, which represents 0.9% of all statutory complaints received. For the
financial year 2012/13 the cost of the independent investigation was £5,104.14
which was shared with Southern Health NHS Foundation Trust as this was a
joint complaint.

Table 12 sets out the number of complaints by age both for The highest
number of complaints (77, 51.6%) is from the 76+ age group, which should be
expected in part because this age group is the largest in the service population
served by Health and Adult Social Care.



44.

45.

TABLE 12

Adults Complaints by Age
Age Number Percentage
16-19 0 0%
20-24 8 5.4%
25-59 41 27.5%
60-64 3 2.0%
65-75 20 13.4%
76+ 77 51.7%
TOTAL 149 100%

Table 13 provides a breakdown of complaints by complaint issue and
highlights some of the major themes and issues contained with the complaints
we receive. The issues raised can be classified in nine specific ways and
raised 209 specific issues in total. As most of our complaints relate to more
than one issue, this way of breaking down our complaints allows us to
maximise our learning from them. For example 17.2% of complaints relate to
complaints about the Professional Practice of staff, 27% relate to financial
issues and 32.1% to access to services. Many of these complaints relate to
staff shortages which resulted in increased waiting times for assessments.
Professional Practice of staff can relate to how people are dealt with, spoken

to, mistakes or staff not returning calls.

TABLE 13

Complaints by Issue

Reason / Issue for

No of Issues

%

complaint

Disabled Parking Badge 6 10.0%
Discrimination 2 1.0%
Eligibility criteria 13 6.2%
Finance 46 27.0%
Information / Communication | 27 12.9%
Miscellaneous: 0.5%
Housing 1

Environment 1

Professional Practice 36 17.2%
Provider Services 10 4.8%
Service Provision 67 32.1%
TOTAL 209 100%

The majority of complaints were regarding service provision and professional

practice.
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TABLE 14

H&ASC AND CORPORATE COMPLAINTS BY SERVICE AREA
How Received 2011/12
Safeguarding 5
Contact Centre 9
Disabled Parking Badges 17
Hospitals — discharge 11
Learning Disabilities 27
Locality Support Teams and Rehab Teams 79
Day Care Services 7
External Provider — Domiciliary Care 22
Internal Provider — Residential Care 3
Internal Provider — Domiciliary Care 1
Mental Health Services 20
BSO 0
Finance: Benefits (Assessment) 10
Exchequer Services 13
HSC Billing Enquiries 46
Other Services (e.g. Josian Centre Rapid Response, Sensory 10
Services and Supporting
TOTAL NUMBER OF SERVICES COMPLAINED ABOUT 280

Whilst not to undermine their legitimacy, it is important to place the level of
Stage 1 complaints into the context of the large number of critical and intimate
services provided to vulnerable adults whose well being is dependent upon
them.

TABLE 15

DIVISIONAL ACTIVITY
Referrals 9,473 Formal complaints 149
New Assessments 3,905 Concerns / comments 16
Review 4 967 Referrals 10
No qf People in receipt of 9,921
services

Of the 149 outcomes recorded 40.3% of complaints were not upheld, 24.8%
were partially upheld and 26.2% were upheld.



48.

49.

50.

51.

TABLE 16

OUTCOMES FOR ADULT STATUTORY & CORPORATE COMPLAINTS
Outcome Number Percentage
Complaint withdrawn 1 0.7%

Not Upheld 60 40.3%
Partially Upheld 37 24.8%
Upheld 39 26.2%
Stopped 1 0.7%
Safeguarding investigation | 3 2.0%
Ongoing 8 5.4%
TOTAL 149 100%

Adult Social care complaints are assessed by risk level. Complaints are
classified as low, medium and high risk as follows:

. Low risk - an unsatisfactory service or experience not directly related to
care and which has no or minimal impact or risk to provision of care.

. Medium risk - Service or experience below reasonable expectations in
several ways, but not causing lasting problems. Has potential to impact
on service provision. Some potential for litigation

. High risk - Significant issues regarding standards, quality of care and
safeguarding or denial of rights. Complaints with clear quality assurance
or risk management issues that may cause lasting problems for the
organisation and so require investigation. Possibility of litigation and
adverse local publicity. Alternatively, serious issues that may cause long-
term damage, such as grossly substandard care, professional
misconduct or death. Will require immediate and in —depth investigation.
May involve serious safety issues. A high probability of litigation and
strong possibility of adverse national publicity

These risk levels will affect the pathway and timescale of how we deal with
these complaints. (See Table 17).

Overall performance has declined since last year and the reasons for some of
the delays are reported to have been shortages of staff in some services.

Under the adult social care complaints procedure, the council aims to send
complainants a full reply within ten working days if possible, or if the matter is
more complicated, the target timescale is 20 working days. For extremely
complex cases, which may require independent investigation, a target of up to
60 working days may be necessary depending on risk category or number of
people to be interviewed.

12



TABLE 17

OVERALL PERFORMANCE REPORT

Acknowledgement
within timescale

Complaint Type Full response within timescale

Councillor/MP | 2001-12 | 93.3% 75.8%

Enquiry 2012-13 | 95.7% 73.5%

Adult Statutory 201112 | 94.4% Low 2011-12 62.% (118)
Complaint 2012-13 | 94.6% 2012-13 59.1% (93)
2011-12 85.7% (21)
2012-13 60.0% (15)
2011-12 0% (1)
2012-13 100% (2)

MEDIUM

HIGH

2012/13 CONCLUSIONS

52.

53.

54.

Overall the total number of complaints dealt with in 2012/13 saw a small
decrease, though disappointingly with no significant improvement on those
responded to within the timescales included in the complaints policy. Most
significantly for Stage 1 responses there was a 15% increase on the number of
Corporate complaints not responded to within a ten day target. Overall it was
also taking longer to respond to those complaints at Stage 2 and Stage 3. Itis
hoped that the changes internally to the complaints policy, particularly more
time allowed at Stage 1 for service areas to try to effectively resolve complaints
earlier in the process. This situation will improve in 2014 as the new process
beds in.

The response rates for acknowledging Children’s Social Care complaints were
slightly improved on last year with 97.2% of complaints acknowledged within
timescale. The timescale for response to Stage 1 complaints however was
decreased to 55.40% which is a 7.3% decrease.

The response rates for acknowledging Adult Social Care complaints remained
virtually the same as the previous year at 94.4%. The timescale for responding
to complaints has dropped from 85.7% to 60%.

POST 15T JULY 2013

55.

56.

Since the formation of the Customer Relations Team in July 2013, 272
complaints have been received by the Council. An overall improvement in the
acknowledgement times has been recorded, however at Corporate Stage 1 53
complaints were responded to out of time, despite Directorates now having
longer to deal with complaints at an early stage.

This represented 23% of complaints received. The Customer Relations Team
is working with Directorates and Divisions to get an understanding of why this
is happening.

With regard to Social Care complaints, of the 90 complaints received across
Adults and Childrens Social Care, 73 were responded to within timescale which
represents 81% of complaints received. This shows an improved response
rates since July 2013, although further work is ongoing to drive up response
rates closer towards 100%

13



57.

58.

59.

There has been an increase in the number of Stage 2 Corporate complaints
from 46 in 2012/13 to 30 since July of 2013. This is not unanticipated with the
reduction of the stage three process to two but requires further monitoring with
Directorates and Divisions to improve service resolution at Stage 1 (along with
response times referred to above) and to develop a “right first time” culture
within service areas.

The council previously had arrangements in place to obtain customer feedback
on resolution of complaints. Changes to IT used to record complaints resulted
in a suspension of this service in 2012, however, alternative arrangements for

collating customer feedback are under investigation.

The newly formed Customer Relations Team comprises 1 x Customer
Relations Manager, 1 x Customer Relations Officer, 2 x Customer Relations
Co-ordinators (one of whom is fully funded by the People Directorate to service
social care complaints and deliver access to social care records on behalf of
that Directorate) and a part time (0.6FTE) Customer Relations Administrator.
The team is based in the Civic Centre as part of the Legal & Democratic
Services Division and answers to the Legal Services Manager (Corporate &
Environment) who is in turn accountable to the Head of Service and the
Council’s Monitoring Officer.

Learning from Complaints

60.

61.

The collection of information regarding learning from complaints has been
difficult to obtain. Although action improvement forms are sent out to
managers with the original complaint, asking that they are filled in and returned
to the Customer Relations Team, we do not always receive them back and if
we do they are not necessarily completed appropriately. The Customer
Relations Manager is discussing this with DMT'’s to try and improve this
situation.

Some of the learning issues identified from recent complaints are as follows:

. Details relating to charges in Marlands Car Park were not clear. As a
result sufficient signage was put in place at all points of the car park to
advise customers of the 2 tier charging structure;

. Smart Cities have been updating payment systems with lessons
learned from customers regarding payment methods and are currently
working with IT to overcome problems experienced whilst paying on

line;

. New procedures have been implemented for recording ‘death’ on
PARIS;

] There have been several reviews of services to look at how we can do

things better, These include the School Admissions system and the
Adoption Information Sharing processes. As a result of a complaint
Play workers are now to receive training on Accident procedures;

. See further below in relation to complaints about Blue Badges that
have progressed to the Local Government Ombudsman.

14



Local Government Ombudsman (LGO) Complaints 2012/13

62.

63.

64.

65.

Attached to this report is the Local Government Ombudsman’s Annual Review
for the year ending 31% March 2013 (Appendix 3).The Annual Letter has been
shared with the Chief Executive, the Director of Corporate Services (in his
capacity as Monitoring Officer for the Council) and the Head of Legal &
Democratic Services. The Legal Services Manager administers all Local
Government Ombudsman complaints within the authority on behalf of the Chief
Executive, who is the person ultimately responsible for these matters to the
Ombudsman. The Legal Services Manager (Corporate & Environment) acts as
a single point of contact (Link Officer) for the Ombudsman in relation to areas
of concern (including all complaint investigations), advice and training. The
LGO has decided against releasing statistics for each authority this year as
they have significantly changed the way they record and categorise complaints.
It is the opinion of the LGO that statistical data for this year cannot be
compared like for like to last year's because of the changes and therefore is of
no / limited value. Statistical reporting is expected to re-commence next year
when the LGO has a full year of data under the new system to act as a
comparator basis.

While the LGO'’s decision not to issue statistical data for this year makes a
direct comparison with the detail of last year’s annual letter somewhat difficult
the Link Officer maintains a record of all complaints against the Council. It has,
therefore, been possible to provide some strong assurance about specific
trends despite the change in reporting methods. It is the Link Officer’s view
that a consistent level of data collection against which to benchmark
performance is being achieved.

A significant and major change to the LGO’s way of working this year has been
the introduction of a triage system on receipt of complaints. The LGO Advice
team has been retained but now acts as an advice and filter mechanism,
passing complaints that may merit further investigation to an assessment team.
That team will take an early decision on whether or not to strike out complaints
where there is little or no evidence of injustice (i.e. minor matters not meriting
investigation) or where matters fall outside the LGO'’s jurisdiction. Only matters
that have been through all Stages of a Council’s complaints procedure and are
in the ‘public interest’ to investigate having regard to the potential injustice
involved now proceed to full investigation which is undertaken by a separate
investigation team. This has resulted in a significant number of minor
complaints being closed without reference to the Council; with the Council
receiving a copy of the decision notice and reasons for decision after the
complaint has been determined. This has also resulted in a slight increase in
complainants being referred back to the Council to complete the complaints
procedure before the LGO will even consider their compliant.

Key points to be noted from 2012/13 performance to date include:

. The Ombudsman notified the Council about a total of 27 complaints in all
categories (including premature complaints) during the period 1% April
2012 — 31% March 2013 against Southampton City Council. For the
period 1% April 2013 — 1% November 2013 we currently stand at 16 new
complaints. This is significantly lower than the previous full year total of
73.
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The Council does not however believe this constitutes a ‘real’ decrease in
the number of complaints being referred to the Ombudsman, but rather
reflects the Ombudsman’s change in practice of not notifying the Council
when it refuses to accept a complaint at pre-assessment stage and the
more rigorous “Public Interest” and “injustice” tests being applied to the
assessment stage of complaints. Until we receive next year’s figures, it
will be impossible to ascertain if this is a ‘real’ decrease in complaint
volumes or an indirect result of changes to how the LGO filters and
notifies Council’s about complaints.

. For April 2012 — March 2013, the breakdown of what complaints related
to and what the outcomes were are as follows:

BREAKDOWN OF COMPLAINTS AND OUTCOMES (2012/13)
Division Outcome
t
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Children’s Services & Learning 1 1
Finance (mainly Benefits & Tax) 1 3(6)
H&ASC 1 1 1 6 (6)
Housing 1 4 1 6 (18)
Legal, HR & Democratic 1 1 2
Planning, Sustainability & 1 2 3 (4)
Transport
Regulatory Services 1 1 2
Skills, Economy & Housing 1 1
Renewal
Streetscene & Community 1 1 1 3
Safety
TOTALS 6 7 9 2 3 27
* The remainder of complaints covered a range of services




66.

67.

BREAKDOWN OF COMPLAINTS AND OUTCOMES (01/04/13 — 31/10/13)
Division Outcome
t
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CYP Commissioning Education 2 2
& Inclusion
City Services 1 1 2
Development, Economy & 1 1
Housing Renewal
Finance & IT 1 1
Planning, Sustainability & 1 1 2
Transport
Regulatory Services 1 1
Safeguarding Adults 1 2 3 6
TOTALS 1 2 2 3 7 15

Of the complaints received since April this year six related to Safeguarding
Adults, the remainder cover a range of services and it is too early to identify
any significant change in trend.

The most significant overall percentage increase in 2012/13 (both full year and
from April 2013 to date) compared to percentage of the previous year's
complaints by service area is in Health & Adult Social Care / Adult
Safeguarding. A significant proportion of these are complaints about the
withdrawal of Blue Badges for misuse. Badges previously issued by Capita are
now coming up for renewal and a recent increase in enforcement activity
against those who misuse, or allow others to misuse disabled parking badges
issued to them has resulted in four referrals to the LGO in the space of
approximately three months . A further five are likely to come forward shortly.
Of these, none have been upheld by the LGO as having been incorrectly
removed. A minor procedural issue has been identified in that the opportunity
for an individual to request an internal review of the decision by the Council
before being advised to go to the LGO had been inconsistently applied within
the service area and more detail was needed in decision letters. In relation to
the more recent complaints it has been identified that more detailed
consideration as to the impact of removal on the badge holder is required and
better recording of medical evidence from our independent assessors and
social care staff in this regard is needed on internal files. That has been
rectified with the Blue Badge team manager and key colleagues in consultation
with the Link Officer and the level of referrals relating to this area will continue
to be monitored.

17



68.

69.

70.

71.

At this stage however, the ‘success’ rate in defending such complaints is a
good indication that the increase in this area is attributable to a significantly
increased focus on enforcement rather than any procedural problem or
incorrect / unreasonable action on the part of the Council and the majority of
the withdrawals relate to misuse by carers of vulnerable individuals rather than
the individual themselves — hence the significant interest by the LGO in relation
to assessment of impact on the badge holder themselves.

Historic trends show that complaint levels tend to increase when there are
significant local or national pressures on the economy. Higher unemployment,
lower disposable income, recession and the effects of the economic downturn
generally have an impact on Council services, with a greater number of
individuals seeking assistance from their local Councils or requiring services
from Council’s who are under increasing pressure to prioritise resources to
core function areas and the most needy. This overall impact needs to be
considered when looking at the last two years’ complaint trends. Southampton
still receives a relatively low number of complaints compared to the majority of
its statistical neighbours but complaints about ‘charges’ are rising and almost
inevitably this trend will continue as Council’s seek to make services self
funding or reduce subsidies to discretionary services.

Twelve complaints were referred to the Ombudsman’s investigation teams
(compared to 25 last year) and have either been determined or carried over to
this year due to the complexity of the issues involved. Six complaints are
currently under detailed investigation in the current year from April 2013.

Three complaints were remedied during investigation by the Council taking or
agreeing to take some further action (essentially what we used to call “local
settlement”) - compared to eight last year. This can take the form of re-issuing
a decision letter with further detail, agreeing to take some form of positive
restorative action, amending Council policies or procedures or payment of
compensation (see further below). The Monitoring Officer settles complaints
during investigation for a variety of reasons, not all of which are associated with
the Council’s “liability” in respect of a complaint — on occasions, clearly, the
Council will get things wrong, and it is right when that happens to settle the
matter without having to put the complainant through further distress and
anguish and, indeed, the Council to further cost. On occasion, it is appropriate
to settle a complaint because of the complexity of the matter, the costs of a
comprehensive investigation and/or the fact that sometimes the full facts will be
unclear, and an appropriate and suitable (and cost effective) way forward has
to be found. Local settlements cost the Council a total of £4,906 in 2007/08,
£1,425 in 2008/9, £4,525 in 2009/10 (£3,500 of which related to a single
complaint), £3,650 in 2010/11, £3,650 in 2011/12 (£2,400 of which related to a
single complaint) and £2,350 in 2012/13.

Only two matters last year resulted in compensation payments of any note. Of
the £2,350 paid out, £2,000 related to a complaint about failure to remedy
damp in a leasehold property over a very extended period of time (more than
three years whilst awaiting capital improvement works to a number of block in
the area) and the remaining £350 related to a planning complaint where
neighbour amenity was not properly considered when an extension was
approved (the £350 was to provide a fencing solution or other suitable
screening).
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72.

73.

74.

75.

Of the 15 complaints in process since April 2013, six have been resolved with
only minor action required by the Authority (see text above re Blue Badge
complaints) and none have as yet resulted in any payment of compensation or
other costly form of remedy. Six decisions are currently still outstanding.

It should be noted that the Council is once again well within the target period of
28 days set by the Ombudsman to respond to complaints, the fastest
responders within our comparator group and within the top quartile of response
times nationally. The Council took an average of 18 days between April 2012
and March 2013 to respond and response times since April are currently
averaging 16.2 days. This compares favourably to the 23.8 days to respond
recorded last year and perhaps reflects the fact that more thorough
investigation is occurring at an earlier stage with less time needed by the Link
Officer to carry out further detailed investigation when responding to the LGO
save in the most complex cases.

The Corporate Legal Team continues to provide ad-hoc advice and training on
dealing with complaints and responding to Ombudsman enquiries where
required (mainly through internal resources). Formal training on responding to
Ombudsman complaints and investigating complaints generally was held over
July and August this year to coincide with the changes to the complaint policy
and process. All members of the Council Leadership Group (approximately
150 Heads of Service and senior managers) were required to attend one of five
full day training events held during this time. 28 delegates failed to attend or
failed to attend the full day without reasonable excuse and a list of their names
has been passed to the Director of Corporate Services / CMT as a
performance issue. The training was delivered by the Local Government
Ombudsman utilising seasoned investigators and trainers and focused on
‘effective complaints handling’ and investigation methods and processes and
well as learning from outcomes of complaints. The training cost approximately
£7000 to deliver as a ‘one off’ in support of the complaints review and in
recognition of the significant changes in role that senior managers have
undergone over the last two years. Further training needs will be assessed on
an annual basis and targeted training delivered in —house by the new
Customer Relations Team wherever possible.

In previous years, Governance Committee requested a breakdown of how this
performance measured against the Council’s statistical neighbours. While the
Ombudsman does not publish direct comparison’s (as the nature of authorities
and the services they deliver varies considerably within a geographic area), it
has been possible previously to look at the statistics for the individual unitary
authorities within our statistical neighbours (Audit Commission Comparator
Authorities list) and provide a summary of performance against them. These
authorities comprise Bristol, Brighton & Hove, Plymouth and Portsmouth.
Unfortunately, the LGO decision not to publish statistics for all authorities this
year has made that impossible for 2012/13. We hope to resume a comparative
analysis with next year’s annual letters and are working with the LGO on a new
format of annual letters going forward.
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76.  Full details of all LGO decisions can be reviewed on the Ombudsman’s website
at www.lgo.org.uk, using the search by subject area or authority function along
with a digest of cases, fact sheets on service specific areas, special interest
reports etc should the Committee require any further information in this regard.
It should be noted however that not all SCC decisions have been uploaded to
the site at the date of writing.

77.  From April 2013 the LGO has moved to a process of publishing ALL decision
letters (not just where a report has been issued against a Council) in relation to
all complaints recorded against local authorities on their web site in an open
publication scheme. Individuals’ names in all reports are redacted or
anonymised to comply with data protection requirements but the media and
public have full access to all decisions made against any named authority once
this occurs. Reports do not however appear to be being uploaded in a
consistently timely fashion and the LGO has indicated they are working to
improve this.

78.  In conclusion there has been a significant decrease in the number of cases in
which compensation for minor breaches has been payable demonstrating that
appropriate resolution to complaints is now being offered in the main at earlier
stages of the complaints procedures or are being remedied to the most part on
review and demonstrating the Council’s commitment to not just getting things
right, but getting them right in-house wherever possible. Continued
investigation and monitoring will be undertaken to assess and understand the
areas showing an increase in complaints with appropriate action to be taken to
address any issues identified as contributing to the increase through reporting
to divisional and directorate management teams. The co-location of the
Council’'s new Customer Relations Team under the management of the LGO
Link Officer should also ensure that trends are picked up and addressed
quickly and that greater synergies between how we perform in relation to
complaints and how this translates to external investigations are realised.

FINANCIAL/RESOURCE IMPLICATIONS
Capital

79. N/A

Revenue

80. The cost of settling complaints under each complaint policy is set out above.
The overall cost of providing the Customer Relations Team is met from within
existing budgets.

Property

81. N/A

Other

82. N/A

LEGAL IMPLICATIONS

Statutory power to undertake proposals in the report:

83. Local authority complaints mechanisms are operated under Section 111 Local
Government Act 1972.

Other Legal Implications:
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84.

N/A

POLICY FRAMEWORK IMPLICATIONS

85.

The matters set out in this report are consistent with the Council’s Constitution
and Policy Framework.
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SUPPORTING DOCUMENTATION

Appendices

1 Complaints received by directorate 2012/13
2 Responses to questionnaires

3 LGO Annual Letter 2012/13

Documents In Members’ Rooms

1. None

2.

Background Documents

Title of Background Paper(s) Relevant Paragraph of the
Access to Information
Procedure Rules / Schedule
12A allowing document to be
Exempt/Confidential (if
applicable)

1.

2.

Background documents available for inspection at:

KEY DECISION
WARDS/COMMUNITIES AFFECTED
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Appendix 1
APPENDIX A

Division Stage 1 Stage 2 Stage 3 Total

Children Services and Learning

Corporate Services
Finance & IT

CYP Strategic Commissioning 0 0 0 0
Education inc

Commissioning, Policy & Performance 1 0 0 1
Education Support Services 27 0 0 27
Prevention and Inclusion Services 5 0 0 5
School Improvement 2 0 0 2
Safeguarding Children 35 0 0 35
Summary of Children Services 70 0 0 70

Economic Development

Council Tax & Business Rates 61 28 3 92
Housing & Council Tax Benefit 36 7 3 46
Property & Procurement

Asset 1 0 0 1
Civic Buildings 2 0 0 2
Customer Services 58 3 0 61
Procurement 1 0 0 1
Summary of Corporate Services 159 38 6 203

Environment

City Development 1 0 0 1
Leisure & Culture 1 0 0 1
Libraries 1 0 0 1
Planning, Transport & Sustainability 19 5 6 30
Skills Economy & Housing Renewal 24 6 8 38
Summary of Economic Development 46 11 14 7

Health & Adult Social Care

Housing Services 244 19 5 268
Regulatory Services 43 7 4 54
Street Scene & Community Safety 24 2 4 30
Waste & Fleet Transport 177 28 13 218
Summary of Environment 488 28 26 529

Provider Services 25 0 0 25
Safeguarding Adults 13 0 0 38
Summary of Health & Adult Social 38 0 0 38
Care

Summary of Corporate complaints 883 77 46 968

Sourced from LAGAN via CorBusiness
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Social Care Complaints

Children’s Services

Safeguarding Social Care 179
Infrastructure 2
Schools 32
Total 213
Health & Adult Social Care

Financial Services 27
Provider Services 28
Safeguarding 94
Total 149
Summary of Social Care 362
Complaints

Grand Total 1245 77 46 968
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Appendix 2
Appendix B
Learning from Complaints

Communications

e Complaint about the email being sent anonymously from a generic email - Not to
reply anonymously to email enquiries.

Environmental Health

e Complainant had been requested to remove a memorial from an un-purchased
grave and felt they had not been given a reason leading to procedures for
allowing memorials on un-purchased graves to be reviewed.

e Part of a customer complaint about noise nuisance related to inaccurate records
and reporting as a result procedures for recording details of calls to out of hours
service have been reviewed.

Highways & Parking

e Complaint that the details relating to charges in Marlands Car Park were not clear
as a result sufficient signage put in place at all points of car park to advise
customers of 2 tier charging structure

e Customer a disabled parking bay but been turned down. During the investigation
of the complaint it was identified that there was no official guidance on the
procedure for allowing disabled bays.

Planning

e Complaint included a concern that inaccurate advice had been given by Duty
Planning Officer but no record had been kept as a result the process for
recording duty calls to be reviewed.

Smart Cities

e Customers Smartcard stopped working. Staff checked the card and agreed that
there were no signs of scratching or damage and she told staff that she always
keeps the card in her purse. Smartcities will update their terms and conditions to
advise how Smart cards need to be stored, including information what could
cause a card to cease working.

$zbehzaka



Waste and Fleet

e Booking made for collection of bulky items but they were not out on time so not
collected. Customer called to make another booking and was advised he'd have
to make payment again. Customer claimed this was not made clear to him. The
councils web pages have been changed the along with the ‘wrap up’ that
Actionline give to ensure that this is clear

Housing Management

e Leaseholder raised issues regarding 'Red Alert' letter relating to increased
charges and relating to lease accounts. As a result ‘Red Alert’ have been
amended to make them more prominent, internal communication have be
improved, staff advised to monitor accounts when complaints being investigated.

Local Taxation

e Complaint received regarding Council Tax summons - staff attending court
advised that to ensure public can attend the court hearing if they want to.

e Customer felt that it was not acceptable to send letters 2nd class giving 7 days to
act to avoid losing right to pay council tax by instalments. Standard letters
reviewed to make it clear by when a payment must be made to keep the right to
pay by instalments.

Children’s Services & Learning

Learning from complaints can be put into three categories, Individual learning, Team
/ Service Learning and Organisational learning. During the past year complaints
have resulted in the following actions to improve future services. These include:

e Review of the school admission systems

e Review of adoption information sharing processes

¢ Review of administration message taking procedures in Safeguarding

e A requirement that all Play workers receive training on Accident procedures

Health & Adult Social Care

e Charges waived or refunded

e Time and trouble payment reimbursement of legal fees

¢ Re-assessment of need

e Adaptations being carried out

e Review of and changes to Care Package / Care Manager
e New procedures for recording of death on PARIS

$zbehzaka



e New process for payment of invoices to Providers
e Review of and changes to working practice in regard to deferred payments
e Line Management action

AFTER THE CHANGE TO THE PROCEDURE

Of the 30 Stage 2 complaints many of these were regarding Council Tax and this is
because of the recent changes to procedures.

There has been an increase in the amount of complaints received within Social Care
and this has been brought about by the reduction of services and staffing shortages.
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OMBUD&SMAN

16 July 2013
By email

Ms Dawn Baxendale
Interim Chief Executive
Southampton City Council

Dear Ms Baxendale
Annual Review Letter

| am writing with our annual summary of statistics on the complaints made to the Local
Government Ombudsman (LGO) about your authority for the year ended 31 March 2013.
This year we have only presented the total number of complaints received and will not be
providing the more detailed information that we have offered in previous years.

The reason for this is that we changed our business processes during the course of 2012/13
and therefore would not be able to provide you with a consistent set of data for the entire
year.

In 2012/13 we received 19 complaints about your local authority. This compares to the
following average number (recognising considerable population variations between
authorities of a similar type):

District/Borough Councils- 10 complaints
Unitary Authorities- 36 complaints
Metropolitan Councils- 49 complaints
County Councils- 54 complaints
London Boroughs- 79 complaints

Future development of annual review letters

We remain committed to sharing information about your council’s performance and will be
providing more detailed information in next year’s letters. We want to ensure that the data
we provide is relevant and helps local authorities to continuously improve the way they
handle complaints from the public and have today launched a consultation on the future
format of our annual letters.

| encourage you to respond and highlight how you think our data can best support local
accountability and service improvements. The consultation can be found by going to
www.surveymonkey.com/s/annualletters

LGO governance arrangements

As part of the work to prepare LGO for the challenges of the future we have refreshed our
governance arrangements and have a new executive team structure made up of Heather
Lees, the Commission Operating Officer, and our two Executive Directors Nigel Ellis and
Michael King. The Executive team are responsible for the day to day management of LGO.

The Caks Mo 2 T: 0247682 0000
Westwood Way F: 0247682 0001
Westwood Business Fark Wowww.lgo.org.uk
Coventry

C\V4 8JB Helpline: 0300061 0614



Since November 2012 Anne Seex, my fellow Local Government Ombudsman, has been on
sick leave. We have quickly adapted to working with a single Ombudsman and we have
formally taken the view that this is the appropriate structure with which to operate in the
future. Our sponsor department is conducting a review to enable us to develop our future
governance arrangements. Our delegations have been amended so that investigators are
able to make decisions on my behalf on all local authority and adult social care complaints in
England.

Publishing decisions

Last year we wrote to explain that we would be publishing the final decision on all complaints
on our website. We consider this to be an important step in increasing our transparency and
accountability and we are the first public sector ombudsman to do this. Publication will apply
to all complaints received after the 1 April 2013 with the first decisions appearing on our
website over the coming weeks. | hope that your authority will also find this development to
be useful and use the decisions on complaints about all local authorities as a tool to identify
potential improvement to your own service.

Assessment Code
Earlier in the year we introduced an assessment code that helps us to determine the
circumstances where we will investigate a complaint. We apply this code during our initial

assessment of all new complaints. Details of the code can be found at:

www.lgo.org.uk/making-a-complaint/how-we-will-deal-with-your-complaint/assessment-code

Annual Report and Accounts

Today we have also published Raising the Standards, our Annual Report and Accounts for
2012/13. It details what we have done over the last 12 months to improve our own
performance, to drive up standards in the complaints system and to improve the
performance of public services. The report can be found on our website at www.lgo.org.uk

Yours sincerely

' W

Dr Jane Martin
Local Government Ombudsman
Chair, Commission for Local Administration in England
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DECISION-MAKER: GOVERNANCE COMMITTEE
SUBJECT: RISK MANAGEMENT FRAMEWORK AND REPORTING
DATE OF DECISION: 16 DECEMBER 2013
REPORT OF: CHIEF FINANCIAL OFFICER
CONTACT DETAILS
AUTHOR: Name: Peter Rogers Tel: 1 023 8083 2835

E-mail: | peter.rogers@southampton.gov.uk

Director Name: Andy Lowe Tel: | 023 8083 2049

E-mail: andrew.lowe@southampton.gov.uk

STATEMENT OF CONFIDENTIALITY
n/a

BRIEF SUMMARY

The Governance Committee is responsible for ensuring that an adequate and
effective framework for the identification and management of key risks is in place and
that appropriate action is being taken to manage risk.

RECOMMENDATIONS
()] To note the ‘Strategic Risks’ for 2013-14 (Appendix 1); and

(i) To note the ‘Summary of Directorate Risk Registers’ (Appendix 2).

REASONS FOR REPORT RECOMMENDATIONS

1. The report is presented to the Governance Committee as the member body
responsible for providing independent assurance on the adequacy of the risk
management framework and the internal control and reporting environment.

2. In addition, the Committee needs to satisfy itself that appropriate action is
being taken on risk and internal control related issues identified by the
internal and external auditors and other review and inspection bodies.

ALTERNATIVE OPTIONS CONSIDERED AND REJECTED
3. No alternative options have been considered.
DETAIL (Including consultation carried out)

4. The Council is committed to ensuring that there is a structured and
consistent approach to managing its key business risks that seeks to
optimise the balance between risk and reward, recognising that actions to
mitigate or manage risks need to be proportionate.

5. A robust process is in place which requires that both the Council
Management Team (“CMT”) and the individual Directorate Management
Teams (“DMTs”) identify the key risks for the forthcoming period and
undertake periodic reviews of those risks in order to be satisfied that they are



10.

11.

12.

13.

being managed appropriately.

CMT is responsible for identifying the Council’s strategic risks. This process
is informed by:

= A review of the Strategic Risks in the previous period;
= The challenges, opportunities and priorities in the Council Plan;
= The Directorate Risks, in terms of common themes or issues; and

= A review of ‘Core Cities’ Strategic Risk Registers (as a benchmarking
tool).

Similarly, the directorate risks are identified by the respective DMTs and are
informed by the challenges, opportunities and priorities in their directorate or
service business plans.

CMT meets at least three times per annum, at appropriate points in the year,
to review both the strategic and directorate risks. The purpose of these ‘risk
review workshops’ is to ensure that the key strategic risks are being
managed effectively and that they remain both relevant and appropriate.
CMT is also provided with oversight of the directorate risks in order to enable
them to reflect on whether, or how, they relate to the strategic risks.

The individual DMTs review their respective risk registers on a similar basis
and frequency .

The format of the risk registers has changed from an ‘action plan’ style
format to more of an ‘assurance style’ report. This follows a discussion at the
‘Risk Review Workshop’ in June whereby CMT expressed a view that a more
assurance based approach would be helpful in terms of providing them with
a more accessible overview of the key risks.

The revised approach was developed and presented to CMT in September.
The new format was fully endorsed at this meeting and the new ‘Strategic
Risk Assurance Report’ was reviewed by CMT at the November ‘Risk
Review Workshop’. It was considered that the new format was a helpful and
significant development in terms of providing CMT with a more effective
oversight of the status of the key risks.

The new report format is intended to provide a more intuitive approach and
has also been adopted in respect of the directorate risks.

It is recognised that however that, as this is a new approach, it may need to
be further refined over time in order to ensure that it continues to meet the
business need.

RESOURCE IMPLICATIONS
Capital/Revenue

14.

None



Property/Other

15. None

LEGAL IMPLICATIONS

Statutory power to undertake proposals in the report:

16. The Accounts and Audit (England) Regulations 2011 require the Council to
adopt Good Governance arrangements in respect of the discharge of its
functions. The above arrangements are intended to meet those
responsibilities.

Other Legal Implications:

17. None

POLICY FRAMEWORK IMPLICATIONS
18. None

KEY DECISION? No

WARDS/COMMUNITIES AFFECTED:

SUPPORTING DOCUMENTATION

Appendices
1. Strategic Risk Assurance Report 2013-14 (v8)
2. Summary — Directorate Risk Registers 2013-14

Documents In Members’ Rooms

1. n/a

Equality Impact Assessment

Do the implications/subject of the report require an Equality Impact Yes/No
Assessment (EIA) to be carried out.

Other Background Documents

Equality Impact Assessment and Other Background documents available for
inspection at:

Title of Background Paper(s) Relevant Paragraph of the Access to

Information Procedure Rules / Schedule

12A allowing document to be
Exempt/Confidential (if applicable)
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Strategic Risk Assurance Report Appencifiiee,

SOUTHAMPTON
CITY COUNCIL &

Very High | A Report Version: 8
High B Report Date:
5th December 2013

Caiis .
= |Significant| C Period:
m
- Q3 - Dec 2013
o
o Low D
o

VeryLow | E

Almost

. . F

impossible

5 4 3 2 1

RISK RATING Negligible | Marginal |Significant| Critical |Catastrophi

MATRIX egligible | Marginal |Significan ritica atastrophic

IMPACT

Strategic Risk - Description

01 CLOSED [see Version Control page for information].

02 Failure to address the ongoing significant financial pressures (E60m in the next three years) in a sustainable way and
to enable service provision to be on a proactive rather than reactive basis

03 The council is unable to manage the tension between customer demand/expectations and the need to implement
service reductions in a way that does not create pressures in other areas.

04 CLOSED - merged with a reworded SRRO3 [see Version Control page for information]

05 Major incident or service disruption leading to delivery failure that significantly impairs or prevents the Council's
ability to deliver key services and/or statutory functions

06 Potential for community tensions

07 Maintaining a robust safeguarding people culture across the People Directorate

08 Reduced capacity, resilience and spread of skills to be flexible, responsive and to deliver services, priorities and
support organisational change

09 The need for close strategic and collective alignment of the Cabinet Member and Council Management Team Group to
take forward and implement key decisions

10 Failure to comply with the revised health and safety systems that are now in place to manage risks or any future
legislative requirements in relation to health and safety.

11 Lack of leadership and management capacity and capability, supported by necessary changes in practice to achieve
the necessary transformation.

12 Failure to achieve the necessary changes in management practices, IT, and how accommodation is used will prevent
delivery of the flexible working agenda.

13 Failure to ensure the City Council’s information is held and protected in line with Information Governance polices and
procedures, leading to a fine from the Information Commissioners Office (1CO)

14 The processes in place to safeguard the sensitive and personal information that the Directorate holds regarding

Clients/Residents does not meet legislative requirements and/or best practice guidance leading to misuse/data
breaches/data loss and potential monetary fines from the Information Commissioners Office




uoljua1le eIpaW |euolleu
9sJ4aApe Jo Auinbuj a11gnd

Auinuos ejpaw pue o1jgnd asusju|

Apoq J0 3913IWW0D
|eusalxa Ag Auianias *1sa4a3ul eIpaW |BJ07

uolle|easa uana.d

03 paJinbaJ Auianuas [eusaiu|

MBIABJ |eulalu|

uoneinday

WQTJF< dWOdU] JO SSO| JO SSOT

wot3
> WGF awWodul JO SSO| 40 SSOT

WSF > Y00GF 2WO0dUl JO SSO| JO SSOT

30053

>)0TF 2WO0dUl JO SSO| O SSOT

A0T3
> 3WoJUul JO $SO| 4O SSOT

pedw| jepueuly

PaJanl|ap j0u salNp Aloiniels /
sailJolid 1soW JaAIIBp 03 3|geun

paJanl|ap 10u Jo paAe|ap saiydold
91e40dJ02 Auew / |9A3| 91e4012341p
B UO uo3dnJsIp IJIAIIS 3IDNIS

paJaniap

10U Jo paAejap aq pjnom saAiRdalqo
91e400d.J02 JO JaqWinu B /S3DINISS
3JowW J0 3uo 01 uonidnisip Jengay

S9AI393(qO S,[19UN0)
3y} 40 2U0 JO AJBAIBp Ul

Aejap /ease 921A13S 3|3UlS B 0}
uondnusip Atesodwal swos

109}}° 9|geadljou oN

sanpiond A9y
/ Manijap adinies

slydoaisere) -1 |eanu) -z uedusis - € |euiSie\ - 91q181189N - §
(@2uanbasuo)) 1DVdINI
1OVdiI
oydossejed| jeonuy [ueoyubig| jeulbsepy | ajqibiben XLV
ONILVH ASIH
I 4 € 14 ]
a|qissoduwi
3 | isowny
3 | moq Aiap
o |8
a mo7 3
Jn220 o3 Ajyjijun AlysiH 9|qissodwi Jsow|y - 4 w
S92UBISWNII [euO13dadX3 Ul Jn2J0 Ajuo Aejp mo] AIdp - 3 9 |weoyubis M
A[a1jun 1nqg 4n2do p|hod moi-a -
aNn220 WSIN jueaiudis - ) g 4B
an220 Ajqeqoud |jIm YsiH- g
Jn220 03 A1 AlysiH ysSiH Arop - v
V | ubiH Asep
(AMjiqeqoad) AOOHNANI

el119114J Juawissasse pue mr__._Oum JSIY




‘auiqe)
pue | IND 0} panodau ssad04d sa1ewilsa ayl pue sue|d yJom pue
s193pnq Jo 3uliojluow Jejn3aJl y3nouayi paliauapl saunssaad juedijudis

"1aulge) pue wea| Juawadeueln
|12UNOo) 0} pajiodal ‘s393png anuaAaJ pue |eyded jo Sulioluow Jein3ay

"saunssaJd Suiwooylioy
pue saduelien 3123pnq JedA ul Juediudis
JO UOIIB2IUNWIWOD pUB UOIIBJIHIIUIP| G

[4
[4

‘wisiueyoaw ‘(34ewyduaq/iolesedwod) palyIuapl
3ulio)uOW S31 pue JJomaweds Juswadeuew duewoad Jo 1ed $92IAJ9S Sulwliogiad mo| Suipuads ysiH ‘v |eatna) ysiH

1OVdINI AOOHINDIN

‘Suipuny |EUJDIXD JIAIDS puk s1a8Je) €D 1981

awodu| panoidde ‘SSw031nN0 JO SJUBWAAIIYIE pue puads o SullolIUON ‘paynuenb r4:] INIHYND
‘saljlunyoddo $1502 9nuaAaJ 3ujo3uo Aue yum J4ayradol 4] |eryu|

Suipuny [eusaixa ¥23s pue Ajiauapi 01 aoe|d ul wisiueydaw aAaI| |paiusapl saiunuoddo Suipuny jeuUIRIXT “E JHOIS MSIY
9lepuaxeg umeq

"9oe|d U] pJeog juswaroidw| pue uollewIOjsues] “pajuswa|dwi HINMO ISIY

94 ||IMm swwel3oid uojrewJojsuesy sy 4o Sulioyuow Apuslienp

‘padojansp
3ulaq uswadeuew 123[(oud pue swwesdoud 3sngqos Ag payoddns
‘uol3onpad 3509 paydafosd ym uejd swwes304d uolewdojsued |

"94Nn31n} Y3 Ul SIS0
20NnpaJ pue puewsap aSeuew djay [|Im 18y}
uollew.ojsuel) pue ugisapad JuedIusIs g

~N ~N
®

‘991 lwwo)
jJuswadeue|n Auilnias pue malaIanQ Ag Suliojiuow Jejnday

"$TOT Ul [1DUno) 3yl Aq paaJSe aq 01 ue|d |eIdUBUIH WJS] WNIP3A

"M3IN3
J1poniad 03 193[gns s1 yoiym ueld |epueuly
p3| Ayuond (4edh €) wia] wnipay T

‘siseq anloeal
ueyl J9yied dA1deold e uo

9q 03 uoisinoad 3J1nI3S d|qeuUd
0} pue Aem ajqeuieisns e uj
(s4eaA 934y) 1xau ay3 ut wE93)
saunssaad |elpueuly yuedyiusis
Sulo8uo ayj ssaappe 0} ainjieq

BEVEN
JONVHNSSY

IINVYNSSY 40 (S)3ID¥NO0S

STOYLNOD A3X A3133dX3

NOILdI¥IS3A XS

aoueuUI4/106pNng

VIYUV NSIY JIDILVYULS ADI

€102/21/50 :patepdn iseT 8 :ON UOISISA

204d4s ‘ON MSIH




‘AlA10E JO YJomawely ‘Adjjod

91eludoidde ue jo 2ouUapIna ANAI30E 10 Ydomawedy ‘Adjjod Y3 ulylm (S3)ssaudeam
“Jualdly4nsul Jo ‘ou st auay L |ea111ud Jo/pue uoliedljdde Jua3sISUOIUI JO SIUBPIAT

sde8
JO S3I2UIISISUOIU| DWOS dJe D43y} Janamoy dde|d ul

yJomawely Jo $$9204d PUNOS B JO 3DUIPIAI S| 243y L

dauesnsse alenbapy - ¢

‘Aj9A109449 Sunesado si 1eys
AJIA130R 10 YJomdwely ‘$S9204d SAI30944D
pue 1sNqoJ B JO 9JUIPIAS JB3|D SI 3JaY |

"JoeJ3U0d eyde) mau ayy Jo Jed
Z se paaJ3e pue padojanap uaa(g aAeY SJUBWISUBIIE BIUBUIIAOL) PISIADY

"10BJIUOD PASIADJ B3 4O JUSWSIUSWWOD UO Pasi|eal 3q |[Im
pUE 10BJ3UOD MBU Y3} 03Ul ,padeq,, dJe sSuines ay] "sSuines asijeal pue
AJ|1IqIX314 DAR1YDE 03 Pa3U BY) 9J9M $S3204d UOIIRI3083U 3Y3 JO SIDALIP
A9 9yl "€T0Z J2qWad9(Q U] 309449 03U] WD SjuswWaduelie Mau ay|
"€T AON Y30Z 3Y3 UO 13Ulge) pue [19uno) ||n4 Ag panoidde sem zz0z

rd 01 SJeaA G JO UOISUSIX3 Ue “10eJiu0d elide) ayl Jo MalnaJ e SUIMO||04

‘Sjuswaduele
Supom diysisauyed |erdsswwod
1uediusis SuilsIxa Jo MaIARY 9




'salepdn juudan|g
92IAJDS |enuUE Sulpn|dul ue|d UOI1dY pue A8a1eJ1S uollewlosued]

'S92IAJBS / salInp AJoiniels wnwiuiw
J0 uoisinoad ay1 Joy) 3500 pue Ajzusp| 9

‘wea] Jusawadeue|p [1ouUno) 3yl Aq pasonuow
uolleluswa|dwi pue paiyuspl suonoe Sunnesdiiw /uswaseuew ysiy

‘sJaulied
pue seaJe 32IAJ3S JOYI0 WOoJ) )Oeqpas) pue Jusawssasse edw|

's9ouanbasuod

papuaulun juediyiusdis Aue Jo / pue
SJ9P|0Y33e1S 4O SDIIAIBS 4330 uo Joedwl
|elruanbasuod Aue Jo uoileaijizuapl sapnjdul
YdIYM UOI3ONPaJ 9DIAISS [|B UO JUBUSSISSE
10edwi aAlsuayaidwod pue 1snqoy ‘g

‘SpJepuels 921AI3S uo (siulejdwod
[ea1ya) jueayiusis
Suipn)oul) yoeqpaay Jawoisnd pue IO JAwwns ul Asaing Al
*(8ui8aeys uoy suondo out)
‘ue|d |elpueuld wia| wnipan Aq pauuidiapun ASa1eJ1s uonew.ojsued | an|eA juedyiudis jo Jo/pue Ajuolid e se 93s LV gooHnNMN
pue €10z A|nr ul ueld [1ouno) palepdn jo uonejuswaldw] pue [eaosddy| | SISWOISNI 1BY] SIIIAIDS JO UOIIRIIIIUSP| " €d 1931e]
%) LNIHYNI
[40) [eniuj
(,pe109UU0) AelS, pue yoeqpas) JSWOISNI W04 DUSPIAI) SisAjeue (Adan119p 921A43s 01 Yoeoudde JHODS MSIY
Aqg s921n43s Auessaoau 193 |[13s SS900E aABY 10U Op Oym 3soyl leyy| |udisap Aq |eusig) pooisiapun pue paljizuapl 9lepuaxeg umeq
3ulnsua pue s|auueyd uonedunwWwWod [e3dip Jo dn el SulloIUOIA suolldo AJDAI[9p 92IAIDS DAIIRUIRYY '€ HYINMO JSIY

‘'sadueyo 109|424 031 Aj|lenuue palepdn sjulidan|g, 921AISS

"vT0Z AInr Ul Yysaajau ueld |12UNO) Wojul [|Im
pue sadueyd Aue 109|434 01 Ajae|n3as parepdn si 39|1jold uoirdweyinos

‘paiedidilue s| puewap S| aseaJdul alaym
,SJ9A1Ip A9)| / seaJe, JO UOIIBdIIIUSP| T

*SUOISIJ3P |BULY DY} PaWJOUI
Ssey yoeqpasj 9y} 18y} 9DUSPIAS PUEB 3S12J9XD UOIIB}NSU0D 198png

's98uajjeyd pue saiiold [1DUNOJ JO SSaudJeme
9sieJ 03 swwes3osd uol3e}NSUOI pue uollediunwwod 3ulosuQ

'saunssaud 1938pnq
9JN3NJ PUB JUSIIND JO UOIILIIUNWWOD 3
— uO11e309dX3 JOWO03ISNI JO JuswaeueN T

‘SedJe JIINIDS J9Y1o
ul saanssaud 931e34d J0U Sa0p
1ey3 Aem e ui spoyrow Aidniop
9JIAI3S Mau/ suoldnpau

921A49s Juawajdwi 0] pasau

9y1 pue uoneldadxa/puewap
J3W0ISNd UdAIMII( UOISUI] AY)
98euew 01 ajqeun s| [IDUN0d 3y

BEVEN
JONVHNSSY

IINVYNSSY 40 (S)3ID¥NO0S

STOYLNOD A3IX A31d3dX3

NOILdI¥IS3A XS

2oJ0pi0N / Aloeden

Buluue|d
V3IUV MSIY JID3LVHLS A

€102/21/50 :paepdn iseT 8 ‘0N UOISISA

€044s ‘ON MSIH




"AlA1noe J0 YJomaweldy ‘Adjjod sde§ *Aj9A109449 Sunesado si 1eys
91eidosdde ue jo aduapInd AIAI0E 40 jJomawed) ‘Adjjod Byl UIYHM (S3)SSaUdBIM|JO SI0UDLSISUOIU] BWOS e 3J3Yy3 JaAamoy ade|d ul[A1IAI30e 4O JJomawel) ‘Ss3004d dAIFDH4D
‘JUaID14NSUl JO ‘Ou SI 3IBYL |ea11140 Jo/pue uoliedljdde Jua3sISUOIU| JO 9IUBPIAT[ YJoMBWEL) JO SS9204d PUNOS B JO BIUDPIAS S| 949Y || puB ISNQOJ B JO BIUSPIAS Jed|D S| dJay L

ajueunsse o - ¥ doueansse papwi - € ?ouesnsse ajenbapy - ¢ doueunsse |eniueisqns - T

‘(s4apinoud
*sapuade Jayro yum diysiauped ul 93e4030941Q J9Y10 pue [12UN0J) SIJIAIDS UO UOIlewloful
9|doad ay3 Aq paJaAl|ap S9IIAISS 40} Ue|d UOIleWIOjSURL] By} 193 01 9|ge 3Je SIU3I|I IBYM SIDIAISS

jo mc_UcmumeUCB pue ssaualjeme asealdul 0] suolealunwwod wc_OMCO JO uoljediunwwod pue ssaualemy “/




‘Aj|lenuue 1se3| 1e uayeyapun

supne Ayjenb pue asejd uj s| Suliojiuow 39e43U0) *SIAPIA0Id

0} pa1ediunwwod aJe ujuue|d aABM 1B3Y PUB J31UIM SB UYINS SaNss|
juedIudIS 'ss9004d pJeme JOBJIIUOD PUE J3PUS) By} JO Jed se sue|d
AlInuiluo) ssauisng 40 92uUapIA3 apinoad 01 palinbau aue siapinoid ||V

‘[S@21A43S 24eD |e1D0S

JO 3uluoIssiwwod julof *3'3 $3IAISS A

J0 sJ31|ddns Jaylo pue sisulied |e1PIaWWOD
jueaiudis yloq suipnjoui] ssaiddns

A9y Jo Buipueis |epueul) pue duewload
9y1 yioq Joyuow 01 ssaooud v ‘{7

"9AJOAD 0} S3NUIU0I ssa204d By}
94nsua 031 padnpoud os|e si uejd UOI1de Uy "JUSWUOIIAUD JIISESIP B Ul
d|ge|leAe 249Mm SWIISAS ||e 1ey) WJIu0d 01 ]| JO peaH 3yl 4o} paJedaud
uay3 si Jodad y suasn pue ejde) yum uoipunfuod ul Ajjenuue
pa1s31 Sl Ue|d YA 1] Yl "weda] juswadeue|p [1DUno) ayy Aq pasuse
ré se suonesidde Ay 8 ay3 1900 1eyi 92e|d ul ue|d AJan0d3Y Ja3sesiq 1|
'S951249X3 1591 PUEB SIUIPIDUI DA| weayiusis wedyiusis
"Aj|ed1poliad pa1sa) s pue SaJIAISS
ré yum 3ujjesap wouy 3ujuies] Jo paeog juswaseue|p Og g 43 03 1oday LIVdINI dooHINDIN
Asy 110ddns 1eyy swaisAs/suonedldde
€da CEILY
'sjuapioul Jofew 3uimo||o) syutod Suluaes) uo Ydeqpasy se ||om pue 32udl|ISaJ iempuey
ra se syuapioul Joj Sutuued uo (ende) pue jual)) 1| wodj syodad senday 11 S19A02 1By} ue|d AJan0d3Y Jaisesid 1| °€ € IN3YYND
€D [elu|
‘WiNJ04 3JU3l|ISaYy |30 MOIH 3 WnJo4 JHOIS NSIH
u0I129104d Y1jeaH juiof uoldweyinos ‘pieog juawadeuelp D9 7@ d3 0}
‘ ‘ 9A07 MEeNIS
ré s31oua8e J3Y310 YHM 351249X3 40 ‘91e10dJ10d Aue JOo 3wo0231N0 jo Joday ‘suonesijqo Aioiniels
‘pJeog juswaseueln D9 3 Jo |e33| 03 puodsad Jo ssaJppe 03 3de|d HINMO ISIY
ré d3 01 433euel Alnuiluo) ssauisng pue 3uluueld Aouadisw3 jo jioday ul sue|d asuodsay Aduadiaw] jo a8uey ‘¢
‘suoijdouny Aioiniels
'S9S1249X9 159) puk S1UapIdUl SAl| 10/pue sa2In19s Ad)] JaAIj9p 01
4 YHm uljeap wouy Sujules| Jo peog juswadeue|N Dg ) d3 0} 1oday Ayjige s,|1puno) ay3 syuanaad Jo
‘panoidde sue|d uoljoe pue pajnuiw aJe Ydiym pieog ‘Aj|eaiponiad saiedwi Ajpuediyiusgis yeyy aanjiey
juswadeue|A (,09 8 d3,,) Alnuiuo) ssauisng pue Suluue|d Adusdiawy pa1s9] aJe pue seaJe 3dIAIS AdY U0} Asadniap o1 Suipeaj uondnusip
ré 01 Jo3eue Ayinuipuo) ssauisng pue 3ujuue|d Aouadiaw] jo suoday 92e|d ul aJe sue|d Ayinuiluo) ssauisng ‘T 92IAJ3S 10 Judpidul Jolen
1IN
IINVENSSY JINVINSSY 40 (S)32¥NOS STOYLNOD ADI d31I33dX3 NOILdIY2S3a MSiH
buluueid Aousbiow3 VYV ISIY JIDILVYLS AN :palepdn ise 10N UoIsI® S04dS ‘ON MSIH
/ Aununuo) ssauisng 3 E| E| €102/21/50 :palepdn 1seT 8 10N uoIsIBp




‘AMA130E JO YJomawedy ‘Adjjod sded *Aj9A1309449 Sunesado S| 1eys

91endoidde ue Jo 32Ul3pINS AlAloe 10 Yaomawedy ‘Adljod ayl UIYLM (S9)SSaUBIM[J0 S10USISISUOIUI DWOS 3Je 243Y) Janamoy ade|d ul| AJIAI3Oe 10 JJomawed) ‘Ss9204d dA11I94D
Juadi4Nsul JO ‘Ou S| AUy L |ea1114d Jo/pue uoiiedljdde Jua3sISUOIUI JO SIUBPIAT| JJOMBWEL) 1O SS9204d PUNOS B JO SIUSPIAS S| 3U3Y || pue 1SnqoJ e JO DUSPIAS Jed|d S| 3udy |

ajueinsse o - ¢ dueinsse paywi] - € dueunsse ajenbapy - ¢ Jdueansse [elueisqns - T
‘pJeog
z juswaseue\ D9 13 dJ 01 weal JuswaSeue|p 10eJIUO0D) WOU) S1Ioday

‘(syruow QT A1and 98eJ43AE UO) MIIADI

1ipne |euJalul ue 03 393[gNs S| 19e41U02 Yydoed *(LIND pue SIaquiaiN

yioq uiA|OAUl) SpJeog 218931eJ1S dAeY (sawweddouad Sujuiea pue s[|INS
Z ‘3uly3i7 199415 pue shemysiH ‘eyde)) s31o0e43U0D |BIPIBWWOD A ||V




*AYiA1loe Jo ydsomawedy ‘Aotjod sde3d *Aj9A1199449 Buniesado s| 1eyy
9leludoidde ue Jo 22UaPIND ANAIIoE 10 YJomawed) ‘Ad1jod Yl UIYUM (SD)SSDUNEIM[J0 SBIDUDISISUOIUI DWOS dJe 243Y3 JaAaMOY d2e|d ul| AJIAIIDO. 1O JJomaweds ‘Ss9204d aAIIIYD
“Juaidiy4nsul Jo ‘ou st auay |e213142 Jo/pue uoijedljdde 1ualSISUOIUl JO SIUIPIAT [ dJOMBWELY JO $S9204d PUNOS B JO SIUIPIAD S| 943U | PUE ISNCOJ B JO DIUIPIAD JBI|I S| BU3Y L

aoueunsse o - {

adueinsse pajlwi] - €

QJuelansse wu.m_‘.._uw_oé. -C

aduelnsse jeljueisqgns - T

"9SIJe SANSSI UBYM SIDIAIDS Sulde) JawoIsnd 'sanss| Aue 14o0daJ 01 salyjigisuodsal
/ 14e1s aui| 1uoly s1elidoidde 1e parsdiel Sulysiig JO UOEIIUNWWOD) J19Y1 Jo a1eme aJe saaholdw] ‘¢
"UOI10€ / UOIIUSAIS1UI |12UN0I 19341P JOJ 4333111 D) 1D * 5198811, [enualod ayy Ajauapl
‘wea} [euoniesado Arayes| | o3 pue isaiun / uoisusy Ayunwiwon jo |9A3) eayiusis mo1
Alunwwo) ay3 y3nouyy |1DUNO) pue 3P3uUU0) ‘diysiaulied AlD ajes 9y} y1oq a3ned 01 de|d u| Juswaduedly ‘€
1JVdINI AOOHINDIIN
3 198.1e]
"S9IIAJDS SUI| JUOJS PUB SIDP|OYD LIS [BUIIIXD Sulpn|dul $324N0S
SNOLIBA WOJ) SUOISUD) ALUNWWOD INOQE }2eqpPaa) pue UuoI1ew.Iou| €a IN3H¥ND
"1S9Jun / uoisual "1S24un / uoisual AHunwWwWo? Jo 199dsal ed i
ANunwwod jo 30adsau ul s101ed1pul A3 Y3m suoisual Ajjunwwod ul sJ03ed1pul A3y Yyum suoisual Ajunwwod JHOIS HISIY
Joyuow 031 (s971D) sdnouo 3uneulpao-o0) yse] Alunwwo) Jo asn Jo}luow 03 Ws|ueydaw |12Unod SsoJ) ‘¢ weJells pns
YINMO HISIH
's31oua3e Jaylo Jo sal|iqisuodsal
pue s3]0J 3Y3 Yy1m Jayiado) paie|ndine
‘asue pue pooi1sJapun ‘paijizuapl Ajues|d
suolsua} pjnoys sapuade Jayio pue uisnoH ‘A1ajes Ajlunwwo) se yans 1S9Jun uoisual Ajlunwwod jo ,Joedwi pue *SuoIsud}
S92IAJIIS [1DUNOD WoJy sasuodsad Suipiedas ade|d ul uoIIRWIOLUI SWOS pooy1ay1|, Y3 SuiBeuew uj 3104 5,JIS T Ajlunwwod 1oy jelyualod
1IN
IINVENSSY JINVINSSY 40 (S)32¥NOS STOYLNOD AN d31I33dX3 NOILdIY2S3a MSiH
uoisus ] Ayunwwo) V3IYV XSIY JI19ILVHLS AN £102/21/S0 :parepdn ise] 8 ‘0N UOISIO 9044dS ‘ONDISIH




"sa1ouade JaulJed ||e 03 3|qejieAe pue
paulelulew s 3sl| 3uipien3dajes SaJIAISS JOPINOId ‘SaIoua3e jelidosdde
[|e S9A|OAUl sS9204d uoilediasanul pue 3uiliodad s3npy Suipiendajes

's91ouUa8e J3Y10 YUM pue Ajjeusaiul

yjoq 91elidosdde se pajedjunwwod

pue pamalAaJ 34k |12Uno) 3y} 03 paliodal
pue Ag paijizuspi susadu0d 3uipiendajes ‘p

'suollesiuedio Japinoad ||e Jo Ayjenb ay3 8ulaasian0 S| Yaiym weal
Ayljenb yun Suluoissiwwo) pajeldajul yum syul| 3uodis ‘v10z |Hdy
wou} suoilenls Suipiengajes [eNpIAIpUI ||B 935J3A0 03 pauue|d wea}

S}npy Suipiendajes 92e|d u] wea| S3ullSS J3PIA0Id Ul Suipiengdajes |eara Jueayiusis
"90e|d ‘948D |BID0S S} npy pue 1OVdiNI AOOHINMIN
ul Ajjuaaund uawssasse 3|3uls 10z |Mdy Aq a4e) |e10S s, uaJpjiyd| | s,ua4p|iyd SSOJde SuIadU0d Suipiendajes 40} ca 19818
Joj 8unesado pue ade|d ul (,HSVYIA,) gnH Suipsendajes Aduady-nn|n 92e|d ul Sujuue|d pue Juswssasse Ajue3 ‘¢
[4) 1N3IHHUNI
‘'spJeogq 3uipJendajes ay3 JO YJom d g mwt €d [eru]
rd ay1 uidiapun 1eyy asejd ui sdnoug Supiopn Suipsendajes Aouage-inniA uId49PUN B3 $9INPS30.d pue UOLE|sISS] JHOIS SIH
3uipsen3ajes ayy pueisiapun Ajny sisuied
. Rol||3 uosi|y
SpJeoq 1ueAld|al 3yl Aq paJoliuow si yaiym sapuade A9y JaY10 pue JJe1S JUBAl|3 ||E 1By}
||e woJ4 Jje1s 01 3|qejieAe 3uluiedy Jejnpow uipiendajes jo aduey 2Jnsud 03 3ujulel] pue uolIeIIUNWWOY) ‘7 JINMO NSIY

"YT/€T0Z Ul 8351941 Aq uayel 3q 0] suoijoe pajeldosse
pue sease Alolid sauljIno 1eyl ue|d ssauisng gJs1 e yum suoje
92e|d ul (,,9DS1,) pJeog uaup|iy) Suipiendajes |edo0] uoydweyinos

‘9oe|d u| pieog sy npy Suipiendajes uoiydweyinos

'$921AJ9s AJolniels
2.4e) |e120S s,uaJp|iy) pue djay Aj4es wuoul ||IM yd1ym Jusawnoop
ploysaJys jo uonesijgnd 3uipnpul uaJapjiy) 4o} Adijod Suipaendajes

‘(€107 AeN paysiignd Adijod Aduadennn) synpy Suipiengasjes

*M3IA3J Jen3aJ 0}

103[gns s yaiym saijigisuodsal pue sa3|o.
paulyap Aldea|d Suipnjoul pue 32130e4d poo3
yum pausdije Adjjod Suipaendajes isnqoy T

*91e10123.41Q 9|doad aya ssosoe
a4nynd 9jdoad Suipiensajes
1snqod e Sujuiejuiep

BEVEN
JONVHNSSY

IINVYNSSY 40 (S)3ID¥NO0S

STOYLNOD A3X A3133dX3

NOILdI¥IS3A XS

Buipsenbajes

VIYUV NSIY JIDILVYULS ADI

€102/21/50 :patepdn iseT 8 :ON UOISISA

£L0d4dS

‘ON MSIH




"AlA10E JO YJomawely ‘Adjjod
91eludoidde ue jo 2o2uUapIna ANAI30E 10 Ydomawed) ‘Adjjod ay3 uIylm (S3)ssaudeam
“Jualdlyynsul Jo ‘ou si auay | |eanlud Jo/pue uoliedljdde Jua3sISUOIUI JO SIUBPIAT

ajueunsse o - ¥ doueansse papwi] - €

sde8
JO S3I2UIISISUOIU| DWOS dJe 243y} Janamoy dde|d uj
3}JOMBWel} JO SS3204d puUnoS e JO DUIPIAS SI 3JaYL

dauesnsse alenbapy - ¢

‘pJeog 1uawanosdw| pue uollewJojsued] ayl ol Suipiodad
sweallsysom Ag uaastano 3ulaq pue d2e|d ul aJe ‘syuswadinbau
Q31540 Aq pawuJojul ‘sue|d Juawanoiduw| UOIIBWIO)SUBI] S,UJP[IYD

"SuUOIdNPaJ JJe1S aininy 98euew 0} pue paau aininy
pUB 31UDJINJ JO JUBWISSISSE UO pPased S| Sulj|opowal aJe) |e1d0S I NPy

‘'s98eyioys

}J€1S 10 $94nssaid uaasaJojun Jo 103dsal
ul 92e|d uj Juswaduedse Aduaduuod

e yum uawadinbas Suiysels aininy

pUE JU3J4JNJ JO JUBWISSISSE 1SNQOY '§

"su4a3u0d Suipiengajes Jo uolledlynuapi AjJea ay3 anosdwi Jayuiny o}
ré salouase A3y pue |12UNod 3y} WoJy Jje1s Jay1adol Suuq ||IM HSYIA YL

‘Aj9A109449 Sunesado si 1eys
AlIA130E 10 YJoMmdwely ‘$S9204d SAI309449
pue 1sNqoJ B JO DIUIPIAS JB3|D SI 3J3Y |

aJjuelinsse jejjueisqns - T




"SUOIUM 3y} PUE SUOIIEdIUNWWO)
“4H uaamiaqg paduaWwwod aney sue|d Juswadesua J4e1s uo suoissnasiqg

*A831e438 221040\ Ul pasodoud
9Je Juswadeue|\ dUBWIOS pue Juawdojanag Juswadeue|N

}JB1S UHM SUOI1B|9J DDJ0PJOM DAIIBHT °G

‘yoeoudde uolle}nsuod auinuad
uedayusIs uedusis
$193]42J UOI}LIUSWNIOP pUE UOoIleWJoUl JO Sulieys / Uol1edIuUNWLWO)
*211eWa1SAS aJow ‘suolun 1OVdINI dOOHIIMIN
9q 03 s3uileaw Jejn3aJ 9S8y} Ul PAJISA0I SSaUISNg pue s3ullesw uolun 93U} YHM SUOIIR[3J 9DJOPJOM SAIRDHT 1 € 108.e]
€J 1N3IHHYNI
‘pJeog juswanoidw| € [eru|
pue uollewJojsued] 3yl 01 paliodas aq ||Im uoileruawa|dwi ||eJano
JHOIS NSIH
9Y3 uo ssa1304d pue pieog 123[01d UMO S1 SABY |[IM WEIJISHIOM Yyoe] uswoSeuew
J01uas/pJeoq Aq pagus|jeyd pue pamaina.l YieaH BN
"1IND 031 suodau ssau8o.d ssa4804d y1m swieaslsyJom paiiauap| g HYINMO NSIY

‘Aemuapun s| sweausyiom
paiejaJs pue A33a1e41S 9240140AN 9Y3 Suldunosad pue 3ulysligels]

"'SWeaJs1syJom pale|as pue A391e41S 9240440 SY1 JO AJdAIIDP
anoJdwi 03 pamalnad uldq Ajpualaind S| YH 404 [9pow 3uizesado syl

(LLIND,) wea] 1uswadeue|p [1DUNO) 3yl pue pieog jusawaroidw|
pue uoljewJojsued] 3yl 03 paliodal a4 ||IM SUOIIDe JO SNIeIS

"M3IA3J JapUN 3Je Yyi0g "$924N0Sal
JOyoe| pajeloosse ue pue uejd pasJSe ue Jo yoe| e AjJuaLINd S| I3y L

SIS

/ SpPa3u ssauisng a4n1ny JO UOIILIIIIUSP|
"219 9240J0M

9|qIxa|} ‘AuswdolaAap 4eis ‘Suiuueld
uoISs222nSs a4 A8a31e41S 32JOPIOM T

*98ueyd jeuonesiuedio
1oddns pue sanuond ‘sadin1as
J9A1|9p 0] pue dAIsuodsal
‘31qIx3)4 g 01 S||IS JO peauds
pue asuaijisaJ ‘Aydeded pasnpay

1IN
JONVHNSSY

IINVYNSSY 40 (S)3ID¥NO0S

STOYLNOD A3IX A3133dX3

NOILdI¥IS3A XS

20100 N / Aloeden

Buiuue|d
V3IYUV MSIY JID3LVHLS A

€102/2+/50 :parepdn ise § 10N UOISIOA

8044S ‘ON MSIH




‘AMA130E JO YJomawedy ‘Adjjod sded ‘Aj9A1309449 Sunesado S| 1eys
91eludoidde ue jo 2ouUapInd A1IA10E 40 jaomawedy ‘Ad1jod Byl UIYUM (S9)SSDUNBIM|JO SIDUDLSISUOIUL SWOS 3. 343Y] JaAamoy 2e(d ul| AliA1loe Jo yJomawed) ‘$S9204d SA1109)49
‘JUaId144Nsul JO ‘Ou S| aUaY L |ea1114d Jo/pue uolredijdde Jua3sISUOIU| JO 9IUBPIAT| JJOMBWEL) 1O SS9204d PUNOS B JO SIUSPIAD S| 9J3Y L[ pue 1SNqoJ B JO DUDPIAD Jed|d S| 3JdY |

aoueunsse o - { dduesnsse paywi - € ?sueunsse ajenbapy - ¢ doueunsse |enpueisqns - T




‘AlA10e JO YJomaweldy ‘Adjjod
9leludoidde ue Jo 22uUapINd
‘JUaIdIy4NSuUl JO ‘OuU S| aJay |

daueinsse oN - ¢ dodueansse papwi] - €

sde8

AiAinoe Jo yJomawel) ‘Adijod Byl UIYHM (SD)SSaUNEIM[JO0 SB1DUDISISUOIUI BWOS dJe 3JaYl JaAamoy ade|d ul| AJIAIlDe JO sjiomawel) ‘ss3004d A11094
[e213142 Jo/pue uoiedljdde Jua1SISUOdUI JO DUBPIAT| H40MBWELY SO $S3204d PUNOS B JO SDUIPIAS S| 3U3YL[ pue 1Sngod e Jo 22UaPIAS Jed|d Sl aIaY L

oueunsse ajenbapy - ¢

*Aj9A1109449 Sunesado st 1eys

aJjuelinsse jejjueisqns - T

uedyiusis edyiusis
1OVdINI AOOHIMIIT
€ 193.1e]
€ IN3IHUNI
€D [elju]
‘sinoineyaq SuiSueyo jo suoisioap Ay jo uonejuawsa|dwi JHOIS NSIH
uojleJisuowap pue yoeoidde [1DUNOI U B Yum ‘weal e se Suidojanaq ay3 jo Suionuow pue 80| UOISIDBP Je3|D '€ ajepuaxeg umeq
JINMO HISIH
T Judwdo|aAap dnoJusd 9|geus 03 Jole}l|1de) YO
" UOISIA 218318415,
*suols1ap Ady|
9Y3 JOPISUOD ‘M3IIA3J ‘91B|NW.JOJ O}
: 8oud Japisuod 01 s§uissw quiof Ajyauo s8uneaw Jagquwialy 1ulge) / 1IND wlor Juawuajduul pue piem.io; ey
[4 SaNnss| pue ssal p! ! 101 AlY ! q 19e) Juior ¢ 01 dnoJg wea| Juswaseuepy
[12UNO) pue JaquWaA 1dulqe)
'€10Z AInr ul panosdde 9y3 Jo Judwusije 3A13I9]|0d
z ue|d [IoUNOD ay3 Ul pa123|43J aJe Saljold WU wnIpaA paa4dy " UOISIA 21391e43s, paaJde puedes)d T pue 21333e.3s 350|2 10} pa3U Y|
1IN
IINVENSSY JINVINSSY 40 (S)32¥NOS STOYLNOD A3 @31I3dX3 NOILdIYIS3a MSIiy
Buipop diysisuped VIYV NSIY DIDILVYHLS AIN £102/2 /50 :perepdn iser] 8 1ON UOISIOA 6044S ‘ON MSIH




"S|00YIS 3y} UO INO palJied uaaq
dAeY sHpne S3H 18yl moys suoday "1aydealpeay aAdadsal ayy pue

Z wea] S32IAIDS UaJp|IyD 93 01 pale|edsa si ddueljdwod-uou ‘sjooyds uj
‘Juswadeuew Joluas YUm Aj3dauip sanssi
9SIeJ UBD pue swea]| juswadeue|) 91840309410 Spuanle Jadeueln S:BH
z 9yl "SISeq ,uaym pue se, ue uo J|AD 01 paie|edsa si adueljdwod-uou Auy
‘suoloe SgH 3uldIojud |eann) juesyiusis
pue 3ujuoiioe Jo4 saly|igisuodsad 419y} JO SWUI} Ul 3|qeunodde "9oue||dwod UoU P3NUIIUOI JO JUDAS 3y}
2J0W WaY] 3XewW 0] PaMalAaJ 3 0] sJaSeuew Joj suoidiidsap qor Ul sUOIdUES Jo/pue $s3204d UOIIR|RIST '€ 1OVdINI aooHNMIN
za 1284e)
[4) IN3IHUNI
cd [eniu]
‘'saseqeje M3U ‘ 3oe|dy40M\ Y3 Ul Sulaq|dM, Uo
qeiep S®H ,92B|CXJOAMN 33 Ul SUIR]|[9M, J40IS NSIY
dnou3 3ul4a931s mau ‘siseq Alaalienb e uo JIND puslie 03 Ja3euen SRH
10} JUBWIIWWO) ‘pJeog pue 39111WWo) S'BH Mau ‘sadexyoed Suluiesy -a0e|d UiesH IeIN
b payoune| 8q 0} UOOS MU ‘24n1oNnJ31s Juswadeuew SYH 3yl JO youne|ay ul SI 84n3nJ Alajes pue yljeaH 1snqoy ‘¢ YINMO JSIY
'S™8H UO (,,LIND,) weaL A
19jes pue yjjeay o} uonejads
jJuswadeueln |1UNO) 3Yy3 03 1odau Aj4a1enb e syuasaud usayz oym
ul sjudwaiinbaa aAne|siSa)|
r4 JuswWa4nd0.d pue Aluadoud jo peaH ayl 03 Juas aJe Jodals uonndaxy
aininj Aue Jo sysu aSeuew
"1no pajjos Aj|ny 01 d2e|d ul mou aJe jey) swaisAs
S| @3ueydx3 oju| U0 JaYyun} padojanap aq [|IM SIYL "S'8H erde) wouy ‘9ouel|dwod uou Jo seale 3yl A1ajes pue yyjeay pasinai
ré PaAI92aJ S| Jodad Ajyiuow Y '23ueydx3 oju| BIA pPalHIUSPI SUOIIdaIX] 3uiAjipuapl podad suoildaoxa dipolad T ay1 yum Ajdwod o3 ainjie4
1IN
IINVENSSY JINVINSSY 40 (S)32¥NOS STOYLNOD A3 @31I3dX3 NOILdIYIS3a MSIiy

fiejes pue yjesH

VIYUV NSIY JIDILVYULS ADI

€102/21/50 :patepdn iseT 8 :ON UOISISA

014d4s ‘ON MSIH




‘AlA10E JO YJomawely ‘Adjjod
9leludoidde ue jo 2o2uUapInd ANAI30E 10 Ydomawed) ‘Adjjod ay3 uIylm (S3)ssaudeam
“Jualdlyynsul Jo ‘ou si auay L |ea1nud Jo/pue uoliedljdde Jua3sISUOIUI JO SIUBPIAT

ajueunsse o - ¥ doueansse papwi - €

sde8

JO S312UB]SISUOIUI BWOS dJe 913Y3 Janamoy ade|d ul
yJomawely Jo $$9204d PUNOS B JO 3DUIPIAI S| 243y L

dauesnsse alenbapy - ¢

Z ‘9oue||dwod-uou Jo seade 4o sanssi Aue 1y311ysiy sodfr

's93eyded 3ujuies)-a jJo SuliojuowW Y3 eIA pue ss920.4d
ré Buiuodal a3ueyox3 oju| 3yl y3noayy dn payodid si souejjdwod uon

‘S3H SpJe3aJ se 921AI9S Jo speaH Ay ay3

pue (euded pue 3udl|d Yyioq) SIH SIA|OAUL YdIym (€T AON Woy) pieog
S®H paw.Jojal ayl pue suolun aped] ayi SSAJOAUI YIIym a3 iuwo)
4 S'8H 9Y3 9siudwod pue d2e|d u| aJe syudawaduelte 3dULUISAOD

‘2oueldwod

*Aj9A109449 Sunesado si 1eys
AJIA130R 10 YJoMmdwely ‘$S9204d SAI10944D
pue 1SNqoJ B JO DIUIPIAS JB3|D SI 3J3Y L

aJjuelinsse jejjueisqns - T

JO swa} ul ySisiano Jageuew JoluaS “f




‘A}A130E JO YJomawely ‘Adjjod
91elydoadde ue Jo 92UaPIND
Juadiy4Nsul Jo ‘ou S| aJaY L

sde8 *Aj9A1309449 Suniesado si 1eys
A1IAIDE 40 aomawedy ‘Ad1jod Byl UIYHM (S2)SSaUMBIM|JO SI0UD1SISUODUL SWOS 3Je 343Y3 JaAamoy a2e(d ul| AiA13oe Jo yJomawel) ‘ss9204d 91309}
|ea11142 J0/pue uolredijdde Jua3sISUOIUI JO 92UBPIAT| JJOMBWELY 1O SS3204d PUNOS B JO SDUSPIAS S| 3U3Y || pue 1SNqoJ B JO DUSPIAS Je3|d S| 3Uay |

3aueansse oN - i

aduelnsse pajlwi] - €

gJjueinsse Uu.m_,_—uwﬁ< -7

"91S 0J2IW 13UEBJIUI BY] UO S}IY PUB 003 UOIIBIIUNWWOI YIAIINVA 4O 35N

‘(3oeqpaay pue Asains
1Je1S) 9AI103949 aJe pue 92e|d Ul 3.e S|00] UOIIedIUNWWOD JO asued

‘pajioddns pue

paJesquid ‘pasiudodaad sI 93ueyd Joj pasu
93 1By} OS SJ9pP|0Yya3elS JOY30 pue suojun
‘14815 Y1IM suoliediunwwod ajelidosddy g

adueinsse jeljueisqns - T

‘A8a1e.18
uollewJoysues] YH ayl poddns pue ssau304d 03 J9pJo ul Juswdo|anap ‘palyuap! ‘a8ueyd juediudis juedyiudis
pue 3ujuied| aleludoidde pue s324n0saJ 34 paaJs3de 3q 0} ue|d leuonesiuesio Suipoddns 1o SUIALIP

"U2 e} SUOIIJ. PUE PISSISSE S| aWwelSold uoljew.o)suel| ‘Suipea) yum pasieyd asoy Jo 10adsal LOVdINI AOOHINMN

9y3 8unnyoddns pue 3uipes| asoyi jo Aypeded pue 92unosay ul ‘paJinbaJ $924no0saJ Jo [9A3] pue adA ¢ € 1934e]

€J 1N3IHHUNI

‘way1 ssauppe € [eliu|

03 U3 e} 3q [|IM SuOolde pue palizuapl Sulaq aJe sded pue spasu s||S panUBp! ‘38UeY [PUOKESIUERIO JHOIS NSIY
3uialp Jo Buipes| yum padieyd weJells pns

‘padojanap 3uiaq ue|d pue A3a3eJ3s uonewaojsued] YH 9S0Y3 JO 30adsad ul 19s ||IS AJessa2aN °€ HINMO MSIY

‘pJeog 1uswanoidw| pue uolrewlojsuel |
3y3 Aq paJouUOW pUE Pa3lIUBP] SBUOISI|IW / S3|qeIAAI|Dp A

‘padojansp 3ulaq ue|d pue A3a3eJ3S uolewdojsued] YH

‘passde
pue pooisiapun ,3ueyo |euoliesiuedlo,
9y3 Jo Indino padinbal pue siaAUp Ay ‘7

'ssauaseme 3sied pue diysiaumo
94n23s 0} suolesunwwod 3uloduQ ‘padojaAsp 3ulaq SI uole
J0 dwuwei3oud ,|1oUn0d 3UO, e 40} Ue|d pue AS31eJ)S uollew.ojSuel |

"pajuawa|dw] pue paumo

‘pooistapun ‘panoudde si (Sa1e4010341p

Ul SpueJls JuaJap syl Jayladol 3uiduliq)
ue|d pue A3a3e41s uonjewJojsued] T

‘uoljew.oysues) Alessasau
9Y3 2A31Yydk 0} UnOoIABYI( pue
do1eud ug sa8ueyd Aressadau

Aq panoddns ‘Ajjiqedes
pue Aydedes yuswaSeuew
pue diysiapesj jo yoe1

13AT
IINVHNSSY JDNVYNSSY 40 (S)3IDUNOS STOYLNOD A @31d3dX3 NOILdIYDS3a MSIY
Juswabeuely abueyn VIHV NSIY JIDILVHLS AIN £102/21/50 :payepdn 1se 8 0N UOISIOA RSISES) ‘ONISIH




"9WaYIS 1A UMQ 4nOoA Sulig 9Y3 JO Uo1dNPOIIUI

91 pue D¢ JO SS3alIM S33|ge) ||e ‘Doe|d Ul S| DE YHUM PI[geUD SSI|AIIM
3ulaq sdoide| ‘saji404d Sujweod ‘ASojouyda} SSS[RJIM JO UOIIINPOIIUI
91 apn|daul 93y 129443 3 el 01 SulJom Jo shem mau ay3 9|qeus o1
pausdisap aJe yoiym uo paydom 3uiaq Ajpusaund saAlzeilul || Jo adued y

"€T0T 23Q Ul LIND Ag paJapisuod aq ||IW ddue|eg )17 J4OM ‘U3342S
Je3|d -saQ Je3|d ‘Supjopn JoewsS - sadeds Jews aJe sapjjod syl
‘Bupj om 3|qIX3|} puUk 3|IqOW PasSeaJdul 03 IAOW Y3 1e1|I0B) 01 papaau
93ueyd |eanynd ay3 1oddns 03 pasiAaL Suiaq aJe sa1d1jod YH Juatin)

‘Juoddns uojun pue

jJuswadeuew ‘4}e1S SABY PUB PIBU SSaUISN(Q
94N1NJ pue JU344Nd 3Y3 103|43J ‘D|BIBAIIP
aJe suolldo Supjom a|qixaf} / 3|IqON "t

‘AJeSS223U UBYM pue Se pieog Juawanroiduw|
pUE UOI1eW.IOJSUBI] 3y} 03 ANSS| Aue 91e|eIsa ||IM pJeog | IM YL

"ss900.d uole[eISa Ue Suipnjoul
S2W023N0 paJlinbas 3y} Jo AJdAIIBP YUMm

"1yS1u3I0} yoea pieog ayj 1e pamainal| | pasieys asoyy 01 syiodas ssauSoud aiporsad esylus|s uedjusis
sI pue Ja8eue|y awweldold syl Aq pauieiuiew si uejd 103foud ¢ yum aoe|d ul pue paasse sue|d 103foud "€ 1OVdIAI AoOoHIMIIN
za 1o8ue]
‘Suipuny pue sajpuapuadapJialul ‘palynuap! €J LN3IHYNI
10} uoijeJapisuod Joj payelp Sulaq aJe suejd 1oafo.d pajielag Ajiea|d sauljpeap ajgearoww Aue yym €2 |enu|
‘wea] 109loid paiedosse| | siapjoyasiels Ay ayl Jo ||e usamiaq paaide JHOIS NSIH
9y31 pue pJeog 193[01d 9Y1 Ul PIAJOAUL Uk SIDP|OYe1s Ad) ||V S9|BISaWI} PUB SBWO0IIN0 paJinbal ayl g y1eaH yie
HINMO ISIH

*9oe|d ul S| 399[04d 9Yy3 404 1915139y YSIY 9343y

‘pasijeul} usag aney pJeog 3yl 104 dDUID3Y JO SWID|

"YH pue ]| ‘uoilepoww o2y Joj pajuiodde
,Speaj away3, pue de|d ul Jadeuelp swwea304d pue Josuods 193[0.4d

"Ajyruow si1vaw pue (S921A495 91es0du0) Jo J032341Q Yl Ag paJieyd)
2oe|d ul s1 swwesdoud (13/M) UOIIBWIO)SUBI] JUBWUOIIAUT SUJOA

'S9W02IN0
paJinbaJ ay3 Jo AJaAiap 40 swud}
ul Ayljigejunodoe pue diysiaumo Jesd T

‘epudse Supjiom

9]q1x3[4 9Y3 jo Asdnlap Juanaad
[I!M pasn S| uollepowiwiodde
moy pue ‘]| ‘sadesd
jJudwasSeuew uj sasueyd
Asessadau ay) anaiyoe o} ainjieq

BEVEN
JONVHNSSY

IINVYNSSY 40 (S)3ID¥NO0S

STOYLNOD A3X A3133dX3

NOILdI¥IS3A XS

uswabeueyy abueyn

VIYUV NSIY JIDILVYULS ADI

€102/21/50 :patepdn iseT 8 :ON UOISISA

cldys ‘ON MSIH




*AliA11oe Jo yaomawedy ‘Aotjod sded *Aj9A1199449 Bunesado si 1eyy
9leludoadde ue Jo 92UaPIND ANAIIOE 10 JJomawed) ‘Ad1jod Yl UIYUM (SD)SSaUNEIM[J0 SB12UDISISUOIUI DWOS dJe 243Y3 JaAaMOoy dde|d ul| AJIAIID. 1O JJomaweds ‘Ss9204d aAIIYD
“uaidiyynsul Jo ‘ou st auay] |e211142 J0/pue uoiredijdde Jua3sISUOIUI JO 92UBPIAT| JJOMBWELY 1O SS3204d PUNOS B JO SDUSPIAS S| 3U3Y L[ pue 1SNGOJ B JO DUSPIAS JB3[D SI 343y |

ajueunsse o - { dduesnsse paywi - € djueunsse ajenbapy - ¢ doueunsse |enpueisqns - T




*J01121|0S ped| 3yl Aq

dn pamoj|o4 aJe yaiym uoa|dwod oy salep 1934e31 pue Suollde 1IN0 S19S
pue 93130e4d pooS JO SuOllepUSWWO0I3 Sululeluod 1odaJ uolelpawal
e s9onpoJd oym J031101|0S Joluas e Aq paiesiisanul ale saydeauq ||y

‘PamalnaJ pue paje||od ‘pariodal
sayoeauq |elualod Jo sayoealg ‘¢

"elEp 3|puey

Aj4e|n3aus eyl 9jdoad jo Jaquinu 3yl pue uollesiuedio ayl Jo 9zIs Y}
uaAId ysel Jolew e S| siy] ‘sesJe ||e ssosde Juiuledy Jo a3epdn/sadijoeld
3U344N2 JO S)23Y2 10ds aA130e-04d sjuaAl4d $924n0S3J JO ¥IeT "'SOYIS Y3

Y)IM PassSnIsIp pue pale||0d aq 01 Sululea|-a ay) Jo dn axel aJ SINSIILIS 1uedusis MO

‘AYAIBOR VdIY LIVdINI AOOHINMIN

pue ‘4q ‘s|04 104 SI13S11LIS 3Y1 1IN0 SUI118S 9911IWWOT) IUBUISAOD 3y} & 19316
01 pa11WQNS 1JodaJ [enUUR UB Y)IM SWea| JuswaSeur|A 9181019341d ‘aoueljdwod/3uipuelsiapun €d ANIHYNI
119y 01 SOYIS Y1 Aq Aluo1ienb pariodal aue s1e1s 4g pue |04 U10g M3IASJ IO JOUOW 0] 5592044 '€ €d [entu]

JHOIS MSIH

1415 BUI| JU0Jy Jo) Sulules) Yy1eaH Nenw

20y pe pue s1221J0 SuisLioyine ||e 4oy papiroid st Sulules) Alojepuew

YINMO NSIY

[enuuy :3ututed] (,vdlY,) 1PV siamod Aiolesiisanu] Jo uolle|ngay

*MO| sulewaJ Sujuiesy siy3 jo dn aye3 ay3 Janamoy unis|ing Apjeam ays
eIA pajowoud pue jaueJsiul 9Y3 uo 3|qe|ieae sadexded Suiuiea| 4 18 104

"Adljod
33 pueisiapun Ajnj jjeis 1ueasjal |e
1ey31 24nsud 03 Sulules1/uoiedIUNWWO)

"93e40323.41Q

yoea 4o} ade|d ul aJe (,SOYIS,,) S4921440 YsIY uonewuoju Joiuas *(,00l,.)
4921440 9douejdwo) uolzewdoju| e Agq pajsoddns s| pue uojlesiuedio

93} SSOJIE 9DUBUISAOD) UOI1BWIOJU| JO} PES| Y] SI JO}IDI|OS JOIUIS Y

‘Alde|n3a4 pamainal pue d2e|d ul
aJe sadijod (,dd,) uo1alo.d eieq pue (,104,) UollewJIou| JO Wopaald

"M3IA3J Je|n8al
01 33[qns pue 32130e4d pood yum paudije
Ad1]0d 32UBUISA0D UOIIRWIOU| ISNQOY T

*(021) 221330 siauolssILWO)
uoljew.oju| 3yl wouy auly

e 0} Suiped| ‘sainpadoid pue
$321]0d 92UBUJIDAOD UOIIBWIOJU|
yym auj| ul pajdraload pue

PI3y sI uonew.ojui s,|1DUN0)
A1) 9y3 aunsua o3 aunjie4

BEVEN
JONVHNSSY

IINVYINSSY 40 (S)3IDUNO0S

STOYLNOD A3X A3133dX3

NOILdI¥IS3A XS

SOUBUJISAOL) UOIIBWIOMU|

VIYUV NSIY JIDILVYULS ADI

€102/L1/6} :patepdn iseT 8 10N UOISISA

€1g4ys ‘ON MSIH




"AlA1noe Jo yJomawely ‘Adjjod sde§ *‘Aj9A10ay49 Sunesado st 1eys
o1eudosdde ue jo aauapInd AIAI0E 40 Sjuomawedy ‘Adljod Byl UIYHM (S3)SSaUdBIM|JO S310UD1SISUODUL SWOS 3Je 3J3Yy3 Janamoy ade(d ul| AA13oe Jo yJomawedy ‘sS9004d 91309}
‘JUa1D14NSUl JO ‘Ou SI 3IBYL |ea1114 Jo/pue uoliedijdde Jua3sISUOIUl JO 9IUBPIAT| dJOMBWEL JO SS8204d PUNOS B JO SIUSPIAS S| 843 L [ pue 1SNqoJ e JO DUSPIAS Jedd S| 849y

ajueunsse o - { doueansse paywi - € 3suesnsse ajenbapy - ¢ doueunsse |enipueisqns - T

‘Adolepuew spew 3ujuies] Sujuies|-a ay}
Op 01 paau ay3 pue pasidiignd aq o1 spaau Ajqissod Ajijioey siy) "payse
11 suoIssas Suluiey adey 031 92k} apiaoad |[Im J01ID1|OS JOIUDS ped| Ayl

*93ed 923uUeUJISAOD UOIIBWIOLU| "3|ge|ieAe uoddns 1o 9d1ApE ‘UOIIeWIO}UI
4 91 JSpun 13ueJiul 3y} uo aJe dueping pue sadjjod Jueasjal ||| | Jo s924nos Jo/pue sdueping sreldosddy g

"sayoealq 4q pue Ayjenb ‘@aueldwod |04/dq ssnasip
ré 01 0D pue 101121]0S JOIUdS 3y} YHM Jaienb yoea 193w SOY|S Yl

‘pPayaune|al pue paysaljad
8u1aq s1 wuoy uioday *soe|d ul aunpadold Sujyuodas pue 3o| yoeaug

'SOYIS 9yl pue 432140 ddueljdwo) uoilewloju| ay3 ‘4031Id1|0S JOIUSS
9y} usamiaq 3urraw juiof Ajaapenb ayj 1e passnasip aJe sguipuly 0|
10 S|Ie19p pue O] Y1 01 Saydeauq uediiudis syodad §|as [1ouUno) ayL




‘21ep 03 dn pue pamalral ‘@oe|d u| syuswndoqg

'90e|d u| aJe aJeys

03 1UdSU0D pUEB S|0JIUOI SSIIJE WIISAS ‘SadIl0u
Adenlid ‘syuswaaude 3uleys eleq ‘s|j0d0304d
3ulieys uonewJoju| seudosdde ay] g

(€Tn0N)
1315163y 3s1y 104012311q
a|doad ay1 wioif paip|pisa

uaaq sy ysu siyl 310N

‘e1ep |euossad aAlHsuas 3uissasoud pue
3uip|oy ul paAJOAUL SBILIAIIDE pUE SUOIIDEIIUI

"9oe|d ul S| 49315139y 19SSy uoljew.ou| 10 A¥auien ayy poddns 03 35e(d 1 st AydJesaiy juedyiusis YysiH
‘uoliedlyijenb a3ueuIaA0D) UoIIEWIOU| [eUOISSD0Id Sulyeliapun JBUMQ 13SSY UoIleWIOU| ‘OY|S 21elidoidde LOVdNI QOOHNIIN
rd Ajauaaund pue adejd ui QYIS "paJa1siSal uelpiens 11021p|e) ue pue pajuiodde s| ueipiens 1302Ip[eD Y b va 13ie)
€4 IN3IHHNI
"B1Ep |BUOSJDd BAIUSUDS €d [eru]
3uissaooud pue 3uipjoy yim pajeloosse
"92UBUJSAOD UOIIBWIOU| 0] UOIIE|3J Ul 32130e.d
Z 10 S9POI UMO J13Yy3 puelsiapun suoilesijqo |euoissajod yium Jieis 24e 2133 SUOLEB!|GO |elowW pue |euoRes|uesio JHOIS s
i M . i ‘leda] ay3 pueisisapun 03 Aylunyioddo
‘siseq |enuue WNWIXeW 33 PaJa}jo aJe Sjuapisal pue HOY3 uostiv
ue uo Jje3s Aq uayepapun pue 3de|d uj aJe sajnpow 3ujules|-J siaulped ‘4je3s eyl saunsud uollesiuedio ay| ‘€ YIAINMOHISIY
*J3UOISSIWWOD) UOI1eWJIOU| -3313J0 SJ3UOISSILWO)
9y} 01 pauodaud aJe (,,[4IS,) ,uonesdiisaau| Suuinbay jusapiou| UoIEWIOU] Y3 WO
SNOWI3S, 7 [9A97 pue 2dueljdwo) JO JUSWSILIS SIUBUISA0D $yuBaIINba) sauyy AJejauow [enuajod pue
(4 UOREWIOJU| U P3310dal 34 S3YIBS1G 31 BI20S HINPY |euonesiuedio pue aA13e|SIS9| pale|aJ pue Py Sso| elep/sayoea.q eyep/asnsiw
‘Aj491enb wea] Juswadeuely 91e1032341Q uoI139330.4d eleq ay3 Japun suoiied||qo 419y} Jo 01 Suiped| @dueping ad1ydead
0} udye} poday ‘wea] |e3a7 91eso0dio) YHUM uosiel| 10341p }J€1S 91e2Npa pue $3ss9204d dA0sdwi 0} Pas!|iIn 1s9q Jo/pue syuawaiinbaa
z ul saydeauq sadeuew (,04IS,,) 492140 Sy UOIIBWIOHU| JOJUDS pue painided s| sayoeauq eiep wouy 3uluieal 'z aAIle|sI33] 193w J0U
Sa0p sjuapisay/siual|) Suipsesa.
‘spJepuels JuswaSeuew spjoy 93e4032341q 9jdoad
1U344NJ JNO JO JUBWSSISSE §|9S 1SaU0Y ay31 1ey) uonewuoyul jeuossad
"9J3UD) UOI1BWIOJU| DJED) |BID0S pUk Yl|eaH ue uo paseq pauled s| |lenosdde soueldwo) pue dA1}Isuds 3y} paendajes
ré Aq papJeme |9A3] 9ouUeINSSE PUB M3IASJ [ENUUE O uola|dwo) }O JUSW1LIS SDUBUIIAOD UOIIBWIOU| 'T 0} 2oe|d uj sassazoad ay]|
13N
IINVHNSSY IDNVINSSY 40 (S)32¥NOS STO0YLNOD A3 @31I3dX3 NOILdIY2S3a MSiy
S0UBUJOAOY) UOIBWIOJU] | VIYV NSIY JIDILVYLS AN €102/} 1/6} :peyepdn ise 8 10N UOISIEA 14%=1=15 ‘ON MSIH




AYIAII0€ JO YJomawely *Aj9A1399449 Buniesado si 1eyy
"AlA10E 4O Yaomaweldy ‘Adljod areludoadde ‘A1jod ay3 ulyum (sa)ssauneam |ealyad|  sded Jo S919UISISUOIU| BWOS e 43y JSAaMOoY dde|d| AJIAIIOE JO JJomawedy ‘Ss2204d DAIIIBYD
Ue JO 92USPIAS ‘QUIIDIYYNSUI JO ‘Ou S| auay] | Jo/pue uoliedljdde Jua1sISUOIUl JO SIUSPIAT| Ul MJOMBWELY JO $S2204d PUNOS B JO SIUIPIAD SI 9J3YL| pPuUE ISNGOJ B JO 9IUSPIAS Jed|d S| 249y

ajueunsse o - { daueinsse paywi] - € doueansse 3jenbapy - g ddueunsse |eniueisqns - T




Version Control

VERSION HISTORY

Version |Reviewed by Review date Version |Reviewed by Review date
No No
Initial |Management Board of 01/05/12 6 Council Management 13/09/13
Directors Team
1 Management Board of 15/05/12 7 Council Management 19/11/13
Directors Team
2 Management Board of 03/07/12
Directors
3 Governance Committee 25/11/12
4 Management Board of 26/11/12
Directors
5 Council Management Team 06/06/13

SIGNIFICANT CHANGES TO STRATEGIC RISK REGISTER

Version [RISK /COMMENTS ACTION
V4 Review [The impact of national policies / trends on key service priorities or objectives is not identified or |Deleted: Not a
26/11/12 |assessed sufficiently early key risk.
Failure to address the ongoing financial pressures in a sustainable way Reworded: as
per SRR02
Maintaining a robust safeguarding culture whilst reducing capacity (Children) / Maintaininga |Deleted: Risks
robust safeguarding culture whilst reducing capacity (Adults). deleted and
replaced by
SRRO7
The need for close strategic and collective alignment of the Cabinet Member Group and the Added: New risk
Leadership Group to take forward and implement key decisions.
Delivery of the local authority’s public health responsibilities (post April 2013) is not integrated |Added: New risk
or aligned with existing processes and procedures.
V5 Review |Delivery of the local authority’s public health responsibilities (post April 2013) is not integrated |Closed —
06/06/13 |or aligned with existing processes and procedures. All mitigating actions delivered. (SRR01)
Failure to ensure effective systems are in place to manage health and safety risks. Risk Closed -
reworded see SRR10.
Failure to comply with the revised health and safety systems that are now in place to manage |Added: New risk
risks (SRR10)
Leadership capacity/capability to drive change forward is not developed sufficiently to realise  |Added: New risk
organisational change (SRR11)
Failure to achieve the necessary changes in management practices, IT, and how Added: New risk
accommodation is used will prevent delivery of the flexible working agenda (SRR12)
Failure to ensure the City Council’s information is held and protected in line with Information |Added: New risk
Governance polices and procedures, leading to a fine from the Information Commissioners
Office (ICO). (SRR13)
V6 Review [New Risk Assurance Reporting format agreed and to be adopted going forward. Reformatted
13/09/13 risk report
V7 Review [The council is unable to manage customer demand/expectations or maintain standards which |Reworded: as
19/11/13 |impacts on both reputation and community engagement across the city (SRR03) & Service per SRRO3
reductions may result in increased demand in other areas where current levels are
unsustainable (SRR04) merged to create new risk (SRR03)




The processes in place to safeguard the sensitive and personal information that the Directorate |Added: New risk
holds regarding Clients/Residents does not meet legislative requirements and/or best practice
guidance leading to misuse/data breaches/data loss and potential monetary fines from the

Information Commissioners Office. Escalated from the People Directorate Risk Register
(SRR14)

Lack of leadership and management capacity and capability, supported by necessary changes in |Reworded: as

practice and behaviour to achieve the necessary transformation. te-drivechangeforwardisnot{per SRR11
| tficiont] . . I
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Agenda ltem 7

DECISION-MAKER: GOVERNANCE COMMITTEE

SUBJECT: REVISIONS TO CONSTITUTIONAL ARRANGEMENTS

DATE OF DECISION: 16 DECEMBER 2013

REPORT OF: HEAD OF LEGAL AND DEMOCRATIC SERVICES
CONTACT DETAILS

AUTHOR: Name: Richard Ivory Tel: 023 8083 2794

E-mail: Richard.ivory@southampton.gov.uk

Director Name: Mark Heath, Tel: 023 8083 2371
Director of Corporate Services

E-mail: Mark.heath@southampton.gov.uk

STATEMENT OF CONFIDENTIALITY
N/A
BRIEF SUMMARY

This report has been submitted to the Governance Committee for three reasons.
Firstly, at the request of Full Council following its meeting of 25" April 2013 when it
considered a report into the allegations surrounding a press release issued by the
Council in May 2012 following the resignation of Councillor Morrell from the Executive.
Council requested that the Governance Committee review the relevant constitutional
arrangements and make any recommendations to Full Council as appropriate.

Further, following on from the annual constitutional changes considered by Annual
Council in May it requested that it revisit the arrangements for call in and cabinet
reconsideration post elections.

Additionally, revisions to the Member and Officers Protocol flowing from
recommendations of a recent Employment and Appeals Panel are tabled for
consideration.

RECOMMENDATIONS:

(1) to note the work undertaken by officers since the Council meeting on
25™ April 2013 in relation to revisions to the Media Protocol
(Appendix 1) and to Member training;

(i) To note the progress made on revised member training
arrangements and recommends Council accepts the revisions to the
Member and Officer Protocol as attached at Appendix 2;

(i) That the proposals regarding call ins post elections be
recommended to Council.

REASONS FOR REPORT RECOMMENDATIONS

1. The Governance Committee on 23™ September 2013, in its role as custodian
of constitutional arrangements considered reports from the Head of Legal, HR
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and Democratic Services in relation to the first year of the new Members’
Code of Conduct under the Localism Act 2011 and a revised Member
Training and Development Programme. In this report a revised Media
Protocol is submitted for information. It is believed that the actions taken by
officers and agreed by Governance Committee fully accord with the issues
raised by Full Council at its meeting on 25" April 2013 and have subsequently
be addressed and implemented.

ALTERNATIVE OPTIONS CONSIDERED AND REJECTED

2.

All options have been considered in the paper as detailed in the narrative
below.

DETAIL (Including consultation carried out)

Matters arising from the Extraordinary Council meeting

3.

As indicated broadly in the summary above, on 25™ April 2013 Full Council
considered a report of the Council’s Director of Corporate Services and
Monitoring Officer together with the report of the independent investigator,
Richard Lingard concerning an independent investigation into allegations
surrounding a press release issued by the Council in May 2012 following the
resignation of Councillor Keith Morrell from the Executive.

After lengthy consideration, the Council resolved as follows:
i. That the report of the Monitoring Officer be noted;

. That the report of the Monitoring Officer be referred to the
Governance Committee to consider:

a. Whether or not the current constitutional arrangements,
protocols and/or guidance are robust and adequate;

b. Making any recommendations for changes for such
arrangements to Full Council as appropriate; and

C. Whether the current training and development arrangements
for officers and members should be revised.

Members will be aware that the matter referred to in the item before Full
Council on 25" April 2013 specifically related to behaviours and
circumstances that were undertaken under the old Code of Members’
Conduct which was revoked on 30" June 2012 when the Localism Act 2011
came into force. Accordingly, a new Members’ Code of Conduct was adopted
by Full Council in July 2012 and, therefore, the Council has in place a new
and different Code which continues to follow the Nolan Principles but accords
with the parameters of the Localism Act 2011 which is far more constrained
than the previous Code which was implemented pursuant to the Local
Government Act 2000.

The Council has adopted a Code which it feels is suitable to its circumstances
within the parameters of the new legislation which includes removal by law of
many of the sanctions available to the authority should there be significant
breaches.

The Head of Legal, HR & Democratic Services submitted a full report to
Governance Committee on 23™ September 2013 detailing the first year of
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operation of the new Code and after consideration of the report the
Governance Committee resolved that no further changes at this point were
needed to the Code of Conduct. It is not suggested that any changes at this
stage are warranted arising from the matters specifically discussed at Full
Council on 25™ April 2013. However, members may wish to discuss this at the
Governance Committee.

Media Protocol

8.

10.

Member
11.

12.

Moreover, one of the more specific issues that Full Council previously
considered was in relation to the Members’ understanding and compliance
with the adopted Media Protocol and Officer / Member Protocol.

As a result of those issues the Communications Manager, together with LGA
peer support, has revised the Media Protocol and to ensure that it meets
current Council needs. This is attached at Appendix 1. This is broadly a
guidance and operational document and does not require adoption by Full
Council as part of the Constitution as this would make it difficult to change at
short notice should it be necessary to adapt to local circumstances, but it is
placed before Governance Committee for its consideration to ensure that it
meets the Council’s practical needs.

The Media Protocol describes the collective responsibility for speed of
response and sign off on all media enquiries. It clarifies roles and
responsibilities, highlights the need for information sharing, and establishes a
clear sign off process for both print/web based requests and interview
requests for broadcast media. It emphasises the need to respond to media
enquiries in a timely manner, the need for named deputies and highlights the
requirement to understand preferred contact methods and access to smart
phones for reading releases and statements on the go. It categorises media
enquiries into categories A, B, C and D, recognising that not all enquiries are
the same. It also clarifies the routing of all media enquiries within the
organisation which should always be directed to
communications@southampton.gov.uk, 023 8083 2000, or 07901 008786.

and Officer Protocol

In summary, it is considered by the Head of Legal and Democratic Services
that all matters referred to in the concerns of Full Council in April 2013 have
been addressed as much as they can be by virtue of revising the appropriate
Protocols and bringing these to the attention of officers and Members.
However, what is not in the gift of officers is to ensure compliance. Whilst the
protocols, procedures and codes adopted by the Council are robust, sensible,
proportionate and should be relatively easily understood, officers cannot
legislate for anyone, officer or member, breaching those protocols. Should
that happen there are sanctions in place, such as the law permits.

It is, therefore, believed, that everything that reasonably could be done has
been done and that at this point in time, no further action or revisions to
protocols is required save for the revised Media Protocol as indicated.

Matters arising from the Employment and Appeals Panel

13.

On 2" October 2013, the Employment and Appeals Panel heard a grievance
from two employees relating to the unauthorised release to the media of
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14.

15.

16.

17.

18.

personal (salary) information held by the Council. As a result certain
recommendations are proposed as requested by the Panel.

The management investigation into the grievance established this personal
information had been shared with a Member following a legitimate request by
that Member for information. The information was then disseminated by the
Member to another group of Members without the knowledge or consent of
the author. While the investigation concluded that no breach of the Council’s
Constitution or rules relating to sharing information with Members had taken
place, nor was there any breach of the Data Protection Act arising from
sharing that information, it is clear that the subsequent release of that
information by persons unknown to the media was unlawful and a clear
breach of confidence. As the Council could not identify the person who
released the information to the media no formal action could be taken in this
regard. The employees appealed the findings of the initial investigation report
and, at the stage 1 hearing, management determined there was some
uncertainty over the level of personal information that was requested or that
needed to be provided to comply with the initial Member request. This led to
management suggesting recommendations to Governance Committee
regarding strengthening the existing text within the Protocol on Officer /
Member Relations.

The employees appealed further to the Employment and Appeals Panel. The
decision of the Employment and Appeals Panel upheld the initial investigation
and stage 1 findings, including the recommendations to Governance
Committee.

The recommendation is to amend the Protocol on Officer / Member Relations
to include a requirement that:

a. Any Member request for personal information or personal data about
an individual employee (rather than a general group of employees as
a whole) should only be supplied where there is a demonstrable need
for that Member to have the information at that level of detail in order
to carry out their duties as a Member of the Council. Any such
requests should be referred to and considered by the Head of
Strategic HR who may if necessary refer the request to the Monitoring
Officer.

b. In cases where such information is to be released the Head of
Strategic HR will specifically remind the Member that the information
is confidential, subject to the protection of the Data Protection Act
1998 and confirm the necessary measures for handling that data in
order to keep it confidential and ensure that it is not further disclosed
to any other person or body either within or external to the Council.

It should be noted that in parallel to the grievance process, the Information
Commissioner’s Office (ICO) investigated the matter and decided that the
Council’s data protection security measures were adequate and that the
Council had complied with the requirements of the Data Protection Act 1998.

While the Council’s procedures and processes have been upheld as lawful
and adequate to meet the requirements of the Data Protection Act and its own
Constitution, in light of this particular case it is felt that the opportunity to
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further improve council processes should be taken by introducing appropriate
checks and balances such as those in the recommendations above. There
will also be a need for further data protection training for Members and
officers following any amendment to the Protocol on Officer and Member
Relations.

Call In arrangements post elections but before the next Council meeting

19. At Annual Council the proposals as below were considered:

“The Leader has requested that if following either annual or a by
election the political control of the authority changes as a direct
result that the Constitution is revised so that no significant decisions
can be taken by Council, the Executive, or by Executive Members
through delegated powers during the period between annual
elections and the AGM. The concem is that the Council’s
arrangements need to ensure that there is no “democratic deficit”
which to the public would appear to show political bias and limited
legitimacy in the circumstances when one political party (whichever
party that is) may have lost control of the Council. The revisions are
attached on Appendix 2.

Such changes will not affect the Council’s ability to react to any time
limited or emergency matters, in the rare event that they should they
arise as there are existing adequate powers under the Officer
Scheme of Delegation to permit the Chief Executive, Director of
Corporate Services or Head of Legal, HR and Democratic Services
to act.

The desire to do so has come as a result of the circumstances
relating to the Rom TV outsourcing review which was due to be
considered by Overview and Scrutiny Management Committee on
11th April 2013 but was deferred until after the AGM. The
Governance Committee has considered the specific issue and
recommended revisions as detailed below:

PERIODS BETWEEN ELECTIONS

“If, following either annual elections or a by election, the political
control of the authority changes, as a direct result no meetings of
Council can be called, or the Urgent Business Sub Committee
convened to enable significant decisions to be taken until the next
meeting of Council.

Such changes will not affect the Council’s ability to react to any time
limited or emergency matters, in the rare event that they should they
arise as there are existing powers under the Officer Scheme of
Delegation to permit the Chief Executive, Director of Corporate
Services or Head of Legal, HR and Democratic Services to act.”

20. It was resolved that the matter be revisited by Governance Committee as part
of the next round of annual revisions. Officers have revisited what can
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practically be done to ensure that the “democratic deficit” referred to in the
original report to Council is addressed. The difficulty is devising a revised
solution is that by law call ins are permitted after any Executive decision is
made. It is, therefore, the timing of the original decision, the call in and then
the timing of the subsequent Cabinet meeting to reconsider (should this be
needed) that causes the potential issue. Whilst the last scheduled meeting
before an election could take place well before the election there is no
guarantee, for a variety of reasons, that the matter would be ultimately
disposed of before the election. The only guarantee that the matter will not be
decided upon after call in is by putting in place a local arrangement so no
Cabinet meeting can take place during this interregnum. That remains the
only option which at law will work and in practice meets the “democratic
deficit” concern and therefore remains the recommendation.

RESOURCE IMPLICATIONS
Capital/Revenue

21. None.
Property/Other
22. None.

LEGAL IMPLICATIONS
Statutory power to undertake proposals in the report:

23.  Localism Act 2011, S101 Local Government Act 1972
Other Legal Implications:

24. None.

POLICY FRAMEWORK IMPLICATIONS
25. None.

KEY DECISION? No

WARDS/COMMUNITIES AFFECTED: None
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SUPPORTING DOCUMENTATION

Appendices
1. Media Protocol
2. Member and Officer Protocol — draft revisions

Documents In Members’ Rooms

1. None

Equality Impact Assessment

Do the implications/subject of the report require an Equality Impact No
Assessment (EIA) to be carried out.

Other Background Documents

Equality Impact Assessment and Other Background documents available for
inspection at:

Title of Background Paper(s) Relevant Paragraph of the Access to
Information Procedure Rules / Schedule
12A allowing document to be
Exempt/Confidential (if applicable)

1. None
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Southampton City Council: Media Proto'Ac‘gle ngielntd?:l 7/

Protocol objectives

1. To clarify roles and responsibilities. 4. To gather and update information from councillors and
officers on their preferred methods of contact when

2. To highlight the need for information sharing between . . e . . P
signing off time sensitive media relations activities.

service areas, Cabinet Members and other affected teams
/partner organisations prior to briefing Communications 5. To highlight the importance of a named deputy for
on requirements. when officers and councillors are on holiday, sick or out

3. To establish a clear sign-off process on all communications of the office.

relating to the media including invites, releases 6. To highlight the need to respond to media enquiries in
and statements. a timely manner - often within the same day to meet
lunchtime or evening media slots/print deadlines.

Routing all media enquiries

All media enquiries should be directed to the Communications team via the following methods;
communications@southampton.gov.uk, 023 8083 2000 or 07901 008786.

Media enquiries can come into any part of council, especially to Cabinet Members, CMT members, managers, Democratic
Services and PAs to the councillors. When this occurs enquiries should always be passed back to the Communications team to
manage. Media enquiries should not be directed to email addresses of individual officers within the Communications team -
the generic email and phone number above must always be used.

Collective responsibility for speed of response and sign off

All Cabinet Members, CMT members, Heads of Service and managers will need to be contacted by the Communications team
in relation to media enquiries, often at short notice. It is therefore important that in these circumstances individuals
preferred methods of contact, their ability to read releases on mobile phones, and their deputies are known by the
Communications team. It is essential that the names of deputies are provided to ensure periods of holiday, sickness and
absence do not delay media response times. It is the responsibility of CMT, Heads of Service and managers to ensure they
provide this information to communications.

9 Media enquiry categories
([

Category A

Request relates to a topic with implications for serious reputational damage such as a major incident. Approved response
required from Leader and/or Chief Executive within one hour. Response to be copied to Director of Corporate Services, Chief
Financial Officer, and Assistant Chief Executive.

Category B

Request relates to a topic with implications for some reputational damage or is an opportunity to promote a high profile
council initiative. Answer is not currently in the public domain. Approved response required from CMT member or relevant Cabinet
Member within four hours. Response to be copied to Director of Corporate Services and Assistant Chief Executive.

Category C
Request relates to a topic without a risk for significant reputational damage, or is not related to a council priority.
Approved response required by CMT member or relevant Cabinet Member within 24 hours.
Category D

Request relates to information already in the public domain or to a pre-approved statement.
Communications to issue response, then notify the appropriate CMT member and relevant
Cabinet Member that this has been done.

’

SOUTHAMPTON
CITY COUNCIL o



Southampton City Council: Media Protocol

Protocol for managing requests
from print/web based press

ENQUIRY:

The on-duty Senior Communications Officer (SCO) takes an
enquiry from the media, logs it on Vuelio (a media relations
management system) and advises the relevant Cabinet
Member, CMT member and senior manager that a statement
needs to be supplied and the time-frame for response.

INFORMATION GATHERING:

The service area provides feedback to the enquiry within
the appropriate timescale for the category of enquiry
(between one and 24 hours), where possible in written
bullet points. Any accompanying tables or additional data
should be provide along with an explanation.

RESPONSE:

The on duty SCO drafts a release based on the information
provided. The on duty SCO will also draft a statement

from the lead Cabinet Member for the service area. On
occasion, statements may be attributed to council officers

if they are operational and service-related. The relevant
Cabinet Member and CMT member should approve of this
approach. Statements should never be attributed to a council
officer/ council spokesperson if they are policy related. The
exception to this rule is during the pre election period when
CMT members and senior managers will be the default
spokespersons.

CIRCULATION & SIGN OFF:

When seeking sign off for a release the SCO will aim to
email it first to the relevant senior manager and CMT
member for approval prior to going to the Cabinet Member
for approval. Due to very short time scales this is not
always possible and therefore it is also acceptable to send
releases to a Cabinet Member at the same time as a senior
manager and CMT member. If the subject matter is cross
cutting the senior manager must tell the SCO who else to
copy the release to for comment and approval i.e. other
senior managers, partners etc. If the release could present
a reputational risk it must be submitted to the Leader, Chief
Executive, Head of Legal and Democratic Services, Chief
Financial Officer, and Assistant Chief Executive for comment
and approval. Wherever possible all approvals must be
confirmed by email.

ISSUING TO THE MEDIA:

Once a statement or release is approved by all necessary
parties the on duty SCO will issue it to the media via Vuelio.
The system will also send a copy to Council’s Management
Team and Cabinet for information.

ENQUIRY:

The on-duty SCO takes a request from the media for
an interview and advises the Cabinet Member, CMT
member and senior manager. In some circumstances
the CMT member or senior manager will be requested
for interview. This should only occur when the Cabinet
Member desires support or when the matter is purely
operational. Council officers should not speak to the
media on any policy related subjects or issues. Email
confirmation from the Cabinet Member that they are
happy for a council officer to be interviewed on their own
must be obtained.

INFORMATION GATHERING:

The senior manager briefs the on duty SCO, CMT
member and Cabinet Member on the topic providing
relevant written material. If the subject matter presents
a reputational risk, the senior manager must ensure all
material provided to the on duty SCO has been checked
with the Chief Executive, Head of Legal and Democratic
Services, and Chief Financial Officer.

INTERVIEW ORGANISATION, PREPARATION, & TRAINING:

Once the Cabinet Member, CMT member or senior manager
has agreed to do an interview, the on duty SCO works

with their PAs to organise and communicate the agreed
time and location. Where required, the Communications
Manager will organise additional media training for
individuals.

INTERVIEW & DEBRIEF:

The agreed individual undertakes the interview with

the media. The on duty SCO may not be able to attend

the interview in person due to other communications
commitments. The interviewee reports back to the on duty
SCO after the interview to de-brief how it went.

This can be done by email.

Note: The term Cabinet Member includes the Leader of the
Council for enquiries relating to their portfolio area.
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Appendix 2

Protocol on Member / Officer Relations

Introduction and Principles

1.1 The purpose of this Protocol is to guide Members and Officers of the Council in their
relations with one another in such a way as to ensure the smooth running of the
Council.

1.2 Given the variety and complexity of such relations, this Protocol does not seek to be
either prescriptive or comprehensive. It simply offers guidance on some of the issues
which most commonly arise. It is hoped, however, that the approach which it adopts
to these issues will serve as a guide to dealing with other circumstances.

1.3 This Protocol is to a large extent a written statement of current practice and
convention. It seeks to promote greater clarity and certainty. If the Protocol is
followed it should ensure that Members receive objective and impartial advice and
that Officers are protected from accusations of bias and any undue influence from
Members.

14 It also seeks to reflect the principles underlying the respective Codes of Conduct
which apply to Members and Officers. The shared object of these codes is to
enhance and maintain the integrity (real and perceived) of local government and the
Codes, therefore, demand very high standards of personal conduct.

1.5 This Protocol is a local extension of the Members’ and Employees’ Codes of
Conduct. Consequently, a breach of the provisions of this Protocol may also
constitute a breach of those Codes.

1.6 This Protocol should be read in conjunction with the Members’ and Employees’
Codes of Local Government Conduct, the Council’s Constitution and any guidance
issued by the Governance Committee and/or Monitoring Officer.

Allegations of Member or Officer Misconduct: Responses by Members or Officers as
appropriate

2.1 In a situation where a Member identifies that an Officer may have committed a
breach of the Council’s disciplinary rules and procedures, s/he shall draw the issue to
the attention of the Chief Executive (Head of Paid Service) who, following
consultation with the Head of Legal, HR & Democratic Services, will ensure that the
appropriate action is taken.

2.2 In respect of an Officer who believes a Member has breached the Members’ Code of
Conduct, they should:

not offer any opinion or judgement upon that conduct to the Member;

they must advise the Monitoring Officer immediately of the circumstances,
facts, their belief and the rationale behind it, including supplying all and any
documentation; and

C. they should not comment further on the issue to any other Officer or Member
without the prior consent of the Monitoring Officer.

These provisions are to protect both the Member and Officer, avoid Officers from
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becoming unduly involved in allegations of Member misconduct at an inappropriate
level and to ensure that any investigation that may need to be carried out by the
Monitoring Officer or other agency, is not in any way fettered or damaged.

The Relationship: General Points

3.1

3.2

3.3

3.4

3.5

3.6

Both Councillors and Officers are servants of the public and they are indispensable to
one another. But their responsibilities are distinct. Councillors are responsible to the
electorate and serve only so long as their term of office lasts. Officers are
responsible to the Council. Their job is to give advice to Councillors and the Council,
and to carry out the Council's work under the direction and control of the Council, the
Executive, their committees and subcommittees.

At the heart of the Code, and this Protocol, is the importance of mutual respect.
Member / Officer relationships are to be conducted in a positive and constructive
way. Therefore, it is important that any dealings between Members and Officers
should observe standards of courtesy and that neither party should seek to take
unfair advantage of their position or seek to exert undue influence on the other party.

Inappropriate relationships can be inferred from language / style. To protect both
Members and Officers, Officers should address Members as “Councillor XX / Mr or
Madam Mayor / Sheriff’ save where circumstances clearly indicate that a level of
informality is appropriate, eg a one to one between a Head of Service and their
respective Cabinet Member.

A Member should not raise matters relating to the conduct or capability of an Officer
in a manner that is incompatible with the objectives of this Protocol. This is a long-
standing tradition in public service. An Officer has no means of responding to such
criticisms in public. If a Member feels s/he has not been treated with proper respect,
courtesy or has any concern about the conduct or capability of an Officer, and fails to
resolve it through direct discussion with the Officer, s/he should raise the matter with
the respective Head of Service of the Division. The Head of Service will then look
into the facts and report back to the Member. If the Member continues to feel
concern, then s/he should report the facts to the Director who heads the Directorate
concerned, or if, after doing so, is still dissatisfied, should raise the issue with the
Chief Executive who will look into the matter afresh. Any action taken against an
Officer in respect of a complaint, will be in accordance with the provisions of the
Council’s Disciplinary Rules and Procedures.

An Officer should not raise with a Member matters relating to the conduct or
capability of another Officer or to the internal management of a Section / Division /
Directorate at or in a manner that is incompatible with the overall objectives of this
Protocol.

Where an Officer feels that s/he has not been properly treated with respect and
courtesy by a Member, s/he should raise the matter with his/her Head of Service,
Director or the Chief Executive as appropriate, especially if they do not feel able to
discuss it directly with the Member concerned. In these circumstances the Head of
Service, Director or Chief Executive will take appropriate action either by
approaching the individual Member and/or group leader or by referring the matter to
the Head of Legal, HR & Democratic Services in the context of the Governance
Committee considering the complaint.
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The Relationship: Officer Support to Members: General Points
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4.2

4.3

4.4

4.5

4.6

4.7

Officers are responsible for day-to-day managerial and operational decisions within
the authority and will provide support to both the Executive and all Councillors in their
several areas.

Certain statutory officers — the Chief Executive, the Monitoring Officer and the Chief
Financial Officer — have specific roles. These are addressed in the Constitution.
Their roles need to be understood and respected by all Members.

The following key principles reflect the way in which the officer core generally relates
to Members:

. all officers are employed by, and accountable to the authority as a whole;

. support from officers is needed for all the authority’s functions including Full
Council, Overview and Scrutiny, the Executive, individual Members
representing their communities, etc;

. day-to-day managerial and operational decisions should remain the
responsibility of the Chief Executive and other officers;

. the authority will seek to avoid potential conflicts of interest for officers arising
from the separation of the Executive and Overview and Scrutiny role; and

. all officers will be provided with training and development to help them
support the various Member roles effectively and to understand the new
structures.

On occasion, a decision may be reached which authorises named Officers to take
action between meetings following consultation with a Member or Members. It must
be recognised that it is the Officer, rather than the Member or Members, who takes
the action and it is the Officer who is accountable for it.

It is important that all Members, in exercising their functions as a Councillor, take
appropriate legal, financial and professional officer advice, particularly about
contractual matters. In order to ensure the highest standards of conduct are
maintained at all times in relation to this important area of the Council’s functions,
additional guidance on Best Practice for Member Conduct during a Procurement
Exercise is laid out in Appendix D.

Generally, all Members — whether Executive or otherwise — should consider, when
invited to / attending a meeting, whether or not minutes should be taken and/or an
officer should be present. It is a matter for Members’ judgement whether this is
necessary / appropriate, but factors such as whether any commitment is likely to be
given on behalf of the Council and/or whether any complex financial, legal or
procurement issues may be discussed will be relevant in deciding that. In such
situations, Members are generally recommended to have an officer present and to
ensure that contemporaneous minutes are taken and, where appropriate, shared with
the other parties present to ensure that an accurate record is maintained. It will,
however, be a case of judgement on each and every occasion as to how and when
this principle is applied.

Finally, it must be remembered that Officers within a Division or Directorate are
accountable to their Head of Service and Director and that whilst Officers should
always seek to assist a Member, they must not, in so doing, go beyond the bounds of
whatever authority they have been given by their Head of Service or Director.
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The Relationship: Officer Support: Members and Party Groups

5.1

52

5.3

54

5.5

5.6

5.7

It must be recognised by all Officers and Members that in discharging their duties
and responsibilities, Officers serve the Council as a whole and not any political
group, combination of groups or any individual Member of the Council.

There is now statutory recognition for party groups and it is common practice for such
groups to give preliminary consideration to matters of Council business in advance of
such matters being considered by the relevant Council decision making body.
Officers may properly be called upon to support and contribute to such deliberations
by party groups but must at all times maintain political neutrality. All Officers must, in
their dealings with political groups and individual Members, treat them in a fair and
even-handed manner.

The support provided by Officers can take many forms. Whilst in practice such
Officer support is likely to be in most demand from whichever party group is for the
time being in control of the Council, such support is available to all party groups

Certain points must, however, be clearly understood by all those participating in this
type of process, Members and Officers alike. In particular:

5.4.1 Officer support must not extend beyond providing information and advice in
relation to matters of Council business. Officers must not be involved in
advising on matters of party business. The observance of this distinction will
be assisted if Officers are not present at meetings or parts of meetings, when
matters of party business are to be discussed;

5.4.2 party group meetings, whilst they form part of the preliminaries to Council
decision making, are not empowered to make decisions on behalf of the
Council. Conclusions reached at such meetings do not therefore rank as
Council decisions and it is essential that they are not interpreted or acted
upon as such; and

5.4.3 similarly, where Officers provide information and advice to a party group
meeting in relation to a matter of Council business, this cannot act as a
substitute for providing all necessary information and advice to the relevant
Committee or Sub-Committee when the matter in question is considered.

Special care needs to be exercised whenever Officers are involved in providing
information and advice to a party group meeting which includes persons who are not
Members of the Council. Such persons are not bound by the National Code of Local
Government Conduct (in particular, the provisions concerning the declaration of
interests and confidentiality) and for this and other reasons, Officers may not attend
and/or give advice to such meetings.

Officers must respect the confidentiality of any party group discussions at which they
are present in the sense that they should not relay the content of any such discussion
to another party group.

Whilst any Member may ask a relevant Head of Service, Director or the Chief
Executive for written factual information about a Directorate or service, such requests
must be reasonable and not seek information relating, for instance, to case work of a
similar nature, eg Social Services, employment, etc. Requests will be met subject to
any overriding legal considerations (which will be determined by the Head of Legal,
HR & Democratic Services), or if the recipient of any request considers the cost of
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5.8

5.9

5.10

511

5.12

providing the information requested or the nature of the request to be unreasonable.
If a Member requesting such information is dissatisfied by such a response, s/he
should raise the matter in the first place with the relevant Director, and if still
dissatisfied should raise the matter with the Chief Executive who will discuss the
issue with the relevant Group Leader(s).

Requests for information about generic group employee matters such as divisional
structures, the overall cost of service provision for a group of employees etc should
be considered in the normal way as set out above. Heads of Service, Directors or the
Chief Executive should ensure that any information supplied does not contain any
personal information (within the meaning of the data Protection Act 1998) relating to
individual employees such as salary, grade, Trade Union affiliation etc.

Requests for personal information about specific employees or where the group of
employees is so small that individual employees personal details are likely to be
revealed should only be considered where a Member has a demonstrable need for
such detailed personal information in order to carry out the business of the Council
and they could not carry out that business without the information being supplied in a
redacted form. Any such request must be accompanied by the Members reasons for
requiring the information and must be forwarded to the Head of HR for determination
(following consultation with the Council’s Data Protection Officer and / or Monitoring
Officer as appropriate).

All information held by the Council, in whatever form, is confidential to the Council
unless and until such confidentiality is waived by the Proper Officer and subject to the
requirements of the Data Protection Act 1998. Officers and elected Members are
responsible for ensuring that personal information and data is only handled and
processed in accordance with the provisions of the Act and to familiarise themselves
with their obligations under the Act accordingly. Officers or Members who require
advice or assistance in relation to their duties under the Data Protection Act 1998
should take advice from the Head of Legal, HR & Democratic Services or the
Corporate Legal Team as appropriate.

In relation to budget proposals:

a. the Administration shall be entitled to confidential information / discussions
with Officers regarding options and proposals. These will remain confidential
until determined by the Administration or until published in advance of
Committee / Council meetings, whichever is the earlier; and

b. the opposition groups shall also be entitled to confidential information /
discussions with Officers to enable them to formulate alternative budget
proposals. These will remain confidential until determined by the respective
opposition groups or until published in advance of Committee / Council
meetings, whichever is the earlier.

As part of the Budget process, Officers may be called upon to give advice on
budgetary proposals, wherever they may emanate from (once political confidentiality
has been lifted). This is in addition to the "normal" rights that any member has to
seek advice "in confidence" from Officers. In addition, Officers may feel it
appropriate to offer advice to individuals, groups or all Members. In doing so, they
should be aware of the need to remain impartial. It is appropriate and indeed, in
certain circumstances, necessary that as a matter of professional judgement, if a
proposed course of action is imprudent, that Officers should advise the Members of
the Authority that this is so. It would, however, be for the Officer to decide how and
when to do so, subject to the general rules outlined in paragraph 5.10 below. This is
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5.13

5.14

5.15

without prejudice to issues of legality and financial administration which are covered
by specific duties placed on the Chief Financial Officer and Monitoring Officer.

In view of the need to ensure that the professional integrity of Officers is not
impugned, deliberately or inadvertently, the following principles will be applied
(although they may be departed from by the Chief Executive, Monitoring Officer or
Chief Financial Officer as and when appropriate given their specific statutory duties):

a. any advice or information provided to any Member(s) in writing will be marked
‘strictly confidential, signed and dated by the responsible Officer and shall
follow the guidelines set out in Appendix B;

b. generally, such advice / information will be provided to the Group Leaders,
unless there are over-riding considerations associated with the statutory
responsibilities of the Head of Paid Service / Chief Financial Officer /
Monitoring Officer which would warrant the advice being shared with all
Members;

C. Group Leaders and Members who received such advice will treat such advice
as strictly confidential to the Council and will ensure that, if such advice is
further shared or disseminated within their groups, their groups understand
that the advice is confidential to the Council and not to be disclosed further
under any circumstances.

d. Officers will also provide, as appropriate, briefings for either Group Leaders
and/or all Members as requested by the Group Leaders and/or determined by
the Chief Executive, Chief Financial Officer and/or Monitoring Officer prior to
the Budget on any particular issues or matters which those Officers, as a
matter of professional judgement, consider should properly be drawn to
Members’ attention.

The over-riding obligation will be to ensure that the integrity of the administration of
public affairs is maintained. The prime responsibility of Officers in the matter of any
challengeable decision arises in advising Members of the Council before decisions
are reached. It is incumbent, in these circumstances, for Councillors to be fully
advised on the legal and financial consequences of any proposed course of action.

It must not be assumed by any party group or Member that any Officer is supportive
of any policy or strategy developed because of that Officer's assistance in the
formulation of that policy or strategy.

Any particular cases of difficulty or uncertainty in this area of Officer advice to party
groups should be raised with the Chief Executive who will discuss them with the
relevant group leader(s).

The Relationship: Officer Support: The Executive

6.1

6.2

It is clearly important that there should be a close working relationship between
Executive Members and the Officers who support and/or interact with them.
However, such relationships should never be allowed to become so close, or appear
to be so close, as to bring into question the Officer's ability to deal impartially with
other Members and other party groups.

Whilst Executive Members will routinely be consulted as part of the process of
drawing up proposals for consideration or the agenda for a forthcoming meeting, it
must be recognised that in some situations an Officer will be under a professional
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6.3

6.4

6.5

6.6

6.7

6.8

duty to submit a report. Similarly, a Head of Service or other senior Officer will
always be fully responsible for the contents of any report submitted in his/her name.
This means that any such report will be amended only where the amendment reflects
the professional judgement of the author of the report. This is to be distinguished
from a situation where there is a value judgement to be made. Any issues arising
between an Executive Member and a Head of Service in this area should be referred
to the Chief Executive for resolution in conjunction with the Leader of the Council.

The Executive and its members have wide ranging leadership roles. They will:

¢ lead the community planning process and the search for Best Value, with input
and advice from Overview and Scrutiny Committees, area committees and any
other persons as appropriate;

¢ lead the preparation of the local authority’s policies and budget;

¢ take in-year decisions on resources and priorities, together with other
stakeholders and partners in the local community, to deliver and implement the
budget and policies decided by the Full Council; and

¢ be the focus for forming partnerships with other local public, private, voluntary
and community sector organisations to address local needs.

Where functions which are the responsibility of the Executive are delegated to
Officers or other structures outside the Executive, the Executive will nevertheless
remain accountable to the Council, through Overview and Scrutiny Committees, for
the discharge of those functions. That is to say, the Executive will be held to account
for both its decision to delegate a function and the way that the function is being
carried out.

Under Executive Arrangements, individual Members of the Executive will, for the first
time, be allowed to formally take decisions. The Executive and Cabinet members
must satisfy themselves that they are clear what exactly they can and cannot do.

The Council has put in place mechanisms / protocols which ensure that (as with the
Council, its Committees and Sub-Committees, and the Executive and its
Committees) an individual Executive Member seeks advice from relevant Officers
before taking a decision within her or his delegated authority. This includes taking
legal advice, financial advice and professional officer advice (particularly about
contractual matters) as well as consulting the Monitoring Officer where there is doubt
about vires.

As a result of the particular issues arising during contractual discussions, particular
guidance has been provided for all Members at Appendix D to this Officer / Member
Protocol. Whilst this guidance is predominantly aimed at Executive Members, who
will largely be the Members directly involved in discussions with potential tenderers /
contractors / sub-contractors during the course of a procurement exercise, it is not
exclusively aimed at Executive Members — it is specifically aimed at all Members,
and for that reason, all Members should be aware that their conduct during a
procurement exercise should follow the guidance in Appendix D.

Decisions taking by individual Members of the Executive give rise to legal and
financial obligations in the same way as decisions taken collectively. Therefore,
Members of the Executive should always be aware of legal and financial liabilities
(consulting the Monitoring Officer and Chief Financial Officer as appropriate) which
will arise from their decisions. To ensure effective leadership for the local authority
and the communities it serves, there are arrangements to ensure co-ordination of
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6.9

6.10

and haring responsibility for Executive decisions including those made by individuals.

Officers will continue to work for and serve the local authority as a whole.
Nevertheless, as the majority of functions will be the responsibility of the Executive, it
is likely that in practice many Officers will be working to the Executive for most of
their time. The Executive must respect the political neutrality of the Officers. Officers
must ensure that, even when they are predominantly supporting the Executive, that
their political neutrality is not compromised.

In organising support for the Executive, there is a potential for tension between Chief
Officers and Cabinet Members with portfolios. All Members and Officers need to be
constantly aware of the possibility of such tensions arising and both Officers and
Members need to work together to avoid such tensions and conflicts existing or being
perceived.

The Relationship: Officer Support: Overview and Scrutiny

7.1

7.2

7.3

7.4

Overview and Scrutiny is an important constituent part of effective democracy and
the Council's constitutional arrangements. Officers have lead and significant role in
making it effective. However, it is not Overview and Scrutiny’s role to act as a
disciplinary tribunal in relation to the actions of Members or Officers. Neither is it the
role of Officers to become involved in what would amount to disciplinary
investigations on a Panel’s behalf. This is the Chief Executive’s function alone in
relation to staff, the Monitoring Officer's and the Governance Committee as regards
the conduct of Members. This means:

¢ Overview and Scrutiny’s questioning should not be directed to the conduct of
individuals, not in the sense of establishing the facts about what occurred in the
making of decisions or implementing of Council policies, but with the implication
of allocating criticism or blame;

¢ in these circumstances, it is for the Chief Executive to institute a formal enquiry,
and Overview and Scrutiny may ask (but not require) him to do so.

Overview and Scrutiny should not act as a “court of appeal’ against decisions or to
pursue complaints by individuals (Councillors, Officers or members of the public) as
other procedures exist for this. These are internal, eg the Corporate Complaints
Procedure, and external / statutory, eg Local Government Ombudsman or appeal to
the Courts. That said,

+ Overview and Scrutiny may investigate the manner in which decisions are made
but should not pass judgements on the merits of a decision in individual cases;

¢ they can comment, however, on the merits of a particular policy affecting
individuals.

It would be unfair to invite someone to appear before a Panel without telling them in
general terms what they will be asked, or not giving them adequate time to prepare.
Overview and Scrutiny ought to provide written questions (‘Indicative Topics”)
beforehand, so that the answers can form the basis of the questioning and
discussion. In addition, speakers ought to be told the general line that further
questioning is likely to take. Questioning should not stray outside the subject area
that the Panel had previously indicated.

The Overview and Scrutiny Handbook contains guidelines as to the procedure at
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Evidence Meetings, and guidance for Members and Officers.

7.5 Overview and Scrutiny are, however, entitled to the following:

a.

the level and extent of questioning, and the depth to which Overview and
Scrutiny Members may probe Officers is dependent upon the seniority of the
Officers present — accordingly when calling Officers to give evidence,
Members may wish to consider the level and nature of the Officer they wish to
have before them in the light of the line of questioning they wish to follow;

Officers may be asked to give a professional opinion, and Officers may be
asked to give alternative options. Officers may not confine themselves solely
to justifying either the position of or the advice that they gave to the
Executive, although in giving options, it is to be expected that they will explain
the rationale for the advice that they gave and if the advice given to the
Executive reflects, in their professional opinion, the best option, to justify that;

it is appropriate for Members of Overview and Scrutiny to ask Officers to
explain and justify advice given to Members, whether on the Executive or
otherwise, prior to decisions being taken, and to justify decisions Officers
have taken under delegated powers;

7.6 Officers are expected:

a.
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to maintain political impartiality at all times when commenting on the
Cabinet’s / Council’s policies and actions;

to be prepared to explain and justify advice given to Members, including
members of the Executive and the Council prior to decisions being taken and
to justify decisions they themselves have taken under the Scheme of
Delegation;

to ensure that an Officer of sufficient seniority appears before the relevant
meeting in the light of the indicative topics supplied by Overview and Scrutiny
in advance;
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d. where requested to provide information to Scrutiny, eg on alternative options.
to provide that information in as a comprehensive and timely fashion as if the
request had come from the Executive.

e. to respond to questions from Members in an open, constructive and helpful
manner;
f. not to mislead or be economical with the truth.

Support services to Members and Party Groups

8.1

The only basis on which the Council can lawfully provide support services (eg,
stationery, typing, printing, photo-copying, transport etc) to Members is to assist them
in discharging their role as Members of the Council. Such support services must
therefore only be used on Council business. They should never be used in
connection with party political or campaigning activity or for private purposes.

Members’ Access to Information and to Council Documents

9.1

9.2

9.3

9.4

Members have the ability to ask for information pursuant to their legal rights to
information. This right extends to such information, explanation and advice as they
may reasonably need in order to assist them in discharging their role as a Member of
the Council. This can range from a request for general information about some
aspect of the Council’s activities to a request for specific information on behalf of a
constituent. Such approaches should normally be directed to the Head of Service or
another senior Officer of the Division concerned. Requests for employee related
information (whether group of employees or individual employees) must be treated in
accordance with paragraphs 5.8 — 5.10 above. In cases of doubt, Members should
approach the Head of Legal, HR & Democratic Services for assistance.

As regards the legal rights of Members to inspect Council documents, these are
covered partly by statute and partly by the common law.

Members will find set out in Appendix C guidance on their rights to obtain
information. The law in this area is complex, legislation including the Access to
Information provisions of the Local Government Act 1972, the Data Protection Act
1998 as well as the Local Government Act 2000 have all had an impact. However,
the Freedom of Information Act 2000 will have an even greater impact, and could
potentially provide Members with a single route through which to obtain information in
support of their work, whatever their role within the authority. The guidance note set
out in Appendix C maps the hierarchy of rights of Members to information, but should
be read in combination with the contents of the Constitution, most particularly the
Access to Information Procedure Rules which cover the statutory obligations of the
authority in terms of information and its relationship with the decision-making
process.

In relation to business of the Executive, by virtue of Regulation 16 of the Local
Authorities (Executive Arrangements) (Meetings and Access to Information)
(England) Regulations 2012:

i. where there is a meeting (eg Cabinet) and there is a document which is in the
possession / under the control of the Executive relating to the business to be
conducted at that meeting, that document shall be available for inspection at
least five clear days before that meeting;
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9.5

. where the decision is made at a private meeting by a Cabinet Member or is a
Key Decision delegated to an Officer, the document shall be available either
after the meeting closes or when the decision is made;

iii. there are savings for exempt and confidential material and any document that
contains advice provided by a political advisor or assistant.

Finally, any Council information provided to a Member is deemed to be information
provided in confidence, is subject to the protections afforded by the Data Protection
Act 1998 and must only be used by the Member for the purpose for which it was
provided, ie in connection with the proper performance of the Member’s duties as a
Member of the Council. Therefore, for example, early drafts of Committee reports /
briefing papers are not suitable for public disclosure and should not be used other
than for the purpose for which they were supplied. This point is emphasised in
paragraph 2(1)(d) of the Members’ Code of Conduct:

“2. General Obligations
(1) When acting in your role as a member of the authority —
a.

QLO T

do not disclose information given to you in confidence by anyone, or
information acquired by you which you believe, or ought reasonably to
be aware, is of a confidential nature, except where—
I. you have the consent of a person authorised to give it;
ii. you are required by law to do so;
fif. the disclosure is made to a third party for the purpose of
obtaining professional legal advice provided that the third party
agrees not to disclose the information to any other person; or
iv. the disclosure is-
(aa) reasonable and in the public interest; and
(bb) made in good faith and in compliance with the
reasonable requirements of the authority; and
(cc)  you have consulted the Monitoring Officer prior to its
release.
e.

Failure to observe this obligation or disclosure of confidential information may amount to a
breach of the Code of Conduct. Failure to safeguard and protect the confidentiality of
personal information within the meaning of the Data Protection Act 1998 may result in
prosecution of the Authority and / or any individual Officer or Member by the Information
Commissioner and the imposition of significant monetary penalties.

Correspondence and Advice

10.1

10.2

10.3

Members seeking advice from officers shall be entitled to assume that such advice is
given under “Chatham House rules” in terms of disclosure to other Members, unless
otherwise agreed with the officer(s) concerned.

Correspondence between an individual Member and an Officer should not normally
be copied (by the Officer) to any other Member. In other words, a system of “silent
copies” should not be employed.

Official letters on behalf of the Council should normally be sent in the name of the
appropriate Officer, rather than in the name of a Member. It may be appropriate in
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10.4

10.5

certain limited circumstances (eg, representations to a Government Minister) for a
letter to appear in the name of a Cabinet Member or the Leader or the Leaders of all
political groups represented on the Council by agreement, but this should be the
exception rather than the norm. Letters which, for example, create legal obligations
or give instructions on behalf of the Council should never be sent out in the name of
a Member, Executive or otherwise.

Correspondence received by Democratic Services from the public with a request that
it is either copied to Members and/or forwarded to Members will, subject to any over-
riding legal considerations, be forwarded / copied.

Officers responding to members queries should do so in a timely manner, and in
accordance with the agreed standards for replying to letters and E mails from
Members. Namely:

a. Members will receive an acknowledgement within two working days of the
date of the enquiry, to include the name and contact details of the officer
dealing with the enquiry (subject to leave, etc);

b. a response will be given as soon as possible but not later than 10 working
days of the date of the enquiry. If it is not possible to give a detailed response
within 10 working days, the councillor should be informed within that period of
the date by which they can expect to receive the information requested and
be given a reason for the delay.

Democratic Services, provides an alternative route whereby Members may make
enquiries or request information from officers within the authority. Any Member may
pass an enquiry to Democratic Services who will then refer it to the appropriate
officer and follow it up as necessary. Members can expect to be updated as to
progress by the officer responsible for replying to the request.

Publicity and Press Releases

11.1

Local authorities are accountable to their electorate. Accountability requires local
understanding. This will be promoted by the Authority, explaining its objectives and
policies to the electors and rate-payers. In recent years, all local authorities have
increasingly used publicity to keep the public informed and to encourage public
participation. Every Council needs to tell the public about the services it provides.
Increasingly, local authorities see this task as an essential part of providing services.
Good, effective publicity aimed to improve public awareness of a Council’s activities
is, in the words of the Government, to be welcomed.

Publicity is, however, a sensitive matter in any political environment because of the
impact it can have. Expenditure on publicity can be significant. It is essential,
therefore, to ensure that local authority decisions on publicity are properly made in
accordance with clear principles of good practice. The Government has issued a
Code of Recommended Practice on Local Authority Publicity. It is appended to this
Officer / Member Protocol (Appendix A). The purpose of the Code is to set out such
principles. The Code affects the conventions that should apply to all publicity at
public expense and which traditionally have applied in both central and local
government. The Code is issued under the provisions of the Local Government Act
1986 as amended by the Local Government Act 1988 which provides for the
Secretary of State to issue Codes of Recommended Practice as regards the content,
style, distribution and cost of local authority publicity, and such other matters as s/he
thinks appropriate. That section requires that all local authorities shall have regard to
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the provisions of any such Code in coming to any decision on publicity.

11.3  Officers and Members of the Council will, therefore, in making decisions on publicity,
take account of the provisions of this Code. If in doubt, Officers and/or Members
should initially seek advice from the Head of Communications who will refer the
matter to the Monitoring Officer / Head of Legal, HR & Democratic Services, if
necessary / appropriate. Particular care should be paid to any publicity used by the
Council around the time of an election. Particular advice will be given on this by the
Monitoring Officer / Head of Legal, HR & Democratic Services as appropriate.

Involvement of Ward Councillors

12.1  Whenever a public meeting is organised by the Council to consider a local issue, all
the Members representing the Ward or Wards affected should as a matter of course,
be invited to attend the meeting. Similarly, whenever the Council undertakes any
form of consultative exercise on a local issue, the Ward Members should be notified
at the outset of the exercise. More generally, Officers should consider whether other
policy or briefing papers, or other topics being discussed with an Executive Member,
should be discussed with relevant Ward Members. Officers should seek the views of
the appropriate Executive Member(s) as to with whom and when this might be done.

Conclusion

13.1  Mutual understanding, openness on these sorts of sensitive issues and basic respect
are the greatest safeguard of the integrity of the Council, its Members and Officers.

Officer / Member Protocol
14.1 This version was approved by the Council as part of the Constitution in May 2013.

14.2 Copies of the Protocol will be issued to all Members as part of the Constitution upon
election.

14.3 Questions of interpretation of this Protocol will be determined by the Head of Legal,
HR & Democratic Services.
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Appendix A

THE CODE OF RECOMMENDED PRACTICE ON LOCAL AUTHORITY PUBLICITY

Introduction

1.

This code applies to all local authorities in England specified in section 6 of the Local
Government Act 1986 and to other authorities in England which have that provision
applied to them by other legislation. Where the term “local authorities” is used in this
code it should be taken as referring to both those categories of authority. References
to “the Act” are to the Local Government Act 1986.

Local authorities are required by section 4(1) of the Act to have regard to the
contents of this code in coming to any decision on publicity. Section 6 of the Act
defines publicity as “any communication in whatever form, addressed to the public at
large or a section of the public”. The code therefore applies in relation to all decisions
by local authorities relating to paid advertising and leaflet campaigns, publication of
free newspapers and newssheets and maintenance of websites — including the
hosting of material which is created by third parties.

Nothing in this code overrides the prohibition by section 2 of the Act on the
publication by local authorities of material which in whole or in part appears to be
designed to affect public support for a political party. Paragraphs 21 to 24 offer some
guidance for local authorities on the management of publicity which may contain or
have links to party political material.

Principles

4.

Publicity by local authorities should:-

be lawful

be cost-effective

be objective

be even-handed

be appropriate

have regard to equality and diversity

be issued with care during periods of heightened sensitivity

Lawfulness

5.

Local authorities should ensure that publicity complies with all applicable statutory
provisions. Paid-for advertising must comply with the Advertising Standards
Authority’s Advertising Codes.

Part 3 of the Communications Act 2003 prohibits political advertising on television or
radio. Local authorities must ensure that their publicity does not breach these
restrictions.

Section 125 of the Political Parties, Elections and Referendums Act 2000 places a
specific restriction on the publication by a local authority of material relating to a
referendum under Part 7 of that Act, during the period of 28 days immediately before
the referendum is held.
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Regulation 5 of the Local Authorities (Conduct of Referendums) (England)
Regulations 2007 (S.I. 2007/2089) prohibits local authorities from publishing material
in the 28 days immediately before a referendum which expresses support for, or
opposition to a particular answer to a referendum question relating to the
constitutional arrangements of the authority.

Regulation 15 of the Local Authorities (Referendums, Petitions and Directions)
(England) Regulations 2000 (S.l. 2000/2852) prohibits local authorities from incurring
expenditure to publish material which appears designed to influence people in
deciding whether or not to sign a petition relating to the constitutional arrangements
of the authority, or to assist others to publish such material.

Cost-effectiveness

10.

11.

12.

13.

14.

In relation to all publicity, local authorities should be able to confirm that
consideration has been given to the value for money that is being achieved, including
taking into account any loss of potential revenue arising from the use of local
authority-owned facilities to host authority publicity.

In some circumstances it will be difficult to quantify value for money, for example
where the publicity promotes a local amenity which is free to use. In such a case
authorities should be able to show that they have given thought to alternative means
of promoting the amenity and satisfied themselves that the means of publicity chosen
is the most appropriate.

If another public authority, such as central government, has issued publicity on a
particular topic, local authorities should incur expenditure on issuing publicity on the
same matter only if they consider that additional value is achieved by the duplication
of that publicity. Additional value might be achieved if locally produced publicity gives
a local context to national issues.

The purchase of advertising space should not be used as a method of subsidising
voluntary, public or commercial organisations.

Local authorities should consider whether it is appropriate to seek advice from
economic analysts, public relations experts or other sources of expert advice before
embarking on a publicity campaign involving very large expenditure.

Objectivity

15.

16.

Local authorities should ensure that publicity relating to policies and proposals from
central government is balanced and factually accurate. Such publicity may set out the
local authority’s views and reasons for holding those views, but should avoid
anything likely to be perceived by readers as constituting a political statement, or
being a commentary on contentious areas of public policy.

Any publicity describing the council’s policies and aims should be as objective as
possible, concentrating on the facts or explanation or both. Local authorities should
not use public funds to mount publicity campaigns whose primary purpose is to
persuade the public to hold a particular view on a question of policy. It is acceptable
for local authority publicity to correct erroneous material which has been published by
other parties, despite the fact that the material being corrected may have been
published with the intention of influencing the public’s opinions about the policies of
the authority. Such publicity should seek to explain the facts in an objective manner.
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17.

18.

Where paid-for advertising is used by local authorities, it should be clearly identified
as being advertising. Paid-for advertising, including advertisements for the
recruitment of staff, should not be used in any publication owned or controlled by a
political party.

Advertisements for the recruitment of staff should reflect the tradition of political
impartiality of local authority employees and should not (except in the case of
advertisements relating to the appointment of staff pursuant to section 9 of the Local
Government and Housing Act 1989 (assistants for political groups)) refer to any
political activities or affiliations of candidates.

Even-handedness

19.

20.

21.

22.

23.

24.

25.

Where local authority publicity addresses matters of political controversy it should
seek to present the different positions in relation to the issue in question in a fair
manner.

Other than in the circumstances described in paragraph 34 of this code, it is
acceptable for local authorities to publicise the work done by individual members of
the authority, and to present the views of those individuals on local issues. This might
be appropriate, for example, when one councillor has been the “face” of a particular
campaign. If views expressed by or attributed to individual councillors do not reflect
the views of the local authority itself, such publicity should make this fact clear.

It is acceptable for local authorities to host publicity prepared by third parties — for
example an authority may host a blog authored by members of the authority or a
public forum on which members of the public may leave comments. Maintenance by
a local authority of a website permitting the posting of material by third parties
constitutes a continuing act of publication by that local authority which must
accordingly have a system for moderating and removing any unacceptable material.

It is generally acceptable for local authorities to host publicity, such as a blog, which
itself contains links to external sites over which the local authority has no control
where the content of those sites would not itself comply with this code. This does not
amount to giving assistance to any person for the publication of material which local
authorities are not permitted to publish. However, particular care must be taken by
local authorities during the period before elections and referendums to ensure that no
breach of any legal restriction takes place. It may be necessary to suspend the
hosting of material produced by third parties or public forums which contain links to
impermissible material during such periods.

It is acceptable for publicity containing material prepared by third parties and hosted
by local authorities to include logos of political parties or other organisations with
which the third parties are associated.

It is acceptable for publicity produced or hosted by local authorities to include a logo
associated with a particular member of the authority, such as a directly elected
mayor, or leader of the authority. Publicity material produced by local authorities
relating to a particular member must not seek to affect public support for that
individual.

Where local authorities provide assistance to third parties to issue publicity they
should ensure that the principles in this code are adhered to by the recipients of that
assistance.
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Appropriate use of publicity

26.

27.

28.

20.

30.

Local authorities should not incur any expenditure in retaining the services of
lobbyists for the purpose of the publication of any material designed to influence
public officials, Members of Parliament, political parties or the Government to take a
particular view on any issue.

Local authorities should not incur expenditure on providing stands or displays at
conferences of political parties for the purpose of publicity designed to influence
members of political parties to take a particular view on any issue.

Local authorities should not publish or incur expenditure in commissioning in hard
copy or on any website, newsletters, newssheets or similar communications which
seek to emulate commercial newspapers in style or content. Where local authorities
do commission or publish newsletters, newssheets or similar communications, they
should not issue them more frequently than quarterly, apart from parish councils
which should not issue them more frequently than monthly. Such communications
should not include material other than information for the public about the business,
services and amenities of the council or other local service providers.

Publicity about local authorities and the services they provide should be freely
available to anyone who wishes to receive such information in a format readily
accessible and understandable by the person making the request or by any particular
group for which services are provided.

All local authority publicity should clearly and unambiguously identify itself as a
product of the local authority. Printed material, including any newsletters, newssheets
or similar publications published by the local authority, should do this on the front
page of the publication.

Equality and diversity etc

31.

32.

Publicity by local authorities may seek to influence (in accordance with the relevant
law and in a way which they consider positive) the attitudes of local people or public
behaviour in relation to matters of health, safety, crime prevention, race relations,
equality, diversity and community issues.

Local authorities should consider how any publicity they issue can contribute to the
promotion of any duties applicable to them in relation to the elimination of
discrimination, the advancement of equality and the fostering of good relations.

Care during periods of heightened sensitivity

33.

34.

Local authorities should pay particular regard to the legislation governing publicity
during the period of heightened sensitivity before elections and referendums — see
paragraphs 7 to 9 of this code. It may be necessary to suspend the hosting of
material produced by third parties, or to close public forums during this period to
avoid breaching any legal restrictions.

During the period between the notice of an election and the election itself, local
authorities should not publish any publicity on controversial issues or report views or
proposals in such a way that identifies them with any individual members or groups
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of members. Publicity relating to individuals involved directly in the election should
not be published by local authorities during this period unless expressly authorised
by or under statute. It is permissible for local authorities to publish factual information
which identifies the names, wards and parties of candidates at elections.

35. In general, local authorities should not issue any publicity which seeks to influence
voters. However this general principle is subject to any statutory provision which
authorises expenditure being incurred on the publication of material designed to
influence the public as to whether to support or oppose a question put at a
referendum. It is acceptable to publish material relating to the subject matter of a
referendum, for example to correct any factual inaccuracies which have appeared in
publicity produced by third parties, so long as this is even-handed and objective and
does not support or oppose any of the options which are the subject of the vote.
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Appendix B
Guidelines for Council-wide Briefing Notes

1. This Guidance applies to briefing notes issued on a Council-wide basis associated
with / during the Budget process.

2. All Officer advice should always take account of and follow the general guidance set
out in this Officer / Member Protocol and the Council’s Constitution.

3. Specific advice is contained in this Officer / Member Protocol as to Council-wide
briefing notes issued as part of / during the Budget process at paragraphs 5.9 and
5.10 and this should be followed.

4, The content of any briefing notes issued on a Council-wide basis associated with /
during the Budget process, should follow this guidance as to its contents:

a. Topic;

b. Provenance - who requested the note be produce (advice may be reactive or
pro-active — so it may be an Officer decision that this advice was needed to
be placed before Members — in which case state who made that decision;

C. What is the current Council policy?
d. What is professional officer advice — including what are the ramifications of
the current Council policy and any possible / proposed changes to that?
e. Who is the author of the briefing note?
f. The note should be dated.
5. Any such Council-wide briefing notes associated with the Budget process should, if

not written by the relevant Directors, be cleared with them as well as the Chief
Financial Officer.

6. Before being issued, any Council-wide briefing notes associated with the Budget
process should be cleared with the Chief Executive.

Members should be left in no doubt as the provenance of any Council-wide briefing notes

associated with / issued during the Budget process, and should be clear what is Officer
professional advice regarding the ramifications of policy options / decisions.
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Introduction

Appendix C

COUNCILLORS’ ACCESS TO INFORMATION
— A HIERARCHY OF RIGHTS

1. The rights of access to information by Councillors is a complex mix of legislation
available to Councillors and the public alike, legislation specific to local government
and “common law rights” given to Councillors by the Courts. This Guidance
endeavours to provide some guidelines for Members through this “maze”. Members
may also seek advice “in confidence” from the Head of Legal, HR & Democratic

Services.

2. For general rights of access available to the public, please see the Access to
Information Procedure Rules as set out in the Council’s Constitution.

What is the Hierarchy of Rights?

4. The law relevant to access to information by Councillors includes the following:

@) The Freedom of Information Act 2000. This makes non-personal
information freely available to all, with only limited exceptions.

(2) The Data Protection Act 1998. This relates to personal information, and
generally makes this non-disclosable except in certain circumstances.

(3) Local Government Legislation

(a)

(d)

$d3b4bu3e

Access to Information provisions of the Local Govt Act 1972.
This gives the public access to Committee Minutes and Agenda, and
to background material relevant to those documents.

(i) Other legislation (Local Government (Executive Arrangements)
(Meetings and Access to Information) Regulations 2012))
ensures that Members are entitled to material relevant to
public / private meetings of the Leader and Cabinet (and
decision making by individual portfolio holders).

(i) However, these rights do not apply to draft documents, to the
advice of a political advisor or to most exempt/confidential
information (unless such information is needed for the work of
the Scrutiny Committee).

“Common Law Rights” (derived from Court judgements) give Members
the right to inspect Council documents insofar as this is reasonably
necessary to enable a Member to perform his/her duties as a
Councillor — this is known as the “need to know” basis.

However, Members do not have any right to “a roving commission”
through Council documents — mere curiosity is not sufficient.
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Navigating the Hierarchy of Rights
Freedom of Information Act 2000

5. (1) (a) In broad terms, if the information being sought by a Member is non-
personal, then the Freedom of Information Act 2000 allows access to
most Council documentation.”

(b) The first port of call for information under the Freedom of Information
Act is the Council’'s Publication Scheme. This is located most
conveniently on the Council’s website
http://www.southampton.gov.uk/council-
partners/accesstoinfo/foi/publicationscheme/
and sets out most of the Council’s published material. This information
can be accessed and used without any further reference to the
Council. The remainder of this note assumes that the information
being sought by a Councillor is not available under the Publication
Scheme.

(2) The Freedom of Information Act would allow access to information about the
construction of a new leisure facility (which is likely to be non-personal
information) - but note the possible “block” to obtaining this information (see
paragraphs 4(3) and (4) below) but could not be used to gain access to
information about a named individual’'s record of housing waiting list
applications — this latter is covered by the Data Protection Act 1998 (see
Section 6 below).

(3) In certain circumstances, access to documentation via the Freedom of
Information Act can be “blocked”, although most of the “blocks” are subject to
a “public interest test”. So, for example:-

(a) Releasing commercially sensitive information to a member of the
public is not likely to be in the public interest.

(b) Whereas (subject to the usual rules of confidentiality), it is likely to be
in the public interest to release such information to a Councillor.

(4) Examples of blocks (“exemptions”) under the Freedom of Information Act are:
(a) Work in progress (draft reports, for example) need not be disclosed.
(b) Information subject to a data-sharing protocol (eg. between all
member organisations of the Crime and Disorder Partnership) should
not be released until all organisations have each agreed to disclosure.
This is to ensure that crime & disorder and fraud investigations are not
prejudiced.

(c) Commercially sensitive information.

' Strictly speaking, if there are rights of access to information under other legislation, then the Freedom of
Information Act 2000 does not apply. However, for the purposes of simplicity and to develop common access to
information procedures for both Councillors and the public alike, this note assumes that Freedom of Information
Act-like principles apply to Councillors as well as to members of the public. In this way, we can start with wide,
general powers of access only narrow down into more specific powers when strictly necessary.
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®)

(d)

Where, in the opinion of a designated officer (who is to be the
Monitoring Officer) disclosure of information would or would likely to
inhibit the free and frank provision of advice, the free and frank
exchange of views for the purposes of deliberation, or would otherwise
prejudice or would be likely otherwise to prejudice the effective
conduct of public affairs. This exemption is also subject to the public
interest test.

If the rights outlined above are not sufficient to provide a Councillor with the
information he needs, then it is necessary to navigate further down this
hierarchy.

Data Protection Act 1998

6. 1)

(2)

)

(4)

If the information sought by a Councillor relates to an identified living
individual, then the Data Protection Act applies.

There are 2 classes of Data Protection — “normal” personal information and
“sensitive personal information”. Sensitive personal information includes:-

(a)
(b)
(©)
(d)
(e)
()
(9)

(a)

(b)

(c)

Racial or Ethnic Origin

Religious beliefs

Trade Union membership

Physical or Mental health

Actual or alleged criminal offences and criminal records
Sexual life

Political opinions.

Where “normal” personal information is involved, unless additional
consent has been granted by the individual concerned, information
about an individual can only be used for the purposes for which that
information was obtained.

Councillors have the same rights as Council employees to access
personal information.?

Putting the above together, a Councillor who needs to have
information about a named individual‘s housing waiting list application?
may do so. However (unless the individual concerned has given a
specific or general consent) the same information could not be used
for purposes concerned with (say) Council Tax or Housing Benefits.

The Council has a duty to ensure that personal information disclosed
to Members using the above procedures is used strictly for the
purposes for which it is disclosed and that Members will keep the
information secure and confidential (and then disposed of in a similarly
careful manner).

Councillors must observe the Code of Conduct and all the provisions
of the Constitution. Officers will automatically assume that Councillors

2 and the Councillor concerned must have a “need to know”, and not just be “curious”— see paragraph 4(4) above.
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(6)

(a)

(b)

will treat personal information in accordance with the previous
paragraph.

Where “sensitive” personal information is involved (see paragraph 5(2)
above) then more rigorous procedures are necessary:-

(i) Either explicit consent of the person concerned must be
obtained; or
(i) If this is not practicable, Members must complete a form under

the Data Protection (Processing of Sensitive Personal Data)
(Elected Representatives) Order 2002.

Paragraphs 4(4), 5(3) and (4) above, of course, apply to “sensitive”
personal information as they do to “normal” personal information.

If the rights outlined above are not sufficient to provide a Councillor with the
information he needs, then it is necessary to navigate further down this
hierarchy.

Access to Information Provisions of the Local Government Act 1972 / Local
Authorities (Executive Arrangements) (Meetings and Access to Information)
Regulations 2012

7.

3)

In effect, the rights available to Councillors through the Freedom of
Information Act and the Data Protection Act will begin to override both older
legislation such as the Local Government Act 1972 and also older common
law rights.?

(a)

(a)

(b)

Where a Councillor cannot obtain the disclosure of information under
the Freedom of Information Act (because, say, commercial
confidentiality is too sensitive to permit it, or because of implications
for fraud investigations) or the Data Protection Act (because a
Councillor cannot establish a need to know the information, or
because a Councillor wants to use the information in a context
different to that for which the information was gathered) then the
information may still become available to Members at a later date via
Committee agenda, and the right to see background material
associated with such an agenda.

Once a matter has reached the stage where it is before a Committee /
Cabinet, then members of that Committee / Cabinet would have a
“need to know” all relevant information; and other Councillors would
be able to use the usual Access to Information provisions.

Councillors also have additional rights of access to material in the
possession/control of the Leader and Cabinet (rather than Council
officers) relating to public/private meetings of the Cabinet or to any
decision taken by an individual portfolio holder.

However, the above rights do not apply to draft documents, to the
advice of a political advisor or to most categories exempt/confidential

3 But see Footnote 1
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General
8. @)

(2)

3)

4)

$d3b4bu3e

information (unless the Scrutiny Committee require such exempt /
confidential information as part of actions / decisions it is scrutinising).

Material from Legal Services (where Legal Services is providing legal advice
to one of its in-house clients at the Council) may be non-disclosable due to
legal professional privilege.

Information supplied under the Data Protection Act 1998 must not be used or
disclosed for political purposes.

(a)

(b)

(a)

(b)

(c)

(a)

(b)

Requests for Information under the control of Officers should normally
be made to the relevant Head of Service.

Requests for information under the control of the Leader and Cabinet
should normally be made to the Leader and/or the relevant Portfolio
Holder.

Councillors must not put undue pressure on Officers to release
information to which the Councillor is not entitled to have access.

Should a Head of Service need advice as to whether information can
be released to a Councillor s/he should contact the Head of Legal, HR
& Democratic Services.

The additional access to information rights given to Councillors are to
allow them to do their jobs as Councillors. Confidential or exempt
information should only be used in appropriate circumstances, in
accordance with the proper performance of their duties as Councillors.
Information should only be passed between Councillors if both
Councillors can demonstrate a “need to know”.

Any complaints by a Councillor about the non-disclosure of
information should be made in writing to the Head of Legal, HR &
Democratic Services whose decision shall be final as far as the
Council is concerned.

However, if the Councillor remains dissatisfied, the Councillor may be
able (under FOI) to refer the matter to the Information Commissioner.
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Appendix D

BEST PRACTICE GUIDANCE ON CONDUCT FOR MEMBERS DURING A
PROCUREMENT EXERCISE

BACKGROUND

Under the City Council's Code of Conduct for Members, a Member must not,
amongst other things, in his/her official capacity or any other circumstance, conduct
him or herself in a manner which could reasonably be regarded as bringing his/her
office or the authority into disrepute, nor do anything which compromises or which is
likely to compromise the impartiality of those who work for, or on behalf of, the
Council.

In the context of a procurement exercise, this would include taking any action which
could, in the opinion of the Monitoring Officer or Chief Financial Officer, compromise
the objective handling of the tendering processes and lead to (or likely to expose the
Council to) a successful legal challenge.

Tendering procedures are highly complex and there are risks involved in the failure to
comply with the UK and European legislation. This guidance is intended to assist in
raising awareness of the risks and to ensure that proper procedures are in place to
minimise such risks.

LEGAL CONTEXT

When awarding contracts, the City Council is subject to the requirements of
administrative law, contractual law, EU requirements on non-discrimination and free
movement of goods and services, general common law principles and the specific
rules on public procurement discussed below.

The public procurement remedies procedures are based upon the provisions of the
‘Remedies Directive’ (Directive (EEC) 665/89), the provisions of which were
implemented into UK law in the Works, Supplies and Services Regulations (the
Regulations’). There is a general statutory obligation under the regulations for
contracting authorities to comply with the public procurement rules. There are also
specific provisions which establish the procedures for remedy where an aggrieved
contractor, supplier or service provider suffers, or is at risk of suffering, some form of
loss due to non-compliance by the contracting authority with the procurement rules.

Enforcement of the procurement rules operate both at the EU and at the national
level. The national courts or tribunals in each member state are empowered to take
measures to remedy any violation of the law and to compensate for loss. At the EU
level, the Commission can commence proceedings against the national government
concerned under the EC Treaty is any contracting authority breaches the rules. In
the UK, the obligation to comply with the provisions of the Regulations in relation to
contracts that fall within the ambit of those regulations is considered in law to be a
‘duty’ owed to providers.

Non-compliance with EU law is not a criminal offence, but it can give rise to a breach
of statutory duty and will open the Council to a legal challenge by way of Judicial
Review and/or claim for damages. If a Member’s action(s) or inaction(s) have caused
the same, the member may have acted beyond his/her powers and/or be in breach of
the Code of Conduct for Members. In such event, the Monitoring Officer will refer the
matter to the Governance Committee for determination by way of a written complaint
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against the relevant Member(s). Ultimate sanction is disqualification from office
and/or civil action in damages.

If a corrupt practice or other criminal activity is alleged or discovered under the
Prevention of Corruption Acts or Bribery Act 2010 against a Member or Officer, the
Monitoring Officer will consider how the Police may be used to help safeguard and
protect the interests of the Council.

BEST PRACTICE GUIDANCE

In light of the inherent risks involved in a failure to comply with legal requirements
affecting tendering procedures, Members / Officers should have regard to the
following:

9.1 Communication (including any information, instruction, or response) from and
to the City Council and Tenderers (or potential Tenderers or potential sub-
contractors to Tenderers) involved in a procurement process must be clear,
duly recorded, appropriate and understood by the parties;

9.2 Tenderers / sub-contractors are always advised not to arrange or participate
in any meeting(s) or other form of communication with any Member(s) or
Officer(s) of the City Council that has not been arranged under and in
accordance with any specific guidance/protocol issued in relation to the
procurement process in question. As a general rule, where no such specific
guidance/protocol has been issued, such meetings or other form of
communication should not take place without the written consent of the
Monitoring Officer and the Chief Financial Officer;

9.3 Where an existing supplier / sub-contractor to the City Council seeks a
meeting or other form of communication with a Member - ostensibly about
matters related only to the existing supply - and that existing supplier / sub-
contractor may potentially be or is, at that time, also a Tenderer / sub-
contractor in relation to either a planned / foreseen procurement process or
an ongoing procurement process of which the Member ought reasonably to
be aware of, the Member should decline to meet or otherwise ensure that a
sufficiently senior officer is present at such meeting to safeguard the probity
and propriety of the Council’s actions or inactions;

94  Any meeting between any Tenderer / sub-contractors and a Member or
Officer of the City Council, should be kept to an absolute minimum, as the risk
of allegation(s) of fraud and/or corrupt practices is a high possibility and one
to be avoided. Any meetings that do take place with Tenderers / sub-
contractors must be contemporaneously minuted / noted and, in the
exceptional event that a one-to-one meeting does take place, the
contemporaneous minutes / notes of the meeting must be provided to the
Head of Procurement within three days of the meeting, for the file, so as to
protect and safeguard the relevant Member / Officer from any unwarranted
accusations; and

9.5 Confidential information relating to any Tenderer / sub-contractor (or
prospective Tenderer or sub-contractor) must remain confidential, unless the
Courts or the law orders otherwise. Where any Member or Officer is in any
doubt about whether a meeting or other form of communication with a
Tenderer / sub-contractor is appropriate or permitted, s/he should seek
guidance from the Monitoring Officer and Chief Financial Officer.
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Agenda Iltem 8

DECISION-MAKER: GOVERNANCE COMMITTEE
SUBJECT: ANTI FRAUD AND CORRUPTION POLICY
STATEMENT AND STRATEGY
DATE OF DECISION: 16 DECEMBER 2013
REPORT OF: CHIEF INTERNAL AUDITOR
CONTACT DETAILS
AUTHOR: Name: | Neil Pitman Tel: | 023 8083 4616

E-mail:  Neil.pitman@southampton.gov.uk

Director Name: | Mark Heath Tel: | 023 8083 2371
E-mail: Mark.heath@southampton.gov.uk

STATEMENT OF CONFIDENTIALITY

N/A
BRIEF SUMMARY

Southampton City Council has a duty to protect the public funds under its control
against fraud and corruption. In administering its responsibilities the Council is
committed to the highest standards of accountability, openness and integrity through
ensuring adherence to legal requirements and the rules, policies and procedures that
promote the principles of good governance.

The updated Anti Fraud and Corruption Policy Statement and Strategy (Appendix 1
and 2) is presented to Members in accordance with the requirements of he
Governance Committee’s terms of reference, and in particular ‘the scope and
effectiveness of the internal control systems established by management to identify,
assess, manage and monitor financial and nonfinancial risks (including measures to
protect against, detect and respond to fraud)’.

RECOMMENDATIONS:

(1) To approve the Anti Fraud and Corruption Policy Statement and
Strategy as attached Appendix 1 and 2.

REASONS FOR REPORT RECOMMENDATIONS

1. In accordance with proper internal audit practices (Public Sector Internal Audit
Standards), and constitutional terms of reference the Governance Committee
is required to consider arrangements in respect of anti fraud and corruption.

ALTERNATIVE OPTIONS CONSIDERED AND REJECTED
2. None
DETAIL (Including consultation carried out)

3. The Council’'s Anti Fraud and Corruption Policy Statement and Strategy set
out for Members and employees of the Council the key principles and
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approach to countering fraud and corruption.

4, The strategy document sets out the key principles in minimising the risk of
fraud and corruption and defines the roles and responsibilities of members
and officers in the prevention and detection of fraud and corruption.

5. The Anti Fraud and Corruption Policy Statement and Strategy were last
presented to Members in 2008. In accordance with good practice, the policy
Statement and Strategy has been subject to annual review to reflect the latest
professional guidance and legislative change.

6. To ensure the Governance Committee’s continued awareness and
engagement in corporate arrangements for anti fraud and corruption, the
revised policy statement and strategy are enclosed (Appendix 1 and 2).
Changes to the revised Anti Fraud and Corruption Policy Statement and
Strategy to that previously reported include:

e Legislative updates — Bribery Act 2010, Accounts and Audit
Regulations (England) 2011 (Public Sector Internal Audit Standards);

e Professional guidance — Managing the Risk of Fraud (CIPFA), Local
Government Fraud Strategy — Fighting Fraud Locally (NFA);

e Enhanced emphasis — recruitment, officer responsibility / ownership
and sanctions

¢ Focus — prevention and deterrence; and

e Endorsement — Chief Executive and Leader

7. The Council believes strongly in the honesty and integrity of its Members and
employees and has achieved a reputation for maintaining effective systems of
control. The Council will not tolerate fraud, corruption or other irregularities
regardless of the perpetrator. The Council is therefore determined to prevent,
deter and detect all forms of fraud and corruption committed against it and to
take appropriate action where fraud or corruption is detected. The attached
Policy Statement and Strategy provide the framework within which the
Council will work to maintain their commitment to deter and combat fraud and
corruption.

RESOURCE IMPLICATIONS
Capital/Revenue

8. None
Property/Other
9. None

LEGAL IMPLICATIONS
Statutory power to undertake proposals in the report:

10. In accordance with proper internal audit practices (Public Sector Internal Audit
Standards), and constitutional terms of reference the Governance Committee
is required to consider arrangements in respect of anti fraud and corruption.

Version Number 2



Other Legal Implications:

11. None

POLICY FRAMEWORK IMPLICATIONS
12. None

KEY DECISION? No

WARDS/COMMUNITIES AFFECTED:

SUPPORTING DOCUMENTATION

Appendices
1. Anti Fraud and Corruption Policy Statement
2. Anti Fraud and Corruption Policy Strategy

Documents In Members’ Rooms

1. None

Equality Impact Assessment

Do the implications/subject of the report require an Equality Impact
Assessment (EIA) to be carried out.

No

Other Background Documents

Equality Impact Assessment and Other Background documents available for

inspection at:

Title of Background Paper(s) Relevant Paragraph of the Access to
Information Procedure Rules / Schedule
12A allowing document to be
Exempt/Confidential (if applicable)

1. None

Version Number:




This page is intentionally left blank



Agenda ltem 8
=dppendix 1

SOUTHAMPTON
CITY COUNCIL o
Anti Fraud and Anti Corruption Policy Statement

The Council is committed to the highest possible standards of openness, probity and
accountability and recognises that the electorate need to have confidence in those
that are responsible for the delivery of services. A fraudulent or corrupt act can
impact on public confidence in the Council and damage both its reputation and
image. This effect may often exceed the significance or value of the act itself.

This policy statement sets out the Council’'s approach and commitment to the
prevention and detection of fraud or corruption and should be considered in
conjunction with the Council’s Anti Fraud and Corruption Strategy.

The policy statement applies to all employees, elected members and others who
work for or on behalf of the Council.

The following principles summarise the Council’'s commitment to the elimination of
fraud and corruption. The Council will:

Culture: seek to create a zero tolerance culture to fraud and corruption;

Deterrence: work closely with the police and other appropriate external agencies to
combat fraud or corruption and support national and local initiatives against fraud or
corruption;

Prevention: seek to design fraud and corruption out of new policies and systems
and to revise existing ones to remove apparent weaknesses;

Detection: provide appropriate mechanisms for employees to voice their genuine
concerns and protect those who do so;

Investigation: adopt formal procedures to investigate fraud or corruption when it is
suspected,

Sanctions: deal robustly with perpetrators of fraud or corruption and have no
hesitation in referring cases to the police where it is appropriate to do so;

Redress: take all reasonable measures in relation to seeking redress in respect of
money defrauded

The management of fraud risk is the responsibility of everybody in the Council and
the Council expects all its employees and elected members to lead by example.

Signed: Signed:

Chief Executive Leader of the Council
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SOUTHAMPTON
CITY COUNCIL o

ANTI-FRAUD AND CORRUPTION
STRATEGY

Managing the Risk of Fraud
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1.1

1.2

1.3

1.4

2.2

2.3

Foreword

The public sector in the United Kingdom maintains high standards of
ethics and has a good reputation for protecting the public purse. Sound
systems of public accountability are vital to effective management and
in maintaining public confidence.

Southampton City Council (hereafter referred to as the Council) is
determined to discharge its responsibilities to safeguard public funds
and is committed to fighting fraud and corruption whether attempted
from inside or outside of the Council. The Council is committed to the
highest ethical standards and requires Members, Officers and all other
staff to comply with the seven principles of public life (Appendix A), the
Council’s Anti-fraud and corruption policy statement; codes of conduct,
internal policies, procedures and relevant legislation.

The Council believes strongly in the honesty and integrity of its
Members and employees and has achieved a reputation for
maintaining effective systems of control. The Council also expects that
all outside individuals and organisations, including suppliers,
contractors and claimants, will act towards the Council with honesty
and integrity. The Council will not tolerate fraud, corruption or other
irregularities, regardless of the perpetrator. The Council is therefore
determined to prevent, deter and detect all forms of fraud and
corruption committed against it and take appropriate action where fraud
or corruption is detected.

The Council's commitment to protecting public funds is set out in the
Anti-Fraud and Corruption Policy Statement which has been endorsed
by the Chief Executive and Leader of the Council.

Introduction

The purpose of the Anti-Fraud and Corruption Strategy is to put into
place mechanisms that will prevent, deter and detect fraud and
corruption. The strategy summarises the responsibilities of Members,
Chief Officers and employees and outlines the process to be followed
where there is suspicion of financial irregularity.

The strategy is designed to:

e promote the prevention of fraud and corruption;

e help people detect fraud and corruption; and

e explain what we will do if we identify cases of fraud and corruption.

Irregularities include theft, fraud, corruption and bribery.



3.2

Definitions

Theft is “the dishonest appropriation of property belonging to another
with the intention of permanently depriving the other of it” (Theft Act
1968).

Fraud is “the intentional distortion of the financial statements or other
records by a person internal or external to the organisation which is
carried out to conceal the misappropriation of assets or otherwise for
gain” (CIPFA).

Corruption is “the offering, giving, soliciting or acceptance of an
inducement or rewards which may influence the action of another
person” (CIPFA).

Bribery is “the inducement or reward offered, promised or provided to
gain personal, commercial regulatory or contractual advantage”
(CIPFA).

Irregularity may also include failure to comply with Financial
Regulations, Standing Orders, national and local codes of conduct,
Health and Safety Regulations and all other relevant laws and
legislation that result in an avoidable loss to the Authority.

Key Principles and Culture

Honesty, openness and integrity are at the core of the Council’s ethos,
which positively encourages a culture that will not tolerate fraud and
corruption. Staff are expected and are positively encouraged, to raise
any concerns relating to fraud and corruption of which they become
aware.

These can be raised in any way as set out in the guidance provided in
the Council's Duty to Act (Whistleblowing) Policy. This sets out the
means by which Members and employees may raise any concerns that
they have on issues associated with the Council’s activities. Whichever
route is chosen, individuals can be assured that concerns raised in
good faith will be fully investigated and, wherever possible, be dealt
with in confidence.
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3.4

3.5

3.6

4.2

The Anti-Fraud and Corruption Strategy endorses and adopts the
seven principles of public life (Appendix A).

We also expect that people and organisations we deal with will act with
honesty towards us.

We would expect and encourage any person, whether or not they work
for us, to tell us about any fraud or corruption that they are aware of.

We will take all relevant and necessary action against any member,
employee, individual or organisation falling short of these standards in
their dealings with or on behalf of the Council.

Prevention

The Council has a range of interrelated policies and procedures that
provide a corporate framework to counter fraudulent activity. These
have been formulated in line with appropriate legislative requirements
and professional best practice, and include:

Codes of Conduct for members and officers
Constitutional Procedure Rules

Accounting procedures and records

Sound internal control systems, including specific service area
legislative requirements

Effective internal audit

Effective recruitment and selection procedures
Disciplinary Procedure

Complaints Policies

Fraud and Corruption Response Plan

Duty to Act (Whistleblowing) Policy

Training

Anti Money Laundering Policy

Bribery Act Policy

In addition, the Council is subject to external scrutiny from a variety of
bodies. These include the Local Government Ombudsman, External
Audit, Central Government Departments and Parliamentary
Committees, HMRC and external inspectorates. Internal overview is
overseen by those charged with governance responsibilities.
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Recruitment

The Council recognises that employees are often the first line of
defence in preventing fraud. A key preventative measure is therefore
the effective recruitment of employees.

Employee recruitment is undertaken in accordance with the Council's
policies for Recruitment and Selection. Written references should be
obtained before formal employment offers are made, wherever
possible regarding the known honesty and integrity of potential
employees. In this regard temporary employees should be treated in
the same manner as permanent employees.

Recruitment and selection also covers the checking of identity and right
to work in the UK of all potential employees. Some posts, due to the
nature of the work also require a Disclosure and Barring Service check
to identify whether any potential employee has a criminal record and if
this would conflict with the post applied for.

All management and employees must abide by the Officer's Code of
Conduct, which sets out requirements on personal conduct. Where
applicable, employees are also expected to follow the codes of conduct
laid down by their respective professional institutes.

Employee responsibilities

Employees should always be aware of the possibility that fraud,
corruption and theft may exist in the workplace and have a duty and a
right to share any concerns that they may have with management or
through the Duty to Act (Whistleblowing) Policy.

The Council has in place disciplinary procedures for all employees.
Those found to have breached the Code of Conduct will be dealt with
in accordance with these procedures. Where criminal activity within the
workplace is suspected or found, the matter will be referred to the
police for investigation and possible prosecution. In addition,
recompense will be sought from those who are found to have carried
out fraudulent acts.

Under the Council's Constitutional arrangements, employees must
operate within Section 117 of the Local Government Act 1972,
regarding the disclosure of financial interests in contracts relating to the
Council, or the non-acceptance of any fees, gifts, hospitality or any
other rewards, other than their proper remuneration. The Bribery Act
2010 makes it an offence to request, agree to receive, or accept a
bribe. It is also an offence to offer, promise or give a bribe.

Council policies and procedures support compliance with the Bribery
Act. Member’s and Officer's Codes of Conduct, set out the acceptable
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conduct for both members and employees. Through the codes’ strong
ethical framework; along with transparency and scrutiny in decision
making, clear procurement rules and committees, the Council aims to
ensure that employees and members comply with anti-bribery
legislation. Non compliance by an employee or member may be
perceived as bringing the Council into disrepute or using their office for
personal gain. It may result in disciplinary action being taken.

Responsibilities of Managers

Managers at all levels within the Council have a responsibility to ensure
that there are sound systems of internal control.

As a general control measure, Managers should implement agreed
management actions arising from internal audit work within appropriate
timescales.

Managers must report all suspicions of theft, fraud and irregularity to
the Chief Internal Auditor immediately.

Managers are responsible for ensuring that staff are aware of Financial
Regulations, Contract Procedure rules and the Officer's Code of
Conduct and that these are being followed. Managers should ensure
that staff know how to deal with concerns at work and that staff are
aware of the Duty to Act (Whistleblowing) Policy.

For contracted out services and partnership arrangements, managers
should determine the risk of fraud and corruption and incorporate
appropriate controls and safeguards within tender documentation,
contracts and partnership agreements.

Responsibilities of the Monitoring Officer

The Monitoring Officer is appointed by the Council under Section 5 of
the Local Government Act 1989. The Monitoring Officer is responsible
for ensuring lawful and fair decision making.

If the Monitoring Officer is of the opinion that any decision or omission
would give rise to either unlawfulness or maladministration, the
Monitoring Officer has a duty to either ensure that the situation is
rectified or after consulting with the Chief Executive and Head of
Finance and IT (s151 Officer) report on the matter to full Council. In the
event of the latter, the effect of the Monitoring Officer’s report will be to
stop the act or omission until full Council has considered the matter.

The Head of Legal and Democratic Services is authorised by the
Council to commence, defend or participate in, any legal proceedings
in any case, where necessary, to give effect to the decisions of the
Council, or in any case where the Head of Legal and Democratic
Services considers it necessary to protect the Council’s interests.
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Responsibilities of Members

The elected Members of the Council have a duty to protect the funds
and assets of the Council from all forms of abuse. This is achieved
through the issue of the Anti- Fraud and Corruption Policy Statement
and implementation of this strategy, the effectiveness of which shall be
monitored by those charged with governance responsibilities.

Members must maintain the highest standards of accountability and
probity and therefore must comply, at all times, with the Members’
Code of Conduct.

The Members’ Code of Conduct sets out what is required of Members
when acting in their official capacity, or when acting as a representative
of the Council. Because of their position Members should not use, or
be perceived to use, their office for personal gain, and should ensure
that their actions are not perceived to bring the Council into disrepute.

These matters and other guidance are specifically brought to the
attention of members at their induction and through regular updates
and training and are detailed on the Members page on the intranet.
They include rules on the declaration of potential areas of conflict
between members' council duties and responsibilities, and any other
areas of their personal or professional lives.

Responsibilities of contractors, suppliers, customers and
members of the public

The Council shall expect that contractors are able to demonstrate,
through the tendering process, that they have adequate systems of
control to ensure the prevention and detection of fraud and corruption
in relation to services provided on behalf of the Council.

Suppliers, customers and members of the public are also encouraged
to report concerns.

Responsibilities of partnerships and voluntary organisations

All partnerships and joint working arrangements that are in receipt of
Council funding or resources shall be expected to demonstrate
appropriate mechanisms for control. Partnership agreements should
refer to the adopted Financial Regulations and Codes of Conduct,
which govern the partners and to the internal audit arrangements.

Voluntary organisations should be encouraged to follow the standards
set by the Council and the Council's Anti-Fraud and Corruption
Strategy should be made available where the voluntary organisation is
in receipt of grant funding.
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Internal Control Systems

The Council has Financial Regulations and Procedures Rules,
Accounting Procedures, and various rules and Codes of Conduct in
place. Employees are obliged to comply with these requirements when
dealing with Council matters.

The Head of Finance and IT has a statutory responsibility under
Section 151 of the Local Government Act 1972, to ensure proper
arrangements are made for the Council's financial affairs. In addition,
under the Accounts and Audit (England) Regulations 2011, the Council
is required to maintain an adequate and effective internal audit of its
financial records and systems of internal control.

The Council has sound financial systems and procedures, which
incorporate efficient and effective internal controls. Managers are
responsible for maintaining effective internal controls within their areas
of responsibility including the prevention and detection of fraud and
other illegal acts. Internal Audit will monitor and report upon these
controls.

Responsibilities of Internal Audit

In accordance with ‘proper practices’ (Public Sector Internal Audit
Standards) internal audit are responsible for developing a risk based
plan. The audit plan provides the mechanism through which the Chief
Internal Auditor can ensure most appropriate use of internal audit
resources to provide a clear statement of assurance on risk
management, internal control and governance arrangements which
should be approved by senior management and the Governance
Committee.

In accordance with the annual plan, Internal Audit will review the
Council’'s systems and where necessary, will agree with the
appropriate level of management actions to mitigate identified risk and
enhance the control environment. Whilst internal audit are not
responsible for the identification of fraud, when conducting their
reviews, auditors will plan and evaluate their work so as to have a
reasonable expectation of detecting fraud and identifying any
significant weaknesses in internal controls. Internal Audit shall be
responsible for assessing whether agreed actions arising from
significant risks identified have been implemented.

The Chief Internal Auditor shall provide an annual audit opinion on the
adequacy of the Council’s internal controls and provide an annual
assurance statement to the relevant Member Committee on the overall
effectiveness of the Council’'s framework of internal control, highlighting
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any serious weaknesses. The Chief Internal Auditor or representative
will be in attendance to present these findings.

Detection and Investigation

It is the responsibility of management to maintain good control systems
and procedures, and to ensure that all employees comply with the
instructions contained therein.

Investigations are carried out in response to referrals of potential fraud.
The scope of fraud and irregularity that should be referred to Internal
Audit for investigation should not be limited to that which has a direct
financial impact, but anything that could have a damaging or
undermining effect on the Council.

In addition proactive exercises target areas identified as being at a high
risk from fraud.

All suspected irregularities which could be instances of fraud should be
reported to Internal Audit. This is essential to our approach to fraud and
corruption and ensures:

e consistent treatment of information regarding fraud and corruption
e proper investigation by an independent and experienced audit team

e the optimum protection of the Council's interests

Where appropriate managers must report allegations swiftly, to senior
management, and where appropriate, support the Council’s disciplinary
procedures.

When information relating to potential fraud or corruption is obtained, it
is reviewed and subject to a risk assessment. Some referrals do not
warrant further investigation whilst others may be better dealt with as
management issues; or a full investigation may be needed.

Depending on the nature and extent of the information obtained,
Internal Audit will work closely with:

e appropriate levels of management
e Human Resources
e Other agencies, such as the police, and other local Authorities

This is to ensure that all allegations and evidence supplied are properly
investigated and reported upon, and that where possible, losses are
recovered for the Council. Where appropriate this will include the use
of Proceeds of Crime legislation.



5.8

5.9

5.10

5.11

5.12

The Council’'s Duty to Act (Whistleblowing) Policy provides clear
guidance for individuals to raise any concerns of malpractice within the
Council, without the fear of being penalised or victimised. The Council
will take appropriate action to protect any one who has raised a
concern in ‘good faith’.

The Procedure deals with the reporting of fraud or alleged fraud
through formal channels. It also includes making disclosures to
external bodies if there is an unsatisfactory outcome to a disclosure
made internally. Council schools are required to have their own
Whistleblowing Policies.

Where it is found that a Council employee has been involved in
fraudulent activity they will be subject to disciplinary procedures.

Where financial hon-compliance and wrongdoing is discovered relating
to employees, members, or grant aided external organisations, the
matter may be referred to the police. Such decisions will be made by
the Monitoring Officer or their nominated deputy. Referral to the police
will not prevent action under the disciplinary procedure.

The Council's External Auditor also has powers to independently
investigate fraud and corruption.

Deterrence

There are a number of ways in which we deter potential fraudsters from
committing or attempting fraudulent or corrupt acts, whether they are
inside or outside of the Council. These include:

e Publicising the fact that the Council will not tolerate fraud and
corruption by promoting this at every appropriate opportunity, e.g.
statements in contracts, forms and in publicity literature.

e Acting quickly, efficiently, and decisively when fraud and corruption
is suspected and proven, e.g. the termination of contracts, the
dismissal and prosecution of offenders.

e Taking action to recoup the maximum recoveries (including losses
and costs) e.g. through agreement, court action, penalties,
insurance, superannuation etc. Where appropriate the Proceeds of
Crime Act will be used to maximise the penalty suffered by the
fraudster, and the level of recovery by the Council.

e Having sound internal control systems, that still allow for innovation
and calculated risk, to create maximum opportunities for the Council
whilst minimising the potential for fraud and corruption.
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It is the responsibility of senior management to communicate the Anti-
Fraud and Corruption Policy Statement to management and employees
and to promote a greater awareness of fraud within their respective
areas.

Conclusion

The Council sets and maintains high standards and a culture of
honesty, openness and integrity. This strategy fully supports the
Council’s desire to maintain an authority free from fraud and corruption.

The Council has in place a network of systems and procedures to
assist in dealing with fraud and corruption when it occurs. It is
determined that these arrangements will keep pace with any future
developments in techniques to both prevent and detect fraudulent or
corrupt activity that may affect its operation.

The Council will maintain a continuous review of all these systems and
procedures through Internal Audit.

Review

The monitoring of the overall progress of the Council’s Anti-Fraud
Strategy will be the responsibility of the Chief Internal Auditor, as part
of the monitoring of the Internal Audit Annual Plan.

Reporting on significant issues arising from fraud and corruption
investigative work will be incorporated within the Internal Audit reports
presented to the Governance Committee.

This strategy will be reviewed annually by the Chief Internal Auditor,
with any significant changes reported for approval by the Governance
Committee.



Appendix A — The Seven Principles of Public Life

The Principles of public life apply to anyone who works as a public office-
holder. This includes all those who are elected or appointed to public office,
nationally and locally, and all people appointed to work in the civil service,
local government, the police, courts and probation services. Non
departmental Public Body, and in the health, education, social and care
services. All public office-holders are both servants of the public and
stewards of public resources. The principles also have application to all
those in other sectors delivering public services.

e Selflessness — Holders of public office should act solely in terms
of the public interest.

e Integrity - Holders of public office must avoid placing themselves
under any obligation to people or organisations that might try
inappropriately to influence them in their work. They should not
act or take decisions in order to gain financial or other material
benefits for themselves, their family, or their friends. They must
declare and resolve any interests and relationships.

e Objectivity - Holders of public office must act and take decisions
impartially, fairly and on merit, using the best evidence and
without discrimination or bias.

e Accountability - Holders of public office are accountable to the
public for their decisions and actions and must submit themselves
to the scrutiny necessary to ensure this.

e Openness - Holders of public office should act and take decisions
in an open and transparent manner. Information should not be
withheld from the public unless there are clear and lawful reasons
for so doing.

e Honesty — Holders of public office should be truthful.

e [eadership - Holders of public office should exhibit these
principals in their own behaviour. They should actively promote
and robustly support the principles and be willing to challenge
poor behaviour wherever it occurs.
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DECISION-MAKER: GOVERNANCE COMMITTEE
SUBJECT: EFFECTIVENESS OF THE SYSTEM OF INTERNAL
AUDIT
DATE OF DECISION: 16 DECEMBER 2013
REPORT OF: CHIEF INTERNAL AUDITOR
CONTACT DETAILS
AUTHOR: Name: | Neil Pitman Tel: | 023 8083 4616

E-mail:  Neil.pitman@southampton.gov.uk

Director Name: | Mark Heath Tel: | 023 8083 2371
E-mail: Mark.heath@southampton.gov.uk

STATEMENT OF CONFIDENTIALITY

N/A

BRIEF SUMMARY

Under the Accounts and Audit (England) Regulations 2011 the Council is required, at
least once a year, ‘fo conduct a review of the effectiveness of its internal audit’. The

purpose of this paper is to provide the Governance Committee with an overview of the
measures currently in place to monitor and maintain internal audit effectiveness.

RECOMMENDATIONS:

(i) approve the review conducted in assessing the ‘Effectiveness of the
System of Internal Audit’;

(i) endorse the action plan generated from the assessment against the
Public Sector Internal Audit Standards and Local Government
Application Note.

REASONS FOR REPORT RECOMMENDATIONS

1. In accordance with the Accounts and Audit (England) Regulations 2011 and
proper internal audit practices (Public Sector Internal Audit Standards & Local
Government Application Note), the Governance Committee is required to
receive a report on the effectiveness of the system of internal audit.

ALTERNATIVE OPTIONS CONSIDERED AND REJECTED
2. None
DETAIL (Including consultation carried out)

3. The Accounts and Audit (England) Regulations 2011 - S6 states:

‘(1) A relevant body must undertake an adequate and effective
internal audit of its accounting records and of its system of internal
control in accordance with the proper practices in relation to internal
control’.

Version Number: 1



(3) A larger relevant body must, at least once in each year, conduct a
review of the effectiveness of its internal audit.

With effect from 1 April 2013 the Public Sector Internal Audit Standards
(PSIAS) and the Local Government Application Note (LGAN) together
supersede the 2006 CIPFA Code of Practice for Internal Audit in Local
Government in the United Kingdom (the 2006 Code) as proper practices.

The PSIAS encompass the mandatory elements of the Global Institute of
Internal Auditors (IIA Global) International Professional Practices Framework
(IPPF) as follows:

e Definition of Internal Auditing;

e Code of Ethics; and

e International Standards for Professional Practice of Internal
Auditing

2012/13 Review

Proper practices relevant to 2012/13 (the 2006 Code) recommended that:

‘The Head of Internal Audit should have in place a performance
management and quality assurance framework to demonstrate that the
internal audit service is:

Meeting its aims and objectives;

Compliant with the Code

Meeting internal quality standards

Effective, efficient, continuously improving, and

Adding value and assisting the organisation in achieving its
objectives.’

Each of these attributes remain and are further expanded on under the
PSIAS / LGAN. Compliance against the 2006 Code’ was confirmed as part
of the 2012/13 annual report and opinion presented to the Governance
Committee in July 2013. As such for the purposes of this review, it was
considered opportune to assess compliance of the internal audit service
against the significantly more comprehensive PSIAS / LGAN.

Meeting aims and objectives
Internal audits aims and objectives are defined within local and wider
departmental business plans.

Objectives are continuously measured, monitored and formally reviewed as
part of the Chief Internal Auditor’s Individual Performance Plan (IPP)
assessment and appraisal.

Version Number 2
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18.

19.

Compliance with proper practices (PSIAS / LGAN)

The ‘Local Government Application Note for the United Kingdom - Public
Sector Internal Audit Standards’ provides a checklist that has been
developed to enable periodic self-assessment as part of the Quality
Assurance and Improvement Programme. It incorporates the requirements
of the PSIAS as well as the Application Note in order to provide
comprehensive coverage of both documents.

The LAGN states ‘the foundation of an effective internal audit service is
compliance with standards and proper practices’.

To maintain independence in the self assessment process, the Chief Internal
Auditor provided an initial assessment against the checklist accompanied by
documentary evidence to support relevant compliance. The Deputy
Monitoring Officer (Hampshire County Council) then considered each of the
Standards for compliance concluding 1 am satisfied that this is an accurate
assessment of the internal audit function’.

The summary of the assessment against the 341 Standards highlights:

Compliant
Yes Partial No N/A
298 1 1 41

In areas of ‘partial’ or ‘no’ compliance an action plan has been put in place to
stimulate improvement (Appendix 1).

Meeting internal quality standards

A comprehensive and up-to-date framework is in place and available to all
staff to provide guidance on quality standards in carrying out day-to-day
audit work in compliance with proper practices.

A system of quality checks is in place to ensure all internal audit work is
appropriately supervised and reviewed throughout all audits to monitor
progress, assess quality and coach staff.

Audit Services operate a quality system (ISO 9001) which covers all our
audit reviews including irregularity reviews.

The use of audit management software (MK Insight) enables performance
management information to be more readily available, and provides a
consistency to the audit process followed.

Effective, efficient and continuously improving

On 1 February 2012 Southampton City Council entered into a collaborative
partnership with Hampshire County Council for the provision of internal audit
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25.

26.

27.

28.

29.

30.

services to form the Southern Internal Audit Partnership.

The development of the Southern Internal Audit Partnership brings together
the professional discipline of internal audit across partnering organisations.

The Partnership has grown since its formation and currently includes five
local authorities. The Partnership also provides services to a range of clients
including Hampshire Police and Crime Commissioner / Hampshire
Constabulary, Hampshire Fire & Rescue Service, Hampshire Pension Fund,
the University of Winchester and 12 Further Education establishments.

Realised benefits since the introduction of the partnership include pooled
expertise, economies of scale, flexibility and resilience.

The team operate a modern risk based audit approach, focusing on medium
and high priority areas within the audit universe.

The risk-based Internal Audit Plan ensures it:
¢ aligns with the Council’s objectives;
e is proportionate and focused; and
e adds maximum value to the organisation

The annual audit plan remains fluid and responsive should the risk
environment change during the year.

The internal audit team have adopted a matrix style approach, by using a
resource pool of multi disciplinary auditors capable of forming into teams as
audit projects determine. This approach ensures an appropriate level of
independence in the rotation of audit reviews and the avoidance of over
reliance on individual areas of expertise.

The audit report format ensures a focused and value adding document,
appropriate to its target audience.

Adding value and assisting the organisation in achieving its objectives

The Risk-based Audit Plan demonstrates intended audit coverage aligned to
the Council’s objectives.

One of the key deliverables for internal audit is to provide independent and
objective assurance to management on the adequacy or otherwise of the
effectiveness of the framework of risk management, control and governance
designed to support the achievement of their objectives.

This in itself can be viewed as providing added value to the organisation,
however there are a number of other dimensions to the work of internal audit
that add value to the organisation:

e Assess and report risk exposure;
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e Improve opportunities to achieve organisational objectives;
¢ |dentify over control and opportunities for efficiencies; and

¢ Identify operational improvements

The ‘Progress Report’ presented to each meeting of the Governance
Committee demonstrates how management is responding to the issues and
risks highlighted by internal audit’'s work and that management actions in
response to audit observations are properly implemented on a timely basis.

Formal client feedback is sought in respect of each audit assignment
conducted by means of a “client feedback survey”. For the period 2012/13
the % of positive customer responses to the ‘Quality Appraisal
Questionnaire’ was 94%.

Role of the Governance Committee

The Governance Committee plays an essential role in the effectiveness of
the system of internal audit through its function to monitor, review and report
on the way in which governance is exercised within the Council, particularly
with regard to:

e receipt and consideration of reports on internal audit strategy,
planning and delivery, including the Chief Internal Auditor's Annual
Report and Opinion;

e view on internal assurances of governance practice and to be
satisfied that the Council’s assurance statements properly reflect
the risk environment and any actions required to improve it; and

e consideration of the Council’s compliance with its own and other
published standards and controls.

RESOURCE IMPLICATIONS
Capital/Revenue

34. None
Property/Other
35. None

LEGAL IMPLICATIONS
Statutory power to undertake proposals in the report:

36.

The Accounts and Audit (England) Regulations 2011 state ‘a relevant body
must undertake an adequate and effective internal audit of its accounting
records and of its system of internal control in accordance with the proper
practices in relation to internal control’.

Other Legal Implications:

37.

None

Version Number 5



POLICY FRAMEWORK IMPLICATIONS
38. None

KEY DECISION? No
WARDS/COMMUNITIES AFFECTED:

SUPPORTING DOCUMENTATION

Appendices

1. Public Sector Internal Auditing Standards Action Plan

Documents In Members’ Rooms

1. None

Equality Impact Assessment

Do the implications/subject of the report require an Equality Impact No
Assessment (EIA) to be carried out.

Other Background Documents

Equality Impact Assessment and Other Background documents available for
inspection at:

Title of Background Paper(s) Relevant Paragraph of the Access to
Information Procedure Rules / Schedule
12A allowing document to be
Exempt/Confidential (if applicable)

1. None

Version Number: 6
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Appendix 1
Summary of Compliance against the
Public Sector Internal Audit Standards
1 Definition of Internal Auditing 3 - - - 3
2 Code of Ethics 13 - - - 13
3 Attribute Standards
31 Purpose, Authority and Responsibility 23 - - - 23
3.2 Independence and Objectivity 28 - 1 5 34
33 Proficiency and Due Professional Care 18 - - 3 21
34 (Plrl:)aglirZymAr;seurance and Improvement 19 i i 3 57
4 Performance Standards
41 Managing the Internal Audit Activity 44 1 - 2 a7
4.2 Nature of Work 28 - - 3 31
4.3 Engagement Planning 46 - - 12 58
4.4 Performing the Engagement 23 - - - 23
4.5 Communicating Results 48 - - 7 55
4.6 Monitoring Progress 3 - - 1 4
4.7 Communicating the Acceptance of Risks 2 - - - 2
Total 298 1 1 41 341




Public Sector Internal Auditing Standards
Action Plan - Partial Compliance

Responsibl = Implementation
e Officer Date

Standard Compliant Comment Action

4.1 - Managing the Internal Audit Activity

Has the CAE carried out an assurance mapping exercise Partial The audit planning process Audit planning for 2014/15 Chief February 2014
as part of identifying and determining the approach to seeks to establish other will commence in December Internal
using other sources of assurance? sources of assurance; 2013. Auditor

howe'verf no formal mapping | |nternal audit will develop a

exercise is undertaken. formal framework to record

other sources of assurance
and ensure this feeds into risk
assessments as part of annual
planning and at an individual
assignment level.




Public Sector Internal Auditing Standards
Action Plan — No Compliance

Responsible | Implementation
Officer Date

Standard Compliant Comment

3.2 - Independence and Objectivity

Does the board: No The Local Authorities (Standing To continue to follow existing - -
e) approve decisions relating to the appointment and Orders) (England) Regulajuons County Council S:tandlng Orders
removal of the CAE 2001 govern procedures in and procedures in the

respect of the appointment & appointment and dismissal of the

dismissal of certain senior Chief Internal Auditor

officers. By virtue that the Chief
Internal Auditor reports directly
to the Director of Corporate
Resources this post falls within
the ambit of a ‘senior officer’.
The County Council’s Standing
Orders require any Appointment
Committee to comprise of at
least two Executive Members




Public Sector Internal Auditing Standards
Action Plan — Not Applicable

3.2 - Independence and Objectivity

Have any instances been discovered where an internal
auditor has used information obtained during the course of
duties for personal gain?

N/A There have been no known -
instances where an internal
auditor has used information for
personal gain

If there has been any real or apparent impairment of
independence or objectivity, has this been disclosed to
appropriate parties (depending on the nature of the

N/A There have been no known -
instances of real or apparent
impairment of independence or

impairment and the relationship between the CAE and objectivity.

senior management/the board as set out in the internal

audit charter)?

If there have been any assurance engagements in areas N/A The Chief Internal Auditor has no - - -

over which the CAE also has operational responsibility,
have these engagements been overseen by someone

operational responsibilities
outside of the internal audit

outside of the internal audit activity? function.
If there has been any real or apparent impairment of N/A To date internal audit have A consultancy protocol to be Chief April 2014
independence or objectivity relating to a proposed not undertaken any compiled in anticipation of Internal
consulting services engagement, was this disclosed to the consultancy engagements. future consultancy Auditor
engagement client before the engagement was accepted? engagements to conform with
PSIAS
Where there have been significant additional_consulting N/A To date internal audit have A consultancy protocol to be Chief April 2014
services agreed during the year that were not already not undertaken any compiled in anticipation of Internal
included in the audit plan, was approval sought from the consultancy engagements. future consultancy Auditor
board before the engagement was accepted? engagements to conform with
PSIAS




3.3 - Proficiency and Due Professional Care

Do internal auditors exercise due professional care during a consulting engagement by considering the:

a) Needs and expectations of clients, including the N/A To date internal audit have A consultancy protocol to be Chief April 2014
nature, timing and communication of engagement not undertaken any compiled in anticipation of Internal
results? consultancy engagements. future consultancy Auditor
engagements to conform with
PSIAS
b) Relative complexity and extent of work needed to N/A To date internal audit have A consultancy protocol to be Chief April 2014
achieve the engagement’s objectives? not undertaken any compiled in anticipation of Internal
consultancy engagements. future consultancy Auditor
engagements to conform with
PSIAS
c) Cost of the consulting engagement in relation to N/A To date internal audit have A consultancy protocol to be Chief April 2014
potential benefits? not undertaken any compiled in anticipation of Internal
consultancy engagements. future consultancy Auditor
engagements to conform with
PSIAS
3.4 - Quality Assurance and Improvement Programme
Has the CAE included the results of the QAIP and progress N/A The PSIAS was introduced in The results of the QAIP and Chief June 2014
against any improvement plans in the annual report? April 2013. There was no improvement plans will be Int(;rnal
Auditor

requirement for the results of
the QAIP and progress against
the improvement plan as part
of the 2012/13 Annual Report
and Opinion.

The annual report did provide

assurances of compliance with
the Code.

included within the 2013/14
Annual Audit Report and
Opinion.




Has the CAE considered the pros and cons for the different N/A The requirement for an external The Chief Internal Auditor will Chief April 2014
types of external assessment (i.e. ‘full’ or self-assessment assessment (to be undertaken present a paper to Senior Internal
plus ‘independent validation’)? every 5 years) is new. Management and the Board Auditor
The PSIAS took effect from 1 April | €xploring the options, form,
2013; as such there is no timing and scope of the external
requirement to have completed assessment.
an external assessment until 31
March 2018.
Has the CAE discussed the proposed form of the external N/A The requirement for an external | The Chief Internal Auditor will Chief April 2014
assessment and the qualifications and independence of the assessment (to be undertaken present a paper to Senior Internal
assessor or assessment team with the board? every 5 years) is new. Management and the Board Auditor
The PSIAS took effect from 1 April | €xploring the options, form,
2013; as such there is no timing and scope of the external
requirement to have completed assessment.
an external assessment until 31
March 2018.
Has the CAE agreed the scope of the external assessment N/A The requirement for an external The Chief Internal Auditor will Chief April 2014
with an appropriate sponsor, such as the chair of the audit assessment (to be undertaken present a paper to Senior Internal
committee, the CFO or the chief executive? every 5 years) is new. Management and the Board Auditor
The PSIAS took effect from 1 April | exploring the options, form,
2013; as such there is no timing and scope of the external
requirement to have completed | assessment.
an external assessment until 31
March 2018.
Has the CAE agreed the scope of the external assessment N/A The requirement for an external | The Chief Internal Auditor will Chief To be determined
with the external assessor or assessment team? assessment (to be undertaken develop a formal terms of Internal with Senior
every 5 years) is new. engagement for the external Auditor Management and

The PSIAS took effect from 1 April
2013; as such there is no
requirement to have completed
an external assessment until 31

assessor or assessment team

the Board on
discussion of the
paper to be
presented in April




March 2018.

Has the assessor or assessment team demonstrated its N/A The requirement for an external The Chief Internal Auditor will Chief To be determined

competence in both areas of professional practice of assessment (to be undertaken undertake due diligence checks Internal with Senior

internal auditing and the external assessment process? every 5 years) is new. on prospective external assessors Auditor Management and

. . . ) The PSIAS took effect from 1 April / assessment teams to ensure the Board on

Competence can be determined in the following ways: 2013; a5 such there is no credibility,, competence and discussion of the

a) experience gained in organisations of similar size requirement to have completed independence. paper to be

b) complexity an external assessment until 31 presented in April

9 sector (ie the public sector) March 2018.

d) industry (ie local government), and

e) technical experience.

Note that if an assessment team is used, competence

needs to be demonstrated across the team and not for

each individual member.

How has the CAE used his or her professional judgement to N/A The requirement for an external | The Chief Internal Auditor will Chief To be determined

decide whether the assessor or assessment team assessment (to be undertaken undertake due diligence checks Internal with Senior

demonstrates sufficient competence to carry out the every 5 years) is new. on prospective external assessors Auditor Management and

external assessment? The PSIAS took effect from 1 April | / @ssessment teams to ensure the Board on
2013; as such there is no credibility,, competence and discussion of the
requirement to have completed independence. paper to b? ‘
an external assessment until 31 presented in April
March 2018.

Does the assessor or assessment team have any real or N/A The requirement for an external | The Chief Internal Auditor will Chief To be determined

apparent conflicts of interest with the organisation? This assessment (to be undertaken undertake due diligence checks Internal with Senior

may include, but is not limited to, being a part of or under every 5 years) is new. on prospective external assessors Auditor Management and

the control of the organisation to which the internal audit
activity belongs.

The PSIAS took effect from 1 April
2013; as such there is no
requirement to have completed
an external assessment until 31
March 2018.

/ assessment teams to ensure
credibility,, competence and
independence.

the Board on
discussion of the
paper to be
presented in April




4.1 - Managing the Internal Audit Activity

Are consulting engagements that have been accepted N/A To date internal audit have A consultancy protocol to be Chief April 2014
included in the risk-based plan? not undertaken any compiled in anticipation of Internal
consultancy engagements. future consultancy Auditor
engagements to conform with
PSIAS
Where an external internal audit service provider acts as N/A Internal audit is not provided by - - -
the internal audit activity, does that provider ensure that an external service provider.
the organisation is aware that the responsibility for
maintaining and effective internal audit activity remains
with the organisation?
4.2 - Nature of Work
Do internal auditors address risk during consulting N/A To date internal audit have A consultancy protocol to be Chief April 2014
engagements consistently with the objectives of the not undertaken any compiled in anticipation of Internal
engagement? consultancy engagements. future consultancy Auditor
engagements to conform with
PSIAS
Are internal auditors alert to other significant risks when N/A To date internal audit have A consultancy protocol to be Chief April 2014
undertaking consulting engagements? not undertaken any compiled in anticipation of Internal
consultancy engagements. future consultancy Auditor
engagements to conform with
PSIAS
Do internal auditors utilise knowledge of controls gained N/A To date internal audit have A consultancy protocol to be Chief April 2014
during consulting engagements when evaluating the not undertaken any compiled in anticipation of |ntzma|
Auditor

organisation’s control processes?

consultancy engagements.

future consultancy
engagements to conform with
PSIAS




4.3 - Engagement Planning

For consulting engagements, have internal auditors established an understanding with the engagement clients about the following:

a) Objectives? N/A To date internal audit have A consultancy protocol to be Chief April 2014
not undertaken any compiled in anticipation of Internal
consultancy engagements. future consultancy Auditor
engagements to conform with
PSIAS
b) Scope? N/A To date internal audit have A consultancy protocol to be Chief April 2014
not undertaken any compiled in anticipation of Internal
consultancy engagements. future consultancy Auditor
engagements to conform with
PSIAS
c) The respective responsibilities of the internal auditors N/A To date internal audit have A consultancy protocol to be Chief April 2014
and the client and other client expectations? not undertaken any compiled in anticipation of Internal
consultancy engagements. future consultancy Auditor
engagements to conform with
PSIAS
For significant consulting engagements, has this N/A To date internal audit have A consultancy protocol to be Chief April 2014
understanding been documented? not undertaken any compiled in anticipation of Internal
consultancy engagements. future consultancy Auditor
engagements to conform with
PSIAS
Do the objectives set for consulting engagements address N/A To date internal audit have A consultancy protocol to be Chief April 2014
governance, risk management and control processes as not undertaken any compiled in anticipation of ':"Zf:al
udaitor

agreed with the client?

consultancy engagements.

future consultancy
engagements to conform with
PSIAS




Are the objectives set for consulting engagements N/A To date internal audit have A consultancy protocol to be Chief April 2014
consistent with the organisation’s own values, strategies not undertaken any compiled in anticipation of Internal
and objectives? consultancy engagements. future consultancy Auditor

engagements to conform with

PSIAS
Where significant consulting opportunities have arisen N/A To date internal audit have A consultancy protocol to be Chief April 2014
during an assurance engagement, was a specific written not undertaken any compiled in anticipation of ':t‘;f”a'
understanding as to the objectives, scope, respective consultancy engagements. future conSLtJIt:ncy ¢ ith ueitor

engagements to conform wi
responsibilities and other expectations drawn up? PSﬁASg
Where significant consulting opportunities have arisen N/A To date internal audit have A consultancy protocol to be Chief April 2014
during an assurance engagement, were the results of the not undertaken any compiled in anticipation of '”t‘;f”a'
subsequent engagement communicated in accordance consultancy engagements. future conSLtJIt:ncy ¢ ith Auditor

engagements to conform wi
with the relevant consulting Standards? gag

PSIAS
For a consulting engagement, was the scope of the N/A To date internal audit have A consultancy protocol to be Chief April 2014
engagement sufficient to address any agreed-upon not undertaken any compiled in anticipation of Internal
objectives? consultancy engagements. future consultancy Auditor

engagements to conform with

PSIAS
If the internal auditors developed any reservations about N/A To date internal audit have A consultancy protocol to be Chief April 2014
the scope of a consulting engagement while undertaking not undertaken any compiled in anticipation of ':"Zf:al

udaitor

that engagement, did they discuss those reservations
with the client and therefore determine whether or not
to continue with the engagement?

consultancy engagements.

future consultancy
engagements to conform with
PSIAS
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During consulting engagements, did internal auditors N/A To date internal audit have A consultancy protocol to be Chief April 2014
address the controls that are consistent with the objectives not undertaken any compiled in anticipation of Internal
of those engagements? consultancy engagements. future consultancy Auditor

engagements to conform with

PSIAS
During consulting engagements, were internal auditors N/A To date internal audit have A consultancy protocol to be Chief April 2014
alert to any significant control issues? not undertaken any compiled in anticipation of |ntzma|

Auditor

consultancy engagements.

future consultancy
engagements to conform with
PSIAS

4.5 - Communicating Results

Where any non-conformance with the PSIAS has impacted on a specific engagement, do the communication of the results disclose the following:

a) The principle or rule of conduct of the Code of Ethics or N/A Occasion has not arisen - - -
Standard(s) with which full conformance was not whereby non-conformance
achieved? with PSIAS has impacted on an
engagement.
b) The reason(s) for non-conformance? N/A Occasion has not arisen - - -
whereby non-conformance
with PSIAS has impacted on an
engagement.
c) The impact of non-conformance on the engagement N/A Occasion has not arisen - - -

and the engagement results?

whereby non-conformance
with PSIAS has impacted on an
engagement.

11




Where any significant governance, risk management and

N/A To date internal audit have A consultancy protocol to be Chief April 2014
control issues were identified during consulting not undertaken any compiled in anticipation of Internal
engagements, were these communicated to senior consultancy engagements. future consultancy Auditor
management and the board? engagements to conform with
PSIAS
Does the annual report incorporate the following:
g) A statement on conformance with the PSIAS? N/A The PSIAS was introduced in A statement of conformance Chief June 2014
April 2013. There was no with PSIAS a will be included Internal
requirement for a statement | within the 2013/14 Annual Auditor
of conformance with PSIAS to | Audit Report and Opinion.
be included as part of the
2012/13 Annual Report and
Opinion.
The annual report did provide
assurances of compliance with
the Code.
h) The results of the QAIP? N/A The PSIAS was introduced in Results of the QAIP will be Chief June 2014
April 2013. There was no included within the 2013/14 Internal
requirement for results of the | Annual Audit Report and Auditor
QAIP to be included as part of | Opinion.
the 2012/13 Annual Report
and Opinion.
i) Progress against any improvement plans resulting N/A The PSIAS was introduced in Progress against improvement Chief June 2014
from the QAIP? April 2013. There was no plans will be included within |n'ﬂ;ma|
Auditor

requirement for progress
against improvement plans to
be included as part of the
2012/13 Annual Report and
Opinion.

the 2013/14 Annual Audit
Report and Opinion.

12




NEQGETL

Compliant

Comment

Action

Responsible

4.6 - Monitoring Progress

Officer

Does the internal audit activity monitor the results of
consulting engagements as agreed with the client?

N/A

To date internal audit have
not undertaken any
consultancy engagements.

A consultancy protocol to be
compiled in anticipation of
future consultancy
engagements to conform with
PSIAS

Chief
Internal
Auditor

April 2014

13
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DECISION-MAKER: GOVERNANCE COMMITTEE
SUBJECT: EXTERNAL AUDIT — ANNUAL AUDIT LETTER
DATE OF DECISION: 16 DECEMBER 2013
REPORT OF: CHIEF INTERNAL AUDITOR
CONTACT DETAILS
AUTHOR: Name:  Neil Pitman Tel: | 023 8083 4616

E-mail:  Neil.pitman@southampton.gov.uk

Director Name: Mark Heath Tel: 1 023 8083 2371
E-mail: Mark.heath@southampton.gov.uk

STATEMENT OF CONFIDENTIALITY
N/A
BRIEF SUMMARY

The Annual Audit Letter presents the key issues arising from the external auditors
statutory audit of the Council’'s 2012/13 financial statements and the assessment of
arrangements to achieve value for money in the Council’s use of resources.

RECOMMENDATIONS:

(1) to note the external auditors Annual Audit Letter.
REASONS FOR REPORT RECOMMENDATIONS
1. Under the statutory Code of Audit Practice, the external auditors are required

to issue a report to those charged with governance, summarising the
conclusions from their audit work.

ALTERNATIVE OPTIONS CONSIDERED AND REJECTED
2. None.

DETAIL (Including consultation carried out)

3. Under Regulation 27 of the Accounts and Audit (England) Regulations 2011
the Annual Audit letter must be published and reported to Members of the
Council.

4. The Annual Audit letter attached at Appendix 1 sets out the external auditors
conclusions of the Council’'s 2012/13 accounts.

5. The Annual Audit Letter confirms:
o} an unqualified opinion on the Authority’s 2012/13 financial statements;
o an unqualified value for money conclusion

6. The Annual Audit Letter, as attached, has been discussed and agreed with
the appropriate officers.

7. The external auditor will be in attendance at the Committee meeting to

Version Number: 1



answer any questions.
RESOURCE IMPLICATIONS
Capital/Revenue

8. None
Property/Other
9. None

LEGAL IMPLICATIONS
Statutory power to undertake proposals in the report:

10. Local Government Act 1999
Other Legal Implications:

11. None

POLICY FRAMEWORK IMPLICATIONS
12. None

KEY DECISION? No

WARDS/COMMUNITIES AFFECTED:

SUPPORTING DOCUMENTATION

Appendices

1. Annual Audit Letter — Year ending 31 March 2013

Documents In Members’ Rooms

1. None

Equality Impact Assessment

Do the implications/subject of the report require an Equality Impact No
Assessment (EIA) to be carried out.

Other Background Documents

Equality Impact Assessment and Other Background documents available for
inspection at:

Title of Background Paper(s) Relevant Paragraph of the Access to
Information Procedure Rules / Schedule
12A allowing document to be
Exempt/Confidential (if applicable)

1. None

Version Number 2
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Appendix 1

Southampton City Council

Year ending 31 March 2013

Annual Audit Letter

October 2013
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The Members

Southampton City Council 25 October 2013
Civic Centre

Southampton

Hampshire

SO14 7LY

Dear Members,

Annual Audit Letter

The purpose of this Annual Audit Letter is to communicate to the Members of Southampton City Council
and external stakeholders, including members of the public, the key issues arising from our work, which
we consider should be brought to their attention.

We have already reported the detailed findings from our audit work to those charged with governance of
Southampton City Council in the following reports:

Southampton City Council Audit Results Issued 11 September 2013 and presented to
Report for the year ended 31 March 2013 members of the Governance Committee on
23 September 2013

The matters reported here are the most significant for the Authority.

| would like to take this opportunity to thank the officers of Southampton City Council for their assistance
during the course of our work.

Yours faithfully

LZLHMH |

Kate Handy
For and behalf of Ernst & Young LLP
Enc
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In March 2010 the Audit Commission issued a revised version of the ‘Statement of responsibilities of auditors
and audited bodies’ (Statement of responsibilities). It is available from the Chief Executive of each audited body
and via the Audit Commission’s website.

The Statement of responsibilities serves as the formal terms of engagement between the Audit Commission’s
appointed auditors and audited bodies. It summarises where the different responsibilities of auditors and audited
bodies begin and end, and what is to be expected of the audited body in certain areas.

The Standing Guidance serves as our terms of appointment as auditors appointed by the Audit Commission.
The Standing Guidance sets out additional requirements that auditors must comply with, over and above those
set out in the Code of Audit Practice 2010 (the Code) and statute, and covers matters of practice and procedure
which are of a recurring nature.

This Audit Results Report is prepared in the context of the Statement of responsibilities. It is addressed to the
Members of the audited body, and is prepared for their sole use. We, as appointed auditor, take no responsibility
to any third party.

Our Complaints Procedure — If at any time you would like to discuss with us how our service to you could be
improved, or if you are dissatisfied with the service you are receiving, you may take the issue up with your usual
partner or director contact. If you prefer an alternative route, please contact Steve Varley, our Managing Partner,
1 More London Place, London SE1 2AF. We undertake to look into any complaint carefully and promptly and to
do all we can to explain the position to you. Should you remain dissatisfied with any aspect of our service, you
may of course take matters up with our professional institute. We can provide further information on how you
may contact our professional institute.

EY |i



Executive Summary

Executive summary

Our 2012/13 audit work has been undertaken in accordance with the Audit Plan we issued on
28 June 2013 and is conducted in accordance with the Audit Commission’s Code of Audit
Practice, International Standards on Auditing (UK and Ireland) and other guidance issued by

the Audit Commission.

The Authority is responsible for preparing and publishing its Statement of Accounts,
accompanied by the Annual Governance Statement. In the Annual Governance Statement,
the Authority reports publicly on an annual basis on the extent to which it complies with its
own code of governance, including how it has monitored and evaluated the effectiveness of
its governance arrangements in the year, and on any planned changes in the coming period.
The Authority is also responsible for putting in place proper arrangements to secure
economy, efficiency and effectiveness in its use of resources.

As auditors we are responsible for:

» forming an opinion on the financial statements;

» reviewing the Annual Governance Statement;

» forming a conclusion on the arrangements that the Authority has in place to secure
economy, efficiency and effectiveness in its use of resources; and

» undertaking any other work specified by the Audit Commission.

Summarised below are the conclusions from all elements of our work:

Audit the financial statements of
Southampton City Council for the financial
year ended 31 March 2013 in accordance
with International Standards on Auditing
(UK & Ireland)

Form a conclusion on the arrangements
the Authority has made for securing
economy, efficiency and effectiveness in its
use of resources.

Issue a report to those charged with
governance of the Authority (the
Governance Committee) communicating
significant findings resulting from our audit.

Report to the National Audit Office (NAO)
on the accuracy of the consolidation pack
the Authority is required to prepare for the
Whole of Government Accounts.

Consider the completeness of disclosures
in the Authority’s Annual Governance
Statement, identify any inconsistencies with
the other information of which we are
aware from our work and consider whether
it complies with CIPFA/ SOLACE
guidance.

On 30 September 2013 we issued an
unqualified audit opinion in respect of the
Authority.

On 30 September 2013 we issued an
unqualified value for money conclusion.

On 11 September 2013 we issued our report
in respect of the Authority. We presented our
report to the 23 September 2013 committee
meeting.

We reported our findings to the NAO on

3 October 2013. There were no issues to
highlight to the NAO.

No issues to report.
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Executive summary

Consider whether, in the public interest, we  No issues to report.
should make a report on any matter coming
to our notice in the course of the audit.

Determine whether any other action should  No issues to report.
be taken in relation to our responsibilities
under the Audit Commission Act.

Issue a certificate that we have completed On 3 October 2013 we issued our audit
the audit in accordance with the completion certificate.

requirements of the Audit Commission Act

1998 and the Code of Practice issued by

the Audit Commission.

EY
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working world



Key findings

Key findings

2.1 Financial statement audit

We audited the Authority’s Statement of Accounts in line with the Audit Commission’s
Code of Audit Practice, International Standards on Auditing (UK and Ireland) and other
guidance issued by the Audit Commission. We issued an unqualified audit report on 30
September 2013.

Authority’s financial statements

In our view, the quality of the process for producing the accounts, including the supporting
working papers was of a high standard.

We did not identify any significant risks in relation to our 2012/13 audit. The findings in
relation to the one area of risk included in our Audit Plan are set out below.

Other financial statement risks:

Risk of misstatement due to fraud and error:
Issue:

» Our responsibility is to plan and perform audits to obtain reasonable assurance about
whether the financial statements as a whole are free of material misstatements
whether caused by error or fraud. As auditors, we approach each engagement with a
questioning mind that accepts the possibility that a material misstatement due to fraud
could occur, and design the appropriate procedures to consider such risk

Finding:
» We carried out the procedures highlighted in our Audit Plan, and had no findings to
report.

There were a few identified numeric and typographical errors in the draft financial
statements. All of these were adjusted during the course of our work. We do not consider
any of these to be significant and therefore we have not provided further details of these
amendments.

We reported a non-material uncorrected error within the financial statements which
Management decided not to amend. In our view the £556k included in the New Deal for
Communities creditor in the 2011/12 accounts rather than earmarked reserves, is not
sufficiently material to justify a Prior Period Adjustment. The Governance Committee
agreed with Management, and approved the financial statements without this correction.

The working papers presented in support of your financial statements were of a high
standard.
2.2 Value for money conclusion

We are required to carry out sufficient work to conclude on whether the Authority has put
in place proper arrangements to secure economy, efficiency and effectiveness in its use of
resources.

In accordance with guidance issued by the Audit Commission, in 2012/13 our conclusion
was based on two criteria:

» The organisation has proper arrangements in place for securing financial
resilience; and
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Key findings

» The organisation has proper arrangements for challenging how it secures
economy, efficiency and effectiveness.

We did not identify any significant risks in relation to the value for money conclusion. We
are also required to evaluate whether any information has come to our attention that
indicates a lack of proper arrangements for corporate performance and financial
management against the criteria in the Audit Commission’s Code of Audit Practice.

We issued an unqualified value for money conclusion on 30 September 2013.

Areas of focus: Key findings

Financial resilience >

Economy, efficiency >
and effectiveness

The Authority has managed its financial performance during
2012/13, delivering savings totalling £13.6m and a surplus
of £7.4m for the year. It has a clear view of the size of the
financial challenge it faces. Budget savings to be delivered
in 2013/14 total £16.5m. The published medium term
financial plan predicts a budget gap of £19.3m in 2014/15,
increasing by £17.4m to £36.7m in 2015/16. The projections
take account of future changes in funding and the financial
impact of new legislation.

However, a recent review by a corporate peer challenge
team concluded that while “there is an appetite from
members and staff to make things better; there is limited
clarity about how to change, and a lack of urgency”.

The Authority has identified savings, efficiencies and
additional income to meet its budget gap in 2013/14.
However, the peer challenge team recommended that you
introduce a three year priority led financial planning horizon.

Therefore, while you have proper arrangements for
securing financial resilience for the foreseeable future you
need to take action to secure financial resilience over the
medium term to longer term.

The Authority has responded positively to the peer review,
holding meetings with the Cabinet before developing a
three year financial plan.

The Authority monitors the performance of its services and
continues to seek alternative ways of service delivery that
meet users needs in an efficient and effective manner.

Consultation has been held with users, partners and
stakeholders to help shape the delivery of services that are
relevant and effective.

The Authority continues to challenge itself, public and
private sector partners on service performance and costs,
for example through contract negotiations with Capita and
by inviting the LGA to carry out a peer review.

Nevertheless, the peer review team concluded that you
need to “refocus your transformation programme so it is
council wide and enables the organisation to deliver the
Council Plan and medium term financial plan”.

2.3 Objections received

We have received no objections to the Authority’s 2012/13 financial statements from

members of the public.
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Key findings

2.4 Whole of government accounts

We reported to the National Audit Office on 3 October 2013 in relation to the accuracy of
the consolidation pack the Authority is required to prepare for the whole of government
accounts.

We did not identify any areas of concern.

2.5 Annual governance statement

We are required to consider the completeness of disclosures in the Authority’s Annual
Governance Statement, identify any inconsistencies with the other information of which
we are aware from our work, and consider whether it complies with CIPFA/ SOLACE
guidance.

We completed this work and did not identify any areas of concern.

2.6 Use of other powers

We identified no issues during our audit that would necessitate using powers under the
Audit Commission Act 1998, including reporting in the public interest.
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Control themes and observations

Control themes and observations

As part of our audit of the financial statements, we obtained an understanding of internal
control sufficient to plan our audit and determine the nature, timing and extent of testing
performed. Although our audit was not designed to express an opinion on the
effectiveness of internal control, we communicate to those charged with governance at
the Authority, as required, significant deficiencies in internal control.

There were no matters that we identified during the 2012/13 audit that we concluded are
of sufficient importance to merit being reported.
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