Town Council Offices
Maison Dieu House

Biggin Street
Dover
CTi61DW
DATE OF ISSUE:
25t October 2023
DOVER TOWN COUNCIL

- Dear Councillor , .

NOTICE IS HEREBY GIVEN THAT a meeting of the FINANCE & GENERAL PURPOSES
COMMITTEE will be held at the Town Council Offices on MONDAY 30TH OCTOBER 2023 at 6pm
when the business shown on the agenda below will be transacted

Any member of the public who requires further information, wishes to make representations to the
Committee, or has any special requirements in respect of this meeting please contact Ms Allison
Burton, Town Clerk, on 01304 242625.

Allison Burton
TOWN CLERK

The Pre_ssy and Public are welcome to attend.

AGENDA

1. APOLOGIES FOR ABSENCE

To receive any apologies for absence. Prior to a meeting Councillors’ apologies, with a reason for
absence from that meeting, should be submitted to the Clerk.

2. DECLARATIONS OF INTEREST

To receive any declarations of disclosable pecuniary and/or other interests as required by
law. (Guidance for Councillors concerning disclosable pecumary andy/or other interests is attached for
your information). (Pages 1 to 2) ~

3. MINUTES

To note the approved Minutes of the meeting of the Finance & General Purposes Committee
held 19t June 2023 as resolved at the Full Town Council Meeting, 12t July 2023, Minute No:
23. :




4a)

4b)

4c)

4d)

de)

af)

7a)

7b)

TOWN COUNCIL FINANCIAL INFORMATION

To note that the schedule of payments for May & June 2023 were approved at the Town
Council’s Meeting on 12t July 2023, Minute No: 25. :

To note that the schedule of payments for July & August 2023 were approved at the Town
Council’s Meeting on 20t September 2023, Minute No: 74a. '

To consider the schedule of payments made by the Town Council for September 2023. (Copy
attached) (Pages 3 to 12).

To note that the budget out-turn to 31st August 2023 was approved at the Town Council
Meeting on 20t September 2023, Minute No: 74b.

To note the budget out-turn to 30t September 2023 (Copy attached). (Pages 13 to 16).

- Tonote the 2024 / 25 budget process is underway. Members wishing to make representationé

should contact the Cahir of the committee. The Town Council budget will be resolved at the
Full Town Councﬂ meeting on Wednesday 17t January 2024.

PROGRESS SHEETS

To note that there are no outstanding items concerning resolutions made by the Finance &
General Purposes Committee during 2023/24.

COUNCILLORS’ WARD GRANTS

To note the current situation with Councillors Ward Grants (to follow).

EXTERNAL AUDIT 2022/23

To consider and note the External Auditor’s Report and Certificate 2022/3, and that in their
opinion on the basis of their review of Sections 1 and 2 of the Annual Governance and
Accountability Return (AGAR) 2022/3 that the information in Sections 1 and 2 of the AGAR
is in accordance with Proper Practices and that no other matters have come to their attention
giving cause for concern that regulatory requirements have not been met (copy
attached). There were no other matters not affecting their opinion to which the auditors
wished to draw the attention of the Council. (Copy attached). (Pages 17 to 20).

To note that the statutory requirements for publication of the Notice of Conclusion of Audit
and the AGAR 2022/3 were not met due to the late receipt of the External Auditor’s
report. However, it was published on the same day it was received, 24 October 2023, 2 days

_ after the statutory deadline.




10.

NOTE:

INTERNAL AUDIT 2023/24

To note McCabe Ford Williams letter of 17t October 2023 concermng their recent Intelnal
Audit. (Copy a’rtached) (Pages 21 to 24)

GOVERNANCE & ACCOUNTABILITY

To consider the Chairperson of the Council’s report of 9% October 2023 concerning the |
adoption of the Unreasonably Persistent or Vexatious Complaints policy. (Copy attached).
(Pages 25 to 32).

DATE OF NEXT MEETING

To note that the next meeting of the Finance and General Purposes Committee will be held
on Monday 4t March 2024,

A COPY OF THIS DOCUMENT IN LARGER TYPE MAY BE OBTAINED ON
REQUEST FROM THE COUNCIL OFFICES, MAISON DIEU HOUSE, BIGGIN
STREET, DOVER.

COPIES OF THE DOCUMENTS MENTIONED IN THIS AGENDA ARE
AVAILABLE FOR INSPECTION FROM THE TOWN COUNCIL OFFICES -
MONDAY TO FRIDAY - 9am to 5pm. COPIES MAY BE REQUESTED GIVING
1 WORKING DAYS NOTICE AND WILL BE CHARGED AT 10p PER COPY.







P1 AGENDA ITEM 2

DECLARATIONS OF INTEREST

Drsclosable Pecumarv Interest (DPI) t

Where a Member ‘has a new or 1egrstered DPI in a matter under consideration, they : must
disclose that they have an interest and, unless the Moriitoring Officer has agreed in advance
that the DPI is a ‘Sensitive Interest’ explain the nature of that interest at the meeting. The
Member must withdraw from the meeting at the commencement of the consideration of any

‘matter in which they have declared a DPI and must not participate in any discussion of; or
vote taken on, the matter unless they have been granted a dispensation permitting them to do
so. If durmg the consideration of any item a Member becomes aware that they have a DPI in

 the matter they should declare the interest immediately and subject to any dispensations, .

withdraw from the meeting. Members should remember that a finding of a breach of the law‘
Wlth regard to DPI’s carries a fine of up to £5, 000 and a criminal record.

Other Significant Inrerest (0SI)

»Where a Member is declarmg an OS] they must also dlsclose the’ mterest and explain the.
nature of the interest at the meeting. The Member must withdraw from the ‘meeting at the
commencement of the consideration of any matter in which they have declared a OSI and
. must not part1c1pate in any discussion of, or vote taken on, the matter unless they have been
- granted a dispensation to do so or the meeting is one at which members of the public are
permitted to speak for the purpose of making representatrons, answering questions or giving
evidence relatlng to the matter. In the latter case, the Member may only | participate on the
same basis as a hember of the pubhc and cannot participate in any discussion of, or vote taken
on, the matter and must withdraw from the meetlng in accordance w1th the Councrls‘l

procedure rules

z

AAVOIuntarV Annnuncement of ther Interests '(VAOI) !

: Where a Member does riot have e1ther a DPI or OSI but is of the Op]l‘llOn that for transparency

 reasons alone they should make an announcement in respect of a matter under consideration,
they can make a VAOL A Member declarmg a VAOI may stﬂl remain at the meetmg and vote .

. on the matter under conmderatton o . , o

- Notes

Sltuanons in Wthh a: Member may WlSh to make a VAOI mclude memberslup of out51de L
bodies that have made representatives on agenda items; where a Member knows a person .
- involved, but does not have a close association with that person; or where an item would -
. affect the well-being of a Member, relative, close- associate, employer, etc. but not his/her o
financial position. It should be emphasised that an effect on the financial position of a Member,
relative, close associate, employer, etc OR an application made by a Member, relative, close
4 assoc1ate employer etc Would both probably cons’utute elther an OSI or in some cases a DPL

i
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- B1March " | Please rotind all figures lo nearesl £1. Do nol leave any.
2023 Doxes blanlc and repoil £0 or il balances. All figures mils]
I financial records.







Lo
O
.

RN



P21

charlered
accountanls

McCabe Ford Williams

: : . Charlton House
: Ms A Burlon = _ gg\‘l‘gf‘me‘
Dover Town Council CTI16 1BL
Maison Dieu House BT
Biggin Street
DOVER 3 dover@mfw.co.uk
Kent By ’F‘p‘?’g /Eff mfw.couk
CT16 1DW : iy
19 0CT 2029 AGENDA ITEM 8
3Y;
DOV 16/JDS/ES s = e 17 October 2023
Dear Allison

Please find enclosed our formal letter regarding the interim audit which should be put before the council.

We are now required to check as part of our internal audit that you are publishing the required information on
your website in accordance with the “relevant legislation”, A council the size of Dover Town Council should
“as best practice” comply with Local Government Transparency Code 2015. The only parts that I can see
where you may fall short are the requirements relating to an Organisational chart-and Senior salaries and so
you may wish to look at these two areas. As these are publications that only need to be made annually, T have
not commented on this in our formal report and will look at this again when I carry out the year end audit.

Please do not hesitate to contact me if you have any queries regarding the above,

Yours sincerely

Emma Stevens _ ‘

Enc
L] .
Partners; Clair Rayner icapand  lan Pascall fcA. John Sheatherfca  David Boobbyer fca Martin Humphreys fccA  Barrie Wrig-hl, A"
: Emma Andrews FcACTA  Ashley Phillips raca  Leigh Jones rcca  Jonathan Fullarion Fea . Mark Greenyood rca
s i Assodales: Lee Phillips Acca  David Hom AcaFcca
2 Alsoat Ashford Granbraok HemeBay Maidstone  Sittingboume £ % =
\R1cAEw o % T ' I ICAEW
" CHARTERED Registered to cany on audit workin the UK. regulated for a range of investiment business actnities, and litensad [o cary oul y ACCRED|TED
the reserved fegal activity of non-contentious probate in England and Wales by the Institute of Chartered Accountants in England and Wales, = FOB PROBATE

== ACCOUNTANTS

’
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Dover Town Council : CTI6 IBL |
Maison Dien House Tel 01304 204006
Biggin Street - ! ; ‘
DOVER . dover@mfw.co.uk |
Kent mfw.couk
CT16 1DW
|
DOV 16/JIDS/ES 17 Oclober 2023

March 2024. The audit was caniied out at the council offices on 12 October 2023.
During this visit, we checked the following:

The cash book is kept up to date. . : ;
The bank reconciliations at 30 September 2023 were checked and agreed to the trial balance at that

date.
Debtors and creditors at 30 September 2023.
Payroll procedures and calculations / deductions.
. Ascertained the financial systems in place.
Ascertained that a risk review was carried out during the year.
The precept was calculated fiom a budgetary process and that the correct amount was received.
Sample checked the procedures surrounding income and bankings for the period from 1 April 2023 to

30 September 2023. : :
9. - Sample checked the procedures surrounding purchase order requests, purchase invoices and payments

!\)—-

®No LR W

for the period fiom 1 April 2023 to 30 September 2023. :
10. A sample of minutes were reviewed to ensure that the ‘council’s financial regulations appear to have
been followed, that financial effects of decisions reached were accurately recorded in the Council’s
. records and that figures were regularly compared to the budget. :
11. The period for the exercise of public rights and publication requirements for 2022/23 were coirectly
complied with. (Canied out prior to visit due to the time sensitive nature of the check).

The following points were identified during our work:

1. The second tranche of the Precept which was received on 29 September had been misposted to code
1096 Bank Interest. This can obviously be corrected, if not already done. We are satisfied that this is

an isolated incident.

. %. One paymént was identified where the “Authorisation to pay” had-only been initialled by one rather
than twvo councillors. Payments either side of this payment were checked and had been correctly -
authorised so we are saﬁsﬁqd that this was an isolated rather than a systematic failure.

3. The council is required by no later than 30 September to publish the Annual Governance Statement,
statement of accounts and if it has been received, the external auditor’s certificate and report. As soon

Pascallrca  John Sheatherrca DavidBoobb)arrcX Martin Humphreys rccA  Bamrie Wright FcA

Pariners: ClairRaynericapaa  lan
Ashley Phillps rccA  Leigh Jones fcea. Jonathan Fullarlon ica Mark Greanwood Fca

‘Emma Andrews [CACTA
@7 L Assodates; Lee Philips acca  David Hom ACAFCCA -
- . > Alsioat: Achford Cranbrook HemeBay Maidstone Sittingboume e
I ICAEW. BN VICAEW:
CHARTERED Registered to camy on audit work [n the UK regulitad for a range of imestment business actiitles, and Ecensed to cany ool y ACCREDITED
the reserved l2gal acthity of non-contentious probate in England and Wales by tha Instilute of Chartared Accountants in Englind and Walss. Z. FOR PROBATE

£, ACCOUNTANTS.

Dear Ms Burton
We have recently carried out our interim audit in connection with our annual report for the year ended 31
|









AGENDA ITEM 9

DOVER TOWN COUN CIL

- Report to: - ' Finance and General Purposes Committee
Meeting date: 30 October 2023
Date ertten , 9 October 2023 ‘ - :
From ClIr Susan ]ones, Chalrperson of the Councrl
Subject: Unreasonably Pers15tent or Vexatmus Complalnts and
: : Requests Pohcy ' — '
1. INTROT)UCTION

L Local government transparency is the openness w1th Wh1ch a local authority
- or council runs its affairs. It represents how much the citizens of that authority

can find out about all aspects of local government mcludmg flnances,,
dec1s1on-mal<1ng and more. : -

The Local Government Transparency Codesets out the minimum.

- requirements for local authorities to publish open data for re-use and in a .

_ publishes papers, information and: financial reports beyond what is required =
~to comply with the law governmg the prov1s1on of 1nformat1on in smaller .

timely way. Dover Town Council is committed. to the Transparency Code and

~ author1t1es

_'Under the Freedom of Informatlon Act 2000, makes prov131on for disclosures

of information by public authorities but there are exemptlons and protectlons : -
partlcularly for personal data under that Act.

Dover Town Council has. a Complamts Policy. It retains an external Data

~ Protection Officer. in the form of a specialist provider, Satswana and is
‘ reg15tered as requlred with the Information Comrmssmner s Office. | ‘

| INFORMATION |

Dover Town Councﬂ receives very feW complamts = 3 1n the past year of o
Wthh - ~ :

1. Was related to a nelghbour s dumplng of rubblsh in a front garden .
(referred to DDC) : ‘ <

L2 Was a complamt at seeing a rat by a visitor to the town;

A
Gl ERe
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3. Was a complaint by a civil servant in a central government department at
being asked to pay for the hire of the Council Chamber for training.

Likewise, DTC receives very few Freedom of Information requests - 1 in the

past year which was made by an unsuccessful job applicant wanting the

interview panel’s notes.

- However, there is a small number of people who use the prov151ons of the law

for purposes such as bullying, nuisance, mtrmrdatlon and harassment. These

individuals are generally termed vexatious. The law provides protection for
local authorities from such people and their resource consuming demands.
Section 14(1) of the Data Protection Act 2019 is designed to protect public

authorities by allowing them to refuse any- requests which have the potential

to .cause r'_fi ISpropo1 rtionate or. IxTH 1stified’ ley /(‘! of (HA qU‘ g{ rritation or

distress.

. Following advice from our DPO, councillors are askedto adopt the attached
policy which provides a clear framework for our officers to manage these

individuals and their time and resource. consuming correspondence which -

 distracts and detracts from the serious business of the Council in 1mprov1ng
the quality of life for those who live, work and visit in Dover.

‘SlX pomts to prove for vexatrousness

° Unreasonable and persrstent and agalnst the burden of comphance
o - Frequent or overlapping requests '

o _Harassment or dlstress bemg caused

- o Fishing attempt; - '

e Fr1volous request;

~ o Inappropriate language or behaviours.

Add to this;

O Burden of comphance compared to the questlon of Whether the 1ssue 1s
_ raised “in the pubhc interest”; :

o Value or seriousness of purpose

° Motlve ;
o Harassment or distress.

DECISION -

: Cornrnittee is asked to resolve to recommend to Council the adoption of the
Unreasonably Persistent of Vexatious Complalnts and Requests Pohcy

Statutory Powers - Local Government Act 1972 Data Protectlon Act 2019 and
-Freedom of Inforrnatlon Act 2000 :
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- Dover Town Council
Unreasonably Persistent or Vexatious Complaints

POLICY

1 Introduéti'on

Dover Town Councﬂ does not tolerate bullymg, harassment or mtumdatron, in any form, of
_ any of their employees or Councillors. This applies to such behaviour from members of the

public and Town Council employees and Councillors alike. A small percentage of people may
coriespond with, or complain to, Dover Town Council in a way that could. reasonably be
described as obsessnfe, harassing, bullymg, mtmmda’ang or abusrve ‘

2. Harassment

- :,Under the Protectlon from Harassment Act 1977 Sl (1) ,

A person must not pursue a course of conduct—
. (a)which amounts to harassment of another, and ~ :
(b)wluch he knows or ought to know amourits to harassment of the other

~ Such action can be
» Physical Conduct;
e Verbal Conduct;
e Non~Verbal Conduct..

3 Bullyrng

- The' councﬂ deﬁnes bullymg as a pattern of offensrve, mtumdatmg, ‘malicious, msultmg, <

humiliating behaviour intended to undermine’ an individual or group, gradually and as a

. consequence erodrng their confidence and capablhty possibly with the intention to stop them
carrying out a partrcular activity / duty or force them to res1gn and this wrll not be tolerated

Such behamour may also be de31gned to annoy and/or to create extreme worl(load for a Town :
- Council Wthh normally employs a small number of ofﬁcers : :

. Such behav1our nught also be desrgned t0 cause extreme drstress A

Such behav1our might also be repetitious. : , . ’
Stch behaviour from a minority of individuals can take up a d1sproport10nate amount of

limited council resources and.can affect the Parish Council’s ability to do its work arid provide
a service to the community and can result in unacceptable stress for the Clerk Jother

- Employees and Councillors.
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4. Defmmg Vexatmus or Unreasonably Persrstent Complamts

Vexatious or persrstent complamts and correspondence can be charactensed in the
'followmg ways: '

e Behavrour whrch is obsessrve, persrstent harassrng, prohﬁc, repetrtrous and/or

o Behavrour which is designed to cause extreme drstress, bully, hurmhate and mtmndate
specﬁrc mdrvrduals and the Corporate Body and / or -

. Erequent correspor dence timed to cause the councﬂ maximum drsruptron and workload
and/ 'or; - - ‘

e Behaviour Wthh displays an insi sistence on pursuing unrneritorious issues, tr__ivial>points
and/or unrealrstrc outcomes beyondt allrea’son and/or ‘ : -

. Drsplays an msrstence ‘upon pursulng complamts or issues in an unreasonable and abusive
manner and/or . . ‘ '

. Repeated and/ or frequent and/ or sunultaneous requests for mformatron, whether or not .
those requests are mad° under the access fo mforma’uon Ieglslatron, and/or o

. Behavrour Where ex~employees are contacted to try to undermrne counci]lors or officers.
- and/ or ‘ - v

_* Behaviour. whlch has the effect of hmdermg the councﬂ’s ablhty 0 8o about 1ts democratrc
.busmess due to the extra Workload generated ' »

e Behaviour Where the aim is character assass‘ination.j ~

e Behavrour characterrsed bya refusal to accept that i issues ralsed are not Wlth]n the power of
fthe Councrl to mvestrgate, change or mﬂuence : G -

 The Oﬁfrce of the Independent Adjudrcator defmes the chcnracterisi:ics of & ‘“frivolous’ or
’vexatlous complamtas . . - ...

‘complarnts whrch are obsessrve, persrstent harassrng, pro]rﬁc, repetltrous

_ einsistence upon pursumgunmerrtorrous co:nplamts and/or tmreahstrc outcomes beyond all

_reason . . ‘ : -

einsistence upon pursuing meritorious complaints in an unreasonable manner

~_ecomplaints which are designed to cause difsruption or annoyance

¢demands for redr'es‘s»ﬂftat lack any S_erious ‘purpose or value ;
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5. Use of this Pdlicy

1In the first instance the Clerk will consult with the Chairperson of the Council/ Mayor, With
the Chairperson’s/Mayor’s agreement, the complainant will be contacted in writing (also
providing a copy of this policy), to explain why the behaviour is a concern.and ask them to
change their behaviour." . : , . : .

I the behaviours persist and Clerk or Councillors identify behaviour that they thifik exhibits
these characteristics, and which they believe may be vexatious or unreasonably persistent,
- they should refer itto full council under closed session. o <

eIn excéptichal circumstances Z(for examplé sigxﬁﬁcant time untd the next availéblg meeting),
- the policy can be triggered by e-mail consultation with a minimum of 6 councillors including -
 the Chairperson/Mayor or Deputy Mayor L . _

- If the council agrees with the ‘assessment, it should prepare a brief statement of why it
considers the complain‘t’or' carrespondence to be vexatious, including its effect upon the Clerk,
Councillors and/or the town. This should be accompanied by a report to the Council
. identifying the impacts, workload effects and resource implications, and, if resources allow,
. ihformaﬁon ébout the related Cofre'spondencé via email, 'teleph()ne and  letter, in'Acluding’
information about whom the correspondence was addresséd fQ, who it was copied to, and a

brief-des‘cﬁpﬁoﬁof each piece of correspondence. .

Sahctic_)ns can include: :
° Being limited to cbmmunicatihg with one nominated officer;

* Receiving no responses. to further enquiries and communications on the same matter if no

substantive new issue is raised

. ® Receiving no responses to all enquiries and communications made to the council for 6

months if no substantive new issue is raised

6. Handling cofrespondence and complaints deéﬁied:to be vexatious -

4 ,The Clerk will write to ihé‘c{)'jfrespdﬁdent advising them that their complaint and/or .
- correspondence has been determined to be vexatious and giving the reason for that

decision.

7. Residénts of the Town

If the complainant is a local resident of the town, the notification letter should state which
_ sanction the council has imposed. They should be advised that the decision will be reviewed
' in six months from the date of the letter advising them that their complaint/correspondence
is vexatious. District and County Councils will be informed that a constituent has been

~ designated as an unreasonably persistent or vexatious complainant.
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Sancﬁons can include: ' ; .

» Being permitted to only communicate wﬁh one nominated member of the. councﬂ or
staff , ,

e Belng permitt ed to oniy comm: nicate in a spec1f1c way, for example, letter ra’dher '
 than e—maﬂ or telephone, :

. » Receiving no respons es further enquiries and communications on the same matter if
“no substantive new issue is raised < . .

e Receiving no responses to all enqmr ies and communications made to the council for
6 months ifno substanﬂve new issue is raised ' -

Review of Sanction:
. At the following full town council meeting which occurs six months after the correspondent
has been advised that their complaint and/or correspondence is vexatious, that decision
‘ should be reviewed. The council should consider whether there has been any impr ovement
_ in the vexatious behaviour over that time. The Clerk should write to the correspondent

- advising them of the outcome of the review. If the behavmur has 1mproved tuture
. Correspondence can be treated in the normal way. If there has not been a 51gmf1cant_
. improvement, the correspondence will conmnue to be treated as vexahous and will be

rev1ewed annua]ly

e

| The dec1szon to stop res;pondmg Wﬂl never be taken hghﬂy We are able to say yesto a]l of ’che
fo]lowm g -

. we have ’caken every I:easonable step to address the complamant sconcerns ..
. - the complamant has been givena cIear sta’cement of your posmon and thelr ophons o
. ’che complamant contacts you repea’cedly, makmg substanha}ly the same pomts each .
. t:me . L -
7 ~The case to stop respondmg is stronger if you a‘gree with one or more of these statements:
. then‘ Ietters, emaﬂs or telephone caHs are often or always abuswe or aggresswe
. they make msultmg personal comments about or thre ats ’cowards staff
~»  you have reason to— beheve thc ~d1vzdual is contactmg you with the mtenﬁon of

. causmg cbsruphon or mconvemence

- We will not stop respondmg ]ustbecause an mdlmdual is chfﬁcult to deal w1th or asks complex
- quest{ons . . '
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8. Non-Residents of the Town
If the complamant(s) does not reside in the par1sh they Wﬂl be advised that all future

correspondence will be ignored and left unread. There is no route of appeal agamst the
 decision that a complamt or cmrespondence is vexatious.

9. Per51stent commumcatmn on the same matter from mu1t1ple
complamants :

If the per31stent communication on one. matter is from 4 or-more complamants, rather than
fromone complamant the Clerk or Councﬂlors 1dent1fymg the behav1our will drafta standard
response to all further communications on that matter. As no sarctions are bemg unposed
this action can be trlggered Wlthout approval ata fu]l councﬂ meetmg

10. - Reﬁew.

This document was approved for use at the meetmg of the Town Councﬂ 0N X3OXXXX 20 XX -
- and it shall be reviewed per10d1ca]ly : -
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