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Officer’s Recommendation:  No recommendations.  To note only. 

 

Go to Teams > Full Council > Councillor Information 2021 for all briefing documents 

referred to in this document.  Tip! Sort by ‘Modified’. 

 

Introduction - you are not a volunteer! 

Councillors do not volunteer to sit on the Council - they are elected or co-opted and 

they are holders of public office and they hold a formal civic office.  They are bound 

by duties and have a mandate to serve their community.  
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Summons & Apologies 

 

1.1 Council meetings are formal events, not social occasions.  

1.2 They are public events 

1.3 The Council has a schedule of meetings agreed formally at the start of 

each municipal year 

1.4 You are summoned by law to attend a council meeting 

1.5 Apologies must be sent to the Clerk or Deputy Clerk in advance of the 

meeting, not via another Councillor 

1.6 Your reason for non-attendance is logged in the public record as either: 

1.6.1 Personal commitments (an unavoidable personal matter*) 
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1.6.2 Council commitments (acting on behalf of the parish, or the 

Borough, or another parish) 

1.6.3 Work commitments 

1.6.4 * the reason must be given to the Clerk at the time of the apologies 

– personal reasons will be kept on confidential file. 

1.7 Repeated non-attendance can result in a councillor losing his or her place 

on the council. Section 85 of the 1972 Act states they may lose their seat if 

they fail to attend for a period of six consecutive months from date of his or 

her last attendance unless absence was due to some reason approved by 

council. 

 

Code of Conduct 

 

1.8 The Parish Council has adopted the principal authority’s Code of Conduct 

and available on Teams (version 5 2020). 

1.9 Each member must attend a current Code of Conduct training session 

facilitated by Swindon Borough Council 

1.10 The conduct sets out the Nolan principles of public life as per Section 28 

Localism Act 2011. 

1.11 General obligations include: 

1.11.1 You must treat everyone with respect 

1.11.2 You must not bully any person 

1.11.3 You must not intimidate or attempt to intimidate any person 

1.11.4 Do anything which compromises or likely to compromise the 

impartiality. 

 

Councillors’ Interests 

 

1.12 As a councillor, you must abide by rules that apply to the disclosure of 

some business or financial interests. These are called “disclosable 

pecuniary interests” or “DPIs”. DPIs include your employment, ownership of 

land, and business interests in your parish. Other interests are usually non-

pecuniary or personal interests.  

1.13 Part 2 of the Code of Conduct clearly details your obligations about 

registration and disclosure of interests 

1.14 Registration or Disclosure of Members’ Interests must be completed within 

28 days of your election or appointment to office 

1.15 It is your responsibility to ensure you are aware of your responsibilities and 

any person disclosure requirements – not the Council’s and not the Clerk’s. 

1.16 Failure to register or disclose any disclosable pecuniary interest in 

accordance with section 30(1) or 31(2), (3) or (7) of the Localism Act 2011, 

or participating in any discussion or vote in contravention of section 31(4) of 

the Localism Act 2011, or taking any steps in contravention of section 31(8) 
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of the Localism Act 2011, is a criminal offence and risks a fine not 

exceeding level 5 on the standard scale (currently £5,000) or 

disqualification as a member for a period not exceeding 5 years. 

1.17 Where you have a disclosable pecuniary interest which is a sensitive 

interest, you must disclose not the sensitive interest but merely the fact that 

you have a disclosable pecuniary interest in the matter concerned.  

1.18 You must, within 28 days of becoming aware of any new or change in a 

registered personal interest, register details of that new or changed interest 

by providing written notification to Swindon Borough Council monitoring 

officer. 

1.19 The monitoring officer will make a register of your interests available to the 

public – usually on the principal authority’s website. This rule on disclosure 

also applies to your spouse, civil partner or cohabitee, as if their interests 

were yours. You should be aware that the register of interests does not 

distinguish between a councillor’s interests and those that are held by your 

partner. 

1.20 If an agenda item relates to one of your DPIs – such as the expansion of a 

supermarket chain in which you own shares – you must not participate in 

the discussion or vote. You must withdraw if your council’s standing orders 

say so. Also, if the interest has not been registered with the monitoring 

officer, you must disclose the interest at the meeting (or, for sensitive 

interests, disclose the issue but not the detail). You must then notify the 

monitoring officer within 28 days of the meeting 

 

 

Standing Orders / Meeting Etiquette & Predetermination  

 

1.21 The rules for meeting for how the meetings are run can be found in the 

Council’s Standing Orders (version 2021). For example, they will determine 

1.21.1 The order of business 

1.21.2 Procedures for public participation 

1.22 Also see briefing note on the meeting etiquette and predetermination 

1.22.1 A councillor must be open to a fair consideration of the 

information and argument that is presented at the meeting. In a 

legal action challenging the validity of a resolution because of 

the apparent bias or predetermination of a matter by 

councillor(s), the court would assess from the perspective of a 

fair-minded and well-informed observer whether the councillor(s) 

had refused to consider relevant information or views at a 

meeting before they voted on the issue. 

1.23 Most importantly be prepared to make a meaningful contribution to the 

discussion – thoroughly review all materials provided in advance of the 

meeting. 



 

4 
 

 

Financial Obligations 

 

1.24 The local council sector collects around £485 million annually in precept 

income, and invests around £2 billion annually in local communities (2018 

guide). 

1.25 Local council funds are of course public money, much of which is raised 

through a precept or tax on local electors, therefore it is the responsibility of 

all councillors to understand and be pro-active guardians of council funds, 

ensuring their council complies with the various legislation and government 

codes, spending the money in accordance with the needs and aspirations 

of their local community. 

1.26 See the Good Councillor’s guide to finance and transparency 2018 

1.27 The rules and procedures for how we spend public money are stipulated in 

our Financial Regulations (version 2021).  

1.28 The Council sets it precept every January, the budget setting process 

commences from October.  

1.29 The Council is audited twice per year by an independent Internal Auditor 

and the annual accounts are signed off by Full Council before the end of 

June.   

1.30 The annual return or Annual Governance and Accountability Return 

(AGAR) contains a number of annual governance assertions, with which 

the council, as a corporate body, needs to assert that it has complied. To 

be able to confidently make these assertions councillors need to have 

sound information about the operation of internal controls.  

1.31 The Annual Governance and Accountability Return also includes 

accounting statements which are a summary of income and expenditure, 

the precept, staff costs, assets and liabilities, and reserves taken from the 

council accounts. 

1.32 The external audit firm will review the governance assertions, check that 

the accounting summary is consistent and reconciles with the bank 

account, and that year on year variances are explained.  

1.33 The annual audit process requires the council to advertise the availability of 

its accounts and supporting documents for inspection for a 6 week period, 

which must include the first ten working days of July by “interested 

persons” (usually local electors). This is known as the “exercise of public 

rights”. During this 6 week period, interested persons can ask the auditor 

questions about the accounts for that year, and raise an objection with the 

external auditor if they believe an item of expenditure is unlawful or there is 

something they believe the auditor should bring to the attention of the 

public. 

1.34 The objection cannot be for reasons such as disagreeing with a lawfully 

taken decision of the council. If all is in order and the council has acted 
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properly during the year then it will receive the signed external auditor’s 

certificate and an “unqualified opinion” on the Annual Governance and 

Accountability Return. This means that nothing has come to the external 

auditor’s attention that gives cause for concern, although the external 

auditor may wish to bring some minor matters to the attention of the 

council. Only a significant problem would cause the auditor to “qualify” the 

accounts, which is a serious issue that must be addressed. 

1.35 The council then has to publish a notice stating that the audit has been 

completed and publish and display its Annual Governance and 

Accountability Return by no later than 30th September. 

 

Being a Good Employer 

 

1.36 A defining indicator of good council is how it looks after its people. Being a 

good employer means making your employees feel more valued and more 

effective in their work.This results in the improved delivery of council 

services for the citizens of your communities. 

1.37  “The good councillor’s guide”, in this guide councillors are provided with 

comprehensive and straightforward guidance to key employment areas. 

Each section contains easily digestible advice and information that will 

benefit the council and its employees. 


