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Elected Members’ Allowances
Scheme
2015/16
CARLISLE CITY COUNCIL
CARLISLE CITY COUNCIL MEMBERS' ALLOWANCES SCHEME 2015/16
Carlisle City Council, in exercise of the powers conferred by the Local Authorities (Members' Allowances) (England) Regulations 2003, hereby makes the following Scheme. 
1. This Scheme may be cited as the Carlisle City Council Members' Allowances Scheme, and shall have effect for the period set out in Schedule 1 to this scheme, until amended or revoked. 
2. In this Scheme, 'Councillor' means a Member of the Carlisle City Council who is a Councillor.
3. Duties of Councillors, Executive Members & Portfolio Holders are set out in the Guidance Notes at Appendix 1 which accompany this scheme.
4. Independent Remuneration Panel (IRP)
· The Council is required by the Local Authorities (Members Allowances) (England) Regulations 2003 to establish and maintain an Independent Remuneration Panel (IRP), which will broadly have the functions of providing the Council with advice on its scheme and the amounts to be paid. 
· The IRP will make recommendations about the level of basic allowance for all Councillors, a recommendation about the special responsibilities for which a special responsibility allowance should be paid and the levels of those allowances.
· The IRP will make recommendations about childcare and dependent carer’s allowance and the level of this allowance. 
· The IRP will make decisions regarding Pension arrangements for Elected Members, and which Members are eligible to join the Local Government Pension Scheme (LGPS).
· The IRP will make recommendations regarding which aspects of a Members Remuneration i.e. Basic & Special Responsibility Allowances are subject to Pension contributions.
· The IRP will make recommendations about the rates of travel & subsistence allowances which Members can claim when undertaking Official Council business.
· The IRP will make recommendations in respect of allowances to be paid to co opted members of committees and the levels of those allowances.
Any decision of the Council to amend, revoke or replace their scheme of allowances, and to make a new annual scheme must be taken having regard to the recommendations of the IRP. The function of agreeing and adopting a scheme is the function of the full Council. 
The decision by the Council to amend or revoke recommendations made by the IRP, does not extend to the issue of Pensions for Elected Members. The Council can only approve admission to the LGPS in respect of those Members explicitly recommended by the IRP.
5. Basic Allowance 

Subject to paragraph 12, a Basic Allowance shall be paid to each Councillor at the annual rate specified in Schedule 1 to this Scheme.  The allowance shall be paid in monthly instalments on the 15th day of each month.
6. Special Responsibility Allowances

Subject to paragraph 12, a Special Responsibility Allowance shall be paid at the annual rate specified in Schedule 1 to those Councillors who hold the special responsibilities in relation to the City Council as are specified in that Schedule.   The allowance shall be paid in monthly instalments on the 15th day of each month.   No Councillor shall be entitled to be paid more than one Special Responsibility Allowance at any one time and in the event that a Councillor undertakes more than one Special Responsibility at a time, then the entitlement shall be to the Special Responsibility Allowance of that Councillor’s choice.
SRA ceases to be payable as at the day immediately prior to the Annual Council meeting. Chair’s re elected at the Annual Council meeting will receive SRA payable effective from that date. Where a committee does not sit until some time after the Annual Council meeting, SRA will not be payable to the outgoing Chair after the day before the Annual Council meeting, and will only be payable from the date the committee sits and the Chair is elected or re elected. 
7. Telephone Provision / Miscellaneous expenses

No separate provision shall be paid in respect of line rental, telephone calls or other miscellaneous expenses associated with being a Councillor except as provided within this scheme. All such costs are to be met from the annual amount of Basic Allowance identified in Schedule 1.
8. Dependant Carer’s Allowances

A Dependant Carer’s Allowance shall be payable based upon a reimbursement of actual receipted costs of up to the rate per hour specified in Schedule 1 to any Councillor who incurs expenditure in respect of the care of their children or dependent relatives, whilst undertaking the qualifying duties specified in Schedule 1.
9. Subsistence Allowances

Subsistence Expenses shall be reimbursed in accordance with the scales detailed in Schedule 1, in respect of the qualifying duties specified in that Schedule by reference to the period of absence from home or place of work as appropriate
10. Travel Arrangements

Members should travel by Public Transport where reasonably possible. Where Members travel by rail, they shall be entitled to travel at Standard Class rates, and tickets for the journey can be organised through your member support officer. 
Where a Member undertakes a journey by car then reimbursement shall not exceed the mileage rates specified in Schedule 1.
Travel by Air will only be authorised and paid on the conditions and rates set out in Schedule 1.
11. Travel Abroad

When travelling beyond the United Kingdom, the Member in consultation with the organising department and the Director of Resources should ensure as far as practical that the arrangements are made for accommodation to be provided on a fully inclusive basis as a direct charge to the City Council. Where this is not practical, the Director of Resources will determine an appropriate scale of allowance having regard to the nature of the event, the location, and the published scales relating to Senior Civil Servants undertaking duties abroad in the location concerned.
12. Town Twinning

When Members visit Flensburg or Slupsk or participate in other approved activities beyond the United Kingdom in circumstances when no other entitlement to a Conference Attendance or full Subsistence Allowance arises, then an out of country expense allowance as specified in Schedule 1 will be payable.
13. Part Year Entitlements

(i)
The provisions of this paragraph regulate the entitlement of a Councillor to a Basic or Special Responsibility Allowance, where, in the course of a year, this Scheme is amended, or a Councillor becomes or ceases to be a Councillor, or accepts or relinquishes a Special Responsibility in respect of which a Special Responsibility Allowance is payable.
(ii)
If an amendment to this Scheme changes the amount to which a Councillor is entitled by way of a Basic Allowance or a Special Responsibility Allowance, or if a Councillor accepts or relinquishes a Special Responsibility Allowance, then the entitlement to the allowance shall be in proportion to the number of days entitlement to each allowance relative to the number of days in that year.
(iii)
If an amendment to this Scheme changes the amount payable by way of a Conference, Dependant Carer’s or Subsistence Allowance or to the rates of travel entitlement, the entitlement to such an allowance or payment shall be to the amount under the scheme as it has effect when the duty was carried out.
(iv) Where the term of office of a Councillor begins or ends otherwise than at the beginning or end of a year, the entitlement of that Councillor to a Basic or Special Responsibility Allowance shall be in proportion to the number of days of his term of office, relative to the number of days in that year.
14. Renunciation

A Councillor may by notice in writing given to the Director of Resources elect to forego any part of his entitlement to an allowance under this Scheme. 
15. Annual Review of Allowances

The Basic Allowance, Special Responsibility Allowance and Dependent Carer’s Allowance shall be index linked to the Council’s annual salary increase for staff, and submitted annually for approval by Council. 

Travel and Subsistence rates will also be index linked to the Council’s annual increase for staff and submitted annually for approval by Council.
16. Claims and Payments

(a) A claim for Dependant Carer’s or Subsistence Allowance or to reimbursement of travel expenses under this Scheme shall be made in writing within two months of the date of the meeting in respect of which the entitlement arises.
(b) A claim for Dependant Carer’s or Subsistence Allowance or to reimbursement of any travel expenses, shall be on the form provided by the Assistant Director (Resources)  and shall include a statement by the Councillor making the claim that he or she is not entitled to receive remuneration, reimbursement or any allowance claimable from another body in respect of the matter to which the claim relates, otherwise than under this Scheme.

(c) Where a payment of the amount specified in this Scheme in respect of a Basic Allowance or a Special Responsibility Allowance would result in a Councillor receiving more than the amount to which he or she is entitled, the payment shall be restricted to such an amount as will ensure that no more is paid than the amount to which he or she is entitled.  In the event of a Councillor no longer holding a Special Responsibility, or ceasing to be a Councillor, the amount of any allowance that has been overpaid will be recovered.
17. Chief Officers
Chief Officers shall be subject to the same terms and conditions in respect of subsistence as relate to Members. 
18. Elected Members’ Pensions

The Local Authorities (Members’ Allowances) (England) Regulations 2003, allow the Council to provide Pension arrangements for any Elected members explicitly recommended by the IRP.
The IRP has recommended that no Members should be entitled to currently participate in the Pension Scheme.
The IRP will reconsider this matter with a view to making a further recommendation to Council.
19.
Co Opted Members Allowances

The Local Authorities (Members’ Allowances) Regulations 2003, allow the Council to pay Co opted members of committees an annual allowance in respect of their attendance at meetings.
The City Council will pay each Co Opted Member of the Standards Committee an amount per annum in full recompense for their time & involvement on the committee. See Schedule 1
20. Guidance Notes
Guidance Notes which are produced to assist Councillors, and which do not form part of the regulations are set out in Appendix 1 to this document. 
SCHEDULE 1
1. Basic and Special Responsibility Allowances (SRA)


The following are specified as the Basic and Special Responsibility Allowances which shall be payable at the Annual rates specified below for the period commencing 7th May 2015, until revoked or amended:- 
	
	BASIC
£

	SRA
£
	TOTAL
£

	Leader of the Council
	4,887
	17967
	22,854

	Deputy Leader
	4,887
	11229
	16,116

	Executive Portfolio Holder
	4,887
	6735
	11,622

	Chair Development Control Committee
	4,887
	4497
	9,384

	Chair of Regulatory Panel
	4,887
	1128
	6,015

	Chairs of Appeals Panel (3)
	4,887
	1128
	6,015

	Chair of Chief Officers Panel
	4,887
	0
	4,887

	Chair of Audit Committee
	4,887
	4497
	9,384

	Chairs of Overview and Scrutiny Panels (3)
	4,887
	4497
	9,384

	Minority Group Leaders:

· Less than 5 members

· 5 to 9 members

· 10 to 14 members

· Over 14 members
	4,887

4,887

4,887

4,887
	0

2,247
3,375
4,497
	4,887

7,134

8,262

9,384

	All other Council Members
	4,887
	0
	4,887

	Co opted members of Standards Committee
Chair

Member
	0

0
	510

255
	510

255


Notes
(i) No separate provision shall be paid in respect of line rental, telephone calls or other miscellaneous expenses associated with being a Councillor, except as provided within this scheme. All such costs are to be met from the annual amount of Basic Allowance identified above
(ii) No Councillor shall receive more than one Special Responsibility Allowance.
2. Dependant Carer’s Allowances
A carer’s allowance of up to £5.69 hour (i.e. actual expenditure incurred up to a maximum of £5.69 hour) will be paid for care of dependents whether children, elderly person’s or people with disabilities, to those Members representing the Council on approved duties (see paragraph 6). The maximum period of the entitlement will be the duration of the approved duty and reasonable travelling time. The allowance will not be payable where the care is provided by a member of the claimant’s own household.
3.
Travel
Members should travel by Public Transport where reasonably possible.
Rail Travel – the amount of the ordinary Standard Class fare at the cheapest rate available for the journey wherever possible.
Taxi Cab - in cases of urgency or where no other form of public transport is reasonably available the amount of the actual fare and any reasonable gratuity paid - in any other cases the amount of the fare for travel by appropriate public transport.
Private Motor Vehicle – the rates approved by Council, for the cubic capacity of the car used for the journey up to 120 miles round distance. 
Any distances paid over 120 miles will be reimbursed at the petrol element.  
The current rates (effective from 1st Sept 2012) are:

  Rate for 1st 120 miles


Rate payable for each additional mile

Up to 999c.c 

= 46.9p

9.406p 
per mile

1000c.c and over 
= 52.2p 

10.366p 
per mile

Air - the rate for travel by air shall not exceed the rate applicable to travel by appropriate alternative means of transport together with an allowance equivalent to the amount of any saving in subsistence allowance consequent on travel by air. Where the saving in time is so substantial as to justify payment of the fare for travel by air, the amount paid shall not exceed:
a) The ordinary fare or any available cheap fare for travel by regular air service, or
b) Where no such service is available or in the case of urgency, the fare actually paid by the member
Other Costs - The rates detailed above may be increased by not more than the amount of any necessary expenditure incurred on tolls, ferries or parking fees including overnight garaging, however where possible receipts should be submitted with claims.
4.
Subsistence
No subsistence will be payable for carrying out approved duties in the City of Carlisle area.

Where expenditure on subsistence is necessarily incurred in the performance of an 'approved duty' out with the Carlisle area, an allowance not exceeding the following maximum rates  (effective from 1st April 2009) may be claimed as set out below:
(a)
Breakfast allowance (more than 4 hours away from normal place of residence before 11 a.m.) £6.34
(b)
Lunch allowance (more than 4 hours away from normal place of residence including the period between 12 noon and 2 p.m.) £8.71
(c)
Evening meal allowance (more than 4 hours away from the normal place of residence ending after 6 p.m.) £14.21
(d) In the case of an absence overnight from the usual place of residence, 
Accommodation should be pre arranged through Carlisle City Council. 
However where a member makes their own accommodation arrangements reimbursement of hotel bills will be limited to the following maximum rates.
Non London Hotel - £71.00 plus VAT
* London Hotels - £92.00 plus VAT
(e) In addition, for each night that a member is away from their usual place of residence, an Out of Pocket Allowance is payable at a rate of - £5.00 per night.  This is the maximum allowable by HMRC in respect of personal incidental expenditure.
(f) Out of Country expenses allowance - £35.00 per 24 hour period on foreign soil.
* For the purposes of this, London means the City of London and the London Boroughs of Camden, Greenwich, Hackney, Hammersmith and Fulham, 
Islington, Kensington and Chelsea, Lambeth, Lewisham, Southwark, Tower Hamlets, Wandsworth and the City of Westminster.
5.
Qualifying Approved Duties 
(i) For payment of Travel and Subsistence and Dependent Carer’s Allowance: 
· Attendance at any meeting of the Council, Executive, Committee, Sub Committee, Panel or Working Group to which the Member has been appointed in an official capacity. 
· Attendance as the Council’s appointed representative on any public body, charity, voluntary body or other organisation formed for a public purpose (and not for the benefit of the Member). 
· Attendance at a Group meeting preceding any meeting of the full Council.
· Attendance by the Chair, Vice Chair or Executive Member for the purposes of a briefing prior to a meeting of any meeting of the Council, Executive, Committee, Sub Committee, Panel or Working Group.
· Attendance at Parish Council meetings within the City Councillor’s Ward (Travel only).
· Attendance at a properly organised and advertised surgery for the Councillor’s own Ward (Travel only).
APPENDIX 1
GUIDANCE NOTES –CARLISLE CITY COUNCIL MEMBERS’ ALLOWANCES SCHEME
These notes are produced to assist elected Members in submitting their claims and do not form part of the regulations.
1.
ALLOWANCES FROM MORE THAN ONE AUTHORITY OR BODY

Membership of more than one authority or body may involve the Member in attendance at separate meetings of or the performance of other approved duties, for more than one such authority or body during the course of any 24 hour period.
If a Member who is a member of more than one authority or body attends a qualifying meeting then any claim for a Conference Allowance, Carer’s Allowance or Travel and Subsistence, shall be made only against the authority nominating their attendance.
2.
PAYMENT OF ALLOWANCES

One-twelfth of the basic allowance and/or the special responsibility allowance shall be paid monthly on the pay date on or preceding the 15th of each month, in respect of that calendar month.
Claims for Dependent Carers’ Allowances should be made within two months of the date of the meeting and be submitted to the Assistant Director (Resources) by the 2nd of the month for payment on the 15th of that month directly into a Member's bank account.
An advice note detailing the amount of each payment and the cumulative position during the fiscal year to date will be forwarded to the Member's home address.
Payment will be made each month
3.
PAYMENT OF DEPENDENT CARER’S ALLOWANCE

Expenditure incurred by a Councillor for the care of their children or dependent relatives whilst undertaking particular duties shall be reimbursed to a maximum amount detailed in Schedule 1, for such reasonable period of the absence giving rise to the claim including reasonable travelling time to and from the meeting.
(i)
Each Councillor who wishes to claim a Dependent Carer’s Allowance will register their intention to do so (on a form designed for that purpose available from the Service Support Team Leader in the Resources Directorate), together with the broad details of the circumstances and dependents giving rise to the claim. This initial registration must be approved by the Assistant Director (Resources) and can be undertaken at any time during a Councillor’s membership of the Council.
(ii)
Thereafter, each individual claim will be made on a Dependent Carer’s Allowance Claim form and submitted to the Service Support Team.
A valid invoice must accompany all claims.
4.
TRAVELLING ALLOWANCES

Claims for reimbursement of travelling costs should be made within two months of the date of the meeting and be submitted to the Director of Resources by the 2nd of the month for payment on the 15th of that month directly into a Member's bank account.
Please note that Receipts must be provided for fuel, Public Transport fares and other expenses in order to negate any tax/NI liability, and allow VAT to be reclaimed by the City Council.
Councillors should note that if they use their own vehicle for the purpose of Council business (including attendance at Council meetings), they should ensure that they are fully covered for business purposes on their motor vehicle insurance policy, their vehicle is roadworthy and covered by a current MOT certificate (see also section 11). And that they hold a valid UK driving licence.
5. VAT RECEIPTS FOR MILEAGE CLAIMS

Members who submit mileage claims for reimbursement must request and submit VAT receipts for the purchase of fuel to support their claim. This procedure is necessary to allow the Council to recover VAT from HM Revenue & Customs (HMRC). 
Receipts are not required to substantiate every journey. A single (or a few) VAT receipts from the start of the period to the end of the period of the claim would be acceptable. 
6.
SUBSISTENCE ALLOWANCES 

Claims for subsistence should be made within two months of the date of the meeting and be submitted to the Service Support Team Leader by the 2nd of the month for payment on the 15th of that month directly into a Member's bank account.

Receipts must be retained in order to negate any tax/NI liability, and allow VAT to be reclaimed by the City Council.
7.
SUSPENSION OF ALLOWANCES
Payment of all Allowances will be suspended where a Member is suspended, or partly suspended, under Part 3 of the Local Government Act 2000, is adopted.
Subject to the outcome of any investigation, any amount suspended or recouped may be reimbursed.
8.
MISCELLANEOUS PROVISIONS


The Council also provides the following services for Members;
i. Visiting Cards, letter headed paper & compliment slips
ii. Reimbursement of costs personally incurred by Members in hiring accommodation for surgeries
iii. A new Members’ Development framework for the development of all Elected Members is currently under consideration by Council
iv. The provision of home based computer facilities to assist Members in the performance of their role as Councillors and in representing and assisting their constituents.
v. Office stationery & IT consumables
1 INCOME TAX ON BASIC, SPECIAL RESPONSIBILITY AND CONFERENCE ALLOWANCES
9.1
Allowances are taxed under Schedule E.  Deductions will be made from attendance allowances in accordance with the Members' tax code:  Tax Code D0 means that tax will be deducted at the correct current rate. A Member will then be able to claim tax allowances from HM Revenues and Customs in respect of expenses incurred.
9.2
In determining the liability to tax, allowances will be made for expenses agreed between the Member and the HM Revenues and Customs.  Basic Allowance is designed to include an element for miscellaneous expenditure on postage, telephones etc.
9.3
Members should take up the question of allowable expenses with HM Revenues and Customs.
9.4
Council Members liable to pay income tax at the higher rate should advise the Service Support Team accordingly, in order that a correct notice of coding can be obtained from HM Revenues and Customs.
9.5
All taxation matters relating to allowances are centred at Bootle and any queries should be referred to the following address, quoting tax reference No. 083/100:
Bootle Merseyview
Taxpayer Service Office
The Triad
Stanley Road
Bootle
Merseyside L75 2YY
Tel. No. 0845 300 0627
9.6
INCOME TAX ON MILEAGE
All business miles will be reported to HM Revenues and Customs at the end of the tax year and may incur a tax liability.
10.0
NATIONAL INSURANCE MATTERS INCLUDING THE EFFECT OF RECEIVING ATTENDANCE ALLOWANCES ON RETIREMENT AND OTHER BENEFITS
10.1
unless otherwise instructed, the Council is required to deduct Class 1 National Insurance contributions from allowance payments above the Primary Threshold..
10.2
A Member over minimum state retirement pension age need pay no contribution, whether or not they are receiving a pension, but must obtain a certificate of age-exemption to pass to the Director of Resources.
10.3
If you do not fall into any of these categories, then the Department for Works and Pension (DWP) strongly advise that you contact them to establish your position.  They say that because of the large variety of individual circumstances it is difficult to set out everybody's position.  They also stress that the National Insurance regulations put the onus on each individual to find out his/her position.
10.4
The DWP have requested that Members be reminded that the receipt of attendance and dependent carers’ allowances may affect any benefit that they are receiving, and amounts received must be declared to the local office. If Members elect to forego any part of their entitlement to an allowance, this will be disregarded when calculating entitlement to many benefits and the Member is treated as still in receipt of the Allowance. Again, it means a visit to your local Job Centre Plus office if you are affected.  
10.5
The level of reimbursement currently payable for business mileage may incur a NI liability.
10.6
Council Members who currently pay National Insurance up to or over the Upper Earnings Limit in an employed position should apply to the DWP in order that they are subjected to correct NI payments on their Council earnings.  This may need to be done on an annual basis.
11
METHOD OF CLAIMING
11.1 National Insurance contributions will be calculated on a monthly basis and it would be helpful if Members could complete claims for travel and subsistence so that each calendar month is entered on a separate claim.
11.2 National Insurance is calculated by reference to the date and payment period in which payment is made.  Members should therefore try to ensure that they submit a claim for payment each month.  Failure to submit claims on a monthly basis may result in the Member paying more National Insurance than they would otherwise, i.e. receiving a large payment covering a period of several months may result in a higher liability arising.
12
STATUTORY SICK PAY

12.1 Members who are required to make National Insurance contributions in respect of Allowance payments are entitled to receive Statutory Sick Pay (SSP).  
12.2  Members who are exempt from paying National Insurance contributions are not eligible for SSP.
12.3 SSP is payable only if average 'monthly' earnings (i.e. Allowances and NI’able mileage) are above the lower earnings limit at which National Insurance contributions become payable.  If a Member does qualify then the entitlement on average earnings of £486.00 and above would be £88.45 per week of sickness.
12.4 Any SSP entitlement paid by the City Council is quite independent of any entitlement a Member may have from any other employment.  SSP is payable for the first 28 weeks of sickness and is subject to income tax and National Insurance contributions.
12.5 The entitlement (if any) of an individual Member will depend on a number of factors/calculations.  SSP is payable only on the production of medical evidence.

12.6 Members under the State Retirement Pension Age  who are subject to National Insurance deduction from their allowances and who are ill for a period of four consecutive days (including Saturday, Sunday and Bank Holidays) are therefore advised to contact Mrs Eileen Reid on 01228 817272 no later than the fourth day.  They will be advised as to whether or not they will be entitled to SSP and if so the procedures that they are required to follow.  Any delay in notification may affect the entitlement.
13 INSURANCE COVER FOR COUNCILLORS IN UNDERTAKING THEIR DUTIES
13.1
The basic level and details of the insurance cover provided by the Council for Members in undertaking their duties are as detailed below. Members are covered by the Council’s insurances whilst undertaking their official Council duties (whether those duties qualify as Approved Duties or not). However, as with any other insurance policy, various conditions and exclusions apply to each policy.  If Members require any further details or guidance, they should contact Steven Tickner, Chief Accountant on 817280.
(i)
Employers Liability
Limit of Indemnity £30,000,000
(ii)
Public Liability
Limit of Indemnity £25,000,000
Libel and Slander included within this cover but with a reduced limit of indemnity of £1,000,000
(iii)
Professional and Officials Indemnity (including Outside Bodies Cover)
Limit of Indemnity £5,000,000
NB. 
Exclusions on this policy include:
Liability in respect of surcharge by the District Auditor or other competent body.
Other Criminal Acts
(iv)
Personal Accident
Employees

-
Capital Sum Benefit Only (3 times Annual Earnings)
Members

-
Capital Sum Benefit - £100,000




Temporary Total Disablement - £200 per week




Temporary Partial Disablement - £100 per week

(v)
Outside Bodies Cover
Contingency insurance cover is provided for Councillors appointed by the Council to serve as the Council’s representative on Outside Bodies. This cover will come into effect in the event that claims are made against the Council in the absence of the Outside Body having insurance cover. 
A list of the Outside bodies currently covered is attached.
14.
SOURCES OF HELP





Telephone
Jason Gooding - Chief Executive 



817009
Darren Crossley - Deputy
Town Clerk & Chief Executive
817004
Governance
Mark Lambert – Director





817019
Resources
Peter Mason –Director





817270
Eileen Reid – Support Services Team Leader/Payroll

817272

Economic Development

Jane Meek - Director





817190
Local Environment

Angela Culleton – Director





817325
HM Revenues and Customs
All queries should be referred to the following address, quoting reference 083/100:
Bootle Merseyview
Taxpayer Service Office
The Triad
Stanley Road
Bootle
Merseyside L75 2YY
Tel. No. 0300 200 3300
List of representation on outside bodies June 2015

	Outside Body
	Representation

	Belah Community Centre Management Committee
	Councillors Ellis, Morton and Mrs Vasey

	Botcherby Community Centre Management Committee
	Councillor Scarborough

	Brampton and Beyond Community Trust Advisory Council
	Councillor Layden plus up to eight further nominees

	Carlisle and District Citizens’ Advice Bureau Trustee Management Committee
	Councillors Earp and Wilson

	Carlisle and Eden Community Safety Partnership Leadership Group
	Councillor Mrs Riddle

Councillor Mrs Stevenson (as substitute)

	Carlisle Educational Charity
	No nominations required

	Carlisle Highways and Transport Working Group 
	Councillors Mrs Martlew and Tickner

Councillor Mrs Stevenson (as substitute)

	Carlisle Partnership Executive
	Councillors Glover, J Mallinson, Mrs Martlew and Mrs Riddle

	Carlisle Sports Council
	Councillor Cape

	Conservation Area Advisory Committee
	Councillor Dodd

	Cumbria Equality Champions’ Group
	Councillor Tickner

	Cumbria Public Health Alliance
	Councillor Mrs Riddle

Councillor Ms Quilter (as substitute)

	Cumbria Health Scrutiny Committee
	Councillor Burns

Councillor Watson (as substitute)

	Cumbria Leadership Board
	Councillor Glover

Councillor Martlew (as substitute)

	Cumbria Planning Group
	Councillor Mrs Bradley

	Cumbria Strategic Waste Partnership
	Councillor Mrs Martlew

Councillor Stothard (as substitute)

	Currock Community Centre Management Committee
	Councillors Mrs Bradley, Glover and Harid

	Denton Holme Community Centre Management Committee
	Councillors C Southward, McDevitt and Mrs Southward

	Divisional Board of Riverside Carlisle
	Councillors Bainbridge (since 2012), Caig (since 2014), Ms Franklin (since 2014) and Layden (since 2008)

	The District Council’s Network Assembly
	Councillor Glover

Councillor Mrs Martlew (as substitute)

	Downagate Community Centre Management Committee
	Councillors Graham and Mrs Parsons

	Greystone Community Association
	Councillor Ms Quilter

	Harraby Community Centre Management Committee
	Councillors Burns, Miss Sherriff and Ms Williams

	Local Authority World Heritage Forum
	Councillor Ms Quilter

Councillor Dodd (as substitute)

	Local Government Association – General Assembly
	Councillor Glover

Councillor Mrs Martlew (as substitute)

	Local Government Information Unit
	Councillor Tickner

	Longtown Community Centre Management Committee
	Councillor J Mallinson

	Mary Hannah Almshouses
	No nominations required

	Morton Community Centre Management Committee
	Councillors Bell, Mrs Stevenson and Stothard

	National Association of Councillors – English Region
	Councillor Mrs Riddle

	National Association of Councillors
	Councillor Mrs Riddle

	North Pennines Area of Outstanding Natural Beauty Partnership
	Councillor Scarborough

	North West Local Authorities Employers Organisation
	Councillor Glover

Councillor Tickner (as substitute)

	North West Regional Housing Forum
	Councillor Mrs Bradley

	PATROL (Parking and Traffic Regulations Outside London) Adjudication Joint Committee Services
	Councillor Mrs Martlew

Councillor Bell (as substitute)

	Petteril Bank Community Centre Management Committee
	Councillors Cape, Mrs Warwick and Wilson

	Settle – Carlisle Railway Development Company
	Councillor Scarborough

	Solway Coast Area of Outstanding Natural Beauty Joint Advisory Committee
	Councillor Tickner

	Solway Firth Partnership Board
	Councillor Tickner

	Stanwix Community Association
	Councillor Nedved

	Tullie House Museum and Art Gallery Trust Board
	Councillors Tickner and J Mallinson

	West Coast Rail 250
	Councillor Mrs Martlew

	Yewdale Community Centre Committee
	Councillors Mrs Atkinson, Bowditch and Dodd


To help Councillors have a clearer idea of what is involved in the various Councillor roles, the Council has designed a set of Role Descriptors for all of the main Councillor functions.  These are not strict ‘role descriptions’ but are created to guide and inform.

Role descriptors exist for the following roles and a copy of each one is provided for your information:

· Core Councillor

· Council Leader

· Deputy Leader

· Group Leader

· Portfolio Holder/Executive Member

· Mayor

· Overview & Scrutiny Chairperson

· Overview and Scrutiny Member

· Committee Chairperson

· Committee Member

· Audit Committee Chair

· Regulatory Panel And Licensing Committee Or Sub-Committee  Chairman
1.  CORE COUNCILLOR - ROLE DESCRIPTOR

Council Duties 

· To represent their electors and the people of Carlisle by acting as effective advocates, campaigners and representatives.

· To promote the economic, social and environmental well-being of their electorate and the City as a whole, and to act in accordance with the highest standards of probity in public life, seeking to serve the community without personal gain.

· To attend Full Council, its committees as necessary and contribute effectively.

· To undertake other official duties or act as representatives of the City Council on outside bodies to which they have been appointed.

· To participate in setting a budget and the forming the Council’s policy. 

· To monitor performance against targets in all areas of the Council’s direct and indirect activity.

· To co-operate with other agencies to the benefit of people.

· To promote and represent the City Council in the local community.

· To liaise with other levels of government, agencies or bodies which influence the well-being of the City and local area.

· To Chair Committees, Panels, Working Groups and other meetings as required.

· To undertake appropriate development necessary to carry out their role(s) or designated responsibilities.

Community duties

· To promote the economic, social and environmental well-being of the community.

· To find ways of effectively and regularly communicating with their constituents.

· To be an advocate with whom constituents can raise issues of importance or personal concern.

· To explore new ways of being accountable to the constituents.

· To actively campaign for measures that will secure strong, safer communities.

· To help access funding from different sources for the benefit of the community.

· To liaise with other levels of government, agencies or bodies which influence the well-being of their constituency.

2.  LEADER – ROLE DESCRIPTOR

Key duties

· To represent the City at local, regional and national levels, acting as ambassador and leading the development of key strategic partnerships with local communities, outside agencies and key stakeholders to deliver the Council's corporate objectives and provide quality services to residents.

· To provide clear political leadership for the Council, relating to all Members, citizens, staff and stakeholders.

· To act as the Council spokesperson on all key corporate issues, consistent with the overall policy and budgetary framework agreed by the Council.

· To lead the development of local and regional policies which fulfil the Council's corporate policy objectives as stated in the Best Value Performance Plan.

· To lead on the Council's effective decision-making processes and supporting administration.

· To lead the budget making processes of the Council, closely linked to performance management.

· To lead the Council's public participation activities, encouraging local people to take part in the Authority's decision making processes.

· To lead on all regional affairs.

· To Chair all Executive meetings.

The above activities are in addition to the responsibilities set out in the Core Councillor, Group Leader and Portfolio Holder Role Descriptors.
3.  DEPUTY LEADER - ROLE DESCRIPTOR

Key duties

· To deputise for the Leader of the Council in his/her absence.

· To chair Executive meetings in the absence of the Leader of the Council.

· To act as the Council's spokesperson on all key corporate issues, consistent with the Council's overall policy and budgetary framework, in the absence of the Leader.

· To hold and lead on any Portfolio which the Council may allocate. 

· To undertake specified delegated/ designated Leader duties. 

The above activities are in addition to the responsibilities set out in the Core Councillor and Executive/Portfolio Holder Role Descriptors.
4.  GROUP LEADER - ROLE DESCRIPTOR

Key duties

· To provide clear political leadership for the party represented absence.

· When in opposite, to provide credible checks and balances, challenges and alternatives to the ruling party.

· To canvas a range of views within the party in the formulation of policy.

· To integrate and represent party policy at a local level.  

· To co-operate with other groups where appropriate, particularly in matters of a non-party political nature.

· To chair and/or attend meetings where appointed to a representative role within the council.

· To liaise with other local and regional representatives of the party.

· To monitor the performance of the council against its budget, policy and performance plan.

. The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor

5.  PORTFOLIO-HOLDER/EXECUTIVE MEMBER 

   - ROLE DESCRIPTOR 

Executive duties

· To work at meeting the Council’s corporate objectives, as set out in the Best Value Performance Plan.

· To encourage performance improvement in all services, consistent with Best Value principles and within the policy and budgetary framework agreed by the Council.  This includes responding appropriately to statutory reports on external inspections and service reviews, together with all Best Value Review Action Plans.  

· To facilitate and encourage public participation in the Council's activities by engaging key stakeholders in the Authority's decision-making processes.  Overseeing the publication of consultation papers on key issues and appropriate public consultation.

· To consider budget priorities and actions on the delivery of Council services within the overall policy and budgetary framework agreed by the Council.

· To consult with Overview and Scrutiny Committees on matters relating to the development and formulation of policy. 

· To consult with Area Committees and local Ward Members about policy developments or service initiatives which have a specific relevance to their areas.

· Support positive relationships and practices through co-operative working with Officers and unions.

· To oversee the investigation of and responses to all Local Authority Ombudsman reports, including any findings of maladministration.

· To commission research, studies or the collection of information relating to policy issues or service delivery. 

Portfolio holding duties

· To provide pro-active political leadership for the designated function/service of the Council set out in the allocated Portfolio.

· To initiate and promote policies and programmes in the allocated Portfolio within the Council and externally.

· To present and consult on the Council's policies in the allocated Portfolio with the public, directly and through appropriate media.

· To engage actively and represent the Council in appropriate local, regional and national groupings involved with the service areas set out in the allocated Portfolio.  

· To make recommendations about the implementation of policies within the allocated Portfolio.  

· To report to the Council on decisions made, actions taken and progress achieved within the allocated Portfolio.  

· To consult with and report as required to the Executive Committee and the Overview and Scrutiny Committee of the Portfolio.  

· To commission and consider reports from appropriate Officers as required for the efficient discharge of the Portfolio Holder's duties/responsibilities.

· To keep abreast of national best practice/new initiatives in the areas covered by the Portfolio to help ensure high local service standards and provision.  

· To consider and act on performance data and reports from the Executive Committee and the Scrutiny Committee.  

· To contribute to the corporate development of the Council's policies and objectives through active engagement of the Executive Committee.

· To work closely with relevant Senior Officers of the Council to support the efficient management of the authority and to uphold high standards of performance and conduct  in enabling Officers to exercise any powers delegated to them.  

· To attend meetings of the Overview and Scrutiny Committee as and when required.  

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

6.  MAYOR – ROLE DESCRIPTOR

Key duties

· As the city’s first citizen, the main role of the Mayor is to act as the non-political, Civic and Ceremonial Head of the city.

· To Chair meetings of the Full Council.

· To maintain the historical and ceremonial traditions of the Office of Mayor.

· To promote the Council locally, nationally and internationally.

· To promote, liaise and link with private and voluntary sector organisations in the city.

· To participate in and help initiate activities which enhance the economic, social, cultural and environmental well-being of the city and its residents.

· To act as patron/president to local organisations.

· To act as host to official visitors to the city.

· To attend annual civic events and local community activities.

· To represent the city at ceremonial events.

· To act as the city’s representative on other occasions determined by Council.   

· To carry out all duties in a manner appropriate to the status and tradition of the Office.

The Deputy Mayor will on occasions, also perform this role

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

7.  OVERVIEW & SCRUTINY CHAIRMEN 

   - ROLE DESCRIPTOR

Key duties

· To undertake the functions of a Councillor whilst also leading and co-ordinating the relevant scrutiny activities of the Council to ensure that transparency and accountability are of priority.

· To Chair a Scrutiny Committee.

· To work with the Vice-Chair and Overview and Scrutiny Manager to co-ordinate the activities and the work programme of the Scrutiny Committee.

· To foster and maintain a disciplined approach by the Members involved in Scrutiny having regard to high standards of behaviour and ethics.

· To monitor the Council’s decision-making processes, ensuring that such decisions are consistent with Council policy.

· To scrutinise the activities of the Executive.

· To invite Members of the Executive, Officers and others to attend meetings of the Scrutiny Committee to answer questions.

· To own and present the reports of the Scrutiny Committee to the relevant bodies with the Council.

· To organise Committee Members input into the Council’s Best Value   processes and to advise the Council on its approach to Best Value.

· To act as a focus for liaison between the Council and communities and partners in the scrutiny function.

Deputy Chairmen will on occasions, also perform this role

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

8.  OVERVIEW & SCRUTINY COMMITTEE MEMBER - ROLE DESCRIPTOR
Key duties

· To scrutinise Executive decisions, to assess how these contribute to effective service delivery and help to achieve the Council's Corporate Plan/Best Value Performance Plan and whether they are in accordance with the agreed budgetary and policy framework.  

· To review individual policies and projects to evaluate their effectiveness and success and consult with all relevant stakeholders in this process.  

· To monitor how the Council is meeting its agreed corporate objectives, as set out in the Corporate Plan/Best Value Performance Plan.

· To facilitate and encourage participation in the Council's activities by effectively engaging local residents, businesses, outside agencies and other key stakeholders in the committee’s work as appropriate.

· To check that the Council continues to improve performance in all services within the policy and budgetary framework agreed by the Council and recommend areas for improvement and change.

· To undertake Best Value reviews of the Council's services and make recommendations which positively contribute to improving service delivery.  

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

9.  COMMITTEE CHAIRMEN - ROLE DESCRIPTOR

Key duties

· To enable the smooth and orderly conduct of business within the Standing Orders and Terms of Reference of the Council.

· To ensure an orderly debate or deliberation of the business in hand.

· To report on the workings of the Committee, Sub-Committee, Panel or working Group to the full Council and to present, where appropriate, recommendations to the Council.

· To ensure that there is proper consideration of any item.

· To bring, where appropriate, the views of co-opted Members (if any) to the attention of Council.

· To liaise with Officers in formulating Agenda and to attend any meetings with Officers to discuss matters relevant to the business of the Committee, Sub-Committee, Panel or Working Group.

· Where appropriate, to liaise with other interested parties in establishing co-opted membership, and topics for consideration.

· Where applicable, to liaise with other tiers of local government and to contribute to any other joint working arrangement.

· Where applicable, to lead such site visits that may assist Members arriving at a considered decision.

· To attend training necessary and appropriate to the role and to remain fully updated on relevant changes in legislation and Government practice.

Deputy Chairmen will on occasions, also perform this role

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

10.  COMMITTEE MEMBER - ROLE DESCRIPTOR

Key duties

· To participate in service committee discussions.

· To give proper consideration to items before and during meetings.

· To offer opinions based upon an understanding of the legal requirements of the subject discussed.

· To inform the committee of constituent opinion.

· To take into consideration a range of views and issues when reaching a decision.

· To conduct oneself with dignity and decorum when offering views at variance from other Members.

· To undertake appropriate site visits.

· To undertake specific training including updates in the law pertaining to the work of the committee.

The above activities are in addition to the responsibilities set out in the Core Councillor Role Descriptor.

Introduction to the Skills and Knowledge Requirements for the Various Member Roles

A set of skills and knowledge requirements which correspond to the Member Role Descriptors have also been created.

These should be viewed not as hard and fast list of prerequisites but as a suggestion of the sorts of skills and knowledge likely to be required.

There has not been a direct linking of skills against each element of the Role Descriptor but instead a focus on the key requirements.

It was felt that it was more useful to provide an essential condensed version rather than an exhaustive list.

1.  Core Councillor - Skills and Knowledge

This may be considered in conjunction with any other roles that the Councillor may take on within the council.

Knowledge

· Council constitution

· Standing orders

· Council policies

· Council services

· Who to contact to pursue enquiries

· Relevant legislation

· Ethics, standards and legal responsibilities

· Community groups within the ward

· Social and economic initiatives affecting the council

Skills

· Running a surgery

· Working with groups

· Relationship building, developing trust

· Diplomacy and influencing

· Public speaking

· Dealing with the media

· Contributing to meetings

· Pursuing case work resulting from ward consultations

· Personal organisational skills

· Analysing information

· Basic computer literacy

2.  Council Leader - Skills and Knowledge

To be viewed in conjunction with the Core Councillor Role and Group Leader and Portfolio Holder

Knowledge

· Broad local and national political issues

· Economic and regeneration initiatives and opportunities

· Strategic planning

· Social and business aspirations and concerns within the city and rural environs

· Thorough understanding of political, budgeting and legal processes within the council

Skills

· A high level of media and personal presentation skills

· Chairing meetings

· Analysing considerable and varied complex information

· Decision making

· Leadership and the ability to gain support

· Relationship building, particularly with key players inside and outside of the council

· Strategy development

· Personal planning, prioritisation and delegation

· Highly developed negotiation and influencing skills

· The ability to act as a role model as the figurehead of the council

3.  Deputy Leader - Skills and Knowledge

The skills and knowledge for this role need to cover all of the areas outlined in the Core Councillor role, portfolio holder and the leader role but in the latter not to the same depth.

Additionally, the Deputy needs to be skilled in:

· Flexibility and responsiveness

· Interpreting and enacting the views and actions of the leader

· If agreed, developing specific skills in designated, delegated Leader responsibilities

4.  Group Leaders - Skills and Knowledge

To be viewed in conjunction with the Core Councillor role.  Reference to aspects of the Council Leader Skills and Knowledge may also be helpful.

Knowledge

· A thorough understanding of political, budgetary and legal processes within the council.

· A detailed knowledge of party rules

· An awareness of and the ability to interpret party politics at national and local levels.

Skills

· Ability to manage and co-ordinate varying views within the party

· Influencing, negotiating and mediation skills

· Presenting arguments and alternatives persuasively

· Chairing meetings

· Decision making

· Leadership and team-building

· Managing complex information

5.  Portfolio Holder/Executive Member – Skills and Knowledge

Knowledge

· Excellent practical knowledge of the constitution, council policies and procedures

· A good working knowledge of the issues and legal requirements of the services for which the Portfolio Holder has responsibility.

· An understanding of the lines of authority as they relate to individual as they relate to individual responsibility 

· An understanding of CPA, Best Value and Performance Indicators, particularly relating to areas of responsibility

Skills

· The ability to take a broad, objective overview for the areas for which they have responsibility

· Excellent communication skills and the ability to engage with people individually and collectively

· The ability to contribute to wider strategic discussions and decisions

· The ability to chair meetings where appropriate and maximise their effectiveness

· Well developed analytical skills and the ability to evaluate services against a range of quality standards

· Good relationship building skills in working with officers, other parties and agencies

6.  Mayor – Skills and Knowledge

To be viewed in conjunction with the Core Councillor Role

Knowledge

· Thorough understanding of Standing Orders and Council Chamber procedures

· Knowledge of Mayoral protocols and appropriate behaviours in a variety of public situations

· Appropriate forms of address for public and religious dignitaries

· A credible knowledge of local and civic history

Skills

· Excellent media skills

· Well developed personal presentation

· Conversational skills and the ability to engage quickly and effectively with a wide variety of people

· The ability to deliver prepared speeches and where necessary ad-hoc speeches

· Commanding respect and order in Full Council meetings

· Chairing meetings

· To be able to be diplomatic and professional at all times

These requirements are likely to be also expected of the Deputy Mayor

7.  Overview and Scrutiny Chairmen – Skills and Knowledge

To be viewed in conjunction with the Core Councillor Role

Knowledge

· Thorough understanding of the purpose and process of Overview and Scrutiny and how this relates to Executive decisions

· An understanding of the parameters of the powers of Overview and Scrutiny

· A knowledge of analytical and evaluation processes

· A knowledge of the particular type of chairing required for an O&S meeting

· A knowledge of CPA, Best Value and performance management criteria

Skills

· How to prepare for an overview and scrutiny meeting

· Chairing skills which encourage participation

· The ability to analyse and evaluate detailed and complex information

· Team building along cross part lines

· The ability to offer direction and process skills to O&S members

· The encouragement of creative approaches to evaluation

· Policy development

These requirements are also likely to be expected of Deputy Chairmen.

8.  Overview and Scrutiny Member – Skills and Knowledge

To be viewed in conjunction with the Core Councillor Role.  Reference to the Skills and Knowledge requirements for O&S Chairmen will also prove useful.

All of the skills and knowledge for O&S Chairmen will be applicable except those relating directly to Chairing Skills.  Additionally, O&S Members will need to be able to:

· Apply a range of thinking, analysing and decision making techniques

· Be able to articulate conclusions based on sound reasoning

· Be prepared to operate from a primarily objective rather than partly political perspective

9. Committee Chairmen – Skills and Knowledge

Knowledge

· A detailed understanding of the role of the committee and how this relates to council wide decision making processes.

· Specific knowledge of the law as it applies to the particular committee – e.g. Development Control, Licensing, Audit etc. (furthermore, it may be that the chair possesses a higher level of knowledge in this area, in order to be able to guide and inform Members)

· Knowledge of the constitution, Council policies and correct decision making procedures to be adopted by the Committee.

· A knowledge of analytical and evaluation processes

· A knowledge of how to prepare for and chair a committee meeting

· An understanding of CPA, best value, value for money and Performance Indicators.

Skills

· Chairing and meeting skills including encouragement, management and summarising

· Managing time and the agenda within a meeting

· The ability to analyse and evaluate information against a range of quality standards and measurements.

· The ability to differentiate between subjective and objective judgements

· Relationship building, particularly with other committee members and reporting Officers

10.  Committee Member – Skills and Knowledge

To be viewed in conjunction with Core Councillor Role.  Reference to Committee Chairmen will also be useful

All of the skills and knowledge requirements for Committee Chairmen will be relevant except those relating specifically to Chairing Skills.

· Prepare appropriately for meetings

· Absorb, digest and interpret sometimes complex and detailed information

· Articulate views based on sound judgement and objective interpretation

· Respond to community interests and opinions
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