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New Member First Aide – key contacts
Member Support Officer
Mandy Smith

mandy.smith@baberghmidsuffolk.gov.uk
Tel: 01449 724684

Corporate Manager – Democratic Services
Jan Robinson

Janice.robinson@baberghmidsuffolk.gov.uk
Tel : 01473 296472

Monitoring Officer
Emily Yule

monitoring.officer@baberghmidsuffolk.gov.uk
Tel: 01449 724694

Chief Executive
Arthur Charvonia

Arthur.charvonia@baberghmidsuffolk.gov.uk
Tel: 01449 724802

Strategic Directors
Kathy Nixon

Kathy.nixon@baberghmidsuffolk.gov.uk
Tel : 01449 724964
Jonathan Stephenson jonathan.stephenson@baberghmidsuffolk.gov.uk
Tel : 01449 724704

IT Help Desk

ITHelpdesk@suffolk.gov.uk
Tel: 01473 265555

3

Contents
1. Orientation

8

1.1 Accessing Endeavour House

8

1.2 Health and safety

8

1.3 Car parking

10

1.4 Meeting rooms

10

1.5 Expenses and allowances

11

1.6 IT and equipment

11

1.7 Democratic Services support

12

2. Getting to know the District Council

15

2.1 Our Values

15

2.2 Key contacts

17

2.3 Who does what?

21

2.4 Guide to service areas

22

2.5 Useful websites and resources

31

3. Finance

33

3.1 Business rates

34

3.2 Budgets

34

3.3 Income and expenditure

35

4. The Legal Framework

37

4.1 Code of Conduct

37

4.2 Constitution

37

4.3 Governance Structure of the Council

42

5. The Role of a Councillor
5.1 The role of Ward Councillor

43
43

4
5.2 Skill framework for elected councillors

44

5.3 Role Profiles

46

6. Registers of Interests, Gifts and Hospitality

103

6.1 Disclosable Pecuniary Interests (DPIs)

104

6.2 Local Non-Pecuniary Interests (LNPIs)

104

6.3 Declaring interests at meetings

104

6.4 Dispensations

105

6.5 Sensitive interests

106

6.6 Gifts and hospitality

106

6.7 Suffolk local code of conduct: flowchart

107

7. Councillors and the Media

108

7.1 The Council and the media

108

7.2 Individual councillors and the media

108

8. Councillor Development Training Schedule

109

8.1 Member Learning and Development Policy

109

8.2 Councillor training schedule

123

8.3 Online training resources

127

9. Glossary of local government terms

128

10. Appendices

133

Appendix A: Endeavour House location

133

Appendix B: Endeavour House floor plans and meeting
room locations
134
Appendix C: Suffolk Local Code of Conduct

140

Appendix D: Local Councillor’s Guide to Personal Safety 149
Appendix E: Safeguarding

152

Appendix F: GDPR and cyber security

160

5
Appendix G: Councillor and officer protocol

166

Appendix H: Using the Mod.gov app to access council
papers
168

6

May 2019
Dear Councillor
Congratulations on your election to Babergh/Mid Suffolk District
Council.
Councillors play a vital role in the work of the Council and we
are eager that you should be able to contribute fully. To further
this aim we have developed an induction programme aimed to
help you increase your knowledge of local government, the
Council and the district.
As a starting point, I would ask that you read this information
pack that we have put together for you. It will provide a useful
starting point for the Councillor Induction Programme, which will
occur over the next six weeks. After the induction, there will be
several mandatory training sessions, followed by a rolling
programme of skills workshops that will occur over the next four
years.
We are also learning ourselves, and we encourage you to
provide feedback as to the type of training and learning that you
would like to experience. I am particularly keen to learn how we
can support new Councillors in their first few days and weeks.

Babergh and Mid Suffolk District Councils
Endeavour House, 8 Russell Road, Ipswich IP1 2BX
Telephone: (0300) 1234 000
www.babergh.gov.uk www.midsuffolk.gov.uk
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I look forward to working with you over the next four years, as
do the rest of Babergh and Mid Suffolk District Councils officers,
and I know that together we will be able to make the Council
even more successful and deliver even better services to our
residents.
Yours sincerely

Arthur Charvonia
Chief Executive

Babergh and Mid Suffolk District Councils
Endeavour House, 8 Russell Road, Ipswich IP1 2BX
Telephone: (0300) 1234 000
www.babergh.gov.uk www.midsuffolk.gov.uk
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1. Orientation
1.1 Accessing Endeavour House
Address: 8 Russell Road, Ipswich, IP1 2BX. A detailed map of the
building’s location can be found in Appendix A.
Endeavour House is open between 6am-8pm Monday to Friday. The
main Reception is only open between 8am-5pm, and councillors will
have to use the staff entrance to enter and exit the building between
6am-8am and 5pm-8pm. The main reception may occasionally be
open later for Council meetings.
A security card is needed to access the building. You will be issued
one of these at your induction training.
BMS staff are located on Gold Floor 1, Lime Floor 1. You can see the
office layout and the location of the meeting rooms in Appendix B.
There is a dedicated working area for members in Lime block, Floor 2.
There are kitchens available on each floorplate, with tea and coffee
provided. There are no microwaves on site. Food and drink can be
purchased from the cafeteria on the ground floor or from the Coffee
Platform on the first floor.

1.2 Health and safety
Fire alarm tests are conducted every Thursday at 9:10am at
Endeavour House. In an emergency the fire alarm will sound. Do not
use the atrium lifts or central staircases. Progress to the fire escape
staircases, and fire marshals will direct you to the Assembly Point at
Ipswich Town Football Club.
In the case of a fire, please do the following:
• Activate the nearest fire alarm call point.
• Report details to Reception on 01473 264 444 or extension no.
4444.
• Ring 999 if out of Reception hours.
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• Provide eye witness account to the person responsible on the
scene.
• Exit the building by the nearest safe route.
If evacuation is required:
• Instructions to evacuate will be announced via the PA system.
• Councillors should exit by the nearest safe route and follow the
escape routes, without using the atrium lifts or central
staircases. Fire lifts are located in the central core.
• All Councillors should congregate at the Assembly Point at
Ipswich Town Football Club.
• There will be designated fire wardens to ‘sweep’ their areas.
When in need of a First Aider:
• Ring Reception on 01473 264 444 or extension number 4444.
Reception will then use the PA system to call for first aid
assistance.
• Tell Reception if a casualty is conscious or unconscious, and
their location. A defibrillator can be taken to the scene.
If you are expecting visitors at Endeavour House, you will need to
inform Reception. Reception will contact you when your visitor has
arrived, and you will be responsible for collecting them and escorting
them through the building. They must wear a visitors security card
which will need to be dropped off at Reception upon their departure.
Miscellaneous Health and Safety notes:
• Smoking and vaping are not permitted anywhere on the site. If
you wish to smoke, use the public footpath beyond the site’s
boundaries, near the staff entrance.
• Portable fans and heaters are not permitted as they will affect
the building’s temperature regulation.
• Be aware of ‘tailgaters’ who may try and follow you through
the security gates. If you see anyone who is not wearing their
ID badge or who is acting in a suspicious way, notify Reception
immediately.
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For more councillor-specific safety advice, please see Appendix D of
this document.

1.3 Car parking
Car parking is provided on a first-come first-served basis. There are
two car parks available to councillors: an open-air street level car park
and an enclosed multi-storey car park, both on Constantine Road. A
security card is required to access the car parks.
Councillors do not need to pay for parking but must provide details
of their car (registration number) to:
Committees@baberghmidsuffolk.gov.uk
If you choose to use a public car park, then you need to retain the
parking ticket and claim it back.

1.4 Meeting rooms
There is a dedicated working area with desks for members in lime
block, floor 2. This area contains meeting rooms that do not require
booking, and are on a first-come first-served basis. Larger meetings
can be held in the large shared meeting rooms on the ground floor of
Endeavour House, or in the Mead Room (formerly the Rose Room,
gold block, second floor). If you need to book larger rooms than
these, please contact Democratic Services.
All full council meetings will take place in the King Edmund Chamber at
Endeavour House, on the second floor, near Gold Block. There is
seating available for the press and for the public but for meetings
where large numbers of the public are expected to attend, we will
arrange for the meeting to be broadcast live in the Frink Room
(formerly the Elisabeth Room) on the ground floor. Please note that
drinks cannot be brought into the King Edmund Chamber.
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It may be possible to hold some other meetings in the Districts if
there is an item of particular community interest. This will be at the
discretion of the meeting Chair and subject to the conditions of a
transparent meeting being held.

1.5 Expenses and allowances
There are a number of travel discounts and free travel schemes
available for members. For more information, go to Connect.
Travel expenses can also be reclaimed, a guide for Councillors can be
found on Connect.
Allowances are paid on a monthly basis through the payroll system.
Details regarding allowances and expenses can be found on the
Council’s website under the document ‘members allowances scheme’:
Babergh:
https://baberghmidsuffolk.moderngov.co.uk/documents/s13611/Me
mbers%20Allowances%20Scheme.pdf
Mid Suffolk:
https://baberghmidsuffolk.moderngov.co.uk/documents/s13622/Me
mbers%20Allowances%20Scheme.pdf

1.6 IT and equipment
The IT Platform offers face-to-face IT support and can be found on
the first floor, purple block. The opening hours are 8:30am-4:30pm
Monday to Friday. You can also access IT support through the IT
webchat service from the home page on CONNECT, or by calling
01473 265 555.
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All councillors will be provided with IT equipment. All councillors will
be given an email address:
firstname.lastname@babergh.gov.uk
firstname.lastname@midsuffolk.gov.uk
This email address will be accessible from your council-owned laptop
or your personal device.
All councillors will have to complete online IT training. The training
will cover:
• Acceptable use of IT equipment
• Acceptable use of email
• Remote working
• Data protection
• Records management and information handling
• Procedures for managing information security incidents
During your induction training, you will receive some basic training
on how to use your equipment. There is also online training available
at
https://suffolk.learningpool.com/course/index.php?categoryid=52 .
Please contact janice.robinson@baberghmidsuffolk.gov.uk if you
think you require further training in any of the below areas:
• Sending and receiving emails with and without attachments.
• Basic keyboard skills.
• Using programmes like Microsoft Word, Microsoft Excel,
Microsoft Outlook, including the ability to open, save, and
print documents.
• Using the internet for research or accessing learning
resources.

1.7 Democratic Services support
Governance Support Team
Team Email address: committees@baberghmidsuffolk.gov.uk
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All team Members are responsible for the following:
• Agenda preparation, clerking meetings and production of
Minutes in line with all statutory provisions and other legal
requirements
• Publishing agendas and publishing committee meetings
• Co-ordinate and attend briefings associated with Committees
• Co-ordinate member training associated with Committees
• Advice and interpretation of the Constitution for Committee
purposes
• Occasional research for Committees or related historical
research
• Assist Members with Endeavour House facilities such as car
parking registration
Name

Title

Main Areas of
Responsibility in the
Committee Team
Babergh and Mid
Suffolk Councils
Meetings, Babergh
and Mid Suffolk
Cabinets

Contact Details

Janice
Robinson

Corporate
Manager –
Democratic
Services

Barbara
Norman

Senior
Governance
Support
Officer

Modern.gov, IT,
Management of the
Governance part of
the Website

Governance
Support
Officer

Development
Control A and
Development
Control B
Committee, Planning
Referral Committee
and Babergh
Planning Committee.

T: 01473 296371
Email:
barbara.norman@b
aberghmidsuffolk.go
v.uk
T: 01449 724930
M: 07860 829551
Email:
robert.carmichael@
baberghmidsuffolk.g
ov.uk

Robert
Carmichael

T:01473 296472
Email:
janice.robinson@ba
berghmidsuffolk.gov
.uk

Name

Title

Henriette
Holloway

Governance
Support
Officer

Karen
Sayer

Governance
Support
Officer

Claire
Philpot

Governance
Support
Officer

Mandy
Smith

Member
Support
Officer

Main Areas of
Responsibility in the
Committee Team
Babergh and Mid
Suffolk Overview and
Scrutiny
Committees, Joint
Overview and
Scrutiny Committee
Babergh and Mid
Suffolk Licensing and
Regulatory
Committees and
Sub-Committees,
Council Agenda.
Timetable of
meetings. Add
Members allowances
to the ITrent system
Babergh Cabinet
Briefings. Mid Suffolk
Administration
Briefings, and
Opposition Briefings
General Member
Support including
supporting the
Member Learning
and Development
Working Group,
Member Training
and Research,
Support Civic Office
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Contact Details

T: 01449 724681
M: 07860 832302
Email:
henriette.holloway
@baberghmidsuffol
k.gov.uk
T: 01473 296373
M: 07860 829509
Email:
karen.sayer@baberg
hmidsuffolk.gov.uk

T: 01473 296376
M: 07860 826376
Claire.Philpot@babe
rghmidsuffolk.gov.u
k
T: 01449 724684
M: 07860 829538
Email:
mandy.smith@babe
rghmidsuffolk.gov.u
k

You can find a full programme of Council and Committee meetings
from May 2019 to April 2020 on Connect.
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2. Getting to know the District Council
2.1 Our Values

Our organisations’ values have been developed by our own
employees and set out what we ‘believe in’. These values influence
everything we say and do – from our working environment to our
policies, leadership, language and, of course, our behaviours.
We believe that the talent, knowledge and dedication of our people,
combined with a culture that encourages ownership, openness and
ambition, will help us deliver the best possible results for our
residents, communities and districts.
We believe in:
•
•
•
•
•

Our people – valuing, empowering and developing our
workforce
Our customers – delivering high quality, customer-focused
outcomes with our communities and partners
Being open and honest – being clear, transparent and
truthful
Taking ownership – being proud of our work and taking
responsibility for our actions
Being ambitious – inspiring our communities, taking pride
our places and constantly striving for excellence.
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We want our values to create a culture that is passionate and proud,
that celebrates our successes and our achievements, and sets out
how we expect our workforce to behave.
We hope our Members will share this aspiration and be willing role
models for our values in their dealings with colleagues, officers and
their communities.
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2.2 Key contacts
Name
Arthur
Charvonia
Kathy Nixon

Role
Chief Executive

Email
arthur.charvonia@baberghmidsuffolk.gov.uk

Strategic Director

kathy.nixon@baberghmidsuffolk.gov.uk

Jonathan
Strategic Director
Stephenson
Assistant Directors
Tom Barker
Planning and Communities

jonathan.stephenson@baberghmidsuffolk.gov.uk

Gavin Fisk

Housing

gavin.fisk@baberghmidsuffolk.gov.uk

Chris Fry
Cassandra
Clements
(from 27/05/19)
Emily Atack

Environment and Commercial
Partnerships

chris.fry@baberghmidsuffolk.gov.uk
cassandra.clements@baberghmidsuffolk.gov.uk

Assets and Investments (CIFCO
and Gateway14)
Corporate Resources

emily.atack@baberghmidsuffolk.gov.uk

Katherine Steel

tom.barker@baberghmidsuffolk.gov.uk

katherine.steel@baberghmidsuffolk.gov.uk

Phone
01449 724802
07712 425668
01449 724964
07714 840450
01449 724704
07736 826272
01449 724647
07747 460301
07860 827016
07891 807490
01449 724805

01473 265372
07543 237628
01449 724806
07740 179169
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Name
Emily Yule

Role
Law & Governance

Email
emily.yule@baberghmidsuffolk.gov.uk

Marc Cole
Fiona Duhamel
(from 03/06/19)
Sara Wilcock

Economic Development and
Regeneration

marc.cole@baberghmidsuffolk.gov.uk
fiona.duhamel@baberghmidsuffolk.gov.uk

Customer Services

sara.wilcock@baberghmidsuffolk.gov.uk

01473296473
07894 229019

robert.hobbs@baberghmidsuffolk.gov.uk
philip.isbell@baberghmidsuffolk.gov.uk
david.clarke@baberghmidsuffolk.gov.uk
sue.clements@baberghmidsuffolk.gov.uk
jonathan.seed@baberghmidsuffolk.gov.uk

01449 724812
01473 296360
01449 724651
01449 724657
01449 724857

lee.crowdell@baberghmidsuffolk.gov.uk
heather.worton@baberghmidsuffolk.gov.uk
justin.wright-newton@baberghmidsuffolk.gov.uk

01449 724837
01473 296428
01449 724735

heather.tucker@baberghmidsuffolk.gov.uk

01449 724767

lee.carvell@baberghmidsuffolk.gov.uk

01449 724649

Corporate Managers for Planning and Communities
Robert Hobbs
Strategic Planning
Philip Isbell
Growth & Sustainable Planning
David Clarke
Business Improvement
Sue Clements
Safe and Strong Communities
Jonathan Seed
Health and Wellbeing
Corporate Managers for Housing
Lee Crowdell
Tenant Services
Heather Worton Property Services
Justin WrightBMBS Housing Maintenance
Newton
Heather Tucker Housing Solutions
Corporate Managers for Economic Development
Lee Carvell
Open For Business

Phone
01449 724694
07860 827013
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Name
Role
Email
Corporate Managers for Environment and Commercial Partnerships
Peter Garrett
Countryside and Public Realm
peter.garrett@baberghmidsuffolk.gov.uk
Paul Hughes
Building Control
paul.hughes@baberghmidsuffolk.gov.uk
Oliver Faiers
Waste Services
oliver.faiers@baberghmidsuffolk.gov.uk
John Grayling
Food and Safety
john.grayling@baberghmidsuffolk.gov.uk
James
Sustainable Environment
james.buckingham@baberghmidsuffolk.gov.uk
Buckingham
Corporate Managers for Assets and Investment
Jill Pearmain
Asset Management
jill.pearmain@baberghmidsuffolk.gov.uk
Anne Bennett
Housing Development
anne.bennett@baberghmidsuffolk.gov.uk
Corporate Managers for Corporate Resources
Tricia Palmer
HR, Health and Safety,
tricia.palmer@baberghmidsuffolk.gov.uk
Organisational Development

Phone

Melissa Evans
Finance
Rachel Hodson- Commissioning and
Gibbons
Procurement
Corporate Managers for Law and Governance
John Snell
Internal Audit

melissa.evans@baberghmidsuffolk.gov.uk
rachel.hodsongibbons@baberghmidsuffolk.gov.uk

01473 296320
01449 724587

john.snell@baberghmidsuffolk.gov.uk

01473 296336

Janice Robinson

janice.robinson@baberghmidsuffolk.gov.uk

01473 296472

Democratic Services

01449 724944
01449 724502
01449 778621
01449 724722
01449 724705

01449 724573
01449 724879
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Name
Role
David Connors
Electoral Services
Carl Reeder
Information Management
Corporate Managers for Customer Services
Karen Coll
Business Improvement

Email
david.connors@baberghmidsuffolk.gov.uk
carl.reeder@baberghmidsuffolk.gov.uk

Phone

karen.coll@baberghmidsuffolk.gov.uk

01449 724566

Andrew St
Ledger
Samantha Lake
Jonathan Free

andrew.stledger@suffolk.gov.uk

01473 264388

Communications

Customer Operations
samantha.lake@baberghmidsuffolk.gov.uk
Health and Safety, Emergency
jonathan.free@baberghmidsuffolk.gov.uk
Planning and Business
Continuity
Corporate Managers for Shared Revenue Partnership
Andrew Wilcock Shared Services Operations
andrew.wilcock@ipswich.gov.uk
Manager
Andrew Kidby
Revenues Manager
andrew.kidby@ipswich.gov.uk
Amy Mayes
Shared Services Operations
amy.mayes@ipswich.gov.uk
Manager – Benefits
Corporate Managers for Shared Legal Partnership
Theresa Halliday Service Manager

theresa.halliday@westsuffolk.gov.uk

01449 724862

01449 724859
07810 757737

01473 432694
01473 433850
01473 433811

01284 757144
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2.3 Who does what?
There are three tiers of local government in Suffolk; the County
Council, the Districts and Parish/Town Councils. There is sometimes
confusion about which services are provided by the Parish/Town
Councils, District Councils and which are provided by the County
Council. This list shows the major services provided at County, District
and Parish/Town level.
County Council
• Children and
young people’s
services
• Adult and
community
services
• Fire and public
safety
• Highways
• Recreation and
the arts
• Libraries
• Museums and
heritage
• Transport
• Waste disposal

District Council
• Community
safety
• Economic
development
• Electoral
registration
• Environmental
health
• Housing
• Housing
benefits
• Leisure
• Licensing
(premises, taxis,
etc)
• Parking (Off
Street)
• Parks
• Pavement
gritting
• Planning and
development

Parish/Town Council
• Allotments
• Public clocks
• Bus shelters
• Community
centres
• Play areas and
play equipment
• Grants to help
local
organisations
• Consultation on
neighbourhood
planning
They also have the
power to issue fixed
penalty fines for
things like:
•
•
•
•

Litter
Graffiti
Fly posting
Dog offences

County Council

District Council
• Shared
Revenues
Partnership
(revenue
collection and
council tax)
• Sports and
leisure centres
• Street cleaning
• Waste collection
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Parish/Town Council

2.4 Guide to service areas
Planning
The Planning Service includes the following distinct teams: Planning
Policy, Development Management, Strategic Housing, Infrastructure,.
The directorate’s most significant project for 2019 will be the Joint
Local Plan. The Joint Local Plan will set out a vision and a framework
for the future development of the area up to 2036, addressing needs
and opportunities in relation to housing, the economy, community
facilities and infrastructure – as well as a basis for safeguarding the
environment, adapting to climate change and securing good design.
As well as creating the Joint Local Plan the service is also responsible
for processing planning applications on an ongoing basis. This is a
very important function for the Councils and Planning is often
considered to be the most publicly prominent Committee.
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Communities
The Communities team deals with helping communities to achieve
their own aspirations, providing grant funding or other external
funding support and supporting community safety as well as health
and wellbeing and community engagement. The service is
responsible for helping communities to access the rights granted to
them under the Localism Act. Much of the focus for the team is
described in the recently adopted Joint Communities Strategy.
Housing
The Housing service is made up of the following teams: Home
Ownership, Sheltered Housing, Tenant Services, Income Collection,
Property services, Building Services, Private sector, Housing
Development, Housing Solutions, Choice Based lettings, and Housing
Revenue Account (HRA) Finance. The service area has a £32 million
HRA budget, and 177 staff, 32% of Babergh Mid Suffolk’s workforce
and has a housing stock of approximately 7000 houses.
The Housing service team works to allow Babergh and Mid Suffolk
residents to access affordable and high-quality homes.
The key aims for Housing in 2019/20 are:
• To find homes for as many as possible of the 1700 families on
the Housing Register.
• Preventing homelessness for over 700 households.
• Completing 12,000 separate housing repairs and installing 400
kitchens and bathrooms.
• Improving services through joined up working, reducing the
time it takes to complete certain processes, and maximising
the opportunities to increase income.
• To ensure that private rented sector housing is more accessible
and meets standards.
• To support tenants to reach their aspirations. If supported to
fulfil their full potential, some residents may find themselves
in a position where they feel ready and able to move on from
social housing, vacating their home for another social housing
tenant who may be in more need than them.
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Building Control
The Building Control team undertakes the following key functions:
• Implementation of the building regulations and associated
legislation through full checking of all applications and
inspection of construction works on site to ensure
compliance.
• 24-hour emergency cover when dangerous structures and
demolitions occur.
• Street naming and numbering service.
• Energy ratings for new and existing dwellings.
Public Realm
The Public Realm team undertakes the following key functions:
•
Parks, open spaces, countryside sites, play areas,
arboriculture, car parks, street cleansing (including the
collection and disposal of fly tipped material), roadside verge
maintenance and public conveniences.
Waste
The Waste team undertakes the following key functions:
• Provides weekly waste and recycling collections to all
households across both districts.
• Subscription garden waste collection service.
• Provides 1500 local businesses with Commercial Waste,
Glass, and Recycling Services.
• Provides supplementary Bulky, Clinical and Hazardous Waste
collections assessable to all households, including a
chargeable bulky collections service.
Food and Safety
The Food and Safety team undertakes the following key functions:
• Sustaining and improving the standards of safety and quality
of food manufactured, prepared and supplied in Babergh and
Mid Suffolk.
• Health and Safety. Ensuring that risks in the workplace for
both workers and the public are properly and proportionally
managed.

•
•
•

•
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Infectious Diseases. Investigating incidents of infectious
diseases to control spread and identify causes.
Private Water Supplies. Assessing risk and sampling water to
ensure that supplies do not pose a threat to health.
Health Promotion and Education. Facilitating the Mission
Possible programme in schools, providing training for food
handlers, running campaigns on food safety and hygiene and
a healthy catering award (Eat Out Eat Well) amongst others.
Animal Welfare licensing. Maintaining the standards of
animal welfare in premises such as breeding and boarding
establishments, pet shops and riding establishments.

Sustainable Environment
The Sustainable Environment Team undertakes the following key
functions:
• Responds to and investigates service requests/complaints
relating to statutory nuisances, pollution, and public health
(noise, dust, fumes, odour, accumulations, land
contamination, pests, filthy premises etc).
• Responds to and investigates service requests/complaints
relating to ‘enviro-crime’ (fly-tipping, littering, dog fouling,
graffiti, flyposting, nuisance vehicles, waste duty of care,
waste carrier vehicle stop & searches etc).
• Responds to and investigates service requests/complaints
relating to abandoned vehicles, securing removal where
appropriate.
• Provides a service for the collection and reunification of stray
dogs; promotes responsible dog ownership.
• Licensing enforcement: Responds to and investigates service
requests/complaints and undertakes inspections (Licensed
alcohol/entertainment venues; Hackney Carriage and Private
Hire; gambling premises; scrap metal dealers).
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Planning Enforcement
The Planning Enforcement Team undertakes the following key
functions:
• Responds to and investigates service requests/complaints
relating to alleged breaches of planning controls, including
where building work requiring planning permission is
undertaken without such permission; where conditions
attached to a planning condition or obligation are not
complied with; or where the use of a building or site is
changed without planning permission.
• Responds to and investigates service requests/complaints
relating to: unauthorised works to listed buildings;
unauthorised works to protected trees and hedgerows;
untidy sites; and high hedges.
Heritage Team
The Heritage Team undertakes the following key functions:
• Provides expert advice to the Local Planning Authority in
respect of the likely impacts on heritage assets of proposed
developments and applications for consent for works to
Listed Buildings.
• Provides expert pre-application advice to developers and the
Local Planning Authority on matters relating to the historic
environment.
• Proactively manage and protect heritage assets on the
Suffolk ‘Buildings at Risk Register’ or those that are
vulnerable of becoming so, to seek to ensure a sustainable
use for those assets. Work with owners, Historic England,
building preservation trusts etc.
Assets and Investments
The Assets and Investments Team supports the wider incorporated
group company structure, which includes; MSDC (Suffolk Holdings)
Ltd; BDC (Suffolk Holdings) Ltd and their jointly owned capital
investment company called CIFCO Capital Ltd, Gateway 14 Ltd,
Babergh Growth Ltd and Mid Suffolk Growth Ltd. The companies are
made up of non-executive directors and Councillor and officer
directors.
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CIFCO Capital Ltd has approval of capital borrowing of £50M from
each Council, for investment in commercial property, to generate a
revenue income return for the Councils.
Gateway 14 Ltd was established by Mid Suffolk as a vehicle to bring
forward the development of 100 acre employment site adjacent to
the A14 on the outskirts of Stowmarket to support the economy of
the District.
Babergh Growth Ltd and Mid Suffolk Growth Ltd are two newly
incorporated companies that have been established to assist the
Council with the delivery of housing within their districts. Their first
projects will be the redevelopment of the former HQ sites in Hadleigh
and Needham Market.
In addition to the commercial activities operated under the company
vehicles, the Councils’ deliver investment directly through
development opportunities and asset management within the
Housing and Regeneration and Strategic Asset Management teams.
These teams also manage key day to day activities such as the
management of Right to Buy Receipts.
Making recommendations on acquisitions and disposals to generate
income or achieve other strategic priorities, reviewing and
negotiating lease renewals on a rolling basis, identifying
development sites, looking at alternative uses for empty properties,
reviewing the performance of assets, granting wayleaves and
easements to generate income and working with other public-sector
partners to maximise the potential of land and property in the
districts.
Financial Services
The Financial Services Team provide support and advice to the
organisation in all financial matters, as well as undertaking the
statutory financial responsibilities of the councils e.g. production of
the annual Statement of Accounts and Budget.
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Commissioning and Procurement
The Commissioning and Procurement Team provide the framework,
technical expertise and tools to achieve the Joint Strategic Plan
priorities of the Councils, through facilitating effective partnerships
with a range of commercial, voluntary and other public organisations
that deliver a wide range of goods, service and works.
HR and Organisational Development
The HR and Organisational Development Team provide a range of
services for the organisation, including resourcing to ensure we have
the right people in place, a programme of organisational
development to facilitate change and transformation, employee
relations support, putting appropriate learning and development
solutions in place and support to managers to enable them to make
balanced business decisions about their staff.
Emergency Planning, Business Continuity and Health and Safety
Provide competent support and advice to the organisation in matters
relating to the arrangements for health and safety as an employer.
Working with the Joint Emergency Planning Unit (a shared service
across Suffolk) the team ensures the preparedness of the two
councils to respond to a major incident and the business continuity
planning of the organisation to sustain critical services during
unplanned disruption.
Law and Governance
The Law and Governance service area is made up of Audit & Risk
Management, Democratic Services, Information Management and
Shared Legal Services. The Assistant Director is also the Councils’
Monitoring Officer, meaning that the service area plays a critical role
in supporting the work of the MO.
The team have an essential role in maintaining and promoting good
governance throughout the organisation.
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Information Management (IT)
The IT team work in partnership with Suffolk County Council as part
of the IT programme. They also plan and coordinate the rollout of
future IT projects. The Babergh and Mid Suffolk website and internal
intranet known as Connect is also managed by this team.
Customer Services
The Customer Services team delivers initial contact with the councils
for customers through face-to-face, telephone and electronic forms
submitted via the website.
The team aim to resolve queries at the first point of contact, deliver
a high-quality service and ensure customers are central to the
organisation’s work. They are continuously improving the service
through understanding and using emerging technology, as part of our
longer-term Customer Strategy.
The team provides face to face services through our Stowmarket
centre in Ipswich Street and from Sudbury Town Hall. Staff are
trained in dealing with specific enquiries, such as General, Council Tax
or Housing.
Business Improvement
The Business Improvement Team support and enable the
transformation and change needed across the organisation in order
to deliver the Joint Strategic Plan through the following functions:
Performance Management
Producing quarterly reports to allow Councillors to view trends, read
examples of good performance and achievements, and seek
assurances that further improvement actions are underway where
needed.
Awards and Nominations
Coordinating and producing nominations for national and local
awards to showcase the councils’ achievements and the impacts on
residents.
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Programme & Project Management
The organisation is supported in having and maintaining project
governance. The team produce monthly reports for the Senior
Leadership Team to ensure projects are appropriately delivered on
time and on budget.
Equality & Diversity
Ensuring our duties are implemented under the Equalities Act 2010
through; awareness and training, equalities screening and the
completion of Equality Impact Assessments (EQIAs) for major
decisions.
Research, Analysis and Policy Development
Feeding the organisations views into appropriate consultations on
national and local policy developments. Undertaking research and
carrying out intelligence, insights and analysis to develop intelligence
and evidence-based strategies, policies and decisions.
Communications
The Communications Team works to help the council and its
leadership inform, engage and connect with stakeholders to enhance
the councils’ reputation as well as maintain and enhance the
organisation’s brand identity.
This includes managing the councils’ social media, dealing with press
enquiries, and promoting the councils’ activities through external
communications channels such as the website, press releases and
print materials.
The team also performs internal communications functions to
engage and inform staff and members providing updates on
organisational changes through email, staff newsletters and the
intranet.
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2.5 Useful websites and resources
Description
Babergh District Council’s public
website

Website
https://www.babergh.gov.uk/

Mid Suffolk District Council’s
public website

https://www.midsuffolk.gov.uk/

Babergh and Mid Suffolk’s Joint
Strategic Plan

https://www.babergh.gov.uk/ass
ets/TheCouncil/Performance/JointStrategic-Plan-2016-2020.pdf

Regional organisations
Local Government Association –
a lobbying organisation for local
government

https://www.local.gov.uk/

East of England Local
Government Association
Local Partners
Community Action Suffolk –
supports voluntary and
community groups.

http://www.eelga.gov.uk/

Suffolk County Council

https://www.suffolk.gov.uk/

Suffolk Constabulary – to email
individual police officers, use
the format:
firstname.lastname@suffolk.pn
n.police.uk

https://www.suffolk.police.uk/

https://www.communityactionsu
ffolk.org.uk/
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Description
Useful information
LGA Councillor workbooks,
distance learning resources to
improve your skills for your new
role.

Website

UK Government
announcements of new policies
and laws, with the option to
receive email updates.

https://www.gov.uk/government
/announcements

Suffolk Observatory – facts and
figures about Suffolk.

https://www.suffolkobservatory.i
nfo/

Office of National Statistics –
census information and national
trends
Babergh and Mid Suffolk
Customer Services Number For Resident Use Only

https://www.ons.gov.uk/

https://www.local.gov.uk/council
lor-workbooks

Tel : 0300 1234000
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3. Finance
The local government finance system is complex and has evolved
over many years, rather than being designed as a coherent whole, so
it has a reputation for being difficult to understand. Part of your role
as a councillor will be to debate and agree your authority’s budget,
so it is important to know the basics.
Local authority spending in England falls into three main areas:
• Capital expenditure: spending on capital projects that result in
the creation, the acquisition or enhancement of an asset, such
as a sports centre or council houses.
• Housing Revenue Account: revenue spending on council
housing.
• General fund: revenue spending on all other services.
Councils cannot use capital resources to fund their revenue expenses
without specific government authorisation. For example, staff
salaries cannot generally be paid using the proceeds from the sale of
a building.
Local authorities find out their individual funding assessment for the
next financial year in December, through the draft Local Government
Finance Settlement. This will be approved by Parliament in February.
Local authorities can then estimate the total business rates they will
collect and retain, look at how much they will spend in the coming
year, and calculate the amount of council tax revenue needed to
meet the shortfall between their spending needs and expected
income from other sources. Dividing the total amount of council tax
by the ‘council tax base’ (roughly speaking, the number of properties
in the area) will give the council tax that must be charged for a band
D property (the rates for the other bands are a fixed portion of the
band D charge).
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Councils must hold a local referendum if they want to raise council
tax above a threshold decided by central government (3% in
2019/20). The result of this referendum is binding, so councils must
put in place a contingency budget, with a rise below the threshold, to
be enacted if the result of the referendum is ‘no’.

3.1 Business rates
Business rates are a tax levied on the owners of non-residential
properties. Until 2013, business rates collected by councils were paid
into a central pot to be redistributed to councils as grant funding,
with no connection between the amount of business rates a council
collected and the level of funding it received. From 2013 onwards,
councils have retained a portion of the business rates they collect,
the ‘local share’. Central Government will continue to set the
maximum increase in the business rates multiplier, and will decide
what share of business rates can be kept by councils (currently 50%).
The new emphasis on business rates means that a council will receive
more funding if it experiences real-terms growth in its local business
rates base, and lose funding if it experiences a real terms reduction.
The system is designed to incentivise councils to promote local
economic growth by rewarding them for every new business they
help to put on the map.

3.2 Budgets
The revenue and capital budgets, when being set, must cover all the
costs of the council – employees, services, buildings, reserves,
contingencies to manage risks, etc. The budget year runs from April
to March, the same as the financial year. As well as an annual budget,
the council must have a Medium Term Financial Plan that plans three
financial years ahead.
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The Cabinet will present a set of budget proposals to full Council
following consultation with officers and local residents. The previous
year’s budget is usually used as a starting point, with adjustments
made to reflect changing service priorities, statutory duties, and
required savings. All councillors have a critical role to play in
monitoring budgets and ensuring money is spent on delivering the
Council’s policies and strategies.
The budget process enables councillors to:
• Review spending priorities.
• Monitor actual spending.
• Control spending through service groups and budget holders.
• Enable redirection of resources.
• Identify gaps in provision.
• Plan ahead.
The four main stages of the budgeting process that councillors should
think about are:
1. Planning and setting the budget – what does the Council want
to achieve?
2. Scrutinising the budget – does it comply with the Council’s
policies?
3. Monitoring the budget throughout the year – is there an over
or under-spend?
4. Reviewing the budget – did the allocated budgets achieve the
desired type and level of service?

3.3 Income and expenditure
Capital and revenue income comes from a range of sources. Capital
income can be gained from the sale of assets like office buildings, land,
etc, but makes up very little of a council’s income, and is not regular
and can only be used for Capital purposes.
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Revenue income comes from:
• Business rates: The ‘local share’ and the net effect of any topup or grant.
• Specific government grants: Some of these are ring-fenced and
can only be spent on certain services.
• Council tax.
• Fees and charges: Fees and charges to residents and service
users for things like parking, leisure, planning fees and
commercial waste. This is a proportionally small source of
income.
• New homes bonus: Councils receive a bonus for any increase
in the number of residential properties near their area to
encourage housing growth. This is a proportionally small
source of income.
• Investments e.g. via CIFCO.
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4. The Legal Framework
The law underpins everything the Council does. A local authority
cannot do anything unless it has a legal power to do so. These powers
are then either enacted by Full Council, the Cabinet, a Committee, or
delegated to a Cabinet Member or an officer.
There are two key parts to how the Council operates and makes
decisions that councillors need to know about: the Code of Conduct
and the Council’s Constitution.

4.1 Code of Conduct
A copy of the Code of Conduct can be found in Appendix C of this
document.
During your induction you will be asked to sign a ‘Declaration of
Acceptance of Office’, by which you will also be signing to say that
you accept the Code of Conduct. It is important that everyone at the
Council, councillors and officers alike, abide by high standards of
behaviour.

4.2 Constitution
The purpose of the Constitution is to set out how the Council
operates and how decisions are made. The Babergh Constitution and
the Mid Suffolk Constitution can both be found online:
https://www.babergh.gov.uk/the-council/constitution-andcharters/
The Constitution is divided into 4 Parts. Part 1 sets out the 15 Articles
which form the basic rules governing the Council’s business. Part 2
describes the various responsibilities for different functions and how
decisions can be made under delegated authority. Part 3 sets out in
detail the Council procedure rules. Part 4 outlines the codes of
conduct for Councillors and Officers.
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As a new Councillor, you may first wish to consider the rules for Full
Council meetings. These can be found in ‘Part 3: Rules of Procedure:
Council Procedure Rules’.
The key elements of the constitution are as follows:
1. Articles:
The Constitution is divided into fifteen articles that explain the basic
rules governing the Council’s business. Article 1 of the Constitution
commits the Council to provide a clear and accountable way of
making decisions. Articles 2-15 explain the rights of citizens and how
the key parts of the Council operate, including Cabinet, Committees,
and Officers.
2. Composition of council:
Babergh has 32 councillors who cover 24 wards, of which 17 are
single-councillor wards, 6 are two-councillor wards and one threecouncillor ward. Together the 32 councillors are the Full Council.
Mid Suffolk has 34 councillors, who cover 26 wards, of which 8 are
two-councillor wards and 18 are one-councillor wards. Together the
34 councillors are the Full Council.
3. Elections and Councillor’s length of office:
Once elected, a Councillor will usually remain in office for four years.
If they do not remain in office for the full term, there will be a byelection. A councillor elected at a by-election is elected for less than
four years, as they take over the remainder of the four-year term
from the previous councillor. When a councillor’s four-year term is
complete, they can stand for re-election, with no limit on the number
of terms in office.
4. Scheme of allowances:
Councillors will all be given a basic allowance of £5000pa, with
‘special responsibility allowances’ also being granted if they hold a
particular post, such as cabinet member, chairman of a committee,
or another similar post. Councillors can also claim expenses to fund
care for children or dependants.
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Councillors may not be members of the Local Government Pension
scheme, and the allowances they receive are taxable.
5. Joint working:
Babergh District Council and Mid Suffolk District Council co-operate
in order to provide services in the most cost-effective way. The two
councils work together, with fully integrated staff, and some
decisions taken by joint committees.
6. Roles and functions of councillors:
(a) Cabinet:
The Council’s structure is based on a ‘Leader and Cabinet’ model. The
Leader is elected by Full Council, and he or she appoints between two
and nine other councillors to sit on the Cabinet. One of the Cabinet
members will serve as Deputy Leader. These Cabinet members may
be responsible for particular areas of the Council’s work, known as
portfolios. The Cabinet can delegate its functions to officers or any
sub-committees it establishes.
Councillors who are not on the Cabinet can only make formal
decisions about the Council’s functions at Full Council or committee
meetings.
(b) Full Council:
Certain types of decision can only be taken by Full Council, for
example the budget, or planning and licensing decisions. Full Council
will:
• Appoint the Leader of the Council.
• Approve or reject the budget and council tax.
• Approve or reject the major policy framework – plans and
strategies from which the Cabinet cannot depart.
• Approve any delegation of Council functions to officers.
• Determine the remit of committees.
• Appoint councillors to the committees.
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(c) Committees:
Regulatory Committees make decisions on planning applications,
licensing and other regulatory business on behalf of the Council.
These types of decision cannot be taken by the Cabinet but they can
be delegated to officers.
7. Rights and responsibilities of the public:
Citizens have the right to:
• Vote at local elections if on the electoral roll.
• Have access to information if in accordance with the law. In
keeping with this, the Council must publish a Forthcoming
Decision list, which contains information about key decisions
that it is planning to take in the next 28 day period.
• Attend meetings of the Council, Cabinet and Committees,
unless confidential information is being discussed. They also
have the right to access the reports and minutes from these
meetings, as well as participate by asking questions or
contributing to investigations.
• Complain to the Council and the Ombudsman.
• Inspect the Council’s accounts and make their views known to
the external auditor.
8. Decision making by employees:
All officers are politically neutral in their work and do not vote on
decisions made by the Council, Cabinet, or any committees. Certain
officers may be given delegated power by Cabinet or Council and be
authorised to make decisions themselves.
9. Overview and Scrutiny:
The Overview and Scrutiny Committee supports the development of
policies and monitors Cabinet’s decision-making. The Committee can
call in a decision which has been made but not yet implemented,
enabling further consideration of whether the decision is appropriate.
Where any matter relates to both Babergh and Mid Suffolk, a joint
Scrutiny Committee may come together to consider the issues on
behalf of both Councils.
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Scrutiny also enables citizens to have a greater say, by holding public
inquiries into matters of local concern, which can lead to reports and
recommendations by the Committee which advise the Cabinet and
Council on its policies, budget and service delivery.
10.Council committees:
• Planning and Development committees: This committee
makes decisions about planning applications and similar
matters.
• Licensing and Regulatory committee: This committee makes
decisions about the Council’s many licensing functions, as well
as some highways and environmental health matters.
• Overview and Scrutiny committee: This committee scrutinises
decisions made in connection with the discharge of the
Council’s functions.
• Audit and Standards committee: This committee is responsible
for overseeing the application and monitoring of the audit
function, to advise on internal control arrangements and the
Code of Conduct.
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4.3 Governance Structure of the Council

SHARED
REVENUE
PARTNERSHIP
JOINT
COMMITEE

commitee
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5. The Role of a Councillor
Councillors have a number of different but linked roles:
• Representing their ward, their district in general, and the
constituents who live within it.
• Influencing and making Council policy.
• Representing the Council on other organisations.
As well as the role of Ward Councillor, which is described in more
detail below, you may take on other roles during your time as a
councillor:
• Leader
• Deputy Leader
• Cabinet Member
• Opposition Leader
• Chair of a Committee, Working Group or Panel
• Member of a Committee, Working Group or Panel.

5.1 The role of Ward Councillor
Councillors act as community leaders within their wards, and should
represent the interests of their ward by:
• Providing a voice for the views and needs of the community.
• Making decisions while taking the views and needs of residents
into account.
• Dealing with individual matters and acting as an advocate for
constituents in resolving particular concerns or grievances.
• Balancing different interests identified within the ward and
representing the ward as a whole.
• Providing information, help, and advice on Council issues via
surgeries and correspondence.
• Supporting local partnerships and organisations.
Councillors should engage in community activities, be approachable,
and listen well. Councillors should be enthusiastic and empathetic.
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For advice regarding safety concerns that you may have when out
and about meeting constituents, please see Appendix D of this
document. For information on your obligations to vulnerable children
and adults you may encounter when carrying out your councillor
duties, please see Appendix E.

5.2 Skill framework for elected councillors
1. Leadership and chairing:
• Able to lead and champion the interests of the local
community.
• Able to chair meetings and facilitate discussions.
2. Organisational skills:
• Managing casework.
• Basic administrative skills.
3. Communication:
• Able to communicate with a range of audiences.
• Active listening and questioning skills.
• Able to speak confidently in public.
• Community engagement skills.
• Conciliation skills.
• Able to deal with the media, with support from the
Communications Team.
• Able to use IT to communicate through email, along with
accessing agendas, reports, minutes, intranet, etc.
4. Team working and relationship building:
• Able to develop working relationships with key officers and
partner agencies.
• Able to build effective relationships with all sections of the
community in order to represent the business users and the
needs of residents to the Council.
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5. Knowledge:
• Understanding how the Council works.
• Knowledge of the Council’s structure, services, procedures,
political decision making structures, and key contact officers.
• Understanding the Code of Conduct, ethics, standards, and the
role of the Standards Committee.
• General understanding of national policies and their impact
upon the Council.
• Knowledge of the Council’s key policies and strategic
objectives.
• Understanding of legislation and Council policies that
councillors must adhere to, such as Data Protection, Equality
and Diversity, Freedom of Information.
• Understanding of local government finance and audit
processes.
• Knowledge of the Council’s complaints procedure.
• Understanding of issues in their local areas, as well as issues or
policies relevant to any special Committees they may sit on.
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5.3 Role Profiles
•

Ward Councillor

•

Cabinet Member

•

Cabinet Member without Portfolio

•

Chair of Joint Audit and Standards Committee

•

Chair of Licensing and Regulatory Committee

•

Chair of Overview and Scrutiny Committee

•

Chair of Planning/Development Control Committee

•

Leader of the Council

•

Deputy Leader of the Council

•

Chairman of the Council

•

Deputy Chairman of the Council

•

Deputy Leader of Opposition Group

•

Lead Member

•

Opposition Group Leader

•

Mental Health Champion

•

Armed Forces Covenant Champion

•

Shared Revenues Partnership
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Role Profile – Ward Councillor
Main purpose(s) of the role:
1. Local community leadership and governance.
2. Representation of the interests of Ward Members.
3. Collective governance at the Council level.
Key relationships:
1. Constituents.
2. Party Leaders (if affiliated).
3. Other Councillors.
4. Key Council officers.
Key activities and responsibilities:
1. Collectively, to act as the ultimate policymakers and to carry out
a number of strategic and corporate management functions.
2. To contribute to the good governance of the area and to actively
encourage community participation and citizen involvement in
decision-making.
3. To effectively represent the interests of their ward and of
individual constituents.
4. To respond to constituents’ enquiries and representations, fairly
and impartially.
5. To participate in the governance and management of the
Council.
6. To maintain the highest standards of conduct and ethics.
Key skills and knowledge:
Skills:
1. Local leadership – the ability to encourage trust and respect
between individuals/groups by mediating fairly between
different sections of the community, and to engage with
community members to learn about issues of local concern and
facilitate a vision for the area.
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2.

3.

4.

5.

6.

Partnership working – the ability to build good relationships
with others (e.g. officers, community groups) by identifying
shared goals and working with others to achieve them – ability
to delegate or provide support as required.
Communication skills – the ability to listen sensitively and use
appropriate language with different groups, communicating
regularly and effectively with all sections of the community
using various media.
Political understanding – the ability to communicate values,
promote a political vision, and encourage democratic processes
and public engagement. Councillors at all times need to work
across divides whilst preserving their political integrity.
Scrutiny and challenge – the ability to act as a ‘critical friend’ by
identifying opportunities for scrutiny inside and outside the
Council, and by providing constructive challenges and feedback
to others. This in turn requires the ability to analyse information
quickly and present arguments in a concise, meaningful and
clear manner.
Regulating and monitoring – an understanding of legal
responsibilities and the following of the necessary protocols
whilst evaluating arguments and making decisions. They must
also be able to balance public needs and local policy, as well as
monitoring progress and setting feedback on their own learning
needs.

Knowledge:
•
Understanding of how the Council works – its decision-making
and administrative structure.
•
Understanding of national policy and the impact this has on
their ward.
•
Knowledge of issues affecting both their ward and the wider
locality.
•
Knowledge of key contact officers, services, procedures and
eligibility criteria for schemes and services provided by the
Council.
•
Understanding of the Suffolk Local Code of Conduct for
Members.
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•
•
•
•
•
•

Knowledge of the Councils’ Joint Strategic Plan.
Knowledge of core Council policies.
Understanding of legislation and Council policies to which they
must adhere as Members.
Basic understanding of local government finances and audit
processes.
Knowledge of the Council’s Standards of Customer Care and its
Complaints Procedure.
Knowledge of partner agencies related to their ward.

Additional responsibilities:
1. To take responsibility for their personal learning development
and undergo appropriate and continuous training for any role
undertaken.
Estimated average weekly time spent on the role:
25 hours per week.
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Role Profile – Cabinet Member
Main purpose(s) of the role:
1. To be the publicly accountable figure for a given area of the
Council’s work, as determined by the Leader of the Council.
2. To provide strategic leadership for issues within his/her remit.
3. To take key decisions, affecting the Council, collectively with
other Cabinet Members and also under delegated powers if
granted.
4. To set policy priorities related to his or her remit and to work
closely with the relevant Assistant Director to ensure the
delivery of those policies.
Key relationships:
1. Leader of the Council.
2. Other Cabinet Members.
3. Chief Executive, Assistant Directors, Corporate Managers.
4. Political Group Members.
5. Parallel leaders in partner organisations, including counterparts
in neighbouring Councils.
6. Key stakeholders within his/her area of responsibility.
7. Local media.
Key activities and responsibilities:
1. To work closely with the relevant Assistant Director(s) to agree
and develop a set of policy priorities for his or her specific remit.
2. To work with the Leader of the Council and fellow Cabinet
Members to ensure the smooth implementation of policies
through the democratic processes of the Council.
3. To be the publicly accountable figure for his or her remit,
including liaising with other Councils, public sector bodies and
other partners, as well as MPs, the media and the wider public.
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4.

To work closely with the relevant Assistant Director(s) to ensure
that any policy decisions are well communicated and
implemented, providing leadership and direction.
5. To play an active role in ensuring that the Cabinet remains a
cohesive and effective decision-making organisation, with a
well-developed set of values and priorities.
6. To embody these values and priorities and help communicate
these to external partners and residents of the Council.
7. To attend formal Cabinet meetings and take key decisions, both
within the formal Cabinet setting, and under delegated powers
as a Cabinet Member if these are granted.
8. To uphold the Principles of Decision Making as defined in the
Constitution.
9. To attend and participate in full Council meetings.
10. To present a report to a full Council meeting, detailing his/her
activities and decisions over the preceding period.
11. At Cabinet and full Council meetings, to answer formally
submitted and supplementary questions, both from the public
and from Councillors.
12. To be responsible for personal development and to undergo
appropriate and continuous training in the role.
Key skills and knowledge:
Skills:
1. Leadership skills:
a. Advanced leadership skills for his/her specific areas of
responsibility and the ability to work with the Leader of the
Council and Deputy Leader as an executive team.
b. High-level decision-making skills.
c. The ability to challenge the status quo and deal with
complex strategic issues and problems.
d. The ability to act as an ambassador for the Council.
2. Partnership working:
a. Relationship-building – with those mentioned in the ‘key
relationships’ section above.
b. The ability to work as part of an executive team to drive
forward the continuous development of the Council.
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3.

4.

5.

Communication skills:
a. To be able to work constructively with officers, Councillors
and partners
b. Advanced listening, questioning and negotiation skills.
c. Advanced presentation and public speaking skills.
d. Advanced ability to work with the media and identify when
additional support from public relations specialists is
required, to ensure the Council is positively represented.
Regulating and monitoring:
a. The ability to chair meetings relating to their portfolio and
local public service boards.
Other skills and abilities:
a. The ability to manage a busy and complex workload, often
to tight deadlines.
b. Research and policy development skills.
c. The ability to assimilate and analyse complex information.

Knowledge:
•
Knowledge of the key areas relating to their portfolio and its
relationship with the portfolios of other Cabinet Members.
•
Detailed understanding of the strategic role of Cabinet within
the Council.
•
Understanding of the role of a Cabinet Member as part of the
executive team.
•
Detailed understanding of Council policy, operations and
strategies.
•
Understanding of the legally defined role of certain senior
officers.
•
Detailed knowledge of the challenges facing local government.
•
Understanding of the national policy framework and its impact
on local policy development.
•
Knowledge of the work of national, regional and sub-regional
bodies and the role that the Council plays within these.
•
Knowledge of community needs and their priorities for action.
•
Knowledge of the role of local partners and the services they
deliver.
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•
•
•

Understanding of the Council’s Constitution, Code of Conduct,
budget and audit processes and key internal policies.
Understanding of principles and importance of making sound,
evidenced-based decisions.
An understanding of project management principles.
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Role Profile – Cabinet Member without Portfolio
Main purpose(s) of the role:
1. To take the lead in providing scrutiny and challenge to the
Council’s Cabinet.
2. To attend meetings of the Cabinet and ensure that key
knowledge is maintained across all areas of the Council.
3. To contribute to the good governance of the Council.
Key relationships:
1. Other Councillors belonging to that political group.
2. Relevant political party groups and associations.
3. Group Political Research Assistant (if the group has one).
4. Leader of the Council and other Group Leaders.
5. Other Councillors.
6. Officers of the Council including the Chief Executive.
7. The public and outside organisations.
8. Local media.
Key activities and responsibilities
1. To represent their political group on Cabinet in all their internal
dealings within the Council, as well as externally with other
Councils, the Voluntary Sector, or on local, regional or national
bodies as appropriate.
2. To scrutinise the majority group’s administration of the Council.
3. To act in a manner which is likely to promote rather than
undermine the best interests of the community, and to ensure
that other Members of their political group act in a similar
manner.
4. To ensure that:
a. They abide by the Suffolk Local Code of Conduct for
Members.
b. Adequate liaison is conducted with other political groups to
further the interests of the Council.
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c.

5.
6.
7.

Adequate liaison is conducted with members of the
Extended Leadership Team on all matters affecting the
services provided by them on behalf of the Council.
d. They attend regular briefings for Cabinet as appropriate.
e. If in an opposition to a particular proposal, decision or
policy, to engage in constructive criticism and to offer
alternatives or amendments where appropriate.
To work with members of their political group to formulate a
framework of policies and priorities for that group.
To maintain effective liaison with the Chair of the Overview and
Scrutiny Committee.
To be responsible for personal development and to undergo
appropriate and continuous training in the role.

Key skills and knowledge:
1. Leadership:
a. Advanced political leadership skills with respect to their
particular group.
b. Ambassadorial skills – to be able to represent the Council
within the authority, as well as outside of it especially at a
regional or national level.
2. Scrutiny and challenge:
a. The ability to hold Cabinet to account.
3. Political understanding:
a. The ability to communicate values and promote a political
vision.
b. The ability to encourage democratic processes and public
engagement.
c. The ability to address difficult issues with other groups in a
politically sensitive manner, whilst preserving their own
political integrity.
d. The ability to manage the tensions between the needs of
the Council and the political demands and expectations of
that group.
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4.

5.

6.

Partnership working:
a. The ability to use tact and diplomacy to work across the
entire range of Council services, partners and political
groups, to the benefit of the community.
b. The ability to build effective relationships with other parts
of the political management and decision-making structure,
such as full Council, the Overview and Scrutiny Committee,
and other political groups.
Communication skills:
a. The ability to facilitate effective communication within and
across the Council, and to ensure that the community is
given the opportunity to engage in the development of
policies and priorities for that political group.
b. The advanced ability to work with the media and identify
when additional support from public relations specialists is
required, to ensure that the Council is positively
represented.
c. Advanced listening, questioning and negotiation skills.
d. Advanced presentation and public speaking skills.
Additional skills:
a. The ability to plan and prioritise the business of the group.

Knowledge:
•
An understanding of the roles of the Leader of the Council,
Cabinet Members and the Leader of an Opposition Group within
the Council.
•
An understanding of the legally defined role of certain senior
officers.
•
Detailed knowledge of the work of national, regional and subregional bodies and the role of the Council within them.
•
A detailed understanding of the national policy framework and
its impact on local policy development.
•
A detailed knowledge of the challenges facing local government.
•
An understanding of Council strategy, policies and operations.
•
Knowledge of the role of local partners and the services they
deliver as well as their relationship with the Council.
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•
•
•
•

Detailed understanding of the Council’s Constitution, Code of
Conduct, budget and audit processes and key internal policies.
Detailed knowledge of community needs and their priorities for
action.
An understanding of the relationship between national politics
and local political leadership.
An understanding of the wider, national issues facing
Councillors and the practical implications for the Councillors in
their group.

Additional responsibilities:
1. To engage in cross-party and corporate activities when invited
to do so by the administration – for instance for the
appointment of the Chief Executive.
Estimated average weekly time spent on the role:
10 hours.
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Role Profile – Chair of the Joint Audit and
Standards Committee
Main purpose(s) of the role:
The role of the Chair of the Joint Audit and Standards Committee is
to ensure that the work of the Committee is conducted to fulfil its
role and function in accordance with the Terms of Reference outlined
in the Constitution.
Including:
1. To ensure a consistent approach.
2. To avoid the duplication of resources.
3. To improve joint working between both Councils.
Key relationships:
1. Members of the Committee.
2. Internal Audit Officer.
3. The external auditor, inspection agencies and other relevant
bodies.
4. Section 151 Officer (Chief Finance Officer).
Key activities and responsibilities:
1. To chair meetings in a manner that ensures that the work of the
Joint Audit and Standards Committee is conducted to fulfil its
role and functions in accordance with the Terms of Reference
outlined in the Constitution.
2. To be responsible for ensuring decisions are made under the
correct protocols.
3. To foster and maintain a disciplined approach, alongside high
standards of behaviour and ethics, amongst the Members
involved.
4. To plan and co-ordinate the work programme and forward plan
of the Committee.
5. To advise officers on the content of the agenda for Committee
meetings.
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6.
7.

To chair planning meetings and manage the work programme of
the Committee to ensure that tasks are completed.
To be responsible for personal development and to undergo
appropriate and continuous training in the role.

Key skills and knowledge:
Skills:
1. Leadership:
a. The ability to provide leadership for the committee.
b. The ability to set objectives and to develop these on behalf
of the committee.
2. Partnership working:
a. The ability to use tact and diplomacy to work across the full
range of Council services, partners and political groups, to
the benefit of the local community.
b. The ability to support and encourage relevant contributions
from each Member on the Committee.
3. Communication skills:
a. Advanced communication skills in order to be able to work
constructively with Councillors, partners, co-optees and
officers.
b. Strong listening and questioning skills.
c. Strong presentation and public speaking skills.
4. Regulating and monitoring:
a. Advanced chairing skills.
b. The ability to plan and prioritise the business of the
Committee with regard to its terms of reference and key
challenges facing the local area.
5. Additional skills:
a. The ability to manage a busy and complex workload, often
to tight deadlines in a small timescale.
Knowledge:
•
A detailed understanding of the Council’s Constitution.
•
A detailed understanding of the Suffolk Local Code of Conduct
for Members.
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•
•

A detailed understanding of the Members’ Allowances Scheme
which is available on the Council’s website.
A detailed understanding of the relationship between the
Council and charitable trusts.

Additional responsibilities:
1. To hold monthly liaison meetings with Internal Audit senior staff.
2. To sign the approved annual Statement of Accounts.
3. To countersign the letters of representation to the external
auditors confirming the responsibilities and actions taken in
completing the Statement of Accounts.
4. To liaise with the external auditor throughout the year to ensure
that any matters of concern are addressed promptly.
Estimated average weekly time spent on the role:
4 hours per week.
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Role Profile – Chair of the Licensing and
Regulatory Committee
Main purpose(s) of the role:
The role of the Chair of the Licensing and Regulatory Committee is to
ensure that the work of the Committee is conducted to fulfil its role
and function in accordance with the Terms of Reference outlined in
Part 2 of the Constitution of the Council including:
1. To consider policy issues on licensing and to act as the Licensing
Committee under the Licensing Act 2003, and for Gambling Act
2005 matters and any other relevant legislation that may be
introduced.
2. To consider policy issues on any relevant legislation that may be
introduced.
Key relationships:
1. Committee Members.
2. Senior officers involved in the licensing and regulatory function.
3. Leaders of the Council.
4. Leaders and organisers of Political Groups.
Key activities and responsibilities:
1. To ensure that the Councillors involved maintain a disciplined
approach within the Terms of Reference of the Committee,
alongside high ethical standards.
2. To advise officers on the content of the agenda for Committee
meetings.
3. To act as a representative of the Council regarding the work of
the Committee – to the public, the press and any other relevant
persons or organisations.
4. To act as a representative of the Committee’s decisions in
appeals to the Magistrates and higher Courts.
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5.

6.

7.

To be well-informed of new legislation and developments
regarding licensing and regulatory matters at both a local and a
national level.
To act as a spokesperson for Councillors in regular scheduled
meetings with the taxi vehicle trade and other interested parties,
in order to ensure that the Council maintains these relationships
and thus a constructive dialogue regarding licensing issues.
To be responsible for personal development and to undergo
appropriate and continuous training in the role.

Key skills and knowledge:
Skills:
1. Leadership skills:
a. The ability to effectively represent the Licensing and
Regulatory Committee to the public and to the media.
2. Partnership working:
a. The ability to build strong relationships with those listed
under the ‘Key relationships’ section of this document.
3. Communication skills:
a. The ability to communicate particularly effectively with the
Members and officers involved with the Committee.
b. Advanced listening and questioning skills.
c. Intermediate presentation skills.
d. Intermediate public speaking skills.
e. The ability to work with the media and to recognise where
additional support may be needed from public relationships
specialists, in order to ensure the positive representation of
the Council and the licensing and regulatory function.
4. Regulating and monitoring:
a. Advanced chairing skills, including conflict management.
b. Impartiality and objectivity.
c. The ability to plan and prioritise the business of the
Committee having regard to its Terms of Reference as well
as the key challenges facing the licensing and regulatory
function.
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Knowledge:
•
A strong understanding of the standards, ethics and Code of
Conduct for elected Members.
•
Up-to-date knowledge and understanding of relevant legislation
alongside developments on licensing and regulatory matters at
both a local and a national level, as well as the implications of
these.
Estimated average weekly time spent on the role:
4 hours
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Role Profile – Chair of the Overview and Scrutiny
Committee
Main purpose(s) of the role:
1. To ensure that the work of the Committee is conducted to fulfil
its role and functions in accordance with the Terms of Reference
outlined in the Constitution.
Key relationships:
1. Councillors sitting on the Overview and Scrutiny Committee.
2. Key officers including the Corporate Manager for Democratic
Services.
3. Cabinet partners.
Key activities and responsibilities:
1. Managing and Co-ordinating the Overview and Scrutiny function:
a. To chair meetings in a manner that ensures that the work of
the Committee is conducted to fulfil its role and functions in
accordance with the Terms of Reference outlined in the
Constitution.
b. To ensure that scrutiny work is properly co-ordinated.
c. To monitor the progress of all scrutiny reviews and ensure
that they are completed in reasonable time.
d. To receive all requests for scrutiny and ensure initial
investigation to inform the Committee’s consideration.
e. To monitor the use of the ‘call-in’ procedure to advise on
whether it is being used appropriately.
f. To act as a result of the requirements of the Local Authorities
(Executive Arrangements) (Meetings and Access to
Information) (England) Regulations 2012 with regard to key
decisions and private meetings (see ‘additional comments’
section below).
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2.

3.

Leading and promoting the Overview and Scrutiny function:
a. To maintain effective liaison with the Leader of the Council
and the Chief Executive to ensure that overview and scrutiny
contributes to effective decision-making in Babergh and Mid
Suffolk.
b. To represent the Overview and Scrutiny Committee in full
Council, on relevant boards and panels, and at regional or
national forums concerning overview and scrutiny.
c. To ensure that overview and scrutiny is publicised and
communicated effectively, in order to build public
understanding of its role both within and outside the Council.
Development of Overview and Scrutiny:
a. To ensure the continuing development of best practice and
organisation within the overview and scrutiny process,
especially by learning from other Councils.
b. To encourage the involvement of all interested parties and
stakeholders – including individuals, voluntary organisations
and community groups – in overview and scrutiny matters.
c. To be responsible for personal development and to undergo
appropriate and continuous training in the role.
d. To work with the Scrutiny Officer to identify and address the
training and development needs of the Committee Members.

Key skills and knowledge:
Skills:
1. Leadership:
a. The ability to lead the Committee as a team.
b. Ambassadorial skills – the ability to represent and champion
the scrutiny function both within and outside the Council.
c. The ability to set and develop objectives on behalf of the
scrutiny function.
2. Regulating and monitoring:
a. Advanced chairing skills.
b. Planning and co-ordinating the work of the Overview and
Scrutiny Committee and its agenda.
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3.

4.

5.

Partnership working:
a. The ability to build strong relationships with those
mentioned in the ‘key relationships’ section (see above).
b. The ability to build effective relationships with other parts of
the political management structure, such as Cabinet, Full
Council, etc.
c. Ensuring effective contributions from each member of the
Committee.
Scrutiny and challenge:
a. Assimilating and analysing complex information.
b. Overseeing and prioritising scrutiny work, taking accounts of
available resources.
c. The ability to obtain and weigh up evidence and make
decisions and recommendations based on that evidence.
Additional skills:
a. The ability to deal with complex strategic issues and
problems on behalf of the Scrutiny Committee and the
scrutiny function as a whole.

Knowledge:
•
A detailed awareness of the strategic importance of the scrutiny
function within the Council.
•
A detailed awareness of the constitutional arrangements relating
to the scrutiny function.
•
A detailed awareness of the Council’s approach to overview and
scrutiny and its relationship with the other elements of the
Council’s decision-making structures.
•
Detailed knowledge of the challenges facing the scrutiny function
and the role of the Chair in addressing them.
•
An awareness of changes facing local government and an
understanding of how these might impact on the Council’s
scrutiny function.
•
An understanding of project management principles.
Additional responsibilities:
1. To monitor the Cabinet’s Forward Plan to identify areas for
scrutiny.
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2.
3.

4.

5.

To call and lead pre-meetings of the Committee.
To work with the Scrutiny Officer and Vice-Chair to refine the
recommendations to be agreed and published by the Committee
after each inquiry.
To work with the Vice-Chair to meet regularly with the Extended
Leadership Team to identify challenges and opportunities facing
the Council which could be useful subjects of inquiry by the
Committee.
To work with the Scrutiny Officer and Vice-Chair to build stronger
links with scrutiny officers and councillors across local
government in Suffolk.

Estimated average weekly time spent on the role:
10 hours per week, although this may well be greater as there is a great
deal of reading and research involved.
Additional comments:
1. Where the urgency of a meeting to be held in private (i.e. where
the press and public are excluded) means that details of it cannot
practicably be published a clear 28 days before the meeting, and
again at least five days beforehand, as detailed in Rule 15 of the
Constitution, then the Chair of the Overview and Scrutiny
Committee will be asked to agree that the matter is urgent and
cannot reasonably be deferred.
2. Where the urgency of a key decision means that it cannot
practicably be published on the Forthcoming Decisions List a clear
28 days before the meeting as detailed in Rule 16 of the
Constitution, then the Monitoring Officer must inform the Chair
of the Overview and Scrutiny Committee in writing, and then wait
five clear days, before the decision can be made.
3. If, because of the urgency of the decision, the above Rule 16
detailed in paragraph 2 cannot be followed, then the Chair of the
Overview and Scrutiny Committee will be asked by the decision
maker to agree that the matter is urgent and cannot reasonably
be deferred.
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Role Profile – Chair of the Planning/Development
Control Committee
Main purpose(s) of the role:
1. To ensure that the work of the Planning/Development Control
Committee is conducted to fulfil its role and functions in
accordance with the Terms of Reference outlined in Part 2 of the
Constitution of the Council.
Key relationships:
1. Members of the Committee.
2. Planning Officers including the Assistant Director for Planning
for Growth.
Key activities and responsibilities:
1. To chair meetings in a manner that ensures that the work of the
Committee is conducted to fulfil its role and functions in
accordance with the Terms of Reference outlined in Part 2 of the
Constitution.
2. To foster and maintain a disciplined approach, alongside high
standards of behaviour and ethics, amongst the Members
involved, especially with regard to the correct protocol relating
to planning procedures.
3. To make practical arrangements regarding contributions by
members of the public at Planning Committee in accordance
with both the Council’s Public Speaking Arrangements and the
chair’s own judgement, which is final.
4. To advise officers on the content of the agenda for Committee
meetings.
5. To represent the Council in all dealings with the public, media
and other bodies as regards the work of the Committee.
6. To work with the Vice-Chair and other Committee Members and
seek relevant input from officers and other stakeholders.
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7.
8.

To be responsible for personal development and to undergo
appropriate and continuous training for any role undertaken.
To keep up-to-date with best practice as regards the scope of
the Committee.

Key skills and knowledge:
Skills:
1. Leadership skills:
a. The ability to represent the Planning/Development Control
Committee to the community and the media.
2. Partnership working:
a. The ability to build relationships, particularly with Leaders
and senior officers involved in the planning function.
3. Communication skills:
a. Advanced listening, questioning and negotiation skills.
b. The ability to communicate effectively with Councillors,
officers and any members of the public involved with the
Committee.
c. Advanced presentation skills.
d. Advanced public speaking skills.
e. Advanced ability to work with the media and identify when
additional support from public relations specialists is
required, to ensure that the Committee and the Council are
represented in a positive light.
4. Regulating and monitoring:
a. The ability to plan and prioritise the business of the
Committee with reference to its functions as outlined in
Part 2 of the Constitution, as well as the key challenges
facing those functions.
b. Advanced chairing skills, including the ability to manage
conflict.
c. Impartiality and objectivity.
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Knowledge:
•
An in-depth understanding of planning issues and the correct
protocol relating to planning procedures and the
Planning/Development Control Committee.
•
An understanding of the role of Ward Councillors in the planning
process, as well as of how to manage conflicts of interest
between one’s dual role as both a Ward Councillor and a
Member of the Planning/Development Control Committee.
•
An understanding of the role of Planning Officers.
Estimated average weekly time spent on the role:
4 hours per week.
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Role Profile – Leader of the Council
Main purpose(s) of the role:
1. To provide effective leadership to the Council by managing and
leading Cabinet.
2. In conjunction with Cabinet, to develop and approve the policies,
strategies and plans of the Council, except those which are
subject to approval by full Council.
3. To promote the work of the Council and to champion public
service needs on behalf of local residents, businesses and
visitors.
Key relationships:
1. Cabinet Members.
2. Other Councillors in their political group.
3. Other Councillors.
4. The Chief Executive.
5. The Council’s Extended Leadership Team.
6. Members of Parliament for their area and those with
responsibility for issues in which the Council has a specific
interest.
7. The public and outside organisations.
8. Local media.
Key activities and responsibilities:
1. To represent the Council in relation to policy and administration
(as opposed to the civic role exercised by the Chairman of the
Council).
2. The discharge of executive functions, with the exception of:
a. Functions which are the responsibility of full Council under
the Constitution or by legislation.
b. Functions excluded from Cabinet responsibility by
legislation.
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3.

Where appropriate, to arrange for the discharge of an executive
function by the Cabinet, a committee of the Cabinet, a Cabinet
Member, a joint committee or an officer.
4. To develop and approve the policies, strategies and plans of the
Council, apart from those subject to approval by full Council
under the Constitution or on the recommendation of the Leader
themselves.
5. To work closely with the Chief Executive to ensure that the
Council is well attuned to the strategic priorities of the Cabinet.
6. To determine the number of Cabinet Members (including at
least two and up to nine other members), as well as the
appointees themselves.
7. To determine and allocate a portfolio of responsibilities to each
member of the Cabinet and to delegate, subject to the
requirements of the Constitution, the authority to discharge
those executive functions that fall within that portfolio.
8. Where necessary, to remove a Cabinet Member from office and
withdraw any delegated authority to discharge executive
functions, following serving a notice on the Councillor
confirming their removal from office.
9. To uphold the Principles of Decision Making as outlined in Part
1 of the Constitution.
10. To ensure that the Cabinet does not take any decision without
first having received a written report from the officer having
responsibility for the matter unless the agreement of the
Monitoring Officer has been obtained in advance of the decision
being made.
11. To report to Council as detailed in Part 3 of the Constitution.
12. To be responsible for personal development and to undergo
appropriate and continuous training for any role undertaken.
Key skills and knowledge:
Skills:
1. Advanced leadership skills:
a. The ability to develop a vision for the Council and to drive
the Council and its partners towards achieving that vision.

73
b.

2.

3.

4.

5.

Advanced ‘ambassadorial’ skills – the ability to represent
the Council within the authority, as well as outside of it on
a sub-regional, regional and national level.
c. The ability to lead the Council along the path of continuous
improvement.
d. The ability to provide political leadership for their particular
group.
Political understanding:
a. The ability to communicate values and promote a political
vision.
b. The ability to encourage democratic processes and public
engagement.
c. The ability to address difficult issues with other groups in a
politically sensitive manner, whilst preserving their own
political integrity.
Regulating and monitoring:
a. Advanced chairing skills.
b. The ability to plan and prioritise the business of Council,
Cabinet and its committees with regard to their terms of
reference and the key challenges facing the Council.
Communication skills:
a. The ability to facilitate effective communication within and
across the Council and to ensure that the community can
engage in the Council’s decision-making processes.
b. An advanced ability to work with the media and to identify
when additional support is required from public relations
specialists to ensure that the Council is positively
represented.
c. Advanced listening and questioning skills.
d. Advanced presentation skills.
e. Advanced public speaking skills.
Partnership working:
a. The ability to use tact and diplomacy to work across the full
range of Council services, partners and political groups, to
the benefit of the community.
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b.

c.

The ability to build effective relationships with other parts
of the political management and decision-making structure,
such as full Council, the Overview and Scrutiny Committees,
and other political groups.
The ability to address difficult issues across all groups in a
politically sensitive manner.

Knowledge:
•
A detailed understanding of the strategic role of the Leader of
the Council.
•
A detailed understanding of the legally defined role of the Chief
Executive and other senior officers.
•
Detailed knowledge of the work of national, regional and subregional organisations and the role of the Leader and Council
within them.
•
A detailed understanding of the national policy framework and
its impact on local policy development.
•
Detailed knowledge of the role of local partners and the services
they deliver.
•
A detailed understanding of the Council’s Constitution, Code of
Conduct, budget and audit processes and key internal policies.
•
Understanding of the relationship between national politics and
local political leadership.
•
An understanding of the wider, national issues facing
Councillors and the practical implications for the Council’s
Councillors.
•
An understanding of project management principles.
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Role Profile – Deputy Leader of the Council
Main purpose(s) of the role:
1. To support the Leader of the Council in his or her strategic role
and to carry out duties on behalf of the Leader as needed.
2. To deputise in the absence of the Leader, i.e. carrying out the
responsibilities of the Leader as outlined in the Role Profile for
Leader of the Council.
Key relationships:
1. The Leader of the Council.
2. Cabinet Members.
3. Other Councillors in their political group.
4. Other Councillors.
5. The Chief Executive.
6. The Council’s Extended Leadership Team.
7. Members of Parliament for their area and those with
responsibility for issues in which the Council has a specific
interest.
8. The public and outside organisations.
9. Local media.
Key activities and responsibilities:
1. To assist the Leader of the Council in the formal processes and
matters of leadership of the authority.
2. To work with the Leader on the budget and policy development.
3. To ensure that they have undertaken the appropriate training
to be able to carry out the role of Leader when necessary.
4. To hold a seat on the Cabinet, in a role determined by the Leader.
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Key skills and knowledge:
Skills:
1. Advanced leadership skills:
a. The ability to provide political leadership for their group.
b. Advanced ambassadorial skills – the ability to represent the
Council within the authority, as well as outside of it at a subregional, regional and national level.
c. The ability to lead the Council towards continuous
improvement.
2. Political understanding:
a. The ability to develop a vision for the Council and to drive
the Council and its partners towards achieving that vision.
b. The ability to discipline Members of their political group
where necessary.
3. Regulating and monitoring:
a. Advanced chairing skills.
b. The ability to plan and prioritise the business of Council,
Cabinet and Committees with regard to their terms of
reference and the key challenges facing the Council.
4. Communication skills:
a. The ability to facilitate effective communication within and
across the Council and to ensure that the community can
engage in the Council’s decision-making processes.
b. An advanced ability to work with the media and to identify
when additional support from public relations specialists is
required, to ensure that the Council is represented in a
positive light.
c. Advanced listening and questioning skills.
d. Advanced presentation skills.
e. Advanced public speaking skills.
5. Partnership working:
a. The ability to use tact and diplomacy to work across the full
range of Council services, partners and political groups, to
the benefit of the community.
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b.

c.

The ability to build effective relationships with other parts
of the political management and decision-making structure,
e.g. full Council, the Overview and Scrutiny Committees,
and other political groups.
The ability to address difficult issues across all political
groups in a politically sensitive manner.

Knowledge:
•
A detailed understanding of the strategic role of the Leader of
the Council.
•
A detailed understanding of the legally defined role of the Chief
Executive and other senior officers.
•
Detailed knowledge of the work of national, regional and subregional bodies and the role of the Leader and the Council within
them.
•
A detailed understanding of the national policy framework and
its impact of local policy development.
•
Detailed knowledge of the role of local partners and the services
they deliver.
•
A detailed understanding of the Council’s Constitution, Code of
Conduct, budget and audit processes and key internal policies.
•
An understanding of the relationship between national politics
and local political leadership.
•
An understanding of the wider, national issues facing
Councillors and the practical implications for the Council’s own
Councillors.
•
An understanding of project management principles.
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Role Profile – Chairman of the Council
Main purpose(s) of the role:
1. Upholding the Constitution of the Council, principally through
presiding over meetings of the Council.
2. Promoting the District.
3. Encouraging greater partnership working.
4. Acting as an ambassador and champion for the Council.
Key relationships:
1. All Councillors.
2. Chief Executive.
3. Civic officer.
Key activities and responsibilities:
1. To be impartial and to refrain from acting in a party-political
manner when carrying out his/her role, particularly when
exercising a casting vote in the event of deadlock at a Council
meeting.
2. To uphold and promote the purposes of the Constitution, and
to interpret the Constitution when necessary.
3. To preside over the meetings of the Council so that its business
can be carried out efficiently and with regard to the rights of
Councillors and the interests of the community.
4. To ensure that the Council meeting is a forum for the debate of
matters of concern to the local community.
5. To promote public involvement in the Council’s activities.
6. To be the conscience of the Council.
7. To attend such civic and ceremonial functions as the Council and
he/she determines to be appropriate.
8. To be responsible for personal development and to undergo
appropriate and continuous training in the role.
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Key skills and knowledge:
Skills:
1. Regulating and monitoring:
a. Advanced chairing skills, including the ability to manage
conflict.
b. The ability to interpret the Constitution.
c. Impartiality and objectivity.
2. Partnership working:
a. A strong ability to develop relationships, in particular with
the persons mentioned in the ‘key relationships’ section
above.
3. Communication skills:
a. Advanced listening and questioning skills.
b. Good public speaking skills.
c. The ability to work with the media.
Knowledge:
•
Detailed understanding of the Council’s Constitution.
•
Detailed understanding of the processes and structure of the
Council.
•
Understanding of the rights and duties of Councillors.
•
A strong understanding of which issues are of concern to the
community.
•
Understanding of the Council’s activities.
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Role Profile - Deputy Chairman of the Council
Main purpose(s) of the role:
1. Upholding the Constitution of the Council, principally through
presiding over meetings of the Council.
2. Promoting the District.
3. Encouraging greater partnership working.
4. Acting as an ambassador and champion for the Council.
Key relationships:
1. All Councillors.
2. Chief Executive.
3. Civic Officer.
Key activities and responsibilities:
1. In the absence of the Chairman to be impartial and to refrain
from acting in a party political manner when carrying out his/her
role, particularly when exercising a casting vote in the event of
deadlock at a Council meeting.
2. To uphold and promote the purposes of the Constitution, and
to interpret the Constitution when necessary.
3. In the absence of the Chairman to preside over the meetings of
the Council so that its business can be carried out efficiently and
with regard to the rights of Councillors and the interests of the
community.
4. To ensure that in the Chairman’s absence the Council meeting
is a forum for the debate of matters of concern to the local
community.
5. To promote public involvement in the Council’s activities.
6. In the Chairman’s absence to be the conscience of the Council.
7. To assist the Chairman to attend such civic and ceremonial
functions as the Council and he/she determines to be
appropriate.
8. To be responsible for personal development and to undergo
appropriate and continuous training in the role.
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Key skills and knowledge:
Skills:
1. Regulating and monitoring:
a. Advanced chairing skills, including the ability to manage
conflict.
b. The ability to interpret the Constitution.
c. Impartiality and objectivity.
2. Partnership working:
a. A strong ability to develop relationships, in particular with
the persons mentioned in the ‘key relationships’ section
above.
3. Communication skills:
a. Advanced listening and questioning skills.
b. Good public speaking skills.
c. The ability to work with the media.
Knowledge:
•
Detailed understanding of the Council’s Constitution.
•
Detailed understanding of the processes and structure of the
Council.
•
Understanding of the rights and duties of Councillors.
•
A strong understanding of which issues are of concern to the
community.
•
Understanding of the Council’s activities.
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Role Profile – Deputy Leader of an Opposition
Group
Main purpose(s) of the role:
1. To support the Group Leader in his or her strategic role and to
carry out duties on behalf of the Group Leader as needed.
2. To deputise in the absence of the Group Leader, i.e. to carry out
the responsibilities of the office of Group Leader as referred to
in the corresponding role profile for that position.
Key relationships:
1. The Group Leader of their political group.
2. Other Councillors belonging to that political group.
3. Relevant political party groups and associations.
4. Group Political Research Assistant (if the group has one).
5. Leader of the Council and other Group Leaders.
6. Other Councillors.
7. Officers of the Council including the Chief Executive.
8. The public and outside organisations.
9. Local media.
Key responsibilities:
1. To undertake the training required to ensure that they are
equipped with the knowledge and skills required to carry out
the role of the Group Leader when called upon.
2. To assist the Group Leader in managing the work of Councillors
within the group.
3. To support the Group Leader in the initiation of policy.
4. To work closely with the Extended Leadership Team where
appropriate.
5. To hold the Cabinet to account at Council meetings.
6. To play a proactive role in the Overview and Scrutiny process to
discuss decisions taken or to support the policy formulation
process.
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7.

To consult interested parties, ward councillors and citizens as
part of the development and review of group policy.
8. To assist the Group Leader when consulting on and drawing up
the revenue and capital budgets.
9. To undertake detailed work in preparation for meetings of the
full Council.
10. To be an advocate for the group within their capacity as a group
officer.
Key skills and knowledge:
Skills:
1. Leadership skills:
a. The ability to provide strong political leadership for their
group.
b. The ability to hold the Cabinet to account.
c. Ambassadorial skills – the ability to represent the Council
within the authority, as well as outside of it at a regional
and national level.
2. Political understanding:
a. The ability to manage the tensions between the political
demands and expectations of their group and the needs of
the Council.
b. The ability, where necessary, to discipline Councillors in
their political group.
c. The ability to address difficult issues with other groups in a
politically sensitive way.
3. Regulating and monitoring:
a. Intermediate chairing skills.
b. The ability to plan and prioritise the business of the group.
4. Partnership working:
a. The ability to use tact and diplomacy to work across the full
range of Council services, partners and political groups, to
the benefit of the community.
b. The ability to build effective relationships with other parts
of the political management and decision-making structure
e.g. full Council, the Overview and Scrutiny Committees and
other political groups.
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5.

6.

Communication skills:
a. The ability to facilitate effective communication within and
across the Council, and to ensure that the community are
given the opportunity to engage in the development of the
policies of their group.
b. An advanced ability to work with the media and to identify
when additional support from public relations experts is
required, to ensure that the Council is represented in a
positive light.
c. Advanced listening and questioning skills.
d. Advanced presentation and public speaking skills.
Other skills:
a. The ability to assimilate and analyse complex information.
b. Research skills and policy development.

Knowledge:
•
An understanding of the roles of Leader of the Council, Cabinet
Members and the Leader of an Opposition Group within the
Council.
•
An understanding of the legally defined roles of certain senior
officers.
•
Knowledge of the work of national, regional and sub-regional
organisations and the role of the Council within them.
•
An understanding of the national policy framework and its
impact on local policy development.
•
An understanding of the challenges facing local government.
•
An understanding of Council strategy, policies and operations.
•
Knowledge of the role of local partners, the services they deliver,
and their relationship with the Council.
•
An understanding of the Council’s Constitution, Code of
Conduct, budget and audit processes and key internal policies.
•
Knowledge of the needs of the community and their priorities
for action.
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•
•

An understanding of the relationship between national politics
and local political leadership.
An understanding of the wider, national issues facing councillors
and the practical implications for those councillors in their group.
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Role Profile – Lead Member
Main purpose(s) of the role:
1. To assist the Cabinet Member for a given area of the Council’s
work, as determined by the Leader of the Council.
2. To provide strategic leadership for issues within his/her specific
lead area.
3. To work with decision makers in the Council to establish
strategies/policies and work connected with their specific lead
area.
4. To maintain a detailed level of knowledge and awareness of all
matters connected with that lead area.
5. To contribute to good practice and the continuous improvement
of services within their given area.
6. To engage with Members, officers and other stakeholders in
matters related to their specific lead area including attending
Cabinet, Overview and Scrutiny and other meetings of the Council
where appropriate.
Key relationships:
1. Leader of the Council.
2. Other Cabinet Members.
3. Chief Executive, Assistant Directors, Corporate Managers.
4. Political Group Members.
5. Other partner organisations, including counterparts
neighbouring Councils.
6. Key stakeholders within his/her area of responsibility.
7. Local media.

in

Key activities and responsibilities:
1. To work closely with the relevant Assistant Director(s) to agree
and develop a set of policy priorities for his or her specific remit.
2. To work with the Leader of the Council and fellow Cabinet
Members to ensure the smooth implementation of policies
through the democratic processes of the Council.
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3.

To assist the Cabinet Member for his or her remit, including
liaising with other Councils, public sector bodies and other
partners, as well as MPs, the media and the wider public.
4. To work closely with the relevant Assistant Director(s) to ensure
that any policy decisions are well communicated and
implemented, providing leadership and direction.
5. To play an active role in ensuring that the Cabinet remains a
cohesive and effective decision-making organisation, with a welldeveloped set of values and priorities.
6. To embody these values and priorities and help communicate
these to external partners and residents of the Council.
7. To attend formal Cabinet meetings within the formal Cabinet
setting.
8. To uphold the Principles of Decision Making as defined in the
Constitution.
9. To attend and participate in full Council meetings.
10. To assist the Cabinet Member in preparing a report to full Council
meeting, detailing his/her activities and the decisions made over
the preceding period.
11. At Cabinet and full Council meetings, to assist with responses to
formally submitted and supplementary questions, both from the
public and from Councillors relating to their specific lead area.
12. To be responsible for personal development and to undergo
appropriate and continuous training in the role.
Key skills and knowledge:
Skills:
1. Leadership skills:
a. Leadership skills for his/her specific areas of responsibility
and the ability to work with the Leader of the Council and
Deputy Leader as an executive team.
b. Decision-making skills.
c. The ability to challenge the status quo and deal with complex
strategic issues and problems.
d. The ability to act as an ambassador for the Council.
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2.

3.

4.

5.

Partnership working:
a. Relationship building – with those mentioned in the ‘key
relationships’ section above.
b. The ability to work as part of an executive team to drive
forward the continuous development of the Council.
Communication skills:
a. To be able to work constructively with officers, Councillors
and partners.
b. Advanced listening, questioning and negotiation skills.
c. Advanced presentation and public speaking skills.
d. Advanced ability to work with the media and identify when
additional support from public relations specialists is required,
to ensure the Council is positively represented.
Regulating and monitoring:
a. The ability to chair meetings relating to their specific lead
area and local public service boards.
Other skills and abilities:
a. The ability to manage a busy and complex workload, often to
tight deadlines.
b. Research and policy development skills.
c. The ability to assimilate and analyse complex information.

Knowledge:
•
Knowledge of the key areas relating to their lead area and its
relationship with the portfolios of other Cabinet Members.
•
Detailed understanding of the strategic role of Cabinet within the
Council.
•
Understanding of the role of a Cabinet Member as part of the
executive team.
•
Detailed understanding of Council policy, operations and
strategies.
•
Understanding of the legally defined role of certain senior officers.
•
Detailed knowledge of the challenges facing local government.
•
Understanding of the national policy framework and its impact on
local policy development.
•
Knowledge of the work of national, regional and sub-regional
bodies and the role that the Council plays within these.
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•
•
•
•
•

Knowledge of community needs and their priorities for action.
Knowledge of the role of local partners and the services they
deliver.
Understanding of the Council’s Constitution, Code of Conduct,
budget and audit processes and key internal policies.
Understanding of principles and importance of making sound,
evidenced-based decisions.
An understanding of project management principles.
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Role Profile – Opposition Group Leader
Main purpose(s) of the role:
1. To provide effective leadership and strategic direction for a
political group.
2. To contribute to the good governance of the Council.
Key relationships:
1. Other Councillors belonging to that political group.
2. Relevant political party groups and associations.
3. Group Political Research Assistant (if the group has one).
4. Leader of the Council and other Group Leaders.
5. Other Councillors.
6. Officers of the Council including the Chief Executive.
7. The public and outside organisations.
8. Local media.
Key activities and responsibilities
1. To represent their political group in all their internal dealings
within the Council, as well as externally with other Councils, the
Voluntary Sector, or on local, regional or national bodies as
appropriate.
2. To scrutinise the majority group’s administration of the Council.
3. To act in a manner which is likely to promote rather than
undermine the best interests of the community, and to ensure
that other members of their political group act in a similar
manner.
4. To lead their group in a manner which ensures that:
a. Members of their group abide by the Suffolk Local Code of
Conduct for Members.
b. Adequate liaison is conducted with other political groups to
further the interests of the Council.
c. Adequate liaison is conducted with members of the
Extended Leadership Team on all matters affecting the
services provided by them on behalf of the Council.
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d.

Regular briefings are provided on Council matters as
appropriate to members of that group.
e. If in opposition to a particular proposal, decision or policy,
to engage in constructive criticism and to offer alternatives
or amendments where appropriate.
5. To work with members of their political group to formulate a
framework of policies and priorities for that group.
6. To lead their group’s approach to the media, and ensure
consistency in this across the group.
7. To determine and allocate a portfolio of responsibilities
amongst group members.
8. To nominate political representation on Committees, SubCommittees, Working Groups and Panels as provided for in the
Constitution.
9. To consider the individual and collective development needs of
group members and to assist them in developing the necessary
knowledge and skills, whether as Councillors in general or in
relation to their specific areas of responsibility.
10. To maintain effective liaison with the Chair of the Overview and
Scrutiny Committee.
11. To be responsible for personal development and to undergo
appropriate and continuous training in the role.
Key skills and knowledge:
1. Leadership:
a. Advanced political leadership skills with respect to their
particular group.
b. Ambassadorial skills – to be able to represent the Council
within the authority, as well as outside of it especially at a
regional or national level.
2. Scrutiny and challenge:
a. The ability to hold Cabinet to account.
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3.

4.

5.

6.

Political understanding:
a. The ability to communicate values and promote a political
vision.
b. The ability to encourage democratic processes and public
engagement.
c. The ability to discipline members of their political group
where necessary.
d. The ability to address difficult issues with other groups in a
politically sensitive manner, whilst preserving their own
political integrity.
e. The ability to manage the tensions between the needs of
the Council and the political demands and expectations of
that group.
Partnership working:
a. The ability to use tact and diplomacy to work across the
entire range of Council services, partners and political
groups, to the benefit of the community.
b. The ability to build effective relationships with other parts
of the political management and decision-making structure,
such as full Council, the Overview and Scrutiny Committee,
and other political groups.
Communication skills:
a. The ability to facilitate effective communication within and
across the Council, and to ensure that the community is
given the opportunity to engage in the development of
policies and priorities for that political group.
b. The advanced ability to work with the media and identify
when additional support from public relations specialists is
required, to ensure that the Council is positively
represented.
c. Advanced listening, questioning and negotiation skills.
d. Advanced presentation and public speaking skills.
Additional skills:
a. The ability to plan and prioritise the business of the group.
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Knowledge:
•
An understanding of the roles of the Leader of the Council,
Cabinet Members and the Leader of an Opposition Group within
the Council.
•
An understanding of the legally defined role of certain senior
officers.
•
Detailed knowledge of the work of national, regional and subregional bodies and the role of the Council within them.
•
A detailed understanding of the national policy framework and
its impact on local policy development.
•
A detailed knowledge of the challenges facing local government.
•
An understanding of Council strategy, policies and operations.
•
Knowledge of the role of local partners and the services they
deliver as well as their relationship with the Council.
•
Detailed understanding of the Council’s Constitution, Code of
Conduct, budget and audit processes and key internal policies.
•
Detailed knowledge of community needs and their priorities for
action.
•
An understanding of the relationship between national politics
and local political leadership.
•
An understanding of the wider, national issues facing
Councillors and the practical implications for the Councillors in
their group.
Additional responsibilities:
1. To engage in cross-party and corporate activities when invited
to do so by the administration – for instance for the
appointment of the Chief Executive.
Estimated average weekly time spent on the role:
15 hours.
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Role Profile – Mental Health Member Champion
Main purpose(s) of the role:
1. To lead on working towards reducing inequalities in mental
health within the community.
2. To provide a vocal presence for mental health within the Council
where this is necessary.
3. To be an advocate for mental health issues in Council meetings
and policy development.
4. To listen to people with personal experiences of mental health
to get their perspectives on local needs and priorities.
5. To encourage the Council to support the mental health of its
own workforce and Members.
6. To ensure that awareness is raised amongst Members about
mental health issues.
7. Support and seek support for activities led by the Council to
promote mental health and well-being.
Key relationships:
1. Cabinet Members.
2. Other Councillors in their political group.
3. Other Councillors.
4. The Chief Executive.
5. The Council’s Extended Leadership Team.
6. Members of Parliament for their area and those with
responsibility for issues in which the Council has a specific
interest.
7. The public and outside organisations.
8. Local media.
Key activities and responsibilities
1. To represent the Council in relation to policy and administration
of mental health issues.
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2.

3.

4.
5.

To assist in the development of the appropriate policies,
strategies and plans of the Council, to ensure that mental health
issues are taken into consideration when formulating these
policies.
To work closely with the Cabinet and Senior Leadership Team to
ensure that the Council is well attuned to the issues on mental
health.
To identify at least one priority a year for the Council to focus
on.
To support and seek support for activities promoted by the
Council to promote mental health and well-being.

Key skills and knowledge:
Skills:
1. Leadership skills:
a. The ability to develop priorities to develop health and
wellbeing in the community.
b. Advanced ‘ambassadorial’ skills – the ability to represent
the Council within the authority, as well as outside of it on
a sub-regional, regional and national level.
c. The ability to address difficult issues with other partners
regarding mental health.
2. Regulating and monitoring:
a. Advanced chairing skills.
3. Communication skills:
a. The ability to facilitate effective communication within and
across the Council and to ensure that the community can
engage with the Council.
b. An advanced ability to work with the media and to identify
when additional support is required from public relations
specialists to ensure that the Council is positively
represented.
c. Advanced listening and questioning skills.
d. Advanced presentation skills.
e. Advanced public speaking skills.
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4.

Partnership working:
a. The ability to use tact and diplomacy to work across the full
range of Council services, partners and political groups, to
the benefit of the community.
b. The ability to build effective relationships with other parts
of the political management and decision-making structure,
such as full Council, the Overview and Scrutiny Committees,
and other political groups.
c. The ability to address difficult issues across all groups in a
politically sensitive manner.

Knowledge:
•
A detailed understanding of the role of Mental Health Champion.
•
A detailed understanding of mental health issues.
•
Detailed knowledge of the work of national, regional and subregional organisations and the role of the Mental Health
Champion within them.
•
Detailed knowledge of the role of local partners and the services
they deliver.
•
A detailed understanding of the Council’s Constitution, Code of
Conduct, budget and audit processes and key internal policies.
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Role Profile - Armed Forces Covenant Member
Champion
Main purpose(s) of the role:
1. To lead on raising the profile and needs of the Armed Forces
community (serving personnel, both regular and reserve, their
families and veterans) within the Council and the district.
2. To provide a vocal presence for the armed forces within the
Council where this is necessary.
3. To be an advocate for the armed forces in Council meetings and
policy development.
4. To closely liaise with the Armed Forces Covenant Officer with
particular reference to the Council’s obligations undertaken
through the Armed Forces Covenant.
5. To closely liaise with the Chairman on all ceremonial matters in
which the Chairman should be involved (e.g. ranging from
raising the flag on Armed Forces, attendance at local armed
forces events).
6. To keep the local Members of Parliament appraised of the
activity within the District Council in relation to the armed forces
community.
7. To liaise as appropriate with local members of the Armed Forces,
to assist in understanding where help may be most needed and
to enable in return a better understanding within the Armed
Forces of the limitations and different responsibilities of Local
Government and its decision-making processes.
8. To be the primary focal point for liaison with businesses/local
organisations within the district to promote the Armed Forces
Corporate Covenant and encourage engagement with the
Armed Forces.
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Key relationships:
1. Cabinet Members.
2. Other Councillors in their political group.
3. Other Councillors.
4. The Chief Executive.
5. The Council’s Extended Leadership Team.
6. Members of Parliament for their area and those with
responsibility for issues in which the Council has a specific
interest.
7. The public and outside organisations.
8. Local media.
Key activities and responsibilities:
1. To represent the Council in relation to armed forces issues.
2. To assist in the development of the appropriate policies,
strategies and plans of the Council, to ensure that armed forces
issues are taken into consideration when formulating these
policies.
3. To work closely with the Cabinet and Senior Leadership Team to
ensure that the Council is well attuned to the issues on armed
forces.
4. To identify at least one priority a year for the Council to focus
on.
5. To support and seek support for activities promoted by the
Council to promote the Armed Forces Covenant.
Key skills and knowledge:
Skills:
1. Leadership skills:
a. Advanced ‘ambassadorial’ skills – the ability to represent
the Council within the authority, as well as outside of it on
a sub-regional, regional and national level.
b. The ability to address difficult issues with other partners
regarding armed forces.
2. Regulating and monitoring:
a. Advanced chairing skills.
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3.

4.

Communication skills:
a. The ability to facilitate effective communication within and
across the Council and to ensure that the community can
engage with the Council.
b. An advanced ability to work with the media and to identify
when additional support is required from public relations
specialists to ensure that the Council is positively
represented.
c. Advanced listening and questioning skills.
d. Advanced presentation skills.
e. Advanced public speaking skills.
Partnership working:
a. The ability to use tact and diplomacy to work across the full
range of Council services, partners and political groups, to
the benefit of the community.
b. The ability to build effective relationships with other parts
of the political management and decision-making structure,
such as full Council, the Overview and Scrutiny Committees,
and other political groups.
c. The ability to address difficult issues across all groups in a
politically sensitive manner.

Knowledge:
•
A detailed understanding of the role of Armed Forces Covenant.
•
A detailed understanding of the issues facing armed forces and
their families
•
Detailed knowledge of the work of national, regional and subregional organisations and the role of the Armed Forces
Covenant within them.
•
Detailed knowledge of the role of local partners and the services
they deliver.
•
A detailed understanding of the Council’s Constitution, Code of
Conduct, budget and audit processes and key internal policies.
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Role Profile – Chairman of the Shared Revenues
Partnership Joint Committee
Main purpose(s) of the role:
The role of the Chairman of the Shared Revenues Partnership Joint
Committee is to ensure that the work of the Committee is conducted
to fulfil its role and function in accordance with the Terms of
Reference outlined in the Constitution.
Including:
1.
2.
3.

To ensure a consistent approach.
To avoid the duplication of resources.
To improve joint working between councils.

Key relationships:
1. Members of the committee.
2. Head of Shared Service.
3. Section 151 Officers.
4. Shared Revenues Partnership Operations Managers.
5. Operations Managers.
Key activities and responsibilities:
1. To chair meetings in a manner that ensures that the work of the
Shared Revenues Partnership is conducted to fulfil its role and
functions in accordance with the Terms of Reference outlined in
the Constitution.
2. To be responsible for ensuring decisions are made under the
correct protocols.
3. To foster and maintain a disciplined approach, alongside high
standards of behaviour and ethics, amongst the members
involved.
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4.

To be responsible for personal development and to undergo
appropriate and continuous training in the role.

Key skills and knowledge:
Skills:
1. Leadership:
a. The ability to provide leadership for the committee.
b. The ability to set objectives and to develop these on behalf
of the committee.
2. Partnership working:
a. The ability to use tact and diplomacy to work across the full
range of council services, partners and political groups, to
the benefit of the local community.
b. The ability to support and encourage relevant contributions
from each member on the committee.
3. Communication skills:
a. Advanced communication skills in order to be able to work
constructively with councillors, partners and officers.
b. Strong listening and questioning skills.
c. Strong presentation and public speaking skills.
4. Regulating and monitoring:
a. Advanced chairing skills.
b. The ability to plan and prioritise the business of the
committee with regard to its terms of reference and key
challenges facing the local area.
Knowledge:
• A detailed understanding of the Council’s Constitution.
• A detailed understanding of the Suffolk Local Code of
Conduct for Members.
• A detailed understanding of the Shared Revenues
Partnership Terms of Reference.
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Additional responsibilities:
1. To ensure that the Committee operates in line with the agreed
Business Plan and within the annual budget.
2. To attend Overview and Scrutiny or Joint Audit and Standards
Committee where required to do so, to account for the activities
of the Joint Committee.
3. To liaise with the Section 151 Officer to ensure that any matters
of concern are addressed promptly
Estimated average weekly time spent on the role:
2 hours per month.
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6. Registers of Interests, Gifts and Hospitality
The Monitoring Officer keeps a register of councillors’ financial and
other interests. This includes the property they own or rent, their
employer, and the corresponding information of their partner. The
register of interests is available to be inspected by the public.
Councillors are responsible for ensuring that their registration is up
to date. Whenever a new councillor is elected, the Monitoring Officer
asks them to complete their registration.
It is a breach of the Council’s Code of Conduct if a councillor fails to
keep information up to date. A copy of the Code of Conduct can be
found in Appendix C of this document.
You will need to complete a Register of Interests form within 28
days of becoming a member of the Council. This form has two parts:
• Part 1 requires you to list your disclosable pecuniary interests.
• Part 2 requires you to list your local non-pecuniary interests.
Additionally to disclosable pecuniary interests and local nonpecuniary interests, it is important that councillors undertaking
regulatory functions such as planning and licensing avoid the
appearance of bias. If councillors have any doubts, please seek advice
from the Monitoring Officer.
Babergh and Mid Suffolk’s Monitoring Officer is Emily Yule. Contact
on:
01449
724694,
07860
827013,
monitoring.officer@baberghmidsuffolk.gov.uk
Babergh and Mid Suffolk’s Deputy Monitoring Officers are :
Jan Robinson. Contact on 01473 296472,
janice.robinson@baberghmidsuffolk.gov.uk and
John Snell. Contact on 01473 296336,
John.snell@baberghmidsuffolk.gov.uk
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6.1 Disclosable Pecuniary Interests (DPIs)
Disclosable pecuniary interests are the interests you hold in property,
employment, and financial matters. You must also list the pecuniary
interests of your partner.
You must:
• Register your pecuniary interests.
• Update Part 1 of your Register within 28 days of any changes.
It is a criminal offence not to do these things. It is also a criminal
offence to knowingly provide information which is false or
misleading, or you are reckless as to whether the information is
false or misleading.
A more detailed definition of disclosable pecuniary interests can be
found in the Code of Conduct (see Appendix C).

6.2 Local Non-Pecuniary Interests (LNPIs)
Local non-pecuniary interests are your non-monetary interests, such
as membership of organisations in which you hold a position of
management or control, including public bodies, charities, and
organisations to which the Council have appointed you.
Failure to register your non-pecuniary interests or update Part 2 of
the Register within 28 days is a breach of the Councillor Code of
Conduct, but not a criminal offence.
A more detailed definition of local non-pecuniary interests can be
found in the Code of Conduct (see Appendix C).

6.3 Declaring interests at meetings
At the start of Council and Committee meetings, there will be an item
for ‘declaration of interests’.
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If there is any item of business to be discussed at the meeting that
relates to your pecuniary or non-pecuniary interests, you must
declare that you have a ‘pecuniary’ or ‘non-pecuniary’ interest, as
appropriate. This must be done as soon as you become aware that
you have an interest, or at the start of the meeting. This includes
interests that are already registered with the Monitoring Officer or
where registration is pending.
Where you have a disclosable pecuniary interest in an item of
Council business, you must not participate in the matter, address
the meeting, or vote, and you must leave the room for the duration
of the item. If you have applied to the Monitoring Officer and
obtained a prior dispensation to allow you to participate or vote,
you may do so. It is a criminal offence to participate without a
dispensation in any discussion or vote where you knowingly have a
pecuniary interest.
Where you have a local non-pecuniary interest you should declare
the existence of that interest to the meeting, but you may participate
fully in the debate and vote. It is a breach of the Council’s Code of
Conduct, but not a criminal offence, to fail to declare a non-pecuniary
interest.

6.4 Dispensations
A dispensation allows you to participate and / or vote in an item of
council business even though you have a disclosable pecuniary
interest in the item. An application for a dispensation must be made
to the Monitoring Officer in writing setting out the grounds for your
application in sufficient time for it to be considered well before the
relevant meeting.
A dispensation can only be granted when regard is given to the
relevant circumstances:
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1. Without a dispensation the number of members not
participating would be so great a proportion of the Council /
committee / sub-committee meeting as to impede that
business.
2. The political representation at that meeting would be so upset
as to alter the likely outcome of any vote relating to the
business.
3. The granting of a dispensation is in the interest of persons
living in the Council’s area.
4. That without a dispensation no member of the Cabinet or
Executive would be able to participate.
5. It would otherwise be appropriate.

6.5 Sensitive interests
You may apply to the Monitoring Officer for non-publication of the
full details of any of your disclosable pecuniary interests or local nonpecuniary interests where you believe that publication of the details
could result in you being subjected to violence or intimidation. A
sensitive interest would be excluded from the published version of
the Register of Members’ Interests.

6.6 Gifts and hospitality
You must register within 28 days any gifts and hospitality received
by you in accordance with the instructions issued by the Monitoring
Officer. This includes any gift or hospitality which:
• Has a value of £25 or more.
• Is received while acting as a Councillor or as the Council’s
representative.
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6.7 Suffolk local code of conduct: flowchart
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7. Councillors and the Media
7.1 The Council and the media
The Communications Team is here to advise you on how to deal with
the media when Council policy is involved. Media queries are usually
made through the Communications Team or to members of the Cabinet.
The Communications Team will issue an agreed statement or press
release on behalf of the Council. Journalists will contact the Council
Leader, Leaders of the Opposition or Cabinet members directly if they
want a quote to add to the story. All Councillors are emailed copies of
press releases.
The Communications Team also manages social media accounts for
the Council on Facebook and Twitter.

7.2 Individual councillors and the media
New councillors may find it difficult to adjust to having journalists from
the local paper, radio station or online blog phoning them at home and
demanding an instant quote or reaction to a particular event or story.
Councillor’s phone numbers are, unless otherwise requested, published
by the Council, in order to allow constituents to reach them.
Councillors should find out their own group’s position on any given
matter and refer the media to the Group Leader, or ask the Group
Leader to clear any statements given in the Councillor’s own name. This
is a matter for councillors only, as officers cannot be involved in giving
political advice, including advice about how the media should be
handled from a political point of view.
However, Councillors should be advised in general that if you are in
doubt about any aspect of the story, you don’t have to provide an
instant comment; no journalist will be surprised if you tell them you will
think it over and get back to them.
You should also use maximum caution when becoming involved in social
media activities; social media is instant and any misunderstandings or
faux pas can blow up very quickly!
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8. Councillor Development Training Schedule
8.1 Member Learning and Development Policy
1. Introduction
1.1.
Vision
1.2.
Is Member Learning and Development important?
1.3.
Aims and objectives
1.4.
Overview of basic structure
2. Supporting Framework
2.1.
Resources
2.2.
Member Learning and Development Working Group
2.3.
Member Support Officer
3. The Member Learning and Development Strategy
3.1.
Induction Programme
3.2.
Skills Programme
3.3.
Individual Learning and Development
4. Evaluation
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1.
1.1.

Introduction
Vision
That all Members have the necessary skills and knowledge to
perform effectively in their current or any potential future
role and to enable them to contribute effectively to the
delivery of the Joint Strategic Plan and good governance of
the Council.

1.2.

Is Member Learning and Development important?

1.2.1. A high-quality Member Learning and Development process is
crucial to ensuring that all Members have the skills and
knowledge to be able to carry out their roles effectively.
1.2.2. The policy will support Members in a variety of ways to
enable them to function successfully as both decision-makers
and community leaders. This might take the form of
traditional training sessions, such as Chairing Skills, involving
workshops and handbooks, as well as more practical ‘on the
ground’ training in line with our Equality and Diversity Policy.
1.2.3. In addition, Members need to respond to external issues
such as changing societal and demographic needs, different
ways in which public sector organisations work (such as
partnerships with external organisations) and changes in the
law relating to local government. Members also need to be
able to deal effectively with casework arising from the work
they carry out as community leaders within their wards. This
policy will aim to facilitate Members in all of the above.
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1.3.

Aims and Objectives
•
•
•
•
•

1.4.

To create a clear framework for the development of
elected Members based upon their individual needs and
the needs of the Council as a whole.
To ensure that Members have the skills and knowledge
necessary to lead the delivery of high quality public
services.
To ensure that Members are fully aware of their
responsibilities and accountability to the Council and
their electorate.
To support the continued lifelong development of
Members to help prepare them for any roles they may
have in the future.
To ensure that training and development of Members is
seen as a key factor in the success of the organisation.

Overview of the basic structure of this policy

Member Learning and Development Working Group (MLDWG)
decides on...

Member Learning and Development Strategy (annual)
consisting of...

Induction
Programme

Skills Programme

implemented by Corporate
Manager for Democratic Services

Member Support
Officer

implemented by Corporate
Manager for Democratic Services

Individual Learning
and Development
implemented by

Political Group
Representatives on
MLDWG

112
2.
2.1.

Supporting Framework
Resources
Each year the Council will identify the resources that can be
devoted to Member Development. These resources will
include:•
•

•

•
•

•
•

Budget
Particularly with regard to the Skills Programme,
Member Learning and Development sessions will ideally
be delivered by Members themselves, and failing this
external trainers (for example from the LGA, Suffolk
Association of Local Councils, professional training
agencies, or think tanks), rather than officers. Direct
training by officers should only be used when there is noone else reasonably available with the necessary skills or
expertise. This is to ensure that officers are not directing
our elected representatives as to how they should be
doing their jobs!
There will, however, be continuous support from
Democratic Services to organise and implement the
programme (Democratic Services Manager and the
officer for Member Development).
The Leader for each Group will be responsible for
Member Learning and Development for their Group.
Members of the Working Group will, at their discretion,
implement an Individual Learning and Development
Process (as outlined in section 3.3.) amongst their
particular Political Groups, with support from within that
political group.
Places available from sponsored or external funding e.g.
LGA.
Opportunities through attending seminars, conferences
or visits hosted by partners.
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•

•
•

2.2.

Whether or not training is delivered internally or
externally depends on the topic, existing in-house
expertise and the number of Members who have
expressed an interest.
If external trainers are chosen it is for their knowledge of
the subject and experience working with elected
representatives.
Cost effectiveness is continually considered in the
planning and evaluation stages.

The Member Learning and Development Working Group

2.2.1. Key Features:
•
•

•

Will consist of representatives from all political groups on
BOTH Councils (including independents if they are a
group) and be supported by officers.
Will meet quarterly (although meetings can be scheduled)
to agree and review training and development activities
for Members and to provide ‘general leadership’ on the
issue.
Reports to the Cabinet.

2.2.2. Terms of reference:
•
•
•
•
•

To champion and encourage learning and development
amongst Members.
To engage all elected Members in the Learning and
Development process.
To be a reference point for Group Leaders with regards
to member development.
To assist in the shaping and prioritising of member
development activities – for example, those sessions
included on the Skills Programme.
To encourage an effective member/officer working
relationship that engages all elected Members.

114
•
•
•

•

To ensure that member development and training
opportunities relate to the Corporate Priorities of the
organisation.
To ensure that development opportunities are planned
to fit in with the family and caring responsibilities of
Members as far as possible.
To develop and implement the 4 year-long Member
Learning and Development Strategy, consisting of the
Induction Programme, the Skills Programme, and
Individual Learning and Development, in the following
manner:
o At the end of each year, to establish a Training Needs
Analysis that evaluates the overall effectiveness of
the Member Learning and Development Strategy for
that year and identifies learning and development
needs for the following year, and to receive an
annual report informed by that analysis;
o Informed by the above-mentioned report, to review
and decide upon the content of the Member
Learning and Development Strategy for that year,
and to identify and monitor the budget and other
resources required to deliver it;
o Throughout the year, to regularly review and monitor
the Strategy to ensure it meets the needs of
Members and the Council as follows:▪ By regularly monitoring how training is carried
out and its effectiveness;
▪ By monitoring Member involvement in the
training and development;
o To take any necessary action as regards this.
As regards individual training:
o To establish criteria for funding bespoke/individual
training and development requests;
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o

o

2.3.

To ensure that information from individual
interviews is channelled through the Political Groups
to the Working Group, so that it can be
representative of the variety of political positions
across the Council;
As part of Individual Learning and Development, to
introduce a process for the implementation of
Personal Development Plans and offer Members the
opportunity to participate in the process.

The Member Support Officer

2.3.1. Terms of Reference:
•
•
•
•
•
•

•

To support the Member Learning and Development
Working Group and party leaders in carrying out their
responsibilities.
To commission/organise delivery of training on
recommendations from Members.
To monitor the programme, feeding evaluation back to
the Member Learning and Development Working Group
and reporting their findings to the Cabinet.
To publicise events to all Members.
To create an annual Training Needs Assessment for
Members and to ensure that this is statistically
representative of the views of Members as a whole.
For those Members who do not belong to a Political
Group large enough to be included on the Member
Learning and Development Working Group, to interview
said Members to help them develop a Personal
Development Plan (PDP).
To provide Members with the option of a 6-monthly
progress review as regards their PDP.
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3.

The Member Learning and Development Strategy
A Member Learning and Development Strategy should be
created on a yearly basis by the Member Learning and
Development Working Group, informed by the annual
Training Needs Analysis. It will consist of the following core
elements:

3.1.

Induction Programme

3.1.1. All elected Members and Agents will be given dates on the
Member Induction Day.
3.1.2. An induction pack will be given to new Members at the Count
after the results are announced – how the council works,
what is expected of Members.
3.1.3. A draft programme is provided to prospective new Members
before the election outlining the programme so that they can
be aware of timings and make this time available.
3.1.4. Existing Members will be invited to any of the sessions as a
refresher / to share their own knowledge and experience.
3.2.

Skills Programme

3.2.1. Officers organise trainers to implement this. These will
ideally be either Members themselves or external trainers
(for example from the LGA, Suffolk Association of Local
Councils, professional training agencies, or think tanks),
rather than officers.
3.2.2. Members will receive a guide of forthcoming training and the
full training programme will appear on the Members
extranet.
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3.2.3. Members should be notified of forthcoming training courses
via email alerts.
3.2.4. In order to support the diverse development needs of
Members, development needs will be met through a range
of sessions and training methods. In some cases, these will
be delivered through the Council’s own internal resources.
Where necessary, however, the Council will identify and buy
in specialist providers with a proven track record of
effectiveness and value for money. Where the Council can
facilitate joint training with other partners or stakeholders it
will do so. The following methods of delivery will be used:
•
•
•
•
•
•
•

Training courses
Councillor briefings and workshops
Conferences and seminars
E learning
Peer mentors
Visits to other stakeholders, partners etc
Case studies

3.2.5. The following skills sessions should all be included as part of
the programme at some point over the next four years:
•
•
•
•
•
•
•
•

Casework and representation
Chairing
Collaborative and partnership working (see the Local
Government Association’s ‘Political Skills Framework’)
Communication, media relations and social media (see
LGA Political Skills Framework for further information)
Community leadership and engagement (see LGA
Political Skills Framework for further information)
Conflict resolution
Essentials for aspiring leaders
Effective meetings
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•
•
•
•
•
•
•
•
•
•
•
•

IT skills
Influencing skills
Local government finance
Planning policy
Political understanding and integrity (see LGA Political
Skills Framework)
Public speaking
Presentation skills
Project management
Scrutiny and challenging skills (see LGA Political Skills
Framework)
Speed reading
Understanding of legal responsibilities / protocol (see
LGA Political Skills Framework under ‘Regulating and
Monitoring Skills’)
Workload / time management

3.2.6. Sometimes Members will want to attend events outside of
the programme e.g. from their PDP / a skills gap not
previously considered. This could, for instance, include
conferences, courses or seminars conducted by Universities,
the Local Government Association, the Suffolk Association of
Local Councils, or external training organisations:
•

•

To attend an ad-hoc course, the Member must agree this
with their Political Group Leader or the Chair of the
MLDWG and will be subject to budgetary agreement –
this will then be given to Democratic Services to book.
Any copies of course notes should be stored in the
Library of the members’ extranet.
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3.3.

Individualised Learning and Development

3.3.1. Role Descriptions:
•

•

Role descriptions have been formulated to clarify the
responsibilities and expectations for prospective
Members, newly elected Members and existing
Members, members of the public, partner organisations
and officers.
The formal introduction of Member Role Descriptions
are intended to guide Members in terms of the
expectations associated with their role, to inform the
public and officers and provide a useful tool for future
Member training and development.

3.3.2. Personal Development Plans:
•

•

•

•

Representatives of those Political Groups represented on
the Member Learning and Development Working Group
are responsible for ensuring that each Member of their
particular Political Group develops a Personal
Development Plan regarding their current and future
development and training needs as Members. The PDP
will identify the individual’s strengths and clarify the
needs of their role that require further training.
For Political Groups not large enough to be represented
on the Member Learning and Development Working
Group, individual interviews will be conducted by the
Member Support Officer.
Members must have a PDP interview with their Member
Learning and Development representative, their Group
Leader or with officers and attend 12 hours of training to
receive their full remuneration package
Outcomes of interviews retained in PDP folders.
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4.

Evaluation

4.1.

Continuous review:

4.1.1. Induction training followed by a 6-month assessment of the
impact, knowledge or skill gained in helping the Member in
their new role.
4.1.2. Attendance at training and development events recorded to
identify and address issues around non-attendance.
4.1.3. Published role descriptions and a Member Development
folder are provided to Members, which are used for selfevaluation at the end of the year.
4.1.4. PDP process and Member Development folders – targets
reviewed at the 6-month review and at the Members next
PDP.
4.2.

Annual Training Needs Analysis:

4.2.1. There will be an annual Training Needs Analysis presented to
Council consisting of…
•

The annual Member Learning and Development Survey
(reviewed by the Member Support Officer each year).
The survey should include questions on which sessions
and styles of learning delivery Members found successful
the previous year, what could have been improved, how
many sessions they attended, and which sessions and
methods of delivery they would like included on the
following year’s Strategy.
There should also be an additional section gathering brief
information on cultural and personal circumstances, in
order that the content and timings of sessions more
adequately fits Members’ needs.
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•
•
•
•
•
•

Data from the survey should be triangulated with
anonymised data from PDPs.
Feedback data from individual sessions.
Feedback taken from officers regarding Member
development.
Feedback obtained from senior Members of the Councils’
Cabinets, especially the Leaders.
Feedback from other Councils.
Performance Indicators are agreed by the MLDWG –
currently they are:
o Activity indicator – average number of training hours
/ days per Member;
o Financial indicators –
▪ Actual cost per elected Member;
▪ Average cost per elected Member;
o Learning outcome indicators:
▪ Number of personal performance targets
achieved (but this would merely reflect relative,
rather than absolute, progress);
▪ 90% of Members to undertake PDP meeting;
▪ 100% of newly elected Members to take part in
the induction process;
▪ All Members who attend training events
(including ad hoc) asked to complete an
evaluation form – these are then collated and
used as part of the Training Needs Analysis.
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4.2.2. Learning and development events will be reviewed and
changes made where necessary.
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8.2 Councillor training schedule
Councillor Induction Programme
To take place within the first six weeks of the new councillors taking office.
Date
Start time
Session
Location
Mandatory training
To occur as soon as possible after the Councillor Induction Programme training ends.
Dates available
Start time
Session
Location
29 May 2019
9:30am
Licensing and Regulatory Committees
Shotley Room
3 June 2019
11:00am
Shotley Room
24 May 2019
9:30am
Planning and Development Committees
King Edmund Chamber
3 June 2019
9:30am
King Edmund Chamber
20 June 2019
9:30am
Overview and Scrutiny
24 June 2019
9:30am
9 July 2019
10:00am
Safeguarding
Britten Room
17 July 2019
5:30pm
Mead Room (Rose)
23 July 2019
10:00am
King Edmund Chamber
Complete by
PREVENT
Online
17 June 2019
28 May 2019
10:30am
General Data Protection Regulations
King Edmund Chamber
6 June 2019
2:30pm
(GDPR)/Freedom of Information
King Edmund Chamber
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Dates available
Start time
6 June 2019
5:30pm
20 June 2019
5:30pm
Councillor Information Briefings
Ongoing informational sessions
Date
Start time:
11 June 2019
4:30pm
12 June 2019
9:30am
4 July 2019
5:30pm
18 July 2019
6:00pm
10 Sept 2019
4:30pm
12 Sept 2019
9:30am
22 October 2019
9:30am
23 October 2019
4:30pm
11 November 2019 9:30am
12 November 2019 4:30pm
8 July 2019
9:30am
16 July 2019
4:30pm
TBC
TBC
TBC

Session
Equality and Diversity

Location
King Edmund Chamber
King Edmund Chamber

Session
Overview of General Fund, Internal Audit
and Risk Management
Treasury Management and Statement of
Accounts
Housing Revenue Account

Location
Mead Room
Mead Room
King Edmund Chamber
King Edmund Chamber
Mead Room
Mead Room
King Edmund Chamber
Mead Room
Mead Room
King Edmund Chamber
King Edmund Chamber
Mead Room

Business Rates
Council Tax
CIFCO
Designated Person (DP) for Social Housing
Complaints
Housing
Emergency Planning

125
Dates available
TBC
TBC
TBC
TBC

Start time

Session
Heritage and Planning Enforcement
Public Realm, Waste and Building Control
Communities
Performance

Skills workshops
Four-year rolling programme.
Date
Session
TBC
Media skills
Chairing skills
Communication skills
Effective partnership working
Influencing skills
Public speaking and presentation skills
Speed reading
Community leadership and engagement
Effective meetings

Location

Location
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Top team development
Ongoing training for Cabinet / Leaders over the four years.
Date
Session
TBC
Leadership academy
Leadership essentials
Familiarisation of Portfolio
Working with Senior Leadership Team
Next generations

Location
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8.3 Online training resources
LGA councillor workbooks: The LGA has created a set of workbooks
(https://www.local.gov.uk/councillor-workbooks) as a distance
learning resource for new councillors, covering a wide range of areas.
They have questions, case studies etc, and cover the following topics:
• Acting on climate change
• Being an effective ward councillor
• Bribery and fraud prevention
• Chairing skills
• Commissioning services
• Community leadership
• Community safety
• Councillor/officer relations
• Creating a 'fit for the future organisation'
• Engaging young people
• Facilitation and conflict resolution
• Handling casework
• Handling complaints for service improvement
• Health and safety in the council
• Influencing skills
• Local government finance
• Planning
• Neighbourhood & community engagement
• Neighbourhood planning - ward councillors
• Scrutiny
• Scrutiny of finance
• Stress management and personal resilience
• Supporting residents with complex issues
• Working with town and parish councils
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9. Glossary of local government terms
In local government, you may hear a lot of new words and initials.
This list will help you with some of the most common.
Term
Administration
ASBO
Back bencher
B+MS
Cabinet or
Executive

Cabinet Member
with Portfolio
Chairman

Code of Conduct

Committee

Connect

Definition
The main Political Party.
Anti Social Behaviour Order.
A non-Cabinet member of the Council.
Babergh and Mid Suffolk Councils.
The body of Councillors appointed by the
Leader to assist them in the running of the
Council. Most decisions are made by the
Leader, or by Cabinet, either collectively or by
a single Cabinet Member acting with
delegated authority.
A Cabinet Member who is responsible for a
particular area of the Council’s work, such as
Finance or Environment.
A Councillor chosen by the Council to act as
adjudicator in Council meetings. The Chairman
must be neutral and is responsible for
ensuring that meetings are fair and procedure
is followed.
The rules regarding a Councillor’s behaviour
that all Councillors sign up to upon being
elected. If a Councillor breaks the Code of
Conduct, they may be penalised by the
Monitoring Officer.
A group of Councillors appointed for a specific
function by the Council. These areas of
specialty can be things like Planning.
Babergh and Mid Suffolk District Councils’
Intranet.
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Term
Constitution

Council

Delegation

DPI
EELGA
EHO
ELT

EQIA
Flexi
FOI
Forthcoming
Decisions List

FTE
GDPR
Governance

Definition
The Constitution outlines the specific powers
the Council holds, the procedures by which
decisions are made, and the structures of the
decision-making bodies within the Council.
A body made up of Councillors who are
elected in local elections. Councils are
responsible for running their local area.
The Council can confer or delegate powers
and duties to Committees or officers.
Similarly, the Leader can delegate their
powers to Cabinet Members or to officers.
Disclosable Pecuniary Interest.
East of England Local Government
Association.
Environmental Health Officer
Extended Leadership Team (Chief Executive,
Strategic Directors, Assistant Directors and
Corporate Managers).
Equality Impact Assessment.
Flexitime.
Freedom of Information Request.
The Forthcoming Decisions List is a list of the
Council’s key decisions that will be made over
the coming weeks. It is published on a weekly
basis, and includes a summary of the decision
to be made, the responsible cabinet member,
and the relevant officer.
Full time equivalent.
General Data Protection Regulations.
The style in which the Council fulfils its duties.
‘Good governance’ usually includes openness,
stakeholder engagement, and integrity. Local
authorities must prepare an annual
governance statement, reviewing their own
governance structure and its effectiveness.
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Term
GRA
Head of Paid
Service

HMO
HR
HRA
IER
IT / ICT
JPEU
Key decision

Leader of the
Council

LEP
LGA
LNPI
Member
Monitoring Officer
(MO)

Definition
General Revenue Account.
The Head of Paid Service is a statutory officer
post, held in Babergh Mid Suffolk’s case by
Chief Executive, Arthur Charvonia. They are
responsible for appointing, structuring and
managing the Council’s paid staff.
House in Multiple Occupation.
Human Resources.
Housing Revenue Account.
Individual electoral registration.
Information & Communications Technology.
Joint Emergency Planning Unit.
A decision to be made by the Council that is
likely to result in significant expenditure,
significant savings, or a significant impact on
areas comprising two or more wards.
The Leader is elected by the Council. By law,
overall responsibility for the decisions made
by the Cabinet rests with the Leader. The
Leader can make these decisions alone, with
the Cabinet collectively, or by using the
Leader’s delegated authority, a Cabinet
Member, a Committee, or an officer can
decide.
Local Enterprise Partnership.
Local Government Association.
Local non pecuniary interest.
Member of the Council or a Councillor.
The Monitoring Officer is a statutory officer
post and cannot be held by the local
authority’s Head of Paid Service. The
Monitoring Officer must report to the
authority if any proposed action would go
against existing laws or result in
maladministration.
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Term

MTFS
Overview and
Scrutiny (O+S)

Outside bodies
PCC
PH

Political awareness
Register of
interests (ROI)

Ring-fenced
RSL
S.151 Officer

SCC
SLT

Definition
The Monitoring Officer is also responsible for
assessing if a District, Parish or Town
Councillor has violated the Code of Conduct
and taking action if this is found to be the
case.
Medium Term Financial Strategy.
By law, the Council must have an Overview
and Scrutiny Committee that reflects the
respective sizes of the political groups on the
Council. It must also be made up of
Councillors who do not sit on Cabinet.
Organisations the Council partners closely
with.
Police and Crime Commissioner.
Portfolio Holder – a member of the Cabinet
who has been assigned a specific
responsibility.
Sensitivity to public policy and government,
and the agendas driving politicians.
Councillors are legally obligated to be open
and transparent about their personal and
financial interests. This can include listing their
investments, their employer, and those of
their spouses or family. The Register of
Interests is maintained by the Monitoring
Officer.
Money which can only be spent on a
particular thing or service.
Registered Social Landlord.
Chief Financial Officer - Responsible for
advising Cabinet and Council whether a
decision is likely to be considered contrary or
not wholly in accordance with the budget.
Suffolk County Council.
Senior Leadership Team (Chief Executive,
Strategic Directors and Assistant Directors).
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Term
SNT
SRP
Triple-hatter
Twin-hatter

Definition
Safer Neighbourhood Team.
Shared Revenues Partnership.
A Councillor who sits on Town, District and
County Councils.
A Councillor who sits on both the District
Council and the County Council.
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10. Appendices
Appendix A: Endeavour House location
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Appendix B: Endeavour House floor plans and meeting room locations
Babergh and Mid Suffolk staff are based on the first floor of Endeavour House, in Gold Block and Lime
Block. The staff are seated according to the zones on the maps. The meeting rooms available for
councillors to use are highlighted red. Please see the following pages for more meeting rooms useable by
councillors.
Zone A: Food and Safety, Housing and Regeneration, Open for Business, Sustainable Environment.
Zone B: Building Control, Business Improvement (Planning for Growth), Countryside and Public Realm,
Development Management, Policy and Strategy (Health and Wellbeing), Strategic Planning, Safe and
Strong Communities.
Zone C: Babergh Mid Suffolk Building Services, Housing Options, HRA Accountant, HRA Income and
Business Performance, Property Services, Homelessness Prevention.
Zone D: Business Improvement (Corporate), Commissioning and Procurement, Communications,
Democratic Services, Financial Services, Human Resources and Organisational Development, Information
Management, Internal Audit, Senior Leadership Team.
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First Floor - Gold Block

First Floor Key

1

B

A

2
4
5
6

3
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First Floor - Lime Block

D
C
2
3

1
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Second Floor – Lime Block
Members’ Room

Members’
Room
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Second Floor – Gold Block – Rose Room
Council Chamber

Mead
Room
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Ground Floor - Meeting Rooms
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Appendix C: Suffolk Local Code of Conduct

Babergh & Mid Suffolk District Councils
Suffolk Local Code of Conduct for Members
In accordance with section 26 to 37 of the Localism Act 2011, on 19
and 21 June 2012 respectively Babergh and Mid Suffolk District
Councils (individually " the Council") resolved to adopt the Suffolk
Local Code of Conduct to take effect from 1 July 2012 for the purposes
of discharging its duty to promote and maintain high standards of
conduct within its area.
Until otherwise amended or replaced by a decision of the Council, the
Suffolk Local Code of Conduct set out below shall hereafter apply to
all elected members and any co-opted members entitled to vote on
any decisions of the council or its committees, sub committees or
joint committees when acting in their capacity as a member of the
Council.
Preamble
The Suffolk Local Code of Conduct shall be interpreted in accordance
with the following 7 principles of public life identified by the
Committee on Standards in Public Life chaired by Lord Nolan:
Selflessness - Holders of public office should act solely in terms of the
public interest. They should not do so in order to gain financial or
other material benefits for themselves, their family, or their friends.
Integrity - Holders of public office should not place themselves under
any financial or other obligation to outside individuals or
organisations that might seek to influence them in the performance
of their official duties.
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Objectivity - In carrying out public business, including making public
appointments, awarding contracts, or recommending individuals for
rewards and benefits, holders of public office should make choices
on merit.
Accountability - Holders of public office are accountable for their
decisions and actions to the public and must submit themselves to
whatever scrutiny is appropriate to their office.
Openness - Holders of public office should be as open as possible
about all the decisions and actions that they take. They should give
reasons for their decisions and restrict information only when the
wider public interest clearly demands.
Honesty - Holders of public office have a duty to declare any private
interests relating to their public duties and to take steps to resolve
any conflicts arising in a way that protects the public interest.
Leadership - Holders of public office should promote and support
these principles by leadership and example.
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SUFFOLK LOCAL CODE OF CONDUCT APPLICABLE TO ELECTED
MEMBERS AND CO-OPTEES APPOINTED TO THE COUNTY
BOROUGH DISTRICT AND PARISH COUNCILS IN SUFFOLK
1. You must treat others with respect.
2. You must not —
(1) do anything which may cause your authority to breach any
of the Council’s duties under the Equality Act 2010
(2) bully any person;
(3) intimidate or attempt to intimidate any person who is or is
likely to be—
(a) a complainant,
(b) a witness, or
(c)
involved in the administration of any investigation or
proceedings, in relation to an allegation that a
member (including yourself) has failed to comply
with his or her authority's code of conduct; or
(4) do anything which compromises or is likely to compromise
the impartiality of those who work for, or on behalf of, your
authority.
3. You must not —
(1) disclose information given to you in confidence by anyone,
or information acquired by you which you believe, or ought
reasonably to be aware, is of a confidential nature, except
where—
(a) you have the consent of a person authorised to give
it;
(b) you are required by law to do so;
(c)
the disclosure is made to a third party for the
purpose of obtaining professional advice provided
that the third party agrees not to disclose the
information to any other person; or
(d) the disclosure is reasonable, in the public interest,
made in good faith and in compliance with the
reasonable requirements of the authority; or
(2) prevent another person from gaining access to information
to which that person is entitled by law
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4. You must not conduct yourself in a manner which could
reasonably be regarded as bringing your office or authority into
disrepute.
5. You —
(1) must not use or attempt to use your position as a member
improperly to confer on or secure for yourself or any other
person, an advantage or disadvantage; and
(2) must, when using or authorising the use by others of the
resources of your authority—
(a) act in accordance with your authority's reasonable
requirements;
(b) ensure that such resources are not used improperly
for political purposes (including party political
purposes); and
(3) must have regard to any applicable Local Authority Code of
Publicity made under the Local Government Act 1986.
6. (1)

When reaching decisions on any matter you must have
regard to any relevant advice provided to you by—
(a) your authority's chief finance officer; or
(b) your authority's monitoring officer, where that
officer is acting pursuant to his or her statutory
duties.

(2)

You must give reasons for all decisions in accordance with
any statutory requirements and any reasonable additional
requirements imposed by your authority.

7. Registration of interests
(1)

You must register within 28 days of becoming a member of
the Council (and to notify the Council’s Monitoring Officer
of any changes within 28 days) any Disclosable Pecuniary
Interests you may have for publication in the Register of
Members’ Interests.

(2)
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You may not at any time discharge any function or
participate in any Council business or discussions, or vote
on any issues that relate to or concern any of your
Disclosable Pecuniary Interests where you are aware that
you have a relevant Disclosable Pecuniary Interest. You may
not remain in the chamber or meeting room or in the public
gallery when any matter that relates to any of your
Disclosable Pecuniary Interests is under discussion or
debate unless you have requested and obtained a written
dispensation from your [Council’s Monitoring Officer or
other arrangement] in advance of the relevant meeting.

(3)

You must register within 28 days of becoming a member of
the Council and to notify your Council’s Monitoring Officer
of any changes within 28 days any non statutory Local Non
Pecuniary Interests set out in Appendix A to this code but
you may participate in any discussions or debates relating
or concerning any of your Local Non Pecuniary Interests
after the date of registration.

(4)

You must declare any Disclosable Pecuniary Interest or
Local Non Pecuniary Interest to a meeting where business
is relevant to those interests, including those interests that
are already registered with the Monitoring Officer or where
registration is pending.

(5)

You must register, within 28 days, any gifts and hospitality
received by you in accordance with the instructions issued
within your Council by the Monitoring Officer.

(6)

The Council’s Register of Interests will be available for
inspection at the Council offices during normal office hours
and will be published on the Council’s website.
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8. Sensitive Interests
You may also apply to your Council’s Monitoring officer for non
publication of the full details of any of your Disclosable Pecuniary
Interests or Local Non Pecuniary Interests where you reasonably
believe that publication of the details of a particular Disclosable
Pecuniary Interests or Local Non Pecuniary Interests could result
in your being subjected to violence or intimidation. In considering
such applications the Monitoring Officer shall have regard to any
representations made by you in determining whether he or she
considers the relevant Disclosable Pecuniary Interest or Local Non
Pecuniary Interest should be treated as a Sensitive Interest and
excluded from the published version of the Register of Members’
Interests.
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Appendix A of the Suffolk Local Code of Conduct:
Part 1: Description of categories of Disclosable Pecuniary Interests
1. Any employment, office, trade, profession or vocation carried on
by you or a relevant person for profit or gain.
2. Any payment or provision of any other financial benefit (other
than from the Council) made or provided within the relevant
period in respect of any expenses incurred in carrying out your
duties as a member, or towards your election expenses. This
includes any payment or financial benefit from a trade union
within the meaning of the Trade Union and Labour Relations
(Consolidation) Act 1992 other than from a registered political
party.
3. Any beneficial interest in securities of a body where (1) that body (to your knowledge) has a place of business or
land in the area of the Council and,
(2) either:
(a) the total nominal value of the securities exceeds
£25,000 or one hundredth of the total issued share
capital of that body; or
(b) the beneficial interest exceeds one hundredth of the
total issued share capital of the share capital of that
body, if of more than one class, the total nominal
value of the shares of any one class.
4. Any contract which is made between the Council and (1) you (2)
your spouse or civil partner (3) a person with whom you live as
husband and wife (4) a person with whom you live as if you are
civil partners (or a body in which you or they have a beneficial
interest)(1) under which goods or services are to be provided or works
are to be executed; and
(2) which has not been fully discharged.
5. A beneficial interest in any land in the Council’s area.
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6. Any tenancy where to your knowledge (a) the landlord is the
Council and (b) the tenant is a body in which you or a relevant
person has a beneficial interest.
7. A licence of any land in the Council’s area (alone or jointly with
others) that you or a relevant person occupy for a month or longer.
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Part 2: Description of categories of Local Non Pecuniary Interests
1. Any body of which you are a member or in a position of general
control or management and to which you are appointed or
nominated by the Council;
2. Any body(1) exercising functions of a public nature;
(2) directed to charitable purposes; or
(3) one of whose principal purposes includes the influence of
public opinion or policy (including any political party or
trade union);
of which you are a member or in a position of general control or
management;
3. The interests of any person from whom you have received a gift
or hospitality with an estimated value of at least £25.
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Appendix D: Local Councillor’s Guide to Personal Safety
Face-to-face contact is vital for the relationship between councillors
and the communities they serve. It allows constituents to share
problems and concerns. Whilst such contact is usually rewarding and
non-adversarial for councillors, most councillors do become
experienced in listening respectfully and calming down frustrated
residents who often first contact their elected representative when
they feel that they have no other options.
The purpose of this guide is not to make councillors nervous, but to
set out what personal safety measures can reasonably be taken.
Most councillors will go their entire term of office without
experiencing any problems, and a little time given to preparations
can reduce the already small risk even further.
1. Ward surgeries:
• Do not hold surgeries alone in an otherwise empty building.
Try to get someone to act as a ‘receptionist’. This is both safer,
and makes it much easier to manage a busy surgery.
• Use Council buildings where possible.
• Have a separate waiting area and interview area, to ensure
confidentiality for your constituents.
• Do not sit directly opposite your constituents, as it can be
confrontational. A 45% angle degree is best.
• Make sure you sit closest to the door, and check that it cannot
be locked from the inside.
2. Home visits: Home visits are a useful resource, for example when
dealing with elderly or disabled constituents. Councillors should
trust their own instincts about whether to visit someone at their
home, but bear in mind:
• Consider taking a colleague with you.
• Consider inviting the person to a public place, like a café.
• Make a phone call during the home visit or arrange for
someone to call and check in on you.
• State that you are expected elsewhere by a certain time.
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3. Dealing with emotional constituents:
• It is worth having tissues on hand in case someone is upset.
• Remaining calm is important; councillors need to be
concerned about constituent’s problems without being too
emotional to be of help.
• If someone makes racist or offensive remarks directed at you,
do not respond, as this could worsen the situation. Just end
the interview as quickly as possible. If someone makes such
remarks generally, make clear that such remarks are not
acceptable and you will need to end the interview; doing so
will often prompt an apology.
4. Malicious and nuisance telephone calls: Councillors can
sometimes receive nuisance or abusive telephone calls, and very
infrequently may become the target of a persistent anonymous
caller. These calls need to be dealt with in accordance with police
advice:
• Keep the caller talking.
• Note any clues as to age, sex, accent etc.
• Listen for any clues as to the motive and intention of the caller.
• Listen for background noise which may provide useful
information, such as railway sounds, music, animals, industrial
noises.
• Write these details down to assist the police at a later stage.
• Inform the police and the Council.
5. Malicious and nuisance mail: All malicious or threatening letters
should be given immediately to the police, and the Monitoring
Officer informed.
6. Car safety:
• Consider whether an area will be dark and isolated when you
come back to your car.
• Park under street lighting.
• Lock car doors as soon as you are inside the car.
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Report any incidents, even if minor or ‘nearly happened’, to the
Democratic Services Corporate Manager, Jan Robinson,
(Janice.robinson@baberghmidsuffolk.gov.uk ). This will allow the
Council to decide if any action needs to be taken and possibly warn
other councillors.
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Appendix E: Safeguarding
PLEASE NOTE: Some of these numbers are specifically for
Councillors use only and not for sharing with the general
public.
Safeguarding is everyone’s responsibility
What is Safeguarding?
Protecting a child’s or adult’s right to live in society, free from abuse
and neglect.
Working together to prevent and stop the risks and experiences of
abuse or neglect, while at the same time making sure that the child’s
welfare and adult’s wellbeing is promoted.
If you are concerned about an Adult at risk:
Call the Professional Consultation Line (not for public) –
03456 061 499 to speak to a MASH Social Worker
Complete the online referral for Safeguarding concerns including
Self-Neglect & Hoarding available from:
http://www.suffolkas.org
If you have concerns that an adult may be at immediate risk
telephone:
Customer First - 0808 800 4005
Suffolk Police - 01473 613500
In an emergency call 999 and ask for the Police
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If you are concerned about a child:
Call the Professional Consultation Line (not for public) –
03456 061 499 to speak to a MASH Social Worker
Complete an online Multi-Agency Referral Form (MARF) available
from:
http://www.suffolkscb.org.uk
If you have an urgent safeguarding concern that a child may be at
risk telephone:
Customer First: 0808 800 4005 (Members of the public)
In an emergency call 999 and ask for the Police
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PREVENT
Prevent is a part of the government’s counter-terrorism strategy that
aims to stop people becoming terrorists or supporting terrorism. It is
considered to be “the only long term solution” to the threat from
terrorism.
Prevent is about supporting and protecting those people that might
be susceptible to radicalisation, ensuring that individuals are diverted
away before any crime is committed.
Call the Police using the non-emergency 101 number
Email: Prevent@norfolk.pnn.police.uk or
Email PC Faruk Ullah: faruk.ullah@suffolk.pnn.police.uk
Telephone: 01473 613888 x5490
Website: LTAI (let’s talk about it)
https://www.ltai.info/ 0800789321
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Hate Crime
Hate Crime or Incidents is any behaviour that someone thinks was
caused by hatred of disability, sexual orientation or gender identity,
religion or faith or race.
In an emergency call 999 and ask for the Police
Call the Police using the non-emergency 101 number
If you do not want to report directly to the police contact: True
Vision: http://report-it.org.uk/home
Contact Stop Hate UK: https://www.stophateuk.org/
Contact Victim Support National support number:
24 hrs 0808 168 9111
Website: www.nsvictimcare.org
Norfolk and Suffolk Victim Care service supports victims of crime to
cope and recover and is accessible to all victims, irrespective of
whether or not the crime has been reported the crime to the Police
and when or where the crime occurred. A free and confidential
service. You can refer clients or they can self-refer in to the service
by completing and sending the form securely via a GCSX account if
you have one. Otherwise it should be done over the phone.
Web:
Twitter:
Facebook:
Email:
Phone:

nsvictimcare.org
nsvictimcare
nsvictimcare
nsvictimcare@victimsupport.org.uk
0300 303 3706 the telephone line is staffed
Mon-Fri 8am – 5pm
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County Lines
‘County Lines’ and the supply of drugs is effectively a gang of at least
three people who have established a drug market in a rural town,
with origins to an urban city location. For example for Suffolk, it is
likely to be a gang from London with them moving into local towns,
predominantly Ipswich, Bury St Edmunds and Lowestoft to
transport/sell class A drugs (specifically crack cocaine and heroin).
Suspicious signs
Local residents may notice more people living at an address of a
vulnerable person. Drug dealers often take over the home, make
them sell drugs and use the home as a place for others to take drugs.
Unusual activity could include:
• Regular comings and goings from the address from lots of
people not known locally in the area
• Anti-social behaviour/activity from a property at night/early
morning/signs of drug usage – i.e. needles discarded
• Strange smells coming from the property
• Windows covered or curtains closed all the time
• Cars pulling up to or near the property for a short period of
time
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What role can the general public/partners play?
If someone is in immediate danger or a crime is taking place:
In an emergency call 999 and ask for the Police
Anyone with information should contact Suffolk Police on 101
If you would prefer to stay anonymous they should call
Crimestoppers anonymously on 0800 555111.
Any information which does not need immediate action please visit
the website: www.suffolk.police.uk
Professionals and paid carers working with children can contact the
MASH (Multi-Agency Safeguarding Hub) consultation line on 0345
606 1499 Mon to Thurs 9am to 5pm and on Fridays from 9am to
4.25pm.
For more information visit: www.suffolk.gov.uk
and search for ‘Reporting a child at risk of harm’
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Domestic Abuse
Domestic abuse has a negative impact upon many families,
individuals and households across Suffolk.
In an emergency call 999 and ask for the Police
Call the Police using the non-emergency 101 number
For Suffolk, Anglia Care Trust (ACT) provides the Domestic Abuse
Outreach Service (DAOS) for the county, working with individuals and
families irrespective of whether they are living together or apart. The
service comprises of 4 elements:
•
•
•
•

Crisis Support
Intensive Support
Advice and Guidance
Specialist Male Victim Support

Email: admin@angliacaretrust.org.uk
Website: http://www.angliacaretrust.org.uk
Crisis Helpline - 24 hr Telephone: 0800 977 5690

Support for Women:
24-hour National Domestic Violence Freephone Helpline: 0808 2000
247
Website: www.nationaldomesticviolencehelpline.org.uk

Support for Men:
ManKind confidential helpline: 01823 334244
Website: www.mankind.org.uk
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Sexual Abuse
Support for adults who experienced sexual abuse in childhood and
men who have experienced sexual violence in adulthood:
Website: www.survivorsintransition.co.uk
Email: support@survivorsintransition.co.uk
Telephone: 01473 232499

Therapy service for children who have disclosed sexual abuse
Website: www.fsnb.org.uk
Email: admin@fsnb.org.uk
Telephone: 01473 353355

Support for women and girls 14+ who have experienced any form of
sexual violence
Website: www.srchelp.org.uk
Telephone: 01473 231200
Helpline: 0800 0850 520 (Tues / Thurs 7-9pm)
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Appendix F: GDPR and cyber security
GDPR stands for General Data Protection Regulation, new laws which
from May 2018 replaced the existing UK laws, the 1998 Data
Protection Act. GDPR regulates the way we can handle personal data.
What is personal data
Personal data is any data that could be used to identify someone,
such as: their name, date of birth, address, occupation, sexual
orientation, IP address, and national insurance number. Some
personal data is sensitive data, such as health, race, ethnicity, sex life,
criminal record, religious beliefs, political opinions, trade union
membership, and genetic and biometric data. Personal data includes
opinions as well as facts. The Council collects and uses personal data
in a number of ways as part of providing residents with services.
If we handle personal data incorrectly, it could lead to fines of up to
€20m or 4% of the Council’s annual turnover, public embarrassment,
and a loss of public trust. You as a councillor could also face
disciplinary actions, and in exceptional cases, even criminal
investigations.
Handling personal data
There are four key principles that you must remember when handling
personal data.
1. Compliance —We must be able to prove that we are compliant
with GDPR, meaning that we will have to maintain an Information
Asset Register, a description of the personal data assets we hold
and the legal reasons for holding them.
2. Transparency – We must be transparent with how we use our data,
and must provide people with a privacy notice or information
notice, which should provide detailed information on what data
we will collect, how we will use the data, who it will be shared
with and how long it will be kept for. If contacting customers, you
may also need to ask them to opt-in to being contacted again
every time you speak with them.
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3. Data minimisation – Information should not be collected for the
sake of it. The minimum amount of data possible should be
collected. The data must also not be kept for longer than
necessary and should be deleted when it is no longer useful.
4. Individuals’ rights – Individuals have the right to request a copy of
any personal data we have on them, the right to have that data
erased (‘the right to be forgotten’), and the right to restrict and
object to what we are using that data for. If working with
children’s data, we will need to have parental consent.
If personal data is misused, inappropriately accessed, or lost, this
could be a personal data breach and must be reported according to
the Council’s data breach reporting process. All breaches must be
reported immediately, as the Council must report them to the UK
Information Commissioner within 72 hours.
Cyber awareness matters
The Council is a gateway to central government and crucial public
services. As such it is a target for hacking and other cyber-attacks.
Human error can sometimes put the Council’s cyber security at risk,
but there are certain things you can do to minimise this risk. One
study found that 55% of cyber security issues were caused by human
error – things such as having simple passwords or clicking on email
links.
Passwords
Good password practice is very important. You must have a strong
and secure password.
• It should be long, such as a line from your favourite song.
• Substitute some letters for capitals and some for numbers or
symbols.
• Use different passwords for each account.
• Don’t leave your password written anywhere visible.
• Change it as soon as you suspect your account has been
compromised.
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•

Don’t use obvious patterns: for example, when prompted by the
system to change your password, do not change it from
‘Password 23’ to ‘Password 24’.

Hackers use automated systems to quickly run through hundreds of
options, and the more unpredictable your password is, the longer it
will take the hacker.
Scams
Scams are tricks designed to fool you into giving valuable information
away without realising it. There are several different types.
1. Phishing attacks – This attack uses emails to trick you into giving
away information by clicking on a link or opening an attachment.
You must be vigilant and not click on anything that looks at all
suspicious.
• Phishing emails are often filled with a sense of urgency to rush
you into clicking.
• Phishing emails often use deceptive links. Before clicking a
hyperlink that may look legitimate, make sure to hover your
mouse over it without clicking, and the real web address will
be shown.
• The email address that the email is from may be slightly off,
perhaps just by one character.
• Phishing emails often use a generic greeting like ‘dear
customer’.
• Phishing emails often use poor spelling and grammar.
2. Spear phishing – These are highly specific, targeted phishing
attacks.
• Do you know the sender? Does the tone sound like them?
• Call or text the sender to confirm.
3. Telephone scams – Scammers may call you and pretend to be
someone legitimate.
• Never give someone remote access to your computer.
• Never give out your password over the phone.
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•

Be sceptical. If you are suspicious, hang up and call back on
the approved number that you already know.

Always think before you click! If you do click something suspicious,
don’t worry, just turn off your computer and call the service desk as
soon as possible.
Social media
Councils now use social media to deliver and promote services.
Individual employees often use social media in their personal lives.
Social media can be a window into your life, which can make it an
ideal place to look for scammers trying to target you through spear
phishing. When using social media, you should:
• Have secure passwords.
• Have a unique password for each social media site.
• Make sure you understand the privacy settings and who can see
your posts.
• Two-step authentication is a service some social media sites use,
where they text a code to your phone before allowing you to log
in. This gives you an extra layer of security and control.
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Internet security
Staying safe and secure online is important. Some handy tips are:
• Be careful of public wifi – it is never clear who set it up and who
could be looking in your browser. If you have to use public wifi
for Council work, make sure you are using the secure remote
servers set up for you. Never allow the web browser to store your
password for you, and make sure you log out of your accounts
when you are done.
• Never download unapproved software without running it past
the IT department. The software you download could contain
viruses which would compromise the Council’s network.
• Do not access websites containing pornography, nudity, obscene,
hateful or offensive content. Such sites can often contain viruses.
Online services and file sharing
Cloud services are a useful way to store work remotely. However, be
very careful of free services that anyone can sign up to. You don’t
know who is controlling that stored data. You can only use the
Council’s approved cloud services.
Email accounts
You must not use a personal email address for Council work, which
includes setting up your emails to automatically forward to your
personal address. You must not use your Council email address for
personal business, such as online banking.
Portable devices and apps
If you are accessing Council data through a portable device like a
phone, you need to:
• Make sure you keep your phone’s software updated, which will
help to keep it secure.
• Don’t download any unapproved apps onto your work phone.
• Keep location tracking turned off when possible.
• Disable Bluetooth, and if you need to have it on, mark yourself as
‘undiscoverable’ and only accept connections from approved and
trusted networks.
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•
•

Lock it when you are not using it.
If the phone is lost or stolen, report it to the IT department
immediately.

Offline security
Security risks are not limited to the online sphere. You should:
• Always lock your devices when away from them and turn them
off when they are not in use.
• Never let anyone else use your devices.
• Keep hard copy documents to a minimum and dispose of them
using the confidential waste bins.
• Lock away all equipment and hard copy documents when you are
not there.
• Always wear your identity pass when you are on Council property
and remove it when you leave.
• Always stay with any visitors you have on Council sites; never
leave them unattended and always make sure they are showing
a valid visitor pass.
• Look out for tailgaters – someone who follows closely behind
another person to to gain access to a building or secure area that
they do not have the correct security passes for.
• When using devices in a public place, be aware other people can
see your screen or listen to your conversation.
• Be careful what you take home or in public.
• Always report theft or loss of equipment or documents
immediately.
Here to help you
We all have a responsibility to keep information secure. The IT service
is here to help and has a wide range of knowledge and skills that can
solve most of your problems. You can always find IT staff ready to
help on the IT Platform on the first floor of Endeavour House, or just
call 01473 265 555.
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Appendix G: Councillor and officer protocol
It is very important that Councillors and staff have an open, honest,
and productive relationship characterised by mutual respect,
informality and trust. Good member-staff relationships are essential
to the running of local government. Both Councillors and staff are
servants of the public, with distinct responsibilities:
• Staff are responsible to the Council and can stay in their jobs for
unlimited lengths of time.
• Councillors are responsible to the electorate and serve as long as
their term of office lasts.
While mutual respect between Councillors and staff is essential,
personal relationships or close personal familiarity between
Councillors and staff can be damaging to all involved. Councillors and
staff should at all times avoid any occasion for suspicion and any
appearance of improper conduct. Where there is a close relationship,
it should be declared by both the Councillor and officer to the Chief
Executive who will treat them as confidential. The Councillor should
also advise their Group Leader. A close relationship includes any
family relationships, business relationships, or friendships.
Staff must:
• Give advice to Councillors and to the authority, including
expressing their professional opinion and recommendations.
• Carry out the authority’s work under the direction and control of
the Council, its committees and panels.
• Be politically neutral.
Councillors must:
• Provide political leadership and determine the policy of the
authority.
• Monitor and review the performance of the authority in
implementing its policy and delivering services.
• Represent the authority externally.
• Act as advocates for their constituents.
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•
•

If they are on the Cabinet, Councillors must also complete their
executive functions in accordance with the constitution.
Be aware of the power relationship between Councillors and staff,
and the potential vulnerability of staff, particularly at junior level.

Councillors must not:
• Involve themselves in day-to-day management and service
delivery if they are not on the Cabinet. Cabinet members should
do so through contact with senior staff connected to their
portfolios.
• Pressure staff to make recommendations contrary to their
professional view.
• Obstruct staff from or victimise staff for discharging their
statutory responsibilities, such as the Chief Executive, Monitoring
Officer, and Section 151 Officer.
• Require staff to do something which falls outside of their usual
working hours.
If a Councillor is dissatisfied with the conduct, behaviour or
performance of a member of staff, the matter should be raised with
the appropriate Assistant Director. Where the member of staff
concerned is Assistant Director, the matter should be raised with the
Chief Executive.
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Appendix H: Using the Mod.gov app to access council
papers
Modern.Gov is a decision management system used to prepare and
publish Committee papers.
Members can access private (restricted) papers by using the
“Mod.Gov App”. The Mod.gov app allows for downloading, viewing,
and annotating meeting papers. The App shows the most recent and
any new Committee papers. In order to access past papers Members
will need to logon through the intranet.

Mod.Gov App
• Members will be required to download the “Mod.Gov” App from
the App Store.
Mod.Gov
• Democratic Services will set Members with a logon name, and
password for accessing restricted papers in Mod.Gov.
• Democratic Services will send a “Registration request” email,
which will include a link. Members will be required to click on link
on the relevant device which has had the App installed, and then
enter the logon details supplied by Democratic Services.
• Select Babergh and Mid Suffolk from the list of “Publishers”.
• Select all the relevant committees from the list of “Select
committees”.
• Members will be able to:
o use built-in bookmarks to jump around the document;
o search for text within the document;
o move to specific pages using a page slider;
o highlight or underline text in a document;
o write or draw freehand;
o add text notes;
o easily find personal annotations;
o find the documents marked up;
o quickly check for new publications;
o choose how long documents are held for.

