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LOWER SEVERN (2005) INTERNAL DRAINAGE 

BOARD 

GOVERNANCE and PROBITY COMMITTEE 

TERMS OF REFERENCE 

Matters for recommendation by the Committee to the Board 

1. Consideration of proposals affecting the structure, size or composition of the Board.

2. Consideration of any proposal to alter the Board’s overall corporate governance

arrangements and committee structure.

3. Formulation or revision of Standing Orders, Procedural Rules and Financial Regulations.

4. Terms of reference of, and delegations to, committees.

5. Delegations to Officers.

6. Formulation or revision of Codes of Member and Officer Conduct or related Protocols.

7. Formulation or revision of any policy document relating to the Board’s policies or practices

under Data Protection, Freedom of Information or Anti - Fraud or Bribery legislation.

8. Formulation or revision of Complaints Procedures.

9. Formulation of any protocols intended to clarify and/or facilitate the efficient administrative

operation of the Board or its Committees.

10. To keep under regular review the content and effectiveness of the Board’s corporate

governance arrangements generally and to make appropriate recommendations.



Minutes of the Governance & Probity Committee Meeting 
Of the Lower Severn (2005) Internal Drainage Board 

Held Wednesday 5th December 2018 at 10.30 am 
At Gables Hotel Falfield 

Present: Cllr B Behan Chairman 
Cllr J Jones 
Cllr M Riddle 
Mr K Withers 

Staff: Kieran Warren Principal Officer  PO 
Sue Williams  Minutes  

2781. Appointment of Chairman 
It was resolved that: 

• Cllr Behan be appointed Chairman for ensuing year.

2782. Apologies 
Apologies were received from Ald S Milestone. 

2783. Declaration of Interests 
No declarations were received. 

2784. Minutes of the Previous Meeting 

It was resolved that: 
• The minutes of the Meeting held 4th April 2018 be approved as a

true and accurate record. 

2785. ADA Publication ‘Good Governance for Internal Drainage Board Members’ 
The PO circulated to the Committee the booklet recently published by ADA.  He 
considered it was a useful guide for new and existing members. The rest of the 
Board would be issued with the booklet in due course.   

ADA had arranged a series of roadshows to launch the publication, the closest 
would be held at The Gables Hotel, Falfield on the 26th March 2019.  Invitations 
for staff and members would be sent out in due course. 

Action 1 
Circulate 
booklet and 
date of 
roadshow to 
members. 

2786. Mission Statement Review 
The Committee reviewed the current statement, approved in November 2014.  
Members were satisfied that the Mission Statement was still fit for purpose.  The 
Committee thought that the Statement should be incorporated into meeting 
documentation as a reminder to members of the Board’s role. 

It was resolved that: 
• The Mission Statement as follows be re-affirmed by the Board.

‘The Board’s role is to provide cost effective internal land drainage,
flood protection and flood risk management for both the rural and
urban areas within its boundaries, taking into account the interests
of local communities, wildlife and conservation, and working
closely with lead Flood Authorities, the Environment Agency and
other stakeholders.’

Action 2 
For Board 
approval 

2787. Meeting Documentation 
It was raised by the Committee that it would be useful to have a list of 
Committee Members included with the agenda.   

It was resolved that 
• Agendas to include the current membership relevant to the

Committee, be referred to the Board for approval. 

Action 3 
For Board 
approval 
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2788. Members Code of Conduct Review 
The PO explained that the current policy was based on an ADA model.  The 
Chairman said that she was not satisfied that it made clear when a member had 
to declare an interest.  Cllr Abraham said if the code was made more 
prescriptive something would be missed. 

The PO stated that the onus was on the member to make a disclosure and if 
they had any doubt the safest course of action was to make a declaration.   

The Chairman explained that local authority members had access to a flow 
chart to clarify if a member had an interest to be declared.  The PO would look 
at this to see if it would be useful for Board members. 

Cllr Riddle was aware that there had been a change and the government 
brought in legislation to simplify the declaration of personal and prejudicial 
interests at local authority level. 

The PO would investigate this further.  The policy to be reviewed again when 
clarification was received. 

Action4 
PO to 
research 
government 
guidance in 
respect of 
declaration of 
interest 

2789. Member/Officer Protocol Review 
Members considered whether an inclusion was necessary for the use of internet 
communication, but they concluded that the current policy still sufficed. 

It was resolved that: 
• That the Member/Officer Protocol adopted 15 January 2014 re-

affirmed and be referred to the Board for approval. 

Action 5 
Appendix A 
for Board 
approval 

2790. Substitute Member Protocol Review 
Members reviewed the policy adopted February 2015.  The intention of the policy 
was to ensure a quorum was possible at Committee Meetings.  The Committee 
felt that due to the remote nature of the members it was difficult for individuals to 
arrange a deputy at short notice and it would be helpful if the responsibility was 
not entirely on the members.  They suggested that the office could send an email 
to non-Committee members to fill the attendance, as and when this proved 
necessary. 

It was resolved that: 
• Subject to the re-wording of item 5, so the office would assist finding

a deputy, the policy be recommended for adoption by the Board. 

Action 6 
PO to re-word 
item 5 as 
Appended B.  
Add policy to 
agenda  

2791. Voting on Appointments Review 
The PO did not think that a vote by secret ballot was transparent and open by 

current standards.  The Committee were fully supportive of a change of wording 

to require a vote by a show of hands. 

It was resolved that: 
• Subject to the re-wording of items (a) and (c) to replace ‘secret

ballot’ with ‘show of hands’ the policy be referred to the Board for 
approval.  Appended C. 

Action 7 
Appendix C 
for Board 
approval 

2792. Schedule of Policies for Review 
Members noted the schedule of policies with review dates. 

2793. Policy Reviews for Next G&P Meeting 
Members noted the policies to be reviewed in April 2019: 

• Delegation of Powers to Officers
• G&P Committee Terms of Reference
• S&P Committee Terms of Reference
• Chairman’s Honorarium

The meeting closed at 11.30 am. 
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Appendix A 

LOWER SEVERN (2005) INTERNAL DRAINAGE BOARD 

MEMBER/OFFICER PROTOCOL 

1.0 GENERALLY 

The Board will not function to its full potential unless Members and Officers are able to establish and 
maintain a business-like and harmonious working relationship based on trust and mutual respect for 
each other.  Both Members and officers are representatives of the Board and it is important that rate 
and precept payers, partners and others see them working in harmony. 

The following are illustrative of the characteristics essential for a good Member/Officer relationship: 

a) Members and Officers understand and respect their respective roles.

b) Members and Officers’ value each other’s contributions.

c) Members and Officers behave appropriately to each other at all times.

d) Good communications between Members and Officers

e) neither party should seek to take advantage of their position or seek to exert undue
influence on the other party.

   If any of the above items come into question, it is essential that there is a collective will 
   to rectify the position. 

 2.0 REASONABLE MEMBER EXPECTATIONS 

a) that Officers will understand the context within which Members (whether elected or
appointed), operate.

b) that Officers should treat Member as colleagues who require priority attention.

c) that Officers will treat Members with courtesy and consideration at all times.

 3.0 REASONABLE OFFICER EXPECTATIONS 

a) that Members will not abuse their positions of authority.

b) that Members will treat officers with courtesy and consideration at all times.

c) that Members will not intimidate, bully or harass officers and will endeavour not to place
unreasonable demands on them.

d) without prejudice to any informal discussions which may take place between Members and
Officers, individual Members will not seek to give instructions to Officers.  If an Officer
considers that any matter should be referred to the Board or to a Committee for decision, then
Members are expected to accept that view.
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Appendix B 

LOWER SEVERN (2005) INTERNAL DRAINAGE BOARD 

SUBSTITUTE MEMBER PROTOCOL 

Introduction 

Where a member of a Committee, Sub-Committee, Working Group or Panel is unable to attend a 
meeting of that body and wishes to appoint another Board Member as a substitute for that meeting, the 
provisions of this protocol, as set out below, will apply. 

Attendance by Substitute Members. 

1. A Substitute Member must be a Member of the Board and can only attend a meeting if the
appointed Member is unable to do so.

2. Substitute Members will have the same rights to speak and vote as has the Member unable to
attend and who has requested them to attend the meeting.

3. For a substitution to be valid and to enable appropriate documentation to be despatched,
the Clerk PO should be notified by the appointing Member as soon as possible after that Member
knows that he/she will be unable to attend the relevant meeting and has arranged for a substitute
Member to do so.

4. At the commencement of the meeting, the Committee or other body will be advised of the
substitution.

5. The choice of substitute member will be entirely that of the duly appointed Member. However, in
making that choice, it is expected that wherever practical an elected Member will appoint another 
elected Board Member as a substitute and a local authority appointed Board Member will appoint 
a Member from that category of Board Member. 

5. A duly appointed Member is entitled to appoint his/her own substitute Member.  If the duly appointed
Member so chooses, he/she may instead ask the officers to advise all the other Members as
appropriate in order to recruit a substitute Member.

6. Any substitution will only be valid for a single meeting.
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Appendix C 

LOWER SEVERN (2005) INTERNAL DRAINAGE BOARD 

PROCEDURE FOR VOTING ON APPOINTMENTS 

a) In the event of there being a contest for the appointment of Chairman or Vice- Chairman of
the Board and provided that the meeting is quorate, the secret ballot a show of hands which
would thereafter ensue should require the successful candidate to obtain at least 50% of the
votes cast at the meeting. If there are more than 2 candidates, the person with the lowest
number of votes will be eliminated and the ballot re-run until one candidate achieves more
than 50% of the votes cast.

b) Once the Chairman of the Board has been appointed, nominations will be called for the
appointment of a Vice-Chairman to be selected from the different category of members than
that from which the Chairman has been drawn. Only if no nominations are made from that
category, will nominations be then called for from the other category of members.

c) Apart from there being no secret ballot show of hands, the principles set out in (a) above will
be applied to the appointment of Committee Chairs, which should take place at the first
meeting of the relevant Committee following the Board’s Annual Meeting.

d) Where there are more applicants for places on a Committee than the number of seats
available, the person(s) with the lowest number of votes will be eliminated so far as may be
appropriate to ensure that the number of remaining candidates is equal to the number of
Committee seats available.

e) In the event of the Board being invited to make an appointment to an outside body, if there
are more nominations than places available, voting will be in accordance with the principles
set out in (a) above until one candidate obtains at least 50% of the votes cast.

f) The practice of the Clerk PO to seek a prior indication of the names of persons intended to be
nominated for appointment as Chairman or Vice–Chairman of the Board be endorsed, without
prejudice to the requirement that such persons (together with any other initially undeclared
candidate) should be formally proposed and seconded at the relevant meeting.

g) The practice of the Clerk PO in seeking information in advance of the Annual Meeting
concerning Board Members Committee preferences be also endorsed.
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Minute: 2101 
5th November 2014 

LOWER SEVERN (2005) INTERNAL 
DRAINAGE BOARD 

TERMS OF REFERENCE  
OF THE GOVERNANCE & PROBITY COMMITTEE 

Approved 5 November 2014, Minute 2101 

Matters for recommendation by the Committee to the Board 

1. Consideration of proposals affecting the structure, size or composition of the Board.

2. Consideration of any proposal to alter the Board’s overall corporate governance
arrangements and committee structure.

3. Formulation or revision of Standing Orders, Procedural Rules and Financial Regulations.

4. Terms of reference of, and delegations to, committees.

5. Delegations to Officers.

6. Formulation or revision of Codes of Member and Officer Conduct or related Protocols.

7. Formulation or revision of any policy document relating to the Board’s policies or practices
under Data Protection, Freedom of Information or Anti - Fraud or Bribery legislation.

8. Formulation or revision of Complaints Procedures.

9. Formulation of any protocols intended to clarify and/or facilitate the efficient administrative
operation of the Board or its Committees.

10. To keep under regular review the content and effectiveness of the Board’s corporate
governance arrangements generally and to make appropriate recommendations.
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LOWER SEVERN (2005) INTERNAL 
DRAINAGE BOARD 

 
TERMS OF REFERENCE  

OF THE STAFF & PENSIONS COMMITTEE 
Approved 6th February 2013, Minute 1778 

 
 
Matters for determination by the Committee 
 

1. Managerial appraisals 
 

2. Employee Training 
 

3. Early Retirement/Redundancy 
 

4. Outsourcing payroll 
 

5. Consideration of employment & pension procedures 
 

 
 
Matters for Recommendation by the Committee to the Board 
 

6. Staff structure 
 

7. Terms & Conditions of employment (including remuneration) 
 

8. Early Retirement and Pension Policy 
 

9. Pension Fund Management 
 

10. Redundancy Policy 
 

11. Human Resources and Health and Safety policies and consultancies. 
 

12. Human Resources and Health and Safety training and reporting. 
 
 
 

 
Signed:......................................................        Dated:............................................... 
 
Chairman   
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MEETING: GOVERNANCE & PROBITY                                                                    MEETING DATE:  3.4.2019 

REF: KW/B1.6/2019                                                    REPORT BY: Principal Officer  

 

MEMBERS CODE OF CONDUCT 

Introduction 

Members considered this issue at the meeting held on 5 December 2018. The Minute reads:  

Members Code of Conduct Review 
The PO explained that the current policy was based on an ADA model.  The Chairman said that she was not 
satisfied that it made clear when a member had to declare an interest.  Cllr Abraham said if the code was 
made more prescriptive something would be missed. 
 
The PO stated that the onus was on the member to make a disclosure and if they had any doubt the safest 
course of action was to make a declaration.   
 
The Chairman explained that local authority members had access to a flow chart to clarify if a member had an 
interest to be declared.  The PO would look at this to see if it would be useful for Board members. 
 
Cllr Riddle was aware that there had been a change and the government brought in legislation to simplify the 
declaration of personal and prejudicial interests at local authority level. 
 
The PO would investigate this further.  The policy to be reviewed again when clarification was received. 
 

[Minute 2788 refers] 

Best Practice Principles 

The newly published ADA Guide “Good Governance for Internal Drainage Board Members” refers, 
on page 23, to the Code of Conduct for Board Members of Public Bodies issued by the Cabinet 
Office in June 2011; a copy of this document is attached at Appendix A. It very much mirrors and 
amplifies the Code presented to the Committee in December – see Appendix B. 

The Chairman helpfully supplied a flow-chart relating to Members’ Interests – see photocopies -  
and it may be that a suitably adapted at-a-glance guide could be produced and issued to all Board 
Members. 

 

 

 

Recommendation: That the Code of Conduct be approved and re-issued to all Members following 
the May elections.  

 

Kieran Warren 

Principal Officer 
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 2 

 

FOREWORD 

 

The Government expects all holders of public office to work to the highest 

personal and professional standards.  In support of this, all non-executive 

board members of UK public bodies1 must abide by the principles set out in 

this Code of Conduct.  The Code sets out, clearly and openly, the standards 

expected from those who serve on the boards of UK public bodies and should 

form part of individual members’ terms and conditions of appointment.  Any 

breach of the Code should be viewed as a breach of those terms and 

conditions of appointment. 

 

This Code replaces Guidance on Codes of Practice for Board Members of 

Public Bodies issued by the Cabinet Office in 2004. 

 

Any questions on the Code should be directed to: 

 

Propriety and Ethics Team 

Cabinet Office 

70 Whitehall 

LONDON 

SW1A 2AS 

 

Tel: 020 7276 0269/0387 

 

Copies of the Code can be downloaded from: 

 

www.cabinetoffice.gov.uk/content/public-bodies-and-appointments 

 

                                                 
1
  The principles set out in this Code should apply to all non-executive members on the 

boards of Government Departments, non-Ministerial Departments, Executive Agencies, 

Executive and Advisory non-department public bodies (NDPBs) and national public 

corporations. 
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CODE OF CONDUCT FOR BOARD MEMBERS OF 

PUBLIC BODIES 
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2. Key Principles of Public Life       5 
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  Use of Official Resources       7 
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6. Responsibilities towards Employees      9 
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 5 

CODE OF CONDUCT FOR BOARD MEMBERS OF 

PUBLIC BODIES 

 

 

1. INTRODUCTION 

 

1.1 As a public office-holder, your behaviour and actions must be governed 

by the principles set out in this Code of Conduct.  It is your 

responsibility to ensure that you are familiar with, and comply with, all 

the relevant provisions of the Code. 

 

 

2. KEY PRINCIPLES OF PUBLIC LIFE 

 

2.1 The key principles upon which this Code of Conduct is based are the 

Seven Principle of Public Life2.  These are: 

 

Selflessness 

 

 You should take decisions solely in terms of the public interest.  You 

should not do so in order to gain financial or other material benefits for 

yourself, your family or your friends. 

 

Integrity 

 

 You should not place yourself under any financial or other obligation to 

outside individuals or organisations that might, or might be perceived 

to, influence you in the performance of your official duties. 

 

Objectivity 

 

 In carrying out public business, including awarding contracts and 

recommending individuals for rewards and benefits, you should make 

choices on merit. 

 

Accountability 

 

 You are accountable for your decisions and actions to the public and 

must submit yourself to whatever scrutiny is appropriate for your office. 

                                                 
2
 Standards in Public Life: First Report of the Committee on Standards in Public Life.  Volume 

1: Report. CM 2850-I. 
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 6 

 

Openness 

 

 You should be as open as possible about the decisions and actions 

that you take.  You should give reasons for your decisions and restrict 

information only when the wider public interest clearly demands. 

 

Honesty 

 

 You have a duty to declare any private interests relating to your public 

duties and to take steps to resolve any conflicts arising in a way that 

protects the public interest. 

 

Leadership 

 

 You should promote and support these principles by leadership and 

example. 

 

2.2 These principles should inform your actions and decisions as a board 

member. 

 

 

3. GENERAL CONDUCT 

 

Use of Public Funds 

 

3.1 You have a duty to ensure the safeguarding of public funds3 and the 

proper custody of assets which have been publicly funded. 

 

3.2 You must carry out your fiduciary obligations responsibly – that is, take 

appropriate measures to ensure that the body uses resources 

efficiently, economically and effectively, avoiding waste and 

extravagance.  It will always be an improper use of public funds for 

public bodies to employ consultants or other companies to lobby 

Parliament, Government or political parties. 

 

Allowances 

 

3.3 You must comply with the rules set by the board and the public body 

regarding remuneration, allowances and expenses.  It is your 

responsibility to ensure compliance with all relevant HM Revenue and 

Customs’ requirements concerning payments, including expenses. 

                                                 
3
 This should be taken to include all forms of receipts from fees, charges and other sources. 
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 Gifts and Hospitality 

 

3.4 You must not accept any gifts or hospitality which might, or might 

reasonably appear to, compromise your personal judgement or 

integrity or place you under an improper obligation. 

 

3.5 You must never canvass or seek gifts or hospitality. 

 

3.6 You must comply with the rules set by the body on the acceptance of 

gifts and hospitality.  You should inform the Chief Executive (or 

equivalent) of any offer of gifts or hospitality and ensure that, where a 

gift or hospitality is accepted, this is recorded in a public register in line 

with the rules set by the body. 

 

3.7 You are responsible for your decisions on the acceptance of gifts or 

hospitality and for ensuring that any gifts or hospitality accepted can 

stand up to public scrutiny and do not bring the public body into 

disrepute. 

 

Use of Official Resources 

 

3.8 You must not misuse official resources4 for personal gain or for political 

purposes.  Use of such resources must be in line with the body’s rules 

on their usage. 

 

Use of Official Information 

 

3.9 You must not misuse information gained in the course of your public 

service for personal gain or for political purpose.5 

 

3.10 You must not disclose any information which is confidential in nature or 

which is provided in confidence without authority.  This duty continues 

to apply after you have left the board. 

 

Political Activity6 

 

3.11 In your public role, you should be, and be seen to be, politically 

impartial.   You should not occupy a paid party political post or hold a 

particularly sensitive or high-profile role in a political party.  You should 

                                                 
4
  This includes facilities, equipment, stationery, telephony and other services. 

5
 Board members who misuse information gained by virtue of their position may be liable for 

breach of confidence under common law or may commit a criminal offence under insider 
dealing legislation 
6
 If you are an MP, Member of the House of Lords, Member of a Devolved Administration or 

Local Councillor, you are exempt from these requirements - although you should still exercise 
proper discretion on matters directly related to the work of the body and recognise that certain 
political activities may be incompatible with your role as a board member. 
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abstain from all controversial political activity and comply with Cabinet 

Office rules on attendance at Party Conferences7. 

 

3.12 On matters directly related to the work of the body, you should not 

make political statements or engage in any other political activity. 

 

3.13 In your official capacity, you should be even-handed in all dealings with 

political parties. 

 

3.14 Subject to the above, you may engage in political activity but should, at 

all times, remain conscious of your responsibilities as a board member 

and exercise proper discretion.  You should inform the Chair and/or the 

parent Department before undertaking any significant political activity. 

 

Employment and Appointments 

 

3.15 If you wish to take up new employment or appointments during your 

term of office, you must inform the Chair and/or the relevant parent 

Department. 

 

3.16 On leaving office, you must comply with the rules of the body on the 

acceptance of future employment or appointments. 

 

 

4. MEMBERS’ INTERESTS 

 

4.1 You must ensure that no conflict arises, or could reasonably be 

perceived to arise, between your public duties and your private 

interests – financial or otherwise. 

 

4.2 You must comply with the rules of the body on handling conflicts of 

interests.  As a minimum, these will require you to declare publicly any 

private interests which may, or may be perceived to, conflict with your 

public duties8.  The rules will also require you to remove yourself from 

the discussion or determination of matters in which you have a financial 

interest.  In matters in which you have a non-financial interest, you 

should not participate in the discussion or determination of a matter 

where the interest might suggest a danger of bias.9 

 

                                                 
7
 www.cabinetoffice.gov.uk/content/public-bodies-and-appointments 

8
  In general, all financial interests should be declared.  When considering what non-financial 

interests should be declared, you should ask yourself whether a member of the public, acting 

reasonably, would consider that the interest in question might influence your words, actions or 

decisions. 
9
  These are common law provisions. 
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4.3 It is your responsibility to ensure that you are familiar with the body’s 

rules on handling conflicts of interests, that you comply with these rules 

and that your entry in the body’s register of members’ interests is 

accurate and up-to-date. 

 

 

5 RESPONSIBILTIES AS A BOARD MEMBER 

 

5.1 You should play a full and active role in the work of the body.  You 

should fulfil your duties and responsibilities responsibly and, at all 

times, act in good faith and in the best interests of the body. 

 

5.2 You should deal with the public and their affairs fairly, efficiently, 

promptly, effectively and sensitively, to the best of your ability.  You 

must not act in a way that unjustifiably favours or discriminates against 

particular individuals or interests. 

 

5.3 You must comply with any statutory or administrative requirements 

relating to your post10. 

 

5.4 You should respect the principle of collective decision-making and 

corporate responsibility.  This means that, once the board has made a 

decision, you should support that decision. 

 

5.5 You must not use, or attempt to use, the opportunity of public service to 

promote your personal interests or those of any connected person, 

firm, business or other organisation. 

 

 

6. RESPONSIBILITIES TOWARDS EMPLOYEES 

 

6.1 You will treat any staff employed by the body with courtesy and 

respect.  It is expected that employees will show you the same 

consideration in return. 

 

6.2 You will not ask or encourage employees to act in any way which 

would conflict with their own Code of Conduct. 

                                                 
10

 In the case of a body incorporated under the Companies Act or the Companies (Northern 

Ireland) Order, you will also be subject to the duties of directors under company law.  In the 

case of a body that has charitable status, you will also be subject to the duties of trustees 

under charities law. 
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[Lower Severn Internal Drainage Board]: Members’ Code of Conduct 
Page 1 

LOWER SEVERN INTERNAL DRAINAGE BOARD 

MEMBERS’ CODE OF CONDUCT 

FORWARD 

This Members’ Code of Conduct has been prepared by the Lower Severn Internal Drainage 
Board, and is compliant with the Code of Conduct for Board Members of Public Bodies 
issued by the Cabinet Office, June 2011. 

The Board has adopted this Members’ Code of Conduct as one of its policies and is 
committed to its implementation. The Board will review the Members’ Code of Conduct 
periodically and update it as appropriate. 

Signed: _______________________________ 

Name: _______________________________ Date: __________________ 

Chairman of the Board 

CONTENTS 
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[Lower Severn Internal Drainage Board]: Members’ Code of Conduct 
Page 2 

LOWER SEVERN INTERNAL DRAINAGE BOARD 
 

MEMBERS’ CODE OF CONDUCT 
 

Part 1 

GENERAL PROVISIONS 

 

1. Introduction and interpretation 

1) This code applies to you as a member of an Internal Drainage Board.   

2) In this code “member” includes: 

(a) an appointed member; 

(b) an elected member; and 

(c) a co-opted member, 

of an Internal Drainage Board. 

3) As a member it is your responsibility to comply with the provisions of this Code. 

4) In this Code “meeting” means any meeting of: 

(a) the Internal Drainage Board; 

(b) any of the Internal Drainage Board’s committees,  sub-committees,  or Working 
Parties 

 

2. Scope 

1) You must comply with this Code whenever you:  

(a) conduct the business of your Internal Drainage Board (which, in this Code, 
includes the business of the office to which you are elected or appointed); or 

(b) act, claim to act or consciously give the impression you are acting as a 
representative of your Internal Drainage Board, and references to your official 
capacity are construed accordingly. 

2) This Code does not have effect in relation to your conduct other than where it is in 
your official capacity. 

3) Where you act as a representative of your Internal Drainage Board: 

(a) on another relevant Internal Drainage Board, you must, when acting for that other 
Internal Drainage Board, comply with that other Internal Drainage Board’s code of 
conduct; or 

(b) on any other body, you must, when acting for that other body, comply with your 
Internal Drainage Board’s code of conduct, except and insofar as it conflicts with 
any other lawful obligations to which that other body may be subject. 

 

3. Key Principles of Public Life 

1) When acting as a member of an Internal Drainage Board you should behave in a 
manner consistent with the following principles to achieve good water management 
of the district, and maintain public confidence in the Internal Drainage Board: 
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[Lower Severn Internal Drainage Board]: Members’ Code of Conduct 
Page 3 

(a) SELFLESSNESS: You should take decisions solely in terms of the public 
interest. You should not do so in order to gain financial or other material benefits 
for themselves, their family, or their friends; 

(b) INTEGRITY: You should not place yourself under any financial or other obligation 
to outside individuals or organisations that might, or might be perceived to, 
influence you in the performance of your official duties; 

(c) OBJECTIVITY: In carrying out public business, including making public 
appointments, awarding contracts, or recommending individuals for rewards and 
benefits, you should make choices on merit 

(d) ACCOUNTABILITY: You are accountable for your decisions and actions to the 
public and must submit yourself to whatever scrutiny is appropriate to your office; 

(e) OPENNESS: You should be as open as possible about all the decisions and 
actions that you take. You should give reasons for your decisions and restrict 
information only when the wider public interest clearly demands; 

(f) HONESTY: You have a duty to declare any private interests relating to your 
public duties and to take steps to resolve any conflicts arising in a way that 
protects the public interest; 

(g) PERSONAL JUDGEMENT: You may take account of the views of others, 
including their political groups, but should reach your own conclusions on the 
issues before you and act in accordance with those conclusions; 

(h) RESPECT OF OTHERS: You should promote equality by not discriminating 
unlawfully against any person, and by treating people with respect, regardless of 
their race, age, religion, gender, sexual orientation or disability. You should 
respect the impartiality and integrity of the Internal Drainage Board’s statutory 
officers, and its other employees; 

(i) DUTY TO UPHOLD THE LAW: You should uphold the law and, on all occasions, 
act in accordance with the trust that the public is entitled to place in you; and 

(j) LEADERSHIP: You should promote and support these principles by leadership 
and example. 

 

 

4. General conduct 

1) You must treat others, including employees and members of your Internal Drainage 
Board, with courtesy and respect. 

2) You must not: 

(a) do anything which may cause your Internal Drainage Board to breach the 
Equality Act 2010; 

(b) bully any person; 

(c) intimidate or attempt to intimidate any person who is or is likely to be: 

i) a complainant,  

ii) a witness, or 

iii) 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 Internal Drainage Board’s code of conduct; or 

(d) do anything which compromises or is likely to compromise the impartiality of 
those who work for, or on behalf of, your Internal Drainage Board. 
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(e) ask or encourage members or employees of your Internal Drainage Board to act 
in any way which would conflict with their own Code of Conduct. 

3) You must not: 

(a) disclose information given to you in confidence by anyone, or information 
acquired by you which you believe, or ought reasonably to be aware, is of a 
confidential nature, except where: 

i) you have the consent of a person authorised to give it;  

ii) you are required by law to do so; 

iii) 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 

iv) the disclosure is: 

(aa) reasonable and in the public interest; and 

(ab) made in good faith and in compliance with the reasonable 
requirements of the Internal Drainage Board; or 

(b) prevent another person from gaining access to information to which that person is 
entitled by law. 

4) You must not conduct yourself in a manner which could reasonably be regarded as 
bringing your office or Internal Drainage Board into disrepute. 

5) You: 

(a) 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 

(b) must, when using or authorising the use by others of the resources of your 
Internal Drainage Board: 

i) act in accordance with your Internal Drainage Board’s reasonable 
requirements; and 

ii) ensure that such resources are not used improperly for personal gain.  

 

5. Use of Public Funds 

1) You have a duty to ensure the safeguarding of public funds and the proper custody of 
assets which have been publicly funded. 

2) You must carry out your fiduciary obligations responsibly – that is, take appropriate 
measures to ensure that the body uses resources efficiently, economically and 
effectively, avoiding waste and extravagance. 

 

6. Allowances 

1) You must comply with the rules set by the Internal Drainage Board regarding 
remuneration, allowances and expenses. It is your responsibility to ensure 
compliance with all relevant HM Revenue and Customs’ requirements concerning 
payments, including expenses. 

 

7. Gifts and hospitality 

1) You must not accept any gifts or hospitality which might, or might reasonably appear 
to, compromise your personal judgement or integrity or place you under an improper 
obligation. 
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2) You must never canvass or seek gifts or hospitality. 

3) You must comply with the rules set by the body on the acceptance of gifts and 
hospitality.  You should inform the  Clerk of any offer of gifts or hospitality and ensure 
that, where a gift or hospitality is accepted, this is recorded in a public register in line 
with the rules set by the body. 

4) You are responsible for your decisions on the acceptance of gifts or hospitality and 
for ensuring that any gifts or hospitality accepted can stand up to public scrutiny and 
do not bring the public body into disrepute. 

 

8. Responsibilities as a Board Member 

1) You should play a full and active role in the work of the Internal Drainage Board.  You 
should fulfil your duties and responsibilities responsibly and, at all times, act in good 
faith and in the best interests of the Board. 

2) You should deal with the public and their affairs fairly, efficiently, promptly, effectively 
and sensitively, to the best of your ability.  You must not act in a way that unjustifiably 
favours or discriminates against particular individuals or interests. 

3) You must comply with any statutory or administrative requirements relating to your 
post. 

4) You should respect the principle of collective decision-making and corporate 
responsibility.  This means that, once the Board has made a decision, you should 
support that decision. 

5) You must not use, or attempt to use, the opportunity of public service to promote your 
personal interests or those of any connected person, firm, business or other 
organisation.  

6) You should act in the interests of the Board as a whole and not as a representative or 
delegate of the body by whom you are appointed. You must not use your position as 
a Board Member except for the benefit of the Board. 

7) As a Board Member you have duties and responsibilities analogous to those of 
directors of companies, who owe a fiduciary duty to the company and must exercise 
independent judgement. 

8)  Subject to your obligations as a Board Member under this Code (including the 
disclosure and registration of interests), the requirements of the Code are not 
intended to restrict your rights, acting in a private capacity, to safeguard or promote 
your own proper interests. 
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Part 2 

MEMBERS’ INTERESTS 

 

9. Personal interests 

1) You must ensure that no conflict arises, or could reasonably be perceived to arise, 
between your public duties and your personal interests – financial or otherwise. 

2) You must remove yourself from the discussion or determination of matters in which 
you have a financial interest.  In matters in which you have a non-financial interest, 
you should not participate in the discussion or determination of a matter where the 
interest might suggest a danger of bias. 

3) When considering what non-financial interests should be declared, you should ask 
yourself whether a member of the public, acting reasonably, would consider that the 
interest in question might influence your words, actions or decisions. 

4) It is your responsibility to ensure that you are familiar with the Board’s rules on 
handling conflicts of interests, that you comply with these rules and that your entry in 
the Board’s register of members’ interests is accurate and up-to-date. 

5) You have a personal interest in any business of your Internal Drainage Board where 
either: 

(a) it relates to or is likely to affect; 

i) 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 your Internal 
Drainage Board; 

ii) any body: 

(aa) exercising functions of a public nature; 

(ab) directed to charitable purposes; or 

(ac) 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; 

iii) any employment or business carried on by you; 

iv) any person or body who employs or has appointed you; 

v) any person or body, other than a relevant Internal Drainage Board, who has 
made a payment to you in respect of your election or any expenses incurred 
by you in carrying out your duties; 

vi) any person or body who has a place of business or land in your Internal 
Drainage Board’s area, and in whom you have a beneficial interest in a class 
of securities of that person or body that exceeds the nominal value of £25,000 
or one hundredth of the total issued share capital (whichever is the lower); 

vii) any contract for goods, services or works made between your Internal 
Drainage Board and you or a firm in which you are a partner, a company of 
which you are a remunerated director, or a person or body of the description 
specified in paragraph (vi); 

viii) the interests of any person from whom you have received a gift or hospitality 
with an estimated value of at least £25; 

ix) any land in your Internal Drainage Board’s area in which you have a 
beneficial interest; 
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x) any land where the landlord is your Internal Drainage Board and you are, or a 
firm in which you are a partner, a company of which you are a remunerated 
director, or a person or body of the description specified in paragraph (vi) is, 
the tenant; 

xi) any land in the Internal Drainage Board’s area for which you have a licence 
(alone or jointly with others) to occupy for 28 days or longer; or 

(b) a decision in relation to that business might reasonably be regarded as affecting 
your well-being or financial position or the well-being or financial position of a 
relevant person to a greater extent than the majority of: 

i)  other Board ratepayers 

ii) ratepayers or inhabitants of the locality affected by the decision;  

6) In paragraph 9.5(b), a relevant person is—  

(a) a member of your family or any person with whom you have a close association; 

(b) any person or body who employs or has appointed such persons, any firm in 
which they are a partner, or any company of which they are directors; 

(c) any person or body in whom such persons have a beneficial interest in a class of 
securities exceeding the nominal value of £25,000; or 

(d) any body of a type described in paragraph 9.5(a)i or 9.5(a)ii. 

 

10. Disclosure of personal interests 

1) Subject to paragraphs 10.2 to 10.5, where you have a personal interest in any 
business of your Internal Drainage Board and you attend a meeting of your Internal 
Drainage Board at which the business is considered, you must disclose to that 
meeting the existence and nature of that interest at the commencement of that 
consideration, or when the interest becomes apparent. 

2) Where you have a personal interest in any business of your Internal Drainage Board 
which relates to or is likely to affect a person described in paragraph 9.5(a)i or 
9.5(a)ii(aa), you need only disclose to the meeting the existence and nature of that 
interest when you address the meeting on that business. 

3) Where you have a personal interest in any business of the Internal Drainage Board of 
the type mentioned in paragraph 9.5(a)viii, you need not disclose the nature or 
existence of that interest to the meeting if the interest was registered more than three 
years before the date of the meeting. 

4) Paragraph 10.1 only applies where you are aware or ought reasonably to be aware 
of the existence of the personal interest. 

5) Where you have a personal interest but, by virtue of paragraph 14, sensitive 
information relating to it is not registered in your Internal Drainage Board’s register of 
members’ interests, you must indicate to the meeting that you have a personal 
interest, but need not disclose the sensitive information to the meeting. 

 

11. Prejudicial interest generally 

1) Subject to paragraph 11.2, where you have a personal interest in any business of 
your Internal Drainage Board you also have a prejudicial interest in that business 
where the interest is one which a member of the public with knowledge of the 
relevant facts would reasonably regard as so significant that it is likely to prejudice 
your judgement of the public interest. 
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2) You do not have a prejudicial interest in any business of the Internal Drainage Board  
unless that business: 

(a)  affects your financial position or the financial position of a person or body 
described in paragraph 9; 

(b)  relates to the determining of any approval, consent, licence, permission or 
registration in relation to you or any person or body described in paragraph 4; or 

(c) if that business relates to the functions of your Internal Drainage Board in respect 
of—  

i) an allowance, payment or indemnity given to members;  

ii) setting drainage rates or a special levy under the Land Drainage Act 1991. 

 

12. Effect of prejudicial interests on participation of debate 

1)  If you have a prejudicial interest in any item of business, you must declare that 
interest and leave the meeting whilst the item is under consideration. Accordingly, 
you can take no part in the discussion or voting on the matter. 

   

Part 3 

Registration of Members’ Interests 

 

13. Registration of members’ interests 

1) Subject to paragraph 14, you must, within 28 days of: 

(a) this Code being adopted by or applied to your Internal Drainage Board; or 

(b) your election or appointment to office (where that is later), 

register in your Internal Drainage Board’s register of members’ interests details of 
your personal interests where they fall within a category mentioned in paragraph 
9.1(a), by providing written notification to your Internal Drainage Board’s  Clerk. 

2) Subject to paragraph 14, you must, within 28 days of becoming aware of any new 
personal interest or change to any personal interest registered under paragraph 13.1, 
register details of that new personal interest or change by providing written 
notification to your Internal Drainage Board’s Clerk. 

 

14. Sensitive information 

1) Where you consider that the information relating to any of your personal interests is 
sensitive information, and your Internal Drainage Board’s Clerk agrees, you need not 
include that information when registering that interest, or, as the case may be, a 
change to that interest under paragraph 14. 

2) You must, within 28 days of becoming aware of any change of circumstances which 
means that information excluded under paragraph 14.1 is no longer sensitive 
information, notify your Internal Drainage Board’s Clerk asking that the information be 
included in your Internal Drainage Board’s register of members’ interests. 

3) In this Code, “sensitive information” means information whose availability for 
inspection by the public creates, or is likely to create, a serious risk that you or a 
person who lives with you may be subjected to violence or intimidation. 
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  COMMITTEE:  Governance & Probity                                                              MEETING DATE:  3.4.2019 

 

  REF: KW/HR4.6/2019           REPORT BY: Principal Officer  

 

ESTABLISHMENT OF GRIEVANCE PROCEDURE 

Introduction 

This issue was referred to the Committee via a recommendation to the Full Board meeting 
held on 6 February 2019. The Minute reads:  

“Grievance Hearing  

It had been reported to the Committee the outcome of the hearing held 10th October 2018.  The S&P 
Committee recognised the role of Cllr Abraham and Mr Simms in drawing the matter to a satisfactory 
conclusion. 

The panel had recognised that there were improvements necessary to the grievance process and the 
PO had identified a number of principles that both parties could adopt. 

It was resolved that: 

• The PO would prepare a report for consideration by the G&P Committee on a process 
for dealing with any future grievance case in an effective, consistent, prompt and fair 
manner.” 

[Minute 2826 refers.] 

 

Proposed Procedure 

Based upon the procedure agreed by the Board in September 2018 [Minute 2745 refers] 
and subsequently used to resolve the grievance case then in progress, I have drawn up a 
proposed process together with a set of principles for consideration. The guidance reflects 
the advice and timescales set out in the Board’s Employee Handbook and is attached at 
Appendix A.  

 

Recommendation 

THAT the procedure and principles set out at Appendix A be submitted to the Board for 
approval and implemented in all future grievance cases. 

 

Kieran Warren 

Principal Officer 

April 2019 
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APPENDIX A 

 

GRIEVANCE HEARINGS: PRINCIPLES AND PROCEDURE  

 

STEP ACTION TIMESCALE 
1 On receipt of a formal written grievance, PO invites the 

aggrieved party to a meeting to hear their grievance. 
 

Within 7 working 
days 

2 PO, together with two Members as agreed between the 
PO and the Chairman, listen to the aggrieved party’s 
representations, ask questions as appropriate and adjourn 
the meeting. 

 

Within 14 
working days 

3 PO and the two Members discuss the issues raised, 
investigating where necessary and make a decision. 

 

- 

4 PO writes to the aggrieved party – and/or arrange a 
meeting with them – to notify them of the decision, the 
reasons why and advise them of their right of appeal. 

 

Within 2 working 
days of Step 3 

5 If the case proceeds to the appeal stage, the aggrieved 
party set out in writing to the PO the basis for their 
appeal. 

 

Within 14 
working days of 

Step 4 

6 PO, together with two different Members as agreed 
between the PO and the Chairman, conducts a second 
meeting with the aggrieved party along the same lines as 
the first hearing of the case. 

 

Within 14 
working days of 

Step 5 

7 PO notifies the aggrieved party of the outcome of their 
appeal. 

 

Within 2 working 
days  

 

 

PRINCIPLES 

1. The PO and nominated Members have full delegated authority to determine the 

case. 

2. When a survey or review report is commissioned from a third party, the Board 
should be very clear about whether or not the findings of the report are intended to 
be binding, and if not, why not. 

3. The Board’s position on its expectations regarding a forthcoming survey or review 
should be communicated to all affected staff. 
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4. In the interest of maintaining trust between employer and employee, the results of a 
survey/review should be shared with the affected employee. The findings should not 
be redacted or amended in any way. 

5. Similarly, any information obtained by an employee should be shared with the 
Members and officers dealing with the case, along with an indication of its 
provenance.  

6. The process is fully documented, (eg correspondence and minutes of meetings). 

7. In order to promote mutual understanding and to avoid doubt, oral communications 
should always be confirmed in writing, dated and shared. 

8. The Board’s dealings with an aggrieved member of staff, whilst confidential, should 
be open and transparent. Both officers and Members should ensure that information 
provided to either party, from whatever source, should be shared in full by both 
sides so that the same facts and arguments are available to all. This is in line with the 
judicial process whereby lawyers for each side must disclose the details of their 
respective cases prior to the court hearing. 

9. Staff should be provided with direct access to Members on request– eg Chairman 
and Vice –Chairman of the Board together with the Chairman of the Staff & Pensions 
Committee – so that they can explain their case informally; this may help to avoid 
recourse to the formal grievance procedure. 

10. Grievance cases should be heard without delay. 
11. Both parties must accept that no action should be taken that prejudices a case (eg by 

issuing a management instruction, amending a contract of employment or working 
to rule) during its progress through the grievance procedure. 

12. In order to maintain impartiality, where a case appears to be intractable then formal 
mediation should be used to achieve a full, fair and final resolution.   
 

 

 

 

 

Governance & Probity Committee – 3 April 2019 
Full Board – 5 June 2019 
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MEETING: GOVERNANCE & PROBITY                                                                       MEETING DATE:  3.4.2019 

REF: KW/F1.1/2019                                                       REPORT BY: Principal Officer 

 

LEVEL OF RESERVES 

Introduction 

At the Board meeting held on 6 February 2019, Members resolved as follows:  

• For the rate setting 2019/20, the Board temporarily suspend Financial Regulation 3.5, pending 
review by the Governance & Probity and F&GP Committees until the next Board meeting to be 
held 5th June 2019. 

[Minute 2827 refers.] 

Financial Regulation 3.5 

This Regulation states: 

3.5. Uncommitted provisions in the revenue budget shall not be carried forward to a subsequent 
year. However a general provision including a contingency should be maintained which is 
equivalent to approximately 30% of the Board’s annual expenditure. 

 

For comparison, the Accounts Officer has looked at the Regulations applied in other Drainage 
Boards; many are not specific about the level of reserves to be maintained. The following figures 
provide two examples of the policies adopted elsewhere:  

• Black Sluice IDB – 20% 
• ADA Business Plan – at least 30% 

There is no statutory or best-practice percentage figure set down by government, or by the main 
accounting and audit authorities, and the Regulation currently in place has served the Board well 
since 2005. Indeed, when the Rate for 2019/20 was approved at the February Board meeting, the 
rule was not breached when the “approximately 30%” requirement is borne in mind.  

Options 

(1) The Committee might wish to consider an amendment to Regulation 3.5 to the effect that 
the Board’s financial contingency must be maintained “at 30%, subject to a maximum 
tolerance of plus or minus 10%”; or 

(2) Leave the Regulation unchanged. 

 

Recommendation:  None.  

 

Kieran Warren                                       Martin Dear 

Principal Officer                                    Accounts Officer 
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  COMMITTEE:  Governance & Probity                                                              MEETING DATE:  3.4.2019 

 

  REF: KW/B3.1/2019           REPORT BY: Principal Officer  

 

REVIEW OF CHAIRMAN’S HONORARIUM 2019 

Introduction 

This issue was last discussed at the G & P meeting held on 4 April 2018. The Minute reads:  

Chairman’s Honorarium 
Mr Littleton left the meeting whilst this matter was discussed. 
 
At the Board meeting held on 8th November 2017 (minute 2574) members asked the Committee to 
consider increasing the Chairman’s honorarium by an annual increment.   
 
The PO had listed the amounts paid to the Chairman since 2009 and proposed as a method; to 
increase the honorarium in line with the annual increase in drainage rates.  A further proposal was 
suggested by Cllr Riddle in an email to the PO, to increase the honorarium by the annual staff pay 
award. 
 
The Committee considered the matter and agreed that the honorarium should not stagnate for long 
periods as had happened previously. 
 
It was recommended that: 

• The Chairman’s honorarium be increased by 1% as from November 2018. 
• The G&P Committee should consider the Chairman’s honorarium annually. 

 
Mr Littleton re-joined the meeting. 
 
[Minute 2655 refers] 

Issues for consideration 

The honorarium presently stands at £3,787.50. The increase implemented last year was 1%, 
ie lower than the nationally negotiated pay award of 1.98%. The negotiated pay award for 
the coming year is 2.7%; this increase will take effect from July 2019. If this percentage is 
used to calculate the Chairman’s honorarium, then this figure rises to £3,890.00, effective 
from November 2019.   

Recommendation 

That the Chairman’s honorarium be increased to £3,890.00 with effect from November 
2019.  

 

Kieran Warren 

Principal Officer 

April 2019 
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Minute 2221 
24 June 2015 

 

 
LOWER SEVERN (2005) INTERNAL DRAINAGE 

BOARD 
DELEGATION OF POWERS TO OFFICERS 

 
 Delegations to the Principal Officer 
 

1. To undertake the statutory role of Clerk. 
 
2. To convene all meetings of the Board, it’s Committees, Sub-Committees and Working 

Parties. 
 
3. To undertake all functions relating to the registration of electors and the administration of 

elections. 
 

4. To maintain a register of Notices of Motion. 
 
5. To undertake any role or exercise any power allocated to the Principal Officer under 

Financial Regulations or any adopted Code or Policy document, whether of a statutory or 
non- statutory nature. 

 
6. To issue Press Statements on the Board’s behalf. 

 
7. To maintain the Register of Members Interests. 

 
8. To represent the Board in the Magistrates Court in connection with the recovery of 

unpaid drainage rates or other debt owed to the Board. 
 

9. To maintain the Rating Register. 
 

10. To serve or publish any formal notice, not being the responsibility of any other officer of 
the Board. 

 
11. To determine all Grievance cases in accordance with the approved Grievance Policy. 

 
12. To undertake any role or exercise any power allocated to the Principal Officer under 

any adopted Code or Policy document whether of a statutory or non-statutory nature. 
 

 
 
Delegations to the Accounts Officer 
 

1.        To undertake the role of Responsible Financial Officer. 
 

2. To undertake any role or exercise any power allocated to the Responsible Financial 
Officer under any applicable Statute or Regulation, or under any adopted Code or 
Policy Document, whether of a statutory or non-statutory nature. 
 

3. To undertake and carry out the duties of the Accounts Officer as detailed in the Board’s 
Financial Regulations.  
 

4. To set out the Board’s accounting arrangements. 
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24 June 2015 

 

5. To ensure that the Board’s accounting records, financial affairs and practices are 
compliant with legislative and Audit (Commission – remove) requirements. 
 

6. To operate the (on-line - remove) Board’s banking (service – remove) arrangements.  
 

7. To maintain the Board’s insurances. 
 

8. To maintain the Fixed Asset Register.  
 

9. To maintain the Risk Register. 
 

10. To undertake the role of Data Protection Officer. 
 

11. (Statement of Responsibilities for the Statement of Accounts. – Remove) 
 
                                                                           
Delegations to the Civil Engineer 
1. Negotiate and agree Area Wide Charge and commuted sums with developers. 

 
2. Procure modelling services in accordance with Financial Regulations. 

 
3. Issue Land Drainage Consents. 

 
4. Issue and enforce statutory notices under the Land Drainage Act 1991. 

 
5. Maintain the Board’s Asset Register. 

 
6. Respond to consultations on planning applications. 

 
7. Disposal of surplus assets up to the value of £10,000  (presently £5,000). 

 
8. Represent the Board’s interests at Executive level on matters appertaining to flood risk. 

 
 

Delegations to the Land Drainage Engineer 
1. Authorise repairs to pumping stations and machinery up to the value of £ 30,000. 
 
2. Negotiate and authorise compensation payments to landowners. 

 
3. Issue and enforce statutory notices under the Land Drainage Act 1991. 

 
4. Issue Land Drainage Consents. 

 
5. Maintain the Board’s Asset Register. 

 
6. Respond to consultations on planning applications. 

 
7. Disposal of surplus assets up to the value of £5,000. 
 
8. Represent the Board’s interests at Executive level on matters appertaining to flood risk. 
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MEETING: GOVERNANCE & PROBITY COMMITTEE                                                    MEETING DATE:  3.4.2019 

REF: KW/HR3/2019                                                            REPORT BY: Principal Officer
  

 

LONG SERVICE AWARDS 

 

Introduction 

At the Staff & Pensions Committee meeting held on 9 January 2019, Members recommended as 
follows:  

• (5) the PO be requested to prepare a report setting out proposals for a Long Service Award 
policy for consideration by the Governance & Probity Committee and the Chairman and Vice-
Chairman of the Board be invited to attend that meeting; 

 

[Minute No. 20 refers.] 

This recommendation was approved by the Board at its meeting on 6 February 2019. 

Precedent 

In previous years, three members of staff have received a Long Service Award (LSA) in the sum of 
£150 on the completion of 25 years’ service. A schedule of the length of service of all staff as at 31 
March 2019 will be available at the meeting. 

Issues for consideration 

Members should bear in mind the following factors when formulating an LSA policy: 

• How many years constitute “Long Service” 
• The calculation to use in arriving at an appropriate sum to award 
• Whether the award is a once-only benefit 
• Whether service at another Board or like organisation (eg the EA) will count 
• Whether the award will be in the form of cash, non-cash or readily-convertible asset 

The tax, NI and reporting implications of these options are set out at Appendix A. The financial 
implications of implementing a new scheme are likely to be negligible. 

 

Recommendation: That a Long Service Award policy based on a cash award set below the threshold 
set by HMRC for tax, NI and reporting liabilities be recommended for adoption by the Board at the 
meeting scheduled for 5 June 2019.  

 

Kieran Warren 

Principal Officer 
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APPENDIX A 

Expenses and benefits: long-service awards  

1. Overview  
As an employer providing long-service awards to your employees, you have certain tax, 
National Insurance and reporting obligations. 

What you have to report and pay depends on: 

• if the award is cash, non-cash or ‘readily-convertible assets’, eg shares 
• how much the award is for 
• how long the employee has worked for you 
• if you’ve given them a long-service award before 

2. What’s exempt  
You don’t have to report or pay on a non-cash award to an employee if all of the following 
apply: 

• they’ve worked for you for at least 20 years 
• the award is worth less than £50 per year of service 
• you haven’t given them a long-service award in the last 10 years 

For example, you can give a non-cash award with a value of up to £1,000 for 20 years’ 
service. 

You do have to report long-service awards if they are a part of a salary sacrifice arrangement. 

3. What to report and pay  
If any of the long-service awards you provide aren’t exempt, you must report the costs to HM 
Revenue and Customs (HMRC) and deduct and pay tax and National Insurance on them. 

In such cases, any cash you award to an employee counts as part of their earnings. You must: 

• add this amount to your employee’s other earnings 
• deduct and pay Class 1 National Insurance and PAYE tax through payroll 

Non-cash awards 
For employees with at least 20 years’ service and no previous award in the last 10 years, you 
must: 
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• report the amount on form P11D 
• pay Class 1A National Insurance on the value of the award over £50 per year of 

service 

For all other employees you must: 

• report the amount on form P11D 
• pay Class 1A National Insurance on the full value of the award 

Readily-convertible assets 
If you award a readily-convertible asset to an employee with at least 20 years’ service and no 
previous award in the last 10 years: 

• add any value above £50 per year of service to your employee’s earnings 
• deduct and pay Class 1 National Insurance and PAYE tax through payroll 

For all other employees: 

• add the total value to your employee’s earnings 
• deduct and pay Class 1 National Insurance and PAYE tax through payroll 
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Schedule of Policies with Review Dates 
 

Date of Adoption Minute 
Number 

Web Site Last Reviewed 
by G&P 

Committee 

Proposed 
Review Date 

Policy/Document  
1. Anti-Bribery Policy 11 June 2014 2010 Published 10 May 2017 2020 
2. Anti-Fraud and Corruption Policy 11 June 2014 2010 Published 10 May 2017 2020 
3. Biodiversity Action Plan 28 June 2017 2523 Published  2021 
4. Complaints Against Board Members 

Procedure 
28 June 2017 2493 Published 10 May 2017 2020 

5. Complaints Procedure 11 February  2015 2167 Published 10 May 2017 2020 
6. Data Protection Policy 17 September 

2014 
2061 Published 10 May 2017 2020 

7. Delegation of Powers to Officers 24 June 2015 2221 Published  2018 
8. Employee Handbook  5 November 

2014 
2099 No Revised April 2016 

by Citation 
2020 

9. Financial Regulations  22 June 2016 2350 Published 10 May 2017 2019 
10. Flood Protection and Water Level 

Management Policy Statement 
18 September 

2013 1860 Published   

11. Freedom of Information Publication Scheme 11 June 2014 2010 Published 10 May 2017 2020 
12. Gifts and Hospitality Policy  28 June 2017 2532 Published 10 May 2017 2021 
13. Media Protocol 28 June 2017 2533 Published 10 May 2017 2021 
14. Member Code of Conduct 18 September 

2013 
1838 Published Dec 18/Apr 19 2021 

15. Members/Officer Protocol 12 June 2013 1816 No* 5 December 2018 2021 
16. Mission Statement 5 November 2014 2101 Published 5 December 2018 2021 
17. Redundancy Policy  11 February 2015 

Signed 27 Jan 16 2164 No*  2019 

18. Standing Orders 12 June 2013 
Defra approved   

20 June 2013 
1804 
1851 Published 4 April 2018 2020 

19. Substitute Member Protocol 11 February 2015 2167 No*  5 December 2018 2021 
20. Voting on Appointments Procedure 5 November 2014 2101 No* 5 December 2018 2021 
21. Whistle Blowing Policy 11 June 2014 2010 Published 10 May 2017 2020 

Terms of Reference for Board and Committees 
 

22. Matters reserved for the Board  6 February 2013 1778 Published  2019 
23. Engineering Committee 22 June 2016 2349 (b) Published  2019 
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24. Finance & General Purposes Committee 22 June 2016 2349 (a) Published  2019 
25. Governance and Probity Committee 5 November 2014 2101 Published  2018 
26. Staff and Pension Committee 6 February 2013 1778 Published  2018 
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