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EXPLANATORY NOTE 
 
1. Throughout the Constitution are references to “Working Day”. For  
 the purposes of the Constitution, a working day is defined as any 
 day, Monday to Friday inclusive, excluding Public Holidays, finishing 
 at 11pm. 
 
2.  There are also references to documents, motions, requests,  questions, emails, 

 letters, and faxes being received on a specified number of “clear working 
 days” before a meeting. For the purposes of this definition clear working days 
 do not include the date of the despatch of the document, motion, request, 
 question, emails, letter, or fax or the day of the meeting. 

 
3. Part 4 of the Constitution sets out Rules relating to Public Participation 
 at Cabinet, Cabinet Committees, Committees and Sub-Committees. 
 
4. The rules relate to two methods of Public Participation at Cabinet, 
 Cabinet Committees, Committees and Sub-Committees. 
 

(i) Public Questions 
This is where a member of the public may send in a written question to 
the Democratic Services Manager addressed to the Chairman or 
Leader, or relevant Cabinet Member, relating to any matter 
that falls within the remit of the Committee  or Cabinet or Cabinet  
Committee.  The matter to which the Question refers does not 
necessarily have to relate to  an item already on the Agenda for the 
meeting. 
 
Therefore  questions on the work of Cabinet could relate to the work 
being carried out on any of the matters within the remit of any of the 
Cabinet  Members.   The specific responsibilities are set out in the 
section entitled “Responsibility for Functions”, and could relate,  for 
example, to the environment, community safety,  children’s services, 
adult social services. 
 
As far as Cabinet Committees are concerned, currently the Leader of  
the Council has appointed  the Cabinet Resources Committee.    The 
detailed remit of the Committee is also set out in Responsibility for 
Functions and could  relate to ICT strategies or grants and loans to 
voluntary  organisations, for example. 
 
For other Committees, which include (but not exclusively) Area Planning 
and Area Environment Committees and Overview and Scrutiny 
Committees,  the questions must relate to any of  the matters within the 
relevant Committee’s terms  of reference. 
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Questions must be received by the Democratic Services Manager by no 
later than 10am  on the 7th working day before the meeting. 
 
(ii) Request to speak and address Committees and Sub-
 Committees. 
 
This is where members of the public may ask to  speak and address  
the Committee or Sub-Committee when they consider a specific matter 
which is on the Agenda for  the meeting.  Requests to speak must be 
submitted to the Democratic Services Manager by no later  than 10am   
on the 2nd working day before the meeting. 
Anyone wishing to speak at Cabinet or Cabinet Committees on items 
placed on the Agenda for these meetings can only do so upon invitation 
from the Leader of the Council or the Cabinet Member who will be 
taking the Chair at  the meeting.   To enable this to happen, Members of 
the public should make application to the Leader or relevant Cabinet 
Member, also by 10am on the 2nd working day before the meeting. 

 
PREFACE TO THE CONSTITUTION 
 

   DECISION MAKING STRUCTURE : 
- Council Functions 
- Executive Functions 
- Urgent and Emergency Decisions 
- Overview and Scrutiny Committees 

 
 

PART 1 – CONSTITUTION OF THE COUNCIL 
 
SUMMARY AND EXPLANATION: 

- The Council’s Constitution  

- What’s in the Constitution? 
- How the Council operates   
- How Decisions are Made 
- Overview and Scrutiny 
- Area Committees and Forums 
- The Council’s Staff 
- Citizens’ Rights 

 
PART 2 – ARTICLES OF THE CONSTITUTION  
 
ARTICLE 1 – THE CONSTITUTION  
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1.01  Powers of the Council 
1.02  The Constitution 
1.03  Purpose of the Constitution 
1.04  Interpretation and Review of the Constitution 

 

ARTICLE 2 – MEMBERS OF THE COUNCIL 
2.01 Composition and Eligibility 

a) Composition 
b) Eligibility  
 

2.02 Election and terms of Councillors 
  - Election Terms 
2.03 Roles and functions of all Councillors 

a) Key Roles 
b) Key Tasks 
c) Rights and Duties 
d) Special Responsibilities 

2.04  Conduct 
2.05  Allowances  

 
 

ARTICLE 3 – CITIZENS AND THE COUNCIL 
3.01 Citizens’ rights 

a) Voting and petitions 
b) Information 
c) Treatment 
d) Participation  
e) Complaints 

3.02 Citizens’ Responsibilities  
 

ARTICLE 4 – THE FULL COUNCIL 
4.01 Meanings 

a) Policy Framework 
b) Budget 
c) Housing Land Transfer 
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4.02 Functions of the full Council 
4.03 Council Meetings 
4.04 Responsibility for functions  

 

ARTICLE 5 – CHAIRING THE COUNCIL 
5.01 Role and function of the Mayor 

 
 

ARTICLE 6 – OVERVIEW AND SCRUTINY COMMITTEE 
6.01 Terms of Reference 

 
6.02 General Role 
6.03 Special Functions 

a) Policy Development and Review 
b) Scrutiny 
c) Finance 
d) Annual Report 
e) Officers 

6.04 Proceedings of Overview and Scrutiny Committees 
 

ARTICLE 7 – THE EXECUTIVE 
7.01 Role 
7.02 Form and Composition 
7.03 Leader 
7.04 Other Executive Members   
7.05 Proceedings of the Executive 
7.06 Responsibility for functions  
7.07 Executive arrangements in the event of no leader being elected 
7.08 Assistant Cabinet Members 
7.09 Observer/Advisor Status 

 
ARTICLE 8 – REGULATORY AND OTHER COMMITTEES 
8.01 Regulatory and other committees 
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8.02  Sub-Committees and panels 
8.03  Additional Sub-Committees and Panels 
8.04 Appointment of Members to Committees, Sub-Committees and 

Panels 
 

ARTICLE 9 – THE STANDARDS COMMITTEE 
ARTICLE 10 – AREA COMMITTEES AND FORUMS & LOCAL STRATEGIC  
         PARTNERSHIPS 
10.01 Area committees and function 
10.02 Form, composition and forums 

a) Table of area committees and forums 
b) Delegations 

 
10.03 Conflicts of interest – membership of area committees and     

overview and scrutiny committees  
a) Conflict of interests 
b) General policy reviews 

 
10.04 Area committees – access to information 
10.05 Executive members on area committees 
10.06 Executive members on residents forums 
10.07 Local Strategic Partnership 
 

 
 

ARTICLE 11 - JOINT ARRANGEMENTS 
11.01 Arrangements to promote well being 
11.02 Joint arrangements 
11.03 Access to information 
11.04 Delegation to and from other local authorities 
11.05 Contracting out 

 

ARTICLE 12 – TABLE OF CHIEF OFFICERS 
12.01 Management Structure 

a) General 
b) Chief Officers 

Table of Chief Officers 
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c) Head of Paid Service, Monitoring Officer and Chief 
Finance Officer 

- Chief Executive 
- Director of Corporate Governance 
- Chief Finance Officer   
 d) Structure 
 

12.02 Functions of Head of Paid Service 
a) Discharge of functions by the council 
b) Restriction of functions 
 

12.03 Functions of the Monitoring Officer 
 a) Maintaining the Constitution. 

b) Ensuring lawfulness and fairness of decision-making 
 c) Supporting the Standards Committee 
 d) Conducting investigations 

 e) Fulfilling Standards Board for England Requirements 
 f) Reports from Ethical Standards Officers 

g) Proper officer for access to information 
h) Advising whether executive decisions are within the 

budget and policy framework 
i) Contributing to corporate management 
j) Providing advice 
k) Restrictions on posts 
 

12.04 Functions of the Chief Finance Officer 
a) Ensuring lawfulness and financial prudence of 

decision-making 
b) Estimates and resources 
c) Administration of financial affairs 
d) Contributing to corporate management 
e) Providing advice 
f) Give financial information 
 

12.05 Duty to provide sufficient resources to the Monitoring Officer and 
Chief Finance Officer 

12.06 Conduct 
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12.07 Employment 
 

ARTICLE 13 - DECISION MAKING 
13.01 Responsibility for decision making 
13.02 Principles of decision making 

13.03 Type of decision 
13.04 Decision making by the full Council 
13.05 Decision making by the executive 

13.06 Decision making by overview and scrutiny committees 
13.07 Decision making by other committees and sub-committees 

established by the Council 
13.08 Decision making by Council bodies acting as tribunals  

 
ARTICLE 14 - FINANCE, CONTRACTS, LAND DISPOSAL AND LEGAL 

MATTERS 
14.01  Financial Management 
14.02 Contracts 
14.03 Legal Proceedings 
14.04 Authentication of Documents 
14.05 Common Seal of the Council 
 - Common Seal 

- Sealing and Execution of Documents 
- Members and Officers to Sign Documents Executed under 

Seal 
-  Facsimiles of Common Seal 
-  Record of Sealing of Documents 

14.06  Disposal of land and real property 

ARTICLE 15 – REVIEW AND REVISION OF THE CONSTITUTION 
15.01 Duty to monitor and review the Constitution 
15.02 Changes to the Constitution 

a) Approval 
b) Change to a mayoral form of executive 

 
ARTICLE 16 – SUSPENSION, INTERPRETATION AND PUBLICATION OF THE 
CONSTITUTION 
16.01 Suspension of the Constitution 

a) Limit to suspension 
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b) Procedure to suspend 
16.02 Interpretation 
16.03 Publication 
   

SCHEDULE 1: DESCRIPTION OF EXECUTIVE ARRANGEMENTS 
 
PART 3 – RESPONSIBILITY FOR FUNCTIONS  

 
1 ALLOCATION OF LOCAL CHOICE FUNCTIONS 

 
2 RESPONSIBILITY FOR COUNCIL FUNCTIONS 

 
3 RESPONSIBILITY FOR EXECUTIVE FUNCTIONS  
3.1  General 
3.2  Cabinet Members 
 Cabinet Committees 
 Cabinet 
 Area Environment Sub-Committees 

 
4 LIMITATIONS ON DELEGATION TO COUNCIL COMMITTEES AND 

SUB-COMMITTEES 
 
5 MEMBERS’ RIGHTS TO REFER MATTERS TO PARENT BODY 
 
6. POWERS DELEGATED TO OFFICERS 

General Powers 
 Specific Powers 
 Restrictions and Conditions 

7.  JOINT ARRANGEMENTS 
8.  PENSION FUND COMPLIANCE STATEMENT 
 
PART 4 – COUNCIL PROCEDURE RULES 
 
SECTION 1 – THE COUNCIL 

- Types of meetings  
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1.  Annual meeting of the Council 
2.  Selection of Councillors on Committees and Outside Bodies  

3.  Ordinary Meetings 
  Part 1 – Statutory Formalities/Announcements (15minutes) 

Part 2 – Question Time (30 minutes or until 7:45pm whichever  
 Is longer) 

  Part 3 – Members’ Motions (60 minutes) 
  Part 4 – Policy Development (60 minutes) 
  - Administration Policy Item (30 minutes) 
  - Opposition Policy item (30 minutes) 
  Part 5 –Statutory Council Business (40 minutes) 
  Part 6 - Accountability 
4.  Agenda Conference and Timetable for Meetings 
4(a)  Callover 
5.  Visual presentations 

6.  Extraordinary Meetings 
   
 
Order of business and general procedure for all meetings 
 
7. Chairing meetings 
8. Quorum 
9. Order of business 
10. Variation 
11. Minutes 
12. Resumption of adjourned meetings 
Standing Orders – Interpretation, suspension and amendment 
13. Interpretation 
14. Suspension 
15. Amendments to Standing Orders 
Close of business 
16. Suspension of business 
Rules that apply to the whole of all Council meetings 
17. Validity of motions, amendments, initiatives and questions 
17A. General Provisions for motions and amendments 
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17A.2 No member may submit more than one amendment to a particular 
motion or report on the agenda  

17B. Alterations to motions or amendments. 
17C. Withdrawal of motions and amendments 
18. Motions and amendments which may be moved without notice. 
19. Motions which may be moved during debate and closure motions 
19A. Speeches – limit and content. 
Voting and division 
20. Division bell 
21. Voting 
22. Members dissent 
23. Division 
24. Voting on appointments 
 
Members’ Conduct 
25. Only one member to stand at a time 
26. Respect for Chairman of meeting 
27. Points of order and personal explanation. 
27.1 Points of order 
27.2 Personal explanation 
27.3 Personal attack 
28. Disorderly conduct by a member 
29. Personal and Prejudicial Interests 
29.1 Personal interest 
29.2 Prejudicial interests 
  
Rules that apply to Part 2 of the meeting 
30. Question Time 
 
Rules that apply to Part 3 of the meeting 
31. Individual members’ motions for the agenda – Part 3 of the meeting 
32. Amendments to motions 
33. Rules of debate 
34. Time for debate 
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Rules that apply to Part 4 of the meeting 
35. Administration and Opposition Policy Initiatives 
36. Rules of Debate 
37. Amendments to motions 
38. Time for Debate 

 
Rules that apply to Part 5 of the meeting 
39. Questions on Cabinet/Committee Reports 
40. Rules of debate 
41. Amendments to recommendations 
42. Time for debate 
Rules that apply to Part 6 of the meeting 
43. Comments on the work of Cabinet 
44. Questions to Council representatives on outside bodies 
Rules that apply to the report of the Cabinet and on the Budget and Council 
Tax and Extraordinary Meetings 
45. Amendments 
Dealing with amendments at the meeting. 
46. Speeches 
47. Right of reply 
48. Procedure for Cabinet’s budget report. 
 
SECTION 2 – THE COMMITTEES AND SUB-COMMITTEES 
 
NOTE ON THE CONDUCT OF LICENSING HEARINGS 
PROCEDURE RULES FOR COUNCIL COMMITTEES & SUB COMMITTEES 
 
1.  Substitute members and quorum 
2.  Substitute members – rules 
3.  Powers 
4.  Quorum – Rules  
5.  Chairman of meetings 
6.  Minutes 

 
Members’ rights 
7.  Members items for the agenda 
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8. Councillors’ rights to attend meetings where they are not a 
member of the committee or sub-committee. 

9. Councillors’ rights to speak at committees or sub-committees 
when they are not a member.  

10. Personal and prejudicial interests.  
10.1 Personal interest 
10.2 Prejudicial interest 
11. Disorderly conduct. 
Motions and amendments 
12. Validity of motions and amendments 
13. Motions, which may be moved during debate 
Reports and decisions. 
14. Decisions 
15. Reports of committees to Council or parent body 
16.  Reports of sub committees and panels 
Suspension of business at committee and sub committee meetings 
17.  The time limit for meeting and outstanding business 
Voting and recording of votes: 
18.  Voting at meetings 
19.  Members dissent 
20.  Voting on appointments 
 

 
SECTION 3 – PANELS AND CONSULTATIVE BODIES 
Contents 

 
1.  Consultative bodies 
2.  Other boards and panels 
3.  Other advisory or consultative bodies 
 
 
London Borough of Barnet 
 
Constitution of the Corporate Joint Negotiation and Consultation Committee 

 
1.  Title 
2.  Representation 
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3.  ObjectIves 
4.  Constitution 
5.  Employees’ Side of Committee  
6.  Employers’ Side of Committee  
7.  Substitute Members 
8.  Procedure  
9.  Terms of Reference 
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 Constitution of the Corporate Joint Negotiation and Consultation Committee 
(Health, Safety and Welfare) 
 
1.  Title 
2.  Representation 
3.  Objectives 
4.  Constitution 
5.  Substitute Members 
6.  Joint Secretaries’ Responsibilities 
7.  Procedure 
8.  Terms of Reference 
 
SECTION 4 – PUBLIC PARTICIPATION 
 
Contents 
 
 Explanatory Note – Petitions, public comments and questions 
 

 

Note on the Conduct  of Licensing Hearings 
Petitions, questions time and public comments – rules 
1.  Excluded meetings 
2. General rules 
3. Petitions and joint letters and procedure 
4.  Public question time and procedure 
5. Public comments at meetings and procedure 

 Additional Rules for planning applications and confirmation 
of Tree Preservation Orders only 

6. Procedure for requests to speak and ask questions 
6.4 Notification for planning applications only 
7. Circulation of questions and requests to make comments  
 Questions 
 Requests to make comments 
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ACCESS TO INFORMATION – PROCEDURE RULES 
1. SCOPE 
2. ADDITIONAL RIGHTS TO INFORMATION 
3. RIGHTS TO ATTEND MEETINGS 
4. NOTICES OF MEETING 
5. ACCESS TO AGENDA AND REPORTS BEFORE THE MEETING 
6. SUPPLY OF COPIES 
7. ACCESS TO MINUTES ETC AFTER THE MEETING 
8. BACKGROUND PAPERS 
8.1 List of background papers 
8.2 Public inspection of background papers 
9. SUMMARY OF PUBLIC’S RIGHTS 
10 EXCLUSIONS OF ACCESS BY THE PUBLIC TO MEETINGS 
10.1 Confidential information – requirement to exclude public 
10.2 Exempt information – discretion to exclude public 
10.3 Meaning of confidential information 
10.4 Meaning of exempt information 
11.  EXCLUSION OF ACCESS BY THE PUBLIC TO REPORTS  
12.  APPLICATION OF RULES TO THE EXECUTIVE. 
13.  PROCEDURE BEFORE TAKING KEY DECISIONS 
14.  THE FORWARD PLAN: 
14.1  Period of forward plan 
14.2  Contents of forward plan 
15.  GENERAL EXCEPTION 
16.  SPECIAL URGENCY 
17.  REPORT TO COUNCIL: 
17.1  When an overview and scrutiny committee can require a report.  
17.2  Executive’s report to Council 
17.3   Quarterly reports on special urgency decisions  
18.  RECORD OF DECISIONS. 
19.  EXECUTIVE MEETINGS RELATING TO MATTERS WHICH ARE NOT 
  KEY DECISIONS 
20.  NOTICE OF PRIVATE MEETING OF THE EXECUTIVE 
21.  ATTENDANCE AT PRIVATE MEETINGS OF THE EXECUTIVE 
22.  DECISIONS BY INDIVIDUAL MEMBERS OF THE EXECUTIVE 
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22.1  Reports intended to be taken into account. 
22.2  Provision of copies of reports to overview and scrutiny committee 
22.3  Record of individual decision 
23 Joint Committees 
24  OVERVIEW AND SCRUTINY COMMITTEES ACCESS TO 
  DOCUMENTS: 
25. ADDITIONAL RIGHTS OF ACCESS FOR MEMBERS TO EXECUTIVE 

INFORMATION: 
25.1  Material relating to previous business 
25.2 Material relating to key decisions 
25.3 Nature of Rights 
26  MEMBERS’ OTHER RIGHTS TO INFORMATION 
 

BUDGET AND POLICY FRAMEWORK PROCEDURE RULES 
 
1.  THE FRAMEWORK FOR DECISIONS 
2.  MEETINGS TO DEVELOP BUDGET AND POLICY: 
  - Policy 
  - Budget 
3.  PROCEDURE FOR POLICY DEVELOPMENT: 

4.  PROCEDURE FOR BUDGET PREPARATION 
5. ADOPTION OF BUDGET AND POLICIES WITHIN THE STATUTORY 

FRAMEWORK 
6. DECISIONS OUTSIDE THE BUDGET OR STATUTORY POLICY 

FRAMEWORK 
7. URGENT DECISIONS OUTSIDE THE BUDGET OR STATUTORY 

POLICY FRAMEWORK  
8. IN-YEAR CHANGES TO THE STATUTORY POLICY FRAMEWORK 
9. CALL-IN OF DECISIONS OUTSIDE THE BUDGET OR POLICY 

FRAMEWORK 
 

EXECUTIVE PROCEDURE RULES 
 
1. HOW DOES THE EXECUTIVE OPERATE? 
1.1 Who may make executive decisions? 
1.2 Delegation by the leader 
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1.3 Sub-delegation of executive functions 
1.4 The Council’s scheme of delegation and executive functions  
1.5 Conflicts of interest 
1.6 Executive meetings – when and where? 
1.7 Public or private meetings of the executive? 
1.8 Principles of Executive decision making 
1.9 Quorum 
1.10 How are decisions to be taken by the executive? 
2. HOW ARE EXECUTIVE MEETINGS CONDUCTED? 
2.1 Who presides? 
2.2 Who may attend? 
2.3 What business 
2.4 Consultation 
2.5 Who can put items on the executive agenda? 
2.6 Quorum – rules 
2.7 Decisions 
Suspension of Business at Executive and Executive Committee meetings 
2.8 The time limit for meeting and outstanding business 
2.9 Voting at meetings 
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OVERVIEW AND SCRUTINY PROCEDURE RULES 
PART 1 
1. WHAT WILL BE THE NUMBER AND ARRANGEMENTS FOR 

OVERVIEW AND SCRUTINY COMMITTEES? 
2. WHO MAY SIT ON OVERVIEW AND SCRUTINY COMMITTEES? 
3. CO-OPTEES 
4. FORMAL MEETINGS OF THE OVERVIEW AND SCRUTINY 

COMMITTEES 
5. QUORUM 
6. WHO CHAIRS OVERVIEW AND SCRUTINY COMMITTEE 

MEETINGS? 
7. WORK PROGRAMME 
8. ANNUAL REVIEW OF EFFECTIVNESS & ANNUAL REPORT 
9. AGENDA ITEMS 
10. REFFERAL BY OTHERS 
11. REPORTS FROM OVERVIEW AND SCRUTINY COMMITTEE 
12. ENSURING THAT OVERVIEW AND SCRUTINY REPORTS ARE 

CONSIDERED BY THE EXECUTIVE 
13. RIGHTS OF OVERVIEW AND SCRUTINY COMMITTEE MEMBERS 

TO DOCUMENTS 
14. MEMBERS AND OFFICERS GIVING ACCOUNT 
15. ABILITY TO INVITE OTHERS TO ATTEND MEETINGS 
16. CALL IN 
17.  CALL IN AND URGENCY 
18. THE PARTY WHIP 
19. PROCEDURE AT OVERVIEW AND SCRUTINY COMMITTEE 

MEETINGS 
20. SPEAKING AT EXECUTIVE MEETINGS 
21. APPLICATION OF COMMITTEES AND SUB-COMMITTEES RULES 

TO OVERVIEW AND SCRUTINY COMMITTEE MEETINGS 
PART 2   OTHER ARRANGEMENTS  
. TASK & FINISH GROUPS, PROJECT GROUPS, RESEARCH 

  INFORMATION REPORTS BY THE EXECUTIVE 
 
PART 3 – CONSTITUTIONAL ISSUES 
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1. POLICY & PERFORMANCE OVERVIEW AND SCRUTINY COMMITTEE 
 - Membership 

- Terms of Reference 
 
2. BUSINESS MANAGEMENT OVERVIEW AND SCRUTINY SUB- 
    COMMITTEE 

- Membership  
  - Terms of reference 
 

3. CHILDREN’S SERVICES OVERVIEW & SCRUTINY SUB-COMMITTEE  
- Membership  

  - Terms of reference 
 

4. ADULT SOCIAL SERVICES OVERVIEW AND SCRUTINY SUB- 
    COMMITTEE 

- Membership  
  - Terms of reference 
 

5. BUDGET & PERFORMANCE OVERVIEW AND SCRUTINY COMMITTEE 
 - Membership 

- Terms of reference 
 

6. HEALTH OVERVIEW AND SCRUTINY COMMITTEE 
- Membership  
- Terms of reference 
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FINANCIAL REGULATIONS 
 
PART 1 – FINANCIAL MANAGEMENT  
1. MEDIUM TERM FINANCIAL STRATEGY 
2. FINANCIAL FORWARD PLANNING 
3. ANNUAL BUDGET SETTING 

 4.  BUDGET MANAGEMENT AND MONITORING  
 Latest Approved Budget 
 Budget Monitoring – General 
 Budget Monitoring – Revenue 
 Budget Monitoring – Capital 
 Central Contingency 
 Reporting to Members 
 Authorisation of non-budgeted expenditure 
5. FURTHER RESPONSIBILITIES OF DIRECTORS AND HEADS OF 

SERVICE 
 Budget Monitoring 
 External Funding 
 Full Year Effects 
 Control of Establishment Lists 
 Impact on Other Services 
 Statement of Internal Control 
 Partnership Working 
 General Requirements 
6. CLOSING OF ACCOUNTS AND STATEMENT OF ACCOUNTS 
7. TREASURY MANAGEMENT FRAMEWORK 
8. PENSION FUND MANAGEMENT 
PART 2 – FINANCIAL ADMINISTRATION 
1. INTRODUCTION 
2. ACCOUNTING 
3. INTERNAL AUDIT 
 Objective, Role, Scope and Reporting 
 Independence 
 Responsibility and Authority 
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 Ethical Governance 
4. CORPORATE ANTI-FRAUD TEAM 
 Objective and Scope 
 Independence 
 Responsibility and Authority 
5. BANKING ARRANGEMENTS 
6. SECURITY OF ASSETS 
 General 
 Land and Property 
 Other Assets 
 Stocks and Stores 
7. IMPREST ACCOUNTS 
8. INCOME 
 Invoicing and Debt Recovery 
9. INSURANCE 
 Schools 
10. INVESTMENTS, BORROWING, CAPITAL FINANCING AND TRUST 

ACCOUNTS 
11. ORDERING OF SUPPLIES, WORKS AND SERVICES 
 Supplier Selection 
 Quote/Tender Evaluation 
 Creation of a Purchase Order (PO) 
 Payment of an invoice 
 Payments in advance 
12. SALARIES, PENSIONS AND ALLOWANCES 
13. AMENITY AND UNOFFICIAL FUNDS 
14. RISK MANAGEMENT 
 

CONTRACT PROCEDURE RULES  
 
CONTENTS 
LIST OF TABLES 
1. INTRODUCTION  
2. APPLICATION AND INTERPRETATION 
3. CALCULATION OF CONTRACT VALUES 
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4. RESPONSIBILITIES OF DIRECTORS/HEADS OF SERVICE 
5. AUTHORISATION AND ACCEPTANCE PROCEDURES 
 - Authorisation principles 
 - Acceptance principles   
 
5.5 TABLE 5-1: 

Authorisation (where not previously authorised by the budget and 
supporting plans and strategies) Acceptance Thresholds for Works 
Supplies and Services. 

 
5.6 ACCEPTANCE PARAMETERS FOR CONTRACT ADDITIONS, 

EXTENSIONS AND VARIATIONS AND AUTHORISATION 
PARAMETERS FOR CONTRACT NOVATIONS AND ASSIGNMENTS 

 
 URGENT/EMERGENCY PROCEDURES AND WAIVER OF CONTRACT 

PROCEDURE RULES 
6. SELECTING CONTRACTORS 

- European Tender and Procedures and Thresholds 
- Barnet Tender Procedure  

 
 TABLE 6-1: 

Barnet tendering and quotation thresholds for works, supplies and 
services.  
CONSORTIA PURCHASING – COLLABORATIVE WORKNG 

  CONSORTIA PURCHASING AND FRAMEWORK CONTRACTS 
  APPROVED LISTS 
  SINGLE SOURCE SUPPLIERS 
  GATEWAY REVIEW PROCESS 
  FINANCIAL RESTRICTIONS ON SELECTION PROCEDURES 
7.  SOCIAL CARE AND TEMPORARY HOUSING CONTRACTS 
  TABLE 7-1: 

Authorisation and Acceptance Thresholds and tendering 
requirements for Social Care and Temporary Housing contracts.  

   
 
8.  RECEIPT AND OPENING OF TENDERS 
  Non electronic Tender Process 
  Electronic Tendering and E-Auctions 
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9.  POST TENDER CLASSIFICATION 
10.  TENDER AND CONTRACT DETAILS 
  - TENDER CONTENTS 
  - CONTRACT CONTENTS 

- CONDITIONS APPLYING TO ALL CONTRACTS OVER 
£25,000 IN VALUE OR WHERE APPROPRIATE TO THE 
NATURE OF THE CONTRACT 

- SIGNING AND SEALING OF CONTRACTS 
- CONTRACT MANAGEMENT AND MONITORING 
- CONTRACT PAYMENTS 

11.  GLOSSARY OF TERMS 
 

MANAGEMENT OF REAL ESTATE, PROPERTY AND LAND 
 

OFFICER EMPLOYMENT PROCEDURE RULES 
1. RECRUITMENT AND APPOINTMENT 
2. RECRUITMENT OF HEAD OF PAID SERVICE AND CHIEF 

OFFICERS 
3. APPOINTMENT OF HEAD OF PAID SERVICE 
4. APPOINTMENT OF CHIEF OFFICERS 
5. OTHER APPOINTMENTS 

(a) Officers below chief officer 
(b) Appointment of political assistants  

6. DISCIPLINARY ACTION  
(a) Suspension 
(b) Independent person 

7. DISMISSAL 
 

PART 5 – CODES AND PROTOCOLS 
MEMBERS’ CODE OF CONDUCT  
 
LOCAL CODE OF CONDUCT FOR MEMBERS 
PART 1  - GENERAL PROVISIONS 
   Introduction and Interpretation 
   Scope 
   General Obligations 
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PART 2 - INTERESTS 
   Personal Interests 
   Disclosure of Personal Interests 
   Prejudicial Interests Generally 
   Prejudicial Interests arising in relation to Overview and  
   Scrutiny Committees 
   Effect of prejudicial interests on participation 
PART 3  - THE REGISTER OF MEMBERS’ INTERESTS  
   Registration of Members’ Interests 
   Sensitive Information    
 
MEMBERS’ PLANNING CODE OF GOOD PRACTICE 
 
BACKGROUND 
INTRODUCTION 
1. Relationship to the Member’s Code of Conduct 
2. Development proposals and interests under the Members’ Code 
3. Fettering Discretion in the Planning Process 
4. Contact with Applicants, Developers and Objectors 
5. Lobbying of Councillors 
6. Lobbying by Councillors 
7. Site Visits 
8. Public Speaking at Meetings 
9. Officers 
10. Decision Making 
11. Training 

Form – Member’s Disclosure of Interest 
Declaring Interests Flowchart – Questions to Ask Yourself (Non-
Overview and Scrutiny Meetings) 

 
 
 
MEMBERS’ LICENSING CODE OF GOOD PRACTICE 

 Members of the Licensing Committee 
 Members wishing to make representations 
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 Lobbying 
 Guidance on Site Visits  

OFFICERS’ CODE OF CONDUCT  
CODE OF CONDUCT FOR EMPLOYEES OF BARNET COUNCIL 

- INTRODUCTION 
- AIM OF THE CODE OF CONDUCT 
- THE CODE WILL: 
- SCOPE OF THE CODE OF CONDUCT 
- FAILURE TO DECLARE 

1.  Standards 
2.  Disclosure of information 
3.  Political neutrality  
4.  Relationships 
4.1  Councillors 
4.2  The Local Community and Service User 
4.3  Contractors 
5.  Recruitment and Employment of Relatives 
6.  Additional Employment  
  - Intellectual Property 
  - Inventions and Patents 
7.  Personal Interests 
8.  Equal Opportunities in Employment 
9.  Separation of Roles during Tendering 
10.  Use of Financial Resources  
11.  Corruption 
12.  Gifts and Hospitality 
13.  Sponsorship – Giving and Receiving 
14.  Use of Internet, Intranet and e-mail facilities 
15.  Application of the Code of Conduct 
 
 
 
PROTOCOLS FOR MEMBER-OFFICER RELATIONS 
1.  WHY PROTOCOLS 
1.3  (TABLE) 
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The Nolan Committee Report lays down ten principles of public 
life. 

2.  THE ROLE OF MEMBERS  
3.  SUPPORT SERVICES FOR MEMBERS 
4. MEMBERS’ ACCESS TO INFORMATION AND TO COUNCIL 

DOCUMENTS, LAND AND PREMISES 
5. THE ROLE OF OFFICERS 
6. THE COUNCIL AS EMPLOYER 
7. MONITORING THE PERFORMANCE OF OFFICERS 
8. MEETINGS 
9. OFFICERS ADVICE/POLITICAL NEUTRALITY OF OFFICER 
10. PERSONAL RELATIONSHIPS 
11. EXCESSIVE FAMILIARITY 
12. COMBATIVENESS AND PRESSURE 
13. RELATIONS BETWEEN OFFICERS AND CABINET MEMBERS AND 

OTHER CHAIRS 
14. REPORTING IMPROPER CONDUCT: ALLEGED MISCONDUCT BY 

MEMBERS 
15. WHISTLEBLOWING 
 
APPENDIX A 
 
BARNET CODE OF CORPORATE GOVERNANCE 
 

PART 6 – MEMBERS’ ALLOWANCE SCHEME   
London Borough of Barnet Members’ Allowances Scheme 2009/20010 
1.  THE SCHEME 
2.  BASIC ALLOWANCE 
3.  SPECIAL RESPONSIBILITY ALLOWANCE 
4.  CHILD CARE AND DEPENDENT CARERS’ ALLOWANCE 
5.  TRAVEL AND SUBSISTENCE ALLOWANCE 
6.  C0-OPTEE’S ALLOWANCE 
7.  ANNUAL ADJUSTMENT 
8.  PENSIONS 
9.  FINANCIAL LIMITS 
10.  SUSPENSION 
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11.  RENUNCIATION 
12.  PART-YEAR ENTITLEMENTS 
13. CLAIMS, PAYMENTS, REPAYMENTS, RESTRICTION TO 

ENTITLEMENT  

SCHEDULE 1 
Special Responsibility Allowance 1 April 2009 to 31 March 20010 
 

SCHEDULE 2 
APPROVED DUTIES  

 

SCHEDULE 3 
TRAVEL AND SUBSISTENCE ALLOWANCE  

- Travel 
- Subsistence 
- Payment 

 

PART 7  - MANAGEMENT STRUCTURE 
BARNET COUNCIL ORGANISATIONAL STRUCTURE 
 
 

 
   


