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COUNCIL BUSINESS COMMITTEE  
 
  
 

REVIEW OF PROTOCOL ON PLANNING PROCEDURE 
15th  NOVEMER 2007 

 
Report of Standards Committee 

 
PURPOSE OF REPORT 

 
This report enables Council to consider the recommendations of the Standards Committee 
to amend the “Protocol on Planning Procedure”. 
 
 
This report is public  

 
 
RECOMMENDATIONS  
 
(1) That Council adopts the revised version of the “Protocol on Planning 

Procedure”, as detailed in the Appendix, for inclusion in the Constitution. 
 
1.0 Introduction 
 
1.1 At its meeting on the 13th September 2007, the Standards Committee considered a 

report from the Monitoring Officer suggesting amendments to the “Protocol on 
Planning Procedure” which forms part of the Council’s Constitution. 

 
1.2 A number of amendments were needed to ensure that the Protocol was consistent 

with the revised Code of Conduct adopted by the Council on the 21st May 2007.  In 
amending the Protocol, the Monitoring Officer had also taken account of new 
guidance from the Standards Board, good practice recommended by the Association 
of Council Secretaries and Solicitors (ACSeS), recent case law, and recent advice 
obtained from Counsel. 

  
2.0 Proposal Details 
 
2.1 The Committee considered the amended Protocol which had been drafted by the 

Monitoring Officer, and suggested some further amendments to the drafting.  The 
Committee resolved to delegate to the Monitoring Officer in consultation with the 
Chairman of the Committee, the final wording of the Protocol for recommendation to 
Council for inclusion in the Constitution. 

 
2.2 A copy of the revised “Protocol on Planning Procedure”, finalised by the Monitoring 

Officer in consultation with the Chairman is appended to this report. 
 
3.0 Details of Consultation  
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3.1 It is for the Standards Committee to advise the Council on suitable protocols and 
Code of Conduct issues generally. 

  
4.0 Options and Options Analysis (including risk assessment) 
 
4.1 Council is asked to consider the amendments recommended by the Standards 

Committee, noting that it is within the terms of reference of the Standards Committee 
to ensure that all Members of Council have access to the appropriate written 
guidance protocols in all aspects of the Code of Conduct.  The options open to 
Council are to approve or reject the Protocol as appended to this report or to approve 
other amendments to the Protocol.  

 
5.0 Conclusion  
 
5.1 Council is asked to consider the recommendations of the Standards Committee. 
 
 
CONCLUSION OF IMPACT ASSESSMENT 
(including Diversity, Human Rights, Community Safety, Sustainability and Rural 
Proofing) 
 
None arising from this report. 
 
 
FINANCIAL IMPLICATIONS 
 
There are no financial implications arising from this report. 
 
 
SECTION 151 OFFICER’S COMMENTS 
 
The Section 151 Officer has been consulted and has no further comments. 
 

LEGAL IMPLICATIONS  
 
Legal Services have been consulted and have no further comments. 
 
MONITORING OFFICER’S COMMENTS 
 
The report has been prepared by the Monitoring Officer in her capacity as adviser to the 
Standards Committee. 
 
BACKGROUND PAPERS 
 
None 

Contact Officer: Mrs. S. Taylor 
Telephone:  01524 582025 
E-mail: STaylor@lancaster.gov.uk 
Ref:  
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COUNCIL BUSINESS COMMITTEE  
 
  
 

UK National Honours Awards 
15th November 2007  

 
Report of Head of Democratic Services 

  
 

PURPOSE OF REPORT 
 
To consider how the City Council can increase awareness of the UK National Honours 
System. 
 
This report is public  

 
 
RECOMMENDATIONS  
 
That the City Council include a link on the Ceremonial pages of the City Council’s 
website, and issue a press release on a regular basis to increase awareness of the UK 
Honours system and provide details of how to apply. 
 
1.0 Introduction 
 
1.1 The City Council has often been the first port of call for people who wish to make an 

honours application and who are unsure where or how to apply.  On these occasions 
the Mayor’s Office has provided details of the office of the Lord Lieutenant where 
further information could be obtained. 

 
1.2 A review of the nomination processes for UK National Honours has been undertaken 

by the Government which has reviewed not only the processes to be followed and 
the allocation of awards but which has also, through statistical analysis, identified 
areas of the Country where fewer applications for Honours Awards are submitted.  
The north of England has been identified as one such area.  

 
2.0 Proposal Details 
 
2.1 Nominations can be made by anyone at any time, as there are no strict deadlines for 

receipt of nomination forms by the Ceremonial Secretariat of the Cabinet Office.  
Consideration of any nomination is likely to take at least 12 to 18 months.  Full details 
of the process for nominations and downloadable application forms are now available 
on the Cabinet Office website. 

 
2.2 Anyone can submit a nomination for an honour, and application forms are readily 

available in a number of formats from the Cabinet Office.  The form is relatively 
uncomplicated, but the lack of applications may be more to do with not knowing 
where to obtain the forms, than collecting the information required. 
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2.3 All nominations for honours should be treat with the strictest confidence.  Nominees 
should not be made aware of their nomination as it would be unfair to raise 
expectations. 

 
2.3 The Chief Executive has been briefed by the Lord Lieutenant of Lancashire on the 

availability of these awards, and the City Council has been asked to assist in the 
promotion of the awards system in the district. 

 
2.4 The Council Business Committee are asked to consider how the City Council can 

publicise and promote the awards to encourage more nominations to be submitted. 
 
3.0 Details of Consultation  
 
3.1 None. 
 
4.0 Options and Options Analysis (including risk assessment) 
 
4.1 Option 1 – That the City Council include a link on the ceremonial pages of the City 

Council’s website, and issue a press release on a regular basis to increase 
awareness of the awards and provide details of how to apply. 

 
4.2 Option 2 – That the City Council include a link on the City Council website to the 

Cabinet Office pages which provide details of the honours system. 
 
4.3 Option 3 – That the City Council take no further action to promote the honours 

system and continue to provide information to callers on an as and when basis. 
 
5.0 Conclusion  
 
5.1 There must be numerous examples of excellence within the north of England and if 

the Council can encourage more applications this would seem the right thing to do.  
By providing information to the public via the website and the local media, the City 
Council would be attempting to increase the number of nominations being submitted 
and would provide people with the means to know where they can obtain the 
necessary forms.   

 
 
CONCLUSION OF IMPACT ASSESSMENT 
(including Diversity, Human Rights, Community Safety, Sustainability and Rural 
Proofing) 
 
None. 
 
 
FINANCIAL IMPLICATIONS 
 
There would be no financial cost to the Council in adding a link to the website and issuing 
information to the local media.   
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SECTION 151 OFFICER’S COMMENTS 
 
The Section 151 Officer has been consulted and has no comments to add 
 

LEGAL IMPLICATIONS  
 
There are no legal implications. 
 
 
MONITORING OFFICER’S COMMENTS 
 
The Monitoring Officer has been consulted and has no comments. 
 
 
BACKGROUND PAPERS 
 
Application form for a UK National Honour 
downloaded from the Cabinet Office website.

Contact Officer: Lisa Jackson 
Telephone:  01524 582070 
E-mail: ljackson@lancaster.gov.uk 
Ref:  
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COUNCIL BUSINESS COMMITTEE  
 
  
 

Civic Review – Citizenship Awards 
15th November 2007 

 
Report of Head of Democratic Services 

  
 

PURPOSE OF REPORT 
 
To establish the Lancaster City Council Citizenship Panel and Citizenship Awards. 
 
 
This report is public  

 
 
RECOMMENDATIONS  
 
(1) To agree the establishment, purpose and make-up of the Lancaster City 

Council Citizenship Panel. 
 
(2) That in relation to the Citizenship Awards, this Committee approve the 

nomination form and determine the winning categories. 
 
1.0 Introduction 
 
1.1 Council, at its meeting on 06 December 2006, made a number of recommendations 

designed to review and update the civic function of the City Council. One of these 
recommendations was to establish an Annual Citizenship Award, where nominations 
would be submitted to the Council and an established Panel of judges would decide 
an announce a winner.  

 
1.2 The Civic Review asked for the creation of a Citizenship Panel to be made up of 

interested Councillors, Honorary Appointments, dignitaries and community 
representatives who together would have the following suggested remit: 

 
• To promote citizenship though organising visits to schools, clubs etc. 
• To assist with the organisation of Local democracy Week 
• To assist with the preparations for Centenary Celebrations for 2009 
• To run the Citizenship Awards 
• To promote the Mayor’s Charity and assist the Mayor with fundraising events 
• To assist in the organisation of Mayor Making and Civic events. 
• To assist with developing the Civic role. 
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2.0 Proposal Details 
  
 Composition of the Panel 
 
2.1 In order to establish a Panel, a decision needs to be made on the number of people 

to be involved and also to try to encourage a broad range of people to take part.   In 
accordance with the decision of Council, it would be expected that both the Mayor 
and the Father/Mother of the Council would have automatic membership of the Panel 
together with 9 other people who would consider the remit listed above and make 
progress towards achieving this.  In addition, they would give consideration to 
applications received for the Citizenship Awards, and decide the winners. 

 
2.2 Council Business Committee are asked to decide whether a Panel of 11 is sufficient, 

and to determine the make-up of the Panel in addition to the Mayor and 
Father/Mother of the Council. 

 
 How to appoint the Panel 
 
2.3 There are several options for making appointments to the Panel.  This could be done 

by either the Council Business Committee, by full Council, by Officers or by ballot. 
 
2.4 Once determining who will make appointments to the Panel, consideration needs to 

be given to whether applicants would be expected to complete application forms, be 
interviewed or whether the Mayor would draw names from a hat by way of ballot.   

 
2.5 Council Business Committee also needs to decide what the criteria for application will 

be. 
 

Awards Scheme 
 
2.6 One of the purposes of the Panel as envisaged by Council would be to oversee the 

establishment of and run an awards scheme which would recognise individuals and 
groups who go out of their way to help others and their community, and to have an 
additional Mayor’s Special Award for those individuals who have made an 
outstanding contribution to help others in their community beyond that which is 
expected of citizens. 

 
2.7 The Panel can decide whether they wish to make just one award from those 

shortlisted, or whether they wish to recognise a few winners by selecting categories 
to award, for example an individual award, one for a group and one for outstanding 
achievement.   

 
2.8 A draft application form is included with this report for further consideration by the 

Council Business Committee. 
 
2.9 It would be anticipated that a number of meetings of the Panel would need to be held 

in order to produce a shortlist of any applications received prior to deciding winner(s).  
With this in mind, the larger the Panel the harder it may be to ensure that all Panel 
members would be available to meet. 

 
2.10 In making the presentation of the awards, it would be expected that the Mayor would 

host a presentation evening in Lancaster Town Hall for the winners each to bring with 
them a small number of guests, together with members of the judging Panel and the 
local media.  The costs for this event would have to be contained within the annual 
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budget for Mayoral functions and the format and choice of winning gift would be 
determined by the Mayor. 

 
3.0 Details of Consultation  
 
3.1 None. 
 
4.0 Conclusion  
 
4.1 Council, at its meeting on 06 December 2006, decided that it was keen to pursue the 

creation of the Citizenship Panel which would have a broad function in relation to the 
Council and the Mayoralty, but that this would also be the catalyst to the 
establishment of Citizenship Awards.   

 
4.2 If Council Business Committee are minded to agree to the establishment of both the 

Panel and the Awards nomination form, progress can be made to the awards being 
established for 2008.  The remaining areas of influence for the Citizenship Panel will 
be developed once the Panel is in place. 

 
CONCLUSION OF IMPACT ASSESSMENT 
(including Diversity, Human Rights, Community Safety, Sustainability and Rural 
Proofing) 
 
None. 
 
FINANCIAL IMPLICATIONS 
 
In hosting an Awards evening and providing prizes, costs will be incurred for this event.  It is 
proposed that the costs of the Awards presentation and any prizes will be contained within 
the annual budget for Mayoral Functions.  At this stage the impact on the Mayoral Functions 
budget of funding an additional annual event will be to leave less funding available for any 
ad hoc events for individual Mayors during their year of office.  It should be noted however 
that other amendments to the annual programme may result from the ongoing review of civic 
events which could generate savings to offset any additional expenditure on this proposal. 
 
SECTION 151 OFFICER’S COMMENTS 
 
The Section 151 Officer has been consulted and has no further comments.  

LEGAL IMPLICATIONS  
 
There are no legal implications to this report. 
 
MONITORING OFFICER’S COMMENTS 
 
The Monitoring Officer has been consulted and has no further comments.  
 
BACKGROUND PAPERS 
 
Council Minutes – 06 December 2006 
Council Business Committee Minutes – 13 
September 2007  

Contact Officer: Lisa Jackson 
Telephone:  01524 582070 
E-mail: ljackson@lancaster.gov.uk 
Ref:  
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Lancaster City Council  
Citizenship Awards 2008  
  

 
Page 1 of 7  Citizenship Awards 2008 
  Application form Version 1.0 

 
Nomination for the Lancaster City Council Citizenship Awards 2008 

 
 
GUIDANCE NOTES 
 

1. Who can make a nomination 
 
Anyone can make a nomination by completing the attached nomination form and 
forwarding it to the Mayor’s Office, Town Hall, Lancaster, LA1 1PJ by (closing date to 
be inserted). 

 
2. Who can be nominated 
 

The nominee must be a person who provides an outstanding contribution in one or 
more ways to people in the Lancaster District. 

 
3. Completing the form 
 

Please complete the nomination form as accurately as you can, following the 
instructions in each section.  Please provide as much information as you possibly can 
about your nominee, trying to explain their contribution to a particular cause or area of 
work.   

 
You can add sheets of paper to this form, but please make sure that you clearly mark 
the section to which the additional information refers. 

 
4. Categories for nomination 
 

(These will be confirmed following the meeting of the Council Business Committee) 
 
 There are two categories for nomination.  These are: 
 - Individual contribution 
 - Group Contribution 
 

From these categories an Outstanding Achievement Award will also be presented. 
 
5. Success of your nomination  

 
Whatever the outcome, the nominating person will be advised whether their application 
has been successful or not.  For those who have been selected as winners, they will be 
advised directly of their nomination and subsequent success. 

 
6. Confidentiality 
 

Because not everyone nominated will receive an award, please treat this application as 
confidentially as you can.  It would not be fair to raise someone’s expectations in case 
they are not successful this year, and you should not be deterred from applying in 
future years. 

 
7. Enquiries 
 

Enquiries about the Awards can be made to the Mayor’s Office, Town Hall, Lancaster, 
LA1 5JA, telephone (01524) 582070 or by email to mayor@lancaster.gov.uk 
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Lancaster City Council  
Citizenship Awards 2008  
  

 
Page 2 of 7  Citizenship Awards 2008 
  Application form Version 1.0 

Nomination for the Lancaster City Council Citizenship Awards 2008 
 

NOMINEE 
 
Please clearly print or type the following details about the person to be nominated.  You must 
ensure that all sections of the form are completed. 

 
 
Surname: 

 
 
 

Please ensure accurate 
spelling 

 
Forenames: 

 
 
 

 

 
Known as: 

 
 
 

 
If different from above 

 
Title: 

 
 
 

 
Eg. Mr, Mrs, Rev, Dr 

 
Building name: 

 
 
 

 
 

 
House number and street: 

 
 
 

 

 
Village: 

 
 
 

 

 
Town: 

 
 
 

 

 
County: 

 
 
 

 

 
Postcode: 

 
 
 

 

 
Date of Birth: 

 
 
 

Approximate age if date of 
birth not known 

 
Telephone number: 

 
 
 

 

 
 
 
 
Please note:   
 
The information contained in this nomination form is strictly confidential and will not be used 
for any other purpose than the administration of the Lancaster City Council Citizenship 
Awards. 
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Lancaster City Council  
Citizenship Awards 2008  
  

 
Page 3 of 7  Citizenship Awards 2008 
  Application form Version 1.0 

On this page, please provide information on how the nominee has made a significant 
contribution in their area of activity. 
 
Please tell us how the nominee has changed things for individuals or communities, how 
they have achieved this and provide examples of how they have achieved this.  You must 
also state whether this has been achieved in the public, private or voluntary sectors. 
 
Please provide as much information as possible about what your nominee has achieved 
and what makes them stand out against others and make it clear whether they have helped 
in one area or in a number of different areas. 
 

In what role(s) or area(s) has the nominee excelled? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How has the nominee achieved this? 
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Lancaster City Council  
Citizenship Awards 2008  
  

 
Page 4 of 7  Citizenship Awards 2008 
  Application form Version 1.0 

 
How has the nominee changed the lives of people, groups or the local community? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How long has the nominee been providing this commitment? 
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Lancaster City Council  
Citizenship Awards 2008  
  

 
Page 5 of 7  Citizenship Awards 2008 
  Application form Version 1.0 

 
Has the nominee ever received any recognition from elsewhere, for example by media 
coverage or receiving other awards? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What makes this person stand out from other who do similar work? 
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Lancaster City Council  
Citizenship Awards 2008  
  

 
Page 6 of 7  Citizenship Awards 2008 
  Application form Version 1.0 

 
In this section please provide details of the work undertaken by the nominee, either in a 
paid or voluntary capacity.  If possible please provide the start and end dates for this 
activity and indicate whether this person is still involved in this area of activity. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Letters of support 
 
Please obtain letters of support for your nominee from people who are familiar with his 
or her services.  These should be attached to this form on submission.  Please list below 
the names of supporters below. 

 
1  

2  

3  

4  
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Lancaster City Council  
Citizenship Awards 2008  
  

 
Page 7 of 7  Citizenship Awards 2008 
  Application form Version 1.0 

 
DETAILS OF PERSON MAKING THE NOMINATION 

 
 
Surname: 

 
 
 

Please ensure accurate 
spelling 

 
Forenames: 

 
 
 

 

 
Known as: 

 
 
 

 
If different from above 

 
Title: 

 
 
 

 
Eg. Mr, Mrs, Rev, Dr 

 
Building name: 

 
 
 

 
 

 
House number and street: 

 
 
 

This address will be used 
for an acknowledgment 
and any future 
correspondence 

 
Village: 

 
 
 

 

 
Town: 

 
 
 

 

 
County: 

 
 
 

 

 
Postcode: 

 
 
 

 

 
Date of Birth: 

 
 
 

Approximate age if date of 
birth not known 

 
Telephone number: 

 
 
 

 

 
Relationship to nominee 
 

 
 

Please state your 
relationship to the 
nominee eg. Son, friend, 
colleague 

 
 
 
 

Please return the completed form and all supporting documentation to: 
 
The Mayor’s Office     Telephone (01524) 582070 
Town Hall      Fax (01524) 582172 
Lancaster      Email mayor@lancaster.gov.uk  
LA1 1PJ 
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COUNCIL BUSINESS COMMITTEE  
  
 
Review of the Member Development Strategy and training 

priorities for 2007/08 
 

 15th November 2007 
 

Report of Councillor Susan Bray 
  

PURPOSE OF REPORT 
 
To enable the Council Business Committee to undertake the annual review of the Member 
Development Strategy and determine the future priorities for Member development. 
 
This report is public  

 
RECOMMENDATIONS  

 
(1) To consider the report and all of the information contained in the appendices 

and determine the content of the Member Development Strategy for 2007/08 to 
include the training priorities, targets, project areas and successes and 
achievements so far. 

 
(2) To agree the training priorities for 2007/8 to 2010/2011, to be used to develop a 

revised Elected Member Training and Development Programme.  
 
(3) That the Strategy be reviewed again in April - May 2008 to ensure that it 

continues to be adequately aligned to the Council’s Corporate Priorities and 
that the annual review takes place at that time of year in the future. 

 
1.0 Introduction 
 
1.1 As part of the commitment to the support and development of elected Members in 

their roles, the Council introduced a process whereby all councillors would be offered 
the opportunity to discuss their individual development training needs.  
 

1.2 Therefore, during 2006, approximately 37 Members had a one to one interview with 
Democratic Services Officers and the Training & Development Officer to discuss their 
individual training development priorities for the duration of the year.  The outcome of 
the one to one interviews then informed a comprehensive Elected Member Training 
and Development Programme which aimed to specifically address Member 
development and support. The first edition of the Training and Development 
Programme for May 2006 to May 2007 was published and encompassed generic 
training for all Councillors i.e. chairing skills, questioning techniques, alongside 
specific training such as speed reading, IT training and leadership training as 
identified from the one to one interviews.  
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1.3 The interviews also gave a valuable insight into the requirements of new Members 
and allowed for a comprehensive induction programme to be developed, tailored to 
meet the needs of newly elected Members.    

 
1.4 In addition, a Member Development Strategy was developed and adopted by full 

Council at its meeting in January 2007 which sets out the various ways of supporting 
Members in the Town Hall and in their wards. The strategy also sets out the 
development priorities for Members during 2006/07.  It was agreed that the Strategy 
would be an annual document and would be reviewed each year.   
  

2.0 Review of the Member Development Strategy and training priorities for 2007/08 
 

3.1 The Induction Programme for new and returning Members was delivered from May 
2007, ensuring that newly elected members received the basic knowledge necessary 
and all Members could perform any new duties which they had been allocated 
effectively. 

 
2.2 Since July 2007, 34 Members have again had a one to one interview with officers of 

Democratic Services and this information has been collated and provides an 
overview of the key issues and needs affecting newly elected and returning Members 
for their period of office.  This information will be circulated at the meeting. 
 

2.3 An informal workshop took place on Thursday 1st November 2007 and in small 
groups, Members considered a number of themes including the support required for 
Cabinet Members, newly elected Members and Members of Overview and Scrutiny. 
Feedback from the workshop has been collated and is attached at Appendix A. 
 

2.4 Using this together with feedback from training event evaluations and the Induction 
evaluations and the Council’s Corporate Priorities (all to be provided at the meeting), 
Members are asked to determine the content of the Member Development Strategy 
to take account of the information gathered.  It is clear that with the election of 16 
new Councillors this year, the Strategy is even more important to ensure that the 
Council provides the proper guidance and relevant support to all Members. 
 

2.5 In summary the key issues and needs include 
 

• Support for newly elected members 
• Support for the new Cabinet 
• Support for Overview and Scrutiny Members 
• Access to development for those Councillors with full time commitments 
• Access to ward and Council related information 
• Communication skills 
• Dealing with the media 
• Functions and responsibilities of the district and county council.  
• Facility for other types of learning and development resources i.e. shadowing, 

mentoring, on line e-learning, library of books, publications and cd-roms on a 
range of topics 

 
2.6 Whilst the Strategy when reviewed will be relevant to the Council’s position and 

priorities in 2007/08, those priorities will be reconsidered as part of the Corporate 
Plan for 2008/09 and it is suggested therefore that this element of the Strategy be 
reviewed again in April-May 2008 to ensure that it continues to be adequately aligned 
to the Council’s Corporate Priorities and that the annual review takes place at that 
time of year in the future. 
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2.7 It is also suggested that members determine their training priorities for the remainder 
of 2007/08 and beyond to 2010/11 when the current term of office ends, so that 
budgets can be set for future years as part of the Medium Term Financial Strategy to 
deliver a programme designed to provide the necessary training and development 
each year as Members’ experience grows. 

 
2.8 One the training priorities have been agreed a revised Elected Member Training and 

Development Programme can then be prepared to encompass compulsory 
committee specific training, general specific training for all Councillors i.e. chairing 
skills, questioning techniques, and generic skills training such as speed reading, IT 
training and leadership, based on the needs of Members. 
 

2.6  To complement the training programme, Members might also wish to set some 
targets to improve the work being undertaken, e.g. this could be to increase the 
percentage of Members having one to one interviews. 
 

2.7 In addition, to address some of the key issues, for example, access to ward and 
Council related information, Members might wish to establish priority project areas on 
which to focus resources, e.g. to develop the information provided through the 
Members Newsletter, to expand the dedicated area on the intranet, to  develop Ward 
profiles, establish regular meetings or walk the ward visits. 
 

2.8 It is clear that the Council has achieved a lot in the last year and it is felt that these 
successes and achievements should be reported to Members annually in the 
Strategy. 

 
RELATIONSHIP TO POLICY FRAMEWORK 
 
The work of Member development supports the corporate priority – to continue to improve 
the Council. 
 
CONCLUSION OF IMPACT ASSESSMENT 
(including Diversity, Human Rights, Community Safety, Sustainability and Rural 
Proofing) 
 
There are no direct implications. 
 
FINANCIAL IMPLICATIONS 
 
The Member Training budget of £14,500 available for 2007/08 includes an additional £4,000 
carried forward for 2006/07 to ensure that sufficient funding was available for new Members 
training following the district elections.  The intention in producing the Strategy and 
determining priorities is to ensure that the available budget achieves a better focus and 
value for money. 
 
Once Members have determined their priorities for training a programme will be drawn up in 
priority order to be delivered within the available budget in each year.  
  
SECTION 151 OFFICER’S COMMENTS 
 
The Section 151 Officer has been consulted and has no comments to add. 
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LEGAL IMPLICATIONS  
 
Legal have been consulted and have no additional comments to make. 
 
MONITORING OFFICER’S COMMENTS 
 
The Monitoring Officer has been consulted and has no comments to add 
 
BACKGROUND PAPERS 
 
Member Development Strategy 2006/07 

Contact Officer: Suzanne Smith 
Telephone: 01524 582074 
E-mail: smsmith@lancaster.gov.uk 
Ref:  

 
 
 

Page 31



APPENDIX A 
 
Feedback from Informal Council Business Committee Workshops 1st November 2007 
 
 
(1) NEW CABINET MEMBERS 
 
Peer Support 
 
• Political Differences – overcome by use of buddies from neighbouring local 
 authorities 
 
Group Support 
 
• 2 way feedback 
 
Officer Support 
 
• Introductions to key Officers 
 
• Buddies for particular topics 
 
• Basic handbook for each portfolio holder 
 
• Glossary of terms 
 
• More Officer support dedicated to new Councillors/new positions on Committees 
 
• Regular meetings and updates with Officers 
 
• Simpler shorter documents 
 
External Support 
 
• I&DEA training and support 
 
 
(2) NEW MEMBER SUPPORT 
 
Officer Support 
 
• Understanding the role of a Councillor 
 
• First contact Members’ Services 
 
• Introduction to Departments and Managers 
 
• Knowing who to contact 
 
• Promote what help is available 
 
• One to ones 
 
• Support on ALL Committees 
 
• Overview of all Council’s main responsibilities and partners 
 
• External role of Council – representation of the Council on outside bodies 
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• Saturday morning training 
 
• Question & Answer sessions on-line 
 
• Group Administrators should receive some training on what the job entails. 
 
 
External Support 
 
• P.A.C.T. meetings 
 
• Partnerships 
 
Group Support 
 
• Always available in the form of peer support 
 
 
(3) COMMUNITY LEADSHIP/WARD ROLES 
 
• Ward newsletters with monthly input from each Council Department concerning their 
 ward. 
 
• Assistance with ward queries 
 
• Emergency out of hours queries – who available at when 
 
• What work is going to be undertaken in Ward, eg road works etc 
 
• Ward info on website 

 
• Information on any complaints/problems in Ward 

 
• Notification of Licensing/Planning applications in Wards 
 

(4) COMMUNICATIONS SKILLS 
 
 
• Need to know how to communicate with media/other political groups/public 
 
• Importance of I.T. skills 
 
• Public speaking 
 
• Mock Committee meeting 
 
• Cabinet Members attend Leadership Academy in their first year 
 
• Assertiveness training 
 
• I&DEA programmed learning 
 
• Question & Answer session on-line 
 
• On-line training 
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(5) OVERVIEW AND SCRUTINY 
 
• Direct training is only for 18 out of 60 members – feeling that all non-executive 
 members need to know how it works. 
 
• Members page/newsletter could include a summary of main items considered by 
 O&S. 
 
• Could Group Administrators be tasked with passing info on – summaries of 
 decisions.  
 
 
(6) DEALING WITH THE MEDIA 
 
• Those that had done it had found it useful  
 
• Difference of opinion over whether this was really a priority 
 
• Some thought it vital to safeguard the Council – others thought it was common sense 
 
• Suggestion that the most useful training would be to know what help the Councils 
 communications section can provide 
 
(7) CITY/COUNTY RESPONSIBILITIES 
 
• Many found it difficult to know who to approach for what 
 
• Lack of understanding about the function of Lancashire Locals 
 
• Important for new Members 
 
 
(8) GENERAL 
 
• Joint training and opportunities to attend IDeA external training were welcomed – 
 networking with councillors from other authorities 
 
• Distance learning/e-learning suitable for those with limited time or tied to house with 
 young children 
 
• Many didn’t know the library existed – promote it more 
 
• Training on budgets – the easy version would be useful 
 
• IT training needed to make sure Members could access the information available  
 
• Staff/Member canteen should be provided 
 
• Group Room - Support of one Group Room for all - should include ; Computers, 
 sockets for laptops, sofas, photocopier, phones, newspapers 
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COUNCIL BUSINESS COMMITTEE  
 
 
 

City Council Meetings Timetable and Meeting Times - 
2008/09 

 
15th November 2007 

 
Report of the Chief Executive 

 
PURPOSE OF REPORT 

 
To consider the meetings timetable and responses regarding preferred times for City Council 
meetings for the year 2008/09.   
 
This report is public.   

 
 

RECOMMENDATIONS 
 
(1) That the times and venues for meetings be considered and that Council be 

advised of those recommendations.   
 
(2) That the timetable of meetings for 2008/09, as set out in the Appendix C to the 

report, be considered and that Council be advised of those recommendations.   
 
1.0 Introduction 

 
1.1 At its meeting, held on 28th June 2007, the Council Business Committee considered a 

report reviewing the start times for meetings included in the timetable for 2007/08.   
 

2.0 Commencement Times of Meetings 
 

2.1 In accordance with the decision to review the start times for all meetings included in 
the timetable for 2007/08 following the elections in May 2007, a survey was carried out 
amongst all Councillors.   
 

2.2 The results of the survey proved inconclusive with no clear preference for daytime or 
evening meetings, but recognition that a variety of start times provided the best 
opportunity for Member participation.   
 

2.3 The Council Business Committee, therefore, decided to collate some additional 
information with a view to making any changes for 2008/09, recognising that many 
Members will have chosen their Committees for this year on the basis of the current 
start times and their own availability.  The Committee advised that all feedback 
received would be taken into account in setting the timetable for 2008/09.  Details of 
the resolution are set out below:   
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(1) That the start time of Council Business Committee meetings be amended from 

4.00 pm to 4.30 pm for 2007/08.   
 
(2) That the Council meeting on 26th September 2007 commence at 4.00 pm on  an 

experimental basis.   
 
(3) That an item be included on the next agenda of all scheduled meetings 

requesting consideration of the most appropriate start time for that meeting.   
 
(4) That Group Administrators be requested to obtain information from their political 

groups on any Members unable to attend their choice of committee due to its 
current start time.   

 
(5) That all feedback received be taken into account in setting the timetable for 

2008/09.   
 

2.4 In accordance with the above all meetings included on the Timetable have been 
consulted and their views are set out in Appendix A to the report for Members 
consideration.   
 

3.0 Implications 
 

3.1 As previously reported to the Committee in making its decision Members should be 
aware of the following implications of moving to evening meetings:   
 

3.2 Public engagement: 
 
Meetings such as the Cabinet and Planning and Highways Regulatory Committee 
have schemes encouraging public engagement through speaking at meetings.  
Members may feel that these meetings should be held in the evenings in order to 
encourage public participation but this needs to be balanced against the knowledge 
that both Cabinet and Planning can be lengthy meetings and dealing with complex 
issues late at night is not ideal.  The scheme for the Planning and Highways 
Regulatory Committee is popular despite being during the day, with the general public 
requesting to speak at meetings on a regular basis.  Meetings of this Committee 
commence at 10.30 am in the morning.   
 
Public speaking at Cabinet is a new initiative and it is as yet too early to judge on its 
success, but feedback to date has not indicated that the daytime meeting is a 
drawback.   
 
The Overview and Scrutiny Committee also invites the public and representatives from 
outside organisations to attend meetings and for this reason its start time has been 
fixed at 6pm, with the Budget and Performance Panel at 4.30pm.   
 

3,4 Participation by other Organisations: 
 
A number of meetings require participation by representatives from other 
organisations.  Members are requested to consider the requirements of each prior to 
making a decision on the commencement of each meeting.  In a number of cases 
representatives of other organisations may not be available to attend evening 
meetings.   
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3.5 Constitutional changes: 

 
If there were changes to the times of meetings consideration may need to be given, in 
some circumstances, to amendments to other elements of the Constitution, particularly 
where a given timescale is set out for the production of Minutes (i.e. Cabinet minutes 
etc).   
 

3.6 Operational issues: 
 
There are a number of operational issues that will affect Service delivery within the 
Council.  With regard to Democratic Services, for instance, a move to all evening 
meetings would require a change to their working practices which will impact on the 
way in which the service is delivered during normal office hours.  Changes to terms 
and conditions will also need to undergo the usual process of consultation and 
negotiation with the staff concerned and unions.  This would also be the case if the 
number of evening meetings were increased beyond a threshold of what is sustainable 
under the current working arrangements, say 50% of meetings commencing at 6pm or 
later. 
 
There would also be staffing issues with regard to Property Services who would be 
required to cover the opening of Council buildings in the evenings/provide 
refreshments etc and Officers from other Services who may have to attend meetings to 
present reports and provide specialist advice to Members.  There are also potential 
health and safety issues to be addressed such as door security during the evenings.   
 

4.0 Consultation 
 

4.1 A survey of Members was undertaken after the experimental move of the 26th 
September 2007 Council meeting start time to 4.00 pm to which 62% of Councillors 
responded. The results of the survey indicated that the majority of Members preferred 
the start time of Council to remain at 2.00 pm.   
 
60 % of those who responded to the survey preferred a 2.00 pm start time. 
11% preferred a 4.00 pm start time 
29% did not express a preference. 
 

4.2 Feedback from the meetings that have been consulted is set out in Appendix A to this 
report.   
 

4.3 Group Administrators have also been consulted and no comments have been received 
indicating that Members have been excluded from committees of their choice due to 
the current start time.   
 

5.0 Meetings Timetable 
 

5.1 The Committee is also requested to consider the timetable of meetings for 2008/09, 
set out as Appendix C to the report.   
 

5.2 The timetable of meetings for 2008/09 has been prepared for the most part following 
the same principles as previous years in terms of frequency of meetings, with a recess 
over August and a short break at Christmas.  Minor alterations to the dates of some 
meetings have been made where external deadlines have to be met.  The number of 
meetings for each Committee is as follows: 
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Committee 
 

Number of meetings per year 

Audit 4 
Full Council  11 (including Annual, Budget and Special Councils) 
Council Business Committee 6 
Cabinet 11 
Personnel 4 (with additional meetings called as required) 
JCC 4 
Planning Regulatory 12 
Licensing Regulatory 8  
Licensing Act 6 (with Sub-committees called as required) 
Overview & Scrutiny Committee 8 
Budget & Performance Panel 9 
Standards 4 (with additional meetings called as required) 
Williamson Park Board 4  

 
5.3 The figures above include an additional council meeting in the Autumn as a Special 

Meeting in line with the Constitution as it has become apparent that using one of the 
existing dates leaves too long a gap between meetings to deal with any business that 
arises. 

 
5.4 It is also suggested that the date for the 2009/10 Annual Council be fixed at this stage 

to enable advance arrangements and publicity to commence. 
 
5.5 The Budget Council which has for many years been held during the last week of 

February has been moved to a later date following receipt of information that the Police 
Authority’s precept will not have been received in time for a February tax setting 
meeting. 

 
5.6 With the amendments made to the Terms of Reference of Personnel Committee, 

including the increase in the scope of the Officer Scheme of Delegation and the 
Committee hearing personnel appeals, there has been a reduction in the required 
number of scheduled Personnel Committee meetings with cancellations recently 
through lack of business, but an increase in the number of ad-hoc meetings to hear 
appeals.  Therefore, it is proposed to reduce the scheduled Personnel Committee 
meetings to quarterly, which would bring this in to line with the Audit Committee and 
Joint Consultative Committee.   

 
5.7 Efforts have been made to avoid school holidays wherever possible, although on 

occasions, due to the need to arrange meetings to report to each other and the 
requirements of the budget setting process this is not always the case.   
 

6.0 Conclusions 
 

6.1 The results of the consultations undertaken with other meetings included on the 
Meetings Timetable are attached as an Appendix to this report.  In making any 
recommendations to Council the Committee should consider those responses together 
with the need for more public engagement/involvement particularly where there is 
interest from the general public in the Agenda, or where they may be invited to partake 
in some way.   
 

6.2 The timetable of meetings for 2008/09 has been prepared for the most part following 
the same principles as previous years in terms of frequency of meetings.   
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6.3 Whilst this committee has delegated power to agree the timetable and related issues 
on behalf of full council it is suggested that on this occasion the Committee’s 
recommendations be referred to full Council for a final debate to ensure that all 
Members have had every opportunity to make their views know on the start times of 
meetings. 
 

CONCLUSION OF IMPACT ASSESSMENT 
(including Diversity, Human Rights, Community Safety, Sustainability and Rural 
Proofing) 
 
None.   
 
FINANCIAL IMPLICATIONS 
 
If an increased number of meetings were to be held in the evenings there may be additional 
costs associated with the opening of the building and staffing and whilst there is some 
flexibility within the existing Democratic Representation budget, if Members wish to  make 
large scale changes to the timetable as currently published this will need to be evaluated.   
 
SECTION 151 OFFICER’S COMMENTS 
 
The Section 151 Officer has been consulted and has no further comments. 
 
LEGAL IMPLICATIONS  
 
It is a legal requirement that the Council publishes its timetable of meetings by the 
commencement of each Municipal Year.  Amendments can be made throughout the year 
provided at least 5 days notice is given.   
 
MONITORING OFFICER’S COMMENTS 
 
The Monitoring Officer has been consulted and has no further comments 
 
BACKGROUND PAPERS 
 
Committee consultation responses contained 
in the minutes of meetings.   

Contact Officer: Stephen Metcalfe 
Telephone:  01524 582073 
E-mail: smetcalfe@lancaster.gov.uk 
Ref: Sjm   
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APPENDIX A 
 
 
 

Meeting Decision 

Audit That the committee’s current meeting time of 
6pm should be recommended to remain 
unchanged.   

Budget and Performance Panel That the Council Business Committee be 
advised that the Budget and Performance 
Panel prefers a commencement time of 
4.30pm for its meetings.   

Cabinet That meetings of Cabinet continue with the 
existing commencement time and that the 
Council Business Committee be advised 
accordingly (i.e. 10.00 a.m.).   

Licensing Act That the Council Business Committee be 
advised that the preferred commencement 
time for the Licensing Act Committee for the 
year 2008/09 be during the daytime.   

Licensing Regulatory That the Council Business Committee be 
advised that the preferred commencement 
time for the Licensing Regulatory Committee 
for the year 2008/09 and the remainder of the 
year 2007/08 should be 1.00 pm.   

Overview and Scrutiny That the commencement time of the 
Overview and Scrutiny Committee remain at 
6.00pm and the Council Business Committee 
be advised of this decision.   

Personnel That it be recommended that the Personnel 
Committee meet at 4.30 pm for the Municipal 
Year 2008/09.   

Planning That the Council Business Committee be 
informed that Members of the Planning 
Committee wish the start time of the Planning 
and Highways Regulatory Committee remain 
as 10.30 am.   

Standards The Committee discussed the issue and 
agreed that meetings of the Committee should 
be in the day time, with some members 
preferring afternoon meetings.   
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-7- 

APPENDIX B 
 

Current and recommended times and venues of scheduled meetings 
 
The Committee is requested to consider the times and venues of scheduled meetings.  Current and 
recommended times for scheduled meetings, together with venues are set out below: 
 
Meeting  Current 

Time 
Recommended start 
time as a result of 
consultation 
responses 

Venue 

Annual Council (Ceremonial) 12 noon 12 noon  LTH 
Annual Council  (Business) 6.00 pm 6.00 pm MTH  
Council 2.00 pm 2.00 pm MTH  
Council Business Committee 4.30 pm  4.30 pm MTH 
Audit Committee 6.00 pm 6.00 pm MTH 
Budget and Performance Panel 4.30 pm 4.30 pm LTH 
Cabinet 10.00 am 10.00 am LTH/MTH 

alternating  
Licensing Regulatory Committee 1.00 pm 1.00 pm LTH 
Licensing Act Committee 2.00 pm 2.00 pm LTH 
Overview and Scrutiny Committee 6.00 pm 6.00 pm MTH 
Personnel Committee 2.00 pm 4.30 pm LTH 
Planning and Highways Regulatory Committee 10.30 am 10.30 am MTH 
Standards Committee 10.00 am 2.00 pm LTH 

 
More details on the recommendations of each meeting are set out in Appendix A.  Details of the survey 
relating to the commencement times of meetings of Council are contained within the consultation section of 
the report.   
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COUNCIL BUSINESS COMMITTEE  
 
  

Corporate Governance – Constitutional Amendment  
17th November 2007 

 
Report of Head of Democratic Services  

  
 

PURPOSE OF REPORT 
 
The report recommends a revision to the Constitution. 
 
This report is public 
 
1.0 RECOMMENDATIONS  
 
That Council Business Committee, agree to a new Council Procedure Rule 15.3 (with 
subsequent re-numbering of 15.3 and 15.4) to be included in the Constitution with 
immediate effect as follows:  
 
15.3 Officer Briefing Note 
 
Where a Motion for which Notice has been given is included on the Agenda, an officer 
briefing note will be included on the Agenda to accompany that motion setting out in 
particular any key risks and potential financial and legal implications for the Council 
should the proposed motion be carried.  

 
2.0 Introduction 
 
2.1 Members will be aware that the Constitution currently provides for Members to submit 

written notices of motions for debate at full Council as follows: 
 

‘15 MOTIONS ON NOTICE 
 
15.1 Notice 
 
 Except for motions which can be moved without notice under Rule 16, written 

notice of every motion, from at least 2 Members, must be delivered to the Chief 
Executive not later than 10 days before the date of the meeting in writing or by 
electronic mail (from a known or recognised source).  This can be collective 
notification for Members of the same political group.  These will be entered in a 
book open to public inspection. 

 
15.2 Motion Set Out in Agenda 
 
 Motions for which notice has been given will be listed on the agenda in the order 

in which notice was received, unless the Members who have given notice state, 
in writing, that they propose to move it to a later meeting or withdraw it. 
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15.3 Scope 
 

Motions must be about matters for which the Council has a responsibility or which 
affect the District. 

 
15.4 Closure of Debate 
 
 Debate on any motion for which notice has been given may be closed after 45 

minutes, when the Mayor may move to the summing up and vote on any 
amendment then being debated and on the substantive motion without further 
debate or amendment.’ 

 
2.2 In the past 12 months the following have been the subject of a Motion on Notice: 

• Proposed Heysham/M6 Link (June 2007)  
• Sustainable Communities Bill (Feb 2007) 
• Rail Transport - Loss of Services (Feb 2007) 
• Micro Renewable Technology (Feb 2007) 
• Traffic Calming near Schools(Dec 2006) 
• School Bus Fares Increases(Dec 2006) 
• Privatisation of NHS (Sept 2006) 
• Piccadilly Gardens (Sept 2006) 
• Top Up Fees for Students(Sept 2006) 
• Climate Change Action (July 2006) 

 
3.0 Background 
 
3.1 The custom and practice has been for the Chief Executive, on receipt of any Notice 

of Motion, to consider any potential for its approval to have implications for the 
Council and where necessary request an appropriate officer to provide a briefing note 
to accompany the Motion on the agenda.  This sets out any potential risks and 
provides the opportunity for Members to ask questions of the relevant Director prior 
to the debate.  

 
3.2 A request has been made and considered and subsequently agreed by Audit 

Committee that a formal process should be introduced to include an officer briefing 
note alongside all Member motions. 

 
3.3 Council Business Committee is requested to agree to amend Council Procedure  

Rule 15 accordingly. 
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CONCLUSION OF IMPACT ASSESSMENT 
(including Diversity, Human Rights, Community Safety, Sustainability and Rural 
Proofing) 
 
None. 
 
FINANCIAL IMPLICATIONS 
 
There are no direct financial implications as a result of this report, although the change to the 
constitution being considered requires officer resources to be used to produce briefing notes 
each and every time a member motion is proposed.  
 
SECTION 151 OFFICER’S COMMENTS 
 
The Section 151 Officer has been consulted and has no further comments. 
 

LEGAL IMPLICATIONS  
 
In accordance with Article 15 of the Constitution approval of the proposed amendment is 
delegated to the Council Business Committee. 
 
MONITORING OFFICER’S COMMENTS 
 
The Monitoring Officer has been consulted and has no further comments.  
 
BACKGROUND PAPERS 
 
None 

Contact Officer: James Doble 
Telephone:  01524 582057 
E-mail: jdoble@lancaster.gov.uk 
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COUNCIL BUSINESS COMMITTEE  
 
 
 

RESPONSE TO CONSULTATION ON PROPOSED 
CLOSURE OF SCHOOLS 

15th November 2007 
 

Report of Head of Democratic Services 
 

 
PURPOSE OF REPORT 

 
To ask Members to agree to a variation with regard to responding to a consultation paper 
and request that the task group report be utilised as the City Council’s response. 
 
This report is public  

 
 
RECOMMENDATIONS   
 
That the Committee agree to a variation of the process regarding responses to 
consultations and delegate to the Chief Executive approval that the Review of 
Secondary Education Task Group’s report be utilised as the City Council’s 
response to the County Council’s consultation exercise. 
 
Introduction and background 
 
At its meeting on the 5th September 2007, the Overview and Scrutiny Committee 
agreed to establish a task group to consider the impact and effect of Lancashire 
County Council’s consultation on the closure of Hornby and Skerton High Schools 
and their possible amalgamation with Central High.  The terms of reference of the 
task group stipulate that the task group would feed their views into the consultation 
process. 
 
The consultation period closes on 31st December 2007.  The constitution allows for a 
task group to make recommendations to Full Council or Cabinet but the scheduled 
dates of these meetings will not allow for the Task Group report to be approved in 
time to meet the consultation deadline. 
 
It is suggested therefore that as the report of the Task Group will on this occasion 
become the Council’s response to a consultation document it can be approved in 
accordance with that process. 
 
The agreed process for agreeing a consultation paper response is that the Chief 
Executive agrees one of the following options if he feels a response is required: 
 

(i) That an Officer response be prepared on purely technical matters 
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(ii) That a draft response be prepared by Officers on policy matters for 
comments by the Council Business Committee prior to approval by the 
Chief Executive. 

(iii) That consultation papers be forwarded to Group Leaders for a response 
on matters of a purely political nature. 

 
Members are asked to agree to a variation of (ii) whereby the Task Group are asked 
to provide a draft response rather than Officers and to delegate the approval of that 
response to the Chief Executive. 
 
 
RELATIONSHIP TO POLICY FRAMEWORK 
 
None 
 
CONCLUSION OF IMPACT ASSESSMENT 
(including Diversity, Human Rights, Community Safety, Sustainability and Rural 
Proofing) 
 
This report has no direct impact. 
  
FINANCIAL IMPLICATIONS 
 
There are no direct financial implications to the Council. 

SECTION 151 OFFICER’S COMMENTS 
 
The Section 151 Officer has been consulted and has no further comments 
 
LEGAL IMPLICATIONS  
 
There are no direct legal implications.  The proposal complies with the requirements of the 
Council’s Constitution and agreed decision making processes. 
 
MONITORING OFFICER’S COMMENTS 
 
The Monitoring Officer has been consulted and has no further comments. 

BACKGROUND PAPERS 
 
Consultation papers from Lancashire County 
Council on the closure of Hornby and 
Skerton High Schools and amalgamation 
with Central High, Lancaster. 

Contact Officer: Liz Bateson 
Telephone: 01524 582047 
E-mail: ebateson@lancaster.gov.uk 
Ref:  
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