
ENCLOSURE 5.1 

CANNOCK CHASE COUNCIL 

STANDARDS COMMITTEE 

20 FEBRUARY 2008 

REPORT OF DIRECTOR OF GOVERNANCE AND MONITORING OFFICER 

MEMBER INDUCTION PROGRAMME 

1. Purpose of Report 

1.1 The purpose of this report is to provide Members with details of the Council’s Member 
Induction Programme and to seek the Committee’s views in relation to any ideas/suggestions 
that it would wish to see included in the forthcoming Member Induction Programme for 
2008/09. 

2. Recommendation 

2.1 That consideration be given to the Council’s existing induction programme for newly elected 
Members and that officers be provided with any suggestions/ideas to be incorporated in the 
forthcoming Member Induction Programme for 2008/09. 

3. Key Issues 

3.1 Following District Elections in May newly elected Members are provided with an induction 
pack, the aim of which is to provide them with the essential information they will require in 
order to assist them in fulfilling their role as a Councillor.  A copy of the existing Members 
Induction Pack is included at Annex 1 of this report. 

3.2 As part of the Induction Pack, Members are also provided with a number of forms and other 
documents which they are required to either complete and return to the Council or use for 
future reference.  These include things such as the Notification of Members Interests form, 
information about the Member, the Council’s Constitution and information on the Freedom of 
Information Act.  Full details of the supporting documentation provided are set out at pages 20 
and 21 of the Induction Pack. 

3.2 In addition to the Induction Pack, the Council also has a programme of induction training for 
newly elected Members so as to introduce them to the workings and responsibilities of the 
Council, its functions and the decision making process.  This induction training covers topics 
such as the Code of Conduct, the role of Scrutiny and an introduction to some of the Council’s 
services.   

3.3 The Council also arranges specific training for Members who sit on specialised Committees, 
such as the Planning Control Committee and the Licensing & Public Protection Committee.  
This is so that these Members have an understanding of the Committees functions, their remit 
and some of the legislation that guides them so as to ensure that decisions are not open to 
challenge by the Courts.  (Members are asked to note that the ‘Staffordshire Plus 
Improvement Partnership Member Development Training Programme’ has now ceased). 
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ENCLOSURE 5.2 

3.4 Officers have undertaken an initial review of the Induction Pack and have identified that the 
following additional information should be included in the 2008/09 Induction Pack: 

(i) Details of the Member’s Grant Aid Initiative Scheme. 

(ii) The role of Members when acting as Trustees to the Cannock Public 
Recreation and Pleasure Ground Charity. 

3.5 It is also proposed that the Council participate in a new distance learning programme for 
newly elected Councillors known as “First Certificate in Community Leadership”, which is run 
by SOLACE in partnership with Educare.  The programme is designed to act as an induction 
for new or aspiring Councillors or as a refresher for existing Councillors.  It consists of four 
concise learning modules with accompanying multiple-choice questionnaires that test 
participant’s knowledge.  The completed questionnaires are sent to the programme 
administrator for marking and those Members who score over 70% receive a personalised 
certificate.  The cost of each module is £196.00 per Member, although discussions are 
currently taking place with SOLACE to negotiate this fee.  A number of Members from the 
Council took part in the initial pilot of this programme and found it to be valuable and 
informative. 

3.6 Officers have also written to those Members who were elected in May 2007 in order to seek 
their views on their experiences of participating in the Member Induction Programme so as to 
assist with the future development of the Programme.  

3.7 Members are asked to consider the Council’s existing induction programme for newly elected 
Members and to provide officers with any suggestions/ideas to be incorporated in the 
forthcoming Member Induction Programme for 2008/09. 

4. Legal Implications 

There are no identified legal implications arising from this report. 

5. Financial Implications  

There is an existing budget for members training.  It is anticipated by the Legal and 
Democratic Services Manager that the cost of all of the member training  and the provision of 
induction packs can be contained within this existing budget.  
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Congratulations on your recent election to 
Cannock Chase Council.  I sincerely hope 
that you will fi nd your term in offi ce both 
interesting and rewarding.

I am supported at the Council by Les Trigg, Deputy Chief 
Executive and three new Directors, who will be joining 
the Council shortly.  These are Phillip Lloyd-Williams, 
Director of Corporate Governance, Declan Hoare, 
Director of Service Improvement and Tony McGovern, 
Director of Organisational Improvement.  The County 
Council have also recently appointed a new District 
Director for Adult Social Care and Health, Phil Smith, 
who will work in partnership with the Council to improve 
health and social care services for people within the area.

There are considerable changes on the horizon for the 
Council and we are ready to embrace these changes, 
seizing on the opportunities to improve the way that 
we provide services and improve the quality of life for 
people across the District.

The Government has recently set out its future agenda 
for local authorities in a White Paper; Strong and 
Prosperous Communities and we were encouraged 
to see that we are already addressing many of the key 
messages.  We have been working with our partners to 
deliver seamless public services within the District and as 
part of this approach we have signed up to a 
county-wide Local Area Agreement for 2007-10.  This 
Agreement sets out a number of targets and outcomes 
which we need to work in partnership with others to 
deliver.  The development of the Local Area Agreement 
has made us look at better ways of working with 
partners, looking for opportunities to do things 
differently and to ensure that we are delivering value for 
your money. We have also made considerable strides 
forward in improving access to our services as we want 
the public to be able to have their queries answered at 
the fi rst point of contact. Plans are also underway to 
develop an integrated one-stop shop in Rugeley and we 
are investigating introducing a Dial a Ride scheme in 
partnership with others across the District. 

A Shopmobility scheme is also to be introduced in the 
three main town centres, improving access for people 
with mobility issues to local shops and other facilities.  

To help us to deliver joined-up services against our 
priorities we have reviewed our objectives.  These new 
objectives refl ect the outcomes of the Local Area 
Agreement and we have multi-agency groups in place to 
deliver activities and projects for each of the outcomes.  
The Chase Community Partnership, which includes 
representatives from the public, private, voluntary and 
community sectors will oversee the work of all our 
partners in delivering against this challenging agenda.  

The Council has also in the past been awarded for a 
number of Beacon Status awards for ‘Healthier 
Communities’, ‘Crime and Disorder Partnerships’ and 
‘E-government Partnership Working’.

Before commencing your duties, you must complete a 
Statutory Declaration of Acceptance of Offi ce.  
Democratic Services will have arranged for you to 
complete your declaration.  If you have not done so, 
please contact Matt Challoner in Democratic Services on 
01543 462621 at your earliest opportunity. 

This induction pack, together with the supporting 
documentation, has been prepared to provide you with 
the essential information which you will require over your 
fi rst few weeks with the Council.  I hope that you fi nd 
this useful, but should you require any advice or 
assistance, please do not hesitate to contact either myself 
or any of the offi cers mentioned in this pack.

Finally, may I congratulate you again on your election 
and I sincerely hope that you enjoy your term of offi ce.

Kind regards

S G Brown
Chief Executive
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Declaration of Acceptance of Offi ce
You should have by now signed a Declaration of 
Acceptance of Offi ce, in the presence of the Chief 
Executive of the Council.  This should have taken place at 
the count following the Election Day.  As part of signing 
this oath of offi ce, you are also required to comply with 
the provisions of the Code of Conduct.  More information 
about the Code and its provisions are detailed under the 
‘Standards and Ethics’ section of this pack.

Representing Your Ward
As a Councillor, your primary role will be to represent 
your ward and the people who live in it.  You will have 
the opportunity to make a signifi cant difference for your 
constituents by:-

Holding surgeries and resolving issues for your 
constituents.

Representing the community and developing links with 
community groups and incorporating these links into 
your role on the Council. 

Decision Making
You have a central part to play in making decisions that 
impact on your ward and across the Cannock Chase 
District.

You will be involved in decision making through being a 
member of: -

Full Council

Regulatory Committees, such as the Planning 
Control Committee and the Licensing & Public 
Protection Committee

Local Voluntary Groups/Organisations

Boards, such as school governor boards or 
partnership boards

Various panels that deal with the appointment and 
disciplinary appeals by employees of the Council.

Community Leadership and Engagement 
Community leadership is at the heart of the Council’s 
modern local government agenda and it is taking on 
new responsibilities for working in partnership with 
other organisations in order to improve services and the 
quality of life for people living in the District.  
As a community leader within your ward you are 
encouraged to raise issues and concerns of your 
constituents and you will be involved in monitoring and 
evaluating these partnerships.  Included as part of your 
induction pack is a Councillors Guide 2007/08 which 
provides more detailed information about your role as a 
community leader.

Outside Bodies 
Each year, the Council appoint Members to a number of 
outside bodies and organisations, such as School 
Governors or to serve on a management committee of a 
voluntary organisation.  By representing the Council on 
these bodies you will have a chance to infl uence a wider 
agenda and learn how other organisations work.

Strategies of the Council 
As with any large organisation, the Council carry out a 
good deal of work with partner organisations.  The main 
focus of this work is the Community Strategy.  
Developed with a range of organisations such as the 
Primary Care Trust, Police, Fire and the voluntary sector, 
the Community Strategy ensures that key public services 
are co-ordinated and delivered in an effi cient manner.

Communications and Working with 
the Media
As a Councillor, you will undoubtedly be involved with 
the local media.  Generally, you will be expected to 
generate your own personal publicity, although senior 
Members of the Council such as the Chairman of the 
Council, the Leader and Cabinet Members will 
promote the Council’s policies from a corporate 
point of view.

The Council has to adhere to strict guidelines in terms 
of its roles and responsibilities when dealing with 
communications and the media.  The Council has a 
Communications and Marketing team who will be able 
to give you advice and you will also be invited to attend 
a training event sometime in the near future.  Again, 
the Councillor’s Guide will provide you with more 
information about communication and working with 
the media. 

Checking e-mails, dealing with casework and 
corresponding with residents each day either in 
writing or via the telephone.

Holding surgeries, which allow residents to raise 
issues face to face at a set time and place.

Attending Parish/Town Council meetings if you’re also 
a Member of a Parish/Town Council.

Research and preparation for Council Committee and 
other meetings.

Attending training sessions or briefi ng meetings with 
Council offi cers.
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Your Role as a Councillor 
What Else Will I Be Involved With?
Every day, every week is different – but as well as 
undertaking the duties referred to above you will also 
be involved with: -



Standards & Ethics
Code of Conduct
On accepting offi ce, you are required to sign the 
statutory Code of Conduct, which is a set of provisions 
that guide Members towards the standards of behaviour 
that is expected of them when in offi ce.  The Standards 
Board for England oversees the Code of Conduct and 
issues guidance on how to follow the Code’s rules.

Every authority is required to adopt a Code of Conduct 
and all elected, co-opted and independent members of 
local authorities, including Parish Councils, fi re, police 
and national parks authorities, are covered by the Code. 

The Code of Conduct covers areas of individual 
behaviour such as Members not abusing their position 
or misusing the Council’s resources.  There are also rules 
governing the registration and disclosure of interests 
and withdrawal from meetings where Members have 
relevant interests.  Members are also required to record 
on the public register their fi nancial and other interests.  
Whenever you are conducting Council business or 
representing the Council, you are bound by the Code.

Promote equality by not discriminating unlawfully 
against any person.

Treat others (including Council Offi cers) with respect.

Not seek to improperly infl uence decisions to the 
advantage or disadvantage of yourself or anyone else.

Listen to advice from the Council’s Monitoring 
Offi cer or Head of Financial Management in relation to 
the legality of decisions.

Report a breach of the Code to the Standards Board 
for England if you reasonably believe that another 
Councillor has broken the Code.

Only use the Council’s resources when acting in your 
capacity as a Councillor.  They cannot be used for 
political purposes.

Do not compromise the impartiality of anyone who 
works for, or on behalf of, the Council.

Do not disclose confi dential information without valid 
consent.

Do not prevent anyone from getting information they 
are entitled to.

Do not bring the Council into disrepute at any time.

The general obligations of the Code are that you:

A copy of the Council’s Code of Conduct for Members is 
included in Part 5, Section 1 of the Council’s 
Constitution included with this pack.  Please take the 
time to familiarise yourself with the Code.

Register of Interests
As a Councillor you must also register any interests you 
may have, in accordance with Part 3 of the Code of 
Conduct so that the public, Council employees and 
fellow Members can be aware whenever you may have 
a confl ict of interest.

You must register your interests within 28 days of 
being elected.  A copy of the Register of Interests Form, 
together with guidance on completing the form entitled 
“Guidance Note – Register of Members’ Interests”, is 
included within this pack and once complete it should 
be returned to Democratic Services.  Please note that this 
register of interests is available for the public to inspect 
on request.

Personal Interests
At Council meetings, you have a duty to declare an 
interest if it is personal or prejudicial.  In essence, you 
have a personal interest in matter when the decision 
that you are going to be making is likely to affect you, 
a member of your family, a friend, your employer or the 
employer of your relatives or friends to a greater extent 
than any other person in the District.

If you have a personal interest in a matter which is 
being considered at a Council meeting of which you are 
a member, you may take part in the meeting and vote.

There are also a number of other provisions which 
apply in relation to personal interests, which are detailed 
in Part 2 of the Code.  It is important that you take the 
time to familiarise yourself with defi nition of a personal 
interest.

Personal and Prejudicial Interests
In order to have a prejudicial interest, you must fi rst 
have a personal interest.  Having determined that you 
have a personal interest, the test that should be applied 
is whether a member of the public knowing all the facts 
would consider that your personal interest was so 
signifi cant that it was likely to prejudice your judgment.

You will also have a prejudicial interest if you are part 
of the Scrutiny Committee or a Select Committee and 
they are considering a decision of another Committee of 
which you are also a member.

If you have a personal and prejudicial interest in a matter 
which is being considered at a Council meeting of which 
you are a member, you must leave the meeting 
whenever the matter is to be considered.  If there are 
other matters to be considered at the same meeting and 
you do not have a prejudicial interest in them, you can 
remain in the meeting for consideration of those items.

There are a number of provisions whereby although you 
may meet the criteria for having a prejudicial interest, 
you may regard yourself as not have such an interest.  
These are again detailed in Part 2 of the Council’s Code 
of Conduct.

Gifts and Hospitality
During your term of offi ce you will also have to 
register any gifts or hospitality worth £25.00 or more 
that you receive as part of your offi cial duties.  A 
culmination of small gifts that add up to £25.00 or more 
should also be declared.

For more detailed guidance regarding the code of 
conduct, registering and declaring interests, and 
declaring gifts and hospitality you should refer to the 
refer to those Sections of the Constitution referred to 
above and the “Standards and Ethics” section of the 
Councillors Guide.

(N.B.  Following a review of the existing Code of Conduct by the 
Government, a new Code has been laid before Parliament, which 
is likely to be adopted by the Council in June 2007).
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The Council, its Constitution 
and Committees

Leader of the Council

Deputy Leader of the Council

Children and Young People Portfolio Leader

Healthier Communities, Housing and Older People    
Portfolio Leader

Access to Skills, Economic Development & 
Enterprise Portfolio Leader

Safer & Stronger Communities Portfolio Leader

Environment Portfolio Leader

The structure of the Cabinet, in terms of the number of 
members and their portfolios, is a matter for the Leader 
but is anticipated that it will be made up as follows:

The portfolios of the Cabinet Members also refl ects the 
Council’s acronym of “CHASE”.

The Cabinet has to make decisions which are in line 
with the Council’s overall policies and budget, known 
as the Budget and Policy Framework.  If Cabinet 
considers a matter which is outside the Budget and 
Policy Framework, this must be referred to the full 
Council for determination.

Forward Plan of Key Decisions
Some of the key decisions that are likely to be made 
by the Cabinet are included in what is known at the 
Forward Plan of key decisions.  This plan includes those 
key decisions that are going to be made in the next 6 
months.  This tool allows members of the public to input 
into the Cabinet’s decision-making process. 
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The Council
The Council is comprised of 41 Councillors with broadly 
one-third elected every three years out of four.  All 
Councillors meet together as the Council in order to 
determine the Council’s overall policies and set the 
budget each year and meetings are generally open for 
the public to attend.  

The Cabinet (also known as the Executive)
From April 2007, the Council adopted the “Indirectly 
Elected Leader” model as proposed in the 
Government White Paper “Strong and Prosperous 
Communities”.  Under this model, the full Council 
appoints the Leader of the Council for four years and the 
Leader then appoints his/her own Cabinet of at least two 
but no more than nine other Members of the Council.

The Cabinet is responsible for making most of the day 
to day decisions.  Members of the Cabinet are known as 
Portfolio Leaders because they are responsible for areas 
or portfolios of work. 

C
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Constitution of the Council 
As previously mentioned, a copy of the Council’s Constitution is included with this pack.  The Constitution sets out 
how the Council operates, how decisions are made and the procedures which are followed to ensure that the Council 
is effi cient, transparent and accountable to local people.

The Full Council sits as a body with responsibility 
for strategic policy and decision-making, 
including setting the council tax and the 
budget and policy framework

Components: All 41 Councillors

The Cabinet makes most of the day to day 
decisions of the Council. It comprises of the 
Leader, Deputy Leader and 5 other members 
(known as Portfolio Leaders) with individual 
responsibilities for:
Children and Young people
Healthier Communities, Housing and Older 
People 
Access to skills, Economic 
Development and Enterprise
Safer and Stronger Communities
Environment

Overview and Scrutiny reviews the work and 
decisions of the Cabinet , reviews all areas of 
the Council’s work, carries out specifi c projects 
and investigations and considers any matter, 
or service provided by an outside organisation, 
which affects residents in the district.

Components: 1 Scrutiny Committee and 6 
Select Committees

Standards Committee promotes and maintains 
high standards of conduct by Members of the 
district council and local parish town councils.

Components: 5 Councillors, 2 independent 
members of public, 1 parish council representative

Planning Control Committee makes decisions 
on planning applications and enforcement 
matters, and advises the Cabinet on planning 
policy.

Components: 21 Councillors

Licensing and Public Protection Committee 
deals with licensing and regulation of taxis, 
riding establishments, public entertainment 
venues and other activities.

Components: 11 Councillors
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Scrutiny Committee
The Scrutiny Committee is made up of 
Members who are not Members of the Cabinet.  
This Committee publicly ‘scrutinises’ matters of 
local concern and makes reports and 
recommendations, which advises the Cabinet 
and the Council on its policies, budget and 
service delivery.

The Committee also monitors the decisions of 
the Cabinet and can ‘call-in’ a decision that has 
been made by the Cabinet but not yet 
implemented.  This enables it to consider 
whether the Cabinet’s decision is appropriate 
and can request the Cabinet to reconsider its 
decision.

Select Committees
The Select Committees form part of the 
Council’s overview and scrutiny function and 
refl ect the Portfolios of the Cabinet Members.  
They scrutinise and review Council policies and 
services, with the intention of developing future 
Council policy.  For example, they may review 
the services and policies of a particular Council 
service and at the end of the process will come 
forward with a number of recommendations 
for changes to these policies (i.e. policy 
development).  Such recommendations will then 
be referred to Council, Cabinet, the Scrutiny 
Committee or other Committees as appropriate.

There is also a Performance and Partnerships 
Select Committee, which scrutinises the 
performance of the Council and the Council’s 
Partners through quarterly monitoring reports.  
This Select Committee also refers performance 
issues to the other Select Committees.

Regulatory Committees/Sub-Committees
As a Councillor you may also be appointed to one of 
the Council’s regulatory Committees/Sub-Committees.  
Members on these Committees have a quasi-judicial 
role, which means that they have the power to grant, 
suspend, or revoke licenses or applications. Such 
Committees exercise powers that affect the individual 
rights of residents of the District and they must observe 
the principles of natural justice (i.e. it must act and reach 
its decision fairly, without bias and in good faith, and 
must give all parties a reasonable opportunity to present 
their case).

These Committees include the Planning Committee, 
which exercises powers and duties relating to planning 
and building control issues, and the Licensing 
Committee and its Sub-Committee, which determines 
applications, claims and appeals in respect of the 
licensing functions and other legislation.

Planning Code of Conduct
Those Members who sit on the Council’s Planning 
Control Committee have to observe certain standards 
when considering planning applications. Whilst 
Councillors have a special duty to residents of their ward, 
their overriding duty is to the whole community. The 
General Principles of Conduct issued by the Government 
state that Councillors should not favour any individuals 
or groups and, although they may take into account the 
views of others, they should reach their own conclusions 
on the issues before them and act in accordance with 
those conclusions. Councillors must, therefore, represent 
their constituents as a body and vote in the interests 
of the whole district especially when discharging their 
planning responsibilities. A guide to decision making in 
relation to planning applications is included in the 
Constitution (Part 5 – Codes and Protocols, Section 1).
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promoting and maintaining high standards of 
conduct by Members of the District, Parish, Town 
Council’s and Co-opted Members.

advising the Council on adopting revisions to the 
Members Code of Conduct.

advising and training Councillors in relation to 
the Code.

dealing with matters referred from the Council’s 
Monitoring Offi cer and from the Standards Board 
for England.

Standards Committee and Parish Councils 
Standards Sub-Committee 
These Committees have a number of functions 
including: -

The Standards Committee is made up of Members from 
the District Council, a Member of a Parish/Town Council 
and two Independent Members.  The Parish Councils 
Standards Sub-Committee is made up of District 
Councillors, a Parish/Town Councillors from each of the 
Parish/Town Council’s within the District and four 
Independent Members.

Community Forums 
The Council have a number of Community Forums 
covering all of the wards within the District.  As a Ward 
Councillor, you will automatically be a Member of the 
Community Forum that covers your Ward.

Community Forums are supported by Offi cers from 
the Council and by a number of the Council’s partners, 
including Staffordshire County Council, South 
Staffordshire Primary Care Trust (PCT) and Staffordshire 
Police to name just a few.  Members of the public who 
attend these Forums have an opportunity to debate local 
issues and ask questions of Members and Offi cers.

Delegated Powers 
The Scheme of Delegation provides the framework for 
the day to day management of the Council and 
authorises employees of the Council to exercise the 
functions of the Council.  A number of the Council’s 
Committees can also delegate some of the 
Committee’s functions to offi cers provided that the 
Committee granting the delegation has the power to 
do so.  Section 7 of the Constitution, entitled “Scheme 
of Delegation” provides further detail of the Council’s 
Scheme.
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Training and Development 
for Members
Induction Training
The training and development of Members is recognised 
as an integral part of the Council’s business.  The Council 
is committed to the principles of the Investors in People 
Standard and to the development of its elected 
Members in order to keep them up to date with 
developments and enable them to develop their 
knowledge and skills through experience, training and 
development.

The Council has a programme of induction training 
which will introduce you to the workings and 
responsibilities of the Council, its functions and decision 
making processes.  This induction training covers topics 
such as:

The Members Code of Conduct

A corporate overview of the Council

The legal position of the Council

The role of Scrutiny and partnership working

Introduction to some of the Council’s services

It is likely that this induction training will be held during 
June/July and you will be contacted in due course 
regarding suitable dates. Please note that if you are 
a new Councillor it is mandatory that you attend this 
induction training.

Staffordshire Plus Improvement Partnership 
‘Member Development’ Training Programme 
In addition to the Council’s own induction programme, 
the Council is also signed up to the Staffordshire Plus 
Improvement Partnership Member Development 
Programme, known as SPIP.

This is a joint venture of 12 local authorities working 
together to improve public services by strengthening the 
skills of Members in key areas.  As a Member you will have 
the opportunity to participate in the Training Programme, 
which will provide you with an opportunity to meet 
Councillors from other authorities and share learning 
experiences.

The programme covers the following key topics:

Financial planning 

Community and local leadership 

Communication and infl uencing skills

Effective chairing 

Project management 

Scrutiny functions

Member offi cer roles and relations 

Being a frontline member 

In order to assist the Council in determining your 
training and development needs, an assessment form has 
been included with this pack and it would be useful if you 
would complete and return the form to Democratic 
Services.  Once an assessment of your training needs has 
been undertaken you will invited from time to time to 
attend appropriate training courses arranged by SPIP.
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Specialised Training
The Council also arranges specifi c training for Members 
who sit on specialised Committees, such as the Planning 
Control Committee and Licensing Committee /
sub-committee.

It is vitally important that the Members of these 
Committees have an understanding of the Committees 
functions, their remit and of some of the legislation that 
guides them, so as to ensure that the decisions of the 
Committees are not open to challenge in the courts.  

The Council have determined that it is mandatory that 
Members appointed to these Committee attend any 
training that is arranged in relation to the role and 
functions of the Committees. 

Other specialised training, such as working with the 
media, is also provided and you will again be contacted 
in due course regarding suitable dates.



General Information
Agendas for Council Committee Meetings
By law, the agenda and documents for Council 
Committee meetings must be published at least 5 clear 
days before the meeting.  The agenda for the 
meeting will generally include the date, time, venue 
of the meeting, the minutes of the previous meeting 
and any reports.  As a Councillor you will receive the 
agendas, minutes and reports for all Council Committee 
meetings.  Agendas from past Council meetings are also 
available from Democratic Services.

If there are any issues of interest to you or of concern to 
your Ward and you are not a Member of that 
Committee, you can attend the meeting as an observer.  
If you wish to speak at the meeting, you will need to be 
formally invited by the Chairman.  However, you will not 
be entitled to vote unless you are a Member of the 
Committee.  For all formal meetings, minutes are taken 
and made available to the public.  The majority of 
agendas and reports are also made available 
electronically on the Council’s website.

Preparation for meetings is very important and you are 
advised to read the agenda and documents before the 
meeting.

Members Post and Mail Pouches
There is a weekly despatch of post to all Members on a 
Tuesday. This is hand delivered by the Council’s Caretaker 
and will usually be with you by 6.00pm.  A further 
despatch of post is also sent each Friday by 1st class 
Royal Mail delivery.

On each of these occasions your post will be forwarded 
in secure reusable mail pouches. These are opened by 
breaking the plastic seal and sliding open the zip.  On 
Tuesdays you will receive a Blue mail pouch and on 
Fridays you will receive a Green mail pouch.

Each Councillor is allocated a small number of mail 
pouches for re-use.  It is important that you return your 
mail pouches as soon as possible by either leaving them 
in the boxes provided in your political group room, or 
by returning them to Democratic Services.  If you do not 
return your pouches your mail will be forwarded to you 
in a standard envelope.

If for any reason you would like your mail to be 
retained, for example if you are on holiday, please make 
sure you advise Democratic Services of the dates you 
would like your post to be retained.

Allowances and Expenses
As a Councillor you will receive an annual allowance, 
which will be paid directly into your bank/building 
society account each month.  The level (or scheme) 
of Members Allowances is determined by the Council 
each year, following the receipt of a report from an 
Independent Panel.  The amount you will receive as an 
individual will depend upon the position(s) you hold on 
the Council (i.e. whether you are a Committee 
Chairman, a Cabinet Member or a backbench Member 
etc).

You are also entitled to receive other allowances, such 
as claiming for travelling and subsistence expenses for 
Council Committee meetings.  When claiming for such 
expenses you need to complete the logbook included 
within this pack and return your claim form to 
Democratic Services by no later than 5th of each month.

Before claiming mileage expenses, you need to 
ensure that your insurance covers you for ‘business use’ 
and you need to provide Democratic Services with a 
copy of your vehicle insurance certifi cate.  When 
submitting mileage claims you also need to include a 
VAT receipt for fuel, which should pre date the fi rst item 
included on your claim form.

Local Government Pension Scheme
As a Councillor you are eligible to pay up to 100% of 
your allowances into the Local Government Pension 
Scheme so as to accrue benefi ts from the scheme and 
enjoy tax relief on the full amount.  Should you decide to 
join the scheme, your pension would need to be drawn 
before your 75th birthday.

Should you wish to join the pension scheme or require 
any further information, please contact the Council’s 
Organisational Development Unit. 

Identity Cards and Access to the Civic Centre
Shortly after the Annual Council meeting, you will be 
provided with an identity card and swipe card in order 
to access the Civic Centre.

Parking is also provided to the side of the Civic Centre 
and a barrier card and display sign are included within 
this pack.  Please ensure that you put the display sign in 
the window of your vehicle.

Council Chamber
Each Member has a designated seat in the Council 
Chamber.  A seating plan will be issued to all Members 
prior to the Annual Council meeting.  It is not advisable 
to leave papers, confi dential or personal documents in 
the Council Chamber as security cannot be guaranteed.

Civic Diary
Within a few weeks of the Annual Council meeting you 
will be provided with a civic diary.  This includes 
information about other Councillors, statistical 
information about the District and the Calendar of 
Meetings for the municipal year.

Political Group Rooms
Each of the political groups have an allocated room in 
the Civic Suite, which are normally used to hold 
political group meetings.  A computer is available in 
these rooms for you to use should you wish.  Access to 
the rooms is via an access code located on the door and 
the code for your respective group room is included in 
this pack.
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Contact Centre
In order to assist both you and members of the public, 
the Council have recently introduced a Contact Centre 
in order to try and deal with the majority of queries at 
the fi rst point of contact.  Therefore, should you wish to 
contact and offi cer at the Council, you should call 
01543 462621 and ask for the appropriate offi cer.

Smoke Free Policy
From 1st July 2007, new legislation will mean that 
smoking will not be permitted at any workplace, 
building or vehicle owned or controlled by the Council or 
within three metres of any such building.

Research, Support and Advice
The Chief Executive, Directors and Heads of Services will 
be pleased to assist you with any support and advice 
that you may require when fulfi lling your duties.  
General advise and support is also available from 
Democratic Services.

IT Equipment, Internet and E-mail
In order to support your role as a Councillor, you will be 
provided with computer equipment which will have 
access to e-mail and the internet.  Your e-mail address 
will usually be your name@cannockchasedc.gov.uk and 
this will be set up to forward e-mails to your computer.  
You can, however, choose not to receive e-mails directly 
and instead have Democratic Services receive them on 
your behalf and forward them to you via your weekly 
mail delivery.  A form is enclosed for you to complete 
and return, indicating your preferred option for 
receiving e-mails.

With your consent, the Council also publishes your 
contact details on the Council’s website.  This 
information will include your name, home address, 
home telephone number, e-mail address and a 
photograph of you.  It allows people who visit the 
Council’s website to fi nd out contact details for their 
local Ward Councillors.  Please indicate on this form that 
you give authorisation for your details to be published 
on the web.

Please note that the Council is currently reviewing its 
arrangements for providing IT support to Members and 
you will be contacted in due course by the Council’s IT 
Section to discuss arrangements for providing you with 
IT equipment.  Prior to receiving any IT equipment, you 
will need to undertake a health and safety course and 
you will be contacted by the Council’s Organisational 
Development Unit as to your availability.

You should also note that the Council has strict rules 
regarding the use of Council equipment for internet 
and e-mail use and guidance on the use of IT 
equipment is included with this pack.

The Council also provides other kinds of support such 
as stationery and business supplies.  Personalised 
stationery is available at a small charge, which can 
be arranged through Democratic Services. 
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Key Contacts
Function

Allowances and Pensions (Members)

Animal Welfare

Building Regulations

Car Parks – Council Owned

Cemeteries and Memorials

Chief Executive

Christmas Lighting

Computer Equipment (Council only)

Concessionary Fares

Council Housing (Allocations and Lettings)

Council Housing (Programmed Repairs and 
Maintenance)

Council Housing (Rent Arrears)

Council Housing (Responsive Repairs and 
Maintenance)

Council Tax and Housing Benefi ts

Deputy Chief Executive

Elections & Chief Executive PA

Enforcement Notices (Advertisements)

Enforcement Notices (Planning)

Food (Hygiene and Safety)

Grant Applications (Charities, Community 
Groups etc)

Name and Department

Barbara Rigby, Organisational Development

David Prosser-Davies, Environmental Health

Paul Beckley, Building Control Manager

Kevin Lawlor, Head of Environmental Services

Tom Walsh, Parks & Open Spaces Manager

Stephen Brown

Kevin Lawlor, Head of Environmental Services

Marie Mears, Members IT Support Offi cer

Steve Partridge, Support Services Manager

Sheena Staurt, Housing Services

Mark Rogers, Housing Services

Diane Johnson, Housing Services

Catherine Owen, Housing Services

Rob Wolfe, Local Tax & Benefi ts Manager

Les Trigg

Glenis Turner, Principal Administrator

John Heminsley, Planning Services Manager

John Heminsley, Planning Services Manager

David Prosser-Davies, Environmental Health

Mike Thompson, Chief Accountant

Extension No

4400

4202

4408

6815

4482

4553

6815

4533

4427

4773

6805

4499

6831

4397

4541

4553

4521

4521

4202

4677

Function

Legal Services

Licensing of Premises

Licensing of Taxis

Markets

Members Support

Museum of Cannock Chase

Neighbour Nuisance (Council Tenants)

Neighbour Nuisance (None Council 
Tenants)

Parks and Open Spaces

Pest Control

Planning Applications

Playgrounds

Pollution (including Air and Noise)

Press Enquiries

Public Conveniences

Refuse Collection and Recycling

Sports and Leisure Facilities

Street Cleansing

Street Naming and Numbering

Street Trading

Tree Preservation Orders (TPO’s)

Name and Department

Surjit Tour, Legal & Democratic Services

Karen Sulway, Environmental Health

Karen Sulway, Environmental Health

Geoff Winslow, Property Services Manager

Matt Challoner, Democratic Services

Adrienne Whitehouse, Leisure Services

Nigel Haywood, Tenancy Services Manager

Karen Sulway, Environmental Health

Tom Walsh, Parks & Open Spaces Manager

Karen Sulway, Environmental Health

John Heminsley, Planning Services Manager

Tom Walsh, Parks & Open Spaces Manager

Karen Sulway, Environmental Health

Kathryn Cooper, PR & Marketing Manager

Kevin Lawlor, Head of Environmental Services

Kevin Lawlor, Head of Environmental Services

Mike Worsnop, Leisure Operations Manger

Kevin Lawlor, Head of Environmental Services

Steve Partridge, Support Services Manager

Karen Sulway, Environmental Health

John Heminsley, Planning Services Manager

Extension No

4236

4480

4480

4524

4588

4682

4766

4588

4482

4588

4521

4482

4588

4463

6815

6815

4590

6815

4427

4588

4521
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As previously mentioned, there are a number of forms included with your pack that you need to complete and return 
to Democratic Services.  To assist you, each of the forms that you need to complete are numbered and can be 
referenced to the description list below:

List of Forms to 
Complete and Return

Form 1

Notifi cation by Member of Local 
Authority of Financial and Other Interests

You are required to complete this form by law.  This 
is a register of any interests you may have and you 
are required to return this within 28 days of the 
date of your election.  

Form 2

Bank/Building Society Details

This form is necessary in order that the Council can 
pay your allowances into your bank/building society.

Form 3

General Information About Yourself

This form is to provide the Council with your 
contact details.  This information will be used by 
the Council and some of the information, such as 
your home address and telephone number will be 
made available to the public in order that they can 
contact you.

Form 4

E-mails and Information on the Council’s Website

This form is for you to authorise the Council to put 
your contact details on the Council’s website and 
also to confi rm how you would wish to receive 
e-mails sent you by offi cers, other Councillors and 
residents of the District.

Form 5

Training & Development Assessment Form - 
Staffordshire Plus Improvement Partnership (SPIP)

This form is to enable the Council to assess your 
training and development needs in order that you 
can be invited to appropriate training courses 
arranged by SPIP.

Certifi cate of Motor Insurance You need to return a copy of your certifi cate of 
motor insurance should you wish to claim for 
travelling expenses.

As well as the documents referred to in this pack there are also a selection of other documents, leafl ets and booklets 
included for your information.  They should assist you in fulfi lling your role and provide you with some general 
information about the Council and Local Government generally:

Other  Useful Information

Council Constitution

A Councillors Guide 2007/08

E-mail and Internet Use

Civic Centre Floor Plans

“Complaint About The 
Council” – The Local 
Government Ombudsman

Freedom of Information

Disclosure of Personal 
Information

Mileage Claim Booklet

Car Park Barrier Card and 
Display Sticker

Group Room Access Codes

This sets out how the Council operates, how decisions are made and 
the procedures, which are followed to ensure that the Council is 
effi cient, transparent and accountable to local people.

This is a document that has been prepared by the Government’s 
Improvement and Development Agency specifi cally for newly elected 
Councillors. It includes information on the role and responsibilities of 
Councillors, explains how Council’s work and how they are funded, and 
examines the various checks and balances the regulate Councils and 
Councillors.

This document sets out standards and guidance for using the 
Council’s e-mail and internet facilities.

These fl oor plans show where each of the Council’s departments are 
located in the Civic Centre.

This letter and booklet provides information on the Local 
Government Ombudsman Service and how members of the public can 
complain about the Council.

A Brief guide to the Freedom of Information Act 2000.

A guide to the disclosure of personal information in relation to the Data 
Protection Act 1998.

You will need to complete this booklet should you wish to claim for 
travelling expenses and subsistence.

The car park barrier card allows you access to the Member’s car park.  
You also need to ensure that you put the display sticker in your car 
window.

This card provides you with the access codes for your group room, the 
general Member’s room and the photocopier, which is located in the 
general Member’s room.
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