PATROL ADJUDICATION JOINT COMMITTEE

To be held at 11.30 am on Tuesday 26" June 2012
At Warwickshire County Cricket Club, The County Ground, Edgbaston, Birmingham, B5 7QU.

AGENDA
PART A

APPOINTMENT OF CHAIR, VICE CHAIR AND ASSISTANT CHAIR
To appoint Members to serve as Chair, Vice Chair and Assistant Chair of the Joint Committee.
(These appointments to be effective until the next Annual Meeting)

URGENT BUSINESS
To consider any items which the Chair has agreed to have submitted as urgent.

ACCESS TO INFORMATION ACT

To consider any appeals from the public against refusal to allow inspection of background
documents and/or the inclusion of items in the confidential part of the agenda.

DECLARATIONS OF PECUNIARY / NON-PECUNIARY INTERESTS

To allow Members an opportunity to [a] declare personal or prejudicial interests in any items
which appear on this agenda; and [b] record any items from which they are precluded from
voting as a result of Council Tax/Council rent arrears; and [c] the existence and nature of any
party whipping arrangements in respect of any item to be considered at this meeting.
Members with a personal interest should declare that interest at the start of the item under
consideration. If members also have a prejudicial interest they should withdraw from the
meeting during the consideration of the item.

MINUTES OF THE PATROL ADJUDICATION JOINT COMMITTEE

To approve the minutes of the PATROL Adjudication Joint Committee at its meeting held on 28
September 2011
[Enclosed]

MINUTES OF THE PATROL ADJUDICATION JOINT COMMITTEE EXECUTIVE SUB
COMMITTEE MEETING

To note the minutes of the PATROL Adjudication Joint Committee Executive Sub Committee
meeting held 31% January 2012

[Enclosed]

MINUTES OF THE PATROL ADJUDICATION JOINT COMMITTEE APPOINTMENT SUB
COMMITTEE

To note the minutes of the PATROL Adjudication Joint Committee Appointment Sub
Committee meeting held 29 February 2012.

[Enclosed]

TRIBUNAL GENERAL PROGRESS AND SERVICE STANDARDS

To provide general information in respect of the tribunal’s initiatives and standards.
[Report Enclosed]

PATROL ANNUAL REPORT AWARD 2010/11
To note the results of the PATROL Annual Report Award 2010/11
[Report Enclosed]



10.

RISK REGISTER

To review the Risk Management Strategy, approve the Business Continuity Management
Policy and note the latest review of the Risk Register.

[Report Enclosed]

11. TREASURY MANAGEMENT STATEMENT
To approve a revised Treasury Management Statement for 2012/13
[Report Enclosed]

12. PATROL ADJUDICATION JOINT COMMITTEE FINANCIAL REGULATIONS AND
PROCUREMENT
To approve amendments to the Joint Committee’s Financial Regulations and receive a report
on procurement.
[Report Enclosed]

13. DRAFT ANNUAL RETURN FOR 2011/12
To submit for approval the draft Annual Return of the Joint Committee for 2011/12.
[Report Enclosed]

14. APPOINTMENT OF AUDITORS FOR FIVE YEARS FROM 2012/13
To approve the response to the Audit Commission in respect of their consultation on the
appointment of external auditors.

15. PATROL EXECUTIVE SUB COMMITTEE WALES
To receive a verbal update.

16. ANNUAL REVIEW OF GOVERNANCE DOCUMENTATION
To adopt the governance documentation as set out in the report (Standing Orders and Rules of
Financial Management, Scheme of Delegation and Cycle of Meetings).
[Enclosed]

17. ESTABLISHMENT OF EXECUTIVE SUB COMMITTEE
To establish an Executive Sub Committee including its Terms of Reference. To appoint
Members of the Executive Sub Committee for the period until the annual meeting of the Joint
Committee in June 2013.
[Enclosed]

18. APPOINTMENTS TO THE ADVISORY BOARD
To request appointments to the Advisory Board for the period until the annual meeting of the
Joint Committee in June 2013.
[Report Enclosed}

19. LEAD AUTHORITY ARRANGEMENTS
To receive a progress report on Lead Authority arrangements
[Report Enclosed]

20. DATE OF NEXT MEETING: TUESDAY 25 SEPTEMBER 2012

SIR HOWARD BERNSTEIN CONTACT OFFICER

Chief Executive Chris Shepherd

Manchester City Council Governance and Scrutiny Support

Town Hall, Albert Square Tel: 0161 234 3043

Manchester M60 2LA Fax: 0161274 7017

AGENDA ISSUED: 18" June 2012
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Patrol Adjudication Joint Committee 28 September 2011
Minutes

Minutes of a meeting of the PATROL Adjudication Joint Committee
held on 28 September 2011 at the Warwickshire County Cricket
Club, Edgbaston, Birmingham.

Present:

Councillor Richard Bell, Sunderland City Council

Councillor Tony Burns — Manchester City Council
Councillor Roland Dibbs — Rushmoor Borough Council
Councillor Phrynette Dickens — Hampshire County Council
Councillor Ken Gregory — Thanet District Council

Councillor Jim Jones — Carmarthenshire County Council
Councillor Mike Carver — East Herts District Council
Councillor Rodney Rose — Oxfordshire County Council
Councillor Jamie Macrae — Cheshire East Council
Councillor Andrew Bosmans — Doncaster Metropolitan Borough Council
Councillor John Leather - Cheshire West & Chester Council
Councillor Graham Beale — Wychavon Council

Councillor Alastair Watson — Stoke-on-Trent City Council
Councillor Jane Urquhart — Nottingham City Council
Councillor Tony Page — Reading Borough Council

Also Present:

Susan Orrell, City Solicitor, Manchester City Council (Part of meeting)
Caroline Sheppard, Chief Adjudicator, Traffic Penalty Tribunal
Louise Hutchinson, Head of Service, PATROL

Chris Shepherd for PATROL Secretary

Graham Addicott OBE — PATROL Advisory Board

Andrew Barfoot — Traffic Penalty Tribunal

Miles Wallace — PATROL

Jason Dobson - PATROL

Robin Chantrill Smith — Thanet District Council

Roy Tunstall — Liverpool City Council

Caroline Stylianou — Nottingham City Council

lan Nash — Nottingham City Council

John McEvoy — Carmarthenshire County Council

Michael Crane — Stoke-on-Trent City Council

Phillip Hepburn — Hartlepool Borough Council

Andrew Pulham - East Herts District Council

Helen Crozier — Oxfordshire County Council

John Satchwell — Chair, Advisory Board
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Patrol Adjudication Joint Committee 28 September 2011
Minutes

PATROL/11/01 Appointment of Chair and Vice Chair
Decision

To re-appoint Councillor Gregory (Thanet) as Chair, Councillor Burns (Manchester)
as Vice Chair and Councillor Dickens (Hampshire) as Assistant Chair until the next
Annual Meeting of the Joint Committee.

Councillor Gregory — In the Chair
PATROL/11/02 Urgent Business

To note the Chair had agreed to receive as urgent business a report regarding the
recruitment process for new Chief Adjudicator.

PATROL/11/03 Recruitment process for New Chief Adjudicator

A report was submitted which sought approval for the arrangements for the
recruitment of a new Chief Adjudicator. The Committee noted that the current Chief
Adjudicator’s request for flexible retirement has been agreed and she will continue to
work on a part time basis until spring 2012 when it is the intention to have appointed
a new Chief Parking Adjudicator.

The City Solicitor for the Lead Authority (Manchester) attended the meeting and
clarified a number of issues raised by members.

Decision

1. To note the interim arrangements in terms of the current Chief Adjudicator’s
employment pending her retirement.

2. To delegate to the Chair, Vice Chair and Assistant Chair of the PATROL
Adjudication Joint Committee, the Chair and Vice Chair of the Bus Lane
Adjudication Service Joint Committee(or their nominees if the Chair and Vice
Chair are also Chair and Vice Chair respectively of the PATROL Adjudication
Joint Committee) and the Assistant Vice Chair PATROL Executive Sub
Committee Wales (the * Appointment Sub Committee’) the appointment of the
new Chief Adjudicator following the retirement of the current Chief Adjudicator

3. To agree to establish a working group (the ‘Working Group’) comprising the
Chair, Vice Chair and Assistant Chair of the PATROL Adjudication Joint
Committee, the Chair and Vice Chair of the Bus Lane Adjudication Service
Joint Committee (or their nominees if the Chair and Vice Chair are also Chair
and Vice Chair respectively of the PATROL Adjudication Joint Committee) and
the Assistant Vice Chair PATROL Executive Sub Committee Wales, the Chair
and Vice Chair of the Advisory Board, the Lead Officer (or his nominee) and
the Ministry Of Justice (or its nominee).
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Patrol Adjudication Joint Committee 28 September 2011
Minutes

4, To agree that the Working Group carry out a review and make
recommendations in respect of:

« the time commitment required of the new Chief Adjudicator

« the terms and conditions of employment including salary following an
appropriate benchmarking exercise

« the appropriate recruitment and selection process to be followed

5. To agree that the Working Group take such steps as may be necessary to
bring about the recruitment and selection exercise referred to above (see point
2) and to make a recommendation to the Sub Committee as to the
appointment of the new Chief Adjudicator following that recruitment and
selection exercise

6. To agree that a progress report be brought to the Executive Sub Committee of
the Joint Committee at its meeting in January 2012

PATROL/11/04 Annual Review of Governance Documentation

A report was submitted which presented the governance documentation for annual
review.

Decision

1. To adopt the Standing Orders and Rules of Financial Management as detailed
in the report.

2. To adopt the Financial Regulations as set out in the Appendix to the report.

3. To adopt the Scheme of Delegation as set out in the Appendix to the report.
4. To note the cycle of meetings for 2012

PATROL/11/05 Minutes of the Patrol Adjudication Joint Committee
Decision

To approve as a correct record the minutes of the meeting held on 21 September
2010.

PATROL/11/06 PATROL Adjudication Joint Committee, Executive
Sub Committee

The Minutes of the PATROL Adjudication Joint Committee, Executive Sub
Committee held on 25 January 2011 and 28 June 2011 were submitted for
information.
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Patrol Adjudication Joint Committee 28 September 2011
Minutes

Decision

To note the minutes.

PATROL/11/07 PATROL Adjudication Joint Committee Executive
Sub Committee (Wales)

Councillor Jim Jones, Chair of the PATROL Adjudication Joint Committee Executive
Sub Committee (Wales) gave a verbal report. He informed members that he was
awaiting feedback from the Welsh Assembly following their deliberations and would
report back to the Committee in due course.

Decision

To thank Councillor Jones for his report.

PATROL/11/08 Establishment of Executive Sub Committee

A report was submitted requesting the Joint Committee to establish an Executive
Sub-Committee for the forthcoming year.

Decision

To approve the establishment of an Executive Sub-Committee to act on behalf of the
Joint Committee until the annual meeting in 2012, comprising:

Councillor Bramall, Sheffield
Councillor Bell, Sunderland
Councillor Burns, Manchester
Councillor Carver, East Hertfordshire
Councillor Dibbs, Rushmoor
Councillor Dickens, Hampshire
Councillor Gregory, Thanet
Councillor Davey, Brighton & Hove
Councillor Jones, Carmarthenshire
Councillor Page, Reading

Councillor Leather, Cheshire West and Chester
Councillor Macrae, Cheshire East

PATROL/11/09 Appointments to the Advisory Board

A report was submitted detailing the Terms of Reference for the Advisory Board
requesting the reappointment of the Local Authority representatives as detailed in the
report.

Decision

1. To adopt the Terms of Reference.
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Patrol Adjudication Joint Committee 28 September 2011
Minutes

2. To re-appoint Michelle Chard (Lead Authority) and Andy Hickman (English
District)

PATROL/11/10 Annual Report of the Parking Adjudicators

A report was submitted requesting the Joint Committee to delegate authority to the
Executive Sub-Committee to receive the Adjudicator’s Annual report in January
2012.

Decision

1. To note the timing of the Adjudicators’ Annual Report 2010/11.

2. To note that statistics in respect of appeals during 2010/11 have been
circulated to local authorities to assist local statistical reporting.

3. To delegate authority to the Executive Sub Committee to receive the
Adjudicators Annual Report 2010/11 at its meeting in January 2012.

PATROL/11/11 Tribunal General Progress and Service Standards

A report was submitted concerning progress in respect of: (a) the take up of civil
parking enforcement powers by Councils in England (outside London) and Wales
and information in relation to general progress and service standards.

Decision

1. To note the information provided in the report in respect of the current take up
of civil enforcement of parking powers.

2. To note the information in relation to appeals activity.
3. To note the information in relation to service standards.
4. To note the additional general progress information.

PATROL/11/12 Final Annual Accounts 2010/11

A report was submitted which detailed the findings of the Audit Commission Small
Bodies Annual Return for year ended 31 March 2011.

Decision

To note the findings of the audit contained in the Annual return and the Issues
Arising Report and the management responses.

PATROL/11/13 Budget Monitoring 2011/12
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Patrol Adjudication Joint Committee 28 September 2011
Minutes

A report was submitted which presented the expenditure monitoring information in
respect of the Revenue Account for year 2011/12.

Decision
1. To note the income and expenditure position at 30 June 2011.
2. To note that a further report would be presented to the January 2012 meeting.

PATROL/11/14 Treasury Management Statement

A report was submitted which presented the Treasury Management Statement to
September 2011.

Decision

1. To approve the proposal for 2011/12 to place reserves on deposit as set out in
the report.

2. To delegate the task of approving an Annual Investment Strategy to the

Executive Sub Committee at its meeting in January 2012 for 2012/13 in
accordance with the Annual Investment Strategy requirements set out in this
report

PATROL/11/15 Risk Register

A report was submitted which provided details of the most recent review of the risk
register.

Decision
1. To review the current evaluation of risk as detailed in the report.

2. To note the arrangements for management of risk in accordance with the risk
matrix set out in the report.

PATROL/11/16 Working Group for Traffic Regulation

The Head of Service reported that work linked to the signs review is due to be
finalised next month and a report will be brought to Committee in January 2012.

Decision
To note the update.

PATROL/11/17 Service of Notices
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Patrol Adjudication Joint Committee 28 September 2011
Minutes

A report was submitted which informed Members of the requirements placed on
Local Authorities undertaking Civil Parking Enforcement in relation to the Service of
Notices and sought the views of Members on the impact of these requirements.

Members felt that restricting Council’s serving documents under the Regulations to
using the Royal Mail was out-dated and prevented the enforcement authority
achieving cost savings by using alternative delivery suppliers and alternative
methods of delivering notices. Members noted that enforcement authorities are
increasingly using electronic communication with motorists at other stages in the civil
enforcement process, with the obvious time, cost and environmental benefits this
provides.

Decision

1. To request Council Officers to provide evidence relating to the current Post
Office First Class Post expenditure on postage for parking with comparisons
with other postal services used by other departments within the Council.

2. If appropriate, following review of the evidence the Chair should write to the
Secretary of State for Transport on the Joint Committee’s behalf seeking
amendment of the service provisions in the Regulations to allow greater
flexibility and value for money for enforcement authorities

PATROL/11/18 Patrol Annual Report Award 2008/10

A report was submitted which informed the Members of the findings of the
Independent Review Group which considered the reports for 2009/10 and the
arrangements for reporting on the award for the period 2008 — 2010.

Decision

1. To note the findings of the Independent Review Group on local authority
annual reports for 2009/10.

2. To approve the circulation of a combined report for 2008/09 and 2009/10 free
of charge.

Page 7 of 7



Patrol Adjudication Joint Committee 31 January 2012
Minutes

Minutes of a meeting of the PATROL Adjudication Joint Committee
held on 31 January 2012 at the Warwickshire County Cricket Club,
Edgbaston, Birmingham.

Present;

Councillor Ken Gregory — Thanet District Council (Chair)
Councillor Richard Bell, Sunderiand City Council

Councillor Phrynette Dickens — Hampshire County Council
Councillor Mike Carver — East Herts District Council

Councillor Jamie Macrae — Cheshire East Council

Councillor John Leather - Cheshire West & Chester Council
Councillor Alastair Watson — Stoke-on-Trent City Council
Councillor Tony Page — Reading Borough Council

Councillor Susan Barker — Uttlesford District Council
Councillor Rachel Bailey — Cheshire East Council

Councillor D R Payne — Newark and Sherwood District Council
Councillor Mike Maryon — Staffordshire County Council
Councillor Ken Pritchard — Torbay Council

Councillor lan Davey - Brighton & Hove City Council
Councillor Andrew Bosmans, Doncaster Metropolitan Borough Council

Also Present:

John Satchwell — Chair, Advisory Board

Susan Orrell, City Solicitor, Manchester City Council (Part of meeting)
Michelle Chard, Manchester City Council (part of meeting)
Caroline Sheppard, Chief Adjudicator, Traffic Penalty Tribunal
Louise Hutchinson, Head of Service, PATROL

Chris Shepherd for PATROL Secretary

Andrew Barfoot — Traffic Penalty Tribunal

Miles Wallace - PATROL

Kelly Cornell - PATROL

Robin Chantrill-Smith — Thanet District Council

Michael Clarke — City of Stoke on Trent

Marc Samways — Hampshire County Council

Andrew Pulham - East Herts District Council

Helen Crozier — Oxfordshire County Council

Russell Heep — Oxfordshire County Council

Paul Thomas - Cardiff City Council

PATROL/12/01 Minutes of the Patrol Adjudication Joint Committee
Decision

To approve the minutes of the Patrol Adjudication Joint Committee held on 28
September 2011.
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Patrol Adjudication Joint Committee 31 January 2012
Minutes

PATROL/12/02 Lead Authority arrangements

A report was submitted which provided the background documentation in respect of
the Lead Authority arrangements to the Joint Committee. The Committee noted that
the current Lead Authority, Manchester City Council, had given formal notice of their
intention to relinquish this role in accordance with the terms of PATROL Adjudication
Joint Committee Agreement. The Agreement allows for the notice period to be
shortened by mutual consent and Manchester City Council had indicated that their
preference would be for a new Lead Authority to be appointed as soon as possible.

The Head of Service for PATROL reported that three authorities had expressed an
interest, namely — Cheshire East, Oxfordshire and Doncaster. It was proposed to
ask these authorities to bring forward proposals by mid February in order to progress
this matter.

Decision

1. To note the contents of Schedule 6 and Section 4 of the PATROL Adjudication
Joint Committee Agreement

2. To note that the current Lead Authority has served notice on the Joint
Committee

3. To record thanks to Manchester City Council for its services to the Joint
Committee.

4. To note the intention to identify a new Lead Authority in order to facilitate a

transfer of the Lead Authority function and agree a timescale for reviewing: the
documentation which supports this arrangement; the services provided and
the options for operating models.

5. To delegate authority to the Appointments Sub Committee to progress the
appointment of a new Lead Authority with a view to reporting to the June 2012
meeting.

PATROL/12/03 Report of the Appointment Sub Committee and
Working Group

At the September 2011 meeting, the Joint Committee approved the establishment of
a Appointment Sub Committee and Working Group to progress the recruitment
process for the new Chief Adjudicator

The Appointments Sub Committee reported that:

1. The time commitment for the new Chief Adjudicator should be full time and
note less than 4 days per week (in which case the salary would be
adjusted accordingly)

2. Flexibility to change the time commitment of the Chief Adjudicator should
be built into the terms of appointment and made clear during the
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Patrol Adjudication Joint Committee 31 January 2012
Minutes

recruitment process subject to further review of the legal position and
advice from the Lead Authority’s personnel advisors.

3. There is a presumption of renewal beyond the five year fixed term contract
for the Chief Adjudicator.
4, The recruitment exercise is to be restricted to existing adjudicators and ex

adjudicators and other suitably qualified candidates. Experience of the
jurisdiction will be stated as desirable.

5. The approved salary is equivalent to Grade 6.2 on the Judicial Salaries
Scales.
6. Advice will be sought from the Judicial Appointments Department of the

Ministry of Justice in respect of the process to ensure that it meets with the
Lord Chancellor’s approval.

7. Quotations will be obtained from appropriate recruitment agencies and the
Judicial Appointments Commission (if this is available) in accordance with
the appropriate process.

8. If it achieves best value, the recruitment of part-time adjudicators will be
combined with the Chief Adjudicator process.
9. The final interview panel will be considered by the Appointments Sub

Committee following advice from the Judicial Appointments Department of
the Ministry of Justice.

10.  Interim arrangements will be put in place beyond 31 March to coincide with
the identification of a new Lead Authority. The existing Chief Adjudicator
has continued to work on a part-time basis at the pro-rata equivalent of
Grade 6.2.

11.  Atimetable has been agreed for progressing the recruitment process.

PATROL/12/04 Annual Report of the Parking Adjudicators

The annual report from the Adjudicators for the 12 month period from April 2010 to
March 2011 was received.

Decision
1. To forward the annual report to the Secretary of State and First Minister.
2. To note that the report will be presented to the Executive Sub Committee

Wales at their next meeting.

3. To note that the report will be translated into the Welsh language for the
purposes of forwarding it to the First Minister.

4, To agree that the report is published and circulated free of charge.
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Patrol Adjudication Joint Committee 31 January 2012
Minutes

PATROL/12/05 Tribunal General Progress and Service Standards

A report was submitted which detailed progress in respect of the take up of civil
parking enforcement powers by Councils in England (outside London) and Wales
and information in relation to general progress and service standards.

Decision

1. To note the information provided in the report in respect of the current take up
of civil enforcement of parking powers.

2. To note the information in relation to appeals activity.
3. To note the information in relation to service standards.
4. To note the additional general progress information.

PATROL/12/06 Audit

A report was submitted which presented the following documents for consideration:

» Internal audit reports in respect of:

Business Continuity Planning

Business Planning

Follow up on previous Audit Recommendations
* The 2012/13 internal audit plan for approval

RECOMMENDATIONS

1. To note the internal audit reports for 2011/12 and the management responses.
2. To approve the Internal Audit Plan for 2012/13

3. To approve the review of the 3 year internal audit strategy in relation to its

scope, in the light of changing external audit arrangements and the definition
of relationships.
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Patrol Adjudication Joint Committee 31 January 2012
Minutes

PATROL/12/07 Review of Risk Register

A report was submitted which presented the most recent review of the risk register.

Decision
1. To review the current evaluation of risk
2. To note the arrangements for management of risk in accordance with the risk

matrix set out in the report.

PATROL/12/08 Annual Investment Strategy 2012/13

A report was submitted which presented an annual investment strategy for 2012/13
Decision
To approve the Annual Investment Strategy 2012/13

PATROL/12/09 Reserves Policy Statement

A report was submitted in relation to the review of the reserves policy statement for
the Joint Committee. The Head of Service amended the IT element of the reserve
which resulted in a change in reserves level to £1,259,252.

Decision

1. To approve the Reserves Policy Statement for 2012/13.

2. To approve the total required reserve level of £1,259,252

3. To delegate authority to the Chair and Vice Chair to authorise the withdrawal
of funds from reserves to meet budgetary deficits.
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Patrol Adjudication Joint Committee 31 January 2012
Minutes

PATROL/12/10 Monitoring of Revenue Budget 2011/12

A report presenting the expenditure monitoring information in respect of the
Revenue Account for year 2011/12 was submitted.

Decision
1. To note the income and expenditure position at 30 November 2011
2. To note that the final outturn will be presented to the June 2012 meeting.

PATROL/12/11 Revenue Budgets for 2012/13

A report was submitted requesting the Committee to adopt the Revenue Budget
Estimates for 2012/13.

Decision

To agree to adopt the Revenue Budget estimates for 2012/13 as detailed in the
report .

PATROL/12/12 Defraying the expenses of the Joint Committee
2012/13

A report was submitted explaining the need to establish the basis for local authorities
who are participating in the Joint Committee’s arrangements to contribute to
expenses during 2012/13

Decision

1. To agree to share the Joint Committee expenses between member authorities
in proportion to the number of PCNs issued on the following basis for 2012/13

ELEMENT CHARGE
Annual Charge £nil
Charge per PCN lIssued £0.60 pence
2. To review the basis for contribution in September 2012.
3. To review the arrangements for defraying expenses once the new case

management system and web portal has been introduced.

4, To approve that local authorities are invoiced quarterly in advance based on
estimated figures and subsequently adjusted.
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Patrol Adjudication Joint Committee 31 January 2012
Minutes

5. To note that the decision to provide a transcription from the audio recording of
proceedings rests with the Adjudicator. Where this has been agreed to, the
Joint Committee agree that the incidental cost of making a transcription from
the audio recording of proceedings at a personal hearing is charged to the
requesting party except when, in the view of the Adjudicator, a disability of the
requesting party would make it desirable for that person to receive such a
transcript.

PATROL/12/13 New Case Management System and Portal

The Head of Service updated the Joint Committee on the progress of the
procurement of the new case management system and portal. She confirmed that
the most efficient way of progressing the contract in the light of the changing lead
authority would be identified.

PATROL/12/14 Date of next meeting

The next meeting would be held on 26 June 2012.
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PATROL ADJUDICATION JOINT COMMITTEE AND BUS LANE ADJUDICATION
SERVICE JOINT COMMITTEE

MINUTES OF APPOINTMENT SUB COMMITTEE MEETING HELD

29 FEBRUARY 2012

1. Appointment of chair

ClIr Gregory was appointed to the chair

2. Urgent business

None

3. Access to Information act

No appeals from members of the public had been received

4. Declarations of pecuniary/ non pecuniary interests
None declared

5. Recommendations of the Appointment Working Group

The recommendations made by the Appointment Working Group were accepted by the
sub committee namely:

Lead Authority Arrangements

a) Proceed with Cheshire East Council as the preferred host authority subject to
developing a detailed proposal and project plan for consideration by the Joint
Committee. The detailed proposal will include whether a phased approach is
possible, premises proposals, the arrangements for transferring and supporting
staff in the move.

b) Liaise with Manchester City Council to prepare for the transfer in terms of staff
contracts, lease and other matters affected by it.

c) Maintain the option of developing the South Yorkshire Joint Secretariat proposal
if required and, in any event, consider the option of utilising SYJS services in the
future, if appropriate.

d) Thank Oxfordshire County Council for their interest.

Appointment of new Chief Adjudicator

e) The Joint Committee will make the appointment of Chief Adjudicator following the
panel’s recommendation on conclusion of the recruitment process outlined within
the discussion document

f) The Chief Adjudicator to be requested to confirm formally her willingness to
remain in post until the Lead Authority arrangements are finalised.



Potential New Areas of Adjudication

g) The Appointment Sub Committee noted the early discussions held around
potential new areas of adjudication outlined by the Chief Adjudicator.

6. Any Other Business

None



PATROL ADJUDICATION JOINT COMMITTEE 26" June 2012
ltem 8

REPORT FOR INFORMATION

SUBJECT General Progress and Service Standards
JOINT REPORT OF: The Lead Officer on behalf of the Advisory Board
PURPOSE OF REPORT

To report to the Committee on progress in respect of: (a) the take up of civil parking enforcement
powers by Councils in England (outside London) and Wales and information in relation to general
progress and service standards.

RECOMMENDATIONS

It is recommended that the Joint Committee:

[i] Notes the information provided in the report in respect of the current take up of civil
enforcement of parking powers.

[ii] Notes the information in relation to appeals activity.
[iii] Notes the information in relation to service standards.

[iv] Notes the additional general progress information.

CONTACT OFFICER
Louise Hutchinson, Joint Committee Services, PATROL, Barlow House, Minshull Street,
Manchester Tel: 0161 242 5270
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PATROL ADJUDICATION SERVICE JOINT COMMITTEE

1. BACKGROUND

26™ June 2012

Item 9

The Traffic Management Act 2004 came into force on 31 March 2008 with the
expectation that local authorities would produce an annual report in order to
increase public awareness and understanding of civil parking enforcement
locally. In January 2009, the Joint Committee established the PATROL
Annual Report Award in order to promote best practice in this important area
of public information.

2. THE PATROL ANNUAL REPORT AWARD 2010/11

2.1 A Review Group was established and chaired by Peter Bayless, retired Head of
Traffic and Safety at Hampshire County Council. Other members included David
Leibling representing the RAC Foundation, Karen Naylor, Parking Manager from
Waltham Forest and Colin Eaketts from the Integrated Transport Unit of the

Welsh Assembly Government The Review Group circulated an evaluation

framework for the purposes of judging the entries and this was circulated to all

coungil.

Reports were identified from the following councils:

County District Metropolitan Unitary
Gloucestershire Adur Birmingham Portsmouth City
East Sussex Council
Devon
Barrow Sheffield City Poole
Carlisle Manchester Brighton & Hove
Weymouth and North Tyneside Middlesborough
Portland
Dacorum Sunderland Southampton
Eastleigh Salford Torbay
Harrogate Rochdale Stock-on-Trent
New Forest Bournemouth
Test Valley Durham Council
Watford York
Waverley Milton Keynes
Worcester Portsmouth
Wycombe Thurrock
Wyre Forest

2.2The Review Group considered a long list of 14. From this long list, the
following entries were shortlisted:
Brighton &Hove City Council
Carlisle City Council
Stoke on Trent City Council
Sheffield City Council
Torbay Council
York City Council
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PATROL ADJUDICATION JOINT COMMITTEE 26" June 2012
Item 8

y PERIOD OF REPORTING
The statistical report at Appendix 1 provides information in relation to the period April 2011
to March 2012.

2. COUNCILS IN THE SCHEME
During the period 2011/12 five new councils have joined the scheme. These are:
Chichester District Council, Crawley Borough Council, Darlington Borough Council, North
East Lincolnshire Council and Pembrokeshire County Council.

3. RECOMMENDATIONS
It is recommended that the Joint Committee:

[i] Notes the information provided in the report in respect of the current take up of civil
enforcement of parking powers.

[ii] Notes the information in relation to appeals activity.
Liii] Notes the information in relation to service standards.

[iv] Notes the additional general progress information.
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PATROL ADJUDICATION SERVICE JOINT COMMITTEE 26™ June 2012
Item 9

REPORT FOR INFORMATION

SUBJECT PATROL ANNUAL REPORT AWARD 20010/11

REPORT OF The Lead Officer on behalf of the Review Group

PURPOSE OF REPORT
To update the Joint Committee on the PATROL Annual Report Award
RECOMMENDATIONS
It is recommended that the Joint Committee:
[i] Notes the results of the second PATROL Annual Report Award for
[ii] g%::c;/il;s a report on the findings of the Review Group at the

Executive Sub Committee in September.
[iii] Notes the arrangements for the Award for 2011/12 reports.

FINANCIAL CONSEQUENCES OF THIS REPORT

The PATROL Annual Report Award forms part of the Joint Committee’s planned
expenditure.

CONTACT: Louise Hutchinson, Head of Service, PATROL, Barlow House,
Minshull Street, Manchester M1 3DZ
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PATROL ADJUDICATION SERVICE JOINT COMMITTEE 26™ June 2012
Item 9

2.3The Review Group identified the overall winner as York City Council. This
year the review group felt it appropriate reward another authority with a
separate award to reflect where a report, which may not be as detailed or
as comprehensive as the overall winner, shows a willingness to report on
key parking matters. The Review Group identified Stoke City Council as
the winner of this award. An award plaque will be presented to the winning
councils and certificates to shortlisted councils.

2.4The Award will receive coverage in the parking press and a report of the
Review Group’s findings will be presented to the September 2012
Executive Sub Committee Meeting.

2.5Copies of the winning reports will be available at the meeting and these
together with the shortlisted reports can be found on the PATROL web site
at www.patrol-uk.info.

3. PATROL ANNUAL REPORT AWARD 2011/12

3.1The Review Group was unanimous in their support for this award and has
agreed to participate again this year. Reports for the 2011/12 Award will
be considered from September onwards.

4. RECOMMENDATIONS

It is recommended that the Joint Committee:

[i] Notes the results of the third PATROL Annual Report Award,
2010/11

[ii] Receives a report on the findings of the Review Group at the
meeting of the Executive Sub Committee in September.

Liii] Notes the arrangements for the Award for 2011/12 reports.

Page 3 of 3 3



PATROL ADJUDICATION JOINT COMMITTEE 26" June 2012

item 10
SUBJECT Risk Register, Risk Management Strategy & Business
Continuity Management Policy.
REPORT OF The Lead Officer on behalf of the Advisory Board

PURPOSE OF THE REPORT
To report to Members on the current evaluation of risk and to seek approval of a

Risk Management Strategy which will underpin the future management,
monitoring and reporting of risk to the Joint Committee.

RECOMMENDATIONS

The Joint Committee is recommended to:

[i] Review the current evaluation of risk (Appendix 1)

fii] Approve the Risk Management Strategy and summary of the Joint
Committee’s Risk Appetite (Appendix 2)

[il  Report any Member training needs in relation to Risk Management

iv] Receive a Risk Report at each meeting.
[vl  Approve the Business Continuity Management Policy (Appendix 3)

FINANCIAL CONSEQUENCES

Financial risk management is identified within the report.

CONTACT OFFICERS

Louise Hutchinson, PATROL Headquarters, Barlow House, Minshull Street,
Manchester, M1 3DZ Tel: 0161 242 5270

Page 1 of 19



PATROL ADJUDICATION JOINT COMMITTEE 26" June 2012
ltem 10

1. BACKGROUND

1.1 The Joint Committee established a Risk Register in 2008. The Risk
Register was reviewed by External Audit during their 2009/10 audit and a
recommendation was made to review the identified risks. Members also
discussed risk at their meeting in September 2010 following the Auditors
giving their report and made a number of suggestions.

1.2The enclosed risk register responds to the auditors’ recommendations and
suggestions made by the Joint Committee at their meetings.

1.3 Follow-up work on risk management was undertaken by Internal Audit as
part of their annual audit plan for 2010/11. A recommendation from
Internal Audit was for the Joint Committee to approve a Risk Management
Strategy upon which future risk management and reporting will be
undertaken.

1.4 The Joint Committee approved the following summary of its risk appetite:

We will avoid risks that threaten our ability to undertake our principal
objectives in a way which provides quality and value. We will
maintain a sufficient level of reserves to support liquidity and absorb
short term fluctuations in income and expenditure beyond our
control.

2. RECOMMENDATIONS

The Joint Committee is recommended to:

[i] Review the current evaluation of risk (Appendix 1)

fii] Approve the Risk Management Strategy and summary of the Joint
Committee’s Risk Appetite (Appendix 2)

liil  Report any Member training needs in relation to Risk Management

ivl  Receive a Risk Report at each meeting.

Iv] Approve the Business Continuity Management Policy (Appendix 3)

Page 2 of 19
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APPENDIX 2
PATROL ADJUDICATION JOINT COMMITTEE
RISK MANAGEMENT STRATEGY
DRAFT JUNE 2012

1. PURPOSE

The Joint Committee recognises that effective risk management is an
important element of a robust corporate governance framework and is
therefore committed to:

Developing and maintaining a systematic approach for the
identification, evaluation and cost effective control of the risks that
threaten the achievement of corporate objectives.

Ensuring that effective risk management is embedded in the
business processes

2. OBJECTIVES

The objectives of this strategy are to:

Ensure that risks to the achievement of the corporate objectives are
eliminated or reduced to an acceptable level.

Ensure other risks to reputation, assets, finances and people are
appropriately managed.

Raise awareness of, and integrate risk management into the culture
of the organisation.

Manage risk in accordance with best practice by identifying roles
and responsibilities.

Maintain effective stewardship of funds and demonstrate good
corporate governance.

3. IMPLEMENTATION

The Joint Committee will achieve these objectives by:

Page 9 of 19

* Approving this strategy

» The Head of Service establishing and maintaining the risk
management review framework identified within this strategy.

 Including risk management as a standing agenda item at each
Joint Committee/Executive Sub Committee and Advisory Board
meeting supported by reports from Officers.
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» Continuing to demonstrate the application of risk management
principles in practice.

» Establishing the training requirements of Members and Officers

» Maintaining documented procedures for the control of risk.

» Monitoring risk management arrangements on an ongoing basis
and periodically reviewing risk.

» Embedding risk management into business processes.
4. DEFINITIONS AND CATEGORIES

a. DEFINITIONS

RISK is a combination of the LIKELIHOOD of something
happening and the CONSEQUENCE for business
objectives.

RISK MANAGEMENT is the process by which risks and potential
opportunities are identified, evaluated and controlled.

b. CATEGORIES OF RISK

The Audit Commission and CIPFA identify two categories of risk
namely strategic and operational. Strategic are those risks to the
medium and long term goals and objectives of the organisation.
Operational are those risks and hazards encountered in the daily
course of work affecting managers and staff.

c. RISK APPETITE
In defining the risk appetite, consideration should be given to:

» The level of risk which an organisation or individual is prepared
to tolerate without introducing further risk mitigation measures or
controls.

» |dentifying the point where the Joint Committee accepts that a
risk exists and that to put in place further measures aimed at
reducing the risk to a more acceptable level is not possible,
practical or not cost effective.

* The wider context of risk and tolerance levels of other parties
who may be affected by the risk, including members of the public
and other stakeholders.

Page 10 of 19
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The Joint Committee summarises its risk appetite as follows:

5. RISK

We will avoid risks that threaten our ability to undertake our
principal objectives in a way which provides quality and value.
We will maintain a sufficient level of reserves to support
liquidity and absorb short term fluctuations in income and
expenditure beyond our control.

MANAGEMENT PROCESS

Key questions in risk management include:

What can go wrong?

What is the likelihood of it going wrong?

What is the impact should it go wrong?

What can be done to eliminate the threat?

What should be done to reduce the threat’s likelihood or impact?

The risk management cycle involves

a)
b)
c)
d)
e)

Identifying Risk
Analysing and Evaluating
Prioritising

Taking Action

Monitoring and Review

6. MEASUREMENT OF RISK AND REPORTING

Risk Matrix
- - Consequence
5] 4 | 3 2 [ 1
Likelihood 5
4
3
- 2
1
Legend:

Score of 25 equates to Extreme Risk: Immediate escalation to Head of

Page 11 of 19
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Service for urgent consideration by Joint Committee.

Scores of 20-15 High Risk: Risk to be escalated to the Joint
Committee/Executive Sub Committee with mitigating action plan. Risk to
be actively managed by Head of Service and Advisory Board.

Scores of 12-6 Medium Risk: Risk to be captured on Risk Register and
progress with mitigation to be tracked by Head of Service and Advisory
Board/Joint Committee/Executive Sub Committee.

Scores of 5 and below Low Risk: Risk to be removed from register and
managed within appropriate services.

Page 12 of 19
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Name Description

Immaterial | Loss of up to £10k; examples include little effect on service
delivery; no health and safety impact; no damage to reputation.

Minor Loss of £10k to £50k; examples include minor disruption to
effective service delivery i.e. staff in unplanned absence for up
to one week; minor injury; no requirement for professional
medical treatment; slight damage to reputation.

Moderate Loss of £50k to £250k; examples include delays in effective
service delivery i.e. adjustments to work programmes in up to
one week or staff long term absence; injury to an individual(s)
requiring professional medical treatments; reputation damage is
localised and minor.

Significant | Loss of £250k to £500k; examples include effective service
delivery is disrupted in specific areas of the business; multiple
serious injuries requiring professional medical treatment;
reputation damage occurs with key stakeholders.

Major Loss of £500k +; examples include effective service delivery is
no longer achievable, fatality of staff, visitor or public; reputation
damage is irrecoverable i.e. regulatory body intervention.

Likelihood
Description | Probability Indicators
5. Highly | > 80% » |s expected to occur in most
Probable circumstances
» Circumstances frequently encountered
— daily/weekly/monthly/annually
* Imminent/near miss
4, Probable/ | 60% - 80% *  Will probably occur in many
Likely circumstances
» Circumstances occasionally
encountered but not a persistent issue
(e.g. once every couple/few years)
» Has happened in the past or elsewhere
3. Possible | 40% - 60% » Not expected to happen, but is possible
(once in 3 or more years)
* Not known in this activity
2. Unlikely | 20% - 40% e May occur only in exceptional
circumstances
» Has rarely / never happened before
* Force majeure
1. Remote | < 20% » The risk will not emerge in any
foreseeable circumstance

Page 13 of 19
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The evaluation process will highlight the key risks that require urgent
attention. However, all the risks need to be considered and action agreed,
even if this is to take no action at the current time. The options are either
to: Tolerate, Treat, Terminate or Transfer each risk.

* Tolerate the risk (accept it) — some low scoring risks may be
considered as acceptable, but these need to be reviewed on a regular
basis to confirm that the circumstances have not changed.

» Treat the risk (reduce by control procedures) — the risk can be
considered acceptable provided the control mechanisms work.

* Terminate the risk (cease or modify the method of delivery) —
where risks are unacceptable and control mechanisms will not provide
adequate security, the activity or the method of delivery must be
modified.

» Transfer the risk — through insurance of financial contingency
provision.

The risk register will be monitored and reviewed by a Risk Management
Group and reported to Members and the Advisory Board. New risks will
be added to the register where appropriate and assigned an individual risk
owner. An updated risk register will be provided as a standard report to
the Joint Committee.

RISK MANAGEMENT ROLES AND RESPONSIBILITIES

6.1

6.2

6.3

The Joint Committee

The roles and responsibilities of the Joint Committee are:

» to ensure that a comprehensive approach to risk management is
developed and implemented

» to oversee and obtain assurance over the effective management of the
risks by the Head of Service.

The Head of Service

» To support and develop the risk management culture of the Risk
Management Group which helps support the Joint Committee’s
strategic leadership and corporate governance roles.

» To develop and maintain a risk management framework.

* To maintain effective links with stakeholders on risk management

issues and to report as appropriate to the Joint Committee or Executive
Sub Committee and the Advisory Board.

Risk Management Group

The risk management framework established by the Head of Service
allocates the following responsibilities to the Risk Management Group:
* Initial identification and evaluation of risks.
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» Registration of risks.

» Evaluation of effectiveness of controls.

» Action planning to mitigate the impact of risks on the achievement of
the Joint Committee’s objectives.

* Reporting to Joint Committee and/or Executive Sub Committee and
Advisory Board.

» Preparing changes to this policy.

* Providing guidance and training for staff on risk awareness.

y MONITORING AND REVIEW
The Joint Committee will monitor the effectiveness of this policy and will
receive a copy of the latest risk register and a report from the Head of
Service at each Joint Committee meeting.

8. APPROVALS

Approved Joint Committee Executive Sub Committee June 2011
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APPENDIX 3

DRAFT BUSINESS CONTINUITY MANAGEMENT POLICY
1. PURPOSE

The purpose of this policy is to formalise the Business Continuity program and to provide
guidelines for developing, maintaining and exercising Business Continuity Plans (BCPs).
This policy establishes the basic principles and framework necessary to ensure
emergency response, resumption and recovery, restoration and permanent recovery of
operations and business activities during a business interruption event.

2. SCOPE

This policy applies to staff, faciliies and IT systems and preparation for scenarios
including, but not limited to, natural disaster, power outage,
hardware/telecommunications failures, data corruption and terrorism. These events may
be local in nature, or could have regional impact, with multiple facilities in a geographic
region becoming inaccessible. This policy provides guidance for the resumption and
recovery of time sensitive business operations in accordance with pre-established
timeframes as well as ensuring that adequate plans are in place for the less time
sensitive business operations.

3. POLICY

The Joint Committee recognises the potential strategic, operational, financial,
reputational and stakeholder risks associated with service interruptions and the
importance of maintaining viable capability to continue business processes with
minimum impact in the event of an emergency.

DEFINITIONS

* BCG - Business Continuity Group
¢ BCP — Business Continuity Plan

« BIA — Business Impact Analysis

4. PROCEDURES:

Statement of Policy

Business continuity policy and planning are fundamental to reduce the impact of
business interruption and should be read in conjunction with the Joint Committee’s Risk
Management Statement.

The Joint Committee recognises the importance of developing, exercising and testing
and maintaining plans for the resumption and recovery of business functions and
processing resources. The resumption and recovery plans must be based on a risk
assessment that considers potential losses due to unavailability of service versus the
cost of resumption. These plans shall anticipate a variety of probable scenarios at local,
regional and national level.

Page 16 of 19
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Responsibilities

Joint Committee and Advisory Board: Responsible for ensuring that Business Continuity

Management policy and procedures are in place and reviewed by Officers on a regular
basis.

Head of Service: Responsible for the documented development, maintenance and
review of the Business Continuity Management policy and procedures and identifying
key staff to have specific responsibility for business continuity in terms of premises,
Adjudicators, staff, tribunal services, IT and finance. These Officers will comprise the
Business Continuity Group.

Business Impact Analysis (BIA) and Risk Assessment

The BCG shall undertake a BIA on an annual basis to identify and prioritise

the critical business processes and costs of downtime. The BIA shall cover the major
business processes that cut across the multiple sections or teams. It shall identify the
business process availability, recovery time objectives and associated risks if these
processes were not available.

The Business Continuity Plan

The BCG shall develop the BCP to recover from an incident and provide, at the very
minimum, the ability to recover critical processes in line with the findings of the BIA.

The recovery plans for an incident shall be developed by the BCG. The BCG shall have
oversight as to the creation of plans to provide leadership and guidance, and ensure
appropriate consistency and coordination among the various business dependencies, as
well as compliance/consistency with standards.

During an incident, the Head of Service and Officers identified in the Business Continuity
Plan shall activate the Business Continuity Plan. The BCG shall work with the affected
sections/teams to ensure smooth execution of the BCP. Where relocation is required,
consideration will be given to alternative ways of working to ensure a swift resumption of
services.

The Business Continuity Plan will be reviewed every six months and updated as
changes occur. All incidents will be documented and records maintained.

Develop Resumption and Recovery Plans for People Assets

Adjudicators and staff shall be provided with communication approaches and tools to
ensure communication among themselves and with the staff for emergency response
and business continuity.

The BCG shall implement and maintain a basic communication plan for all
sections/teams for emergency response and business continuity. Confidentiality of staff
personal contact information for this purpose shall be managed in compliance with the
Information Security and HR policies and practices.
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Business continuity plans shall identify the designated primary staff member (from the
business operation) and an alternate who can perform functional responsibilities in the
absence of the primary staff member.

The BCG shall work to develop clear guidance on how the staff shall report their time
during crisis. These staff may be directed to suspend their regular duties until the
operations are restored at a permanent site or some alternate direction is provided.

Develop Resumption and Recovery Plans for Facilities and Office Space

In order to successfully resume critical business operations during an incident/crisis,

the BCG must identify a safe, easily accessible and fully operational location with
adequate resources (IT and others) for staff to report to and initiate operations from
during the period of crisis. Any decisions regarding alterative facilities must provide
adequate office space and alternate communication links.

Develop IT Systems Resumption and Recovery Plans

The BCP shall develop a coordinated strategy involving plans, policies, procedures, and
technical measures that enable the recovery of IT systems, operations, and data that is
identified as critical. The BCG shall also work with other companies that are responsible
for development and maintenance of the technology and information that support critical
business processes. The network architecture and telecommunications shall help
ensure there is the ability to withstand local/regional crisis/national crisis.

BC policy and planning shall be integrated in IT policy, budget and implementation
decisions. IT budget guidelines shall take into account good practices concerning
business continuity planning and preparedness.

For new application development, BC planning should be integrated in all phases of the
IT project life cycle, starting from Business Requirements, System Architecture, Design,
Construction, Testing, Implementation, Maintenance and Retirement.

Testing

in order to validate the Business Continuity Plan and ensure strategies are capable of
providing response and recovery results within agreed timeframes, planned testing will
be conducted training provided to all staff on an annual basis and or as needs arise. The
IT core system will be disaster recovery tested at an off site location annually. Test
results shall be shared with the Advisory Board.

Communications

The BCP shall include mandatory instructions, advice, process, procedure or guidance
concerning internal and external communications.

Page 18 of 19



PATROL ADJUDICATION JOINT COMMITTEE 26" June 2012
ltem 10

External communication during an incident/crisis is a critical business process. The BCG
shall develop the process and messages that will be communicated to staff and
stakeholders in the event of an incident or business interruption.

Training

Business Continuity training for the BCG (and other relevant staff) is essential for
effective resumption and recovery of operations. BCG staff shall be supported with
training to keep current in the business continuity best practice, latest technologies,
tools, international standards and regulations that guide the development of BC plans.
Training must include details regarding business resumption and recovery roles in
coordination with the BCG.

BCP Maintenance and Management Reporting

The BCPs shall be updated on a bi-annual basis, or as often as changes require, using
agreed templates. Most importantly all major updates should be incorporated as soon as
possible and not held to satisfy a pre-arranged schedule.

The BCG shall consider the use of automated tools to support business continuity
planning. Reporting business continuity planning status and progress is a key element of
creating an effective BC program. The BCG shall report the status and progress of the
BC program to the Advisory Board on an annual basis or after every BC test.

5. POLICY COMPLIANCE

Consistent compliance with this policy is essential to its effectiveness and therefore
adherence to this policy is expected. The BCG will assess the preparedness of all the
sections/teams. The assessment will include the quantification and qualification of
exposures including, but not limited to, the resumption of time-sensitive operations and
the recovery of other operations.

Internal Audit, as part of its work program, will review the business continuity plans
periodically to ensure, as appropriate, alignment of the overall Business Continuity
Program with Standards such as BS25999.

Policy Agreed:

Planned Review Date:
Actual Review Date:
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REPORT FOR INFORMATION

SUBJECT: Treasury Management Statement 2012/13
REPORT OF: The Lead Officer
PURPOSE OF THE REPORT

The purpose of this report is to review the attached Treasury Management
Statement

RECOMMENDATIONS
It is recommended that the Joint Committee:

1. Notes the Treasury Management Statement 2012/13

2. Notes the intention to move to a maximum of 3 month deposits in October
2012
3. Reviews the Treasury Management Statement on an annual basis.

FINANCIAL CONSEQUENCES OF THE REVENUE BUDGET
There are no immediate consequences to the revenue budget.
CONTACT OFFICER

Louise Hutchinson, PATROL, Barlow House, Minshull Street, Manchester, M1
3DZ Tel: 0161 242 5270
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PATROL ADJUDICATION JOINT COMMITTEE:
TREASURY MANAGEMENT STATEMENT

JUNE 2012
1. Background
1.1 From 1% April 2009, the Joint Committee’s financial accounting records

1.2

2.1

2.2

have been transferred from Manchester City Council’'s SAP system to its
own independent accounting software, and a PATROL bank account has
been set up with the Co-operative Bank.

With effect from 1% April 2011, the PATROL bank account stands
independently from the Lead Authority. This will mean that the Joint
Committee’s reserves can be managed to take advantage of opportunities
for increased interest/income from a longer term deposit account.

Current Position

The Joint Committee’s cash flow has been monitored and the following
deposit accounts have been established:

Account Type Bank Purpose Amount

6 month account  Cooperative Bank Lease assurance £699,559
3 month account  Lloyds TSB Operating Reserves £335,152
1 month account  Lloyds TSB IT development £424,500

In order to minimise risk, deposits are spread. Deposits have been split
between Cooperative Bank and Lloyds TSB and this will be kept under
review. Only UK banks with a low risk rating will be considered.
Investments will take the form of fixed term/fixed rate deposit accounts.

Future Plans
The six month account runs until 3 October 2012. Following this period,

it is recommended that the Joint Committee move to a maximum of 3
month deposits in the current economic climate.
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Item 12
REPORT FOR RESOLUTION
SUBJECT: PATROL ADJUDICATION JOINT COMMITTEE FINANCIAL
REGULATIONS
REPORT OF: THE LEAD OFFICER ON BEHALF OF THE ADVISORY
BOARD
PURPOSE OF REPORT

To request that the Joint Committee reviews its Financial Regulations and in
accordance with section 1.6 of said regulations, notes where services have been
procured outside of those Financial Regulations.

RECOMMENDATIONS

It is recommended that the Joint Committee:

[i] Approves the revised Financial Regulations (Appendix 1)

[ii] Notes the procurement information set out in 1.4.

FINANCIAL CONSEQUENCES OF THIS REPORT

The report reflects a requirement under the Joint Committee’s Financial
Regulations.

CONTACT:

Louise Hutchinson, PATROL, Barlow House, Minshull Street, Manchester M1
3DZ
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1.1

1.2

1.3

1.4

2.

Item 12

BACKGROUND

The Joint Committee last approved its Financial Regulations at its annual
meeting in September 2011. The Joint Committee is asked to review
these Financial Regulations in the light of a number of changes.

The purpose of this report is to report on services which have been
procured outside the framework of these regulations, to seek approval for
the planned arrangements for reviewing these services.

The Financial Regulations include arrangements for procuring goods and
services. The Regulations (1.6) state that the Head of Service can allow
exceptions to these regulations if it is believed that the best interests of the
PATROL Joint Committee would be served if the regulations were not
applied.

The Head of Service reports that the Financial Regulations have been
waived during 2011/12 in relation to the following:

Service Supplier

Advice Nabarro

Advice Monkton Chambers

Advice St James Chambers

Consultancy Diane Dixon Associates

Role evaluation Price Waterhouse Cooper

Property Negotiation GVA Grimley

Training Learning Tree International

TRO Project Bath & North East Somerset Council
RECOMMENDATIONS

It is recommended that the Joint Committee:

[i]
[ii]

Approves the revised Financial Regulations (Appendix 1)

Notes the procurement information set out in 1.4.
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PARKING AND TRAFFIC REGULATIONS OUTSIDE LONDON

1.1

1.2

1.3

1.4

1.5

1.6

1.7

ADJUDICATION JOINT COMMITTEE (PATROLAJC)

APPENDIX 1
FINANCIAL REGULATIONS

General

These Regulations should be read in conjunction with the Parking and
Traffic Regulations Outside London Adjudication Joint Committee’s
Financial Standing Orders and Rules of Financial Management
contained within the PATROLAJC Agreement and the Scheme of
Delegation to the Head of Service.

These Regulations lay down for the guidance of members and officers,
principles to be followed in securing the proper administration of the
Joint Committee’s financial affairs and shall be reviewed by the
PATROLAJC on an annual basis.

The Head of Service, as the officer responsible for the proper
administration of the Joint Committee’s affairs, shall report to the Joint
Committee any significant failure to comply with these regulations
which comes to his/her attention.

The Head of Service shall be responsible for the accountability and
control of all resources managed by him/her on behalf of the Joint
Committee and will maintain a written record where decision making
has been delegated to others

The Head of Service will ensure the organisational structure provides
an appropriate segregation of duties to provide adequate internal
controls to minimize fraud or malpractice.

The Head of Service can allow exceptions to these Regulations if it is
believed that the best interests of the PATROLAJC would be served if
the Regulations were not applied. A written record of these decisions
must be kept and reported to the PATROLAJC at the earliest
opportunity.

Whenever any matter arises which may involve financial irregularity,
the Head of Service shall be notified immediately, and if an irregularity
is disclosed the matter shall, at the discretion of the Head of Service,
and after consultation with the Joint Committee Treasurer, be referred
by them to the PATROL Adjudication Joint Committee or its Executive
Sub Committee. The Head of Service and the Joint Committee
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2.1

22

2.3

2.4

2.5

2.6

3.1

3.2

3.3

Item 12

Treasurer will determine whether the matter should be referred to
Internal Audit. Further in a case where the Head of Service advises
that there is prima facie evidence of a criminal offence having been
committed, the matter shall be reported to the Police forthwith.

Accounting Arrangements

The Statement of Responsibilities for the Statement of Accounts sets
out the role of the PATROLAJC, the Head of Service and the Treasurer
to the PATROLAJC.

The Treasurer to the Joint Committee is responsible for approving the
PATROLAJC’s Statement of Accounts.

The Head of Service shall ensure that appropriate financial
arrangements and procedures in place on behalf of the Joint
Committee in order that the Treasurer can be provided with the
necessary accounting records.

The unaudited accounts must be approved by the full Joint Committee.

The Head of Service will publish and make available a final
accounts/audit timetable to member authorities following the
September meeting of the Executive Sub Committee.

The Head of Service, where applicable, shall be responsible for the
submission of all claims for grant to Government Departments, or to
the EU.

Banking Arrangements, Cheques and Purchase Cards

All arrangements with the Authority’s bankers, including the procedures
for the ordering and safe custody of cheques and purchase cards, shall
be made under arrangements approved by the Head of Service.

All cheques drawn on behalf of the Joint Committee shall be signed by
the Head of Service and Finance Manager except in their absence or
in the case of personal expenses incurred by these post holders in
which circumstances named signatories will provide signatures.

Purchase cards can be used to a pre-set limit of £50,000 per month
and £15,000 per single transaction and will be used in accordance with
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agreed procedures including storage, authorised users and record
keeping requirements.

3.4  Bank reconciliation will be undertaken on a monthly basis (within 30
days) and signed by two members of staff in accordance with the Bank
Reconciliation Procedure with one signature being that of the Finance
Manager.

4. Revenue and Capital Budgets

4.1The Head of Service, in consultation with appropriate Officers, shall
prepare annual estimates of expenditure and income, including the
proposals for the basis for defraying that expenditure through member
authorities. The budget and the basis for defraying that expenditure
through member authorities must be approved by the Joint Committee or
its Executive Sub Committee by the end of January each year.

4.2The Head of Service will monitor income and expenditure against the
budget and will report to the meetings of the PATROL Adjudication Joint
Committee or its Executive Sub Committee in September, January and
June (including outturn report) showing budgeted, actual and (where
applicable) projected expenditure.

4.3The Head of Service shall be authorised to approve transfers between
expenditure heads up to a maximum of £25,000. These transfers will be
reported for information to the Joint Committee at the next available
meeting as part of the budget monitoring arrangements (see 4.2).
Anything in excess of this shall be reported for approval to the PATROL
Adjudication Joint Committee or its Executive Sub Committee.

4.4Where it is anticipated that expenditure as a whole will exceed the
approved revenue budget by more than 2.5%, the Chair and Vice Chair of
the Joint Committee should be notified by the Head of Service at the
earliest opportunity following consultation with the Chair of the Advisory
Board.

5. Income

5.1The collection of all money due to the Joint Committee shall be under the
supervision of the Head of Service.

5.2 All money received shall be without delay passed for payment to the Joint
Committee’s bank account.
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5.3The Head of Service shall be furnished with information to ensure prompt
rendering of accounts for the collection of income.

5.4Following year-end, the Head of Service shall request a self-certification of
Penalty Charge Notices issued from member authorities.

5.5The Head of Service shall seek to validate the accuracy of data supplied
through the self-certification process by reference to third party data
sources where this is available.

5.6The Head of Service shall report all bad debts to the PATROL
Adjudication Joint Committee or its Executive Sub Committee for these to
be written off. This report will include the cause of the bad debt and the

recovery measures taken in accordance with the Debt Recovery
Procedure.

5.7Through regular budget monitoring reports, the Head of Service will
appraise the Joint Committee of variations in achieved income in order
that the Joint Committee can take appropriate actions in a timely manner

6. Borrowing and Investments

6.1  The Joint Committee approves on an annual basis a Treasury
Management Statement prepared in conjunction with the Treasurer. This
will take into account the Joint Committee’s Reserve Policy Statement.

7. Orders and Contracts

7.1 The Order Procedure includes the required procedures, recording keeping
and procurement thresholds. These procurement threshold are set out
below together with the responsibilities of the Head of Service and budget
holders in procurement:

Up to £2,000, a written quotation submitted by a requisitioner and
authorized by the Budget Holder.

Between 2,000 and £30,000 — three written quotations submitted by the
Budget Holder

£30,000 to EU Threshold formal tender process to at least three
candidates authorised by the Head of Service.

EU Threshold to £250,000 follow EU Tender Rules initiated by the Head of
Service.

Only Budget holders and staff who have received training in the Order
Procedure may order goods or services.
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8.1

9.1

10.

10.1
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The Head of Service will ensure that staff involved in procurement are
aware of the financial thresholds and the need for aggregation with single
suppliers in respect of purchasing thresholds. Market testing will be
undertaken on a three year cycle.

The Head of Service is required to obtain approval from the PATROLAJC
or its Executive Sub Committee in respect of tenders for the supply of
goods, services, materials, equipment, building and civil engineering
works in excess of £250,000 per contract.

The Head of Service is required to obtain approval from the PATROLAJC
or its Executive Sub Committee in respect of tenders of a sub-contractor
or supplier for specialist work or material in excess of £100,000 for which a
prime cost sum is included in the main contract sum for services, building
and civil engineering works.

The Head of Service has the authority to waiver these rules (excluding
those falling within the EU threshold) where the interests of the
PATROLAJC would best be served. Such circumstances would include
where there is only one contractor that is able to provide the goods or
service or where the need for such goods or services was urgent and the
above procedure would be detrimental to the PATROLAJC. Forward
planning and market testing will be deployed to ensure that cases of
waiver are minimised. The Head of Service shall maintain a record of such
decisions and report to the Joint Committee at the earliest opportunity.

VAT

The Head of Service will make arrangements for VAT to be reclaimed from
the Joint Committee’s Lead Authority on a quarterly basis.

Reserves

The Joint Committee shall approve a Reserves Policy Statement on an
annual basis. The Joint Committee will be asked to approve
arrangements for placing elements of the reserve on deposit, with regard
to ensuring sufficient cash flow and minimizing risk.

Equipment

The Head of Service will ensure that all staff are aware of their
responsibility for the security and proper recording of equipment under
their control including their personal responsibility with regard to the
protection and confidentiality of information whether held in manual or
computerized records in accordance with the Information Security Policy.
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All equipment over £1,000 in value must be recorded in the Equipment
Inventory in accordance with the Asset Management Policy. The Head of
Service will also ensure that no PATROLAJC equipment is subject to
personal use by an employee without proper authorisation.

Insurance

The Head of Service shall in consultation with the Joint Committee’s
Treasurer, arrange such insurances as he/she considers necessary.

11.2.1 Officers shall give prompt notification to the Head of Service of all new risk

or any alterations which may affect existing insurances.

11.2.2 Officers shall inform the Head of Service promptly in writing of any event

12.

121

13.

13.1

13.2

13.3

13.4

14.

which may involve the Joint Committee in a claim.

Risk

The Head of Service will present a Risk Register for review by the Joint
Committee and its Executive Sub Committee at each meeting in
accordance with the Risk Management Strategy. In addition, the Head of
Service will ensure that effective Business Continuity Planning
arrangements are in place.

Internal Audit

The Joint Committee shall approve an Internal Audit Three Year Strategy
and Annual plans.

The Head of Service will, in accordance with the above strategy and plan,
arrange for the internal audit of accounts and internal assurance
framework of the Joint Committee. Internal audit is currently undertaken
by the Lead Authority’s Internal Audit Department.

The Head of Service will ensure that Internal Auditors have right of access
to such records and explanations as they require to complete work
undertaken.

Audit Reports will be presented to the Joint Committee or its Executive
Sub Committee.

External Audit
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14.1 The Joint Committee will be asked to approve the appointment of auditors.

14.2 The Head of Service will make such arrangements as are necessary to
facilitate this audit.

14.3 The Head of Service will ensure that External Auditors have right of
access to such records and explanation as they require to complete work
undertaken.

14.4 Audit Reports will be presented to the Joint Committee and its Executive
Sub Committees.

15.Petty Cash

15.1 The Head of Service shall make such arrangements as he/she considers
necessary for defraying petty cash and other expenses by means of an
imprest system in accordance with a procedure to be agreed by the
Treasurer should a petty cash imprest system be introduced.

16.  Gifts and Hospitality Register

16.1 The Head of Service will ensure that a register is held for the purposes of
recording gifts and hospitality and that staff are made aware of its
existence.

17. Declarations of Interest

17.1 Al staff with financial responsibilities will be required to complete a
Declaration of Interest form on an annual basis at the end of each financial
year. Members at each meeting will be provided with the opportunity to
declare a pecuniary or non-pecuniary interest.

18.  Anti-fraud, anti-corruption and whistleblowing

18.1 Compliance with these financial regulations is supported by policies and
procedures in respect of anti-fraud, anti-corruption and whistleblowing.
Where staff have concerns in this respect, they should approach their Line
Manager, The Head of Service or if they wish to speak to someone
external to the organisation, they can contact the Audit Commission
Whistleblowing Hotline on 0845 052 2646. The Head of Service will
ensure that staff are aware of whom they can contact both within and
external to the organisation in these circumstances.

19. Document Retention

19.1  All financial documents will be retained for a period of six years plus the
current year in accordance with the Document Retention Policy.
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Review

These Financial Regulations will be reviewed by the Joint Committee on
an annual basis.

PATROLAJC Financial Regulations - Related Documentation

1.

Financial Standing Orders and Rules of Financial Management
contained within the PATROLAJC Agreement.

2. The Scheme of Delegation to the Head of Service.

3. The Statement of Responsibilities for the Statement of Accounts

3. Annual Governance Statement

4, Treasury Management Statement

5. Reserves Policy Statement

6. Responsibilities of the PATROLAJC and Terms of Reference for it's
Executive Sub Committees and the PATROLAJC Advisory Board

7. Financial Regulations — Operational Procedures Manual. This manual
contains all policies, procedures and guidelines to staff referenced
within these Regulations.

APPROVALS

Approved Date 29" June 2010 (Executive Sub Committee)

September 2010 Full (Joint Committee)

Review Date 28" September 2011 (Full Joint Committee)

Review Date 26" June 2012 (Full Joint Committee)
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REPORT FOR RESOLUTION
SUBJECT: DRAFT ANNUAL RETURN 2011/12

JOINT REPORT OF: THE LEAD OFFICER ON BEHALF OF THE
ADVISORY BOARD

PURPOSE OF REPORT

To present to the Committee the draft Annual Return for the year 2011/12.

RECOMMENDATIONS

The Joint Committee is asked to:

[i] Note the outturn position against the 2011/12 budget as detailed in
Appendix 1.

(il Approve the 2011/12 Annual Return (Appendix 2), note the Annual Internal
Audit Report (Appendix 3) and Balance Sheet (Appendix 4)

liil  Note that the External Auditor’s report and final Annual Accounts for
2011/12 will be submitted to the PATROL Adjudication Joint Committee in
September.

[ivl  Approve the surplus of income over expenditure of £ 502,504 being added
to the Joint Committee’s reserves at 31 March 2011 of £1,115,411 which
takes the reserves at 31 March 2012 to £1,863,717 and to note that the
Reserves Level will be reviewed at the January 2013 meeting.

[vI  Approve the Code of Corporate Governance (see Appendix 5)

[viil Note the 2011/12 Internal Audit Reports previously presented to the
Executive Sub Committee meetings (Appendix 6).

CONTACT OFFICERS

Louise Hutchinson, PATROL, Barlow House, Minshull Street, Manchester.
Tel: 0161 242 5270
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1.1

1.2

1.3

1.4

2.0

2.1

3.0

3.1

4.0

4.1

Item 13

INTRODUCTION

The adjudication service is operated on a self-financing basis with income
obtained from charges made to member authorities.

At the meeting of Executive Sub-Committee held on 25th January 2011 it
was agreed to: adopt the Revenue Budget estimates for 2011/12 set out in
Table 1.

At the meeting of the Executive Sub-Committee held on 25th January 2011
the Lead Officer was given authorisation in consultation with the Chair, Vice
Chair and Assistant Chair to incur expenditure against the revenue budget
in excess of the £3,016,798 set by the Committee should the need arise,
provided such expenditure is within the total income for the year.

This report provides details of the draft 2011/12 Annual Accounts for
approval by the Joint Committee.

OUTTURN POSITION AT 315" MARCH 2012

The outturn position is shown at Appendix 1

ANNUAL RETURN 2011/12 (Appendix 2)

The accounting statement for 2011/12 has been prepared in accordance
with the requirements of the Small Bodies Annual Return. The completion
of the Small Bodies Annual Return removes the requirement for a full set of

accounts however a Balance Sheet is provided for information at Appendix
4.

INCOME AND EXPENDITURE DURING 2011/12

During 2011/12 the service received income as follows:

All correct £
Parking PCN Income 2,831,333
Non PCN Income 11
Internal Recharge to Bus Lanes 344,643
Parking PCN Adjustments (financial year)’ -13,083
Parking PCN Adjustments ? -6,911
Bank Interest 2,656
Total 3,198,637

Note 1.

This adjustment ensures that the accounts present income for the financial year.
This reflects a negative adjustment of -£13,083
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4.3

4.4

Note 2:

26™ June 2012
ltem 13

This adjustment is due to corrections highlighted on the year end audit certificate. This
results in a negative adjustment of -£6,911

During 2011/12, income to the parking account exceeded budget as follows:

ltem Variance/
Budget Actual (Improvement)
£ £ ¢
Parking Income 2,782,500 2,831,333 (48,833)
Parking PCN Adjustments 0 -13,083 13,083
Financial Year
Parking DfT Adjustments 0 -6,911 6,911
Non PCN Income 0 11 (11)
Bus Lane Recharge 228,299 344,643 (116,344)
Interest 6,000 2,656 3,344
Reserves 0 0 0
Total 3,016,799 3,198,637 (181,838)

Income to the parking account can be summarised as follows:

a) There has been a positive variance of £48,833

b) The amount of -£13,083 is derived from adjustments to ensure that
the accounts reflect income received in the correct financial year.

c) A rebate of -£6,911 has been received in relation to adjustments
arising from the year end audit certificate.

d) The PATROL current account has attracted interest of £2,656.

e) During 2011/12 the number of bus lane appeals increased from 1068
in 2010/11 to 2,640.

Expenditure during 2011/12 was budgeted as £3,016,798. Expenditure was
£2,656,145 reflecting a positive variance of £360,653

Expenditure during 2011/12 can be summarised as follows:

a) Adjudicators

The overall budget for adjudicators was set as £962,565. Expenditure of
£935,483 was incurred, giving a favourable variance of £27,082. Additional
expenditure was incurred due to the increase in both parking and bus lane

appeals reported under separate cover. This was mitigated by the
postponement of part time adjudicator recruitment until 2012/13.

b) Employees
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Employee costs are showing a positive variance of £55,607. This can be
accounted for by the disestablishment of a post, some members of staff
moving to part-time hours and an unfilled post.

c) Premises/Accommodation

There is a favourable variance of £66,567 for premises as a result of the
delay to the planned office move.

d) Transport
There is a favourable variance of £5,920 arising from efficiency savings.

d) Supplies and Services

Supplies and Services expenditure shows a favourable variance of
£113,363 and reflects a halving of postage expenditure, savings on the
Tribunal User Group Conferences held early 2012 and deferment of a
planned Policy Secondment Officer.

e) Information Technology

A positive variance of £66,155 reflects the containment of development
expenditure ahead of the procurement of the new case management
system.

f) Service Management and Support

A favourable variance of £20,435 reflects the reduction in services obtained
from the Lead Authority by the Joint Committee in 2011/12, particularly in
relation to accounting support however for the first year costs have been
apportioned directly to the Bus Lane Adjudication Service Joint Committee.

g) Audit Fees

Under Section 3 of the Audit Commission Act 1998, the Audit Commission
appoints external auditors to audit the accounts of all local government
authorities. The definition of smaller relevant bodies for whom a limited
assurance audit is permitted has been revised to include those whose gross
income or expenditure is less than £6.5 million. Internal Audit Costs are
approved by the Joint Committee each January for the following year and
are included in Supplies and Services. During 2011/12 these charges were
£4,550

h) Summary

Overall 2011/12 saw total expenditure of £2,656,145 which reflects a
positive variance of £360,838 against budget.
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RESERVES AT 31 MARCH 2012

The reserves level at 31 March 2011 was £1,115,411. During 2011/12,
£245,801 was committed to reserves and in addition a surplus of £ 502,504
has been achieved which takes the reserves at 31 March 2012 to

£ 1,863,717. The reserves level will be reviewed at the January 2013
meeting to ensure that it is sufficient to support the move to a new location
and provide sufficient assurance to the new host authority in terms of their
potential liabilities. Any excess in the reserves level will be taken into
account in January 2013 in setting the budget for 2013/14.

AUDITOR’S REPORT

The Joint Committee is required to adopt the accounts before the auditor
produces his report. There is a requirement for a public notice for the rights

of electors to inspect the accounts after the Joint Committee has approved
them.

After consultation with the new auditors, BDO, a programme in respect of
accounts for the financial year 2011/12 has been agreed that meets these
requirements and is set out below.
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2011/12 ACCOUNTS AND AUDIT PROGRAMME

Stage 2011/12

Display Notice 11" June to 24" June 2012
Accounts submitted to PATROLAJC for | PATROLAJC meeting
approval 26" June 2012

Make records available 25" June to 20" July 2012

Submission of Annual Return and|27" July 2011
Supporting Documents to BDO

BDO Report presented to Joint Committee | 25" September 2012

Publication of audited accounts By 30™ September 2012

7.

RECOMMENDATIONS

The Joint Committee is asked to:

[i]

[i]

[iii]

[iv]

[v]
[vii]

Page 6 of 7

Note the outturn position against the 2011/12 budget as detailed in
Appendix 1.

Approve the 2011/12 Annual Return (Appendix 2), note the Annual Internal
Audit Report (Appendix 3) and Balance Sheet (Appendix 4)

Note that the External Auditor’s report and final Annual Accounts for
2011/12 will be submitted to the PATROL Adjudication Joint Committee in
September.

Approve the surplus of income over expenditure of £ 502,504 being added
to the Joint Committee’s reserves at 31 March 2011 of £1,115,411 which
takes the reserves at 31 March 2012 to £1,863,717 and to note that the
Reserves Level will be reviewed at the January 2013 meeting.

Approve the Code of Corporate Governance (see Appendix 5)

Note the 2011/12 Internal Audit Reports previously presented to the
Executive Sub Committee meetings (Appendix 6).
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APPENDIX 1 DRAFT OUTTURN POSITION AT 31 MARCH 2012
Budget Qutturn
Analysis Joint Committee June 2012 2011/12 2011/12  Variance
Expenditure: Adjudicators 962,565 935,483 -27,082
Employees 799,173 743,566  -55,607
Premises / Accommodation 225,848 159,281  -66,567
Transport 30,100 24,180 -5,920
Supplies and Services 356,611 243,248 -113,363
iCT 344,200 278,045 -66,155
Services Management and Support 40,000 19,665 -20,435
Audit Fees 12,500 6,975 -5,625
Capital Finance Charges 0 0 0
Contingency 245,801 245,801 0
Total
Expenditure: 3,016,798 2,656,145 -360,653
Income: Penalty Charge Notices -2,782,500 -2,831,333  -48,833
Other Non PCN Income 0 -11 -11
Parking PCN Adjustment 0 13,083 13,083
Parking PCN Audit Adjustment 0 6,911 6,911
Adjudication case charge 0 0 0
Contribution from
Reserves 0 0 0
Recharge for Bus Lane Adjudication Costs -228,299 -344,643 -116,344
Costs 0 0 0
Bank Interest -6,000 -2,656 3,344
Total Income: -3,016,799 -3,158,649 -141,850
Net (Surplus)/Deficit 0  -502,505 -502,504
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Small Bodies in England
Electronic annual return
Year ended 31 March 2012

Small relevant bodies in England with an annual turnover of £6.5 million or less must complete
an annual return summarising their activities at the end of each financial year.

The annual return on pages 2 to 5 is made up of four sections:

- Sections 1 and 2 are completed by the person nominated by the body.
- Section 3 is completed by the external audttor.

- Section 4 is completed by the body's internal audit provider.

The body must approve this annual return no later than 30 June 2012.
Completing your electronic annual return (eAR)

Guidance notes, ‘ncluding a completion checkiist, are provided on page 6 and at relevant points in

the annua! return. For further information on eAR go to http://www.audit commission.aov.uk/audit
reQime/support -quidance/Pages/Annualreturn.aspx

Once downloaded you are able to complete certain sections of this e-annual return. You must then
print the e-annual return to complete the remainder of the information required before approval by
the body. The sections avallable for completion electronically are:

- the name of your body in sections 1, 2 and 4 on pages 2, 3 and 5

- boxes 1 1o 10 in Section 1 on page 2; and

- the responses in boxes 1 to 8 in Section 2 on page 3.

You cannot save the e-annual return or send it electronically. You may only print it.

Complete all sections highlighted in red. Do not leave any red box blank. Incomplete or incorract
returns require additional external audit work and may incur additional costs.

Send the annual return, together with your bank reconciliation as at 31 March 2012, an explanation
of any significant year on year variances in the accounting statements and any additional information
requested, to your appointed external auditor by the due date.

Your auditor will identify and ask for any documents needed for audit. Therefore, unless requested do
not send any original financial records to the external auditor.

Audited and certified annual returns will be returned to the body for publication or public display of
sections 1, 2 and 3. You must publish or display the audited annual return by 30 September 2012.

It should not be necessary for you to contact the external auditor or the Audit Commission directly for
guidance.

More guidance on completing this annual return may be found in the Practitioners’ Guides for either
local councils or internal drainage boards. These publications may be downloaded from the National
Assoclation of Local Counciis (NALC) or Society of Local Council Clerks (SLCC) websites
{www.nalc.gov.uk or www.slce o.uk) or from the members area of the Association of Drainage
Authorities website {www.ada.orq.uk).
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Section 1 - Accounting statements for:

L

PATROL Adjudication Joint Committee

Year ending

31 March
2017
e

31 Maich

Motes and guidance

Round all figures to nearest £1. Do not leave any bexes blank

and report £0 or Mil balances. All figures must acree te
underlying financil recards.

Balances ; Total balances and reserves at the beginning of the year as
brought forward 723,468 1,115,411 | recorded in the body's financial records. Value must agres to
Box 7 of pravious ysar.

2 (+) Income from 'Total amount of local tax and/or levy received or receivable in the
local taxation 0 0 | year Including funding from a sponsoring body.
and/or levy

3 (+) Total other Total Income or receipts as recorded in the cashbook less income
receipts 2,757,668 3,158,649 from taxation and/or levy (box 2). Includs any grants received here.

4 () Staff costs Total expenditure or payments made to and on behalf of all body

1,486,529 1,676,267 { employess. Include salaries and wages, PAYE and NI {employees
and employers), pension contributions and employment expenses.
!

S ()Lloan Total expenditure or payments of capital and interest made during
Interest/capital 0 0 the year on the body's borrowings (if any).
repayments

6 (-) All other Total expenditure or payments as recorded in the cashbook less
payments 879,194 | 834,076 staff costs (box 4) and loan interest/capita: repayments (box 5.

7 (=) Balances Total balances and reserves at the end of tre year
camed forward 1,115,411 1,863,717 Must equal (1+2+3) — (4+5+6)

8 Total cash and The sum of all curent and deposit bank accounts, cash holdings
short term 902.665 1.117.013 and short term investments held as at 31 March ~ to agres with
investments ' v bank reconciiation

9 Total fixed assets The recorded book value at 31 March of all fixed assets owned by
and long term 0 the body and any other long term assets e.g. loans to third parties
assets and any long-term investmants.

H 1
10 Total borrowings The outstanding capital balance as at 31 March of all loans from
0 0 third parties (including PWLE).

| certify that for the year ended 31 March 2012
the accounting statements in this annual return
present fairly the financial position of the body
and its income and expenditure, or properly

present receipts and payments, as the case may
be.

Signed by Responsible Financial Officer:

{ ,"?Acﬁ\w/.ﬁ_
IsTehy ]

Date |

1 confirm that these accounting statements were
approved by the body on:

and recorded as minute reference:

[ ]

Signed by Chair of meeting approving these
accounting statements:

Date r ]
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Section 2 - Annual governance statement
We acknowledge as the members of:

[
'PATROL Adjudication Joint Committee

our responsibility for ensuring that there is a sound system of internal control, including the
preparation of the accounting statements. We confirm, to the best of our knowledge and belief, with
respect to the accounting statements for the year ended 31 March 2012, that:

Agreed - Yes'

means that the body.
Yes  No®

i
1

1 We approved the accounting statements prepared in prepared its accounting statements in the
accordance with the requirements of the Accounts and @ O way prescnbed by law
Audit Regulations and proper practices.

2 We maintained an adequate system cf intemal control, made proper arrangements and accepted
including measures designed to prevent and dstect fraud @ responsibility for safeguarding the public
and corruption and reviewed its effectiveness. money and resources n s charge.

3 We tock all reasonable steps to assure ourselves that has only done things it has the legal power to

there are no matters of actual or potential non- do and conformed to codes of practice and
compliance with laws, regulations and codes of practice @ O standards in the way t has done so

that could have a significant financial effect on the abifity

of the body to corduct its business or on its finances.

4 We provided proper opportunity during the year for the dunng the year gave ai persons interested
exercise of electors' rights n accordance with the the opportunity to inspect and ask questions
requirements of the Accounts and Audit Regulations about the body's accounts

5 We assessed the nsks facing the body and taken considered the financial and other risks it

appropriate steps to manage those risks, including the @ O faces and dealt with them properly
introduction of internal contrals and external insurance
cover where required

6 We maintained throughout the year an adequate and arranged for a competent person,
effective system of internal audit of the body's independent of the financial controls and
accounting records and contral systems. @ procedures. to give an objective viaw on

whether internal controls meet the needs of
the body

7 Woe took appropriate action on al matters raised in responded to matters brought to its attention
reports from internal and external audit. @ O by internal and external audit.

8 We considerad whather any litigation, liabilities or disclosed everything it should have about its
commilments, events or transactions, occurring either business actwity during the year Including
during or after the year-end, have a financial impact on @ events taking place after the year-end if
the body and where appropriate included them In the relevant.

accounting statements

This annual governance statement is approved Signed by:

by the body and recorded as minute reference .

{ ] Chair [ ]
dated [ ]

dated I l Signed by:
Clerk | _J
dated ]

*Note: Please provide explanations to the external auditor on a separate sheet for each ‘No' response.
Describe how the body will address the weaknesses Identified.
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Section 3 - External auditor’s certificate and opinion

Certificate

We certify that we have completed the audit of the annual return for the year ended 31 March 2012 of

f

Respective responsibilities of the body and the auditor

The body is responsible for ensuring that its financial management is adequate and effectlve and that
it has a sound system of internal control. The body prepares an annual return in accordance with
proper practices which:

* summarises the accounting records for the year ended 31 March 2012; and
* confirms and provides assurance on those matters that are important to our audit responsibilities.

Our responsibility is to conduct an audit in accordance with guidance issued by the Audit Commission
and, on the basis of our review of the annual return and supporting information, to report whether any
matters that come to our attention give cause for concern that relevant legislation and regulatory
requirements have not been met.

External auditor's report

(Except for the matters reported below)* on the basis of our review, in our opinion the information in
the annual return is in accordance with proper practices and no matters have come to our attention
giving cause for concern that relevant legislation and regulatory requirements have not been met.
("delete as appropriate).

1 (continue on a separate sheet if required)

Other matters not affecting our opinion which we draw to the attention of the body:

{continue on a separate sheet if required)

External auditor's signature | J

External auditor's name | | Date | |

Note: The auditor signing this page has been appainted by the Audit Commission and Is reporting to
you that they carried out and completed all the work requirad of them by law. For further Information
please refer to the Audit Commlsslon's publication Statement of Responsibilities of Auditors and of
Audited Small Bodies.
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Section 4 - Annual internal audit report to

| PH'TROL QNUD\CAT\OM JomoT  CommTEeE l

The body's internal audit, acting independently and on the basis of an assessment of risk, camied out
a selective assessment of compliance with relevant procedures and controls expected to be in
operation during the financial year ended 31 March 2012,

Internal audit has been carried out in accordance with the body's needs and planned coverage.

On the basis of the findings in the areas examined, the internal audit conclusions are summarised in
this table. Set out below are the objectives of internal control and alongside are the internal audit
conclusions on whether, in all significant respects, the control objectives were being

achieved throughout the financial year to a standard adequate to meet the needs of the body.

Internal control objective Agreed? Please choose
from one of the icllowing

Yes No* Not co-
vored™

A Appropriate accounting records have been kept properly throughout the year

B The body's financial regulations have bean met, payments were supported by invoices,
expenditure was approved and VAT was appropriately accounted for.

C The body assessed the significant risks to achieving its objectives and reviewed the
adequacy of amangements to manage these

D The annua! taxat.on or levy or funding requirement resulted from an adequate budgetary
process, progress agalnst the budget was regularly montored, and reservas were
appropriate

E Expected ncome was fully receved, based on correct pnces, properly recorded and
promptly banked; and VAT was approprately accounted for

< SN XN NN

F  Petty cash payments were properly suppartad by receipts. expenditure was approved /
and VAT appropriately accounted for.

G Salaries to employees and allowances to members were pad In accordance with body
approvals and PAYE and NI requirements were properly applied

H Asset and investments registers were completa and accurate and properly maintained.

I Penodic and year-end bank account reconclliations were properly camed out.

AN

4 Accounting statements prepared during the year were prapared on the correct
accounting basis {receipts and payments or ncome and expenditure). agreed to the l/
cash book, were supported by an adequate audt trai from underlying records, and.
where appropriate, debtors and creditors were properly recorded

For any other risk areas 'dentified by the body (st any other nsk areas below or on separate sheets 1 neaded) adecuate
controls existed:

See Arracney Ooorr Qepody Lomeew ©AANS Tue AaeAs
‘Not Coveled'  AND AQLAS Fot \monovemetot

Name of person who carried out the internal audit: [TamTseL ~ HeAd of Aopir &k Bk Ny |

Signature of person who carried out the internal audit:Muw_] Date: | 14/06/ 2017, |

*Note: if the response Is 'no’ please state the implications and action belng taken to address any
weakness in control identified (add separate sheets f needsd).

“Note: If the response is ‘not covered’ please state when the most recent internal audit work was done
in this area and when It Is next planned, or, if coverage Is not required, intemal audit must explain why
not (add separate sheets if needed).
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Guidance notes on completing the 2012 annual return

1 Proper practices for prepanng this annual return are found in the Practitioners’ Guides™. These
publications are updated from time to time and contain everything you should need to prepare
successfully for your financal year-end and the subsequent audit. Both NALC and SLCC have helplines
if you want to talk through any problem you may encounter. If you are using the electronic annual return
(e-AR) read carefully the guidance on page 1.

2 Make sure that your annual return s complete (i.e. no empty red boxes), and is properly signed and
dated. Avoid making any amendments to the completed return. But, if this is unavoidable, make sure
the amendments are drawn to the attention of and approved by the body, properly intialled and an
explanation 's provided to the auditor. Annual returns containing unapproved or unexplained
amendments will be returned unaudited and may incur addtional costs.

3 Use the checklist provided below. Use a second pair of eyes, perhaps a member or the Charr,
to review your annual return for completeness before sending t to the auditor.

4 Do not send the auditor any information not specifically asked for. Doing so is not helpful. However,
you must advise the auditor of any change of Clerk, Responsible Financial Officer or Chair.

5 Make sure that the copy of the bank reconciliation which you send to your auditor with the annua
return covers all your bank accounts. If your body holds any short-term investments, rote their value
on the bank reconciliation. The auditor should be able to agree your bank reconciliation to Box 8 on the
accounting statements. You must provide an explanation for any difference between Box 7 and Box
8. More help on bank reconciliation is available in the Practitioners’ Guides®.

8  Explain fully significant variances in the accounting statements on page 2. Do not just send in a copy
of your detalled accounting records instead of this explanation. The auditor wants to know that you
understand the reasons for all variances. Include a complete analysis to support your exp'anation.
There are a number of examples provided in the Practitioners’ Guides® to assist you.

7 Itthe auditor has to review unsolicited information, or receives an incomplete bank reconciliation, or you
do not fuly explain variances, this may incur additional costs for which the auditor will make a charge.

8  Make sure that your accounting statements add up and the balance carried forward from the
previous year (Box 7 of 2011) equals the balance brought forward in the current year (Box 1 of
2012).

9 Do not complete section 3. The external auditor will complete it at the conclusion of their audit.

Completion checklist - 'NO’ answers meeii you imay 1ol have met requremients

All red boxes have been completed?

All sections Allnformation requested by the exiernal auditor has been sent with this annual

return? Please refer to your notice of audit.

Approval by the body confirmed by s gnature of Chair of meeting approving the
accounting statements?

Section 1 An explanation of significant variations from last year to this year is provided?
Bark reconciliation as at 31 March 2012 agreed to Box 87
An explanation of any difference between Box 7 and Box 8 is provided?
Section 2 For any statement to which the response is ‘no’, an explanation is provided?

Sectlon 4 All red boxes completed by internal audit and explanations provided?

“Note: Governance and Accountability for Local Counclis in England ~ A Practitioners’ Guides, Is
avallable from NALC and SLCC representatives or Governance and Accountability for Internal Dralnage
Boards In England - A Practitioners’ Guides, |s avallable from the ADA at The Assoclation of Drelnage
Authorities, 12 Cranes Drive, Surblton, Surrey, KT5 8AL or from tha NALC, SLCC or ADA websttes - see
page 1 for addresses.
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1 Introduction

1.1 This report summarises the findings and conclusions from our review of the
adequacy of internal controls and procedures in operation within the Parking and
Traffic Regulations Outside London Adjudication Joint Committee (PATROL AJC)
and Bus Lane AJC. The purpose of this work was to inform Section 4 of the Audit
Commission Small Bodies in England Annual Returns for the year ended 31 March
2012.

2 Background

2.1 The Traffic Penalty Tribunal is an independent tribunal where impartial lawyers
consider appeals by motorists and vehicle owners whose vehicles have been
issued with:

e Penalty Charge Notices (or have been removed or clamped) by councils in
England and Wales enforcing parking under the Road Traffic Act 1991 and the
Traffic Management Act 2004.

e Penalty Charge Notices by councils in England undertaking civil bus lane
enforcement under the Bus Lane Contraventions (Penalty Charges, Adjudication
and Enforcement) (England) Regulations (2005 S! No 2757).

2.2 Under the above legislation and regulations, Councils operating civil parking and
bus lane enforcement functions are responsible for defraying expenses in relation
to the remunerations of the Adjudicators of the Traffic Penalty Tribunal. The
Enforcement Authorities are required to carry out this function through a Joint
Committee which they are required to set up for this and related purposes. The
PATROL AJC and Bus Lane AJC perform this function. In accordance with
legislation and regulations, the constituent authorities of each Committee defray
expenses in such a proportion as they may decide.

2.3 Under established reporting requirements separate annual returns were to be
submitted for to both Parking and Bus Lanes.

3 Scope and Approach

3.1 We reviewed the adequacy and effectiveness of the financial controls, risk
management arrangements and management information in respect of 9 of the 10
internal control objectives detailed within Section 4 of the Audit Commission Annual
Return document for 2011/12.

3.2  Our work did not include a review of the accounting statements and related records
supporting the final accounts under control objective J. We did not consider this to
be a key risk or indeed a function that should be discharged through Internal Audit.
An opinion on the year end accounts is provided by the appointed auditor to
PATROL AJC and we consider that any detailed testing of the accounts to support
this opinion remains their responsibility.

3.3  Whilst there is a separate Joint Committee for the Bus Lane Adjudication Service it
does share a number of systems and processes with PATROL. As a consequence
we considered Internal Audit work relating to PATROL could be used as a
reasonable source of assurance. This work was designed to address the control
objectives within the Annual Return and therefore provides some assurance in
respect of the overall operation of financial and business systems.
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3.4

4.2

Page 4

Where independent systems and processes were in operation for Bus Lanes a
review of relevant documents together with sample testing of transactions was
completed.

Findings
We identified some positive areas of good practice in relation to the control and
assurance mechanisms, including :

All payments reviewed were clearly supported by invoices and retained in well
structured files for easy identification.

A list of strategic partners where normal procurement procedures have been
waived has been approved by PATROL AJC. A programme for periodic market
testing was underway in order to demonstrate that value for money was being
obtained.

Based on a sample of constituent authorities we confirmed that income was
calculated, invoiced and received correctly.

Detailed working papers were maintained to enable the monitoring and
projection of income.

The use of payment cards has meant that PATROL does not use petty cash
removing the need for additional controls over cash handling. Accordingly our
work did not include a review of petty cash and related records under control
objective F.

The joint risk register was regularly monitored, updated, and reported to the
PATROL and Bus Lanes’ AJCs.

The joint IT Inventory contained comprehensive notes including any known
faults, previous problems and previous users of IT equipment. The Inventory
also contained clear details of disposals.

In addition to these findings we identified a number of areas where practices could
be strengthened, either through improving existing or implementing revised
arrangements, as follows:

The Guide to Staff Expenses should be reviewed and updated, to provide
greater clarity.

Record management in respect of expense claims and receipts for staff and
where applicable for third parties.

Improved compliance with approved procurement practices, particularly in
respect of ordering.

Guidance on appropriate waivers in respect of the approved competitive
procurement processes.

Better identification of the location of IT assets on the asset Register.
Timely bank reconciliations.
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5.2

5.3

Page 5

Conclusions

In our opinion both the PATROL and Bus Lane Adjudication Joint Committees have
achieved a satisfactory standard with regard to all eight control objectives
examined. Whilst we identified a number of other areas where internal controls
were assessed as requiring further development and improvement these were not
considered sufficient to prevent the achievement of a satisfactory standard of
control overall.

The forthcoming change of host authority creates a number of challenges. In order
to minimise the risks associated with this move it is important that the service
develops a robust transfer plan which includes both physical and service delivery
aspects, as well as support arrangements to ensure business continuity during and
following the transfer to the new host authority. The move also creates an
opportunity to revisit and where appropriate improve the control environment in
respect of the IT Inventory, as detailed in recommendation 5 below.

A detailed action plan of recommendations to improve the system of internal control
is attached at Appendix 1.
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14/06/12
Accrual Basis UK Balance Sheet - Standard
ITEM 13 APPENDIX 4 As of 31 March 2012
Balance Sheet
31 Mar 12
ASSETS

Current Assets
Other Current Assets
Reserves Account
Parking Year End Debtors Adjust
Pre-Payments
Total Other Current Assets

Accounts Receivable
Accounts Receivable
Total Accounts Receivable

Cash at bank and in hand
PATROL - Parking
Total Cash at bank and in hand

Total Current Assets

Current Liabilities
Accounts Payable
Accounts Payable
Total Accounts Payable

Credit Cards
Jane Robinson
Kelly Cornell - RBS Card
Kerry Colbourne
Room Hire Credit Card
Total Credit Cards

Other Current Liabilities
Accruals
Debtors Receipts In Advance
VAT Liability

Total Other Current Liabilities

Total Current Liabilities

NET CURRENT ASSETS

TOTAL ASSETS LESS CURRENT LIABILITIES
NET ASSETS

Capital and Reserves
Reserves - Parking
Unrestricted Net Assets
Profit for the Year

Shareholder funds

694,230.00
34,540.51
148,001.33

876,771.84

205,233.09
205,233.09

1,117,013.30
1,117,013.30

2,199,018.23

140,391.67
140,391.67

201.25
-1,168.40
85.00
2,001.71

1,119.56

106,285.35
87,588.80
-83.93
193,790.22

335,301.45

1,863,716.78

1,863,716.78
1,863,716.78

718,892.28
396,518.72
748,305.78

1,863,716.78
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PATROL ADJUDICATION JOINT COMMITTEE 26" June 2012
Appendix 5 to Item 13

PATROL ADJUDICATION JOINT COMMITTEE
CODE OF CORPORATE GOVERNANCE

JUNE 2012

Background

The PATROL Adjudication Joint Committee, formerly the National Parking Adjudication
Service Joint Committee, has been established to enable Councils having Civil
Enforcement Area Orders to exercise their functions under Section 81 of the Traffic
Management Act 2004 and Regulations 17 and 18 of the Civil Enforcement of Parking
Contraventions (England) General Regulations 2007. These functions are exercised
jointly with the other councils in accordance with the requirements of Regulation 16 of
the Civil Enforcement of Parking Contraventions (England) General Regulations 2007.

The functions exercised by the PATROL Adjudication Joint Committee on behalf of its
constituent councils are appointing independent adjudicators to the Traffic Penalty
Tribunal, providing these adjudicators with administrative staff and accommodation and
providing hearing venues. lIts remit in relation to the Tribunal is limited to these matters.
The Joint Committee also undertakes such other associated functions as the
participating Authorities may lawfully arrange Joint Committee to perform as they from
time to time consider appropriate.

The PATROL Adjudication Joint Committee (PATROLAJC) is responsible for ensuring
that its business is conducted in accordance with the law and proper standards, and that
public money is safeguarded and properly accounted for, and used economically,
efficiently and effectively. The PATROLAJC also has a duty under the Local
Government Act 1999 to make arrangements to secure continuous improvement in the
way in which its functions are exercised, having regard to a combination of economy,
efficiency and effectiveness.

In discharging this overall responsibility, the PATROLAJC is responsible for putting in
place proper arrangements for the governance of its affairs, facilitating the effective
exercise of its functions, which includes arrangements for the management of risk.

The PATROLAJC, in so far as it is applicable, is consistent with the principles of the
CIPFA/SOLACE Framework Delivering Good Governance in Local Government in
developing its Code of Corporate Governance. The CIPFA/SOLACE governance
framework ‘Delivering Good Governance in Local Government' brings together an

underlying set of legislative requirements, governance principles and management
processes.

Page 10of 9



PATROL ADJUDICATION JOINT COMMITTEE 26" June 2012
Appendix 5 to item 13

The Code of Corporate Governance

The PATROL Adjudication Joint Committee’s Code of Corporate Governance chimes
with the overall aim of the CIPFA/SOLACE framework (CIPFA/SOLACE Framework
“Delivering Good Governance in Local Government” 2007 to promote effective
governance i.e. “doing the right things, in the right way, for the right people, in a timely,
inclusive, open, honest and accountable manner” However, the PATROL Adjudication
Joint Committee is mindful of its specific remit, role and responsibilities in adopting the
core principles of the CIPFA/SOLACE framework to promote effective governance.

To clarify this, Appendix 2i provides an overview of the Traffic Penalty Tribunal and
PATROL Adjudication Joint Committee and their respective roles and it is recognised
that clarity in this respect is paramount to promote the continued integrity and
independence of the Adjudicators.

a) Focusing on the purpose of the Joint Committee, its objectives and outcomes.

» Exercising strategic leadership and clearly communicating its purpose
and vision and intended outcomes.

» Ensuring that users receive a high quality of service.

* Ensuring that best use is made of resources to achieve value for money.

b) Members and officers working together to achieve a common purpose with clearly
defined functions and roles.

« Effective leadership and clarity about executive and non-executive
functions.

» Ensuring a constructive working relationship exists between authority
members and officers with responsibilities carried out to a high standard.

c) Promoting values for the Joint Committee and demonstrating the values of good
governance through upholding high standards of conduct and behaviour.

« Ensuring authority members and officers exercise leadership by behaving in
ways that exemplify high standards of conduct and effective governance.
» Ensuing values are put into place and are effective.

d) Taking informed and transparent decisions which are subject to effective scrutiny
and managing risk.

* Being rigorous and transparent about how decisions are taken.
» Having good quality information, advice and support to ensure that services

are delivered effectively.
* Ensuring that an effective risk management system is in place.
e) Developing the capability of members and officers to be effective

* Making sure that members and officers have the skills, knowledge,
experience and resources they need to perform well in their roles.

Page 2 of 9



PATROL ADJUDICATION JOINT COMMITTEE 26™ June 2012
Appendix 5 to Item 13

« Developing the capability of people with governance responsibilities

f) Stakeholders are engaged with to ensure robust accountability

» Effectively engaging with stakeholders
* Taking an active and planned approach to dialogue

By adopting the spirit of these six principles, the PATROL Adjudication Joint Committee
will:

i) Structure its governance arrangements.
ii) Annually monitor effectiveness
iii) Demonstrate how core principles will be applied and compliance tested.

The Code of Conduct will be reviewed on an annual basis.
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PATROL ADJUDICATION JOINT COMMITTEE 26™ June 2012
Appendix 5to ltem 13

APPENDIX 5i
PATROL (PARKING AND TRAFFIC REGULATIONS OUTSIDE
LONDON) ADJUDICATION JOINT COMMITTEE
&
BUS LANE ADJUDICATION SERVICE JOINT COMMITTEE

Briefing Note for New Council Representatives

1. Introduction to the Traffic Penalty Tribunal

The Traffic Penalty Tribunal is an independent tribunal where impartial lawyers
consider appeals by motorists and vehicle owners whose vehicles have been
issued with:

« Penalty Charge Notices (or have been removed or clamped) by councils
in England and Wales enforcing parking under the Traffic Management
Act 2004.

» Penalty Charge Notices by councils in England undertaking civil bus lane
enforcement under The Bus Lane Contraventions (Penalty Charges,
Adjudication and Enforcement) (England) Regulations (2005 S| No 2757).

The principal objective of the Traffic Penalty Tribunal is to provide independent,
impartial and well considered decisions based on fact and law in a way that is
user-focused, efficient, timely, helpful and readily accessible.

The Traffic Penalty Tribunal has its headquarters in Manchester but operates across
England (outside London) and Wales with its Adjudicators and Hearing Centre
Supervisors working remotely and from hearing venues in over 60 locations. The Traffic
Penalty Tribunal deals with some 18,000 plus appeals per annum and has 23
Adjudicators including a Chief Adjudicator, 20 Hearing Centre Supervisors and twenty-
two staff.

Itis the Adjudicator’s function to independently decide the appeals and issue any
directions required for the management of appeals.

The Traffic Penalty Tribunal comes under the supervision of the Administrative Justice
and Tribunals Council which has established a Framework of Standards for Tribunals
which states that tribunals should:

Be independent

Provide open, fair and impartial hearings
Be accessible to users

Focus on the needs of users

Offer cost effective procedures

Be properly resourced and organised

Page 4 of 9



PATROL ADJUDICATION JOINT COMMITTEE 26™ June 2012
Appendix 5 to Item 13

»  Work with first tier decision makers to improve the “end to end” experience for
the user.

Both parties, Councils and Appellants, have a right to a personal hearing, but
alternatively may agree to have a telephone or postal hearing.

Technology is central to the whole operation with adjudicators accessing the tribunal’s
case management system remotely. The Tribunal actively encourages parties to
correspond with the tribunal electronically and is also actively encouraging councils to
provide the facility for appellants to appeal on line.

For more information
For more information about The Traffic Penalty Tribunal, members are requested to:

 Visit the tribunal’s web site at www.trafficpenaltytribunal.gov.uk.

* Refer to the Adjudicators Annual Report — available through the web site.

» Contact the Head of Service who will be pleased to provide additional
information or arrange a visit to the Manchester offices.

« Members are welcome to participate in any tribunal events e.g. council induction
events or council user groups.

2. Background to the Joint Committees

The PATROL Adjudication Joint Committee, formerly the National Parking Adjudication
Service Joint Committee, has been established to enable Councils having Civil
Enforcement Area Orders to exercise their functions under Section 81 of the Traffic
Management Act 2004 and Regulations 17 and 18 of the Civil Enforcement of Parking
Contraventions (England) General Regulations 2007. These functions are exercised
jointly with the other councils in accordance with the requirements of Regulation 16 of
the Civil Enforcement of Parking Contraventions (England) General Regulations 2007.

The functions exercised by the PATROL Adjudication Joint Committee on behalf of its
constituent councils are appointing independent adjudicators to the Traffic Penalty
Tribunal (subject to the consent of the Lord Chancellor), providing these adjudicators
with administrative staff and accommodation and providing hearing venues. Its remit in
relation to the Tribunal is limited to these matters. The Joint Committee also
undertakes such other associated functions as the Participating Authorities may lawfully
arrange Joint Committee to perform as they from time to time consider appropriate.

The Agreement that regulates the setting up of the Joint Committee provides for one
Representative for each constituent Council. Members of the Joint Committee need not
be an “Executive Member” of their Council, but this is a matter for each Council to
decide. If the nominated Representative cannot attend the meeting, provision is made
for a named substitute to attend in his/her place.

In 2006 with the introduction of civil bus lane enforcement, it was agreed that there
would be an integrated tribunal for parking and bus lane enforcement. However, there
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PATROL ADJUDICATION JOINT COMMITTEE 26" June 2012
Appendix 5 to Item 13

must be a separate Joint Committee, the Bus Lane Adjudication Service Joint
Committee until such time as both areas of enforcement are governed by the same
legislation i.e. the Traffic Management Act 2004. Where councils enforce bus lanes,
they are required to become a member of the Bus Lane Adjudication Service Joint
Committee.

3. Role of Joint Committee Members

The role of Members of the Joint Committee is to oversee the functions of The
Traffic Penalty Tribunal as an Independent Tribunal.

There is not a role as such in respect of the parking/bus lane enforcement
activities of the Local Authority they represent on the Joint Committee nor do
members have the remit to discuss or influence Adjudicator decisions. The
independence and integrity of the tribunal is paramount.

Typically agenda items will include:
* Appointment of adjudicators
New member councils
Budgets
Budget monitoring
Governance Matters
Service Charges to user councils
General progress and service standards
Establishment of Sub Committees and Advisory Board.
Other relevant items of interest to the Joint Committee in exercising its duties

Members elect a Chair, Vice Chair and in the case of the PATROL Adjudication Joint
Committee, an Assistant Chair. Meetings are attended by the Chair of the Advisory
Board, the Chief Adjudicator and Head of Service.

The Head of Service presents reports to the Joint Committee meetings on behalf of the
Lead Officer in relation to administrative matters and the Chief Adjudicator presents on
judicial matters, administrative responsibilities delegated to her within the scheme of
delegation and the Annual Report of the Adjudicators.

4. Joint Committee Primary Objectives

The agreed primary objectives of the Joint Committees are the provision of:

a) A fair adjudication service for Appellants including visible independence of
adjudicators from the authorities in whose areas they are working.

b) Consistency in access to adjudication.

c) A cost effective and equitable adjudication service for all Parking Authorities
and Bus Lane authorities in England and Wales.

d) Flexibility to deal with a wide range of local authorities with varying levels of

demand for adjudication.
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In addition, the Joint Committee oversees any agreed PATROL initiatives e.g.
commissioning Independent Reviews and the provision of public information.

5. Joint Committee Meetings

The annual meeting of the PATROL Adjudication Joint Committee takes place in June
each year in the Birmingham area.

In addition the Joint Committee has established an Executive Sub Committee which
meets twice a year in January and September, again in the Birmingham area. Where
possible, Bus Lane Adjudication Joint Committee meeting are scheduled to coincide with
the January, June and September meetings.

The PATROL Adjudication Joint Committee has also established an Executive Sub
Committee (Wales) with specific reference to matters arising from the separate
regulations for the civil enforcement of parking in England and Wales.

Members are encouraged to attend in order to broaden their appreciation of the
functions of the Joint Committee. In addition to local authority councillors and officers,
the Joint Committee meetings are attended by the Chief Adjudicator, Chair of the
Advisory Board and Head of Service. Local authority officers are also welcome to
attend.

Notices and papers in respect of Joint Committee meetings are issued by the Lead
Authority. Please note that, in the interests of efficiency, papers will only be issued to
councillors who have confirmed that they wish to attend.

In addition, prior to each meeting Democratic Services Departments within each member
authority will be notified of the publication of papers and provided with a link to a web
version for reference purposes. Papers for the meetings are posted on the PATROL web
site.

http://cpapers.patrol-uk.info/

Any queries in relation to meetings can be addressed to the Head of Service.
6. Lead Authority and Lead Officer Role

Because the Joint Committees have no corporate status and cannot therefore contract,
one of the constituent Councils has been appointed Lead Authority to enable goods and
services to be provided on behalf of the Joint Committees. The responsibilities of the
Lead Authority are set out in the Joint Committee’s agreement and within the Scheme of
Delegation. Initially Manchester has been appointed the Lead Authority.

The Joint Committees have delegated decision making in relation to the majority of day

to day matters to a “Lead Officer” (initially the Lead Officer is the Chief Executive of
Manchester) or to the Chief Parking Adjudicator/Bus Lane Adjudicator, depending on the

Page 7 of 9
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subject matter. For the most part the Head of Service of Joint Committee Services acts
on behalf of the “Lead Officer”.

Except in the case of urgent business, the Lead Officer, in exercising the functions
delegated to him, is required to consult with an officer working party (the Advisory Board)
comprising the Lead Officer plus up to eleven people, including: seven representatives
of local authorities with at least one representing: an English Authority; a Welsh
Authority; a District Council; a County Council; a Unitary or Metropolitan Council and a
bus lane enforcement council. Representatives of the Department for Transport and
Welsh Government have been appointed members of the Advisory Board. There are
also two other representatives, a lay member with tribunal experience, and a
representative from a motoring organisation. The Advisory Board will have considered
all papers being recommended to the Joint Committee.

7. Joint Committee Agreement

The form of the PATROL Adjudication Joint Committee and Bus Lane Adjudication
Service Joint Committee Agreements, the articles by which local authorities becomes a
member of the Joint Committee, has been the subject of detailed negotiations between
the initial parties. Their final form has been approved by leading Counsel. For this
reason it is requested that joining councils do not seek to make changes to the terms of
the Agreements.

Whilst the Agreements provide for the terms on which the Joint Committees are to
operate, including making provision for the joining of new members and for the
appointment of a Lead Authority, they do not set out in detail the amount of contributions
required from member councils. These contributions are decided by the Joint
Committee and are set at a level which should not be prohibitive to any council wishing
to join the Joint Committee. These charges will be reviewed annually by the Joint
Committees at their January meetings.

8. Public Information

The Joint Committee has approved the provision of common public information on civil
enforcement on behalf of local authorities. A public information web site is in operation
at www.patrol-uk.info. Information about the web site can be sought from Miles Wallace
on 0161 242 5290 or mwallace @ patrol-uk.info.
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9. Feedback

| trust that this briefing note has been useful. If you have any comments on how this
might be improved, please do not hesitate to contact me.

Louise Hutchinson

Head of Service

Joint Committee Services
PATROL

Barlow House

Minshull Street
Manchester

M1 3DZ

Direct Line:; 0161 242 5270

Email: Ihutchinson @patrol-uk.info

www.patrol-uk.info

June 2012
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Item 9
REPORT FOR RESOLUTION

SUBJECT: AUDIT

REPORT OF: The Lead Officer

PURPOSE OF REPORT

To present:

i) Internal audit reports in respect of:
Business Continuity Planning (Appendix 1)

Business Planning (Appendix 2)
Follow up on previous Audit Recommendations (Appendix 3)

i) The 2012/13 internal audit plan for approval (Appendix 4)

RECOMMENDATIONS

It is recommended that the Joint Committee:

[i] Notes the internal audit reports for 2011/12 and the management responses.
[ii] Approves the Internal Audit Plan for 2012/13

FINANCIAL CONSEQUENCES

Provision is made for external and internal audit work. The proposed internal audit work will
result in an increase in the level of internal audit fees.

CONTACT OFFICERS

Louise Hutchinson, PATROL Headquarters, Barlow House, Minshull Street, Manchester,

M1 3DZ Tel: 0161 242 5270
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1. BACKGROUND

1.1 The Joint Committee approved an Internal Audit Plan for 2011/12 at its meeting in January
2011. Internal Audit Reports for this period are enclosed together with the management
response. These reports are as follows:

Business Continuity Planning (Appendix 1)
Business Planning (Appendix 2)
Follow up on previous Audit Recommendations (Appendix 3)

1.2 As part of a three-year internal audit strategy, it was agreed that the Joint Committee
would approve the annual audit plan. A copy of the plan for 2012/13 is enclosed for
approval (Appendix 4).

2, RECOMMENDATION

It is recommended that the Joint Committee:

[i] Notes the internal audit reports for 2011/12 and the management responses.
[ii] Approves the Internal Audit Plan for 2012/13
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2.2

2.3

2.4

3.2

4.1

Introduction

This report summarises the findings and conclusions from our desk top review of
business continuity arrangements for the Parking and Traffic Regulations Outside
London Adjudication Joint Committee (PATROL AJC).

Background

The Traffic Penalty Tribunal is an independent tribunal where impartial lawyers consider
appeals by motorists and vehicles owners whose vehicles have been issued with Penalty
Charge Notices, under either the Traffic Management Act 2004 or The Bus Lane
Contraventions Regulations.

The PATROL Adjudication Joint Committee has been established to enable Councils
having Civil Enforcement Area Orders to exercise their functions under Section 81 of the
Traffic Management Act 2004 and Regulations 17 and 18 of the Civil Enforcement of
Parking Contraventions (England) General Regulations 2007. These functions are
exercised jointly with the other councils in accordance with the requirements of
Regulation 16 of the Civil Enforcement of Parking Contraventions (England) General
Regulations 2007. The expenses of the Joint Committee in carrying out its functions are
defrayed amongst the member authorities

The Joint Committee has appointed Manchester City Council as its Lead Authority. The
Council's Internal Audit service has agreed a three year audit strategy with PATROL
management following a risk assessment. The Internal Audit Plan for 2011/12 includes a
review of the business continuity arrangements. In practical terms, business continuity
management is concerned with maintaining business as usual and delivering essential
services in the face of disruption such as ICT failure, or staff shortages resulting from
illness or severe weather.

The British Standard BS25999 defines business continuity management as a holistic
management process that identifies potential threats and impacts to an organisation. It
provides a framework for building organisational resilience with the capability for an
effective response that safeguards the interest of its key stakeholders and reputation.

Scope, Objectives and Approach

To provide assurance over the adequacy of PATROL's business continuity arrangements
and their alignment to the key principles of BS25999.

Discussions were held with the Head of Service, Finance Manager and Business
Manager. We also reviewed supporting documentation including the Business Continuity
Plan and Business Continuity Group papers.

Findings
Embedding Business Continuity

It was pleasing to note a Business Continuity Group had been established, with
membership consisting of key senior operational staff within PATROL, including the
Head of Service, Business Manager, Tribunal Registrar, Appeals Manager and
Technology Manager. Discussions with the Head of Service indicated that there may be
some benefit to the Finance Manager attending future meetings.



4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

4.10

4.1

Our review of the Business Continuity Plan (BCP), meeting minutes and supporting
documentation confirmed that PATROL has made significant progress is developing and
embedding business continuity arrangements across the organisation.

The Business Continuity Group meeting minutes confirmed arrangements had been
reviewed and considered by senior management and action points assigned to
individuals. Action points were recorded and reflected on as a standard item on the
agenda, however we consider monitoring of these could be improved by recording the
date actions were raised and the required date for completion.

Business Continuity Plan (BCP)

It was clear the BCP had been reviewed on a periodic basis and version control was in
place to provide an evidence trail of any changes made.

All members of staff were able to access the BCP electronically (with managers also
having remote access) and additional hard copies of the document were available within
the office. Discussions with the Head of Service and Business Manager confirmed that
hard copies of the BCP were held off site by members of the Business Continuity Group.

It was pleasing to note that an agreed communication cascade process was in place.
Discussions with the Head of Service confirmed the details of this were appropriate given
the size of the organisation.

From our review of the BCP it is evident that a Business Impact Analysis (BIA) has been
completed and clear strategies and procedures were in place in the event of several
scenarios. However, we consider it best practice and for the purpose of clarity would
recommend the BIA and BCP stages are separated into two discrete documents. To
assist with this we have attached an example pro-forma document which can be used
when undertaking the BIA. The template is aimed at helping organisations better
measure the impact of events over time. This in turn can provide a better understanding
of where resources should be concentrated and can identify any single points of failure.

At the time of our visit there was no clearly defined business continuity management
policy in place. It is recommended that one is established which sets out the strategic
approach and management expectations.

It was noted that good practice for organisations to have flexible working capability.
Managers had remote access to systems should access to the buildings be denied. In
addition to this Adjudicators and had off-site access to the Appeals Information

Management System. This flexible working capability offers added resilience to the
organisation.

We were aware that the business was in the process of negotiating a change of
premises. We consider it is therefore timely to review and document the preventative
and corrective actions to ensure that arrangements in place remain up to date with
organisational changes.

Testing

The Head of Service and Business Manager confirmed that whilst there had not been a
planned test of the business continuity arrangements, there had been several real
disruptions to service which involved the BCP being invoked. We were informed that
business continuity arrangements undertaken during these incidents had proved
effective. The ethos of business continuity management is one of continuous



improvements and therefore it is important to evaluate both success and failure. As such
it is considered best practice for documented records of incidents to be maintained.

Conclusions

Based on the work undertaken it is apparent that clear and robust business continuity
arrangements are in place for PATROL. As such we are able to provide substantial
assurance over the adequacy of arrangements and their alignment to the key principles
of BS25999. To help ensure the organisation continues to learn and develop in this area
we consider there are benefits to PATROL becoming members of the Manchester
Business Continuity Forum, an independent forum which shares best practice with other
organisations from different sectors within the area.

Recommendations

The Action Plan at Appendix 1 includes our recommendations for improvement. We
have also enclosed at Appendix 2 an example Business Continuity Management Policy,
a copy of the Terms of Reference for the Manchester Business Continuity Forum and an
example Business Impact Analysis document for information.
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BUSINESS CONTINUITY MANAGEMENT POLICY

PURPOSE

The purpose of this policy is to formalise the Business Continuity program and to provide
guidelines for developing, maintaining and exercising Business Continuity Plans (BCPs).

This policy establishes the basic principles and framework necessary to ensure emergency
response, resumption and recovery, restoration and permanent recovery of operations and
business activities during a business interruption event.

SCOPE

This policy applies to all PATROL's staff, facilities and IT systems. PATROL shall be prepared
for scenarios including, but not Ilimited to, natural disaster, power outage,
hardware/telecommunications failures, data corruption and terrorism. These events may be

local in nature, or could have regional impact, with multiple facilities in a geographic region
becoming inaccessible.

This policy provides guidance for the resumption and recovery of time sensitive business
operations in accordance with pre-established timeframes as well as ensuring that adequate
plans are in place for the less time sensitive business operations.

POLICY

PATROL recognise the potential strategic, operational, financial, reputational and stakeholder
risks associated with service interruptions and the importance of maintaining viable capability to
continue business processes with minimum impact in the event of an emergency.

DEFINITIONS

* BCG - Business Continuity Group
e BCP - Business Continuity Plan

* BIA - Business Impact Analysis

PROCEDURES:
Statement of Policy

Business continuity policy and planning are fundamental to ensure against organisational and
reputational risk to PATROL in case of business interruption. PATROL must develop, exercise,
test and maintain plans for the resumption and recovery of business functions and processing
resources. The resumption and recovery plans must be based on a risk assessment that
considers potential losses due to unavailability of service versus the cost of resumption. These
plans shall anticipate a variety of probable scenarios ranging from local to regional crisis.
Business continuity policy and planning complement crisis management in recognising that staff
are the most important assets and ensuring the necessary ability to continue critical business




processes in spite of an emergency or to resume them before their unavailability disrupts the
work of PATROL.

Responsibilities

The BCG is responsible for this policy. The following sections denote the distribution of
responsibilities for business continuity.

Key Stakeholders

The key stakeholders who participate in institutional BC program policy, planning and
governance are senior management and critical systems, services and applications owners:

Joint Committee;

Advisory Board;

Head of Service;

Business Manager;

Tribunal Registrar;

Appeals Manager; and
Technology Manager.

(enter any other relevant parties here)

Business Impact Analysis (BIA) and Risk Assessment

The BCG shall undertake a BIA on a (frequency to be determined) basis to identify and prioritise
the critical business processes and costs of downtime. The BIA shall cover the major business
processes that cut across the multiple sections or teams. It shall identify the business process
availability, recovery time objectives and associated risks if these processes were not available.

The Business Continuity Plan

The BCG shall develop the BCP to recover from an incident and provide, at the very minimum,
the ability to recover critical processes in line with the findings of the BIA.

The recovery plans for an incident shall be developed by the BCG and the senior management
responsible for PATROL. The BCG shall have oversight as to the creation of local plans to
provide leadership and guidance, and ensure appropriate consistency and coordination among
the various business dependencies, as well as compliance/consistency with standards.

During an incident, the Head of Service/Business Manager shall activate the Business
Continuity Plan. The BCG shall work with the affected sections/teams to ensure smooth
execution of the BCP, particularly in relation to any necessary relocation of services.

In some cases, it may not be necessary to relocate staff. To address local crisis situations,
alternate approaches for resumption including remote work, working from other office buildings,
etc., shall be identified for affected business units working with management, the BCG and
security, facilities and IT teams.

Develop Resumption and Recovery Plans for People Assets

PATROL senior management shall be provided with communication approaches and tools to
ensure communication among themselves and with the staff for emergency response and
business continuity.




The BCG shall implement and maintain a basic communication plan for all sections/teams for
emergency response and business continuity. Guidance on what constitutes a basic
communication plan shall follow a standard to be developed and issued.. Confidentiality of staff
personal contact information for this purpose shall be managed in compliance with the
Information Security and HR policies and practices.

Business continuity plans shall identify the designated primary staff member (from the business
operation) and an alternate who can perform functional responsibilities in the absence of the

primary staff member. Some managers may be required to work from remote offices or from
home.

The BCG shall work to develop clear guidance on how the staff shall report their time during
crisis. These staff may be directed to suspend their regular duties until the operations are
restored at a permanent site or some alternate direction is provided.

Develop Resumption and Recovery Plans for Facilities and Office Space

In order to successfully resume PATROL's critical business operations during an incident/crisis,
the BCG must identify a safe, easily accessible and fully operational location with adequate
resources (IT and others) for staff to report to and initiate operations from during the period of
crisis. Any decisions regarding alterative facilities must provide adequate office space and

alternate communication links for the senior management to perform operational decision-
making.

The BCG office shall work closely with the business units to coordinate the activities involved in
restoring the business operations of PATROL and ultimately return to an original/new
permanent operating site.

Develop IT Systems Resumption and Recovery Plans

The BCP shall develop a coordinated strategy involving plans, policies, procedures, and
technical measures that enable the recovery of IT systems, operations, and data that is
identified as critical. The BCG shall also work with other companies that are responsible for

development and maintenance of the technology and information that support critical business
processes of PATROL.

PATROL's network architecture and telecommunications shall help ensure there is the ability to
withstand local/regional crisis.

BC policy and planning shall be integrated in IT policy, budget and implementation decisions.
IT budget guidelines and incentives shall take into account good practices concerning business
continuity planning and preparedness.

For new application development, BC planning should be integrated in all phases of the IT
project life cycle, starting from Business Requirements, System Architecture, Design,
Construction, Testing, Implementation, Maintenance and Retirement.

Testing

The BCP should be tested at least annually to ensure credible recovery preparedness. The
scope, objectives, and measurement criteria of each test shall be determined and coordinated
by the BCG on a per event basis. Test results shall be shared with the Advisory Board.

Corporate Communications

The BCP shall include mandatory instructions, advice, process, procedure or guidance
concerning internal and external communications.




External communication during an incident/crisis is a critical business process. The BCG shgll
to develop the process and messages that will be communicated to staff and stakeholders in
the event of an incident or business interruption.

Training

Business Continuity training for the BCG (and other relevant staff) is essential for effective
resumption and recovery of operations. BCG staff shall ensure training to keep current in the
business continuity industry and PATROL's business processes, latest technologies, tools,
international standards and regulations that guide the development of BC plans. Training must
include details regarding business resumption and recovery roles in coordination with the BCG.

BCP Maintenance and Management Reporting

The BCPs shall be updated on a XXXX basis, or as often as changes require, using agreed
templates. Most importantly all major updates should be incorporated as soon as possible and
not held to satisfy a pre-arranged schedule.

The BCG shall consider the use of automated tools to support business continuity planning.

Reporting business continuity planning status and progress is a key element of creating an
effective BC program. The BCG shall report the status and progress of the BC program to the
Advisory Board on a XXXX basis or after every BC test.

Business Continuity Program Governance

As demonstrated in this policy, business continuity is an area affecting all aspects of a business
and therefore must receive senior management guidance and oversight.

The organisations listed in the key stakeholders section of this policy shall participate in the
Company X's BC program governance.

A formal BC program governance structure shall be developed to ensure effective decision-
making and alignment with British Standards such as BS25999.

Policy Compliance

Consistent compliance with this policy is essential to its effectiveness and therefore adherence
to this policy is expected. The BCG will assess the preparedness of all the sections/teams. The
assessment will include the quantification and qualification of PATROL's exposures including,

but not limited to, the resumption of time-sensitive operations and the recovery of other
operations.

Internal Audit, as part of its work program, will review the business continuity plans periodically

to ensure alignment of the overall Business Continuity Program with Standards such as
BS25999.

Policy Agreed:
Planned Review Date:
Actual Review Date:




MIB, NMancresTer Business Conminury Forum
CIF

MANCHESTER BUSINESS
CONTINUITY FORUM

TERMS OF REFERENCE

To contribute to Manchester's prominence as a leading economic hub by

showcasing its ongoing commitment to building safe, sustainabie and
resilient communities

To improve the resilience of Manchester's communities, businesses and
voluntary organisations; encouraging them to respond effectively to
internal or external threats of disruption, thereby lessening the economic

and social impact of emergencies and speeding up the subsequent
recovery

To share information and good practice about business continuity
management, including advice and assistance for planning for generic
disruptions that could affect Manchester

To facilitate joined up testing and rehearsal of BC arrangements

To share, where practical, the risk profile for Manchester to promote and
improve the development of robust and relevant emergency management
and business continuity arrangements

To raise awareness of the multi-agency arrangements in place to respond
to major incidents within the City and, specifically, the emergency
response and evacuation procedures for the city centre

To offer a forum through which businesses, voluntary sector and

emergency responders can co-ordinate and integrate emergency
preparedness arrangements

To promote discussion and learning amongst members

To provide information about the sources of warning, information and
advice in the event of an emergency

To ensure Forum initiatives are complementary and not in competition with
the activities of the other relevant bodies for Business Continuity and
Emergency Planning
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Introduction

This report summarises the findings and conclusions from our review of the business
planning framework for the Parking and Traffic Regulations Outside London Adjudication
Joint Committee (PATROL AJC).

Background

The Traffic Penalty Tribunal is an independent tribunal where impartial lawyers consider
appeals by motorists and vehicles owners whose vehicles have been issued with Penalty
Charge Notices, under either the Traffic Management Act 2004 or The Bus Lane
Contraventions Regulations.

The PATROL Adjudication Joint Committee has been established to enable Councils
having Civil Enforcement Area Orders to exercise their functions under Section 81 of the
Traffic Management Act 2004 and Regulations 17 and 18 of the Civil Enforcement of
Parking Contraventions (England) General Regulations 2007. These functions are
exercised jointly with the other councils in accordance with the requirements of
Regulation 16 of the Civil Enforcement of Parking Contraventions (England) General
Regulations 2007. The expenses of the Joint Committee in carrying out its functions are
defrayed amongst the member authorities.

The Joint Committee has appointed Manchester City Council as its Lead Authority. The
Council's Internal Audit service has agreed a three year audit strategy with PATROL
management following a risk assessment. The Internal Audit Plan for 2011/12 includes a
review of the business planning arrangements.

Business planning is a crucial tool that enables the determination and articulation of
strategic objectives, values and priorities and how this work will be resourced. The plans
themselves are essential elements in the provision of assurance that the organisation is
on track to deliver both a balanced budget and achieve agreed objectives. The business
plan is a key component of an effective governance framework.

Scope, Objectives and Approach

To provide assurance over the adequacy of the business planning framework for
PATROL in supporting effective governance arrangements. Specifically that:

e The process for the preparation and agreement of the business plan is supported by
adequate planning, engagement and approval;

e The content of the business plan accurately identifies priorities and supporting
resource requirements to support effective medium to long term planning; and

e There is an appropriate monitoring and reporting mechanism that enables the

measurement of performance against business plan objectives to support effective
decision making.

Findings

Preparation and Agreement of the Business Plan

There was a well structured and planned approach for preparing the business plan. The
Head of Service commenced the process in November each year to coincide with the
annual budget setting process for the following financial year.
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4.8

4.9

We confirmed that senior staff and budget holders were consulted over the content of the
plan before it was finalised in January. In addition to this, key information and themes
from the Adjudicators Conference, held during November each year, was also
considered.

On account of the reporting already made available to the Advisory Board regarding key
areas of the plan, rather than review the Business Plan in its entirety the Advisory Board
agreed to focus on strategic objectives and to be provided with progress reports at their
meeting. Our review of meeting minutes from May 2010 and 2011 confirmed that
objectives had been outlined to the Board, however from the detail recorded in the
minutes it was unclear whether The Advisory Board had raised any issues / challenge
over the information that was outlined

We consider the business plan document is a fundamental part of the governance
arrangements and key to informing the strategic direction of the organisation. The
document provides The Advisory Board with the opportunity to discuss strategic

priorities and the resources planned to support the achievement of objectives prior to the
start of each year.

We confirmed the business plan is located on the shared drive and is therefore
accessible to staff. Discussions with the Head of Service and managers confirmed staff

were notified when the business plan was finalised, and managers had been provided
with a copy.

Content of the Business Plan

We reviewed the business plan against best practice and confirmed most of the relevant
areas considered necessary to enable the effective operation of a service had been
incorporated. These included an analysis of the market in which PATROL operated,
annual performance measures outcomes, three year financial forecast, drivers for
change, service objectives and details of the performance management framework.

However, we identified some key areas for improvement. Whilst reference was made to
training, commitments in terms of an overarching plan were not included. Likewise
information relating to staff/adjudicator numbers, skills mix, succession planning and
equalities did not feature. We consider this information is essential for management to
articulate how the business objectives and priorities will be supported and achieved.
Whilst information regarding equalities may not have previously been considered, its
inclusion helps demonstrate how the organisation complies with the wider legislation and
equalities obligations to staff, customers and the public.

We were aware that management has continued to take positive steps to develop and
embed risk management within the culture of the organisation. However the risk register,
identifying strategic risks to the organisation was not included within the business plan,
instead this was retained separately. Likewise, whilst there was a detailed business

continuity plan and related arrangements, these were not referenced in the main
business plan.

The key objectives of the service for the three years to 2013/14 were clearly presented
within the business plan. We were satisfied these covered all key areas, namely
adjudicators, staff, premises, appeals, communication, stakeholders, information
technology and performance.
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4.13

4.14

However, there was no indication of which areas or specific objectives were considered
priority. We considered this information, together with known details of planned/actual
resources required or available in relation to specific objectives, would help demonstrate
the commitments necessary, whether financial or other, to the achievement of objectives.

For example, improvements to computer systems, the introduction of a new website and
office move will all have associated costs. Whilst the financial implications of these
initiatives have been reported separately during the year, this information was not
separately identifiable within the three-year financial budget contained within the
business plan. We consider there are benefits to providing effective links between the
information provided within the three-year financial budget and risk register.

Performance Management

There is a satisfactory level of performance management information produced to enable
the evaluation and review of the service. The information is analysed and produced
quarterly and reported to the Advisory Committee thereby providing challenge and
oversight. We consider the level of detail is sufficient to provide clarity over performance.
There are satisfactory explanations recorded over areas of over and under performance.

A review of the performance documents presented to the Advisory Board confirmed that

there are clear links between performance management at a strategic level, with the use

of the objectives and a 10 Point Action Plan within the business plan, through to the team
meetings where progress is discussed. This thread also features within staff appraisals,

as objectives are used to measure personal performance against.

We confirmed that risk management and details regarding the mitigation of strategic risks
had continued to be reported to the Joint Committee during the year.

Conclusions

Whilst we were satisfied there was a set timetable and structured approach to the
preparation of the plan, we considered the content of the final document could be
improved by broadening its scope to include information held separately. We are
satistied management has taken action to develop strategies for managing risks and
resources, however we consider this has not been reflected within the business plan in
sufficient detail and as a result the business plan may not provide effective assurance
that key risks to the delivery of the business plan are effectively overseen. There was
evidence of regular monitoring of performance against business plan objectives, in
particular the 10 point Action Plan. We consider the plan should be provided to the
Advisory Board for review so they can demonstrate oversight. If these two areas for
improvement are addressed we consider that the Service will be well placed to obtain
substantial assurance over the business planning framework.

Recommendations

The Action Plan at Appendix 1 includes two recommendations for improvement.
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PATROL ADJUDICATION JOINT COMMITTEE 26™ June 2012
ltem 16

REPORT FOR RESOLUTION

SUBJECT: Annual Review of Governance Documentation
REPORT OF: The Lead Officer on behalf of the Advisory Board
PURPOSE OF REPORT

To present governance documentation for annual review, as set out in the report.
RECOMMENDATIONS

It is recommended that the Joint Committee:

(i] Adopts the Standing Orders at Appendix 1

[ii] Adopts the Financial Standing Orders and Rules of Financial Management
at Appendix 2.

liii]  Adopts the Scheme of Delegation at Appendix 3

liv] Notes the cycle of meetings for 2012/13
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PATROL ADJUDICATION JOINT COMMITTEE 26" June 2012
Item 16

1.0 BACKGROUND

1.1The Standing Orders of the Joint Committee are reviewed on an annual
basis. Itis proposed for 2012/13 to retain the existing Standing Orders
(Appendix 1)

1.2The Joint Committee is asked to approve the enclosed Financial Standing
Orders and Rules of Financial Management

1.3The Joint Committee is asked to approve the existing Scheme of Delegation.
1.4 The following dates are proposed for meetings in 2012/13
Tuesday 25 September 2012 — Executive Sub Committee

Tuesday 29 January 2013 — Executive Sub Committee
Tuesday 25 June 2013 - Joint Committee

2.0 RECOMMENDATIONS
(i] Adopts the Standing Orders at Appendix 1

(ii] Adopts the Financial Standing Orders and Rules of Financial Management
at Appendix 2.

lii]  Adopts the Scheme of Delegation at Appendix 3

[ivl Notes the cycle of meetings for 2012/13

Page 2 of 2
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Item 16 Appendix 1

THE PARKING AND TRAFFIC REGULATIONS OUTSIDE LONDON

ADJUDICATION JOINT COMMITTEE’S STANDING ORDERS 2011-12

Index No.

1

10

11

12

13

14

156

16

17

18

19

Page 1 of 22

Heading Page
Chairman Vice-Chairman and Assistant Vice-Chairman
Duration of Appointments
Servicing and Advice
Meetings and Agenda
Cancellation of Meetings
Substitute Representatives
Attendance Record
Order of Business
Minutes
Subcommittee
Voting
Quorum
Rules of Debate
Admission of Public to Meetings
Disorderly Conduct
Disturbance by Members of the Public
Urgent Business
Rescission of Preceding Resolution
Delegation of Functions

Variation and Revocation of Standing Orders
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ltem 16 Appendix 1

20 Interests of Representatives in Contracts and Other
Matters
21 Interests of Officers in Contracts and Other Matters
22 Access to Documents Information and Land
23 Suspension of Standing Orders
24 Interpretation
1. Chairman Vice-Chairman and Assistant Vice- Chairman

The PATROLAJC at its first meeting and subsequently on an annual

basis shall elect from one of its representatives a Chairman and Vice-

Chairman and Assistant Vice- Chairman

2. Duration of Appointments

(i)

(i)

Page 2 of 22

Each representative on the PATROLAJC shall hold office from
the date of the first meeting of the PATROLAJC following his
appointment to the date of the next annual meeting of the
PATROLAJC or until his appointment is terminated by the
appointing Participating Authority which may be done at any
time or until he ceases to be entitled to be a representative of
that Participating Authority on a Joint Committee under the
constitutional arrangements applicable to that appointing
Participating Authority.

The Chairman ,Vice-Chairman and Assistant Vice- Chairman
shall hold office until the following Annual meeting but such

office shall be deemed to be vacated if the appointment as a
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item 16 Appendix 1

representative on the Joint Committee is terminated by their
Participating Authority or if they cease to be entitled to be a
representative on a Joint Committee under the constitutional

arrangements applicable to that appointing Authority.

3. Servicing and Advice

(i)

(i)

It shall be the responsibility of the Lead Officer to convene all
meetings of the PATROLAJC;

An Advisory Board may be appointed by the PATROLAJC
comprising the Lead Officer, such other officers of the
Participating Authorities and other persons appointed by the
PATROLAJC and a representative nominated by the
Department for Transport (DFT) to advise the PATROLAJC on
any matter relating to the functions conferred on the
PATROLAJC. The Advisory Board shall be entitled to depute
one or more of their number to attend and advise at meetings of

the PATROLAJC.

4. Meetings and Agenda

(i)

Page 3 of 22

A meeting of the PATROLAJC may be called at such date, time

and place:

a) atthe instance of the Chairman; or

b) as may be determined by the PATROLAJC; or

c) by arequisition, signed by not less than one half of the
representatives of the PATROLAJC delivered to the Lead
Officer at least ten working days before the date of the

meeting.
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(i)

(i)

Page 4 of 22

Item 16 Appendix 1
d) At the instance of the Lead Officer

Provided that the PATROLAJC shall meet at least once every
year (the Annual Meeting).

The summons to any meeting shall set out the business to be
transacted thereat, and no business other than that set out in
the summons shall be considered at the meeting unless by
reason of special circumstances, which shall be specified in the
minutes, the Chairman of the meeting is of the opinion that the
item should be considered at the meeting as a matter of
urgency.

At every meeting of the PATROLAJC the Chairman, if present,
shall preside. If the Chairman is absent the Vice-Chairman, if
present, shall preside. If both the Chairman and Vice Chairman
are absent the Assistant Vice-Chairman shall preside. If the
Chairman, Vice Chairman and Assistant Vice-Chairman are all
absent the meeting shall elect a Chairman from one of its
representatives. For the purposes of these Standing Orders
references to the Chairman, in the context of the conduct of
business at meetings, shall mean the person presiding under
the Standing Orders.

Any Participating Authority acting through its representative on
the Joint Committee or through an Advisory Board
Representative may give written notice of an item to be placed
on the Agenda of the PATROLAJC. All notices of items for

agendas must be received by the Lead Officer not less than
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fifteen working days prior to the meeting to which the agenda
relates.

(iv)  Each of the Participating Authorities and every Advisory Board
representative shall be entitled to receive a copy of the Agenda,
papers and minutes of the proceedings of the PATROLAJC.

(v)  The Lead Officer shall not less than seven clear days before the
intended meeting of the PATROLAJC: -

(@  Circulate a notice thereof to each Participating Authority
representative on the PATROLAJC and to the nominated
officer of each Participating Authority, accompanied by a
notice of the business to be transacted. Provided that the
failure of any such notice to be delivered shall not affect
the validity of the meeting or of the business transacted
thereat.

(b)  Publish notice thereof in the London Gazette or such
other daily national publication as may be specified by the
Lead Officer. Provided Always if not published in the
London Gazette the Lead Officer shall give 14 days
notice in writing to the Participating Authorities of the
name of newspapers in which the notice of meetings is to
be published.

(vi)  Deputations shall be entitled, upon prior notification being given
to the Lead Officer and at the discretion of the Chairman, to

attend and address the meeting for not more than ten minutes

Page 5 of 22 5
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item 16 Appendix 1

and to answer questions from representatives on the
PATROLAJC for a further ten minutes.

(vii) A representative of the DFT may attend the meetings of the
PATROLAJC as adviser of the PATROLAJC and may
participate fully on all items of business but not vote.

Cancellation of Meetings

The Lead Officer may cancel or postpone any meeting in consultation
with the Chairman prior to the issue of the agenda or subsequently if
there is no business to be transacted, or in other exceptional

circumstances.

Substitute Members

If a representative of the PATROLAJC is unable to be present at a
meeting of the PATROLAJC, that Participating Authority may be
represented by a substitute duly appointed by that Participating
Authority for the purpose in accordance with their own constitutional
arrangements and whose name has been duly notified in writing to the
Lead Officer of the PATROLAJC by the nominated Officer of the
Participating Authority concerned at least 24 hours prior to the
Committee meeting. A substitute attending a meeting of the
PATROLAJC shall declare and vote as the Participating Authority
representative on the PATROLAJC. No substitute representative may
attend any meeting at which the representative for which he is
substitute is present.

Attendance Record

Page 6 of 22 6
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At every meeting each representative attending shall record such

presence on the attendance sheet or other form of record provided by

the Lead Officer.

Order of Business

(i)

(i)

(i)

(i)

(iii)

The order of business at every meeting shall be:

(@) to approve as a correct record the minutes of the last
meeting;

(b) to dispose of business (if any) remaining from the last meeting;

(c) to receive and consider reports prepared for the PATROLAJC

The Chairman shall have discretion to alter the order in which

business is taken at the meeting.

Minutes

Minutes of every meeting of the PATROLAJC or any
Subcommittee shall be submitted to and signed at the next
following meeting of the body concerned.

The Chairman shall put the question that the minutes submitted
be approved as a correct record of the meeting in question.

No other motion or discussion shall take place upon the Minutes
except upon their accuracy. If no such question is raised or if it is
raised, then as soon as it has been disposed of, the Chairman

shall sign the Minutes.

9. Sub-Committees

The PATROLAJC shall be entitled to appoint such Sub-

committees as it thinks fit.

10.  Voting

Page 7 of 22
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Item 16 Appendix 1

Each representative (or if absent the named substitute) shall be
entitled to one vote on each question to be decided. Subject to
paragraph 10 (iii), every question shall be determined by a show
of hands and shall be determined by a simple majority.

In the case of an equality of votes, the Chairman shall have a
second or casting vote.

On the requisition of any representative made before any vote is
taken on a motion or an amendment, the voting shall be
recorded so as to show how each representative present and
voting voted. The name of any representative present and not

voting shall also be recorded.

11. Quorum

(i)

(i)

(iii)

The quorum of the PATROLAJC shall be one twentieth of the
number of the Participating Authority representatives but in any
event not less than three, and the quorum of a Sub-committee
shall be one quarter of the number of members of the Sub-
Committee.

For the avoidance of doubt non-attendance of the representative
appointed by the DFT shall not render the meeting inquorate nor
shall he be counted in deciding whether a quorum has been
established.

No business can be transacted at any meeting unless a quorum

is present.

12. Rules of Debate

Page 8 of 22
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(i)

(i)

(iii)

(iv)

(V)

(vi)

Page 9 of 22
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A motion or amendment shall not be discussed unless it has
been proposed and seconded.
A representative shall address the Chairman and direct any
speech to the question under discussion. If two or more
representatives indicate they wish to speak the Chairman shall
call on one to speak first.
An amendment shall be:

(@) toleave out words

(b) to leave out words and insert or add others

(c) toinsert or add words
but any such amendment must not have the effect of introducing
a new proposal into or of negating the original motion
A representative shall not speak for longer than 5 minutes on
any matter without the consent of the PATROLAJC.
No representative shall address the PATROLAJC more than
once on any issue, but the mover of an original motion may
reply, in which reply no new matter shall be introduced, but the
reply shall be confined strictly to answering the previous
observations.
A representative may claim to speak on a point of order or in
personal explanation and shall be entitled to be heard forthwith.
A point of order shall relate only to an alleged breach of a
specified statutory provision or a specified standing order and
the way in which the representative raising it considers that it

has been broken. A personal explanation shall be confined to
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(viii)

(ix)
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some material part of a former speech by him in the current
debate, which may appear to have been misunderstood. The
ruling of the Chairman on a point of order or on the admissibility
of a personal explanation shall not be open to discussion.
If an amendment is rejected other amendments may be moved
on the original motion. If an amendment is carried, the motion
as amended shall take the place of the original motion and shall
become the motion upon which any other amendment may be
moved.
A further amendment shall not be moved until the PATROLAJC
has disposed of every amendment previously moved, provided
that the Chairman shall have discretion to allow debate to take
place on two or more amendments.
A representative at the conclusion of a speech of another
representative may move without comment:-

(a) that the question be now put

(b) that the debate be now adjourned

(c) that the PATROLAJC proceed to the next business

(d) that the PATROLAJC do now adjourn
If such a motion is seconded, the Chairman, shall, subject to the
mover’s right to reply, put the motion to the vote, and if it is
carried: —
In case (a) — the motion then before the meeting shall, subject to

The right of reply, be put to the vote; or

10
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In case (b) — the debate on the motion then before the

PATROLAJC shall stand adjourned until the next ordinary

meeting of the PATROLAJC; or

In case (c) — the motion then before the PATROLAJC shall be

regarded as lost and the PATROLAJC shall proceed to the next
item on the Agenda, if any; or

In case (d) — the meeting shall stand adjourned.

If the Chairman is of the opinion that the matter before the
PATROLAJC has been sufficiently discussed he may put the
motion that the question now be put

The Chairman shall decide all questions of order and any ruling
by the Chairman upon such questions and the interpretations of
these Standing Orders, and upon matters arising in debate shall

be final and shall not be open to discussion.

13. Admission of Public to Meetings

All meetings of the PATROLAJC shall be open to the public (including

the Press) except to the extent that they are excluded whether during

the whole or part of the proceedings either:-

(i)

(i)

Page 11 of 22

In accordance with Section 100A(2) of the Local Government
Act 1972; or

By resolution passed to exclude the public on the grounds that it
is likely, in view of the nature of the proceedings that if members
of the public were present there would be disclosure to them of
exempt information as defined in Section 100! of the Local

Government Act 1972. Any such Resolution shall identify the

11
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proceedings or the part of the proceedings to which it applies
and state the description, in terms of Schedule 12A to the Local
Government Act 1972 of the exempt information giving rise to

the exclusion of the public.

14. Disorderly Conduct

(i)

(i)

Page 12 of 22

If the Chairman is of the opinion that a representative has
misconducted, or is misconducting himself by persistently
disregarding the ruling of the Chairman or by behaving
irregularly, improperly or offensively or by wilfully obstructing the
business of the PATROLAJC he may notify the meeting of that
opinion and may take any of the following action either
separately or in sequence:-

(a) he may direct the representative to refrain from
speaking during all, or part of the remainder of the
meeting

(b) he may direct the representative to withdraw from all
or part of the remainder of the meeting

© he may order the representative to be removed from
the meeting

(d) he may adjourn the meeting for such period as shall
seem expedient to him

In the event of general disturbance which, in the opinion of the
Chairman, renders the due and orderly dispatch of business
impossible, the Chairman, in addition to any other power

invested in the Chairman, may without question, adjourn the

12
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16.
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meeting for such periods as in the Chairman’s discretion shall
be considered expedient.

Disturbance by Members of the Public

If any member of the public interrupts the proceedings at a meeting of
the PATROLAJC, the Chairman may warn that person to stop. If the
person continues the interruption, the Chairman may order that
person’s removal from the meeting. In the event of general
disturbance in the part of the room provided for the public, the
Chairman may order that part to be cleared.

Urgent Business

(i) If at any time the Lead Officer considers any matter is urgent
and should be decided upon prior to the next meeting of the
PATROLAJC then he shall consult the PATROLAJC’s
Chairman. If the Chairman agrees the matter is urgent, then the
Lead Officer shall be empowered to make the decision in
accordance with such recommendation, subject to the decision
being recorded in writing and signed by the Lead Officer to the
PATROLAJC.

(ii) All decisions taken under this Standing Order shall be reported

to the next meeting of the PATROLAJC.

Rescission of Preceding Resolution

No motion to rescind any resolution passed at the meeting and no
motion or amendment to the same effect shall be proposed at that

meeting.
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Delegation of Functions

The PATROLAJC may delegate to officers such of their functions as
are permissible under statute and may, in relation to any of those
functions, require that the exercise of those functions be subject to
such conditions as the PATROLAJC deems fit to impose.

Variations and Revocation of Standing Orders

Any motion to vary or revoke these Standing Orders shall require
confirmation at the next ordinary meeting of the PATROLAJC before
the proposed variation or revocation shall be considered to be effective
Provided that nothing in this Standing Order shall operate to prevent
the PATROLAJC adopting new Standing Orders at its annual meeting.

Interests of Participating Authority representatives in Contracts and

Other Matters

The following code of conduct in relation to the interests of

representatives in Contracts and other matters shall apply save that if

any Participating Authority adopts a Code of Conduct pursuant to the
provisions of section 51 of the Local Government Act 2000 then that

Code shall apply with respect to the representative of that Participating

Authority: -

(i) Where any Participating Authority representative has given a
general notice of a pecuniary interest of his or of his spouse,
and is thereby relieved of the statutory duty to declare that
interest at a meeting at which a contract or other matter affecting

that interest is to be considered, he shall nevertheless orally
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remind the meeting of that interest. Any such reminder shall be

recorded in the minutes of the meeting.

(ii) Where any Participating Authority representative has declared a
pecuniary interest in a contract, grant, proposed contract or
other matter, whether by giving a general notice or by making an
oral declaration at a meeting, he shall withdraw from the room in
which the meeting is being held while the matter is under
consideration unless:

(@) the disability to discuss, or vote upon any matter arising
from the contract or other matter has been removed by
the Secretary of State under Section 97 of the Local
Government Act 1972; or

(b)  the contract, grant, proposed contract or other matter is
under consideration by the meeting as part of the report
or minutes of a subcommittee (in the case of a meeting of
the PATROLAJC) and is not itself the subject of debate.

(i)  Any person, other than an officer of the PATROLAJC, who is
appointed to do anything in connection with the PATROLAJC or
subcommittee which enables him to speak at meetings of the
PATROLAJC or subcommittee shall make the same disclosures
of pecuniary interests, and shall withdraw from the room in
which the meeting is being held on the same occasions, as he
would have to do if he were a representative of the
PATROLAJC or subcommittee.

21. Interests of Officers in Contracts and Other Matters

Page 15 of 22 15
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(i)

(ii)

(iii)

(iv)

Page 16 of 22
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In addition to his duty under Section 117 of the Local
Government Act 1972 if it comes to the knowledge of any officer
that he has a disclosable pecuniary interest in any contract
which has been or is proposed to be, entered into by the
PATROLAJC, or in some other matters which is to be
considered by PATROLAJC or subcommittee, he shall as soon
as practicable, give notice in writing to the Lead Officer of the
fact that he is interested therein.

For the purpose of this standing order, a disclosable pecuniary
interest is an interest that, if the officer were a representative of
the PATROLAJC and if the contract or other matter were to be
considered at a meeting of the PATROLAJC at which he were
present, he would have to disclose it under Section 94 of the
Local Government Act 1972.

The Lead Officer shall record in a book to be kept for the
purpose particulars of any notice of a pecuniary interest given by
an officer under Section 117 of the Local Government Act 1972
or paragraph (i). The book shall, during the ordinary office hours
of the Lead Authority be open for inspection by any
representative of the PATROLAJC.

Where an officer submits a report to a meeting on a matter in
which he has declared an interest under Section 117 of the
Local Government Act 1972 or paragraph (i) he shall state that
such declaration has been made, and give brief details of it, in a

separate paragraph at the commencement of the report.

16
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Where any officer advises orally a meeting of the PATROLAJC

or a subcommittee on a contract, grant, proposed contract or
other matter and has declared a pecuniary interest in that
matter, whether under the requirements of Section 117 of the
Local Government Act 1972, or of paragraph (i) he shall remind

the meeting orally of that interest.

22. Access to Documents, Information and Land

(i)

Page 17 of 22

In addition to the rights of representatives of the PATROLAJC
under Section 100F of the Local Government Act 1972, but
subject to paragraph (ii) below, any member of the Participating
Authorities shall be entitled on application to the Lead Officer to
inspect any document or recorded information in the
possession, or under the control, of the PATROLAJC access to
which is necessary for the proper discharge of his functions as a
member of that Participating Authority;

Provided that: -

(@ no person shall be entitled to inspect any document or
have access to any information relating to a matter in
which he has a pecuniary interest;

(b)  access to information not in the form of a document need
not be given where the cost of providing the access is
unreasonably high, or during such period as the giving of
access would unreasonably disrupt the work of the

PATROLAJC.

17
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(iii)
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In the case of any document other than a document to which the
rights under Section 100F of the Local Government Act 1972
apply, and if the Lead Officer considers that access to any
document or other information is not necessary for the proper
discharge of the functions (as a member of the Participating
Authority or as a representative of the PATROLAJC, as the case
may be) of the person requesting such access, and there is
good reason why access should be refused, he may refuse the
person concerned access to the document or information in
question.
Where a person inspects a document under the rights conferred
by Section 100F of the Local Government Act 1972 or this
standing order, and the PATROLAJC may lawfully make a copy
of that document, he shall be entitled, on request, to be given a
copy of that document provided that:
(@) areasonable charge shall be made for the copy unless
the Lead Officer otherwise directs;
(b)  acopy may be refused if the Lead Officer considers that it
is impracticable to make a copy.
If a representative on the PATROLAJC or an elected member or
officer of the Participating Authorities wishes to have access to
land or buildings in the occupation of the PATROLAJC to which
the public do not have access and to which such representative,
member or officer does not regularly have access, he shall apply

to the Lead Officer. Unless the Lead Officer considers that there

18
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(vi)
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are good reasons why such access should not be given, he shall

give permission but may attach conditions to that permission

including particularly a condition that a specified officer of the

PATROLAJC shall accompany the representative, member or

officer.

If any member of the Participating Authorities or any other

representative of the PATROLAJC is dissatisfied with any

determination of the Lead Officer under Section 100F of the

Local Government Act 1972 or under this standing order, he

may refer the question to the PATROLAJC which shall, after

considering any representations that person or the Lead Officer
may wish to make, determine whether or not to uphold the Lead

Officer’s determination.

No elected members or officer of the Participating Authorities

and no representative of the PATROLAJC shall have any claim

by virtue of his position:

(@)  toenter any land or buildings occupied by the
PATROLAJC to which the public do not have access or
to which such members, officer or representative do not
regularly have access except with the permission of the
Lead Officer;

(b)  toexercise any power of the PATROLAJC to enter or
inspect other land or buildings, except where specifically
authorised to do so by the PATROLAJC ;

(c)  toexercise any other power of the PATROLAJC;

19
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(d)  toissue any order with respect to any works which are
being carried out by, or on behalf of, the PATROLAJC, or
with respect to any goods or services which are being, or
might be, purchased by the PATROLAJC

(vii)  The Proper Officer for the Purpose of Section 100F(2) of the
Local Government Act 1972 and for the purposes of this
standing order is the Lead Officer.

(viii)  For the purposes of this standing order a person has a
pecuniary interest in a matter if, on the assumptions that he
were a representative on the PATROLAJC, and that the matter
were to be considered by the PATROLAJC, he would have to
declare the interest under Section 94 of the Local Government
Act 1972.

(ix)  Where any information is given to any person (including a
member of the Participating Authorities, or any representative of
the PATROLAJC) by the PATROLAJC or by one of the
employees of the Lead Authority in the course of transacting any
business of the PATROLAJC, and it is made clear (in whatever
way) that the information is given in confidence, that person is
not entitled to make that information public without the consent
of the PATROLAJC.

23. Suspension of Standing Orders

Any of the preceding Standing Orders may be suspended at any

meeting so far as regards any business on the Agenda for such a
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meeting, providing that the majority of the representatives present and
voting so decide.

Interpretation and Definitions

In these Standing Orders the following terms shall have the following
meanings assigned to them:-

“Local Authority” means a local authority which is an enforcement
authority for the purpose of Part 6 of the Traffic Management Act 2004
in relation to road traffic contraventions (of any description) or
performing the functions of such an enforcement authority.

“The Agreement” means an agreement for Parking and Traffic
Regulations Outside London Adjudication Joint Committee made
between The Council of the City of Manchester, Hampshire County
Council, Oxfordshire County Council and Denbighshire County Council
“Participating Authority” means any Local Authority then party to the
joint arrangements contained in the Agreement

“Lead Authority” means such Participating Authority appointed as such
pursuant to the Agreement

“Lead Officer” means the Chief Executive of the Council of the City of
Manchester or such other officer of the Lead Authority nominated by
him

“The Advisory Board” means the Board comprising the Lead Officer
and other officers and other persons appointed by the PATROLAJC
and may include sitting in an ex-officio capacity an official nominated
by the PATROLAJC and may include sitting in an ex- officio capacity

an official nominated by the DFT.
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Appendix 2
PARKING AND TRAFFIC REGULATIONS OUTSIDE LONDON

ADJUDICATION JOINT COMMITTEE FINANCIAL STANDING

ORDERS AND RULES

OF FINANCIAL MANAGEMENT 2012-13

All cheques and other negotiable instruments and all receipts for
monies paid to or on behalf of the PATROLAJC shall be signed
endorsed or otherwise executed as the case may be in such
manner as the PATROLAJC Standing Orders and/or Financial
Regulations may from time to time specify.

Whenever any sum of money is recoverable from or payable by a
Participating Authority the same may be deducted from any sum
then due or which at any time thereafter may become due to that
Participating Authority

Upon demand of a Participating Authority the PATROLAJC will
provide reasonable proof that the PATROLAJC charges are
properly based and this obligation will continue for 18 months after
the lawful termination of the arrangements entered into pursuant
to the Agreement.

The PATROLAJC shall cause proper books of account to be kept
and audited such as are necessary to give a true and fair view of
the state of the affairs of the PATROLAJC and to explain its
transactions.

The books of account will be kept at the office of the Lead

Authority or at such other place as the PATROLAJC thinks fit and
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they shall during normal office hours be open to inspection and
copying by a Participating Authority

The Lead Officer shall provide an annual statement each year to
the PATROLAJC identifying the proposed budget for the next
financial year which shall be submitted to the PATROLAJC by no
later than 31 day of January for ratification and approval. The
PATROLAJC will also provide timely statements monitoring
expenditure against the budget and identifying where appropriate
the basis and level of charges to the Participating Authorities

The Accounts of the PATROLAJC shall be prepared to the CIPFA
Accounting Standards or similar best practice.

The Annual Accounts for the preceding year shall be submitted to
the PATROLAJC for approval not later than 30 June in each year.
A copy of the Report of the PATROLAJC auditor shall be

submitted to a subsequent meeting of the PATROLAJC.
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PARKING AND TRAFFIC REGULATIONS OUTSIDE LONDON
ADJUDICATION JOINT COMMITTEE (PATROLAJC)
SCHEME OF DELEGATION TO OFFICERS OF THE

LEAD AUTHORITY AND CHIEF ADJUDICATOR

i The delegated powers of officers set out in this Scheme of Delegation may
be exercised by other officers authorised to act on behalf of and in the
name of the relevant officer provided that administrative procedures are in
place to record and monitor decisions so taken.

i Where an officer is given specific authority to determine a particular matter
the officer should ensure that there is an appropriate audit trail to evidence
such determination.

lii All decisions taken under this scheme of delegation must be within the
limits of the budgets and policies approved by the PATROLAJC.

Delegation to the Lead Officer:-

1. General

1. All necessary arrangements for the support of the adjudicators for the
performance of their functions under Part 6 of the Traffic Management Act
2004 including the provision or securing the provision of accommodation
and administrative support including the following but subject to the
limitations set out below:-

2. Financial

1. Acceptance of the lowest tender or where appropriate to negotiate for the
supply of goods, services, materials, equipment, building and civil
engineering works, subject to a limit of £250,000 per contract and the
acceptance of other than the lowest tender with the agreement of the
PATROLAJC’s Treasurer within that limit.

2. Authority to agree price increases where a price variation clause has been
included in a contract subject to the agreement of the PATROLAJC’s
Treasurer.



10.

11.

The assignment of a contract or the approval of the appointment of a sub-
contractor.

The acceptance of the tender of a sub-contractor or supplier for the
specialist work or material for which a prime cost sum is included in the
main contract sum for building and civil engineering works where:-

a) The prime cost sum included for any item does not exceed
£100,000

b) At least four competitive tenders have been invited

c) The tender which it is proposed to accept does not exceed the
prime cost sum included in the main contract sum, but a tender
exceeding the prime cost sum may be accepted with the
concurrence of the PATROLAJC’s Treasurer

Subject to the agreement of the PATROLAJC’s Treasurer:-

a) The writing off of debts which are irrecoverable or losses due to
burglaries, break-ins, etc

b) The writing off or making adjustments in respect of deficiencies or
surpluses of stock, equipment etc

In consultation with the PATROLAJC’s Treasurer the opening up of petty
cash imprest accounts, etc.

Delegated authority in consultation with the Chairman or Vice Chairman
for authorizing the withdrawal of funds from reserves to meet budgetary
deficits.

Negotiation and agreement of variations in contracts arising out of
statutory requirements.

Determination of ex-gratia claims for damage to, or loss of, personal
property subject to the approval of the PATROLAJC’s Treasurer for claims
in excess of £1,000.

Disposal of surplus or obsolete equipment, scrap, etc, (except vehicles) to
the highest tenderer.

To defend all claims made against the PATROLAJC and the legal
recovery of debts due to the PATROLAJC.



12.

13.

To give indemnities on behalf of the PATROLAJC to organisations for the
use of their facilities.

Responsibility for Capital Investment bids for the refurbishment of

property, changes in office layout, replacement of lifts, heating,
Information Technology and other equipment and plant, etc.

Land and Property

Management and use of land, property, accommodation and facilities.
Repair and maintenance of buildings and upkeep of grounds.
Temporary closure of premises.

Determination of hours of opening of premises and facilities, including
seasonal arrangement and closure during holiday periods.

a) The approval and completion of property transactions on behalf of
the PATROLAJC including the acquisition and disposal of
freeholds, the taking and granting of leases, easements,
wayleaves, rent reviews, and all other estate management issues

VAT

a) Where appropriate, and in consultation with the PATROLAJC
Treasurer, to elect for VAT status on particular land and property

Vandalism

a) To take all necessary measures, to prevent vandalism of buildings
belonging to or under control of the PATROLAJC

Miscellaneous

To determine officer attendance on visits.

To determine officer and Member attendance at Conferences/Seminars,
etc (unless held abroad).

To determine Member attendance on visits in consultation with the
Chairman or Vice Chairman.



Production of publications, relating to the service provided, or sale or free
distribution to the public.

To control and co-ordinate press and media relations, the organisation of
press conferences, publicity and public relations including approval of the
issue of all official publicity and official publications.

To arrange for the institution, conduct, prosecution or defence of any
claims and/or legal proceedings including the recovery of debts, the
instruction of Counsel on behalf of the PATROLAJC relating to the
functions of the PATROLAJC.

To take preliminary steps to protect the rights and interest of the
PATROLAJC.

To prepare and arrange for the entering into of contracts and the
execution of documents on behalf of the PATROLAJC.

To carry out any functions conferred on the Lead Officer by virtue of the
Standing Orders and Financial Regulations.

Human Resources

Assignment of temporary posts which are for a period not exceeding 12
months.

Filling of vacant posts within approved establishments except Adjudicator
posts.

Assignment of additional posts at grades up to the including PO6 or
equivalent in categories of posts where there is already an agreed job
description and a grade fixed for the post.

Granting acceleration of increments for any staff within their substantive
grade for merit and ability.

Determination of requests or recommendations for honoraria, (subject to
reporting every honoraria payment made to the PATROLAJC), gratuities
and responsibility allowances.

The determination of applications for paid and unpaid leave:-

a) For trade union training

b) For health and safety, professional and other service related
training



10.

11,

12.

13.

14.

15.

c) For paid leave for an employee to discharge her/his duties of office
of President of a Trade Union

d) For personal or domestic reasons

e) For maternity or paternity leave

f) For the use of part or frozen leave entitlement where there are
urgent personal or domestic reasons for needing additional paid

leave

Where appropriate, the determination of extensions of payments to
employees in relation to sickness.

Determination of requests for extensions of service except that of first and
second tier officers.

Determination of casual or essential car users allowance to officers.
Determination of planned overtime for officers above Scale 6.

Determination of the payment of removal expenses, lodging allowances or
travelling allowances but in consultation with the Chairman or Vice
Chairman of the PATROLAJC where such payments fall outside the
PATROLAJC'’s agreed policy.

Determination of proposals to attend training courses, unless the leave of
absence required is for more than 10 days or where expenditure involved
is in excess of £6,000, in which cases subject to consultation with the
Chairman or Vice Chairman of PATROLAJC.

Discipline, suspension and/or dismissal of employees.
Determination of applications for early retirement.

Authority to assimilate staff on appointment, promotion or regarding where
he thinks appropriate within the approved grade having regard to all the
circumstances.



Support to the Joint Committee

Promotion of the functions generally of the PATROLAJC including the
provision of such administrative support activities required by the
Adjudicators and for the efficient discharge of the adjudication service.

Arrange for the giving of advice and support to the PATROLAJC in legal
matters.

Convening meetings of PATROLAJC and the Officer Advisory Board and
keep the attendance record of such meetings.

Deal with urgent business of PATROLAJC, after consulting the Chairman
or Vice Chairman.

Record declarations and matters of interest of PATROLAJC Members,
Officers and Adjudicators.

Holding and providing access to PATROLAJC documents and information
in accordance with the provisions of law. For the avoidance of doubt, this
does not include documents held by the Traffic Penalty Tribunal in
pursuance of the adjudicators’ procedural regulations.

Extension of Chief Adjudicator’s Appointment to other
Council Areas

To grant authority to the Lead Officer, subject to the Lord Chancellor’s
consent, to extend the remit of the Chief Adjudicator, by appointment to
her to act as Chief Adjudicator within the areas of any Council which
becomes party to these Joint Committee arrangements.

Delegation to Chief Adjudicator:-

With the consent of the Lord Chancellor the making of the Part-time
Adjudicator appointments, for a period not exceeding 5 years. Such
appointments to be sufficient to meet the needs of the service, as
appropriate. With the consent of the Lord Chancellor, to extend these
appointments to enable those Adjudicators to act within the areas of any
Councils which if future become party to the Joint Committee
arrangements, as appropriate.



The determination of the terms and conditions applying to adjudicators
having regard to principles established for such judicial appointments and
conduct by the Lord Chief Justice and Lord Chancellor.

The determination of where Adjudicators shall sit.

To obtain such legal advice and representation necessarily required for
the adjudicators to perform their functions and to arrange for defence of
any legal proceedings arising from the exercise of those functions
including the instruction of Counsel.

To conduct and approve press and media relations relating to the Traffic
Penalty Tribunal, including press conferences, publicity and public
relations and Tribunal information and publications.

Promotion of the Traffic Penalty Tribunal.
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Item 17
REPORT FOR RESOLUTION
SUBJECT: Establishment of Executive Sub-Committee
REPORT OF: The Lead Officer on behalf of the Advisory Board
PURPOSE OF REPORT

To request the Joint Committee consider the establishment of an Executive Sub-
Committee and its Terms of Reference for the forthcoming year.

RECOMMENDATIONS

It is recommended that the Joint Committee establishes an Executive Sub-
Committee to act on behalf of the Committee until the annual meeting in June
2013, in accordance with paragraph 2 and the Appendix to this report, and that it
appoints members of the Executive Sub-Committee for the forthcoming year.

CONTACT OFFICERS
Louise Hutchinson, PATROL, Barlow House, Minshull Street, Manchester,
Tel: 0161 242 5270
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INTRODUCTION

Members are aware that as each Council becomes a party to the PATROL
Adjudication Agreement it is required to appoint a Member to represent
their Council on the Joint Committee.

As the number of Councils joining the Joint Committee increases, one way
of avoiding the need for large numbers of members attending all the
committee meetings is to establish an Executive Sub-Committee.
PATROLAJC Standing Order 9 enables the Joint Committee to appoint
such Sub-Committees as it thinks fit.

BACKGROUND

Any Terms of Reference for such Sub-Committees would need to be
agreed by the Joint Committee as and when each Sub-Committee is
established.

Many of the day to day functions of the Joint Committee have already
been delegated to officers. Some of the functions that have not been
delegated have been examined and it is considered that if the Joint
Committee so decides, an Executive Sub-Committee could deal with most
of these non-delegated functions without the need for the full Committee
to meet.

In particular there is a requirement in the PATROL Agreement for the Joint
Committee by 31 January each year to set a budget of estimated
expenditure for the following year and to determine the amount of
contribution of member Councils. There is also a requirement for the Joint
Committee to approve accounts for the previous financial year by 30"
June.

The functions recommended by officers for delegation to the Executive
Sub-Committee are detailed in the Appendix to this report.

The size of the Executive Sub-Committee is recommended by officers to
comprise a minimum of twelve in number, including the Chair of the Joint-
Committee and at least one each representing District, County, Unitary,
Metropolitan councils and at least one from an English authority and one
from a Welsh authority.
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APPENDIX

Item 17

Terms of Reference for the Executive Sub-Committee

Delegation of the following functions to the PATROLAJC

Executive Sub-Committee:-

1. Financial Matters.

(a)

(b)

(c)

(d)

(e)

(f)

Deciding on the level and proportion PATROLAJC member
Councils shall contribute to the costs and expenses of the
adjudication service.

Establishing and adopting not later than 31st January in each year
a budget of estimated expenditure for the ensuing year
commencing 1st April and approving accounts for the previous
financial year by 30" June each year.

Accepting tenders for the supply of goods, services, materials,
equipment, building and civil engineering works in excess of
£250,000 per contract.

Accepting the tender of a sub-contractor or supplier for specialist
work or material in excess of £100,000 for which a prime cost sum
is included in the main contract sum for services, building and civil
engineering works.

All financial matters not delegated to officers under the
requirements of the Accounts and Audit Regulations and where full
Joint Committee approval is not specifically required.

Reviewing the Joint Committee’s Reserves Policy Statement and
Risk Register.

2. Human Resources.

(@

(b)

Page 3 of 4

Approving changes above grade PO6 (SCP49) to the staff
assignment, except for Adjudicator appointments.

Subject to the approval of the Lead Authority to consider
applications for early retirement where there would be a financial
cost to the PATROLAJC.
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3. Advisory Board.

Making additional appointments to or amending existing appointments to the
Advisory Board.

4. New Council members to the PATROLAJC Agreement.

Noting new council members.
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Item 18
REPORT FOR RESOLUTION
SUBJECT: Appointments to the Advisory Board
REPORT OF: The Lead Officer on behalf of the Advisory Board
PURPOSE OF REPORT

To agree the terms of reference of and make appointments to the Advisory Board
for the forthcoming year.

RECOMMENDATIONS
It is recommended that the Joint Committee:

(il Adopts the Terms of Reference and Composition of the Advisory Board set
out in the Appendix to this report.

(il Appoints the members of the Advisory Board as set out in the Appendix
until the annual meeting in June 2013.

CONTACT OFFICERS

Louise Hutchinson, PATROL Headquarters, Barlow House, Minshull Street,
Manchester, M1 3DZ Tel: 0161 242 5270
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1.0 Introduction

1.1 The Standing Orders provide for the Joint Committee to establish and
appoint an Advisory Board comprising the Lead Officer and other such
officers and persons appointed by the Joint Committee to advise it on its
functions.

1.2  The attached Terms of Reference enable an effective and efficient
arrangement for matters relating to the PATROLAJC and the Bus Lane
Adjudication Service Joint Committee BLASJC.

1.3 Atthe meeting held on 28 September 2011 the Joint Committee made
appointments for the period ending at the next annual meeting, these are
detailed in the attached document.

1.4  The Joint Committee is invited to adopt the terms of reference and make
the appointments recommended in the appendix to this report.

RECOMMENDATIONS
It is recommended that the Joint Committee:

(i Adopts the Terms of Reference and Composition of the Advisory Board set
out in the Appendix to this report.

(il Appoints the members of the Advisory Board as set out in the Appendix
until the annual meeting in June 2013.
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PATROL ADJUDICATION SERVICE
& BUS LANE ADJUDICATION SERVICE
ADVISORY BOARD

Terms of Reference

1. To assist and advise the Joint Committees on the overall policies and
strategies for administering the adjudication service and on their
responsibilities under the Traffic Management Act 2004 and Bus Lane
Contraventions, (Penalty Charges, Adjudication and Enforcement)(England)
Regulations 2005.

2. The Board has no remit to consider or influence decisions of adjudicators and
the function of the adjudication service as an Independent Tribunal.

3. To receive and monitor progress against the Performance Management
Strategy produced by the Head of Service and to review the service structure,
organisation and administration and to scrutinise recommendations for
changes before they are put before the Joint Committees.

4. To monitor and review the service capital and revenue budgets and to
scrutinise recommendations for changes before they are put before the Joint
Committees.

5. To assist and advise the Head of Service on the preparation of an annual
service plan

The Board shall consist of always the Lead Officer plus up to eleven people:

o Seven representatives of local authorities as follows:
At least one representing an English Authority
At least one representing a Welsh Authority
At least one representing a District Council
At least one representing a County Council
At least one representing a Unitary or Metropolitan Council
At least one representing a Civil Bus Lane Enforcement Council.

o A representative each from the Department for Transport (DfT) and the Welsh
Government (WG).

a A representative from a motoring association.
o Anindependent person with knowledge of judicial or tribunal systems.

The DfT, WG, Motoring Association and Independent members would act as ex-
officio members.

The Joint Committees shall make appointments to the Advisory Board based on
recommendations received from the Advisory Board. Such appointments are to be
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for four years but may be subject to reappointment. Except for the Lead Officer
members shall retire on a four-year rotation cycle.

The Advisory Board shall recommend to the Joint Committees representatives of
an appropriate motoring organisation and an appropriate independent person who
should sit on the Board.

The DT and WG Transport Directorate shall nominate its own representatives.

Advisory Board members should not be day-to-day managers of parking services
and should where possible include representatives from legal and financial
backgrounds as well as those responsible for parking.

The Board shall elect a Chairman, a Vice-Chairman and a Secretary from within
the membership of the Board.

Appointments and four year cycle
Local Authority Members
At the meeting of the PATROL Adjudication Joint Committee held on

28" September the following local authority members were appointed and retire
as set out below.

June 2012

Carmarthenshire Stephen Pillner Welsh Authority

Vacancy Vacancy Metropolitan
June 2013

Bournemouth John Satchwell English Unitary
June 2014

Hampshire Marc Samways English Shire

Bath and North East Somerset  Kathryn Eldridge  Bus Lane Council

June 2015
Manchester Michelle Chard Lead Authority
Winchester Andy Hickman English District

Department for Transport Member
This is a matter for the DfT to decide from time to time. Currently Alan Irving is
their representative.
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Welsh Government Member
This is a matter for the Welsh Government Transport Directorate to decide from
time to time. Currently Colin Eakitts is their representative.

Independent Member
The Joint Committee has appointed Graham Addicott OBE, as the independent
member for a four year period ending June 2013.

Motoring Organisation Member

The Advisory Board considers it appropriate that from time to time this
appointment should be rotated between the RAC Foundation and the AA Motoring
Trust. Currently, Paul Watters of the AA Motoring Trust is the motoring
organisation representative.

Bus Lane Member
The Bus Lane Joint Committee has appointed Kathryn Eldridge from Bath and
North East Somerset as the Bus Lane Member for a four year period ending 2014.

Recommendations

Stephen Pillner (Welsh Authority) becomes eligible for re-appointment. The
Advisory Board recommends this re-appointment.
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REPORT FOR RESOLUTION
SUBJECT: Lead Authority Arrangements

REPORT OF: The Head of Service on behalf of the Advisory Board

PURPOSE OF THE REPORT
To provide a progress report on arrangements for a new Lead Authority.

RECOMMENDATIONS
It is recommended that the Joint Committee:

i. Note the progress that has been made in developing the arrangements for the
transfer to Cheshire East as the new host authority.

if. Note the temporary adjudicator arrangements to create a more robust framework
to support the Adjudicators and Tribunal Staff during the succession to a new
Chief Adjudicator and Lead Authority

iii. Delegate to the Appointments Sub Committee the following objectives:

a) To review and approve the Memorandum of Understanding between the
Adjudicators and the Joint Committee.

b) To review, and approve the Reserves Policy to ensure that this
adequately covers all potential liabilities of the new host authority.

c) To review, and approve the final proposal from Cheshire East.

d) To approve the support arrangements for staff transferring to Cheshire
East.

e) To be notified of the timetable for the appointment of the new Chief
Adjudicator once the new host authority arrangements have been
approved.

iv The Head of Service continues to progress discussions with Cheshire East with a
view to facilitating early signature of:

a. The lease for accommodation within Cheshire East
b. The contract for the case management system
v The Head of Service and representatives from Cheshire East liaise with

Manchester City Council in relation to the transfer arrangements of staff and
services etc.
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Background

A report was presented to the January 2012 meeting of the Executive Sub
Committee in relation to the Joint Committee’s Lead Authority arrangements, the
notice which had been served by the current Lead Authority, Manchester City
Council, and the delegations to the Appointment Sub Committee to appoint a
new Lead Authority.

Preferred Lead Authority

The Appointment Sub Committee at its meeting in February 2012 identified
Cheshire East Council as the preferred Lead Authority subject to a detailed
report.

Progress Report

Since March 2012, the Head of Service has been working with Cheshire East's
appointed Project Manager to confirm the requirements of the Traffic Penalty
Tribunal Adjudicators and the services that the Joint Committee requires. The
Project Manager has also met with the Chief Adjudicator and the Joint
Committee’s Advisory Board. The next step in this process is for the Head of
Service and Chief Adjudicator to attend a workshop with heads of relevant
departments at the council to enable Cheshire East to formulate its final
proposal.

The Chief Adjudicator, in recognition of the transfer to a new Lead Authority
coinciding with the appointment of a new Chief Adjudicator, has identified four
Adjudicators to undertake additional judicial leadership and management duties
on a temporary basis to provide continuity and strengthen support arrangements
for Adjudicators and their staff during this transitional period. The Chief
Adjudicator and these Regional Adjudicators will prepare a Memorandum of
Understanding to underpin the arrangements between the Adjudicators and the
Joint Committee.

Cheshire East has expressed a preference for the offices of the tribunal to be
located within the borough and has been assisting the Head of Service in her
search for suitable premises.

The Head of Service is liaising with Manchester City Council in terms of
arrangements for supporting staff through the transfer to Cheshire East as the
new Employer. The Head of Service will work with both authorities to finalise the
practicalities of the transfer.

Cheshire East has been informed of the need to progress the procurement of the
case management system at the earliest opportunity and is reviewing the
documentation in this respect.

Delegation to the Appointment Sub Committee
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