
 

NOTICE OF COUNCIL MEETING - 18 JULY 2013 
 
 
Dear Councillor,  
 
A meeting of Cambridge City Council will be held in the Council Chamber - 
Guildhall on Thursday, 18 July 2013 at 6.00 pm and I hereby summon you 
to attend. 
 
Dated 10 July 2013 
 

Yours faithfully 
 

 

Chief Executive 
 
 

Agenda 
 

1 TO APPROVE AS A CORRECT RECORD THE MINUTES OF THE 
MEETING HELD ON 23 MAY 2013  

(Pages 7 - 28) 
 

2 MAYORS ANNOUNCEMENTS  
 
 

3 PUBLIC QUESTIONS TIME - SEE AT THE FOOT OF THE 
AGENDA FOR DETAILS OF THE SCHEME  

 
 

4 TO CONSIDER THE RECOMMENDATIONS OF THE EXECUTIVE 
FOR ADOPTION  

 
 

Public Document Pack



 

4a 2012/13 Revenue and Capital Outturn, Carry Forwards and 
Significant Variances - General Fund - Overview - (The 
Leader) 

(Pages 29 - 88) 
 

4b Annual Treasury Management report 2012/13 (The Leader) 
(Pages 89 - 104) 

 

4c Restructure of the Resources Department (The Leader) 
(Pages 105 - 116) 

 

5 TO CONSIDER THE RECOMMENDATIONS OF COMMITTEES 
FOR ADOPTION  

 

 
Civic Affairs - 26 June 2013 
 

5a Code of Corporate Governance 
(Pages 117 - 150) 

 

5b Review of Contract Procedure Rules (Part 4G of the 
Constitution) 

(Pages 151 - 212) 
 

5c Council Processes in Relation to Budget Setting / Medium 
Term Strategy 

(Pages 213 - 222) 
 

6 TO DEAL WITH ORAL QUESTIONS  
 
 

7 TO CONSIDER THE FOLLOWING NOTICES OF MOTION, 
NOTICE OF WHICH HAS BEEN GIVEN BY:  

 
 

7a Councillors Cantrill and Reiner 
 



 

This Council notes: 
 

• That the Justice Secretary has recently held a consultation on 

the future of civil and criminal legal aid funding. 

• All political parties have agreed that the current system can be 

made more efficient. 

• That it is an important principle that people should be able to 

hold government to account when it makes unlawful decisions. 

Restrictions on the availability of civil Legal Aid which may 

prevent people from being able challenge an employer, public 

authority or government decision can be detrimental. 

• That the Justice Secretary is proposing to restrict legal aid to 

those who have been lawfully in the UK for over 12 months 

continuously and who have documentary evidence to prove 

this. 

• There is a risk that cutting back on criminal legal aid support 

may make it harder for people to be able to defend 

themselves. 

• The proposed changes will have a material impact on 

Cambridge Citizens Advice Bureau and other agencies across 

the city who provide a critical role for the vulnerable. 

• That the City Council acknowledges the crucial work that the 

CAB undertakes and provides on going financial support to the 

Cambridge CAB. 

 
This Council believes: 
 

• That the proposed changes to civil legal aid will make it harder 

for vulnerable people to have access to justice and is likely to 

exclude even more people from enforcing their rights to fair 

treatment at work. 

• That the Justice Secretary was right to respond to pressure 

from lawyers, Liberal Democrat MPs and others to end his 

proposal of removing choice in criminal legal aid. 

• That there are alternative ways of saving money from the 

criminal legal aid budget, such as those proposed by the Law 



 

Society, using frozen assets to pay for legal expenses, and 

having Director's insurance to cover the costs of legal aid in 

corporate fraud cases. 

 
This Council resolves: 
 

• That the leader writes to the Justice Secretary urging him to 

look at alternative models for criminal legal aid, such as that 

proposed by the Law Society, to abandon the proposed 

residency test and ensure that funding for judicial reviews is 

continued. 

• That the Leader writes to the two city MPs calling on them to 

lobby the Justice Secretary to achieve these aims. 

• That the Council works with Cambridge CAB and other 

agencies to minimise the impact of the changes should they go 

through.  

 
 

7b Councillors Roberts and Gawthrope 
 

This council acknowledges that for many people in Cambridge there 
appears to be a substantial gap between the life experiences of the 
permanent community and those of the student population, which is 
not conducive to the wellbeing and future of our city. 
 
This council recognises the essential role of both universities - 
Anglia Ruskin University and the University of Cambridge - in the 
city and their central contributions to Cambridge’s economic 
success, but acknowledges that more could be done to foster social 
links. 
 
The council notes, in particular, that there is a tangible disparity 
between the daily lives and life chances of those within the most 
deprived parts of our city and many of the students who, fortuitously, 
have the chance to study in Cambridge. 
 
This council acknowledges the valuable work being done by 
Cambridge Hub, which recruits student volunteers and encourages 
their participation - locally, nationally and internationally - in a range 



 

of essential social, environmental and charitable activities.  
 
The council notes that Cambridge is blessed with a rich civil society, 
but community projects and community-based groups in some of the 
most deprived parts of our city often lack one or more of the 
following: 
 

• A large pool of volunteers 

• Time-rich/flexible volunteers 

• Access to help in range of fields crucial for effective social 
action, such as: 

o Website design 
o Fundraising 
o Event organisation  
o Social media and communication training. 

 
This council notes that the Cambridge Hub works with partners to 
recruit, support and connect student volunteers to available 
community opportunities.  However, the council notes that it has 
been difficult for the Cambridge Hub to expand its local activism in 
the more deprived parts of Cambridge because of a lack of local 
coordination, knowledge and help in directing activities towards the 
greatest needs. 
 
This council resolves to:  
 

• Request that Cambridge City Council Community 
Development team meet with Cambridge Hub during the 
summer to discuss where and how the Hub can help 
community groups before the bulk of the student population 
returns to Cambridge. 

• Write to community groups currently receiving, or who have 
received, financial assistance and/or wider support in the last 
two financial years, advertising the help Cambridge Hub can 
provide with an invitation to a community event in September 
to meet and discuss partnering opportunities further. 

• Email all councillors the list of local organisations that will be 
contacted, so that each councillor has the chance to suggest 
additional community projects and groups in their own ward 
that they believe could benefit from building a relationship with 
Cambridge Hub.  



 

• Lastly, recognise that more needs to be done by the council, 
especially in the current economic climate, to reduce the social 
divide between town and gown.  

 
While acknowledging that council finances are under unprecedented 
pressure, the Chief Executive is asked to arrange a discussion 
including both universities on presenting an annual award - on 
behalf of us all - to one student and one community volunteer who 
have worked most successfully to bridge the divide between ‘town 
and gown’. 

 
 

8 WRITTEN QUESTIONS  
 

 No discussion will take place on this item. Members will be asked to 
note the written questions and answers document as circulated 
around the Chamber. 
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RECOMMENDATION TO COUNCIL 

(THE LEADER – COUNCILLOR BICK)  

 
 

 2012/13 Revenue and Capital Outturn, Carry Forwards and 
Significant Variances - General Fund - OVERVIEW  

 
Revenue Outturn  
The 2012/13 final revenue budget for all portfolios was £21,451,350. 
The final outturn for the year was now £20,034,524 giving an overall 
under-spend of £1,416,826. Of this total under-spend requests for 
carrying forward budgets into the next financial year are being sought 
for £717,250, as detailed in Appendix C. 
 
Capital Outturn  
The latest approved capital budget for all portfolios was £33,614,000. 
Actual expenditure on capital schemes and programmes during 2012/13 
is £20,237,000 giving an overall under-spend of £13,377,000. Of this net 
underspend £11,967,000 is due to net slippage and Council approval is 
sought to rephase the required capital resources from 2012/13 into 
2013/14. 
 
The Scrutiny Committee considered and approved the recommendations 
by 4 votes to 0.  
  
 
Accordingly, Council is recommended to:  
 
 Revenue:  
a) Agree carry forward requests, totaling £717,250, as detailed in 
Appendix C of the officer’s report, subject to the final outturn position.  
 
Capital:  
b) Carry forward (net) capital resources to fund re-phased capital 
spending of £11,967,000 as shown in Appendix D of the officer’s report - 
Overview. 
 

Agenda Item 4a
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Cambridge City Council  
 

Item  

 

To: Leader:  Councillor Tim Bick 

 
Report by: 

 
Director of Resources 
 

Relevant scrutiny 
committee:  

Strategy & Resources 8 July 2013 

 
2012/13 Revenue and Capital Outturn, Carry Forwards and Significant 
Variances - General Fund - OVERVIEW 
 
Key Decision 
 
1. Executive summary  
 
1.1 This report presents a summary of the 2012/13 outturn position 

(actual income and expenditure) for all portfolios, compared to the 
final budget for the year.  The position for revenue and capital is 
reported and variances from budgets are highlighted.  Explanations 
have been reported to individual Executive Councillors / Scrutiny 
Committees and are reproduced here.  

 
1.2 Requests to carry forward funding arising from certain budget 

underspends into 2013/14 are identified. 
 

1.3 It should be noted that outturn reports being presented in this 
Committee cycle reflect the reporting structures in place prior to the 
recent changes in Executive portfolios.  In light of those changes 
(together with the requirement to report outturn on the basis of 
portfolios in place during 2012/13) members of all committees have 
been asked to consider the proposals to carry forward budgets and 
make their views known to The Leader, for consideration at Strategy 
& Resources Scrutiny Committee prior to his recommendations to 
Council.  As this report was published prior to completion of all the 
Scrutiny Committee meetings a list of all comments received will be 
published once available. 
 

1.4 For additional information this report indicates those revenue carry 
forwards and capital rephasing requests that will be in the new Public 
Places Executive portfolio (the remainder of Arts, Sports and Public 
Places being in Community Wellbeing). 
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1.5 The outturn position for Housing Revenue Account (HRA) has been 
reported to Housing Management Board and the Executive 
Councillor for Housing on 4 June 2013. 
 
Revenue Outturn 
 

1.6 The 2012/13 final revenue budget for all portfolios is £21,451,350. 
The final outturn for the year is now £20,034,524 giving an overall 
under-spend of £1,416,826.  Of this total under-spend requests for 
carrying forward budgets into the next financial year are being sought 
for £717,250, as detailed in Appendix C. 
 
Capital Outturn 
 

1.7 The latest approved capital budget for all portfolios is £33,614,000.  
Actual expenditure on capital schemes and programmes during 
2012/13 is £20,237,000 giving an overall under-spend of 
£13,377,000.  Of this net underspend £11,967,000 is due to net 
slippage and Council approval is sought to rephase the required 
capital resources from 2012/13 into 2013/14. 

 
2. Recommendations  
 
The Leader is recommended, taking account of the views of Executive 
Councillors and members of the Scrutiny Committees on the following 
proposals: 
 

Revenue:  
 

a) To agree which of the final carry forward requests, totalling 
£717,250, as detailed in Appendix C, are to be recommended to 
Council for approval, subject to the final outturn position. 

 
Capital: 

 
b) To seek approval from Council to carry forward (net) capital 

resources to fund re-phased capital spending of £11,967,000 as 
shown in Appendix D - Overview. 

 
3. Background  
 

Revenue Outturn 
 
3.1 The revenue budget for 2012/13, initially approved by Council on 23 

February 2012, was considered in the January 2013 Committee cycle 
and revised as appropriate.  The final outturn position for all 
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portfolios, compared to final revenue budget, is presented in detail in 
Appendix A. 

   
3.2 Explanations for the main variances from the final budget for 2012/13 

have been reported to appropriate Executive Councillors / Scrutiny 
Committees and are reproduced as Appendix B. 

 
3.3 Appendix C sets out the list of items, for all portfolios, for which 

approval is sought to carry forward unspent budget from 2012/13 to 
the next financial year, 2013/14.  

 
3.4 A summary of the final revenue outturn position for all portfolios is 

shown below: 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Capital Outturn 

 
3.5 All capital schemes were reviewed in detail in January 2013 and the 

Capital Plan amended to account for rephasing and anticipated 
over/underspends on individual schemes. 

 
3.6 Appendix D - Overview summarises the final outturn position against 

2012/13 final capital budgets.   Explanations for the main variances 
from final budgets for 2012/13 have been reported to appropriate 
Executive Councillors / Scrutiny Committees and are reproduced as 
Appendices D (General Fund Detail) and Appendix E (Housing).  The 
net under-spend of £13,377,000 is mainly due to slippage.   

 

2012/13 General Fund 
Revenue Summary 

£ 

Original Budget 19,157,090 

Adjustments 2,294,260 

Final Budget 21,451,350 

Outturn 20,034,524 

Net Variation / underspend for 
the year 

(1,416,826) 

Carry Forward Requests: 717,250 

Net Variance and reduced use of 
General Fund Reserves 

(699,576) 
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3.7 The Capital Plan will be updated as necessary to reflect changes in 
the phasing of capital projects. 

 
4. Implications  
 
4.1 The net variance from final revenue budget, after approvals to carry 

forward £717,250 reserves from the current year into 2013/14 will 
result in a reduced use of General Fund reserves of £699,576. 
 

4.2 The net over / underspend on capital budget, after re-phasing, will 
serve to increase the amount of funding available for future bids in 
respect of both General Fund and HRA.  The overall position will be 
reviewed again in September and reported to Council in October. 

 

4.3 In relation to requests to carry forward either revenue or capital 
budgets into 2013/14 the decisions made may have a number of 
implications.  A decision not to approve a carry forward request will 
impact on officers’ ability to deliver the service or scheme in question 
and this could have staffing, equal opportunities, environmental 
and/or community safety implications. 

 
5. Background papers  
 
These background papers were used in the preparation of this report: 

· Reports for all Portfolios to the June 2013 Scrutiny Committee cycle 
 

6. Appendices  
 

· Appendix A - Revenue Budget 2012/13 - Outturn 

· Appendix B - Revenue Budget 2012/13 - Major Variances 
   from Final Revenue Budgets 

· Appendix C - Revenue Budget 2012/13 - Carry Forward Requests   

· Appendix D - Capital Budget 2012/13 - Outturn – Overview 

· Appendix D - Capital Budget 2012/13 - Outturn – Detail 
   (General Fund) 

· Appendix E - Capital Budget 2012/13 - Outturn – Detail (HCIP) 

· Appendix E - Notes to the Housing Capital Investment Plan (HCIP) 
 

7. Inspection of papers  
To inspect the background papers or if you have a query on the report please contact: 
 
Author’s Name: 

 
Contact: John Harvey 

Author’s Phone Number:  Telephone: 01223 458143 
Author’s Email:  Email:  john.harvey@cambridge.gov.uk 
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Appendix A

General Fund Overview / Strategy & Resources Scrutiny Committee

Committee

Original

Budget

Final

Budget Outturn

Variation 

Increase / 

(Decrease)

Carry Forward 

Requests - see 

Appendix C Net Variance

£ £ £ £ £ £

Community Services

Arts, Sports & Public Places 5,553,970 7,042,080 6,912,673 (129,407) 200,650 71,243

Community Development and Health 3,092,920 3,173,500 3,093,050 (80,450) 16,000 (64,450)

Housing 2,716,760 2,890,510 2,746,137 (144,373) 241,330 96,957

Total 11,363,650 13,106,090 12,751,860 (354,230) 457,980 103,750

Environment

Environmental & Waste Services 8,313,210 8,019,120 7,736,029 (283,091) 74,550 (208,541)

Planning & Climate Change 1,519,200 1,937,030 1,609,894 (327,136) 45,850 (281,286)

Total 9,832,410 9,956,150 9,345,923 (610,227) 120,400 (489,827)

Strategy & Resources

Customer Services and Resources (5,136,820) (5,308,410) (5,452,450) (144,040) 105,170 (38,870)

Strategy 3,097,850 3,697,520 3,389,191 (308,330) 33,700 (274,630)

Total (2,038,970) (1,610,890) (2,063,259) (452,369) 138,870 (313,499)

Total Portfolios / Committees 19,157,090 21,451,350 20,034,524 (1,416,826) 717,250 (699,576)

0

Capital Accounting Adjustments (3,980,140) (4,593,190) (4,592,348) 842 842

Capital / Revenue Projects Expenditure 

Financed from Revenue
1,381,000 1,585,000 1,753,697 168,697 168,697

Contributions to Earmarked Reserves 1,079,750 1,761,580 1,750,940 (10,640) (10,640)

Contributions (from) Earmarked 

Reserves
(313,540) (316,218) (2,678) (2,678)

Other (5,555) (5,555) (5,555)

Contributions to/(from) Reserves (601,490) (2,712,420) (1,463,447) 1,248,973 (717,250) 531,723

(2,120,880) (4,272,570) (2,872,930) 1,399,640 (717,250) 682,390

Net General Fund Spending 17,036,210 17,178,780 17,161,594 (17,186) 0 (17,186)

0

Financed by: 0

Government Formula Grant (8,598,810) (8,598,810) (8,598,811) (1) (1)

Other Government Grants 0

Freeze Grant (171,600) (170,870) (170,784) 86 86

New Homes Bonus (1,521,540) (1,521,550) (1,521,543) 7 7

Other specific grants 0 (143,290) (126,198) 17,092 17,092

Council Tax (6,831,370) (6,831,370) (6,831,370) 0 0

Collection Fund (Surplus)/Deficit 87,110 87,110 87,112 2 2
Total Financing (17,036,210) (17,178,780) (17,161,594) 17,186 0 17,186

Net Total 0 0 0 0 0 0

Revenue Budget - 2012/13 Outturn
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Appendix A

General Fund Overview / Strategy & Resources Scrutiny Committee

Revenue Budget - 2012/13 Outturn

Changes between original and final budgets may be made to reflect:

 - portfolio and departmental restructuring

 - approved budget carry forwards from the previous financial year

 - technical adjustments, including changes to the capital accounting regime

 - virements approved under the Council's constitution

 - additional external revenue funding not originally budgeted for

and are detailed and approved:

 - in the June/July committee cycle (outturn reporting and carry forward requests)

 - in September (as part of the Medium Term Strategy (MTS))

 - in the January committee cycle (as part of the budget setting report)

 - and via technical adjustments/virements throughout the year
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Appendix B

Service Grouping Reason for Variance
Amount                  

£
Contact

Arts & Recreation

Arts & Events

Consultancy fees underspent by £16k, taken as a saving.  

£3k proposed as carry forward to cover anticipated 

additional electricity cost. Various small underspends 

across a wide variety of costs within the Arts & Events 

service

(37,914) E Midgley

Business & 

Marketing

City Centre Box Office - This Cost Centre over 

achieved income in relation to On-Line Booking Fees in 

2012/13, in previous years the over achievement has 

been offset against bank and credit card charges from 

the ticketing supplier.  Due to the Box Office having it's 

own merchant id (MID), this has reduced the charges 

incurred significantly that we originally incurred and in 

addition there is also an underspend in relation to these 

costs.

(22,613) N Jones

Corn Exchange Marketing - This relates to miscoding of 

marketing brochure and some advertising costs to a 

Holding Account in the prior financial year rather than the 

Marketing Cost Centre

20,051 N Jones

Distribution Service - an underachievement of income 

for 2012/13 has led to a service review which has led to a 

reduced budget for 2013/14

31,659 N Jones

Cultural Facilities

Corn Exchange Technical - An overspend of 

expenditure for heating (£16,771) together with an 

underachievemnt of income against budget for recharges 

to shows has resulted in this overspend.

50,054 S Bagnall

Corn Exchange Front of House - As with Corn 

Exchange Technical this relates to an underachievement 

in casual staff recharges on events. This budget had a 

total salary cost underspend 

26,748 S Bagnall

Sport & Recreation

Leisure Contract Client Costs - Underspend on 

consultancy fees for the renewal of the Leisure Contract. 

A carry forward request for £30,400 is being made.

(28,025) I Ross

Community Development

Grants - Leisure
An extra £125k was incorrectly budgeted to 12/13 for 

Arts Theatre funding which should be for 2013/14
(129,838) J Hanson

Arts, Sport & Public Places Portfolio / Community Services Scrutiny 

Committee

 Revenue Budget 2012/13 - Major Variances 

from Final Revenue Budgets

Page 39



Appendix B

Service 

Grouping
Reason for Variance

Amount                  

£
Contact

Customer & Community Services - Community Development

Community 

Development
Various small variances (8,755) T Woollams

Customer & Community Services - Bereavement Services

Bereavement 

Services

£26,000 is a result of a business rate refund, £11,000 is due to a 

vacant post and around £20,000 is additional net income.
(55,695) T Lawrence

Environment - Refuse & Environment

Health 

Improvement 

Strategy

In April 2013 the Health and Well Being board became a statutory 

board and will be delivering amongst a number of it's functions the 

Cambridgeshire Health and Well being Strategy. The transfer of 

public health to local authorities has almost been completed and 

the commissioning of services is currently being examined by the 

Local Commissioning Groups. The precise details are unknown at 

this stage and the carry forward is requested to accommodate the 

council's foreseeable requirements.

(16,000) J Lally

Other minor variances 0

Total (80,450)

Community Development and Health Portfolio / Community Services 

Scrutiny Committee

 Revenue Budget 2012/13 Major Variances 

from Final Revenue Budgets
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Appendix B

Service Grouping Reason for Variance
Amount

£
Contact

CLG

Homelessness

Grant

Underspending in CLG Homelessness Grant for 2012/13. The 

CLG grant totalled £575,470 for 2012/13 and was part of a 4 

year settlement for the spending review period. Local 

authorities are free to carry over underspent sums between 

financial years. A carry forward of this external grant balance 

is requested, in line with delegations given to the Head of 

Strategic Housing, to allow use of the monies in line with CLG 

expectations and existing commitments in respect of 

homelessness prevention work and homeless support activity.

(193,860) D Greening

Homelessness

Costs

Spending on bed and breakfast provision was higher than 

anticipated, particularly in the latter part of 2012/13, despite 

the introduction of alternative provision using our own housing 

stock. Additional alternative sources of emergency 

accommodation are being actively pursued. 

82,209 D Greening

CLG Specialist 

Housing Advisor

Cambridge City Council agreed to host a Specialist Housing 

Advisor post, seconded from CLG for a year from July 2012, 

with a commitment until July 2013. The post is fully funded by 

the CLG and the balance of funding will be requested as a 

carry forward to honour the agreement.

(39,657) D Greening

Supporting People

Costs of the Community Support Worker in 2012/13 were less 

than anticipated, as the post was not occupied from the start 

of the year. The transition to fixed price Supporting People 

contracts resulted in an underspend in 2012/13, but it should 

be noted that the future risk now resides with the City Council, 

as this is dependent upon housing benefit eligibility as the 

criteria for a fully funded service. 

(18,265) J Hovells

Contribution to the 

HRA for Shared 

Amenities

The contribution to the HRA for shared amenities was 4% 

higher than budgeted, due predominantly to increased 

incidence of bulky refuse removal on estates.

13,751 J Hovells

Home Aid / Home 

Improvement

Grants

Additional income was received in 2012/13, with £25k of small 

value grant and loan repayments being repaid to the authority 

by the clients. This was partially offset by an increased 

contribution to the operational costs of Year 1 of the Shared 

Home Improvement Agency, where set up and hand over 

costs and the lead in to being fully operational required 

Cambridge City to contribute £20k more than originally 

anticipated.

(9,570) H Reed

Housing Portfolio / Community Services Scrutiny Committee

 Revenue Budget 2012/13 - Major Variances 

from Final Revenue Budgets

Customer & Community Services - Housing Strategy, Development, Housing Advice, Private Sector Housing 

and Miscellaneous Housing
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Appendix B

Service Grouping Reason for Variance
Amount

£
Contact

Housing Portfolio / Community Services Scrutiny Committee

 Revenue Budget 2012/13 - Major Variances 

from Final Revenue Budgets

Development

Employee costs overspent due to cover for extended staff 

illness. Internal fee cross charge less than budgeted as new 

build schemes had not progressed as quickly as anticipated. 

8,491 A Carter

Housing Advice 

Service

Employee costs overspent due to the need to employ 

additional temporary staff to accommodate the increased 

workload associated with the review of the Housing Register.

7,299 D Greening

125 Newmarket 

Road

Rental income for 2012/13 was lower than anticipated due to 

the lease arrangements for the premises, where not all space 

was occupied, and therefore sub-let during the year.

6,830 D Greening

Minor Variations 3,154

Total (139,618)

Minor Variations (4,755)

Total (4,755)

Total for Housing Portfolio / Community Services Scrutiny Committee (144,373)

Environment - Refuse and Environment
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Appendix B

Cost Centre Reason for Variance
Amount                  

£
Contact

Environment - Waste & Recycling

Trade Refuse 

Underspends in relation to waste disposal costs of £50k 

due to a reduction in waste to landfill, underspend on 

employee related budgets of £21k and vehicle 

maintenance and materials budgets of £48k. 

Overachievement of within income budgets mainly from 

commingled recycling services at colleges and 

unpredictable income relating to the sale of bins of £105k. 

(223,597) C Hipwood

Environmental & Waste Services Portfolio / Environment Scrutiny 

Committee

 Revenue Budget 2012/13 - Major Variances 

from Final Revenue Budgets
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Appendix B

Service Grouping Reason for Variance
Amount                  

£
Contact

Environment - Parking Services

Car Parks

Underspend of £143,480 is a combination of 

over achievement against anticipated income 

and underspends within service provision of 

building maintenance, staffing, 

energy/electricity usage and credit card 

handling costs.  This represents a variation of 

8.08% compared to revised budget.

(143,480) Paul Necus

Environment - Planning 

City Development

Underspend on advertising costs resulting 

from a reduction in the number of minor and 

other planning applications. 

Underachievement on fee income from minor 

and other applications, overachievement on 

major applications.

(77,675) Patsy Dell

Urban Design & 

Conservation

Underspend due to delays in completion of 

both the Pro-Active Conservation programme 

and the Historic Signage Project.  A request to 

carry forward both unspent budgets is included 

in Appendix C.

(39,864) Patsy Dell

Taxicard Service
This is a result of reduced take up in the 

Taxicard service in 2012/13.
(22,605) Patsy Dell

Planning & Climate Change / Environment Scrutiny Committee

 Revenue Budget 2012/13 - Major Variances 

from Final Revenue Budgets
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Appendix B

Service Grouping Reason for Variance Amount                  

£

Contact

Resources
Finance - General Of this overall variance £66k relates to impairment of 

Icelandic Bank deposits, as a consequence of changes in the 

expected profile of repayments.  (The overall percentages 

which the Council expects to recover remain unchanged.)  Of 

the remaining variance the majority, £30k, reflects a larger 

proportion of investment interest receipts being attributable to 

the Housing Revenue Account as a result of higher than 

anticipated HRA balances.  

94,544 Julia Minns

General Properties 

and Grand Arcade

The variance is primarily due to the receipt of one-off 

additional rental income of £39,884 following the completion 

of the rent audit for the Grand Arcade shopping centre during 

the latter stages of the 2012/13 financial year.

(30,755) Philip Doggett

Mill Road Support 

Services

The variance is largely due to the delay in recruiting to vacant 

posts following the Support Services restructure.

(28,663) Althea Mejias

Customer and 

Community
Revenue and 

Benefit Services

The main variances are due to unspent Homelessness 

Prevention Funding of (£41,910) for which a carry forward of 

budget is requested (see Appendix C), higher than forecast 

recovery of benefit overpayments from claimants no longer 

claiming benefits of (£11,581), higher than forecast recovery 

of Local Taxation legal costs of (£16,887) and higher than 

forecast Local Taxation Court costs recovered of (£46,739) - 

£280,009 collected against forecast of £233,270 (a one-off 

increase of £46,739).

(128,703) Alison Cole

Environment
Land Charges and 

Searches

Over achievement of fee income as a result of an increase in 

the number of Land Charge requests over the last 2 quarters.

(24,567) Paul Boucher

Tourism Commercial and Guided Tours income was lower than the 

same period last year.  This was due to a 25% reduction in 

footfall as a result of very poor weather and the Olympics 

having a negative effect on local tourism. The final outturn 

position was reduced through the introduction of daily 

monitoring of income performance from the beginning of 

January 2013. This will now continue moving forward.  The 

service is reviewing all its income generating activity and 

identifying opportunities to both increase footfall to the TIC, 

whilst also reducing dependency on income through the TIC.  

In light of the challenge with the Tourism service, other cost 

centres within the service were equally closely monitored, 

resulting in a net £8k overspend across the Tourism and City 

Centre Management service as a whole.

30,235 Emma 

Thornton

Customer Services & Resources Portfolio / 

Strategy & Resources Scrutiny Committee

 Revenue Budget 2012/13 - Major Variances 

from Final Revenue Budgets
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Appendix B

Service Grouping Reason for Variance Amount                  

£

Contact

Customer Services & Resources Portfolio / 

Strategy & Resources Scrutiny Committee

 Revenue Budget 2012/13 - Major Variances 

from Final Revenue Budgets

Support Services

Accountancy and 

Support Services

Net underspending for the year predominantly relates to 

employee budget underspending of £13,620 reflecting an 

overprovision for employer pension fund contributions, 

combined with an underspending of the budget for 

recruitment.  The balance relates to net underspending of 

various supplies and services budgets.

(27,220) Julia Minns

Human Resources The underspend includes the balance of the organisational 

change budget of £63,260, which has been allocated to the 

Managers' Skills programme. The Managers' Skills 

programme has now been implemented and will be 

completed by August 2014.  A carry forward of budget of 

£63,260 will be required to complete the programme (see 

Appendix C). The remaining variance relates to minor 

employee cost and supplies and services underspends.

(103,614) Deborah 

Simpson

IT The variance is mainly due to minor underspends on IT 

Contract costs.

(48,628) James 

Nightingale
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Appendix B

Service 

Grouping
Reason for Variance

Amount

£
Contact

Corporate 

Strategy
A number of small underspends on various budget heads (25,090) A Limb

CCTV
Underspend on salaries of £10k and final work on repairs after Control room flood - there is 

a carry forward request for £9k to cover the cost.
(21,561) M Beaumont

Community 

Safety

Underspending in Community Safety resulted predominantly from a combination of delays 

in recruiting to the role of Neighbourhood Resolution Panel Co-Ordinator (£14,300) and 

under-spending in Safer City grants during 2012/13 (£41,100). Carry forwards requests are 

made in respect of the salary costs of the above post and for the proportion of grants where 

commitments were given in 2012/13, but grants were not actually paid., 

(62,064) L Kilkelly

Major variances include underspends of:

£109k IT due to a larger than usual number of IT development days being charged to 

capital for infrastructure projects so overall there is a net underspending on the revenue 

budgets provided for development days.

£48k Pensions - early retirements costs were less than the service budget provision

£50k Central Overheads - the majority of which, £27k, relates to a reduction in expenditure 

on external audit fees following transfer from Audit Commission to the new regional 

contract provider, Ernst & Young.

£185k relating to a number of services which clear their balances to this centre and the 

main reasons were reported to CS&R (namely £103k Human Resources, £27k 

Accountancy and Support Services, £44k IT due to minor underspends on IT Contract 

costs).

John Harvey

and overspends of:

£33k Maternity Fund - by its very nature expenditure is difficult to forecast and this budget 

has overspent. The base budget provision of £164k was supplemented by £80k in the 

Budget-Setting Report.

 

£59k Fleet - an under-recovery of costs which should be offset by underspends on service 

transport budgets

In addition £77k relates to the anticipated saving in temporary and agency staff costs under 

the Comensura contract that was budgeted for centrally, so effectively shows as an 

apparent overspend here, but to offset this the saving should therefore show as 

underspends across the authority.  

Strategy Portfolio / Strategy & Resources Scrutiny Committee

 Revenue Budget 2012/13 - Major Variances 

from Final Revenue Budgets

(195,025)

Central 

Provisions, 

Centrally 

allocated costs 

and Corporate 

& Democratic 

Services

Page 47



Appendix C

Item Request Contact

£

Streets & Open Spaces - River Frontage Management

1
Business Rates on Moorings from prior years awaiting 

assessment
19,250 A Wilson

2 Tree planting programme (ongoing scheme) 23,000 A Wilson

Arts & Recreation - Folk Festival

3
 £3k proposed as carry forward to cover anticipated additional 

electricity cost.
3,000 E Midgley

Arts & Recreation - Sport & Recreation

4

Payment for RPIX budget to move over to offset Leisure Contract 

Management Fees from contract variations. Carry forward request 

for £30,400 for Consultant 

30,400 I Ross

Community Development - Grants

5
An extra £125k was incorrectly budgeted to 12/13 for Arts Theatre 

funding which should be for 2013/14
125,000 J Hanson

Total Carry Forward Requests for Arts, Sport & Public Places 

Portfolio / Community Services Scrutiny Committee
200,650

Request to Carry Forward Budgets from 2012/13 into 2013/14

Arts, Sport & Public Places Portfolio / Community Services Scrutiny 

Committee

Revenue Budget 2012/13 - Carry Forward Requests
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Appendix C

Item Request Contact

£

Environment - Refuse and Environment

In April 2013 the Health and Well Being board became a statutory 

board and will be delivering amongst a number of it's functions the 

Cambridgeshire Health and Well being Strategy. The transfer of 

public health to local authorities has almost been completed and 

the commissioning of services is currently being examined by the 

Local Commissioning Groups. The precise details are unknown at 

this stage and the carry forward is requested to accommodate the 

council's foreseeable requirements.

16,000 J Lally

Total Carry Forward Requests for Community Development 

Portfolio / Community Services Scrutiny Committee
16,000

Community Development and Health Portfolio / Community 

Services Scrutiny Committee

Revenue Budget 2012/13 - Carry Forward Requests

Request to Carry Forward Budgets from 2012/13 into 2013/14 and future years
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Appendix C

Item Request Contact

£

Director of Customer & Community Services

1

CLG Homelessness Grants - Carry forward of these external grant balances are 

requested to allow existing commitments in respect of homelessness prevention 

work and support activity to be fully met. This grant is no longer ring-fenced, but 

local authorities are strongly encouraged to utilise the resource for the purpose it 

was awarded, with the Head of Strategic Housing having delegated authority to 

approve spending across the spending review period.

193,860 D Greening

2

The authority committed to hosting a secondment from CLG for the period from 

July 2012 for one year, employing a Specialist Housing Advisor. The balance of 

funding is requested as a carry forward to allow the authority to fulfil their 

obligations under the agreement.

39,650 D Greening

Director of Environment 

3

A carry forward of the underspend of the Compulsory Purchase Order revenue 

budget to 2013/14 is requested in order to carry out CPO work, if necessary, next 

year.

7,820 R Lord

Total Carry Forward Requests for Housing Portfolio / Community Services 

Scrutiny Committee
241,330

Housing Portfolio / Community Services Scrutiny Committee

Revenue Budget 2012/13 - Carry Forward Requests

Request to Carry Forward Budgets from 2012/13 into 2013/14 and future years
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Appendix C

Item

Final 

Request Contact

£

Director of Environment 

1

Recycling Strategy - There was a delay in the appointment of the 

two year fixed post of recycling champion coordinator. Therefore a 

carry forward of the balance of the budget to 2013/14 is 

requested.

6,550 J Robertson

2

Grounds Maintenance - Planned training across the Streets and 

Open Spaces service did not take place in 2012/13. Training will 

take place in 2013/14 and therefore a carry forward of this budget 

is requested.

68,000 T Ainley

Total Carry Forward Requests for Environmental & Waste 

Services Portfolio / Environment Scrutiny Committee
74,550

Request to Carry Forward Budgets from 2012/13 into 2013/14

Environmental & Waste Services Portfolio / Environment Scrutiny 

Committee

Revenue Budget 2012/13 - Carry Forward Requests
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Appendix C

Item

Final 

Request Contact

£

Director of Environment 

1

Urban Design & Conservation - To complete the remaining 

priorities of the Pro-Active Conservation work programme as 

agreed at Environment Scrutiny Committee in March 2013 ref 

13/26/ENV (improved use of IT for cataloguing Listed Building 

information and Conservation Area reviews).

24,490 Patsy Dell

2

Urban Design & Conservation - To complete the approved 

programme of works relating to the Historic Signage Project as 

agreed at Environment Scrutiny Committee in January 2013.

15,000 Patsy Dell

3

Walking & Cycling Strategy - At the Members Cycling & 

Pedestrian Steering Group meeting of 15 March 2013 a grant for 

Bikewiser CIC of £4,850 was approved, subject to the group 

finding suitable premises.  It was agreed that the funding should 

be carried over into the next financial year (2013/14) in the 

meantime.  The balance of the carry forward request (£1,510) is 

for the Pushchair scheme and related promotional expenditure 

that has been delayed until 2013/14.

6,360 Toni Ainley

Total Carry Forward Requests for Planning & Climate Change 

Portfolio / Environment Scrutiny Committee
45,850

Request to Carry Forward Budgets from 2011/12 into 2012/13 and future years

Planning & Climate Change / Environment Scrutiny Committee

Revenue Budget 2012/13 - Carry Forward Requests
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Appendix C

Item Reason for carry forward request

Carry 

Forward 

Requests Contact
£

1

Revenue and Benefit Services

Request to carry forward unspent Homelessness Prevention funding 

of £41,910 to support Discretionary Housing Payments as outlined 

within the report to Strategy & Resources Scrutiny Committee on 9 

April 2013.

41,910 Alison Cole

2

Human Resources

The HR service underspend includes the balance of a corporate 

budget earmarked to support organisational change and allocated to 

the Managers' Skills Programme.  There is a request to carry forward 

the balance of £63,260 to complete the programme.  The Managers' 

Skills programme has been implemented and will be completed by 

August 2014.

63,260
Deborah 

Simpson

Total Carry Forward Requests for Customer Services & 

Resources Portfolio
105,170

Request to Carry Forward Budgets from 2012/13 into 2013/14

Customer Services & Resources Portfolio /

Strategy & Resources Scrutiny Committee

Revenue Budget 2012/13 - Carry Forward Requests
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Appendix C

Item Amount Contact

£

Director of Environment

1
Carry forward request for £9k to cover the cost of the final work on 

repairs after Control room flood.
9,000 M Beaumont

Director of Customer & Community Services

2

A carry forward is requested in respect of the salary for the 

Neighbourhood Resolution Panel Co-Ordinator, where recruitment 

to the role funded for a 2 year period took longer than anticipated 

(£14,300) and in Safer City and Community Safety Grants 

(£10,400), to meet commitments identified, but not fulfilled during 

2012/13.

24,700 L Kilkelly

Total Carry Forward Requests for Strategy Portfolio / Strategy 

& Resources Scrutiny Committee
33,700

Request to Carry Forward Budgets from 2012/13 into 2013/14 and future years

Strategy Portfolio / Strategy & Resources Scrutiny Committee

Revenue Budget 2012/13 - Carry Forward Requests
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Appendix C

Item Request Contact

£

Streets & Open Spaces - River Frontage Management

1 Business Rates on Moorings from prior years awaiting assessment 19,250 A Wilson

2 Tree planting programme (ongoing scheme) 23,000 A Wilson

Total Carry Forward Requests for  Public Places Portfolio / 

Environment Scrutiny Committee
42,250

Request to Carry Forward Budgets from 2012/13 into 2013/14

Public Places Portfolio /Environment Scrutiny Committee

Revenue Budget 2012/13 - Carry Forward Requests
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Appendix D - Overview

Committee
Original

Budget

Final

Budget
Outturn Variance Rephase

Over / 

(Under) 

Spend

£000 £000 £000 £000 £000 £000

Community Services: 

Arts, Sports & Public Places 2,656 1,911 1,229 (682) 725 43

Community Development and Health 1,324 898 727 (171) 183 12

Housing 29 204 174 (30) 32 2

Total Community Services 4,009 3,013 2,130 (883) 940 57

Environment:

Environmental & Waste Services 1,146 944 683 (261) 216 (45)

Planning & Climate Change 2,450 385 223 (162) 160 (2)

Total Environment 3,596 1,329 906 (423) 376 (47)

Strategy & Resources:
Customer Services & Resources 3,582 5,515 4,088 (1,427) 881 (546)
Strategy 173 173 143 (30) 33 3
Total Strategy & Resources 3,755 5,688 4,231 (1,457) 914 (543)

Total Committees 11,360 10,030 7,267 (2,763) 2,230 (533)

Housing Revenue Account (HRA) 21,663 21,868 11,539 (10,329) 9,586 (743)

Housing General Fund 802 1,716 1,431 (285) 151 (134)

Total for Housing Capital Investment 

Programme
22,465 23,584 12,970 (10,614) 9,737 (877)

Total Capital Plan 33,825 33,614 20,237 (13,377) 11,967 (1,410)

Changes between original and final budgets may be made to reflect:

 - rephased capital spend from the previous financial year
 - rephased capital spend into future financial periods
 - approval of new capital programmes and projects

and are detailed and approved:

 - in the June committee cycle (outturn reporting and carry forward requests)
 - in September (as part of the Medium Term Strategy (MTS))
 - in the January committee cycle (as part of the budget setting report)

The above figures exclude:

 - schemes transferred to the Hold List in the Budget Setting Report 2012/13
 - schemes devolved to Area Committees in the Budget Setting Report 2012/13

Overview (Committees and Housing Capital Investment Plan) / 

Strategy & Resources Scrutiny Committee

Capital Budget 2012/13 - Outturn
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Appendix E Notes

Note

1

2

3

4

5

Notes to the Housing Capital Investment Plan

Reason for Variance

A net underspend of £2,114,000 was evident in 2012/13, combining underspending in a number of areas 

where work is still required and funds will need to be re-phased, including; garage improvement works 

(£46,000 + £4,000 for East Road), hard surfacing works on HRA land (£130,000 into 2015/16), hard-

surfacing recycling works (£147,000), works to communal flooring (£70,000 into 2013/14 and £200,000 

into 2014/15), works to communal areas (£500,000 into 2014/15), works to the laundry at Hanover Court 

(£2,000), lifts (£16,000) and disabled adaptations (£136,000). Resources of £760,000 are also required to 

be re-phased in respect of fire safety works, where a proportion of the works are yet to be carried out by 

the secondary planned maintenance contractor, £49,000 for works to Cemetery Lodge and £156,000 in 

respect of contractor overheads. In addition to re-phasing, underspending in respect of internal technical 

fees, recycling area works and tenants incentive schemes broadly offset significant overspending in 

fencing works and asbestos removal.

A net underspend of £3,769,000 in decent homes expenditure during 2013/14 relates predominantly to 

delivery of year 2 of the Planned Maintenance Contract, which was due to run until July 2013, as the 

original start date was delayed in 2011. Overspending in health and safety works (£184,000) and damp 

works (£27,000) were more than offset by underspending in other areas of the decent homes programme, 

where re-phasing of resources is required to allow completion the anticipated programme to July 2013. 

This includes re-phasing into 2013/14 in respect of wall insulation (£100,000), PVCU (£34,000), re-wiring 

(£100,000), re-roofing works (£540,000), boilers (£800,000) chimneys (£51,000), energy works (£59,000), 

smoke detectors (£3,000), backlog works (£650,000), contractor overheads (£242,000), PTR works 

(£200,000) and major void works (£45,000).  Re-phasing into 2015/16 is requested in respect of delayed 

roof structure works (£387,000) and to the end of the existing funding, 2028/29, in respect of sulphate 

works (£204,000). 

This relates to the timing of the spend in respect of the 146 new and re-development programme. A net 

resource of £3,173,000 is required to be re-phased into 2013/14 and beyond to ensure that contractual 

commitments can be met. Payments are made under the development contract once the developer has 

spent more on building out the Affordable Housing element of the site than the notional value of the land 

that the market housing will occupy. The timing of this is difficult to predict at project outset, as the length 

of time taken to get on site in each case varies, dependent upon the number of existing residents that 

requires re-housing and any planning constraints on the site. The net re-phasing combines slippage of 

resource for Roman Court, Latimer Close, Barnwell Road, Campkin Road , Colville Road, Aylesborough 

Close and Water Lane, partially offset by use of resource for Stanesfield Road, Seymour Court and Atkins 

Close earlier than it was profiled to be used in the latest capital plan.

The underspending of £285,000 is a combination of the following - a) an underspend on the Assessment 

Centre on East Road (£331,000) where final invoices and retention sums are still outstanding, b) no 

demand for the use of the budget to tackle unfit housing in the private sector (£20,000) and c) an apparent 

overspend in respect of Disabled Facilities Grants and Private Sector Housing Grants and Loans of 

£49,000, which relates to monies spent where the costs were recovered from clients and accounted for 

elsewhere in the accounts (see note 10). £151,000 of the resource in respect of the Assessment Centre 

requires re-phasing into 2013/14, with the balance being a saving in the revised costs of delivering the 

scheme.

Approval was given for the 2012/13 Cambridge Standard allocation to be spent on a variety of 

environmental projects across the city. Some of these projects are yet to be completed and resources of 

£172,000 are requested to be carried forward into 2013/14 to allow these, and other projects to take place. 

Residual underspending of £132,000 in capital PTR work is evident in 2012/13 due to the cost of work 

being charged to the revenue element of the contract in error. Underspending in respect of HHSRS, 

internal technical and external professional fees also contributed to the underspend for the year.
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8

9
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11

 41 properties were sold in total during 2012/13. £401,000 of the capital receipt is available for general 

use, while £997,000 of the overall capital receipt is identified under new right to buy legislation as needing 

to be set-aside to offset the debt associated with the unit no longer owned. A further £2,071,000 of right to 

buy receipts have been retained by the local authority in 2012/13, but must be re-invested in financing up 

to 30% of additional social housing units, provided this is done within a 3 year time frame.

Underspending of £874,000 combines the need to rephase resource into 2013/14 in respect of the costs 

of upgrading the hardware and software that allow reporting of the Orchard Housing Management 

Information System (£33,000) the IT development planned as part of the Repairs Improvement Plan 

(£131,000) and new IT to record Anti-Social Behaviour case work (£27,000), where work has started, but 

is not yet complete. Resources of £202,000 are also requested to be rephased to complete the work to 

convert ECCHO House to a residential dwelling and to undertake roofing works to commercial premises in 

Campkin Road. The remaining allocation from 2012/13 for buying back ex-Council dwellings of £190,000 

is also requested as a carry forward, to allow the authority to proceed with acquisitions to ensure 

appropriate utilisation of retained right to buy receipts, which need 70% match funding.

Re-phasing of £12,000 in respect of the feasibility works for re-development of Ditchburn Place is 

requested to allow this scheme to be moved forward in 2013/14 and £15,000 in relation to emergency 

alarm upgrades to allow completion of the current programme of sheltered scheme replacements . 

Due to slippage in the housing capital plan in 2012/13, the use of revenue funding for capital purposes 

was significantly less than anticipated. A request to increase the use of revenue funding of capital 

expenditure in 2013/14 by the £3,085,000 not utilised in 2012/13, will ensure that there is sufficient funding 

to meet the rephased expenditure requested above.

Income was due from leaseholders in 2012/13 in relation to their share of the cost of major improvements 

undertaken as part of the decent homes programme (£25,000) and was also received from private 

residents in relation to contributions towards, or repayments of, private sector housing repair grants 

(£95,000).

The £1,500,000 in respect of the land transfer for the market housing at Seymour Court (Jane's Court) will 

now take place early in 2013/14. A receipt of £12,500 was realised in respect of a small land transaction in 

Scotsdowne Road in 2012/13. Capital receipts such as these can't be budgeted for as they are dependent 

upon specific in-year requests, and the resulting decisions made under delegated powers.
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RECOMMENDATION TO COUNCIL 

(THE LEADER – COUNCILLOR BICK)  

 
ANNUAL TRESURY MANAGEMENT REPORT 2012/13 

 

This Council is required through regulations issued under the Local 
Government Act 2003 to produce an annual treasury report reviewing 
treasury management activities and the actual prudential and treasury 
indicators for 2012/13. This report meets the requirements of both the 
CIPFA Code of Practice on Treasury Management (the Code) and the 
CIPFA Prudential Code for Capital Finance in Local Authorities (the 
Prudential Code 2011).  
 
The Scrutiny Committee considered and approved the recommendations 
by 4 votes to 0.  
 
Accordingly, Council is recommended to:  
 
Approve the Annual Treasury Management Report 2012/13, which 
includes reporting of the Council’s actual Prudential and Treasury 
Indicators for 2012/13. 

Agenda Item 4b
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Report Page No: 1 

 

 

Cambridge City Council 
 

Item 

 

To: The Leader and Executive Councillor for Strategy: 
Councillor Tim Bick 

Report by: David Horspool - Director of Resources 

Relevant scrutiny 
committee:  

Strategy & 
Resources 
Scrutiny 
Committee 

8/7/2013 

Wards affected: All Wards 
 
ANNUAL TREASURY MANAGEMENT REPORT 2012/13 
Key Decision 
 
1. Executive summary  
 
1.1 The Council is required by regulations issued under the Local 

Government Act 2003, to produce an annual treasury report reviewing 
treasury management activities and the actual prudential and treasury 
indicators for each financial year.  

 
1.2 This report meets the requirements of both the CIPFA Code of 

Practice on Treasury Management (the Code) and the CIPFA 
Prudential Code for Capital Finance in Local Authorities (the 
Prudential Code 2011) in respect of 2012/13. 

 
1.3 This report also includes information on capital activity during the year 

together with associated prudential & treasury indicators. 
 
2. Recommendations  
 
2.1 The Executive Councillor is asked to recommend this report, which 

includes the Council’s actual prudential and treasury indicators for 
2012/13, for approval by Council.  

 
3. Background  

 
3.1 This report provides information on:  

· Capital expenditure and financing activity during the year; 

· The impact of capital spending on the Council’s ‘need to  

     borrow’  

· The overall treasury position as at 31st March 2013 

· Recovery of Icelandic Bank Deposits 
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Report Page No: 2 

· The Council’s compliance with prudential & treasury 
indicators 

· The Council’s Treasury Management advisors(Sector) view 

     on UK and Global economies (Appendix B) 

· The actual prudential and treasury indicators (Appendix C) 

· A Glossary of Terms and Abbreviations (Appendix D) 

 

3.2 The Council’s Capital Expenditure and Financing 2012/13 

The Council undertakes capital expenditure on long-term assets. 
These activities may either be: 

 

· Financed immediately through the application of capital or 
revenue resources (capital receipts, capital grants, 
developer contributions, revenue contributions, reserves 
etc.), which has no resultant impact on the Council’s 
borrowing need; or; 

· If insufficient financing is available, or a decision is taken not 
to apply other resources, the funding of capital expenditure 
will give rise to a borrowing need.   

·  

The actual capital expenditure forms one of the required prudential 
indicators.  The table below shows the actual capital expenditure and 
how this was financed. 

* Per Mid Term Treasury Management Report 2012/13 agreed on 21st January 2013 

 
2011/12 
£’000 

Actual 

2012/13 
£’000 

Revised 
Estimate * 

2012/13 
£’000 
Actual 

Non-HRA capital expenditure 8,194 16,745 8,704 

HRA capital expenditure 9,917 27,047 11,529 

HRA Reform 213,572 - - 

Total capital expenditure 231,683 43,792 20,233 

Resourced by:    

· Capital receipts -4,093 -937 -920 

· Other contributions -14,018 -40,049 -17,561 

· Borrowing (for HRA 
Reform) 

-213,572 - - 

Total available resources for 
financing capital expenditure 

-231,683 -40,986 -18,481 

Un-financed capital 
expenditure  

- 2,806 1,752 
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3.3 The Council’s overall borrowing need 

During 2012/13, there was no requirement for external borrowing. Un-
financed capital expenditure for the Clay Farm Collaboration 
Agreement of £1.752 million, as shown above, was met temporarily 
from internal cash borrowing, until the expected future capital receipt 
can be used. 

3.4 Treasury Position as at 31 March 2013 

The Council’s debt and deposit position is managed in order to ensure 
adequate liquidity for revenue and capital activities, security for 
deposits and to manage risk in relation to all treasury management 
activities. Procedures and controls to achieve these objectives are 
well established both through the application of approved Treasury 
Management Practices and regular reporting to Members.  

 

The table below provides a comparison of deposit activity and outturn 
for 2012/13 against 2011/12. 

 
Notes:  
The ‘Benchmark Return’ figures are based upon Sector Treasury 
Management’s average money market 3-month and 7-day LIBID rate 
respectively. The benchmark returns shown above equate to the 
average annual rate for deposits as quoted on 28 March 2013. 

  2011/2012 2012/2013  

Deposit Type 
Average 
Deposits 

Rate of 
Return 

 
Benchmark 

Return 
 

Average 
Deposits 

Rate of 
Return 

 
Benchmark 

Return 
 

 1.  Internally Managed Funds 

Fixed Short-Term        
(<365 days) 

£63.08m 0.75% 0.82% £58.47m 0.86% 0.57% 

Call/Overnight 
Accounts 

£6.52m 0.38% 0.48% £17.53m 0.65% 0.39% 

Fixed Long-Term 
(>365 days) 

- - - - - - 

 2.  Externally Managed Funds 

Managed Funds - - 0.48% - - 0.39% 

 3.  Overall Deposit Return 

 £69.60m 0.72% - £76.00m 0.81% - 
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Similarly, the actual return equates to the Council’s recorded average 
annual rate, also, on 28 March 2013. 
 
The higher rate of return of 0.81% in 2012/13, compared with 0.72% in 
2011/12, has been achieved due to undertaking deposits with a longer 
maturity date (based on advice from Sector), and increased yield 
arising from further extensive use of bank call accounts. 

 
3.5 Interest of £618,000 has been earned on the Council’s deposits during 

2012/13 at an average rate of 0.81%.  This rate of return compares 
favourably with the average 3 month LIBID rate of 0.57% as issued on 
28th March 2013. The original budget for interest earned in 2012/13 
was £604,000.  Interest yield has therefore exceeded budget by 
£14,000 for the year 2012/13.   
 

3.6 All of the Council’s deposits had maturities of less than one year. A 
summary of deposits is shown at Appendix A. 

 
3.7 Icelandic Bank Deposits Update 

 This authority had the following deposit (s) in Icelandic banks and their 
UK subsidiaries at the time of the collapse of the Icelandic banking 
system in October 2008, as detailed below:- 

 

Counterparty Principal % Rate Deposit Date 

Heritable Bank Limited 1,000,000 5.65000% 09-Jan-08 

Heritable Bank Limited 1,000,000 6.21000% 13-Jun-08 

LBI hf 2,000,000 6.22000% 30-Jun-08 

Heritable Bank Limited 2,000,000 6.00000% 05-Sep-08 

LBI hf 1,000,000 6.35000% 01-Jul-08 

LBI hf 2,000,000 6.42000% 01-Jul-08 

Total:- 9,000,000   

 
  Heritable Bank Limited 

The total of distributions now received from the administrators of 
Heritable Bank plc is £3,147,134. This represents 77.25 pence in the 
pound of the total claim. The next distribution is forecast for July 2013. 

  LBI hf 

To date, the Council has received three distributions for a total of 
£2,458,741 from the winding-up board in respect of Landsbanki 
Islands Hf. This equates to approximately 47% of the claim. 
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  The distributions received include both principal and interest elements 
of the Council’s claims. 

Based on the latest CIPFA Local Authority Accounting Panel Bulletin 
82 (updated in May 2013), the Council is still anticipating that it will 
recover between 86% and 90% of its claim against Heritable Bank Ltd 
and 100% of its claim against LBI hf (formerly Landsbanki Islands hf).    

3.8 Economic Update provided by Sector 

Sector Treasury Services Ltd is the Council’s independent treasury 
advisor. In support of effective forecasting the Council needs to be 
aware of the potential influence of the worldwide economy on treasury 
management issues for the Council. Sector’s opinion on the wider 
global economy is presented at Appendix B, and provides an overview 
of the economic position as at 28th March 2013. 

3.9 Compliance with Treasury Limits 

During the financial year the Council operated within the ‘authorised’ 
and ‘operational’ borrowing limits contained within the Prudential 
Indicators set out in the Council’s Treasury Management Strategy 
Statement.  The outturn for these Prudential Indicators is shown in 
Appendix C. 
 

4. Implications 
 
(a) Financial Implications 
           
 None.        
 
(b) Staffing Implications 
 
 None. 
 
(c) Equal Opportunities Implications 
 

No negative impacts identified. 
 

(d) Environmental Implications 
  
 None. 
 
 
(e)   Procurement 
 
 None. 
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(f) Consultation and communication 
 
 None required. 
 

 (g)  Community Safety 
 
 No community safety implications. 
 
5. Background papers  
 
5.1 LAAP bulletin 82 Update No. 7 May 2013   
 
6. Appendices  
 
6.1 Appendix A – The Council’s deposits as at 31st March 2013 

Appendix B – Sector’s opinion on UK and global economies 
Appendix C – Prudential Indicators – outturn for 2012/13  
Appendix D – Glossary of Terms and Abbreviations 

 
7. Inspection of papers  
 
7.1 To inspect the background papers or if you have a query on the report 

please contact: 
 
Author’s Name: Stephen Bevis 
Author’s Phone Number:  01223 - 458153 
Author’s Email:  stephen.bevis@cambridge.gov.uk 
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Appendix A 

 
 
DEPOSITS as at 31 March 2013 
 
 
 
The Council’s deposits as at 31 March 2013 are summarised (by counterparty) in the 
table below, excluding remaining claims/deposits with Icelandic banks. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Counterparty 
Principal 

(£) 

Bank of Scotland Plc 9,000,000 

Barclays Bank plc 10,000,000 

Basildon District Council 2,000,000 

Birmingham City Council 2,000,000 

HSBC Bank plc 2,350,000 

Lloyds TSB Bank Plc 6,000,000 

London Borough of Enfield 2,000,000 

National Westminster Bank Plc 10,000,000 

Nationwide BS 10,000,000 

Newport City Council 3,000,000 

Salford City Council 4,200,000 

The Royal Bank of Scotland Plc 4,900,000 
 0 

TOTAL  65,450,000 
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Appendix B 
 

Sector’s Opinion on UK and Global Economies – As at 28th March 
2013. 

 

Introduction 

The paragraphs that follow reflect the views of the Council’s Treasury 
Management advisors (Sector) on UK and Global Economies as at 
28th March 2013. 

Interest rates 

Members of the Bank of England Monetary Policy Committee (MPC) 
kept the bank rate at 0.5% and Quantative Easing (QE) at £375 bn 
during 2012/13. Going-forward, the Council’s treasury advisor, Sector, 
provides the following forecast: 

 
 June-

13 
Sep-
13 

Dec-
13 

Mar-
14 

Jun-
14 

Sep-
14 

Dec-
14 

Mar-
15 

Bank rate 0.50% 0.50% 0.50% 0.50% 0.50% 0.50% 0.50% 0.75% 

5yr PWLB rate 1.80% 1.80% 1.80% 1.90% 2.00% 2.10% 2.20% 2.40% 

10yr PWLB 
rate 

2.90% 2.90% 2.90% 3.00% 3.10% 3.20% 3.30% 3.50% 

25yr PWLB 
rate 

4.10% 4.10% 4.10% 4.20% 4.20% 4.30% 4.40% 4.60% 

50yr PWLB 
rate 

4.20% 4.20% 4.20% 4.40% 4.40% 4.50% 4.60% 4.70 

 

The Sector central forecast is for the first increase in bank rate to be in 
March 2015. With low growth predictions for the U.K, and financial 
markets unconvinced that politicians have resolved the Eurozone 
sovereign debt crisis, we are likely to continue to experience high 
levels of volatility. 

  Global Interest Rates and Global Economies update   

 
Sector undertook a review of its interest rate forecasts following the 
issue of the latest Bank of England Inflation Report in February 2013.  
Sector has left unchanged its forecast for the first increase in Bank 
Rate to be in March 2015.  However, forecasts for PWLB rates have 
been increased as a result of the marked recovery in confidence in 
equity markets, anticipating stronger economic recovery in America, 
supported by growth in the Far East.  The rise in equity prices has, 
conversely, resulted in a sell-off in bonds and some diminution of the 
UK as a safe haven from more risky assets.  However, towards the 
end of March, the Cyprus crisis has partially reversed these general 
trends during the quarter, although this is likely to be a temporary 
phase. 
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Eurozone 
 

· Most Eurozone countries are now battling against negative 
economic growth in 2013, although Germany is experiencing 
a resurgence of business confidence and surveys are pointing 
towards a resumption of growth.  Growth prospects, for many 
Eurozone countries, are poor due to the need to adopt 
austerity programmes to bring government deficits under 
control. 

· Although market anxiety about Greece has subsided after the 
agreement to a further major financial support package.  

· There is also increasing concern that the contraction in 
Spain’s economy and the very high level of unemployment of 
25%, similar to Greece’s level, could mean that both countries 
could get into a downward deflationary spiral, making 
corrections to this, difficult. Spain has resisted asking for an 
official national bailout, although it has received financial 
support to re-capitalise its four largest banks.   

· The general election in Italy has created a highly unstable 
political situation where no party can form a viable coalition, 
which has created an unstable economic environment. There 
could therefore be volatility in Spanish and Italian bond yields 
over the next year, depending on political and economic 
developments.   

· A general election is due in Germany in the autumn of 2013. It 
currently looks likely that this will lead to little change in 
current policy on the Euro and support for peripheral 
countries. However, polls are indicating that 25% of the 
electorate now favour Germany leaving the Euro and stopping 
the flow of money from Germany.   

· A bailout for Cyprus was eventually agreed in the last week of 
March.  However, huge damage will be done to the Cypriot 
economy by the fallout from this bailout and many 
commentators consider it is only a matter of time before 
another bailout will be needed – or exit from the Euro. 

 

US 
 

· There has been a strong resurgence of confidence in US 
financial markets as the “fiscal cliff” has been largely averted 
or postponed. Confidence has bolstered recovery in 
employment and the housing market and has provided the 
wider economy with a solid base for optimism looking forward.  
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· The Federal Reserve is unlikely to increase the central rate 
until 2015, as it has now set a specific target of first reducing 
unemployment to 6.5% (currently 7.7% at the end of March). 

· The housing market is showing signs of having turned a 
corner, both in price rises and the volume of house sales. 

 
China 
 

· Efforts to stimulate the economy appear to be succeeding.  
However, there are still concerns around an unbalanced 
economy, heavily dependent on new investment expenditure, 
and for a potential bubble in the property sector to burst, as it 
did in Japan in the 1990s, with its consequent impact on the 
financial health of the banking sector.  

 
UK 
 

· The Bank of England February 2013 Inflation Report has 
again pushed back the timing of a return to trend growth and 
the rate at which inflation will fall back towards the target rate 
of 2%.  If quarter 1 2013 results in negative growth, this would 
be the first triple dip recession since records began in 1955.  
Over the year to Q4 2012, total growth came in at only 0.2%. 

· A fair proportion of UK Gross Domestic Product (GDP) is 
dependent on overseas trade; the high correlation of UK 
growth to US and EU GDP growth means that the UK 
economy is likely to register weak growth over both 2013 and 
2014. 

· Consumers are likely to remain focused on reducing national 
debt. Weak consumer sentiment and job fears will all act to 
keep consumer expenditure suppressed; this will be 
compounded by inflation being higher than increases in 
average earnings i.e. disposable income will continue to be 
eroded.  

· The Coalition government is hampered in promoting growth 
by the need to tackle the budget deficit.  However, the March 
budget did contain measures to boost house building and the 
supply of mortgages, and brought forward, by one year to 
April 2014, the start of a £10,000 tax-free allowance for 
incomes. 

· Little sign of a co-ordinated strategy for the private sector to 
finance a major expansion of infrastructure investment to 
boost UK growth. 

· There is a limited potential for more Quantitative Easing in 
2013. 
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· In February 2013 Moody’s downgraded the UK’s AAA credit 
rating one notch to Aa1.  There was little reaction in financial 
markets, as this had been widely anticipated.  Fitch put its 
AAA rating on negative watch in March and recently 
downgraded to AA+. 

 

 Sector’s forward view 

Economic forecasting remains difficult with so many external 
influences weighing on the UK. Key areas of uncertainty include: 

Failure of Italian political parties to form a viable coalition;  

The impact of the Eurozone crisis on financial markets and the banking 
sector; 

Monetary policy action failing to stimulate growth in western economies; 

The impact of the UK Government’s austerity plan on confidence and 
growth; 

Further downgrading by credit rating agencies of the creditworthiness 
and credit rating of UK Government debt; and; 

Overall, there is a potential for weak growth in the UK. 

Given the weak outlook for economic growth, Sector sees the 
prospects for any increase in Bank Rate before 2015 as very limited 
indeed, and the first increase could be even further delayed if growth 
disappoints.  
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Appendix C 

 
PRUDENTIAL & TREASURY MANAGEMENT INDICATORS 

 
 Actual 

2011/12 
£’000 

Original 
2012/13 
£’000 

Revised 
2012/13 
£’000 

Actual 
2012/13 
£’000 

 

      
 
PRUDENTIAL INDICATORS 

     

      
Capital expenditure       
 - General Fund 8,194 13,920 16,745 8,704  
 - HRA 223,489 22,465 27,047 11,529  
Total 231,683 36,385 43,792 20,233  
      
Incremental impact of  
capital deposit decisions on: 

     

Band D Council Tax (City 
element) 

 
0.00 

 
0.00 

 
0.00 

 
0.00 

 

Average weekly housing rent 
 

0.00 
 

0.00 
 

0.00 
 

0.00 
 

      
Capital Financing Requirement 
(CFR) as at 31 March 

     

 - General Fund (1,177)   (1,177) 1,629 858  
 - HRA 215,031 214,748 214,748 214,748  
Total 
 

213,854 213,571 216,377 215,606  

Deposits at 31 March 
 

63,903 60,487 63,210 65,543  

Net borrowing Requirement 149,951 153,084 153,167 147,063  
 
Change in the CFR 

 
0 

 
(283) 

 
2,806 

 
(771) 

 

      

External Gross Debt           
 

213,572 
 

213,572 
 

213,572 
 

213,572 
 

      
Ratio of financing costs to net 
revenue stream 

 
  

  

-General Fund (2.46%) (3.13%) (3.13%) (3.13%)  

-HRA 
 

0.05% 20.06% 20.06% 20.06% 
 

Total 

 
(2.41%) 16.93% 

     
    16.93% 

         
16.93%  

 

 
Note1: ‘Original’ refers to the Council’s Mid Term Treasury Management Strategy Report 
2012/13 as agreed by Council on 21st January 2013. 
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PRUDENTIAL & TREASURY MANAGEMENT INDICATORS 

 

 Actual 
2011/12 
£’000 

Original 
2012/13 
£’000 

Revised 
2012/13 
£’000 

Actual 
2012/13 
£’000 

 

      
TREASURY INDICATORS      
      
Authorised limit      
for borrowing 250,000 250,000 250,000 250,000  
for other long term liabilities 0 0 0 0  
Total 250,000 250,000 250,000 250,000  
 
HRA Debt Limit 
 

 
230,839 

 
230,839 

 
230,839 

 
230,839 

 

Operational boundary      
for borrowing 213,854 213,571 216,377 215,606  
for other long term liabilities 0 0 0 0  
Total 213,854 213,571 216,377 215,606  
 
Upper limit for total principal 
sums deposited for over 364 
days 

 
 
 
5,000 

 
 
 

5,000 

 
 
 

5,000 

 
 
 

5,000 

 

      
Upper limit for fixed & variable 
interest rate exposure 

 
  

  

Net interest on fixed rate 
borrowing/deposits 

 
(448) 6,840 6,840 

 
6,840 

 

      
Net interest on variable rate 
borrowing/deposits 

 
(23) (23) (23) 

 
(23) 

 

 
Maturity structure of new fixed 
rate borrowing during 2012/13 

 
Upper 
Limit 

Lower 
Limit 

  

10 years and above (PWLB 
borrowing for HRA Reform) 

 
100% 100% 

  

 
Note1: ‘Original’ refers to the Council’s Mid Term Treasury Management Strategy Report 
2012/13 as agreed by Council on 21st January 2013. 
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Appendix D 

Treasury Management – Glossary of Terms and Abbreviations 

Term Definition 

Authorised Limit for External 
Borrowing 

Represents a control on the maximum level of borrowing 

Capital Expenditure 

Expenditure capitalised in accordance with regulations i.e. 
material expenditure either by Government Directive or on 
capital assets, such as land and buildings, owned by the 
Council (as opposed to revenue expenditure which is on 
day to day items including employees’ pay, premises costs 
and supplies and services) 

Capital Financing Requirement 

A measure of the Council’s underlying borrowing need i.e. it 
represents the total historical outstanding capital 
expenditure which has not been paid for from either 
revenue or capital resources 

CIPFA   Chartered Institute of Public Finance and Accountancy 

Counter-parties Financial Institutions with which funds may be placed 

Credit Risk 
Risk of borrower defaulting on any type of debt by failing to 
make payments which it is obligated to do 

DCLG  Department for Communities & Local Government 

Eurocurrency 
Any deposits residing in banks located outside borders of 
the country that issues the deposit that it is denominated in 

Gross Domestic Product (GDP) 
GDP per capita is considered an indicator of a country’s 
‘standard of living’ 

HRA  
Housing Revenue Account - a ‘ring-fenced’ account for local 
authority housing account where a council acts as landlord 

HRA Self-Financing 
A new funding regime for the HRA introduced in place of the 
previous annual subsidy system 

LBI hf Formerly Landsbanki Islands hf  

London Inter-bank Bid Rate 
(LIBID) 

The average estimated interest rate leading banks in 
London are willing to pay for eurocurrency deposits 

London Inter-bank Offered Rate 
(LIBOR) 

The average interest rate estimated by leading banks in 
London would be charged if borrowing from other banks 

Liquidity A measure of how readily available an investment is 

MCP  
Monetary Policy Committee - The Bank of England 
Committee responsible for setting the UK’s bank base rate 

Net Borrowing Requirement External borrowing less deposits 

Operational Boundary 
Limit which external borrowing is not normally expected to 
exceed 

PWLB   
Public Works Loans Board  - an Executive Government 
Agency of HM Treasury from which local authorities & other 
prescribed bodies may borrow at favourable interest rates 

Security A measure of the creditworthiness of a counter-party 

Yield Interest, or rate of return, on an investment 
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RECOMMENDATION TO COUNCIL 

(THE LEADER – COUNCILLOR BICK)  

 
RESTRUCTURE OF RESOURCES DEPARTMENT 

 
 

The Chief Executive has been consulting on proposed changes to the 
Resources Department.  
 
The Leader recommends to Council the changes outlined in the report 
including investing the role of Section 151 officer in a new post of Head 
of Finance and creating a new post of Director (provisionally called 
Director of Business Transformation) to replace the post of Director of 
Resources. 
 
The Scrutiny Committee considered and approved the recommendations 
unanimously.  
 
Accordingly, Council is recommended to:  
 

i. To create a new post of Head of Finance which will become the 
Council’s Section 151 Officer on appointment.  

ii. To delete the post of Head of Accounting Services.  
iii. To create a new post of (provisionally titled) Director of Business 

Transformation.  
iv. To delete the post of Director of Resources and to approve notice 

of redundancy being given to the Director of Resources in the 
event that he is not appointed to another post. 

v. To delegate authority to the Chief Executive to amend the 
Council’s Constitution and Scheme of Delegation to reflect these 
changes. 

vi.  To delegate authority to the Chief Executive to take all steps 
necessary to implement the new structure (other than those 
delegated to the Employment (Senior Officer) Committee), 
including the timetable for implementation of the Director and 
Head of Service proposals and the final determination of the 
structure of the Finance service below Head of Service level. 

vii. To authorise the Chief Executive to designate and make 
arrangements for the section 151 role and Director role on an 
interim basis should this become necessary. 

viii. To make allocation from underspend in the 2012/13 budget to fund 
one-off redundancy and recruitment costs, should these be 
required. 

Agenda Item 4c
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Agenda Item         

CAMBRIDGE CITY COUNCIL 

REPORT OF: Chief Executive
   

TO: Strategy and Resources Scrutiny Committee 08/07/2013
   
WARDS: All 

RESTRUCTURE OF RESOURCES DEPARTMENT 

1 INTRODUCTION

1.1 The Chief Executive has been consulting on proposed changes to the Resources 
Department.

  
1.2 This report asks the Leader to recommend to Council the changes outlined in this 

report including investing the role of Section 151 officer in a new post of Head of 
Finance and creating a new post of Director (provisionally called Director of 
Business Transformation) to replace the post of Director of Resources. 

2. RECOMMENDATIONS

The Leader is asked to recommend to Council to support the Chief Executive’s 
recommendations: 

2.1 To create a new post of Head of Finance which will become the Council’s Section 
151 Officer on appointment. 

2.2 To delete the post of Head of Accounting Services.   

2.3 To create a new post of (provisionally titled) Director of Business Transformation.

2.4 To delete the post of Director of Resources and to approve notice of redundancy 
being given to the Director of Resources in the event that he is not appointed to 
another post.

2.5  To delegate authority to the Chief Executive to amend the Council’s Constitution 

and Scheme of Delegation to reflect these changes.  

2.6 To delegate authority to the Chief Executive to take all steps necessary to 

implement the new structure (other than those delegated to the Employment 

(Senior Officer) Committee), including the timetable for implementation of the

Director and Head of Service proposals and the final determination of the structure 

of the Finance service below Head of Service level. 
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2.7 To authorise the Chief Executive to designate and make arrangements for the
section 151 role and Director role on an interim basis should this become 
necessary.

  
2.8 To make allocation from underspend in the 2012/13 budget to fund one-off 

redundancy and recruitment costs, should these be required.  

3. CONSULTATION ON THE FUTURE STRUCTURE OF THE 
RESOURCES DEPARTMENT

3.1 I reported to Civic Affairs Committee in April that I intended to consult on changes 
to the structure of the Resources department to separate the role of the Section 
151 officer from the post of Director of Resources. The consultation included 
proposals to create a new role of Head of Finance, which would become the 
Council’s Section 151 officer, and changes to the role of the Director post.

3.2 The consultation document proposed that the new Head of Finance post would 
have responsibility for financial advice to the organisation, development of its 
financial strategy and maintaining the council’s internal control environment. The 
post holder would also be part of the Strategic Leadership team

3.3 Seven formal responses were received from staff in response to the consultation. 
The majority did not support the proposals.   Appendix A documents the key 
themes from the consultation.  These can be summarised as:

a) Concerns about potential departures from CIPFA guidance on the roles of the 
Head of Finance and Head of Internal Audit. 

b) Concerns about the perceived devaluing of the finance function. 
c) Concerns about potential conflicts of role. 
d) Concerns about impact on workload for the new post and for staff in the rest of 

Finance structure.
e) Concerns about ability to recruit to the post.
f) Concerns that structural changes would not have stopped the budget forecast 

error occurring. 
g) Suggestions about other structural change.  

My detailed responses to the issues are outlined in Appendix A. 

3.4 I have considered the concerns about the CIPFA Guidance and these will be 
discussed by Civic Affairs at its meeting on 26 June 2013.

3.5 Civic Affairs has been asked to endorse the proposal to designate the new Head
of Finance post as Section 151 Officer, subject to more detailed consideration by 
the Council, following this report to the Leader and Strategy & Resources Scrutiny 
Committee and the committee’s comments will be reported at the meeting of this 
committee.  

3.6 I have discussed the proposed structure with our External Auditor and he is 
satisfied that my proposals address his comments.

3.8 I note the understandable concern about workloads for the new post and in the
service more generally.  Alongside the restructure, there will be a need to ensure 
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we continue to streamline our processes to create more capacity. Civic Affairs 
has been asked to recommend to Council changes to the MTS process and 
further proposals will be made to Civic Affairs in September on the budget setting
process.  

3.9 The Head of Finance when appointed will need to consider the most appropriate 
structure for the rest of the Finance service. 

3.10 Consideration of the role of the Director was also part of my consultation. The 
proposal to create a new post of Head of Finance to manage the Council’s finance 
function and to be the Council’s section 151 Officer, involves changes to what is 
required from the role of Director. These changes present an opportunity to review
what is needed from this role, to help address the strategic resource issues that 
are facing the Council. 

3.11 I am proposing to delete the post of Director of Resources and to replace it with a 
new post (provisionally titled) Director of Business Transformation. The new post 
would not be the S151 Officer and would have three key purposes:  

 To achieve a less bureaucratic and more strategic alignment of the 
resources at the Council’s disposal including financial resources, ICT 
resources, people resources and property assets, to support council 
objectives. 

 To lead a  transformation programme for the council’s back-office support 
services to change them from a set of services predominantly delivered in-
house to ones delivered in effective shared arrangements with other local 
authorities.  

 To ensure the Council maximises its commercial property and other income 
generating opportunities.

4. FINAL PROPOSALS

4.1 To create a new post of Head of Finance to manage the Council’s finance function 
and to be the Council’s section 151 Officer.

4.2 To delete the post of Director of Resources and replace it with a new post of 
Director of Business Transformation.

5. IMPLEMENTATION OF PROPOSALS 

5.1 The implementation of the proposals will need to be managed in order to minimise 
risks to the council during the transition process. Dependent on the selection 
process, the potential exists for us to make external appointments to two new 
posts. This could mean we do not have new appointees actually in post until early 
January 2014.
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5.2 I will therefore need to ensure the changes are implemented in phases to 
enable continuity through the recruitment period and completion of the 2014 
Budget.  This would also allow time allow for appropriate handover arrangements.  

5.3 If the recommendations are approved then changes will be needed to the 
Constitution to reallocate delegations currently held by the Director of Resources 
in the role of S151 Officer.  It is recommended that Council be asked to delegate 
authority to the Chief Executive to amend the Council’s Scheme of Delegation to 
reflect the new structure. I am also recommending that Council be requested to 
give the Chief Executive authority to take the steps necessary to implement these 
proposals, other than recruitment to the new Director post, which will be the 
responsibility of the Council’s Employment (Senior Officer) Committee.

6. IMPLICATIONS

(a) Staffing Implications  

Two posts directly affected are that of Head of Accounting Services and Director 
of Resources.  Both postholders will be able to apply for the new posts but if they 
do not apply, or if they are not appointed, there will be a need to serve notice of 
dismissal by reason of redundancy. 

The Council’s Constitution reserves to full Council the authority to end the 
employment of the Head of Paid Services (Chief Executive), the Monitoring Officer 
(Head of Legal Services) and Section 151 Officer (Director of Resources). As part 
of the proposals set out in this report, Council is being asked to approve notice of 
redundancy being given to the Director of Resources in the event that he is not 
appointed to another post. 

(b) Financial Implications

The Head of Finance job has been assessed as JNC 1 which is a grade higher 
than the post of Head of Accounting Services and therefore there could be 
additional costs of up to £15,000 per annum including on-costs.  

There is one grade for Director level posts so there are no additional salary costs  
for this post and there could be reduced costs, depending where on the scale an 
appointment is made.

As a consequence of the staffing implications described in (a) above there could 
be one–off costs for redundancy and recruitment of up to £120,000. It is 
recommended that Council be asked to make allocation from the underspend in 
the 2012/13 budget to meet these costs, should they be required.

(c) Equal Opportunities Implications

An EQIA has been completed and there are no specific equal opportunities 
implications.  

(d) Environmental Implications

The proposals have no climate change impact.
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(e) Consultations

The consultation document on structure was sent to all staff in Accountancy and 
Support Services, all Directors and Heads of Service and all Councillors. I also 
consulted with our External Auditor.

7. BACKGROUND PAPERS:  

The following are the background papers that were used in the preparation of this 
report:

Consultation responses as summarised in Appendix A
CIPFA Guidance on the role of the Chief Financial Officer and the Head of Internal 
Audit.

The author and contact officer for queries on the report is Antoinette Jackson on 
extension 7001.

Report file:  
Date originated:  26 June 2013
Date of last revision: 26 June 2013
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Report to Strategy and Resources 08.07.13    
Restructure of Resources Department 

Appendix A 

1 

Response to Issues raised in Consultation about the future Structure of the 
Resources Department 

At the beginning of May I issued a consultation document on proposals for changes 
to the structure of the Resources department to separate the role of Section 151 
officer (s151) (or Chief Finance Officer) from the role of Director of Resources, to 
enable strategic focus on financial issues to be concentrated in a new post of Head 
of Finance.  This new post would report to a revised Director role which would not 
have s151 officer responsibilities.

The new post would have responsibility for key financial advice to the organisation 
and maintaining the council’s internal control environment. I said I would expect the 
new Head of Finance to also be part of the Strategic Leadership team.

I received 7 formal responses from staff in the Resources department and from 
Unison to that consultation. The majority did not support the proposals.   In this 
document I seek to summarise the consistent themes in the comments I received 
and my responses to them. 

1. In CIPFA’s guidance on the role of the Chief Financial Officer (CFO), 
principle 1 requires that not only should the CFO be professionally 
qualified but they should also report directly to the Chief Executive, and 
be a member of the Leadership Team with a status at least equal to 
other members

This is CIPFA’s guidance and has been the more traditional model of local 
government structure. But it is guidance, not a statutory requirement and a number 
of councils have their s151 officer reporting to a Director and not reporting in line 
management terms directly to the Chief Executive.  This includes Southend and 
Luton which are unitary authorities, Surrey County Council and Oxford City Council.  
It is now also common to see shared s151 officers across more than one council, 
which is not covered by the CIPFA guidance.

As I made clear in the consultation document, it is my proposal that the Head of 
Finance should be a full part of the management team and I would expect them to 
report directly to me on financial matters, as the Head of Legal Services does in his 
Monitoring Officer role or the Head of Internal Audit does in his role. It does not 
mean the Chief Executive needs to have day-to-day line management responsibility 
for the post or the whole of the finance service. To address the concern expressed, I
will make it clear in the Job Description for the new post that they have a right of 
direct access to the Chief Executive.

It was also suggested that CIPFA guidance states that the Head of Internal Audit 
should report to the Chief Financial Officer. 

In fact the guidance states that the Chief Financial Officer should ensure ‘that the 
authority has put in place effective arrangements for Internal Audit…’ and ‘implement 
appropriate measures to prevent and detect fraud’.  This does not require the direct 
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management of the function by the s151 officer to ensure this.   The CIPFA 
statement on the role of the Head of Internal Audit suggests that the post should 
report to a member of the management team and is not specific about which this 
should be.  There is in fact more independence if they are not managed directly by 
the s151 officer, who is responsible for the majority of the systems they are assuring. 

I have discussed the consultation document with our External Auditor and he is 
content that my proposals address his comments.

The CIPFA guidance also says 

"There is a growing trend for CFOs to hold a range of different responsibilities 
beyond finance, including managing other services or leading change 
programmes. Whilst these can develop the individual as a corporate manager, 
authorities must not let the CFO’s core financial responsibilities be 
compromised through creating too wide a portfolio.”

I believe my proposals address this concern directly. 

2. There could be a conflict between the Director and role of the Head of 
Finance and it may be unclear where the ultimate decision would lie

I would expect the Director of Resources to work with the Head of Finance on 
strategic resource planning including finance but the ultimate responsibility for final 
the decision on financial issues would be the Head of Finance – the statutory 
position of this role is quite clear. One could argue there would be the same potential 
for conflict if the S 151 officer reports directly to the Chief Executive.  

3. The proposed structure will not help in addressing the issues raised in 
Ernst & Young’s report 

Some consultees suggested that the error was not dependent on structure. I agree 
that the issues surrounding the error were not primarily about structure; there were a 
range of issues that need to be addressed including improvements to the control 
environment and working practices.  The report I took to Civic Affairs on the 
forecasting error identified a number of actions that needed to take place to address 
the issues raised. The issue of structure was one part of that response because I do
believe that the current structure blurs accountabilities between roles and therefore it 
makes sense to ensure there is stronger and more focused responsibility at Head of 
Service level for wider financial planning and not just financial management. The 
new structure is also about providing capacity at the Director level to drive significant 
change in the way we deliver our back office services, in particular driving forward a 
comprehensive programme of shared services. 

4. The fact that the Director of Resources is not physically based with the 
Finance team may have contributed to the error

A Director cannot physically sit in close proximity to each team for which they are 
responsible in an organisation which runs a complex range of services, across a 
number of sites. The Council’s control environment cannot rely on the physical 
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location of individuals. In an era where technology facilitates remote working, we 
need to make sure we have management systems that work regardless of location. 

5. The proposals will effectively devalue the role of the s151 officer

I do not agree that this is the case. The role of the s151 officer is one of the Council’s 
three statutory roles and I see the post being a key part of the Council’s 
management team.  The post of Monitoring Officer has operated at Head of Service 
level over the last three years and there has been no suggestion that this role has 
been devalued in the organisation. As Chief Executive I feel very well served by the 
post, even though I do not manage it directly. Members rely on that post-holder for 
direct advice in his areas of responsibility as they do with other Heads of Service 
with specific areas of professional responsibility, such as the Head of Planning. 

6. Where will role the deputy s151 officer reside? 

This will need to be considered as part of the structure of the finance service. A 
variety of models are used by councils. A number do not specify a nominated deputy 
and some refer the role upward to the Director.

7. The service is already stretched and this will create further pressure

Concern has been expressed that the change in structure will cause further pressure 
in the service as work will be cascaded down the structure.  I acknowledge this is a 
risk and this is why I believe that the structure needs to be implemented alongside a 
review of how we do key pieces of financial business such as producing the Medium 
Term Strategy (MTS) and the Budget Setting Report (BSR). I recognise that I am 
bringing responsibilities together that currently sit across two posts and the balance 
of how that workload is managed in the service needs to be addressed. 

A number of consultees could see the potential for doing things differently to free up 
capacity. Across the Council we need to streamline the way we do business and 
manage what we do within the reduced resources available.  We do not have the 
option to simply do things as we have always done them, without considering 
whether we could achieve the same outcomes with different inputs.  

8. The Council will not be able to recruit because of levels and 
responsibility and salary

I would expect the new job to be evaluated at JNC 1.  We will not know how difficult 
it will be to recruit until we have tested the market. Given the rate of change in many 
parts of the public sector, I would be surprised if there was not a good field for this 
post. 

9. The Estates & Facilities team would sit much better under the Director of 
Customer & Community, alongside City Homes

This point was made by a number of consultees. As I had not consulted on this 
particular change, I do not propose to make any changes in this area at this point in 
time, but given a number of comments were made on this, I will commit to review this 
as a separate issue. On a related issue, I would also expect the Head of Finance to 
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consider whether it makes sense to have the financial management of the HRA 
located in a separate part of the Council, as part of their review of the structure of the 
finance team.  The job description for the new Director will be clear that Director’s 
portfolio of responsibilities may change over time.  

10. What would be the situation if we were unable to appoint to the post of 
Head of Finance in the short term?

I am proposing a phased implementation of the proposals to minimise risks in this 
area and to manage any external recruitment that may be required. 

11. Will the Director of Resources need to be a qualified accountant in 
future? 

This will not be an essential criterion of the person specification.  The formal 
professional expertise will sit with the Head of Finance, in the same way legal 
expertise sits with the Head of Legal Services and we do not expect the Director to 
be a lawyer. 
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1 

CIVIC AFFAIRS  

 26 June 2013 
 (6.00-9.00pm) 
 
Present:  Councillors Rosenstiel (Chair), Cantrill (Vice-Chair), Ashton, Herbert, 
Johnson and Pitt 
 
 

FOR ADOPTION BY THE COUNCIL 

 

CIV/39/13 Assurance Framework and Draft Annual Governance 

Statement 2012-13 
 
The Head of Legal Services introduced the report.  In response to a question 
from the Chair, the Head of Legal Services advised that a report would be 
submitted to the committee on developing the role of the Independent Persons 
(Mr Sean Brady and Mr Rob Bennett). 
 
The committee noted and reviewed the Annual Governance Statement and; 
 
Council is recommended 
 
To approve the Code of Corporate Governance. 
 
 
 
 

The meeting ended at 9.00pm 
 
 
 
 

CHAIR 

 

Agenda Item 5a
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Agenda Item         

CAMBRIDGE CITY COUNCIL

REPORT OF: Director of Resources

TO: Civic Affairs Committee 26/06/13

WARDS: All

ASSURANCE FRAMEWORK, DRAFT ANNUAL GOVERNANCE STATEMENT 
AND DRAFT CODE OF CORPORATE GOVERNANCE 2013

1 INTRODUCTION

1.1 The preparation of an Annual Governance Statement (AGS) is necessary to 
meet the statutory requirements as set out in Regulation 4(3) of the Accounts 
and Audit (England) Regulations 2011. The AGS covers the Council’s 
governance arrangements for the 2012-13 reporting year and is published as 
part of the Statement of Accounts. 

1.2 This report includes the draft AGS and incorporated AGS action plan  
(presented in Appendix A) for the Members of Civic Affairs Committee to 
review, challenge and advise the Leader and Chief Executive upon 
accordingly.

1.3 This report also identifies progress with the 2011/12 AGS action plan and 
presents the necessary recommendations for Member approval that will allow 
the Council as a whole to ensure that the AGS is produced in accordance with 
CIPFA guidance and therefore meet External Audit requirements. 

1.4 The Council’s Code of Corporate Governance summarises the ways in which 
the authority directs and controls its functions and relates to its communities. It 
is reviewed annually.

2 RECOMMENDATIONS

2.1 That Members of Civic Affairs Committee: 

 note the arrangements for compiling, reporting on and signing the AGS.

 critically review the draft AGS and incorporated action plan (Appendix A)
having regard to the Head of Internal Audit Annual Opinion (earlier on this 
agenda); and

 advise the Leader of the Council and Chief Executive on any issues arising 
from the draft AGS and action plan.
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2.2 That the Council approves the Code of Corporate Governance (Appendix B) at 

Full Council on 18th July.

3 BACKGROUND TO THE AGS

Scope of the AGS

3.1 Internal control and risk management are recognised as important elements of 
good corporate governance.  The scope of governance, as covered in the 
AGS, spans the whole range of the Council’s activities and includes those 
designed to ensure that:

 The Council’s policies are implemented in practice;

 High quality services are delivered efficiently and effectively; 

 The Council’s values and ethical standards are met;

 Laws and regulations are complied with;

 Required processes are adhered to;

 Its financial statements and other published information are accurate 
and reliable; and 

 Human, financial and other resources are managed efficiently and 
effectively.

Arrangements for Compiling the AGS

3.2 CIPFA, in conjunction with SOLACE, have produced a framework for 
delivering good governance in local government. Since 2003/04, responsibility 
for preparing the AGS rested with Internal Audit and this was performed 
working to the CIPFA/SOLACE framework. 

3.3 In December 2010, CIPFA issued its statement on ‘The Role of the Head of 
Internal Audit in Local Government’, which states that the Head of Internal 
Audit should ‘set out the framework of assurance that supports the Annual 
Governance Statement and identify Internal Audit’s role within it’, but ‘should 
not be responsible for preparing the report.’ Arrangements for compiling the 
AGS for 2012-13 have been undertaken by the Head of Legal Services (the 
Council’s Monitoring Officer) in conjunction with the Head of Corporate 
Strategy and the Principal Auditor. 

3.4 Assurances from the work of the Internal Audit team relating to 2012/2013 
have been reviewed and one area that has been highlighted from their work 
concerns the issue of lack of documentation of contract management checks, 
in particular the checks carried out on contractor health & safety. An action 
has been included in the AGS Action Plan to follow up this audit to ensure 
agreed actions have been implemented..

3.5 One of the key messages coming out of the CIPFA/SOLACE guidance is that 
good governance relates to the whole organisation and there should be 
corporate ownership of the AGS and governance arrangements. 
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Arrangements for reporting on and signing off the AGS

3.6 The draft AGS and Action Plan is being presented to the Members of this 
Committee for them to review and advise the Leader and Chief Executive 
upon, prior to it being signed off by the Leader and the Chief Executive. 

3.7 Members are asked to consider the HIA Annual Opinion, which is presented 
earlier on this agenda, in their review of the AGS.

4. Progress with the 2011-12 AGS Action Plan

4.1 All of the actions included in last year’s AGS Action plan have either been 
completed in full or partially completed as follows:

 Risk Management – A decision was taken to defer recruitment to the vacant 
part-time Risk Management Officer (RMO) post in order to evaluate whether 
the functions of the RMO could be managed within existing resources, as 
implementation of the new risk register has simplified many of the processes 
that were previously supported by this post. Reports are being provided to 
SLT on risks and outstanding actions. The first of these was presented in 
January 2013 and the next one is due in July 2013. The Council’s Risk 
Management Strategy was reviewed and approved by Civic Affairs Committee 
in March 2013.

 Project Management - The review of the Council’s Project Management 
Guidelines is now complete. The guidelines now need to be rolled out to all 
managers across the Council and plans are in place to do this.

 Review of Decision-Making Arrangements - The alternatives made possible 
by the Localism Act, namely the potential to return to a committee system of 
decision-making, were reviewed and reported to Civic Affairs Committee in 
November 2012.  The Committee agreed that, because the current Cambridge 
City Council system had been deliberately designed to incorporate the best 
elements of the committee system, a change would not bring significant 
benefits, and no further work was required at that time.

 Implementation of the Bribery Act 2010 - The Prevention of Fraud & 
Corruption Policy has been updated to provide an overview of the Bribery Act 
and its implications for the City Council. The updated Policy is being brought 
to Civic Affairs Committee (June 2013) for review and approval.

An Internal Audit review of Gifts & Hospitality has been undertaken as part of the 
2012-13 Internal Audit Plan. A ‘Significant’ assurance rating was given to this 
review, which highlighted the need for greater clarity in the Officer Code of
Conduct on what can be accepted and what needs to be recorded in the gifts 
and hospitality register. The revised Code is being brought to Civic Affairs 
Committee (June 2013) for approval.
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4.3 Appendix A to this report details the action plan to address significant 
governance issues for the 20121/13 AGS. 

5. BACKGROUND TO THE CODE OF CORPORATE GOVERNANCE

5.1 The Council adopted a Code of Corporate Governance on 25 April 2002. It 
has been reviewed annually since then. 

5.2 There are no significant changes to the Code this year. The Code has been 
revised to ensure that references to supporting plans, policies and procedures 
are up to date. 

5.3 Officers intend to explore whether the Code of Corporate Governance can be 
improved by providing web-links between the Code and the supporting 
evidence cited in the Code. However, this is dependent on the availability of 
staffing resources.

6 CONSULTATIONS

5.1 Key officers have been consulted in compiling the 2012-13 AGS and Action 
Plan. The draft AGS and Action Plan have been shared with the Council’s 
External Auditors.

6 CONCLUSION

6.1 The draft AGS and draft Code set out the governance framework for the City 
Council and identifies a number of issues where action is planned to improve 
the level of governance.

7 IMPLICATIONS

(a) Financial Implications
None

(b) Staffing Implications   
None

(c) Equal Opportunities Implications
None

(d) Environmental Implications
None

(e) Community Safety Implications
None

Page 122



Report Page No: 5 Agenda Page No:

BACKGROUND PAPERS: The following are the background papers that were used 
in the preparation of this report:

 Delivering Good Governance in Local Government – The Framework and 
Guidance Note for English Authorities – CIPFA/SOLACE plus Addendum 
(December 2012)

 The Annual Governance Statement: Meeting the Requirements of the 
Accounts and Audit Regulations 2003, Incorporating Accounts and Audit 
(Amendment) (England) Regulations 2006 

 The CIPFA Finance Advisory Network – A Rough Guide for Practitioners 
2007/08.

 Application Note to Delivering Good Governance in Local Government – a
Framework – CIPFA/SOLACE – March 2010

 Accounts and Audit (England) Regulations 2011

 Statement on the Role of the Head of Internal Audit in Local Government –
CIPFA – December 2010

 Statement on Role of the Chief Financial Officer – CIPFA 

To inspect these documents contact Bridget Bishop on extension 8182. 

The author and contact officer for queries on the report is Simon Pugh, Head of Legal 
Services and Monitoring Officer, on (01223) 457401 or email 
simon.pugh@cambridge.gov.uk.
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Annual Governance Statement

Annual Governance Statement

Scope of Responsibility

Cambridge City Council 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. 
Cambridge City Council 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, Cambridge City Council is responsible for 
putting in place proper arrangements for the governance of its affairs, facilitating the 
effective exercise of its functions, and which includes arrangements for the 
management of risk. 

Cambridge City Council has approved and adopted a Code of Corporate 
Governance, which is consistent with the principles of the CIPFA/SOLACE 
Framework Delivering Good Governance in Local Government. A copy of the Code is 
on our website at www.cambridge.gov.uk or can be obtained from the Chief 
Executive, The Guildhall, Cambridge. This statement explains how Cambridge City 
Council has complied with the Code and also meets the requirements of the 
Accounts and Audit (England) Regulations 2011 regulation 4(3), which requires all 
relevant bodies to prepare an Annual Governance Statement.

The Purpose of the Governance Framework 

The governance framework comprises the systems and processes, culture and 
values by which Cambridge City Council is directed and controlled and its activities 
through which it accounts to, engages with and leads its communities. It enables the 
authority to monitor the achievement of its strategic objectives and to consider 
whether those objectives have led to the delivery of appropriate services and value 
for money. 

The system of internal control is a significant part of that framework and is designed 
to manage risk to a reasonable level. It cannot eliminate all risk of failure to achieve 
policies, aims and objectives and can therefore only provide reasonable and not 
absolute assurance of effectiveness. The system of internal control is based on an 
ongoing process designed to identify and prioritise the risks to the achievement of 
Cambridge City Council’s policies, aims and objectives, to evaluate the likelihood and 
potential impact of those risks being realised, and to manage them efficiently, 
effectively and economically.

The governance framework has been in place at Cambridge City Council for the year 
ended 31 March 2013 and up to the date of approval of the annual report and 
statement of accounts. 

Page 124



Appendix A

Report Page No: 7 Agenda Page No:

The Governance Framework

The key elements of the systems and processes that comprise the authority’s 
governance arrangements include:

 The Council's Vision Statement, which focuses the Council's efforts in 
achieving its vision for the future of Cambridge.

 The Annual Statement, which reiterates the vision and sets out a range of 
activities the Council will undertake in the year ahead to achieve the vision, and 
its core underpinning values.

 The Annual Report, which contains information on financial performance and 
achievement of business objectives as articulated in the portfolio plans.

 The annual budget and service planning process which translates the Council’s 
Objectives into actions at portfolio and operational level.

 The Council's Medium Term Financial Strategy, which identifies how the Council 
will resource its aspirations and plans for any financial risks.

 A Budget Setting Report, which sets out overall spending plans and includes a 
Treasury Management Strategy Statement, Annual Investment Strategy and 
Minimum Revenue Provision Policy Statement.

 The arrangements for regular budget monitoring and reporting of significant 
variances to senior management.

 An independent Internal Audit function with a risk-based audit plan.

 An annual opinion of the Head of Internal Audit on the authority’s internal control 
environment and risk management framework.

 The Council’s Constitution, which sets out the decision-making process, the 
terms of reference for each committee and the roles and responsibilities of 
Members and officers.

 The Member/Officer protocol, which aids effective communication between 
officers and Members and clarifies their respective roles and responsibilities.

 Codes of Conduct for Members and officers, which have been formally approved 
and are reviewed regularly and available to all Members and staff.

 The Council’s Civic Affairs Committee, which promotes and maintains high 
standards of conduct by Members and which has overall responsibility for the 
Council's compliance with laws and regulations.

 The Council’s Prevention of Fraud and Corruption Policy which is in place and 
reviewed regularly by the Council’s Civic Affairs Committee.

 A Register of Interests, which is maintained and reviewed regularly.

 Financial Regulations and Financial Procedure Rules which provide a framework 
for managing the Council’s financial affairs and set out the financial 
accountabilities and responsibilities for Members and officers.

 A corporate Risk Management Framework, which includes a Risk Management 
Strategy approved by Members and a comprehensive risk register identifying the 
key controls and actions required to manage the Council’s principal risks.

 The role of the Council’s Civic Affairs Committee, which fulfils the core functions 
of an Audit Committee as identified in CIPFA’s ‘Audit Committees – Practical 
Guidance for Local Authorities’.
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 The Procurement Policy and Strategy and the Council’s Contract Procedure 
Rules, which set out how the Council will promote effective procurement across 
the Council.

 The Chief Executive is the Council’s Head of Paid Service and the Head of 
Legal Services is the Council’s Monitoring Officer. Their roles and 
responsibilities are set out in the Council’s Articles of the Constitution. 

 The financial management arrangements at Cambridge City Council conform 
with the governance requirements of the CIPFA Statement on the Role of the 
Chief Financial Officer in Local Government (2010).

 The Council’s assurance arrangements conform with the governance 
requirements of CIPFA’s Statement on the Role of the Head of Internal Audit in 
Local Government.

 A ‘Whistleblowing’ Policy, which is in place and available on the Council’s 
intranet. 

 The Council’s Complaints Procedure, which is available on the Council’s 
website.

 The annual complaints report to Civic Affairs Committee, which analyses trends 
in complaints against the Council and what has been done to address them.

 Member Induction training and a guide for new Members, together with ongoing 
training for Members on key skills and more in-depth explanations of issues 
concerning the Council. 

 The Council’s Performance Review process which is undertaken annually 
across the Council for all staff. 

 The Council’s Competency Framework, which is in place for all staff and 
managers.

 The Council’s People Strategy, which sets out how the Council will recruit, 
reward and develop its staff to reach their full potential.

 The Media Protocol, which sets out the processes for drafting and clearing news 
releases and engaging with the media.

 The Corporate Change Programme Board, which commissions and monitors 
projects to implement change and transformation.

 The Citizens’ Survey, which is undertaken periodically to gauge the public’s 
perception of Council services, our spending priorities, communication with us 
and feelings of safety.

 The Code of Corporate Governance, which sets out the ways in which the
Council ensures that its business is conducted in accordance with law and 
proper standards and that public money is safeguarded and properly accounted 
for.

 A framework to guide the Council’s engagement with external partnerships that 
will ensure the Council’s partnerships are accountable and effective.

 The corporate website, residents’ magazine and social media channels, which 
along with other publications and communications provide for informing and 
engaging residents and other stakeholders in service delivery and policy 
formulation.

 A Code of Best Practice on Consultation and Community Engagement, adopted 
by the Council which sets out the Council’s approach to consultation.
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 Internal quarterly performance reporting against key performance indicators for 
each service prepared for and presented to the strategic leadership team to 
consider necessary remedial action.

Review of Effectiveness 

Cambridge City Council has responsibility for conducting, at least annually, a review 
of the effectiveness of its governance framework including the system of internal 
control. The review of effectiveness is informed by the work of the Directors and 
Heads of Service within Cambridge City Council who have responsibility for the 
development and maintenance of the governance environment, the Head of Internal 
Audit’s annual opinion, and also by comments made by the external auditors and 
other review agencies and inspectorates. 

The Council’s Constitution details Directors’ responsibilities for the maintenance of 
controls within their departments.  The system of internal control is subject to regular 
review by Internal Audit.  The work of the service is informed by the Council’s risk 
register, with the allocation of audit resources controlled through an annual risk-
based operational plan, which is agreed, annually, by the Council’s Civic Affairs 
Committee. Members are kept informed of the work of Internal Audit through a 
dedicated Members’ Internal Audit web-page, which publishes copies of the 
Executive Summaries of Audit reports.

Individual Internal Audit reports are issued directly to the relevant Director, the 
Director of Resources, the Leader of the Council and the relevant Executive 
Councillor. Executive Summaries of Internal Audit reports are circulated to the Chief 
Executive and the Council’s Monitoring Officer to ensure that they are informed of 
potential areas of non-compliance with legislation.  Each audit report contains an 
independent assurance opinion on the adequacy and effectiveness of the internal 
controls in place to mitigate risks.  Management actions agreed in Internal Audit 
reports are entered into to the Council’s Risk Register and progress on their 
implementation is reported to and monitored by the Chief Executive and the Strategic 
Leadership Team. 

In addition to these arrangements the Council receives and responds to reports from 
other review and assurance mechanisms.

The Director of Resources is the Authority’s Chief Financial Officer and is responsible 
for the proper administration of the authority’s financial affairs. The Director of 
Resources reports directly to the Chief Executive and is a member of the Strategic 
Leadership Team.

The Council’s Civic Affairs Committee is responsible for advising on and monitoring 
the Members Code of Conduct and for advising the Council on the ethical aspects of 
the corporate governance framework.  This arrangement replaces the previous 
responsibilities of the Council’s Standards Committee, which was disbanded in July 
2012.

We have been advised on the implications of the result of the review of the 
effectiveness of the governance framework by Civic Affairs Committee and that the 
arrangements continue to be regarded as fit for purpose in accordance with the 
governance framework. The areas already addressed and those specifically 
addressed with new actions planned are outlined below.
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Civic Affairs Civ/1 Wednesday, 26 June 2013 

 

 
 
 

1 

CIVIC AFFAIRS  

 26 June 2013 
 (6.00-9.00pm) 
 
Present:  Councillors Rosenstiel (Chair), Cantrill (Vice-Chair), Ashton, Herbert, 
Johnson and Pitt 
 
 

FOR ADOPTION BY THE COUNCIL 

 

CIV/43/13 Review of the Council's Contract Procedure Rules (Part 4G of 
the Constitution) 
 
The Strategic Procurement Advisor introduced the report.  Members of the 
Committee debated the pros and cons of having one written quotation (as 
recommended) or two, for contract values under £10,000 and on whether 
seeking ‘best value’ was preferred to ‘value for money’.  The Strategic 
Procurement Advisor stated that a lot of these contracts would, in time, be 
picked up in wider corporate contracts and the guidance given to officers 
would explain that it was good practice to obtain more than one quotation.  The 
Committee was satisfied to keep with one written quotation as the mandatory 
requirement but to re-word the table at the front of the Rules to emphasise the 
need to get best value.  The Committee did agree that it was important to 
obtain (rather than just invite) in writing quotes (£10,000-£49,999). 
 
The Committee welcomed the fact there would be clarity over who took 
responsibility for procurements and requested that the summary table at the 
front of the Rules include an additional column to reflect who would be 
accountable and who would appoint that person. 
 
Council is recommended –  
 
To approve the changes to Part 4G of the Constitution, Contract Procedure 
Rules for implementation with effect from 1 November 2013.  (Nb. These are 
appended to the adoption minute with the Committee’s changes incorporated 
and highlighted)  
 
 

The meeting ended at 9.00pm 
 

CHAIR 

Agenda Item 5b
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Draft of amended version of this report for Civic Affairs.  28 June 2013 

O//procurement/contract procedure rules 2013/ 
 

Agenda Item          
 

CAMBRIDGE CITY COUNCIL 
 

 
REPORT OF: Director of Resources 
   
 TO: Civic Affairs Committee 26/6/2013 
   
 WARDS: All 
 
REVIEW OF CONTRACT PROCEDURE RULES (PART 4G OF THE 
CONSTITUTION) 

 

 
1 INTRODUCTION    
  
1.1 The current Contract Procedure Rules in the Council’s Constitution 

(Part 4G) were written in 2007.  Although they have been amended 
in parts since then a full review is now required.  This work forms 
part of the Corporate Change Programme Bureaucracy Busting 
workstream. 

 
2. RECOMMENDATIONS 
 
2.1 To approve the changes to Part 4G of the Constitution, Contract 

Procedure Rules, as shown in appendix 1 to this report for 
implementation with effect from 1 November 2013. 

 
2.2 If approved, to refer the Contract Procedure Rules to the next 

meeting of Council for ratification. 
 
3.  BACKGROUND 

 
3.1. The Corporate Change Programme Bureaucracy Busting 

workstream has identified the Council’s procurement processes as 
a key area of work.  In order to carry out a root and branch review 
of the processes and documents that we use in our procurement 
activities it is necessary to start with a review of our internal Rules. 
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3.2. If adopted in the format in Appendix 1, the new Contract Procedure 
Rules (the Rules) will provide a basis for a lean approach to 
procurement because: 

 

• Budget holders will take direct responsibility for and control 
over their procurements;  

 

• Under the new Rules the level of scrutiny and regulation that 
a project will receive will be based on an assessment of the 
risk inherent in the project (which will include the financial 
value) rather than purely on the basis of financial thresholds 
(which sometimes bear little relationship to wider project and 
commercial risks).   

 

• Adopting a risk based approach means that once the budget  
for a project has been approved, officers will be able to get 
on with low/medium risk procurements quickly thereby 
reducing the delivery time for routine new projects.  Member 
scrutiny will be reserved for high value/high risk projects.  

 
4. THE NEW RULES 

 
4.1. Prior to starting work on the new Rules we gave the opportunity to 

frequent users to identify the aspects of the existing rules that 
hindered their efficient delivery of projects.  In summary, users 
wanted simplicity and clarity with any unnecessary bureaucracy 
stripped from the processes. 

 
4.2. A mature draft of the Rules was sent to three high spend areas 

whose staff are familiar with the existing rules and who undertake 
regular procurements and to the internal contract auditors and 
contract lawyers.  Further amendments were made to the 
document to reflect the feedback that we received.  The new Rules 
have also been reviewed and approved by the Strategic 
Leadership team and the Corporate Change Board. 

 
4.3. The Rules that are now being proposed embody a different 

approach to procurement in the Authority.  In summary we have 
adopted a risk-based approach so that low/medium risk projects 
can be dealt with in departments with a minimum of fuss while high 
risk/high value projects attract a more rigorous approach requiring 
direct Member authority to issue tenders (and accept offers) and 
the early involvement of professional advisers within the Council.  
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This will ensure that limited resources are targeted at projects with 
a high risk profile where failure would have a significant impact on 
the services that we provide to the public. 

 
4.4. The main changes to the existing Rules are: 

 
A. Simplified spend levels.  
 
 These are: 
 Below £10,000 - a single quotation is required 
 £10,000 to £49,999 – a minimum of three written quotations 

is required 
 
 £50,000 to EU threshold/£300,000 for works contracts– 

public tenders are required 
 
 EU threshold and above – EU compliant tenders required 
 
B. Positive steps to encourage local suppliers to compete for 

Council work by increasing the number of lower value 
contracts that are advertised on the Council’s website and on 
Source Cambridgeshire (a local advertising portal aimed at 
the local supply market); and by recommending that at least 
one supplier based in Cambridge or immediately surrounding 
area should, wherever possible, be included in the list of 
suppliers invited to submit quotations.   

 
C. Simplifying the approvals process by removing the 

requirement for Executive Councillor approval/pre-scrutiny for 
contracts below £300,000.  At the moment, irrespective of the 
strategic importance of a project or the level of risk, all 
contracts valued over £75,000 require Executive Councillor 
approval following pre-scrutiny.  This causes a significant 
bottle-neck. 

  
 The new Rules require only contracts over £300,000 (the key 

decision threshold) to be taken to Committee/Executive 
Councillor authority unless the relevant Director considers the 
project to be a high risk one (using the risk indicators on the 
matrix at Appendix 2). 

  
D.   Simplifying the requirements for Parent Company 

Guarantees(PCG) or Bonds. 
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 At the moment PCGs are required for contracts over 

£250,000 and Bonds for contracts over £500,000.  Often 
these guarantees are unnecessary and add delay and cost to 
contracts. Bonds and Guarantees have rarely been called 
upon since the requirement was introduced and add (in the 
case of Bonds) avoidable cost to projects.  In future for 
contracts over £300,000 it will be for the relevant Director (in 
consultation with others as necessary) to assess the risk of 
the appointed contractor becoming insolvent or breaching a 
contract and to decide whether a PCG or Bond is necessary.    

  
E.  Simplifying the contract completion process.  At the moment 

all contracts over £75,000 must be sealed by the Head of 
Legal Services. This gives rises to unnecessary work for the 
legal team and can lead to delays in getting the contract 
completed.  In practice sealing is only required for a small 
number of contracts.  Completing a contract by signing is 
satisfactory for a large proportion of the contracts that we 
enter into (and is generally quicker). 

  
 In future sealing will only be required for high value (over 

£300,000) or high risk contracts, building and works related 
contracts and a small number of other contracts.  All other 
contracts can be signed either by the Head of Service (for 
contracts up to £50,000) or the relevant Director. 

  
F.   Simplified approach to exemptions from the Rules.   
  
  At the moment there are two ways in which permission can 

be sought to act outside the Rules - exemptions and waivers.  
Waivers in particular require a long paper trail which can 
sometimes cause delay.  The distinction between the two 
types of permission has caused confusion among users and 
is really quite academic.   

  
  In future there will be one process to get permission to let a 

contract without full competition and this has been simplified. 
 
G.  Simplified presentation of the Rules to make them more 

accessible and easier to use. 
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 We have provided an easy to follow summary sheet at the 
beginning of the document which points users to the key 
rules for each spend level, specifies the advertising that is 
required, identifies who can give authority to proceed with the 
procurement and who can sign the resulting contract.  
Navigating around the current rules has been a problem for 
some users. 

 
 The process for each spend level is self-contained within 

each section of the document so users will have a single 
source of information about the relevant spend level. 

 
 Hyperlinks to the Quick Procurement Reference Guides will 

provide ready access to simple guidance and template 
documents for each stage of the process. This will mean that 
users will be given the necessary tools to carry out low risk 
procurements with less need to reference limited specialist 
resources (although this will remain available to help officers 
that really need advice). 

 
5. NEXT STEPS 

 
 If the Rules are approved in the format at Appendix 1, the next 

steps will be for the current processes, guides and template 
documents to be reviewed and “leaned” wherever possible.  We 
will continue to work with the review group that has helped us with 
the new Rules to put systems in place that are user friendly. 

   
6. CONSULTATIONS 
 
6.1 The following groups have been consulted about the new draft 

Rules: 
 

• Regular users of the procurement processes 

• Internal Audit 

• Legal services 

• Strategic Leadership Team 

• Corporate Change Board 

• The Executive 

• Chamber of Commerce policy unit (for the purposes of the 
attached Equalities Impact Assessment 

 
7. IMPLICATIONS 
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(a) Financial Implications – there are no financial implications 

as a consequence of the introduction of a new set of Contract 
Procedure Rules.  

 
 

(b) Staffing Implications   Regular users of the procurement 
processes and senior officers have been consulted about the 
Rules.  Detailed guidance and training to enable users to 
understand and apply the new Rules will be provided before 
they come into effect in November 2013.  

 
(c) Equal Opportunities Implications 
 

 Please see the Equalities Impact Assessment at Appendix 3 
 
(d) Environmental Implications 
 
 The Climate Change Rating for these proposals is nil. 
 
(e) Procurement 
 Covered in the report. 
 
(f) Consultation and communication 
 Covered in the report 

 
 BACKGROUND PAPERS: The following are the background 

papers that were used in the preparation of this report: 
 
Equalities Impact Assessment at Appendix 3  

 
 To inspect these documents contact Deborah Quincey, Strategic 

Procurement Adviser on extension 7400  
 
 The author and contact officer for queries on the report is Deborah 

Quincey, Strategic Procurement Adviser on extension 7400 
 
 Report file:  
 

Date originated:  08 July 2013 
Date of last revision: 08 July 2013 
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Appendix 1 
 

 

DRAFT – 03.07.2013 version 11 

 

 

 

 

 

Cambridge City Council 

 
PART 4G: CONTRACT PROCEDURE RULES FOR 

INCOME AND EXPENDITURE CONTRACTS 

 

Under Section 135 
Local Government Act 1972 

 

 

 

 

 

 
 

 

 

 

 

  

ISSUED [DATE] BY DIRECTOR OF RESOURCES 
CIVIC AFFAIRS [DATE] 

COUNCIL DECISION [DATE] 
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INDEX 

Summary of Key Contract Procedure Rules  

EU Thresholds  

Part 1: Introduction and Definitions  

Part 2: All Contracts, whatever their value  

1. Application and Scope  

2. Compliance  

3. Conflicts of Interest  

4. Prevention of Bribery and Corruption  

5. Duties of Directors  

6. Calculating the Contract Value  

7. High Risk or Complex Contracts  

8. Grant Funding and Third Party Funding  

9. Deeds, Sealing and Signing of Contracts  

10. Use of Corporate Contracts  

11. Use of Framework Agreements, Collaborative Procurement and Purchasing 
Consortia 

 

12. Purchasing Cards  

13. Social Value and Supporting Local Enterprises including Voluntary and 
Community Organisations 

 

Part 3: Initial Procurement Steps  

14. Pre-Procurement Steps  

15. Authority to Invite and Evaluate Quotations & Tenders and Award Contracts  

16. Pre-Tender Market Research and Consultation  

17. Advertising and Selection of Suppliers  

18. Standards and Award Criteria  

Page 160



Draft of amended version of this report for Civic Affairs.  28 June 2013 
O//procurement/contract procedure rules 2013/Adopted [DATE] 

9 

 

Part 4: Contracts below £10,000 (below Quotation level)  

19. Competition  

20. Standard Terms and Conditions  

21. Authority to Enter into a Contract  

22. Signature of the Contract  

Part 5: Contracts from £10,000 to £49,999 (Quotations)  

23. Competition  

24. Preliminary Steps  

25. Standard Terms and Conditions  

26. Authority to Invite and Evaluate Quotations and Award Contracts  

27. Request for Quotation  

28. Award of the Contract  

29. Signature of the Contract  

Part 6: Contracts from £50,000 to the EU Threshold (Non-EU Tenders)  

30. Competition  

31. Preliminary Steps  

32. Specification  

33. Terms and Conditions  

34. Bonds and Parent Company Guarantees  

35. Authority to Invite and Evaluate Tenders and Award Contracts  

36. Tender Procedure  

37. Evaluation of Non-EU Tenders  

38. Award of the Contract  

39. Signature of the Contract  
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Part 7: Contracts over the EU Threshold (EU Tenders)  

40. Competition  

41. Preliminary Steps  

42. Specification  

43. Terms and Conditions  

44 Bonds and Parent Company Guarantees  

45. Authority to Invite and Evaluate Tenders and Award Contracts  

46. Establishing a New Framework Agreement  

47. Tender Procedure  

48. Clarification and Negotiation  

49. Evaluation of Tenders  

50. Amendments and Alterations to Tenders  

51. Award of the Contract  

52. Signature of the Contract  

Part 8: For Contracts that have commenced  

53. Contract Management  

54. Record Keeping  

55. Extension to Duration of Contract  

56. Variation to the Scope of Contract  

Part 9: Exemptions to the Contract Procedure Rules  

57. Exemptions and Automatic Exemptions  
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SUMMARY OF KEY CONTRACT PROCEDURE RULES 
Total Value Competition Advertising Authority Officer responsible 

for procurement 
project 

Signature Rules 

 
Below £10,000 

 
Best value must be 
demonstrated by 
obtaining at least one 
written Quotation 

 
None required 

 
Director’s delegated 
authority under 
scheme of Delegation 
(Part 3, Section 9 of 
the Constitution) – this 
has been delegated to 
Officers 

 
Officer obtaining 
Quotation 

 
Signed by Officer 
responsible for the 
purchase 

 
Parts 2 
& 4 

 
QUOTATIONS 
 
£10,000 to £49,999 

 
Minimum 3 competitive 
Quotations obtained in 
writing, 1 from a local 
Supplier wherever 
possible 

 
Council’s website 
(mandatory) 
Source 
Cambridgeshire 
(recommended) 
or call-off from 
framework agreement 

 
Director’s delegated 
authority under 
scheme of Delegation 
(Part 3, Section 9 of 
the Constitution) – this 
has been delegated to 
Heads of Service 

  
Project Manager 
appointed by Head 
of Service 

 
Signed by Head of 
Service or Officer 
authorised by 
him/her 

 
Parts 2, 
3, 5 & 8 

 
NON-EU TENDERS 
 
£50,000 to  
 
£173,934 (Services & 
Supplies) 
£4,348,350 (Works) 
 

 
Minimum 4 Suppliers 
invited to Tender  

 
Council’s website 
(mandatory) 
Source 
Cambridgeshire 
(mandatory) 
or call-off from 
framework agreement  

 
Below £300,000 – 
Director’s delegated 
authority 
 
Over £300,000 (Key 
Decision) –  
Scrutiny Committee & 
Executive Councillor 

 
Project Manager 
appointed by 
Director 

 
Sealed by the 
Council 
(as appropriate); 
or Signed by 
Director; 
Contracts over 
£300,000 (Key 
Decision) must be 
sealed 
 

 
Parts 2, 
3, 6 & 8 

 
EU TENDERS 
 
Over 
 
£173,934 (Services & 
Supplies) 
£4,348,350 (Works) 
 

 
Use Restricted/Open 
procedure (unless 
advised otherwise by 
Strategic Procurement) 
 
Minimum 5 Suppliers 
invited to Tender 

 
OJEU advert 
(mandatory) 
 
Council’s website 
(mandatory) 
 
Source 
Cambridgeshire 
(mandatory) 
 
or call-off from 
framework agreement 

 
Below £300,000 – 
Director’s delegated 
authority 
 
Over £300,000 (Key 
Decision) –  
Scrutiny Committee & 
Executive Councillor 

  
Project Manager 
appointed by 
Director 

 
Sealed by the 
Council 
(as appropriate); 
 
or Signed by 
Director and one 
other Officer; 
 
Contracts over 
£300,000 (Key 
Decision) must be 
sealed 

 
Parts 2, 
3, 7 & 8 
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Framework Agreements 
 

 
NEW Framework: 
Use Restricted/Open 
procedure (unless 
advised otherwise by 
Strategic Procurement) 
 

 
NEW Framework: 
OJEU advert 
(mandatory) 
Council’s website 
(mandatory) 
Source 
Cambridgeshire 
(mandatory) 

 
New Frameworks and 
Call-off Contracts 
below £300,000 (Key 
Decision) – Director’s 
delegated authority 
 
New Frameworks and 
Call-offs Contracts 
over £300,000 (Key 
Decision) – Scrutiny 
Committee & 
Executive Councillor 
 

 
Project Manager 
appointed by 
Director 

 
New Frameworks 
must be sealed by 
the Council 
 
Call-off Contracts 
below £300,000 (Key 
Decision) are signed 
by Director 
 
Call-off Contracts 
over £300,000 (Key 
Decision)  
are generally sealed 

 
Parts  
2 – 8  
 
depending 
on value  
 
See 
Rules 
11 & 46  

EXISTING Framework: 
Follow the procedure 
in the Framework 
Agreement for call-off 
Contracts and mini-
competitions 

 
EXISTING Framework: 
Not relevant 
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EU Thresholds  

1 January 2012 – 31 December 2013 

Services contracts 

 

£173,934 

Supplies contracts 

 

£173,934 

Works contracts 

 

£4,348,350 
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CONTRACT PROCEDURE RULES 

 

Part 1 

Introduction 

See Procurement Quick Reference Guide No.5a The Constitution and Basic Procurement Law [insert 
hyperlink] 

The Local Government Act 1972 requires the Council to have standing orders for how it enters 
into Contracts.  These Contract Procedure Rules are the standing orders required by the 1972 
Act.  They form part of the Council's Constitution and are, in effect, the instructions of the 
Council to officers and elected members for entering into Contracts on behalf of the Council.   

The purpose of these Contract Procedure Rules is to set clear rules for the purchase of Works, 
Goods and Services for the Council and are intended to promote good purchasing practice, 
public accountability and to deter bribery and corruption, in which the probity and transparency 
of the Council's procurement process will be beyond reproach or challenge.  Accordingly, these 
Contract Procedure Rules must be followed for all Contracts over £10,000 for the supply of 
Goods and Services to and the carrying out of Works for the Council and where Concessions 
are sought. 

The Council is also subject to EU law with regard to public procurement, which requires all 
contract procedures, of whatever value, to be open, fair and transparent.  These Contract 
Procedure Rules provide a basis for true and fair competition in Contracts, by providing clear 
and auditable procedures, which, if followed, will give confidence that the Council has a 
procurement regime that is fully accountable and compliant with EU law.    

Following the Contract Procedure Rules will also help to ensure that the Council obtains Best 
Value when it buys Works, Goods or Services. 

These Contract Procedure Rules are to protect the interests of the Council, its officers and 
elected members and the communities of Cambridge.   
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Part 1 

Definitions 

 

Award a contract means to accept an offer by a Supplier (following approval by 
the appropriate decision maker), as evidenced by a written 
Contract signed or sealed (as appropriate) by both parties and 
dated [hyperlink to Guide on Process for Award and Signature of 

Contracts] 

Award Criteria means the criteria by which the successful Quotation or 
Tender is to be evaluated 

Best Value means the duty under the Local Government Act 1999 
requiring an authority 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” 

Bond means an agreement whereby the surety or insurer under the 
bond pays out a sum of money (often 10% of the Contract 
value) in the event that the Supplier in a Contract commits a 
serious breach of contract (that cannot be remedied) or 
becomes insolvent 

Business Case means a written commercial assessment that provides the key 
facts and rationale for the proposed purchase.  A template 
business case is in the ‘Project Management Guidelines’ on 
the intranet at para XXX  

Central Purchasing Body means another local authority or ‘Contracting Authority’ (e.g. 
ESPO or the Government Procurement Service) which 
acquires Supplies/Services or awards public contracts or 
concludes Framework Agreements intended for use by other 
public sector bodies 

Collaboration means a procurement undertaken jointly by the Council and 
one or more other public bodies with one of the bodies 
nominated as the lead authority 

Concession means a Contract where the payment or part-payment of the 
Services or Works consists of the grant by the Council of the 
right for the Supplier to exploit the Services or Works to be 
carried out 

Contract means the bargain or agreement between the Council and a 
Supplier for the supply of Works, Goods or Services in return 
for a valuable benefit (usually money) 

Page 167



 

 

Report Page No: 16 Agenda Page No: 

 

Contract Document means the document setting out the terms and conditions of 
the Contract.  A purchase order is a contract document.  
Although at law a verbal agreement may be a Contract, 
Contracts for the Council must always be supported by 
appropriate written contract documents 

Contractor see Supplier 

Corporate Contract means a Contract for the supply of Works, Goods or Services 
to the Council as a whole rather than for an individual service 
area, e.g. stationery.  Corporate Contracts are listed on the 
intranet 

Delegation means any power, duty or authority delegated to a chief 
Officer by the Council as set out in Section 9 of Part 3 of the 
Council’s Constitution 

Director means one of the Officers defined in Article 11 para 11.1.2 of 
Part 2 of the Council’s Constitution 

EU Regulations means the Public Contracts Regulations 2006 as amended 
from time to time 

EU Threshold means the value in pounds sterling above which the EU 
Regulations apply to a proposed public contract.  The 
thresholds are set out in the table above. 

Executive Councillor means one of the six Councillors who, together with the 
Leader, comprise the Executive and who have delegated 
authority to take decisions within their portfolio area 

Exemption Notification 
Form 

means the form [hyperlink] to be used when applying for an 
exemption under Rule 57 

Financial Regulations means the rules at Part 4F of the Council’s Constitution 

Framework Agreement means an agreement between one or more contracting 
authorities and one or more Suppliers which fixes the terms 
and conditions under which the Supplier will enter into one or 
more specific contracts with an authority during the term of the 
framework agreement, which should be no more than 4 years 

Goods see Supplies 

Grant means a voluntary transfer of money by the Council to an 
organisation in accordance with the guidance provided by the 
Head of Legal Services 

Head of Service see Officer 

ITT means an Invitation to Tender, and contains documents 
inviting Suppliers to tender for a Contract 
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Key Decision means a decision made in exercise of an executive function 
by any persons (including Officers) or body which meets one 
or more of the conditions set out in Article 12.3.2 in Part 2 of 
the Constitution.  In relation to incurring expenditure or making 
savings, the value is £300,000 and above. 

Monitoring Officer means the officer designated under section 5 of the Local 
Government and Housing Act 1989 to monitor the Council's 
compliance with the law and rules of administration.  The 
Head of Legal Services is the Monitoring Officer 

Objectives means the Council’s objectives set out in the Annual 
Statement each year 

Officer means an individual who holds a post on the Council’s 
establishment 

OJEU means the Official Journal of the European Union 

Open Procedure means a one stage tender process to select an appropriate 
Supplier.  The procedure does not include a pre-qualification 
stage and allows any interested Supplier to submit a tender 

Parent Company 
Guarantee 

means the guarantee from a parent company to act in 
accordance with the Contract in the event that the subsidiary 
company fails to perform under the terms of the Contract with 
the Council 

PQQ means a pre-qualification questionnaire, which Suppliers have 
to complete to provide evidence of their legal, financial and 
technical capacity (including their health and safety and equal 
opportunities polices) to undertake a Contract for the Council 

Project Appraisal means a report to the Executive Councillor on the corporate 
template seeking approval for the appraisal as required by 
para 9.3.3 of Part 3 of the Council’s Constitution of the 
financial and Business Case for the proposed procurement in 
accordance with any guidance issued by the Director of 
Resources 

Quotation means an offer by a Supplier to undertake a Contract of less 
than £50,000 in value 

Restricted Procedure means the process which allows any interested party to 
request to participate in the Tender procedure but only those 
invited by the public body following a pre-qualification stage 
may submit a Tender 

RFQ means a Request for Quotation, inviting Suppliers to quote for 
Works, Goods or Services below £50,000 in value 

Selection Criteria means the criteria used for the selection of Suppliers to be 
invited to tender 

Services contract means a Contract for the provision of services to the Council 

Page 169



 

 

Report Page No: 18 Agenda Page No: 

Specification means a clear and comprehensive description of the Council’s 
requirements. This will vary according to the value and 
complexity of the purchase 

Sponsorship Rules means the Council’s approved rules that regulate the 
acceptance of sponsorship [hyperlink] 

Standard Terms and 
Conditions 

means the terms and conditions of contract used for purchase 
orders and Contracts under £50,000 

Supplier means a supplier of Works, Goods or Services to the Council 

Supplies contract means a Contract for the sale or hire of goods to the Council 
and includes, where appropriate, installation of goods 

Tender means an offer by a Supplier in response to an ITT to 
undertake a Contract of £50,000 or more 

Tender Record Book means the book which records the receipt of tenders as 
maintained by the Central Post Scanning Facility 

TUPE means the Transfer of Undertaking (Protection  of 
Employment) Regulations 2006 and any amendment, re-
enactment or replacement of them. In general terms, the rules 
protect employees when their business is taken over by a new 
employer. 

Vision Statement means the Council’s published statement from time to time of 
its aims and objectives 

Works contract means a Contract for the construction, repair or maintenance 
of built asset, e.g. a building or a road 
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Part 2 

All Contracts, whatever their value 

 

1. APPLICATION AND SCOPE 

Apply to: 

1.1 All Contracts for the supply of Works, Goods or Services (including consultancy) to the 
Council, regardless of value. 

1.2 Partnership and collaborative arrangements with other bodies  

1.3 Concession Contracts 

Do not apply to: 

1.4 Contracts for the purchase or sale of any interest in land (including leasehold interests) 
for which the Financial Regulations and/or the Code for the Disposal of Land applies. 

1.5 Contracts of employment for the appointment of individual members of staff, including 
members of staff sourced through employment agencies under a Corporate Contract.   

1.6 Grant agreements, where the Council is giving an unconditional grant.  

1.7 Sponsorship agreements regulated by the Sponsorship Rules. 

1.8 Supply of Works, Goods and Services by the Council.  However, the Head of Legal 
Services and Strategic Procurement must be consulted where the Council is 
contemplating this route.   

1.9 Contracts procured in Collaboration with other local authorities where the Council is not 
the lead authority (subject to the necessary approvals having been obtained from the 
appropriate decision maker at the Council – see Rules 21, 26, 35 and 45).  The 
Contract Procedure Rules of the lead authority shall apply.  Assurance should be 
sought that the lead authority is in compliance with its own contract procedure rules. 

 

2. COMPLIANCE See Procurement Quick Reference Guide No.1 Probity in Procurement [insert 

hyperlink] 

2.1 Every Contract entered into on behalf of the Council must comply with  

§ these Contract Procedure Rules; 

§ the Council's Financial Regulations; and 

§ all relevant UK and EU legislation. 

2.2 Each Director is responsible for ensuring that his/her department complies with these 
Contract Procedure Rules 

2.3 All members of staff and consultants engaged in any capacity to manage or supervise 
the procurement of any Works, Goods or Services for the Council must comply with 
these Contract Procedure Rules. The attention of Officers is drawn to the Council’s 
Code of Conduct and Disciplinary Policy.  Non-compliance with these Rules may 
constitute grounds for disciplinary action. 

 

2.4 Generally, work must not begin under a Contract until the Contract Document has 
been signed by both parties (or, if the only Contract Document is a purchase order, 
until the purchase order has been issued) except with the approval of the Head of 
Legal Services. 
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3. CONFLICTS OF INTEREST See Procurement Quick Reference Guide No.1 Probity in 

Procurement [insert hyperlink] 

3.1 All members of staff must avoid any conflict between their own interests and the 
interests of the Council.  This is a requirement of the Council's Code of Conduct, which 
all employees of the Council have signed and agreed to be bound by and includes : 

§ not accepting gifts or hospitality from organisations or Suppliers that the Council 
has dealings with; 

§ not working for organisations or Suppliers that the Council has dealings with; 

§ notifying the Head of Legal Services and relevant Director if an Officer has links 
with (e.g. a family member or close friend works for) an organisation or Supplier 
who is tendering or quoting for a Contract with the Council or already has a 
Contract with the Council. 

3.2 All consultants engaged to act on behalf of the Council must declare that : 

§ they will avoid any conflict between their own interests or those of any of their 
other clients and the interests of the Council; and 

§ they will notify the relevant Director if they have any links with (e.g. a family 
member or close friend works for) an organisation or Supplier who is tendering or 
quoting for a Contract with the Council or already has a Contract with the Council. 

3.3 If an elected member of the Council or a member of staff has an interest, financial or 
otherwise, in a Contract or proposed Contract, he/she must declare it in writing to the 
Director as soon as he/she becomes aware of the interest.  An elected member or 
member of staff who has an interest in a Contract must not take part in the 
procurement or management of that Contract. 

 

4. PREVENTION OF BRIBERY AND CORRUPTION See Procurement Quick Reference 

Guide No.1 Probity in Procurement [insert hyperlink] 

4.1 A Contract may be terminated immediately, and any losses to the Council arising from 
the termination recovered from the Supplier, if the Supplier, or anyone acting on his 
behalf (with or without the Supplier's knowledge) : 

§ offers or promises or gives a financial or other advantage to any elected member 
of the Council, any member of staff or any consultant in connection with the 
Contract; or 

§ requests, agrees to receive or accepts a financial or other advantage so that some 
action in relation to the Contract is performed improperly. 

A declaration to this effect must be included in the RFQ and ITT. 

4.2 Any elected member of the Council, member of staff or consultant who becomes aware 
or has reason to believe that a Supplier or potential Supplier has committed one of the 
corrupt acts referred to in Rule 4.1, must report that to the Monitoring Officer and/or the 
Head of Internal Audit immediately. 

4.3 A shareholding in a body not exceeding a total nominal value of £1000 or 1% of the 
nominal value of the issued share capital (whichever is less) is not a pecuniary interest 
for the purpose of this Rule. 

4.4 The Chief Executive must maintain a record of all declarations of interest notified by 
elected members and Officers. 

 

5. DUTIES OF DIRECTORS 

Page 172



 

 

Report Page No: 21 Agenda Page No: 

5.1 To ensure that all Contracts within his/her department comply with Contract Procedure 
Rules, Financial Regulations and all applicable public procurement legislation.  To plan 
the procurement of and manage Contracts within his/her department to ensure that 
Contracts  

§ deliver Best Value; 

§ are operated effectively, efficiently and economically; and 

§ are operated within the terms of the Contracts themselves, so that the Council is 
not at risk of being in breach of Contract. 

5.2 To ensure that Strategic Procurement are advised of any Contracts over £10,000 
entered into by his/her department. 

5.3 Another Director or Officer within his/her own department may be authorised to carry 
out his/her duties in respect of a particular Contract or Contracts generally.   

5.4 To keep adequate records to show compliance with Contract Procedure Rules, 
Financial Regulations and all relevant legislation in his/her department. 

 

6. CALCULATING THE CONTRACT VALUE See Procurement Quick Reference Guide No.7 

Calculating the estimated value of your Contract [insert hyperlink] 

6.1 The Director responsible for each Contract must have obtained budgetary approval 
equal to the estimated value for the Contract before any offers are sought.   

6.2 The value of a Contract is the total amount that the Council expects to pay or receive 
for the Contract, including any Contract extension period and any options within the 
Contract.  This may be a lump sum (e.g. £20,000) or a periodic payment (e.g. £4,000 
per year for a 5 year Contract = £20,000).  If the Contract is for an uncertain term (e.g. 
a “rolling” Contract), the value is the amount the Council expects to pay or receive over 
four years.   

6.3 The Director must not try to avoid compliance with these Contract Procedure Rules or 
the EU Regulations by splitting a procurement for the same or similar Works, Goods or 
Services into smaller, separate Contracts.  If it will achieve better value for money, 
Contracts for the same or similar Works, Goods or Services must be aggregated into a 
single Contract of greater value.    

 

7. HIGH RISK OR COMPLEX CONTRACTS See Procurement Quick Reference Guide No.3a 

Managing Risk in Procurement Projects [insert hyperlink] 

7.1 The Director must undertake a risk assessment in accordance with Council guidance 
[insert hyperlink to Procurement Risks document].  Advice from Legal Services and 
Strategic Procurement must be sought for the following Contracts: 

- with a value above the EU Threshold 

- that involve leasing arrangements (Accountancy team must also be consulted)  

- where the Supplier’s terms and conditions are to be used 

- potentially involving the transfer of staff under TUPE 

- where the Supplier may hold any money on behalf of the Council 

- for software or licences 

- where an advance payment to the Supplier is envisaged 

- that are high risk or complex in any other way as indicated by the risk 
assessment 
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8.  GRANT FUNDING AND THIRD PARTY FUNDING  

8.1 Officers must fully comply with these Rules in respect of Contracts funded by grants or 
other third party funding. 

8.2 Advice must be sought from Legal Services to ensure that the Council’s terms and 
conditions comply with the grant conditions imposed by the funder. 

8.3 Officers are responsible for ensuring that any funding agreement has been completed 
satisfactorily before entering into any contractual commitments in respect of the grant 
with third parties. 

 

9. DEEDS, SEALING AND SIGNING OF CONTRACTS [hyperlink to Guide on Process for 

Award and Signature of Contracts] 

9.1 Generally, a Contract can be signed by hand by the Director or Head of Service.  In 
the event of a dispute, the Council can make a claim under the Contract for up to 
6 years. 

9.2 Some Contracts must be executed as deeds and are sealed by the Council by affixing 
the Common Seal.  In the event of a dispute, the Council can make a claim under the 
Contract for up to 12 years.  This applies to the following Contracts: 

- Contracts over £300,000 (Key Decision) – unless agreed otherwise by Legal 
Services 

- New Framework Agreements 

- All building and Works-related Contracts – unless agreed otherwise by Legal 
Services 

- Where there is no consideration (ie money or money’s worth) by one party (e.g. 
Grant agreements, where the Council is paying a voluntary sum to an 
organisation but the organisation is not giving anything in return) 

- Other high risk Contracts (as advised by Legal Services) where a longer 
limitation period of 12 years is required. 

9.3 Before a Contract can be sealed by the Council, the Officer must provide Legal 
Services with the relevant decision to award in writing from the appropriate decision 
maker [hyperlink to Decision to Award Form] 

 

10. USE OF CORPORATE CONTRACTS 

 If there is a Corporate Contract for the supply of any Works, Goods or Services, the 
Director must utilise that Contract, rather than awarding a separate contract for his/her 
own department.   

 

11. USE OF FRAMEWORK AGREEMENTS, COLLABORATIVE PROCUREMENT AND 
PURCHASING CONSORTIA 

11.1 Officers must follow the Council’s Principles for Partnership Working [insert hyperlink] 

11.2 Strategic Procurement must be consulted before joining or buying from consortia, 
buying groups or Framework Agreements [insert hyperlink to Framework Guidance 

document] 

11.3 Where the expenditure will be more than the EU Threshold, and for Works contracts 
over £300,000 (Key Decision), Legal Services must be consulted before joining or 
buying from a Framework Agreement. 
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11.4 To select a Supplier for a call-off Contract under a multi-Supplier Framework 
Agreement or to conduct a mini competition, the Director, in consultation with Strategic 
Procurement, must follow the procedure set out in that Framework Agreement.   

11.5 Successful and unsuccessful Suppliers who participated in a mini-competition must be 
notified of the decision to award the call-off Contract.  The notification letter must be 
sent by e-mail or fax.   

11.6 Where a Contract is procured through another local authority or public body (acting as 
lead authority), the contract procedure rules of that organisation shall apply.  
Assurance should be sought that the organisation is in compliance with its own 
contract procedure rules 

11.7 A decision at the appropriate level will still be required to award a Contract procured 
through the consortia, buying groups or Framework Agreements (see Rules 21, 26, 35 
and 45).  This applies both to Framework Agreements set up by the Council alone and 
to Framework Agreements set up by another public authority.  

 

12. PURCHASING CARDS 

12.1 A purchasing card can only be used where provided by the Director of Resources and 
used strictly in accordance with the Purchasing Card Guidance [insert hyperlink] 

12.2 Any use of a purchasing card other than in accordance with these Rules could lead to 
disciplinary action 

 

13. SOCIAL VALUE AND SUPPORTING LOCAL ENTERPRISES INCLUDING 
VOLUNTARY AND COMMUNITY ORGANISATIONS 

13.1 Officers should use the Council’s purchasing power to support local organisations and 
to add value to the local geographical area wherever possible where this provides 
equal or better value for money for the Council than any alternative. 

13.2 Officers must set out the Council’s support for the living wage in the RFQ, ITT and the 
Contract Document. 

13.3 Where appropriate, Officers should incorporate questions in the RFQ or ITT and 
evaluate responses to any of the following that are relevant to the subject matter of the 
procurement: 

- local economic benefits 
- social value benefits 
- local employment 
- local apprenticeships 
- any other benefit that supports the local economy and well-being of the City of 

Cambridge  
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Part 3 

INITIAL PROCUREMENT STEPS 

 

14. PRE-PROCUREMENT STEPS 

14.1 The Officer must ensure that the complexity, risk and value of any proposed 
procurement over £30,000 is considered fully by setting out the following issues in 
sufficient detail proportionate to the value of the procurement in a Business Case: 

- taking into account the requirements of any review of their service 

- considering the need for the expenditure and its priority 

- defining the objectives of the procurement, undertaking appropriate consultation, 
and relating these to the Vision Statement and Objectives 

- assessing and managing the risks of the procurement (see Rule 7) 

- considering the most appropriate method of procurement e.g. internal or external 
sourcing, partnering, Collaboration or use of purchasing consortia. 

14.2 For Services Contracts over the EU Threshold, in addition to the issues in Rule 14.1 
the Business Case must: 

- identify how the procurement might improve the economic, social and 
environmental well-being of Cambridge when seeking authority to invite tenders 

- take into account the Council’s Vision Statement, Environmental Objectives and 
Strategic Objectives in Portfolio Plans when considering the social value 
priorities for the procurement. 

 

15. AUTHORITY TO INVITE AND EVALUATE QUOTATIONS AND TENDERS AND TO 
AWARD CONTRACTS  

 Prior to commencing a procurement exercise, relevant approval must be obtained from 
the appropriate decision maker to invite and evaluate Quotations and Tenders and (if 
relevant) delegation to award Contracts – see Rule 21, 26, 35 and 45 and Procurement 

Quick Reference Guide No.9 Approvals and Scrutiny [insert hyperlink] 

 

16. PRE-TENDER MARKET RESEARCH AND CONSULTATION 

 See Rules 24, 31 and 41. 

 

17. ADVERTISING AND SELECTION OF SUPPLIERS 

17.1 If a Contract (regardless of value) may be of interest to both local Suppliers or 
Suppliers in EU member states, a sufficiently accessible advertisement must be 
published.  Generally, the greater the likely interest, the wider the advertising coverage 
should be. 

17.2 An advertisement should be placed in the following: 

- Council’s website – mandatory for all Contracts over £10,000 

- Source Cambridgeshire – mandatory for all Contracts over £50,000 and 
recommended for all Contracts under £50,000 
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- OJEU – mandatory for Contracts above the EU Threshold 

- National specialist journals and/or websites – as considered appropriate by the 
Director 

17.3 Officers are responsible for ensuring Suppliers are suitably assessed.  The 
assessment process shall establish that potential Suppliers have sound: 

- economic and financial standing 

- technical ability and capacity 

- insurance cover 

17.4 The Selection Criteria will be either in the RFQ, PQQ or Open Procedure ITT and must 
be designed to establish the capability of the Supplier to undertake the work (ie look 
‘backwards’ at the Supplier’s qualities). 

17.5 Once Suppliers have been selected, all Suppliers who have submitted a RFQ or PQQ 
must be informed of the outcome of the selection stage. 

17.6 Where Suppliers are selected without an advertisement, the Officer must assess 
potential Suppliers against criteria that: 

- are relevant to the purchase, ensure equality of treatment, and the outcome 
gives Best Value 

- do not include non-commercial considerations or matters that discriminate 
against EU Suppliers  

- confirm their financial soundness (appropriate to the value and importance of the 
Contract) 

- confirm their technical ability and capacity (including any necessary qualifications 
and/or licences) 

- confirm suitable insurance cover 

 

18. STANDARDS AND AWARD CRITERIA 

18.1 Irrespective of the value of the procurement, potential Suppliers must comply with the 
relevant European or international standards that apply to the Works, Goods or 
Services.  Strategic Procurement must be consulted if other, or exclusively British, 
standards are to be used. 

18.2 Award Criteria must be designed to assess the suitability of the offer being made to the 
Council for the purchase being made (ie looking ‘forward’) and must be appropriate to 
the purchase and ensure equal treatment of Suppliers and value for money for the 
Council.  The basic criteria shall be one of the following: 

- “lowest price” where payment is made by the Council 

- “highest price” where payment is received by the Council (e.g. a Concession) 

- “most economically advantageous” where considerations other than price also 
apply e.g. “quality” 

18.3 If “most economically advantageous” is used, it must be further defined by use of sub-
criteria.  Any sub-criteria must be relevant to the subject matter of the Contract.  These 
may include, for example: 

- price 
- service standards (including equality issues where appropriate) 
- quality of goods 
- operating costs 
- technical merit 
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- delivery dates 
- cost effectiveness 
- environmental considerations 
- aesthetic and functional characteristics 
- safety (including Safeguarding arrangements where appropriate) 
- after-sales service 
- technical assistance 

18.4 Award Criteria must not include: 

- non-commercial considerations 
- matters which discriminate against Suppliers from the EU  
- matters already evaluated during the selection process (Selection Criteria) – see 

Rules 17.3 – 17.6 

18.5 Award Criteria and sub-criteria must be set out in the RFQ or ITT. 
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Part 4 – BELOW QUOTATION LEVEL 

Contracts below £10,000 

 

19. COMPETITION 

 The Director must demonstrate Best Value by obtaining at least one oral Quotation 
confirmed in writing for Contracts below £10,000 in value,.  Where appropriate, 
relevant consultation must be carried out. 

 

20. STANDARD TERMS AND CONDITIONS [hyperlink to standard terms and conditions] 

20.1 All Contracts must be in writing and a purchase order must be issued for every 
Contract. 

20.2 All Contracts below £10,000 shall clearly specify: 

- what is being supplied 

- the price 

- when the Contract will be performed (start and end dates) 

- provision to terminate the Contract 

- that the Contract is subject to the Council’s Standard Terms and Conditions 
unless Legal Services approve an alternative 

 

21. AUTHORITY TO ENTER INTO A CONTRACT – below Quotation level 

21.1 Under the scheme of Delegation, Directors have authority to enter into Contracts below 
the Quotation level, provided that a budget has been allocated for that expenditure.  
Directors have agreed to delegate this authority to Officers for Contracts below 
£10,000 in value. 

 

22. SIGNATURE OF THE CONTRACT – below Quotation level 

22.1 Contracts below the Quotation level must be signed for and on behalf of the Council by 
the Officer responsible for the Contract. 
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Part 5 - QUOTATIONS 

Contracts from £10,000 to £49,999 

See Procurement Quick Reference Guide No.13a How to Request for a Quotation [insert hyperlink] 

23. COMPETITION 

 A minimum of three competitive Quotations in writing must be sought.  Wherever 
possible, one Quotation must be from a local Supplier. 

 

24. PRELIMINARY STEPS – Quotations 

24.1 Prior to the issue of the RFQ, potential Suppliers may be consulted in general terms 
about the nature, level and standard of Works, Goods or Services, Contract packaging 
and other relevant matters provided this does not discriminate against any potential 
Supplier. 

24.2 Officers must not seek or accept technical advice about the preparation of a 
Specification or RFQ from anyone who may have a commercial interest in them if this 
prevents equal treatment or distorts competition. 

24.3 Advice should be sought from Strategic Procurement prior to any pre-Quotation market 
research or consultation.  

 

25. STANDARD TERMS AND CONDITIONS [hyperlink to standard terms and conditions] 

25.1 All Contracts must be in writing and a purchase order must be issued for every 
Contract as appropriate.   

25.2 All Contracts shall clearly specify: 

- what is being supplied 

- the price and terms for payment by the Council 

- when the Contract will be performed (start and end dates) 

- that the Contract is subject to the Council’s Standard Terms and Conditions 
unless Legal Services approve an alternative, e.g. because the procurement is 
unusual or represents a significant risk to the Council 

25.3 The Supplier’s terms and conditions must not be used unless agreed otherwise by 
Legal Services. 

25.4 All Contracts must provide for payment by the Council after supply of the Works, 
Goods or Services or as agreed by the Director responsible. Exceptionally, and only 
with the consent of the Director of Resources, a Contract may provide for payment in 
advance 

25.5 Terms and conditions must be issued with the RFQ.   

 

26. AUTHORITY TO INVITE AND EVALUATE QUOTATIONS AND AWARD 
CONTRACTS See Procurement Quick Reference Guide No.9 Approvals and Scrutiny [hyperlink] 

 Directors have delegated authority under the scheme of Delegation as set out in Part 
3, Section 9 of the Constitution to invite and evaluate Quotations and to award 
Contracts below £300,000 (Key Decision) provided that a budget has been allocated 
for that expenditure.  Directors have agreed to delegate this authority to Heads of 
Service for Contracts from £10,000 to £49,999. 
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27. REQUEST FOR QUOTATION 

27.1 Select at least 3 Suppliers to be invited to quote, at least one of whom should, 
whenever possible, be based in the City of Cambridge or immediately surrounding 
area.  The shortlist must be selected from responses to an advertisement on the 
Council’s own website (mandatory) and Source Cambridgeshire (recommended).   

27.2 Be satisfied that the Suppliers invited to quote have the technical ability and capacity 
(including their health & safety and equal opportunities policies as appropriate) to 
undertake the Contract for the Council and this can only be demonstrated via a 
competition, unless the Suppliers are selected from a Framework Agreement or other 
purchasing consortia. 

27.3 The RFQ must contain sufficient information about the Council’s requirements in the 
form of a Specification to enable a competitive price to be obtained. 

27.4 The RFQ must state whether Quotations will be evaluated on the basis of most 
economically advantageous to the Council or on the basis of price only. 

27.5 The RFQ must state that the Council is not bound to accept any Quotation. 

27.6 All Suppliers must receive the same RFQ at the same time and subject to the same 
conditions, and this includes any subsequent information. 

27.7 Allow sufficient time for submission of Quotations.  The recommended minimum is 10 
working days from the date of the RFQ, but this may vary depending on the urgency or 
complexity of the requirement. 

27.8 The Head of Service shall keep a record of: 

- the criteria used to select Suppliers to provide a Quotation 

- details of Suppliers requested to provide a Quotation 

- any checks carried out in respect of Suppliers 

- the basis of selection of a Quotation, ie most economically advantageous or 
lowest price – see Rule 18 and Procurement Quick Reference Guide No.14 Evaluation of 

Tenders or Quotations [insert hyperlink] 

 

28. AWARD OF THE CONTRACT – Quotations 

 As soon as practicable after the decision to award the Contract has been made, the 
Head of Service must write to inform the successful and unsuccessful Suppliers of that 
decision. [hyperlink to standard letters] 

 

29. SIGNATURE OF THE CONTRACT – Quotations 

29.1 Contracts for Quotations must be signed for and on behalf of the Council by the Head 
of Service responsible for the Contract or an Officer authorised by him/her.   

29.2 Unless ordered using a purchase order, the work under the Contract must not start 
until the Contract has been signed by both parties, unless agreed in advance with 
Legal Services.  See guide on Process for Award and Signature of Contracts [insert 

hyperlink] 
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Part 6 – NON-EU TENDERS 

Contracts from £50,000 to the EU Threshold 

See Procurement Quick Reference Guide No.13c Inviting a Tender (ITT) [insert hyperlink] 

30. COMPETITION 

 Competitive Tenders must be sought for Contracts of £50,000 or more in value. 

 

31. PRELIMINARY STEPS – Non-EU Tenders 

31.1 Prior to the issue of the ITT, potential Suppliers may be consulted in general terms 
about the nature, level and standard of Works, Goods or Services, Contract packaging 
and other relevant matters provided this does not discriminate against any potential 
Supplier. 

31.2 Officers must not seek or accept technical advice about the preparation of a 
Specification or ITT from anyone who may have a commercial interest in them if this 
prevents equal treatment or distorts competition. 

31.3 Advice should be sought from Strategic Procurement prior to any pre-tender market 
research or consultation.   

 

32. SPECIFICATION – Non-EU Tenders See Procurement Quick Reference Guide No.10 

Specification Writing [insert hyperlink] 

32.1 A clear and comprehensive Specification of the Council's requirements must be 
prepared with regard to the Works, Goods or Services to be supplied. 

32.2 The Specification should incorporate measurable and, so far as is possible, objective 
quality and performance criteria to enable the Director to see whether the Council’s 
requirements are being met by the Supplier. 

32.3 If an Officer is intending to allow Consultants who assist in the preparation of a 
Specification to be invited to tender for the Contract, advice must be sought from 
Strategic Procurement and Legal Services. 

 

33. TERMS AND CONDITIONS – Non-EU Tenders 

33.1 The Director must use the Council’s standard contract for Contracts below the EU 
Threshold for inclusion in the ITT [insert hyperlink] which shall clearly specify: 

§ the price and terms for payment by the Council; and 

§ when the Contract will be performed (start and end dates). 

33.2 The Supplier’s terms and conditions must not be used unless agreed otherwise by 
Legal Services. 

33.3 All Contracts must provide for payment by the Council after supply of the Works, 
Goods or Services (which includes performance related milestones). Exceptionally, 
and only with the consent of the Director of Resources, a Contract may provide for 
payment in advance. 

33.4 Terms and conditions must be issued with the ITT.   
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34. BONDS AND PARENT COMPANY GUARANTEES 

 Refer to Rule 44. 

 

35. AUTHORITY TO INVITE AND EVALUATE TENDERS AND AWARD CONTRACTS – 
Non-EU Tenders See Procurement Quick Reference Guide No.9 Approvals and Scrutiny [insert 

hyperlink] 

35.1 Directors have delegated authority under the scheme of Delegation as set out in Part 
3, Section 9 of the Constitution to invite and evaluate Tenders and to award Contracts 
below £300,000 (Key Decision) provided that a budget has been allocated for that 
expenditure. 

35.2 For Contracts of £300,000 (Key Decision) and above, consent from the relevant 
Executive Councillor following pre-Scrutiny to invite and evaluate Tenders (and, if 
appropriate, delegation to award Contracts) must be obtained before any procurement 
documents are issued.  In order to get a report to the relevant Scrutiny Committee, the 
Officer must publish a short description of the proposed procurement on the Council’s 
Forward Plan at least 3 months prior to the relevant Committee meeting.  In order to 
obtain authority, a budget must have been allocated for the proposed expenditure.   

 

36. TENDER PROCEDURE – Non-EU Tenders  

36.1 The Tender procedure must be followed when letting Contracts of £50,000 or more in 
value.   

36.2 Select a shortlist of at least 4 Suppliers to be invited to tender from responses to an 
advertisement on the Council’s own website and Source Cambridgeshire (both 
mandatory). 

36.3 To ensure genuine competition, a minimum number of 4 Suppliers must be invited to 
tender.  If there are fewer than 4 expressions of interest in being invited to tender or 
fewer than 4 satisfactory PQQs (where a PQQ is used), then the minimum number of 
Suppliers to be invited to tender may be reduced as appropriate.  Strategic 
Procurement must be consulted if there is only one remaining suitable Supplier. 

36.5 The ITT [insert hyperlink] must include :  

§ instructions to tenderers; 

§ the Council's Specification; 

§ the terms and conditions of Contract; 

§ a form of tender for completion by the tenderer.  The form of tender must 
acknowledge that the Council is not obliged to accept the lowest or any tender.  
The form of tender must also state that the tender will remain open for 
acceptance by the Council for a period of 90 days after the last date for receipt 
of tenders, or such other period as appropriate; 

§ if appropriate, a pricing document for completion by the tenderer; and 

§ if the Contract may involve the transfer of employees under TUPE, from the 
Council to a Contractor or from one Contractor to another, all relevant 
information relating to those employees in an anonymised format provided 
tenderers have signed a confidentiality undertaking.  It is the responsibility of 
the Director to obtain full and accurate employee information in sufficient time 
to include it in the ITT. 

36.6 Sufficient time must be allowed for submission of tenders.  The minimum is 20 working 
days from the date of the ITT, but this may vary depending on the urgency or 
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complexity of the requirement and, if less than 20 working days, is subject to prior 
approval from the Director responsible for the Contract.   

36.7 Amendments to ITT documents, made after the invitations have been sent out, must 
be clearly headed "ITT Amendment" and sent to all Suppliers who have been invited 
to tender.  One or more amendments must be numbered consecutively.  Amendments 
must be sent out in sufficient time to allow Suppliers to adjust their Tenders before 
close of Tenders.  If necessary, the tender period must be extended to allow for this. 

36.8 Officers are permitted to provide clarification of an ITT to tenderers but any 
clarifications must be issued to all tenderers at the same time. 

36.9 Until the Contract has been awarded (ie signed or sealed, as appropriate, and dated), 
the information obtained at the opening of tenders is confidential to those involved in 
the opening process and those directly involved in evaluation of the Tenders.  
Confidentiality must be maintained and any breach reported to the Council's Monitoring 
Officer. 

36.10 On receipt, the Tenders must be: 

§ date stamped 

§ marked with the time of receipt on the Tender envelope 

§ initialled by the receiving representative of the Director of Resources 

§ stored safely to guard against any amendment of its contents 

§ logged immediately in the Tender Record Book 

36.11 The Director of Resources must ensure that all Tenders are opened at the same time 
once the tender period has ended.  A representative of the Director of Resources and 
the Officer or his/her representative must be present at the Tender opening. 

36.12 A tender that does not comply with the instructions to tenderers or is conditional must 
be treated as non-compliant and rejected.  Non-compliant tenders must not be 
evaluated unless the Strategic Procurement Adviser advises otherwise.   

36.13 Upon opening, the Officer must record in the Tender Record Book: 

§ the Works, Goods or Services to be supplied; 

§ the name of each tenderer; 

§ the amount of each Tender or such other information as may be relevant to the 
procurement; 

§ the date and time of opening of each Tender; 

§ the names of all persons present at the time of opening. 

The Director's representative must certify the record as correct. 

36.14 Negotiations with Suppliers who have tendered for a Contract are not permitted by EU 
law and are therefore unlawful, regardless of whether the value of the Contract is 
above or below the EU Threshold.  After Tenders have been opened, and before the 
Tenders have been scored, the Officer, in consultation with Strategic Procurement 
may require one or more Tenders to be clarified by the tenderer.  Clarification 
questions and answers must be fully documented and the relevant clarifications 
incorporated in the Contract Document.  Clarifications must not make any substantive 
changes to the Tender.  Tenders must not be scored until clarifications have been 
completed. 

36.15 A Supplier's Tender is his offer to the Council, which the Council may accept as it 
stands.  Once submitted, a tenderer cannot alter the amount of the Tender or any of 
his Tender proposals.  If a tenderer attempts to alter his tender after the last date for 
receipt of Tenders, he must be given the opportunity to stand by or withdraw his 
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original Tender.  The Council may correct an obvious arithmetical error e.g. £2000 + 
£2000 = £5000 can be corrected to £4000. 

 

37. EVALUATION OF NON-EU TENDERS – see Rule 18 and Procurement Quick Reference 

Guide No.14 Evaluation of Tenders or Quotations [insert hyperlink] 

37.1 Confidentiality of Tenders and the identity of tenderers must be maintained at all times 
and information about one tenderer’s response must not be divulged to another 
tenderer. 

37.2 The Head of Legal Services must be consulted before responding to a Freedom of 
Information request regarding a current or recent tendering process. 

37.3 Tenders should normally be evaluated on the basis of ‘most economically 
advantageous’ to the Council.  The basis of evaluation must be stated in the ITT.  If the 
basis of evaluation is 'most economically advantageous', the criteria for evaluation 
must be set out in the ITT with the weightings to be given to them.   

37.4 If the basis of evaluation is price only, only the lowest compliant Tender (if payment is 
to be made by the Council) or the highest compliant Tender (if payment is to be made 
to the Council) may be accepted.  

37.5 If the basis of evaluation is 'most economically advantageous', an appropriate 
evaluation panel must consider the Tenders and evaluate them against the criteria and 
weightings stated in the ITT.  The evaluation panel may include service users and/or 
external consultants but must not include elected members of the Council.   

37.6 All valid Tenders received must be evaluated, and in accordance with the published 
Award Criteria. 

37.7 Tenders must be accepted in accordance with the outcome of the evaluation or not at 
all.   

37.8 If no suitable Tenders are received, Strategic Procurement must be consulted as to 
how the Works, Supplies or Service concerned may be procured. 

37.9 A Tender that exceeds the budget allocated may only be accepted by the Director if it 
is within 5% or less of the approved budget from the Business Case and approval to 
the additional expenditure is obtained from the Director of Resources before the 
Tender is accepted. 

37.10 If a Tender exceeds the budget allocated by more than 5% then either 

§ a fresh Tender exercise is undertaken; or 

§ the Director must obtain the approval of the relevant Executive Councillor and 
the Director of Resources to accept the Tender. 

37.11 For Concession Contracts, Rules 37.9 and 37.10 shall apply if the Tender received is 
less than the Contract value by 5% or more 

37.12 If all valid Tenders are too high to be accepted and there is no further allocation of 
additional funds, the Director may delete part of the Specification and ask all Suppliers 
invited to tender to re-price and then re-submit their Tenders.  In such cases, the 
Director must set out the deletion in a bill of reductions or other document, to be 
incorporated into the Contract Document. 

37.13 If the Contract will result in the application of the TUPE, the Director must ensure that 
the successful tenderer has dealt with all employee matters including pay, conditions of 
employment and pension rights and benefits in his Tender and will give all appropriate 
indemnities in the Contract.  Human Resources and Legal Services must be consulted 
early in all such cases. 
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37.14 The Director is responsible for producing a full tender report for the purposes of an 
audit trail and record keeping, which should : 

§ confirm that the Tender procedure has complied with these Contract Procedure 
Rules; 

§ list the tenderers invited and Tenders received; 

§ list the evaluation criteria and weightings; and 

§ show the scoring of Tenders on evaluation. 

If the Director is not the decision maker, the Tender report must be sent to the decision 
maker before the decision to award the Contract is made. 

 

38. AWARD OF THE CONTRACT – Non-EU Tenders 

38.1 Refer to Rule 35. 

38.2 As soon as practicable after the decision to award the Contract has been made, the 
Director must write to inform the successful and unsuccessful tenderers of that 
decision. 

38.3 If an unsuccessful Supplier requests in writing reasons for the decision, the Officer 
must comply with the Council’s corporate response standard but in any event a written 
response must be provided within 10 days of the request. 

 

39. SIGNATURE OF CONTRACT – Non-EU Tenders 

39.1 The Supplier must not be allowed to begin work on the Contract until the Contract 
Document has been signed or sealed as appropriate by both parties.  See guide to 
Process for Award and Signature of Contracts [insert hyperlink] 

39.3 Contracts for Tenders must be signed for and on behalf of the Council by the Director 
responsible for the Contract personally (unless advised by Legal Services that the 
Contract should be sealed due to the risk or complexity of the Contract).   

39.4 An award letter or letter of intent must not be used instead of a Contract (unless 
agreed otherwise by Legal Services). 

39.5 Works Contracts are generally executed as deeds, by affixing the Council’s Common 
Seal (unless agreed by Legal Services that the Contract can be signed).   
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Part 7 – EU TENDERS 

Contracts over the EU Threshold 

See Procurement Quick Reference Guide No.13c Inviting a Tender (ITT) [insert hyperlink] 

40. COMPETITION 

 Competitive Tenders must be sought for Contracts over the EU Threshold. 

 

41. PRELIMINARY STEPS – EU Tenders 

41.1 Strategic Procurement must be consulted to determine the most appropriate method of 
conducting the procurement, taking into account the principles in the [“Guide” – insert 

hyperlink]. 

41.2 At the same time as consulting Strategic Procurement, full instructions must be given 
to Legal Services to draft or approve terms and conditions of Contract. 

41.3 A business case must be prepared, which must include provision for resources for the 
management of the Contract for its entire duration. 

 

42. SPECIFICATION – EU Tenders See Procurement Quick Reference Guide No.10 Specification 

Writing [insert hyperlink] 

42.1 A clear and comprehensive Specification of the Council's requirements must be 
prepared with regard to the Works, Goods or Services to be supplied. 

42.2 All Works, Goods and Services must be specified by reference to European standards, 
or national standards if no European standards are set.  Named products or 
manufacturers must not be specified.  Although the words “or equivalent” may be used, 
it is preferable to describe the features of a particular product. 

42.3 The Specification should incorporate measurable and, so far as is possible, objective 
quality and performance criteria to enable the Director to see whether the Council’s 
requirements are being met by the Supplier. 

42.4 All necessary professional and technical advice and assistance must be obtained in 
preparing the Specification, to ensure a comprehensive document that expresses the 
Council's requirements and protects its interests.  If it is intended to allow Consultants 
who assist in the preparation of a Specification to be invited to tender for the Contract, 
advice must be sought from Strategic Procurement and Legal Services.  The people 
who prepare the Specification should, as a rule, be part of the panel that will evaluates 
the Tenders. 

42.5 Generally, the OJEU contract notice or other advertisement inviting Tenders must not 
be published until the Specification has been drafted. 

 

43. TERMS AND CONDITIONS – EU Tenders 

43.1 Full instructions must be given to Legal Services at the earliest opportunity to draft the 
terms and conditions of contract or to approve standard terms and conditions of 
contract e.g. JCT.   

43.2 The Director must : 

§ Require the Supplier to maintain appropriate and adequate levels of insurance 
cover, in consultation with the Council's Support Services Manager, for (as 
appropriate) employer's liability, public liability, products liability, all risks/contract 
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works and professional indemnity insurance.  Unless otherwise agreed by the 
Support Services Manager, the minimum levels of cover shall be  

§ £5 million for employer's liability insurance 

§ £5 million for public liability and products liability insurance 

§ £2 million for professional indemnity insurance.   

All policies must contain an ‘indemnity to principal’ clause (ie the Supplier’s 
insurance policy will be extended to the Council as if the Council was the insured 
person). 

§ Ensure that the Supplier holds the required insurance cover at the start of the 
Contract and renews the policies as necessary during the Contract period. 

43.3 All Contracts, whatever their value, must provide for payment by the Council after 
supply of the Works, Goods or Services (which includes performance related 
milestones).  Exceptionally, and only with the consent of the Director of Resources, a 
Contract may provide for payment in advance. 

 

44. BONDS AND PARENT COMPANY GUARANTEES 

44.1 For every Contract of £300,000 or more in value, the Director must decide, taking 
appropriate advice, whether the circumstances justify the Council requiring the 
Supplier to provide a Parent Company Guarantee.  If the Supplier does not have a 
parent company or the parent company is not approved under Rule 44.4, the Supplier 
may be required to provide a Bond. 

44.2 If a Bond is required, the amount of the Bond must be not less than 10% of the total 
Contract value or the whole of the annual Contract value, unless agreed otherwise by 
the Director of Resources.  

44.3 A Bond may be required where the Council intends to make staged payments in 
advance of receiving the whole of the deliverable under the Contract and there is 
concern about the financial stability of the provider. 

44.4 The parent company or the surety for a Bond must be approved by the Director of 
Resources. 

44.5 All Parent Company Guarantees and Bonds must be in a form approved by Legal 
Services.  A specimen of the Parent Company Guarantee and Bond must be included 
in the ITT. 

 

45. AUTHORITY TO INVITE AND EVALUATE TENDERS AND AWARD CONTRACTS – 
EU Tenders See Procurement Quick Reference Guide No.9 Approvals and Scrutiny [insert 

hyperlink] 

45.1 Directors have delegated authority under the scheme of Delegation as set out in Part 
3, Section 9 of the Constitution to invite and evaluate Tenders and to award Contracts 
below £300,000 (Key Decision) provided that a budget has been allocated for that 
expenditure. 

45.2 For Contracts of £300,000 (Key Decision) and above, consent from the relevant 
Executive Councillor   following pre-Scrutiny to invite and evaluate Tenders (and, if 
appropriate, delegation to award Contracts) must be obtained before any procurement 
documents are issued.  In order to get a report to the relevant Scrutiny Committee, the 
Officer must publish a short description of the proposed procurement on the Council’s 
Forward Plan at least 3 months prior to the relevant Committee meeting.  In order to 
obtain authority, a budget must have been allocated for the proposed expenditure.   
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45.3 The OJEU contract notice or other advertisement inviting Tenders must not be 
published until the Director or /Executive Councillor/ Scrutiny Committee (as 
appropriate) has made the decision to invite and evaluate Tenders and the decision 
has been recorded in writing. 

 

46. ESTABLISHING A NEW FRAMEWORK AGREEMENT 

46.1 Legal Services and Strategic Procurement must be consulted before setting up a new 
Framework Agreement for the Council. 

46.2 Prior to commencing a Tender exercise to set up a new Framework Agreement, 
approval must be obtained from the relevant decision maker – see Rule 45. 

46.2 A Framework Agreement must not be longer than 4 years unless specifically agreed 
with the Head of Legal Services. 

46.3 A Framework Agreement may be entered into with a single Supplier.  However, a 
multi-Supplier Framework Agreement must be entered into with a minimum of 
3 Suppliers. 

 

47. TENDER PROCEDURE – EU Tenders See Procurement Quick Reference Guide No.13c 

Inviting a Tender (ITT) [insert hyperlink] 

47.1 The Tender procedure must be followed, in consultation with Strategic Procurement 
and Legal Services, when letting Contracts above the EU Threshold or when setting up 
a new Framework Agreement.   

47.2 The Director must first establish whether the EU Regulations apply to a proposed 
Contract and if so the appropriate EU Regulations must be followed (as defined in 
consultation with Legal Services and/or Strategic Procurement).   

47.3 Sufficient time should be built into the Tender procedure to prepare the Specification 
and terms and conditions of Contract.  This will enable a smooth, timely and lawful 
Tender procedure. 

47.4 The selection of Suppliers to be invited to tender for the Contract must follow the 
requirements of the EU Regulations.  The Contract must be advertised in OJEU.  
OJEU notices must only be placed by Strategic Procurement (or, where used, a 
Central Purchasing Body such as ESPO), in consultation with Legal Services.  
Directors or consultants must not place OJEU notices themselves.   

47.5 Whether or not the EU Regulations apply to a proposed Contract, a sufficient number 
of Suppliers must be invited to tender to ensure genuine competition.  The minimum 
number is 5.  If there are fewer than 5 expressions of interest in being invited to tender 
or fewer than 5 satisfactory PQQs, then the minimum number of Suppliers to be invited 
to tender may be reduced, with the approval of Strategic Procurement and Legal 
Services. 

47.6 Where a PQQ is used, as soon as possible after the selection of the shortlist of 
Suppliers to be invited to tender, Officers must write to any Suppliers who submitted a 
PQQ but who were not selected, informing them why they were not selected.  If a 
Supplier who was not selected asks for further information on why he was 
unsuccessful, the Director must make arrangements for the de-briefing within 5 days. 

 

47.7 The ITT must include : 

§ the criteria and sub-criteria against which Tenders will be evaluated, the 
weightings that will be attached to the criteria and sub-criteria and the method 
of scoring to be used; 
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§ instructions to tenderers; 

§ the Council's Specification; 

§ the terms and conditions of Contract, in a form drafted by or approved by Legal 
Services; 

§ a form of tender for completion by the tenderer.  The form of tender must 
acknowledge that the Council is not obliged to accept the lowest or any tender.  
The form of tender must also state that the tender will remain open for 
acceptance by the Council for a period of 90 days after the last date for receipt 
of tenders, or such other period as appropriate.   

§ if a performance Bond is required, the form of tender must require the tenderer 
to state the amount, if any, by which his price will be increased for the provision 
of the Bond; 

§ if appropriate, a pricing document for completion by the tenderer; and 

§ if the Contract may involve the transfer of employees, from the Council to a 
Contractor or from one Contractor to another, all relevant information relating to 
those employees in an anonymised format provided tenderers have signed a 
confidentiality undertaking.  It is the responsibility of the Director to obtain full 
and accurate employee information in sufficient time to include it in the ITT. 

47.8 The time allowed for submission of PQQs and Tenders must comply with EU 
Regulations. 

47.9 Amendments to ITT documents, made after the invitations have been sent out, must 
be clearly headed "ITT Amendment" and sent to all Suppliers who have been invited 
to tender.  One or more amendments must be numbered consecutively.  Amendments 
must be sent out in sufficient time to allow Suppliers to adjust their Tenders before 
close of Tenders.  If necessary, the Tender period must be extended to allow for this.  

47.10 Until the Contract has been awarded, the information obtained at the opening of 
Tenders is confidential to those involved in the opening process and those directly 
involved in evaluation of the Tenders.  Confidentiality must be maintained and any 
breach reported to the Council's Monitoring Officer. 

47.11 On receipt, the Tenders must be: 

§ date stamped 

§ marked with the time of receipt on the Tender envelope 

§ initialled by the receiving representative of the Director of Resources 

§ stored safely to guard against any amendment of its contents 

§ logged immediately in the Tender Record Book 

47.12 The Director of Resources must ensure that all Tenders are opened at the same time 
once the tender period has ended.  A representative of the Director of Resources and 
the Officer or his/her representative must be present at the Tender opening. 

47.13 A Tender that does not comply with the instructions to tenderers or is conditional must 
be treated as non-compliant and rejected.  Non-compliant Tenders must not be 
evaluated unless the Strategic Procurement Adviser advises otherwise.   

47.14 Upon opening, the Officer must record in the Tender Record Book: 

§ the Works, Goods or Services to be supplied; 

§ the name of each tenderer; 

§ the amount of each Tender or such other information as may be relevant to the 
procurement; 
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§ the date and time of opening of each Tender; 

§ the names of all persons present at the time of opening. 

The Director's representative must certify the record as correct. 

 

48. CLARIFICATION AND NEGOTIATION – EU Tenders 

48.1 Negotiations with Suppliers who have tendered for a Contract through an Open or 
Restricted Procedure are not permitted by EU law and are therefore unlawful.  After 
Tenders have been opened, and before the Tenders have been scored, the Director 
must consider whether advice is required from Strategic Procurement or Legal 
Services to determine whether one or more Tenders need to be clarified by the 
tenderer.   

48.2 Clarifications must be designed to ensure that the Council has fully understood the 
Tender submitted.  Clarifications must not make any substantive changes to the 
Tender.   

48.3 Clarification questions and answers must be fully documented in a form approved by 
Legal Services and the relevant clarifications incorporated in the Contract Document.   

48.4 Tenders must not be evaluated and scored until clarifications have been completed. 

 

49. EVALUATION OF TENDERS – EU Tenders Procurement Quick Reference Guide No.14 

Evaluation of Tenders or Quotations [insert hyperlink] 

49.1 Tenders should normally be evaluated on the basis of ‘most economically 
advantageous’ to the Council.  Exceptionally, Tenders may be evaluated on the basis 
of price only.  The basis of evaluation must be stated in the OJEU contract notice and 
in any other advertisement.   

49.2 If the basis of evaluation is price only, only the lowest compliant Tender (if payment is 
to be made by the Council) or the highest compliant Tender (if payment is to be made 
to the Council) may be accepted.  

49.3 If the basis of evaluation is 'most economically advantageous', an appropriate 
evaluation panel must consider the Tenders and evaluate them against the criteria and 
weightings stated in the ITT.  The evaluation panel may include service users and/or 
external consultants but may not include elected members of the Council.  The 
evaluation panel should, as a rule, comprise those people who have had significant 
input into drawing up the Specification. 

49.4 All valid Tenders received must be evaluated.  Each member of the evaluation panel 
must make full notes of his/her evaluation and pass the notes to the project lead for 
retention as part of the record of the procurement. 

49.5 Tenders must be accepted in accordance with the outcome of the evaluation or not at 
all.   

49.6 If no suitable Tenders are received, the Director must consult Strategic Procurement 
as to how the Works, Supplies or Service concerned may be procured. 

49.7 A Tender that exceeds the budget allocated may only be accepted by the Director of 
Resources if it is within 5% or less of the original estimate and approval to the 
additional expenditure is obtained from the Director of Resources before the Tender is 
accepted. 

49.8 If a Tender exceeds the budget allocated by more than 5% then either 

§ a fresh Tender exercise is undertaken; or 
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§ the Director must obtain the approval of the relevant Executive Councillor and 
the Director of Resources to accept the Tender. 

49.9 If the Contract will result in the application of the TUPE, the Director must ensure that 
the successful tenderer has dealt with all employee matters including pay, conditions of 
employment and pension rights and benefits in his Tender and will give all appropriate 
indemnities in the Contract.  Human Resources and Legal Services must be consulted 
early in all such cases. 

 

50. AMENDMENTS AND ALTERATIONS TO TENDERS – EU Tenders 

50.1 A Supplier's Tender is his offer to the Council, which the Council may accept as it 
stands.  Once he has submitted his Tender and it has been clarified if necessary, a 
tenderer is not permitted to make any alteration to the amount of the Tender or any of 
his Tender proposals. 

50.2 If a tenderer attempts to alter his offer after the last date for receipt of Tenders, he 
must be given the opportunity to stand by or withdraw his original offer.  Correction of 
an obvious arithmetical error in a fixed price Tender, may be accepted e.g. £2000 + 
£2000 = £5000 can be corrected to £4000. 

50.3 A Tender that is qualified or expressed to be conditional upon the Council's acceptance 
of alterations to the Specification or the terms and conditions of Contract must be 
treated as non-compliant and rejected.  Non-compliant Tenders must not be 
evaluated.  This does not prevent the Council inviting variant bids (provided this was 
set out in the OJEU notice).  If variant bids are invited, tenderers must be required to 
submit a mandatory reference bid based on the Specification and terms and conditions 
included in the ITT as well as their separate variant bid, so that all bids may be 
compared fairly. 

50.4 Before a Tender has been accepted, a Director may ask all tenderers to hold their 
Tenders open for a longer period.  Tenders should in any event remain open for 
acceptance for a period of 90 days from the latest date for receipt of Tenders, or such 
other period as the Director considers appropriate, and the form of tender must make 
this clear. 

 

51. AWARD OF THE CONTRACT – EU Tenders 

51.1 Refer to Rule 45 in respect of authority to award a Contract. 

51.2 The Director is responsible for producing a full tender report for the purposes of an 
audit trail and record keeping, which should:  

§ confirm that the Tender procedure has complied with these Contract Procedure 
Rules. 

§ list the tenderers invited and Tenders received; 

§ list the evaluation criteria and weightings; and 

§ show the scoring of Tenders on evaluation. 

51.3 If the Director is not the decision maker, the recommendation to the decision maker to 
award the Contract must include the name of the successful tenderer, the length of the 
Contract and any options for extension and the price or estimated price of the Contract. 

51.4 As soon as possible after the decision to award the Contract has been made, the 
Director must write to inform the successful tenderer of that decision.  The letter must 
state that award of the Contract is subject to signature by both parties of the Contract 
Document, which will be sent to the tenderer by Legal Services.  The letter must be 
sent by e-mail or fax. 
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51.5 At the same time as informing the successful tenderer, the Director must write to each 
unsuccessful tenderer (and each Supplier who was invited to tender but who did not 
submit a Tender).  The standstill letter to the unsuccessful tenderers must be sent by 
e-mail or fax.  See Procurement Quick Reference Guide No.15 The Standstill Period [insert 

hyperlink] 

51.6 The standstill letter must be approved by Strategic Procurement and Legal Services 
before being issued. 

51.7 If an unsuccessful tenderer asks for further information on why he was unsuccessful, 
the Director must immediately i.e. the same day arrange for the de-briefing. 

51.8 The Contract Document must not be signed or sealed (as appropriate) before the 
expiry of 10 days (the standstill period) following the date the notification of the 
decision to award the Contract (the standstill letter) was sent.  

 

52. SIGNATURE OF THE CONTRACT – EU Tenders 

52.1 The Supplier must not be allowed to begin work on the Contract until the Contract 
Document has been signed or sealed as appropriate by both parties unless the written 
consent of the Head of Legal Services is obtained.  See Guide to Process for Award 
and Signature of Contracts [insert hyperlink] 

52.2 All Contracts executed as deeds must have the Council’s Common Seal impressed on 
them, witnessed by the Head of Legal Services or an Officer authorised by him. 

52.3 All Framework Agreements, Bonds and Parent Company Guarantees, and all 
Contracts of £300,000 (Key Decision) or more must be executed as deeds, unless 
agreed otherwise by Legal Services.  Legal Services may direct that other Contracts 
must be executed as deeds due to the risk or complexity of the Contract.   

52.4 Contracts over the EU Threshold (that are not deeds) must be signed for and on behalf 
of the Council by the Director who is responsible for the Contract and one other Officer 
unless the Head of Legal Services advises otherwise. 
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Part 8 

For Contracts that have commenced 

 

53. CONTRACT MANAGEMENT See Procurement Quick Reference Guide No.17 Managing your 

Contract and Preparing for the Next [insert hyperlink] 

53.1 Work under a Contract must not begin until the Contract Document has been signed or 
sealed and dated unless the written consent of the Head of Legal Services is obtained.   

53.2 The Director must ensure that Strategic Procurement are advised of any Contracts 
entered into by his/her department. 

53.3 Strategic Procurement or a Central Purchasing Body (such as ESPO) shall arrange for 
publication of a Contract award notice in OJEU, if appropriate. 

53.4 For all Contracts over £50,000, the relevant Head of Service shall appoint a Contract 
manager for the duration of the Contract.   

53.5 The Contract manager is responsible for : 

§ managing the Contract and ensuring that it is carried out in accordance with its 
terms and conditions 

§ monitoring the Supplier's performance and ensuring compliance 

§ monitoring cost and Best Value requirements 

§ monitoring equalities and sustainability data, where appropriate 

§ monitoring user satisfaction and risk management 

§ formal and documented periodic reviews (as a minimum, these should be 
quarterly) 

§ making the Supplier aware that he is expected to comply with the Council’s 
policies 

§ ensuring that the Supplier maintains the insurance policies required by the 
Contract 

§ agreeing and recording any minor changes to the Contract before they are 
carried out 

§ keeping a record of all valuations, payments, claims, monitoring, changes and 
certificates under the Contract.  Payments must only be made against a valid 
invoice 

§ deducting liquidated damages, if appropriate 

§ in consultation with Legal Services and the Director of Resources, consenting 
to sub-contracts, and assignments and novations to new Suppliers 

§ managing the transition between the ending of one Contract and the beginning 
of another. 

 

 

53.6 The Director must consult Legal Services for consideration of the Council's legal 
position : 

§ before any Contract is to be terminated or suspended 
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§ in the event of a claim for payment not clearly within the terms and conditions of 
Contract 

§ before making any deduction from payments due to a Supplier or withholding 
payment from a Supplier (unless provision is made for this in the Contract) 

§ before settling any dispute 

§ before making any extension to a Contract or variation of the scope of a 
Contract 

§ In the event that a Supplier enters into receivership or goes into liquidation. 

53.7 At the end of any Contract over the EU threshold, the Contract manager must provide 
a written report to the relevant Director evaluating the extent to which the Contract met 
the purchasing need and contractual objectives as set out in the original Project 
Appraisal or Business Case. 

53.8 If the Contract is to be re-let, the Contract manager’s report should be available in 
sufficient time to inform the approach to re-letting any subsequent Contract. 

 

54. RECORD KEEPING 

54.1 For Contracts between £10,000 and £50,000 the following records must be kept: 

- RFQ issued and Quotations received 

- Exemptions and the reason for them 

- The reason(s) why the lowest price was not accepted 

- Written communications with the successful Supplier or unsuccessful Suppliers 

- Approval decisions from the appropriate decision make. 

54.2 For Contracts above £50,000 the following records must be kept: 

- Approval decisions from Directors and Executive Councillors 

- Details of approved budget 

- Details of any options appraisal and resulting Business Case 

- Method used for obtaining Tenders 

- Written communications with Suppliers 

- Contracting decisions (e.g. withdrawal of an ITT; who to invite to submit a 
Quotation or Tender; award of Contract; decision to terminate a Contract; 
variation or extension to a Contract) and the reasons for them 

- Exemptions and the reasons for them 

- Award Criteria in descending order of importance 

- Tender documents issued and received from Suppliers 

- Records relating to Evaluation of Tenders 

- Clarifications and any post-tender negotiations, including minutes of any 
meetings and correspondence 

- Contract Documents 

- Post-Contract monitoring information 

- Written communication with the successful Supplier throughout the Contract 
period 

54.3 Records must be retained for 6 years for Contracts signed by hand and for 12 years 
for Contracts signed/sealed as Deeds. 
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54.4 Written records relating to unsuccessful Suppliers may be microfilmed, scanned or 
stored after 12 months from Contract award, provided there is no dispute about the 
award. 

 

55. EXTENSION TO DURATION OF CONTRACT 

55.1 An extension to a Contract is an additional period at the end of the Contract, during 
which the Works or the Services to be carried out are a repetition of the Works or 
Services under the original Contract. 

55.2 Unless a Contract specifically includes an option to extend its term, that Contract may 
not be extended unless an appropriate exemption is approved.  The Contract will 
cease to exist at the end of its term. 

55.3 If a Contract specifically includes an option to extend its term and : 

§ the OJEU notice or other advertisements for the Contract stated that an 
extension Contract may be awarded; and 

§ the estimated value of the Contract in the OJEU notice or other advertisements 
took account of the potential extended Contract; and 

§ the extension represents good Best Value for the Council, 

then the Director may make a decision to award the extension Contract. 

Once the extension has expired, that Contract will cease to exist. 

 

56. VARIATION TO THE SCOPE OF CONTRACT 

56.1 Provided that a budget has been allocated for that expenditure and Best Value can be 
demonstrated, the Director may agree with a Supplier for him to carry out additional 
related Works or Services that were not included in the original Contract but which 
through unforeseen circumstances have become necessary and which either  

§ cannot for technical or economic reasons be carried out or provided separately 
from those included in the original Contract without major inconvenience to the 
Council; or  

§ could be carried out or provided separately but are strictly necessary to the 
later stages of the Contract.  

56.2 Authorisation for the additional spend must be obtained from the appropriate decision 
maker.  

56.3 Officers must consult Strategic Procurement or Legal Services before varying a 
Contract  
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Part 9 

Exemptions to the Contract Procedure Rules 

 

EXEMPTIONS 

57.1 An exemption to the Contract Procedure Rules is a permission to let a Contract without 
complying with one or more of the Rules relating to competition requirements, e.g. by 
negotiating with one or more Suppliers prior to awarding a Contract.   

57.2 An application for an exemption to allow a Contract to be let without genuine 
competition will not be granted without a cogent reason.  A lack of time caused by 
inadequate forward planning is not a cogent reason and will not permit an exemption to 
the Rules.  If an application to let a Contract without genuine competition is granted, 
the Officer responsible for the Contract must demonstrate that the price obtained is not 
in excess of the market price and that the Contract represents  Best Value. 

57.3 An exemption cannot be granted for Contracts over the EU threshold unless agreed 
with Legal Services that there are no cross-border competition requirements. 

57.4 Only the Director of Resources, in consultation with the Head of Internal Audit and the 
Strategic Procurement Adviser, may grant an exemption to let a contract without 
genuine competition.  Applications for exemptions must be made in writing using the 
Exemption Notification Form [hyperlink], copied to the relevant Director and signed by 
the Officer requiring an exemption. 

57.5 Officers are responsible for ensuring that exemptions to the Rules are approved 
in advance of any action undertaken. 

57.6 The Head of Internal Audit will keep a register of all exemptions. 

57.7 An exemption may be granted subject to conditions 

 

AUTOMATIC EXEMPTIONS 

57.8 A written application will NOT be required for an automatic exemption, which will be 
granted where the relevant Director is satisfied that any of the following apply: 

(a) following completion of a procurement exercise within the previous 6 months, no 
satisfactory Tender or Quotation has been received; 

(b) relates to the hiring of performance artists (and the Council’s existing rules for 
selecting artists has been complied with); 

(c) relates to Goods, Services or Works which are required urgently as a 
consequence of an emergency or some other unforeseen event or circumstance. 
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Appendix 2 

 
DRAFT 

 
ASSESSMENT OF PROCUREMENT RISKS 

 
In order to identify whether your low/medium value project is a high risk one that requires the Lead Officer to take the additional steps 
identified below when planning a procurement, please decide whether any of the risks listed in column 1 apply to your contract.  If 
they do, please take the additional steps identified in column 3 
 
 
 

Type of risk Does this risk 
apply to your 
procurement 
Yes/No (please 
indicate) 

Additional requirements 

Your contract is likely to involve the 
transfer under TUPE of staff into or out of 
the Council or between contractors. 

 Contact Legal, Procurement and HR at the first stages of project 
planning to ensure appropriate technical input from the outset.  
Ensure that clear information about TUPE is included in all your 
procurement documents starting with the advertisement/OJEU 
notice.  

You are proposing or a collaborative or 
shared procurement/contract 

 Contact Legal and Procurement at the outset of the project for 
advice about: 

• The need for a memorandum of understanding between 
the collaborating parties; 

• The type of procurement to be undertaken – whether a 
Framework contract or not. 

• Which authority is leading and providing the legal support 
for the project. 

Notify your Director of the proposed collaboration 

Your contract involves the leasing or  Contact Legal, Procurement and VAT officer at the outset of the 
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Type of risk Does this risk 
apply to your 
procurement 
Yes/No (please 
indicate) 

Additional requirements 

sale/transfer of the Council’s capital 
assets to the contractor eg leasing office 
space, transferring vehicles, equipment 

project 

The contract requires the contractor to 
use a sub-contractor nominated by the 
Council 

 Contact Legal and Procurement at the outset of the project.  
Nominating sub-contractors should be avoided if at all possible 

Your contract is a construction contract or 
a contract for construction related 
services eg architecture. 

 Contact Legal.  Do not use the Council’s standard terms and 
conditions for these contracts. Unless the Head of Legal agrees, 
these contracts may not be completed by the Lead officer, Head 
of Service or Director. 
 
Construction and some construction-related contracts need to 
be under seal rather than signed.  Only the Head of Legal 
Services can complete contracts under seal. 

The contractor will be holding the 
Council’s money 

 Contact Legal, Finance and Procurement.  If at all possible the 
Council should avoid situations where a contractor holds money 
for the Council (eg for the sale of on-line tickets/collection of 
payments from Council tenants etc).  If this is unavoidable you 
will need advice about how to safeguard the Council’s position 
effectively. 
Notify your Director about the proposed procurement. 

Your contract is to be funded from 
external sources including grant money. 
 

 Contact Legal and Procurement.  You will need to ensure that 
your procurement/payment provisions/contract 
conditions/contract management fulfils any grant conditions.  
Failure to fulfil the grant conditions could lead to funding being 
withdrawn. 

Your contract will involve the Council 
being responsible for another body’s 

 Eg some types of collaborative projects.  Contact Legal, 
Procurement and Finance for advice at the outset of the project. 
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Type of risk Does this risk 
apply to your 
procurement 
Yes/No (please 
indicate) 

Additional requirements 

money. Notify your Director about the proposed procurement. 

Your contract is for services that are 
politically sensitive or contentious where 
the failure/default of the contractor would 
lead to the Council’s public facing 
services being compromised/serious 
adverse publicity 

 Discuss with the Director (or officer to whom responsibility has 
been delegated) whether the decision to procure should be 
referred to the Executive Councillor (with or without pre-scrutiny) 
rather than taken at an officer level. 
 
Contact Procurement/Legal/Finance.  If the contract is for a 
critical service where failure could jeopardise the delivery of 
public facing services extra safeguards will need to be 
incorporated in the procurement including: 
 

• Stringent financial stability checks 

• Requiring Bonds and/or Parent Company Guarantees (if 
applicable) 

• Carefully drafted default and termination provisions in the 
contract 

• Clear requirements for regular management information 
reports 

• Clear contract management and monitoring regime  

The contract is for a new or innovative 
service/initiative that the Council has not 
provided before 

 Contact Legal at the outset of the project to ensure that the 
Council has the power to act in the way you propose 

The contract services need to start before 
the contract documents have been agreed 
and or completed. 

 This will be in exceptional cases only and you will need to 
contact the Head of Legal Services for permission before any 
services start in these circumstances.  Legal will decide whether 
a Letter of Intent or similar is required to cover the pre-contract 
completion period. 

The contract is likely to be company that  Contact Legal as early as possible to let them know that these 
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Type of risk Does this risk 
apply to your 
procurement 
Yes/No (please 
indicate) 

Additional requirements 

is not registered in the UK or will be 
guaranteed by a company that is not 
registered in the UK guarantor 

circumstances are likely. 

You or the Contractor are proposing that 
the contractor’s own terms and conditions 
are used. 

 Contact Legal at the outset of the project.  In some 
circumstances eg contracting with a Bank, the use of the 
contractor’s terms and conditions is unavoidable and you just 
need to be aware of the impact of the contract terms 

Your contract may involve particular 
issues with confidentiality, data protection, 
intellectual property rights or software, or 
the contractor is likely to need access to 
the Council’s computer server or web 
sites. 

 Contact IT Client services and Legal at the outset of the project 

The contract value will exceed the EU 
procurement thresholds. 

 Contact Legal and Procurement at the outset of the project. In 
some cases it may be possible to use an existing (EU 
compliant) framework agreement rather than run an entirely new 
procurement but that will have to reviewed properly as part of 
options analysis work.  

You intend to make use of an existing 
Framework Agreement for the first time 

 Consult Legal and Procurement at the outset of the project. 
Where use of a Framework Agreement is validated, repeat uses 
will generally not need to be referred back to Legal or 
Procurement.  

You intend to contract with a supplier who 
has a known previously poor 
performance/ delivery track record 

 Consult Legal and Procurement at the outset of the project.  
There may be occasions where this situation is unavoidable and 
the commercial/ contract approach will need to seek to minimise 
risk of delivery/ service failure. 
Notify your Director about the proposed procurement. 
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Appendix 3 
 

 
 
Cambridge City Council Equality Impact Assessment 
 
Completing an Equality Impact Assessment will help you to think about 
what impact your strategy, policy, plan, project, contract or major 
change to your service may have on people that live in, work in or visit 
Cambridge, as well as on City Council staff.  
 
The template is easy to use. You do not need to have specialist equalities knowledge to 
complete it. It asks you to make judgements based on evidence and experience. There 
are guidance notes on the intranet to help you. You can also get advice from David 
Kidston, Strategy and Partnerships Manager on 01223 457043 or email 
david.kidston@cambridge.gov.uk or from any member of the Joint Equalities Group.  
 
 

1. Title of strategy, policy, plan, project, contract or major change to your 
service: 

CONTRACT PROCEDURE RULES - PART 4G OF THE CONSTITUTION 

 

2. What is the objective or purpose of your strategy, policy, plan, project, 
contract or major change to your service? 

The Rules set out the framework for the conduct of procurement within the Authority 

 

3. Who will be affected by this strategy, policy, plan, project, contract or major 
change to your service? (Please tick those that apply) 

 Residents   
 

 Visitors   
 

 Staff  

A specific client group or groups (please state):  
Organisations that bid, or want to bid, for Council contracts 

 

4. What type of strategy, policy, plan, project, contract or major change to your 
service is this? (Please tick)  

 New   
 

 Revised   
 

 Existing   
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5. Responsible directorate and service 

Directorate: Resources  
 
Service:  Strategic Procurement 

 

6. Are other departments or partners involved in delivering this strategy, policy, 
plan, project, contract or major change to your service? 

  No 
 

  Yes (please give details):  
 
Procurement is undertaken by all departments and services and the Rules will therefore 
apply to and be implemented by all parts of the Authority.  External organisations that 
bid for our contracts will have to do so in compliance with our Rules and they are 
therefore affected by the regime that is put in place. 
 
A fundamental requirement of procurement processes is that all potential bidders are 
treated equally.  
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7. Potential impact 

Please list and explain how this strategy, policy, plan, project, contract or major change 
to your service could positively or negatively affect individuals from the following 
equalities groups.   
 
When answering this question, please think about:  

• The results of relevant consultation that you or others have completed (for example 
with residents, people that work in or visit Cambridge, service users, staff or partner 
organisations).  

• Complaints information.  

• Performance information.   

• Information about people using your service (for example whether people from 
certain equalities groups use the service more or less than others).  

• Inspection results.  

• Comparisons with other organisations.  

• The implementation of your piece of work (don’t just assess what you think the 
impact will be after you have completed your work, but also think about what steps 
you might have to take to make sure that the implementation of your work does not 
negatively impact on people from a particular equality group).  

• The relevant premises involved.  

• Your communications.  

• National research (local information is not always available, particularly for some 
equalities groups, so use national research to provide evidence for your 
conclusions).  

 

(a) Age (any group of people of a particular age, including younger and older people) 

The Rules will not have any positive or negative impact on any particular age group.   

 

(b) Disability (including people with a physical impairment, sensory impairment, 
learning  disability, mental health problem or other condition which has an impact 
on their daily life)  

The Rules will not have any positive or negative impact on any particular disability 
group.   

 

(c) Gender  

The Rules will not have any positive or negative impact on any particular gender group 
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(d) Pregnancy and maternity 

The Rules will not have any positive or negative impact on any applicants that are pregnant 
or who have children 

 

(e) Transgender (including gender re-assignment) 

The Rules will not have any positive or negative impact on any particular transgender group.   

 

(f) Marriage and Civil Partnership 

The Rules will not have any positive or negative impact in terms of marriage or civil  
partnerships 

 

(g) Race or Ethnicity  

The Rules will not have any positive or negative impact on any particular racial or ethnic 
group.   

 

(h) Religion or Belief  

The Rules will not have any positive or negative impact on any particular relgion or 
belief group 

 

(i) Sexual Orientation  

The Rules will not have any positive or negative impact in terms of the sexual 
orientation of any bidder or potential bidder for Council contracts 

 

(j) Other factor that may lead to inequality (please state):  

We consider that the extension of the requirement to advertise opportunities to apply for 
Council contracts and the requirement to include at least one locally based supplier on 
lists of suppliers to be invited to submit quotations will increase opportunities for SME 
and local companies which in the past have complained about the difficulty of accessing 
local work.  The next stage in this project - to review the detail of the processes and to 
simplify the template documents (especially for lower value and low risk work)- will, we 
expect, further increase access to Council opportunities.  

 

8. If you have any additional comments please add them here 
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9. Conclusions and Next Steps 

• If you have not identified any negative impacts, please sign off this form.  

• If you have identified potential negative actions, you must complete the action plan 
at the end of this document to set out how you propose to mitigate the impact. If you 
do not feel that the potential negative impact can be mitigated, you must complete 
question 8 to explain why that is the case.  

• If there is insufficient evidence to say whether or not there is likely to be a negative 
impact, please complete the action plan setting out what additional information you 
need to gather to complete the assessment. 

All completed Equality Impact Assessments must be emailed to David Kidston, Strategy 
and Partnerships Manager, who will arrange for it to be published on the City Council’s 
website. Email david.kidston@cambridge.gov.uk 

 

10. Sign off 

Name and job title of assessment lead officer: Deborah Quincey, Strategic Procurement 
Adviser 
 
Names and job titles of other assessment team members and people consulted: 
Paul Necus, Head of Specialist Service 
Steve Crabtree, Head  of Internal Audit 
Alka Kingham Contracts solicitor 
Cambridge Chamber of Commerce - Policy Team 
David Horspool, Director of Resources  
 
Date of completion: 17th June 2013      
  
 
Date of next review of the assessment: June 2015  
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Action Plan 
 
Equality Impact Assessment title:   
   
Date of completion:             
 
 

Equality Group Age 

Details of possible 
disadvantage or negative 
impact 

      

Action to be taken to address 
the disadvantage or negative 
impact 

      

Officer responsible for 
progressing the action 

      

Date action to be completed by       

 

Equality Group Disability 

Details of possible 
disadvantage or negative 
impact 

      

Action to be taken to address 
the disadvantage or negative 
impact 

      

Officer responsible for 
progressing the action 

      

Date action to be completed by       
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Equality Group Gender 

Details of possible 
disadvantage or negative 
impact 

      

Action to be taken to address 
the disadvantage or negative 
impact 

      

Officer responsible for 
progressing the action 

      

Date action to be completed by       

 
 

Equality Group Pregnancy and Maternity 

Details of possible 
disadvantage or negative 
impact 

      

Action to be taken to address 
the disadvantage or negative 
impact 

      

Officer responsible for 
progressing the action 

      

Date action to be completed by       
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Equality Group Transgender 

Details of possible 
disadvantage or negative 
impact 

      

Action to be taken to address 
the disadvantage or negative 
impact 

      

Officer responsible for 
progressing the action 

      

Date action to be completed by       

 
 
 
 
 
 

Equality Group Marriage and Civil Partnership 

Details of possible 
disadvantage or negative 
impact 

      

Action to be taken to address 
the disadvantage or negative 
impact 

      

Officer responsible for 
progressing the action 

      

Date action to be completed by       

 

Equality Group Race or Ethnicity 

Details of possible 
disadvantage or negative 
impact 

      

Action to be taken to address 
the disadvantage or negative 
impact 

      

Officer responsible for 
progressing the action 

      

Date action to be completed by       
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Equality Group Religion or Belief 

Details of possible 
disadvantage or negative 
impact 

      

Action to be taken to address 
the disadvantage or negative 
impact 

      

Officer responsible for 
progressing the action 

      

Date action to be completed by       

 
 
 
 
 
 

Equality Group Sexual Orientation 

Details of possible 
disadvantage or negative 
impact 

      

Action to be taken to address 
the disadvantage or negative 
impact 

      

Officer responsible for 
progressing the action 

      

Date action to be completed by       

 

Other factors that may lead to inequality 

Details of possible 
disadvantage or negative 
impact 

      

Action to be taken to address 
the disadvantage or negative 
impact 

      

Officer responsible for 
progressing the action 

      

Date action to be completed by       
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Civic Affairs Civ/1 Wednesday, 26 June 2013 

 

 
 
 

1 

CIVIC AFFAIRS  

 26 June 2013 
 (6.00-9.00pm) 
 
Present:  Councillors Rosenstiel (Chair), Cantrill (Vice-Chair), Ashton, Herbert, 
Johnson and Pitt 
 
 

FOR ADOPTION BY THE COUNCIL 

 

CIV/42/13 Update On Actions To Address Issues Emerging From The 
Budget Forecasting Error 
 
The Chief Executive introduced the report.  The Committee welcomed the 
proposals to change the approach for the MTS process and member scrutiny 
by Strategy & Resources Scrutiny Committee on 30 September.  Members 
explicitly requested the mid-year financial review should also cover financial 
performance for the first quarter of 2013/14, reporting in-year variances and in-
year specific issues.  There was general agreement of the need to make the 
report understandable so that it could be a useful tool for Members in 
performing their duties.   
 
Cllr Herbert requested further information at a later stage on the structure of 
the Budget Setting Report. 
 
With regard to the recommendation on designating a new Head of Finance 
post as Section 151 Officer, the Chief Executive highlighted to the Committee 
that this proposal would be a departure from CIPFA guidelines (para 4.3/4.6) 
and reference would need to be made in future Annual Governance 
Statements.   
 
Cllr Herbert stated that the word ‘endorse’ in the recommendation was 
presumptuous as the Chief Executive’s report to the Leader and the Strategy 
and Resources Scrutiny Committee on a restructure of senior management in 
the Resources Department had only just been published and therefore this 
committee did not have the detail before it. The Committee agreed to a more 
appropriate resolution by removing ‘endorse’ with ‘raises no concerns about’. 
 
Council is recommended - 
 

Agenda Item 5c
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2 

(i) That the Budget Setting Report should be the place where the 
Council sets out its medium term financial strategy in future years, 
rather than being produced as a separate Medium Term Strategy 
document. 
 

(ii) That the Council undertakes a Mid-Year Financial Review in its 
autumn cycle comprising the following core elements: 

 

a) To consider the implications of year-end actuals on both revenue 

and capital expenditure going forward and level of reserves and 

first quarter performance against agreed budget  

b) To consider any implications from the Annual Statement 

c) To reflect any changes from the Government’s Budget and 

Spending Review Announcements  

d) To test underlying assumptions about inflation and interest rates in 

the light of latest information and conditions 

e) To review forecasts on retained business rate and Council Tax in 

light of actual growth and latest projections  

f) To consider what impact all of the above have on reserves and 

future savings targets 

(iii) That the proposed Mid-Year Financial Review document should be 

considered by Strategy & Resources Scrutiny Committee before the 

Leader makes a recommendation to Council. 

(iv) To delegate authority to the Chief Executive to amend the Council’s 

Constitution to reflect these new arrangements. 

 
The meeting ended at 9.00pm 

 
 
 
 

CHAIR 
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Agenda Item         

CAMBRIDGE CITY COUNCIL

REPORT OF: Chief Executive

TO: Civic Affairs Committee 26/06/2013

WARDS: All

UPDATE ON ACTION PLAN TO ADDRESS ISSUES EMERGING FROM 
BUDGET FORECASTING ERROR 

1 INTRODUCTION

1.1 Civic Affairs Committee considered a report on 17 April 2013 regarding actions 
that were being taken in response to Ernst & Young’s review of errors discovered 
in financial modelling in respect of the 2012/13 budget. One of these actions was 
to report back on possible improvements to future processes and this report 
suggests changes to the Council‘s processes in relation to the Medium Term 
Strategy (MTS) and its scrutiny. 

1.2 The report asks the Committee to support the principle of amending the 
constitution to invest the role of Section 151 officer in a new post of Head of 
Finance should the Leader of the Council decide to recommend this to Council.

1.3 The report also updates the Committee on the progress with other actions in the 
action plan.

2. RECOMMENDATIONS

Civic Affairs Committee is asked to recommend to Council:

2.1 That the Budget Setting Report should be the place where the Council sets out its 
medium term financial strategy in future years, rather than being produced as a 
separate Medium Term Strategy document.  

2.2 That the Council undertakes a Mid-Year Financial Review in its autumn cycle
comprising the following core elements:

a) To consider the implications of year-end actuals on both revenue and capital 

expenditure going forward and level of reserves 

b) To consider any implications from the Annual Statement

c) To reflect any changes from the Government’s Budget and Spending Review 

Announcements 
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d) To test underlying assumptions about inflation and interest rates in the light of 

latest information and conditions

e) To review forecasts on retained business rate and Council Tax in light of actual 

growth and latest projections 

f) To consider what impact all of the above have on reserves and future savings 

targets

2.3 That the proposed Mid-Year Financial Review document should be considered by 

Strategy & Resources Scrutiny Committee before the Leader makes a 

recommendation to Council.

2.4 To delegate authority to the Chief Executive to amend the Council’s Constitution to

reflect these new arrangements.

The Committee is asked to resolve:

2.5 That, subject to more detailed consideration by the Council, following the Chief 
Executive’s report to the Leader and Strategy & Resources Scrutiny Committee, it 
endorses the proposal to designate a new Head of Finance post as Section 151 
Officer. 

3. PROPOSED CHANGES TO MTS PROCESS

3.1 I reported to the last meeting on actions that were being taken to address the 
issues raised in Ernst & Young’s review of the errors discovered in financial 
modelling in respect of the 2012/13 budget.  One of these actions was make 
recommendations to Civic Affairs to streamline and simplify the council’s financial 
decision making processes and to report back on possible improvements to future 
processes.

3.2 The officer work to date has focused on changes to the MTS process, as the 
Council needs to make decisions on this issue now, to enable planning for this 
year’s autumn cycle. I will report back to Civic Affairs in September on any 
changes proposed to the budget setting process. 

3.3 The Council has produced a detailed Medium Term Strategy over the summer for 
reporting to the autumn Council meeting for a number of years.  The document 
currently fulfils two functions:

1. An opportunity to take a long-term view of the Council’s finance – which has 
been done over a 25 year model for a number of years.  

2. An opportunity to review assumptions made in the previous February’s Budget 

Setting Report (BSR) to see whether any of those assumptions need changing 

as we begin preparations for the next year’s budget.

3.4 With regard to the first function, there is no requirement to take a long term look at 
this particular time of the year and many councils simply incorporate their long 
term financial planning as part of their final budget setting report.  Experience in 
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recent years has shown that most Government announcements happen so late in 
the budget setting process that the Executive has needed to make material 
revisions to long term assumptions anyway, as part of the BSR in the following 
February.  So, in this sense, there is limited advantage in taking a detailed long-
term view in the autumn as a separate process. 

3.5 The second function is more critical in terms of timing.  The document provides an 
opportunity to review assumptions made in the previous February’s BSR and to 
see whether any of those assumptions need changing as we begin preparations 
for the future year’s budget.   The timing is important as it allows the Council to 
review the impact of year-end outturn for the previous year and the implications 
these may have for future plans. It also allows adjustment to budgets as a result of 
the revised priorities of any new administration following the May election.

3.6 Having some form of financial review in the autumn allows the Council to do a 
number of things:

a) To consider the implications of year-end actuals on both revenue and capital

expenditure going forward and level of reserves

b) To consider any implications from the Annual Statement, particularly relevant if 

there is a change in Council administration in any year

c) To reflect any changes from the Government’s Budget and Spending Review 

Announcements 

d) To test underlying assumptions about inflation and interest rates in the light of 

latest information and conditions

e) To review forecasts on retained business rate and Council Tax in light of actual 

growth and latest projections

f) To consider what impact all of the above have on reserves and future savings 

targets

3.7 The list above is the key content that it makes sense for the Council to consider in 
early autumn.  

3.8 A significant amount of resource in the finance team and the council more widely, 
goes into producing a detailed MTS in addition to the BSR.  It is proposed in future 
that the BSR should be the place where the Council sets out its medium term 
financial strategy, as well as detailed budget and Council Tax proposals for the 
following year.   The current MTS would be replaced by a much shorter Mid-Year 
Financial Review document which would fulfil the core functions of the current 
MTS (as laid out in para 3.6 above) namely reviewing assumptions made in the 
BSR and updating assumptions if any such updating is required in the lead into 
the budget setting round.  Removing the long-term strategic elements from the 
mid-year document (rather than duplicating that which will still appear in the BSR) 
will not only release officer capacity but also provide members with a more 
concise and focused document which will facilitate more thorough scrutiny.

3.9 At the meeting in April, Civic Affairs raised the issue of how the MTS was 
scrutinised before it was put before Council for approval. In recent years the MTS 
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has been considered by the Executive without Scrutiny Committee review. 
Members expressed the view that formal scrutiny of the MTS by a scrutiny 
committee was desirable.

3.10 It is proposed that a Mid-Year Financial Review document should be considered at 
a special meeting of Strategy & Resources Scrutiny Committee before the Leader 
makes a recommendation to Council. In 2013 this would be timetabled to replace 
the scheduled Executive meeting on 29 September.

3.11 If approved the Constitution will need updating to reflect these proposals.

4. CONSULTATION ON CHANGES TO THE ROLE OF S151 OFFICER

4.1 I reported to the last meeting that I intended to consult on changes to the structure 
of the Resources department to separate the role of the Section 151 officer from 
the post of Director of Resources.  I will be making detailed proposals on this to 
the Leader which would be considered at Strategy & Resources Scrutiny 
Committee in July, before formal consideration by Council on 19 July.

4.2      In summary, having considered the consultation responses, I intend to pursue 
this proposal. I will propose that a new Head of Finance post should be created 
to fulfil the role of section 151 officer.  This will have implications for the current 
posts of Director of Resources and Head of Accountancy and Support Services.

4.3 I will report in more detail on the consultation responses in my Strategy &
Resources report but would highlight two issues that have been raised which are 
of particular relevance to this committee. 

1. A number of respondents commented that CIPFA’s guidance on the role of
the Section 151 Officer requires that not only should the post holder be 
professionally qualified, but they should also report directly to the Chief 
Executive, and be a member of the Leadership Team with a status at least 
equal to other members

This is CIPFA’s guidance and reflects a more traditional model of council 
structure. But it is non-statutory guidance and a number of councils have their 
section 151 officer reporting to a Director and not reporting in line management 
terms directly to the Chief Executive.  This includes Southend and Luton, which 
are unitary authorities, Surrey County Council and Oxford City Council.  It is now 
also common to see shared Section 151 officers across more than one council 
and these types of arrangements are not reflected at all in the CIPFA guidance.   

It is my proposal that the Head of Finance should be a full member of the Strategic 
Leadership Team. I would also expect them to report directly to me on financial 
matters, as the Head of Legal Services does in his Monitoring Officer role or the 
Head of Internal Audit does in his role.  This does not mean that I need to have 
line management responsibility for the post or the whole of the finance service. 

2. It was also suggested that CIPFA guidance states that the Head of Internal 
Audit should report to the Chief Financial Officer. 

In fact the guidance states that the Chief Financial Officer should ensure ‘that the 
authority has put in place effective arrangements for Internal Audit…’ and 
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‘implement appropriate measures to prevent and detect fraud’.  This does not 
require the direct management of the function by the officer to ensure this. The 
CIPFA statement on the role of the Head of Internal Audit suggests that the post 
should report to a member of the management team and is not specific about 
which this should be.  It could be argued that there is in fact more independence if 
they are not managed directly by the s151 officer, whose systems they are 
assuring.  

4.4 The CIPFA guidance also says 

"There is a growing trend for CFOs to hold a range of different responsibilities 
beyond finance, including managing other services or leading change 
programmes. Whilst these can develop the individual as a corporate manager, 
authorities must not let the CFO’s core financial responsibilities be compromised 
through creating too wide a portfolio.”

I believe my proposals address this concern directly. 

4.5 I have discussed the proposed structure with our External Auditor and he is 
satisfied that my proposals address his comments.

4.6 If agreed, the proposed structure will depart from the CIPFA guidelines outlined 
above and CIPFA suggests this departure should be noted in our annual 
governance statement. 

4.6 Civic Affairs is asked that, subject to more detailed consideration by the Council, 
following the Chief Executive’s report to the Leader and Strategy & Resources 
Scrutiny Committee, it endorses the proposal to designate the new Head of 
Finance post as Section 151 Officer. 

4.7 If the recommendations are approved then changes will be needed to the 
Constitution to reallocate delegations currently held by the Director of Resources 
in the role of S151 Officer.  Council will be asked to delegate authority to the Chief 
Executive to amend the Council’s Scheme of Delegation to reflect the new 
structure. 

5. UPDATE ON OTHER ACTIONS 

Action Who Update 

1.
Internal Audit will work with the 
Finance team to make 
improvements to the control 
and supervision in the service 
and to address 
recommendations 1, 2 and 4.

Head of 
Internal 
Audit 

Head of 
Accounting 
Services 

Some changes to the control 
environment have been implemented. 
Internal Audit will continue to work with 
the service to address any further 
changes in controls that may be 
required to reflect proposed changes 
to the council‘s decision making 
processes. They will also be checking 
that agreed controls are being used.
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2.
The financial model will be 
reviewed to ensure it is fit for 
purpose in accordance with 
recommendation 6 and 
decisions made on whether to 
make changes and 
improvements to the existing 
model or to procure a new 
one.

Head of 
Accounting 
Services

DOR

A review of systems used in a number 
of other local authorities has been 
completed.  A demonstration has been 
arranged of a proprietary alternative 
which appears to be the only suitable 
one available that links to Oracle 
Financials (the Council’s financial 
system).  A decision on whether this is 
the best way forward is on target to be 
made by end of July.

3. Any recommendations from 
external audit as part of their 
annual audit work will also be 
incorporated into improved 
process. 

External 
Audit 

These will be picked up during the year 
as part of the Council’s work with 
external audit.

4. In accordance with 
recommendations 3 and 5, 
systems within the finance 
team will be reviewed 

1. to ensure that there are 
clear processes in place 
to capture information 
and knowledge in case 
of staff absence 

2. to ensure there are 
clear escalation polices 
and processes for 
problems with the 
service

All staff in the team will be 
provided with copies of these 
policies and processes and 
any necessary training will be 
provided.

Managers tasked with 
ensuring these are effectively 
embedded in the culture and 
practice of the service.

Head of 
Accounting 
Services
(supported  
by 
Head of 
HR)

1. Completed

2. Initial draft agreed and being 
checked against good practice 
elsewhere.

In progress

This is being reinforced through team 
meetings. It will also be reinforced 
through the Council’s performance 
review system.

5. Appropriate actions are being 
taken in accordance with 
council’s HR policies.

CEX Completed
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6. CEX to consult on changes to 
the structure of the Resources 
department to separate the 
role of Section 151 officer from 
the role of Director of 
Resources.  

CEX
Consultation closed on 5 June 2013.
Outcomes to be reported to Strategy &
Resources Scrutiny Committee and 
Council in July 2013.

7. Implementation of agreed 
changes.

CEX This will be dependent on decisions 
made by full Council.

8. Make recommendations to 
Civic Affairs Committee to 
streamline and simplify the 
council’s financial decision 
making processes. The aim 
will be to balance the need to 
free up capacity and make 
efficient use of the 
organisational resources 
available, with the need to give 
members clear and 
transparent oversight of the 
council’s finances.

CEX Recommendations in relation to the 
MTS process are covered in this 
report.  There will be a further report in 
September on the BSR process.

6. IMPLICATIONS

(a) Financial Implications

Financial implications will be reported to Strategy & Resources Scrutiny 
Committee.

(b) Staffing Implications

As described in 4.2.

(c) Equal Opportunities Implications

There are no direct equal opportunities implications.

(d) Environmental Implications

The proposals have no climate change impact.

(e) Consultations

The consultation document on structure was sent to all staff in Accountancy and 
Support Services, all Directors and Head of Service and all Councillors. I also 
consulted with our External Auditor. 
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7. BACKGROUND PAPERS:

The following are the background papers that were used in the preparation of this 
report:

Consultation responses
CIPFA Guidance on the role of the Chief Financial Officer and the Head of Internal 
Audit.

The author and contact officer for queries on the report is Antoinette Jackson on 
extension 7001.

Report file:
Date originated: 24 June 2013
Date of last revision: 24 June 2013
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