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1 Statement of Corporate Governance

1.1 Introduction
The purpose of this statement is to give clarity to the way the Staffordshire Commissioner (Fire
and Rescue Authority) and the fire and rescue service will be governedto do business in the right
way, for theright reason at the right time.

1.2 Context
1.2.1 The principal statutory framework within which the organisations will operate is:

e Fire and Rescue Services Act 2004 (FRSA04, the Act)

e Civil Contingencies Act 2004

e Police Reform and Social Responsibility Act 2011 (PRSRA11)

e Fire and Rescue Authority (Police and Crime Commissioner) (Application of Local Policing
Provisions, Inspection, Powers to Trade and Consequential Amendments) Order 2017

e Regulatory Reform (Fire Safety) Order 2005

e Crime and Disorder Act 1998

e Financial Management Code of Practice 2018

e Fire and Rescue National Framework for England

e The Police, Fire and Crime Commissioner for Staffordshire (Fire and Rescue Authority)
Order 2018 (the Order)

13 Principles
1.3.1 The core principles adopted are those highlighted by the good governance standard for public
services:

e Focus on outcomes for local people,

e Clarity of roles, functions and responsibilities,

e Promotion of values and demonstrating these through behaviour,
e Informed, transparent decisions & managing risk,

e Developing capacity and capability,

e Engaging withlocal people to ensure robust accountability.

1.4 Instruments of governance
1.4.1 The corporate governance framework will consist of:

e Statementofcorporate govemance —statutoryframeworkand local policy,

e Codeof corporategovemance —setsout how the core principles will be implemented,

e Scheme of corporate governance — defines the parameters within which the
organisations will conduct their business,

e Policy and procedures for the corporation sole, with protocols where they are required,

e Cooperative arrangementsare those arrangements by which the separate elements of
the Staffordshire Commissioner and the fire and rescue service support the exercise of
each other’sfunctions.

Page 1 of 48
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Statement of Corporate
Governance

Code of Corporate
Governance

Scheme of Corporate
Governance

Staffordshire Commissioner’s Fire & Rescue Service Policy &
Office Policy & Procedures Procedures

Collaboration Agreements

1.5 Leadership
1.5.1 The Staffordshire Commissioner will review the framework on an annual basis and ensure
compliance.

1.6 Record of Decisions

1.6.1 Any keydecision of the Staffordshire Commissioner or of the Deputy Staffordshire Commissioner
shall be set out in a Decision Record and shall be published on the Staffordshire Commissioner’s
website.

1.6.2 The Staffordshire Commissioner shall also publish a Scheme of Delegation which sets out any
delegations of the Staffordshire Commissioner’s powers. The scheme may permit the sub-
delegation of powers but any such sub-delegation shall be notified to the Staffordshire
Commissioner. The Staffordshire Commissioner may prohibit, vary or make any sub-delegation
subject to conditions and limitations.

Page 2 of 48
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2 Code of Corporate Governance

2.1
2.1.1

2.2
2.2.1

2.2.2

2.2.3

23
2.3.1

Introduction

This code of corporate governance sets out how the Staffordshire Commissioner conducts their
organisationin accordance with policy contained within the statement of corporate governance.
It will do this by highlighting the key enablers for ensuring good governance.

Context

The Staffordshire Commissioner is two separate corporation soles: the Police and Crime
Commissioner for Staffordshire and the Staffordshire Commissioner Fire and Rescue Authority
(the Fire and Rescue Service). A third corporation sole is the Chief Constable of Staffordshire
Police, this role is reflected in the Governance Framework for the Police and Crime
Commissioner.

Staff of the Staffordshire Commissioner are currently employed by the legal entity of the Office
of the Police and Crime Commissioner (OPCC), but as the new role of the Staffordshire
Commissioner Fire and Rescue Authority develops, it is expected that office based roles will
develop to work across policing and fire and rescue therefore, for the purposes of governance,
it should be assumed that the Staffordshire Commissioner is supported by one office (the
Staffordshire Commissioners Office (SCO) and two services (Staffordshire Police and
Staffordshire Fire and Rescue Service).

This code sets out how the organisation is conducted, using the International Framework for
good governancein the Public Sector! as the structure for setting out the statutory framework
and local arrangements.

Code of corporate governance
Behaving with integrity, demonstrating strong commitment to ethical values, and respecting the
rule of law.

The Act, the Order and other legislation sets out the functions of the Staffordshire
Commissioner.

The PRSRA11l and Local Government and Housing Act 1989 requires the Staffordshire
Commissioner to have a Head of Paid Service, Monitoring Officer and Chief Finance Officer for
the Fire and Rescue Authority (FRA) role. The Chief Executive will be the head of paid service for
the SCO and will also undertake the responsibilities of monitoring officer for the SCO2. The Chief
Finance Officer for the Commissioner FRA is the Director of Finance; there is a secondary position
held by the post holder who also operates as the Section 151 Chief Finance Officer for the SCO,
this being the role established statutorily within the Staffordshire Commissioners Office. The
Chief Fire Officer and Head of Paid Service is the head of paid service for the Fire and Rescue
Services.

1 International Framework: Good Governance in the Public Sector, IFAC and CIPFA 2014
2 LGHA89s5
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The financial management code of practice and statements of roles? set out the responsibilities
of Chief Finance Officers, and of the Chief Executive and Chief Fire Officer and Head of Paid
Service as head of paid service.

The scheme of corporate governance highlights the parameters for key roles in the
organisations including delegations or consents from the Staffordshire Commissioner, financial
regulations and contracts.

Staff of the SCO will operate within:

. Staffordshire Commissioner’s Office and Fire and Rescue Service policy and procedures,
. Corporate governance framework,
. Conduct regulations and codes of conduct.

The Staffordshire Commissioner has committed to abide by the seven principles of public life*
and these will be centralto the conduct and behaviour of all. Those principles are:

o Selflessness: Holders of public office should act solely in terms of the public interest.

e Integrity: Holders of public office must avoid placing themselves under any obligation to
people or organisations that might tryinappropriately to influence them in their work. They
should not act or take decisions in order to gain financial or other material benefits for
themselves, their family, or their friends. They must declare and resolve any interests and
relationships.

e Objectivity: Holders of public office must act and take decisions impartially, fairly and on
merit, using the best evidence and without discrimination or bias.

e Accountability: Holders of public office are accountable to the public for their decisions and
actions and must submit themselves to the scrutiny necessary to ensure this.

e Openness: Holders of public office should act and take decisions in an open and transparent
manner. Information should not be withheld from the public unless there are clear and
lawful reasons for so doing.

e Honesty: Holders of public office should be truthful.

e Leadership: Holdersof public office should exhibit these principles in their own behaviour.
They should actively promote and robustly support the principles and be willing to challenge
poor behaviour wherever it occurs.

The Financial Management Code of Practice requires the Staffordshire Commissioner to ensure
that the good governance principles are embedded in the way the organisations operate.

2.3.2 Ensuring openness and comprehensive stakeholder engagement

The SCO Engagement Strategy (to be developed) will set out how the Staffordshire
Commissioner will ensure that local people are involved in decision making.

3 Financial Management Code of Practice for the Police, s4, CIPFA Statement on the Role of Chief Finance
Officers, APACE Statement on the Role of the Chief Executive

4 Standards in Public Life, 2005 as amended by the 14th report of the Committee on Standards in Public Life
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The publication scheme establishes the means by which information relating to decisions will be
made available to local people, with those of greater public interest receiving the highest level
of prominence, except where operational and legal constraints exist.

Defining Outcomes in terms of sustainable economic, social and environmental benefits

The Staffordshire Commissioner will issue a Fire and Rescue Plan. 1t will outline the fire and
rescue objectives (outcomes) and the strategic direction for the area. The Staffordshire
Commissioner can issue a Police, Fire and Rescue, and Crime Plan that outlines the fire and
rescue objectives and the police and crime objectives in the same document.

The Integrated Risk Management Plans (IRMP) prepared by the Chief Fire Officer and Head of
Paid Service will inform and be informed by the Fire and Rescue Plan.

Collaboration agreements set out those areas of business to be undertaken jointly with other
services, Local Policing Bodies and Fire and Rescue Authorities, whether to reduce cost, increase
efficiency or increase capability to protect local people.

Medium Term Financial Plans (MTFP) have been developed to support delivery of the Fire and
Rescue Plan.

A Commissioning framework has been developed by the Staffordshire Commissioner.

Determining the interventions necessary to optimise the achievement of the intended outcomes

The Staffordshire Commissioner’s Fire and Rescue Plan will outline the fire and rescue objectives
(outcomes) and the strategic direction for the fire and rescue service and supporting services.

The Fire and Rescue Plan and the IRMP will operate in tandem and inform each other.

Developing the entity’s capacity, including the capability of its leadership and the individuals
within it

The organisations’ training strategies set the climate for continued development of individuals.
The respective performance development review processes will ensure that these strategiesare
turned into reality for staff.

This principle will also be included within the Fire and Rescue Plan.

Managing risks and performance through robust internal control and strong public financial
management

An independent audit committee (The Ethics Transparency and Audit Panel) will operate in line
with Chartered Institute of Public Finance and Accountancy (CIPFA) guidance and within the
guidance of the Financial Management Code of Practice®. The audit committee will operate
jointly to cover the statutoryaudit functions of both Fire and Rescue and Police.

The scheme of governance highlights the parameters for decision making, including the
delegations, consents, financial limits for specific mattersand for contracts.

> Financial Management Code of Practice for the Police,s11.1.3
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The risk management strategies establish how risk is managed throughout the various elements
of corporate governance of the organisations, whether operating solely or jointly.

Implementing good practices in transparency, reporting, and audit, to deliver effective
accountability

The Staffordshire Commissioner is accountable to local people and draws on this mandate to set
and shape the strategic objectives for the area in consultation with the Chief Fire Officer and

Head of Paid Service.

The Fire and Rescue Plan will set out what the strategic direction and priorities are and how they
will be delivered.

To complement this the aforementioned Engagement Strategy will set out how local people will
be involved with the Staffordshire Commissioner to ensure they are part of decision making,
accountability and future direction.

The Staffordshire Commissioner and Chief Fire Officer and Head of Paid Service will develop
arrangements for effective engagement with key stakeholders, ensuring that where appropriate
they remain closely involved in decision making, accountability and future direction.

Page 6 of 48
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3 Scheme of Corporate Governance

3.1

3.2
3.21

3.2.2

Introduction

This Scheme of Corporate Governance details the key roles of the Staffordshire Commissioner, Deputy
Staffordshire Commissioner, Chief Executive, the Treasurer, Chief Fire Officer and Head of Paid Service,
the Director of Finance (Chief Finance Officer), Monitoring Officer and of those who support them. It is
useful to note at this point individual post holders may perform more than one function i.e. the Chief
Executive also undertakes the responsibility as the Monitoring Officer for the SCO.

The Code of Corporate Governance describes the strategies, arrangements, instruments and controls
adopted to ensure good governance in the organisations.

This Scheme of Corporate Governance provides a framework which ensures the business is carried out
efficiently, ensuring that decisions are not unnecessarily delayed. It forms part of the overall corporate
governance framework of the organisations. It should be readin the context of the Statement and Code.

This Scheme of Corporate Governance sets out the delegations by the Staffordshire Commissioner to
the Chief Executive, other members of their staff and Fire and Rescues Services’ staff. It includes other
instruments such as the financial regulations.

This Scheme of Corporate Governance aims to clarify those powers which, for the benefit of good
business practice, are given to the statutory officers. The Staffordshire Commissioner may limit these
powers and/or withdraw delegation. This does not refer tothe discharging of statutory powers provided
by legislation to that position.

The Staffordshire Commissioner may impose reporting arrangementson any authorised powers.

The powers given to officers and staff should be exercised in line with these delegations, the law,
financial regulations, and also policies, procedures, plans, strategiesand budgets.

This Scheme of Corporate Governance does not identify all the statutory duties which are contained in
specific laws and regulations.

Key Role of the Staffordshire Commissioner (Fire and Rescue Authority)

The Staffordshire Commissioner has all the responsibilities provided to them by section 4A, of the Fire
and Rescue Services Act 2004 and the Police, Fire and Crime Commissioner for Staffordshire (Fire and
Rescue Authority) Order 2018.

The Staffordshire Commissioner must put in place arrangementsto deliver an efficient and effective fire
and rescue service and perform the following key functions:

e Promote fire safety (section 6 of the FRS Act 2004),

Contract Standing Orders Page7 of64
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3.2.3

3.2.4

3.2.5

3.2.6

3.2.7

3.2.8

33
3.3.1

3.3.2

3.3.3

3.34

Staffordshire Commissioner

e Provision for the purpose of extinguishing fires and protecting life and property in the event of fires
(section 7 of the FRS Act 2004),

e Rescue people and protect people from serious harm in the event of road traffic accidents (section
8 of the FRS Act 2004),

e Dutyto assess plan and advise on civil emergencies (section 2 of the Civil Contingencies Act 2004),

e Enforce the Regulatory Reform (Fire Safety) Order 2005.

The Staffordshire Commissioner is the legal contracting body who owns all the assets and liabilities, and
has responsibility for the financial administration of their office and the Fire and Rescue Fund, including
all borrowing.

The Staffordshire Commissioner will receive all funding, including the government grant, and other
sources of income relatedto fire and rescue service.

The Staffordshire Commissioner will set the precept in consultation withthe Chief Fire Officer and Head
of Paid Service, or in accordance with any grant terms.

The Staffordshire Commissioner is responsible for delivering the strategic vision and holding the Chief
Fire Officer and Head of Paid Service to account in delivering that vision.

The Staffordshire Commissioner will be responsible for handling complaints and conduct matters in
relation to the Chief Fire Officer and Head of Paid Service and monitoring complaints against the fire
and rescue service.

The Police, Fire and Crime Panel is a check and balance on the Staffordshire Commissioner across
policing, fire & rescue and crime through reviewing or scrutinising their decisions.

General Principles of Delegation

This document details the key responsibilities of the Staffordshire Commissioner and those functions
which are designated to officers in SCO and in Staffordshire Fire and Rescue Service. It replaces all
previous policy documents, Service Management and Administration Orders and forms relating to this
subject andits content is based on legislation, nationally agreed termsand conditions and good practice.

The Scheme of Delegation and Consent forms part of the Staffordshire Commissioner’s governance
framework to ensure that business is carried out effectively and efficiently without unnecessarily
delaying decisions. It should be read in the context of the Statement of Corporate Governance and the
principles of Corporate Governance.

The powers set out in the Scheme of Delegation and Consent should be exercised in accordance with
the Commissioners consent, the law, standing orders and financial regulations, and also relevant
policies, procedures, plans, strategiesand budgets. It does not identify all the statutory duties which are
contained in specific legislation and regulation.

In summary the Scheme of Delegation and Consent will:

Contract Standing Orders Page8of64
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a) Define therole of the Staffordshire Commissioner, Chief Fire Officer and Head of Paid Service, Chief
Executive of the SCO, and other Chief Officers.

b) Set out the functions that the Staffordshire Commissioner cannot delegate.

c) Set out the powers and activities delegated by the Staffordshire Commissioner to others to
undertake in their name.

3.3.5 Definitions:

In this document the following specific expressions shall have the following meanings unless otherwise

stated

“The Act” Fire and Rescue Services Act 2004

“The Order” Police, Fire and Crime Commissioner for Staffordshire
(Fire and Rescue Authority) Order 2018

Staffordshire Commissioner The person occupying the office of Staffordshire
Commissioner (Fire & Rescue Authority), also known as
the Police, Fire and Crime Commissioner for
Staffordshire (PFCC)

Deputy Staffordshire Commissioner A member of the Police, Fire and Crime Commissioner's

officials who may exercise the functions of the
Staffordshire Commissioner where delegatedand in
accordance with the Act and Order if appointed.

Chief Executive of the Staffordshire Commissioners i The person occupying the position of Chief Executive of
Office the Staffordshire Commissioners Office who may
exercise the functions of the Staffordshire
Commissioner where delegatedand in accordance with
the Act and Order.

Director of Finance The person occupying the position of Section 151 for
the Staffordshire Commissioner FRA who may exercise
the statutory functions of the S151 Officer and the
functions of the Staffordshire Commissioner where
delegatedand in accordance with the Act and Order.

This post is also the Chief Finance Officer (Section 151)
for the SCO.

Contract Standing Orders Page9of64
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Monitoring Officer of the Staffordshire The person occupying the position of Monitoring Officer

Commissioner of the Staffordshire Commissioner who may exercise

the statutory functions of the Monitoring Officer and
the functions of the Staffordshire Commissioner where
delegatedand in accordance with the Act and Order.

3.3.6

3.3.7

3.3.8

3.3.9

3.3.10

3.3.11

3.3.12

3.3.13

The Staffordshire Commissioner expects anyone proposing to exercise a delegation or an
authorisationunder thisscheme to draw to the attention of the Staffordshire Commissioner any issue
which is likely to be regarded by the Staffordshire Commissioneras unique, exceptional, contentious,
repercussive or likely to be politically sensitive before exercising such powers. In assessing whether
any issue is likely to fall within those descriptions, the public facing impact of such issues should be taken
into account.

In addition, the Staffordshire Commissioner is ultimately accountable for the Fire and Rescue Fund.
Before any financial or legal liability affecting the Fund that the Staffordshire Commissioner might
reasonably regard as novel, contentious, repercussive or politically sensitive is incurred, prior written
approval must be obtained from the Staffordshire Commissioner.

The Staffordshire Commissioner has wider responsibilities than those solely relating to fire and rescue,
and these are referred to in the Code of Corporate Governance.

Delegationsare set out in this scheme. The Staffordshire Commissioner may require at any time thata
specific matter is referredto them for a decision and not dealt with under powers of delegation.

Delegations may only be exercised subject to:-
a) Compliance with the corporate governance framework.
b) Provision for any relevant expenditure being included in the approved budget.

These arrangements delegate powers and duties within broad functional descriptions. They include
powers and duties under all legislation present and future within those descriptions, and all powers and
duties incidental to that legislation. The scheme does not attempt to list all matters which form part of
everyday management responsibilities.

Giving delegation under this scheme does not prevent an officer or member of staff from referring the
matter tothe Staffordshire Commissioner for a decision or guidance if the member of staff thinks this is
appropriate (for example, because of sensitive issues or any matter which may have a significant
financial implication — see paragraph3.3.1).

When a statutory officer is considering a matter that also falls within another statutory officer’s area of
responsibility, they should consult the other statutory officer before authorising the action.

ContractStanding Orders Page10of 64
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3.3.14

3.3.15

3.3.16

3.3.17

3.3.18

3.3.19

Staffordshire Commissioner

All decisions statutory officers make under powers given to them by the Staffordshire Commissioner
must be recorded and be available for inspection.

In this document, references made to the statutory officers include officers authorised by them to act
on their behalf.

The statutory officers are responsible for making sure that members of staff they supervise know about
the provisions and obligations of this Scheme of Governance.

The persons appointed as the Chief Executive, Chief Fire Officer and Head of Paid Service, Monitoring
Officer and Director of Finance have statutory powers and duties relating to their positions, and
therefore do not rely on mattersbeing delegatedto them to carrythese out these statutory powers.

The Scheme of Delegation and Consent provides a member of staff with the legal power to carry out
functions of the Staffordshire Commissioner. In carrying out these functions the member of staff must
comply with all other statutory and regulatory requirements and relevant professional guidance
including:

e Fire and Rescue Services Act 2004 and connected legislation under that Act,

e Police Reform and Social Responsibility Act 2011 and other legislation under that Act,

e Fire and Rescue National Framework,

e The Police, Fire and Crime Commissioner for Staffordshire (Fire and Rescue Authority) Order 2018,

e Contract Regulations,

e Financial Regulations,

e Financial Management Code of Practice,

e CIPFA Statement on therole of the Chief Finance Officer in public service organisations,

e APACE Statement on the role of the Chief Executive,

e The Staffordshire Commissioner’s Corporate Governance framework,

e The Staffordshire Commissioner’s and Fire and Rescue Services’ employment policies and
procedures,

e DataProtectionand Freedom of Information legislation,

e Healthand safety at work legislation and codes.

This list is not exhaustive.

When carrying out any functions, the Staffordshire Commissioner and their staff must have regard to
the following:

e The views of the people in their area,

e Any report or recommendation made by the Police, Fire and Crime Panel on the annual report for
the previous financial year,

e The Fire and Rescue Plan (or where there is a joint plan with police and crime objectives the Police,
Fire and Crime Plan) and any connected guidance issued by the Secretary of State.
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Staffordshire Commissioner

This list is not exhaustive.

3.3.20 The Corporate Governance Framework, including this Scheme of Governance, will be reviewed
periodically. The scheme allows any person with appropriate authority to delegate that power further
(subject to any statutory limitations) but before doing so they must inform the Staffordshire
Commissioner and comply with any limitation conditions or prohibition issued by the Staffordshire
Commissioner. Notification of any sub-delegation shall be given to the Chief Executive.

3.3.21 These arrangementsdo not delegate any matter which by law cannot be delegated toa member of staff.

34 Functions of the Staffordshire Commissioner
3.4.1 The following functions are assigned as the responsibility of the Staffordshire Commissioner (Fire and

Rescue Authority) by the Police, Fire and Crime Commissioner for Staffordshire (Fire and Rescue
Authority) Order 2018 and cannot be delegated:

a) The function of calculating a council tax requirement.

b) The function of approving the Fire and Rescue Plan and the Fire and Rescue Statement (within the
meaning of Schedule A2 of the FRS Act 2004).

c¢) The function of approving the Integrated Risk Management Plan.
d) The function of appointing, suspending or dismissing the Chief Fire Officer and Head of Paid Service.

e) The function of holding the Chief Fire Officer to account for functions which are delegatedto them or
functions of persons under the direction and control of the chief officer;

f) The function of approving a pay policy prepared for the purposes of section 38 of the Localism Act
2011.

g) The function of approving arrangements to enter into a reinforcement scheme under section 13 of
the FRS Act 2004.

h) The function of approving arrangementswith other employers of fire fighters under section 15 of the
FRS Act 2004.

i) The function of approving arrangements under section 16 of the FRS Act 2004.

j) The function of approving plans, modifications to plans and additions to plans for the purpose of
ensuring that:

i. So far as is reasonably practicable, the Commissioner is able to perform its fire and rescue
functions if an emergency occurs; and

ii. The Commissioner is able to perform its functions so far as necessary or desirable for the
purpose of preventing an emergency, or reducing, controlling or mitigating the effects of an
emergency, or taking other action in connection with it.
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3.4.2

3.4.3

Staffordshire Commissioner

k) The function of approving any arrangements for the co-operation of the Commissioner in relation to
its fire and rescue functions and other general Category 1 responders and general Category 2 responders
in respect of:

i. The performance of the Commissioner’s duty asa fire and rescue authority under section 2 of
the Civil Contingencies Act 2004(d); and

ii. Any duties under regulations made in exercise of powers under that Act.

The following functions are assigned as the responsibility of the Staffordshire Commissioner (Fire and
Rescue Authority) by the Police, Fire and Crime Commissioner for Staffordshire (Fire and Rescue
Authority) Order 2018 and can only be delegated to a Deputy Fire & Rescue Commissioner (if one has

been appointed). These functions have not been delegated at present and therefore remain the
responsibility of the Staffordshire Commissioner:

e The function of determining the Authority’s priorities and objectives for the purposes of the fire
and rescue plan and the fire and rescue statement;

e The function of attendance at a meeting of the relevant Police, Fire and Crime Panel in compliance
with a requirement by the Panel to do so (see section 29 of the Police Reform and Social
Responsibility Act 2011 as applied with modifications by paragraph9 of Schedule A2 to the FRS Act
2004);

e The function of appointing a local auditor under section 7 of the Local Audit and Accountability Act
2014 (appointment of local auditor);

e The function of deciding whether to enter into a liability limitation agreement under section 14 of
the Local Audit and Accountability Act 2014 (limitation of local auditor’s liability).

The following functions are assigned as the responsibility of the Staffordshire Commissioner (Fire and
Rescue Authority) by the Police, Fire and Crime Commissioner for Staffordshire (Fire and Rescue
Authority) Order 2018 and can be delegated if the Staffordshire Commissioner decides to. These
functions have not been delegated at present and therefore remain the responsibility of the

Staffordshire Commissioner:

a) The function of approving decisions on permanent savings in the budget to achieve the
Commissioner’s priorities.

b) The function of making an order for the compulsory acquisition of land in accordance with the
Acquisition of Land Act 1981.

c¢) The function of acquisition of land in advance of requirements.

d) The function of confirmation of any order or the issue or grant of any permission, consent, licence or
other determination which is the subject of a statutoryright of objection that has been duly exercised.

e) The function of approving decisions on the closure or re-location of Fire Stations.

f) The function of varying the number of fire appliances and the method used to crew the appliances.
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3.4.4

3.5
3.5.1

3.6.

3.6.1

3.6.2

3.3.3

3.6.4

3.6.5

3.6.6

3.6.7

Staffordshire Commissioner

g) The function of affixing documents with the common seal of the Commissioner as required by the
Financial and Procurement Regulations.

The functions detailed in 3.4.1, as set out in the Police, Fire and Crime Commissioner for Staffordshire
(Fire and Rescue Authority) Order 2018, may only be exercised by the Commissioner, and not delegated
to any other officer.

Functions delegated to a Deputy Fire and Rescue Commissioner

The Staffordshire Commissioner has the right to appoint a Deputy Fire and Rescue Commissioner who
can actin their absence or in accordance with their direction in the exercise of all functions, except for
those which cannot be delegated as detailedin 3.4.1. The Staffordshire Commissioner has exercised this
right and expanded the portfolio of the Deputy Police and Crime Commissioner, now the Deputy
Staffordshire Commissioner toallow for delegations if required and permitted.

Functions delegated to the Chief Executive,

of the Staffordshire Commissioner’s Office (SCO)

The Code of Corporate Governance identifies the role of the Chief Executive as the Head of Paid Service
of the SCO. The formal delegations listed below, are those givento the Chief Executive in respect of the
duties as the Chief Executive, Fire & Rescue Authority.

In their absence the Staffordshire Commissioner delegates all of the functions to the Chief Executive
except those prohibited by law®, unless otherwise agreed.

In the event of a significant conflict of interest arising which would preclude the Staffordshire
Commissioner from exercising a function, the Commissioner delegates to the Chief Executive the
exercise of any functions, except those prohibited by law.

General
To prepare the Fire and Rescue Plan for submission to the Staffordshire Commissioner.

To provide information to the Police Fire and Crime Panel, as reasonably required to enable the panel
to carryout its functions.

To sign contracts on behalf of the Staffordshire Commissioner including contracts which are required to
be executed under the common seal of the Staffordshire Commissioner.

To consider whether, in consultation with the Chief Fire Officer and Head of Paid Service, to provide
indemnity to the Staffordshire Commissioner and to deal with or make provision to deal with other
mattersarising from any proceedings relating tothem.

6518(3)(d)and(7) PRSRA11; ThePolice, Fireand Crime Commissioner for Staffordshire (Fire and Rescue Authority) Order

2018
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3.6.8

3.6.9

3.6.10

3.6.11

3.6.12

3.6.13

3.6.14

3.6.15

3.6.16

3.6.17

3.6.18

3.6.19

3.6.20

3.6.21

3.6.22

Staffordshire Commissioner

To consider and approve, in consultation with the Treasurer and Director of Finance, provision of
indemnity and/or insurance to individual staff of the Staffordshire Commissioner.

To respond to consultations on proposals affecting the Staffordshire Commissioner, if necessary, after
first taking the views of the Staffordshire Commissioner, or the Treasurer, as appropriate.

To consider, with the Staffordshire Commissioner, any complaint made against the Chief Fire Officer and
Head of Paid Service, and where appropriate, to make arrangements for appointing someone to
investigate the complaint.

To deal with strategic mattersinrespect of land or buildings and structures thereon, including purchase,
sale, redesign and major reconfiguration in conjunction with the Chief Fire Officer and Head of Paid
Service and Director of Finance.

To make arrangements for the support of public communications and engagement.

To make arrangements for the support to the Staffordshire Commissioner in holding the Chief Fire
Officer and Head of Paid Service to account.

To be the Senior Information Risk Owner (SIRO) for the SCO, SIRO responsibility for the Fire and Rescue
Service is contained in delegations as at 3.8.2.

Financial

The financial management responsibilities of the Chief Executive are set out in the financial regulations.
To manage the budget of the SCO, along with the Treasurer.

Staff employed or engaged within the Staffordshire Commissioners Office

To appoint and dismiss staff employed in the SCO, in consultation with the Staffordshire Commissioner.

To make recommendations to the Staffordshire Commissioner withregardto staff of the SCO termsand
conditions of service, in consultation with the Treasurer.

To undertake the management of staff employed in the SCO in line with agreed policies and procedures.

To authorise, in line with staff conditions of service, the suspension of any member of staff employed or
engagedin the SCO.

To bring national agreementson salaries, wages and conditions of staff of the SCO into effect, providing
that any issues which are sensitive or have major financial implications will be referred to the
Staffordshire Commissioner for a decision.

To approve payments under any bonus or performance-related payment schemes for staff approved by
the Staffordshire Commissioner, honoraria payments made for taking on extra duties and
responsibilities, or similar special payments.
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3.6.23

3.6.24

3.6.25

3.6.26

3.6.27

3.6.28

3.6.28

3.6.29

3.6.30

Staffordshire Commissioner

To negotiate with, and reach agreements with, recognised representative bodies on any matters that
can be decided locally. All agreementsreached must be reported to the Staffordshire Commissioner.

To grant essential or casual car-user allowances for staff employed within the SCO.

To issue exemption certificates to staff employed within the SCO whose posts would otherwise be
politically restricted under the Local Government and Housing Act 1989 commensurate with Monitoring
Officer duties.

To approve the retirement of staff on the grounds of ill health, and the payment of ordinary and ill-
health pensions and other payments, as appropriate, following advice from a medical practitioner. All
ill-health retirements must be reported to the Staffordshire Commissioner before implementation.

Settlement of employment tribunal cases and grievances of staff employed or engaged within the SCO
with the exception of those cases felt to be exceptional because:

e They involve a high-profile claimant,

e There is a particular public interestin the case,

e Thereis arealrisk that the Staffordshire Commissioner will be exposed to serious public criticism or
serious weaknesses in the organisation or policies and procedures will be revealed.

To settle appeals against decisions of the Senior Administrator of the Local Government Pension
Scheme, in line with the Occupational Pension Schemes (Internal Dispute Resolution Procedures)
Regulations 1996.

Legal
To affix or authorise the affixing of the common seal of the Staffordshire Commissioner to:

e All contracts, agreementsor transactions in respect of which thereis no consideration,

e All deeds which grant or convey an interestin land,

e All documents where it is determined by the Staffordshire Commissioner there is a particular need
for the seal to be attached.

To consider all requests for financial assistance to staff related or connected to the Fire and Rescue
Service involved in legal proceedings or inquests in conjunction with the Chief Fire Officer and Head of
Paid Service.

To authorise, after consultation with the Chief Fire Officer and Head of Paid Service, the institution,
defence, withdrawal or settlement of any claims or legal proceedings on the Staffordshire
Commissioner’s behalf, including the completion of necessary documentation in pursuance of court
orders, directions and or procedural rules, in consultation with the legal adviser (and Treasurer or
Director of Finance if there are significant financial implications).
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3.6.31

3.7
3.7.1

3.7.2

3.7.3

3.7.4

3.7.5

3.7.6

3.7.7

3.7.8

3.7.9

3.7.10

3.7.11

Staffordshire Commissioner

To arrange for the provision of all legal or other expert advice and/or representation required for and
on behalf of the Staffordshire Commissioner.

Functions delegated to the Chief Fire Officer and Head of Paid Service

The Code of Corporate Governance identifies the role of the Chief Fire Officer and Head of Paid Service
asthe Head of Paid Service of the Fire and Rescue Service. The formal delegations listed below, are those
given to the Chief Fire Officer and Head of Paid Service.

The Chief Fire Officer and Head of Paid Service must, in exercising functions, which are delegated to
them, have regardto the Fire and Rescue Plan.

The Chief Fire Officer and Head of Paid Service will lead and direct the strategic management of the Fire
and Rescue Service in line with the Core Code of Ethics for Fire & Rescue Services.

The Chief Fire Officer and Head of Paid Service will exercise all matters of day to day administration of
the Fire and Rescue Service (including Emergency Planning and Civil Contingencies).

The Chief Fire Officer and Head of Paid Service will respond to requests made to the Fire and Rescue
Service from the Home Office in relation to developing or hosting new capabilities under national
resilience.

Staff employed or engaged within the Fire and Rescue Service

To appoint and dismiss staff employed in the Fire and Rescue Service, in consultation with the
Staffordshire Commissioner if required.

To make recommendations to the Staffordshire Commissioner with regard to Fire and Rescue Service
staff termsand conditions of service, in consultation with the Director of Finance and other appropriate
officers.

To undertake the management of Fire and Rescue Service staff, including disciplinary matters, in line
with agreed policies and procedures.

To authorise, in line with staff conditions of service, the suspension of any member of Fire and Rescue
Service staff.

To prepare a pay policy statement and gender pay gap report for the purposes of section 38 of the
Localism Act 2011 for submission to the Staffordshire Commissioner.

To bring national agreements on salaries, wages and conditions for Fire and Rescue Service staff into
effect, providing that any issues which are sensitive or have major financial implications will be referred
to the Staffordshire Commissioner for a decision.
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3.7.12

3.7.13

3.7.14

3.7.15

3.7.16

3.7.17

3.7.18

3.7.19

3.7.20

3.7.21

3.7.22

3.7.23

3.7.24

Staffordshire Commissioner

To approve payments under any payment schemes in line with Service Policy for Fire and Rescue Service
staff approved by the Staffordshire Commissioner, such ashonoraria payments made for taking on extra
duties and responsibilities, or similar special payments.

To negotiate with, and reach agreements with, recognised representative bodies on any matters that
can be decided locally. All agreementsreached must be reported to the Staffordshire Commissioner.

To grant essential or casual car-user allowances for Fire and Rescue Service staff.

To approve visits abroad by officers on official business and the expenses thereof, in consultation with
the Staffordshire Commissioner.

To exercise the various Firefighters’ Pension Scheme Discretions except in relation to the Chief Fire
Officer and Head of Paid Service, Deputy Chief Fire Officer and Chief Finance Officer.

To approve the retirement of Fire and Rescue Service staff on the grounds of ill health, and the payment
of ordinary and ill-health pensions and other payments, as appropriate, following advice from the
Independent Qualified Medical Practitioner (IQMP). All ill-health retirements must be reported to the
Staffordshire Commissioner before implementation.

In consultation with the Chief Executive of the Staffordshire Commissioners Office, to issue exemption
certificatesto staff whose posts would otherwise be politically restricted under the Local Government
and Housing Act 1989.

The Chief Fire Officer and Head of Paid Service is responsible for ensuring that the staff of the Fire and
Rescue Service are aware of the Corporate Governance Framework and provisions and obligations of
the scheme of delegations.

Financial

The financial management responsibilities of the Chief Fire Officer and Head of Paid Service are set out
in the financial regulations and the Home Office Financial Management Code of Practice 2018.

To undertake the day to day management of procurement in accordance with the financial and contract
regulations.

To manage the budget of the Fire and Rescue Service, along with the Director of Finance.
Operational Fire and Rescue Services

To prepare the Integrated Risk Management Plan for submission to the Staffordshire Commissioner in
accordance with the requirements of the Fire and Rescue National Framework.

To prepare the Fire and Rescue Statement of Assurance for submission to the Staffordshire
Commissioner.
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3.7.25

3.7.26

3.7.27

3.7.28

3.7.29

3.7.30

3.7.31

3.7.32

3.7.33

3.8
3.8.1

3.8.2

3.8.3

3.8.4

Staffordshire Commissioner

Toundertake the dayto day management of physical assets, including buildings, subject tothe provision
of financial regulations.

To exercise the functions of the Staffordshire Commissioner under the Regulatory Reform (Fire Safety)
Order 2005, together with any future enactment conferring power upon the Fire and Rescue Service to
commence criminal proceedings in any Court of competent jurisdiction, to issue, amend and withdraw
prohibition notices on behalf of the Staffordshire Commissioner under that legislation.

To designate persons as Inspectors under article 26, and to authorise members of staff to exercise
statutory powers under article 27 of the Fire Safety Order.

To prepare agreements with neighbouring Fire and Rescue Services under Sections 13, 16 and 17 Fire
and Rescue Services Act 2004 for submission to the Staffordshire Commissioner.

To authorise the exercise of powers of entry, inspection and survey and the carrying out of emergency
works by staff of the Service or contractorsacting on behalf of the Fire and Rescue Service upon land or
buildings.

To prepare plans for performing fire and rescue functions in relation to emergenciesand arrangements
for cooperation with other agencies under the Civil Contingency Act 2004.

To submit comments on any town and country planning matter, building regulations, safety of sports
grounds and other applications or licences.

In consultation with the Director of Finance, to enter into any primary authority partnership
arrangements with businesses in relation to fire safety legislation.

General

Chief Fire Officers and Head of Paid Services will provide regular reports to the Staffordshire
Commissioner in order to demonstrate compliance and good governance.

Functions delegated to the Deputy Chief Fire Officer and Deputy Head of Paid Service

In the absence of or if it is not possible or practicalfor the Chief fire Officer and Head of Paid Service to
exercise their functions then the responsibilities delegated to them may be exercised by the Deputy
Chief Fire Officer and Deputy Head of Paid Service.

To be the Senior Information Risk Owner for the Fire and Rescue Service as delegated by the Chief
Executive, Fire & Rescue Authority (See 3.6.1).

To receive and take decisions in relationto staffing requests to undertake ‘outside employment’ or take
up additional appointments in accordance with the relevant Fire and Rescue Authority policy.

To consider staffing appeals in line with the Fire and Rescue Service Policy in relation to employment
matters (with the exception of Director Positions within the Fire and Rescue Service).

ContractStanding Orders Page 19 of 64



m e

3.9

3.9.1

3.9.2

3.9.3

3.10
3.10.1

3.10.2

3.10.3

3.10.4

3.10.5

3.11
3.111

3.11.2

3.11.3

Staffordshire Commissioner

Functions delegated to the Director of Finance of the Staffordshire Commissioner (Fire &
Rescue Authority)

The Code of Corporate Governance identifies the role of the Director of Finance (Chief Finance Officer).
The detailed financial management responsibilities of the Director of Finance are set out in the financial
regulations.

The Director of Finance, as the financial adviser to the Staffordshire Commissioner, has a statutory
responsibility to manage the Commissioner’s financial affairs as set out in sections 112 and 114 of the
Local Government Finance Act 1988, and the Accounts and Audit Regulations 2003 (as amended).

To sign contracts on behalf of the Staffordshire Commissioner, irrespective of value, once they have
been approved in accordance with this Corporate Governance Framework, except those which are
required to be executed under the common seal of the Staffordshire Commissioner. In such cases the
Chief Executive is authorised to sign and affix the seal.

Monitoring Officer
To act as the Staffordshire Commissioners Monitoring Officer under the Local Government and Housing
Act 1989 and the Local Government Act 2000 and Proper Officer under the Local Government Act 1972.

To ensure that the Staffordshire Commissioner carries out their functions lawfully, ensuring lawfulness
and fairness within decision-making.

To report on mattersthey believe are, or may be, illegal or amount to maladministration.

To be responsible for providing advice and guidance on the conduct of the Staffordshire Commissioner
and the Deputy Staffordshire Commissioner.

In conjunction withthe Head of Governance and Assurance for the SCO be responsible for the operation,
review and updating of the Governance Framework.

Statutory Officers

Paragraphs 3.6.17 and 3.7.6 shall not apply to the appointment or dismissal of, or disciplinary action
against the Chief Executive, Chief Fire Officer and Head of Paid Service, Deputy Chief Fire Officer and
Deputy Head of Paid Service, Treasurer, Director of Finance or Monitoring Officer.

No disciplinary action in respect of the Chief Executive or Chief Fire Officer and Head of Paid Service,
except suspension of the officer for the purpose of investigating the alleged misconduct occasioning the
action, may be taken by the Staffordshire Commissioner without having due regard to a
recommendation in a report made by anindependent person. Any such suspension must be on full pay
and terminate no later than the expiry of two months beginning on the day on which the suspension
takes effect.

"Disciplinary action" means any action occasioned by alleged misconduct which, if proved, would,
according tothe usual practice of the Staffordshire Commissioner, be recorded on the member of staff's
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3.12
3.12.1

3.12.2

Staffordshire Commissioner

personal file, and includes any proposal for dismissal of a member of staff for any reason other than
redundancy, permanent ill-health or infirmity of mind or body, but does not include failure to renewa
contract of employment for a fixed term unless the authority has undertaken to renew such a contract;
and "designated independent person" must be such person as may be agreed between the Staffordshire
Commissioner and the relevant officer.

Urgent Matters

If any matter which would normally be referredto the Staffordshire Commissioner for a decision arises
where itis impractical to obtainthe decision of the Staffordshire Commissioner and the matterisurgent,
the matter may be decided by the appropriate chief officer.

Appropriate chief officers authorised to decide urgent matters in consultation with the appropriate
professional advice are:

e The SCO Chief Executive (all issues other than operational matters);

e The Chief Fire Officer and Head of Paid Service (all operational matters);

e The Treasurer and Director of Finance (financial and related issues relating to their respective
organisations)

3.12.3 This applies to periods of leave and short periods of absence, in longer term absence, the Police & Crime

3.12.4

Panel will seek to appoint a temporary SC. Until that appointment, the Chief Executive will continue to
exercise the functions of the SC.

Urgent decisions taken must be reported to the Staffordshire Commissioner as soon as practicable and
published.
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4 Decision Making Policy

4.1

4.2
4.2.1

4.2.2

4.2.3

4.2.4

Purpose

This policy establishes the approach and principles for decision making by the Staffordshire
Commissioner. It outlines the decision-making process together with providing information on how
decisions of Strategic Public Interest will be determined, recorded and published.

Decision Making Framework

The Staffordshire Commissioner is committed to a robust decision-making process and will adopt
rigorous standards of probity, regularity and transparencyin decision making. All decisions will be taken
in the public interest. The Staffordshire Commissioner will review the decision-making process on a
regular basis.

Decisions taken by the Staffordshire Commissioner arise from the statutory duty as the Fire and Rescue
Authority. The statutory frameworkfor decision making by the Staffordshire Commissioner consists of:-

e Fire and Rescue Services Act 2004 (FRSA04, the Act),

e Civil Contingencies Act 2004,

e Police Reform and Social Responsibility Act 2011 (PRSRA11),

e Fire and Rescue Authority (Police and Crime Commissioner) (Application of Local Policing Provisions,
Inspection, Powers to Trade and Consequential Amendments) Order 2017,

e RegulatoryReform (Fire Safety) Order 2005,

e Crime and Disorder Act 1998,

e Financial Management Code of Practice,

e Fire and Rescue National Framework for England,

e The Police, Fire and Crime Commissioner for Staffordshire (Fire and Rescue Authority) Order 2018
(the Order).

The Scheme of Delegation and Consent sets out the discharge of the Staffordshire Commissioners
functions and may be subject to amendment, the scheme of Delegation and Consent is detailed in
section 3 of the Corporate Governance Framework.

The Staffordshire Commissioner will maintaina record of the person or body having responsibility for a
decision or decisions relating to a function or functions of the Staffordshire Commissioner.

The exercise of any delegated authority to take a decision in the discharge of the Staffordshire
Commissioners function is subject to the following:

e The person making the decision has first considered a written report prepared by the appropriate
officer.

e The person making the decision has given due consideration as to whether or not the decision is a
key decision as defined within this policy.
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4.3
4.3.1

4.3.2

4.3.3

4.3.4

Staffordshire Commissioner

e Any decision taken shall be in accordance with the budget and policy framework, financial and
procurement regulations and any condition imposed by the law, the corporate Governance
Framework and any relevant statutory guidance.

e Any person may, as they determine appropriate, refer any matter falling within their delegated
authority to the Staffordshire Commissioner.

e The fact that a function has been delegated shall not prevent the discharge of that function by the
person that delegated the function.

Principles of Decision-Making

The decision making by Staffordshire Commissioner will arise from the discharge of the statutory
functions. The Staffordshire Commissioner will need to demonstrate probity and regularityin decision
making, not just as a matter of good governance but also as a matter of law. Decisions will range in
significance and impact, consequence and cost. The Staffordshire Commissioner will apply the good
governance principles to all decisions that are taken. Equality and diversity issues will also be considered
and for each decision an Equality Impact Assessment will be completed and published alongside the
decision form on the Staffordshire Commissioner’s website.

The key to achieving well informed decisions is through a sound process, good management and
effective leadership. All decisions being taken whether by the Staffordshire Commissioner or those that
have been delegated should include in the supporting report evidence of how consideration and regard
has been given to the following:

¢ Understanding local needs, resources and priorities and consider the views of partners and
stakeholders,

e Based on the knowledge agree outcomes and how they can be delivered effectively, efficiently,
equitably and sustainably,

e Establish all the relevant and material facts,

e Consultthose who might reasonably consider they would be adversely or significantly affected,

e Seek appropriate specialist advice,

e Consider all reasonable courses of action opento the Staffordshire Commissioner,

e Ensuring value for money is obtained,

e Consider risk, performance and financialinformation,

e A presumption in favour of openness and transparency must exist,

e Theneed tohave due regardtothe government Security Classifications when considering disclosure
of reports and documents supplied to the Staffordshire Commissioner.

Decisions that are considered to be Key Decisions shall be taken by the Staffordshire Commissioner.
Report authors will be required to determine if a decision is a Key Decision in consultation with the
Monitoring Officer, Director of Finance and the Chief Executive.

A Key Decision is defined:
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4.3.5

4.3.6

4.3.7

4.3.8

4.4
4.4.1

Staffordshire Commissioner

e A decision resulting in incurring expenditure or savings outside of the approved budget that is
considered contraryto or not wholly in accordance withthe Fire & Rescue Plan, the Integrated Risk
Management Plan or the budget,

e A decision resulting in incurring expenditure or savings outside of the approved budget where no
delegated authority exists to make that decision,

e Adecision deemed by the responsible officer to be significant in terms of impact on one or more of
the following:

Reputation

Community Safety

Environment

Economy

Human Rights

Equal Opportunities

o O O O O

Key Decisions will be considered by the Staffordshire Commissioner at the Strategic Governance Board
Fire or the Strategic Governance Board Collaboration and presented to the Commissioner in a Decision
Form submitted within the relevant meeting papers.

Key Decision Forms are required to have been reviewed by and include comments on implications for
consideration from the Monitoring Officer, Director of Finance and Chief Executive. The final report must
be reviewed by the Chief Executive and then signed off by the responsible officer as being ready for
consideration by the Staffordshire Commissioner before it canbe sent to a Strategic Governance Board.

A diagramthat sets out the process for decision-making is attached at Appendix A of this policy.
The principles of decision-making to be applied to the Corporate Governance Framework are:

e Decision making will be transparent and well informed,

e Decisions will make use of good quality information, advice and support,

e Decisions will utilise risk management information,

e Decisions will be lawful, reasonable, fair and proportionate,

e The Staffordshire Commissioner will uphold the highest standard of integrity and honesty when
taking decisions, as set out in the Nolan Principles,

e All Key Decisions will be recorded and published.

Appendix B of this policy further defines the principles of decision-making.

Urgent Key Decisions

There may be occasions where the circumstances of a decision dictatesthat only some elements of the
checklist will be employed or that the Staffordshire Commissioner is required to consider and make a
Key Decision outside of the programme of Strategic Governance Board meetings, for example an urgent
decision would limit the amount of engagement that could be undertaken. However, all measures will
be taken to ensure that urgent decisions are limited and where urgent Key Decisions are taken before a
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4.5

4.5.1

4.5.2

4.5.3

4.5.4

4.5.5

4.6
4.6.1

4.6.2

Staffordshire Commissioner

report is submitted to the Strategic Governance Boardthey will be reported to the next meeting of the
Strategic Governance Board.

Written Reports and Decision Records
The Staffordshire Commissioner shall not take any key decision without first having reviewed and
considered a writtenreport on the matter.

A decision note shall be signed by the Staffordshire Commissioner once a decision has beentaken. Once
the decision has been signed it will be published on the Staffordshire Commissioners website as soon as
is practicable.

In exceptional circumstances and with the prior agreement of the Monitoring Officer the need for a
written report may be dispensed with. In such cases all verbal advice and opinion provided to the
Staffordshire Commissioner shall be noted and recorded inthe minutes of the meeting or in the decision
record.

Any other person making a decision under powers delegated tothem by the Scheme of Delegation shall,
where that person believes that it is proportionate and appropriate to do so in exercising those powers,
produce a written statement which must include:

e Arecord of the decision including the date that it was made,
e Avrecord of the reasons for the decision,

e Detailsof any alternative options considered and rejected when making that decision.

Where required to do so and where it is deemed appropriate the Staffordshire Commissioner will
engage with Unions and Staff Representative Bodies to obtain their views prior to taking a decision.

Contentious Issues/Decisions
Occasions will arise when the ‘line’ between strategic and operational will be ambiguous. These

issues/decisions will be classified as ‘contentious’. To avoid possible conflict in who should take the
decision the principle of ‘due regard’ will be employed.

Contentious decisions can be defined as those of a political nature, matters of a high public/media
interest, matters likely to impact on a community/communities, high risk issues (e.g. upon significant
financial risk, reputation, public confidence) and could include the following:-

e Actions that conflict with priorities set out in the Staffordshire Commissioners Fire and Rescue Plan
that will impact on the delivery of the plans outcomes,

e Policy changes — A decision that has a direct impact on local communicates, for example the re-
organisation of local Fire and Rescue Services,

e Political issues — These could be any number of areasand a checklist could be derived from the Fire
and Rescue Plan,
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Decision Making Principles Appendix B

Principles of Decision-Making
The principles of decision making are:-

Decision making will be transparent and well informed

In order to make well informed decisions the Staffordshire Commissioner will give proper considerations to all
relevant parties. Arrangementswill made for obtaining the views of people in the area about Fire & Rescue
Services in Staffordshire. The Staffordshire Commissioner will consider the appropriate meansto consult in
relation to any decision.

Decisions will make use of good quality information, advice and support

Decisions will be taken based on quality information and clear advice in order to reduce the risk of taking
decisions that fail to achieve the Staffordshire Commissioners objectives or have unintended consequences.
This will include professional advice from the Chief Fire Officer and Head of Paid Service, who is required to
provide information on Fire & Rescue mattersto the Staffordshire Commissioner and advice from the
Staffordshire Commissioners statutory officers who hold the roles of Chief Executive, Monitoring Officer and
Director of Finance.

Decisions will make use of risk management information

The Risk Register for the Staffordshire Commissioner will be used to inform the decision making process. In
addition, where appropriate alternative options will be considered and reported, including details of the
opinion appraisals together withthe reasons why the other options considered had not been taken forward.

Decisions will be lawful, reasonable, fair and proportionate

The Staffordshire Commissioner will make use of the professional advisors in decision making. The
Staffordshire Commissioner will take into consideration the impact of any decision of all those that live and
work in Staffordshire and will give consideration to equality and diversity issues as appropriate. The
Staffordshire Commissioner will make decisions with a view to achieving value for money.

The Staffordshire Commissioner will uphold the highest standard of integrity and honesty when taking
decisions, as set out in the Nolan Principles.

The seven principles of public life are — Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty
and Leadership.
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5 Financial Regulation

FINANCIAL REGULATION A — INTRODUCTION

Al

A.2

A3

A4

These Financial Regulations form part of the governing documents approved by the Staffordshire
Commissioner . These regulations should be reviewed at least once every two years to ensure they
remain timely and relevant. Subsequent changes will be submitted to the Strategic Governance Board
Fire for approval.

These regulations apply to all staff of the Staffordshire Commissioner including the Fire and Rescue
Service and Civil Contingencies Unit. The s.4A Fire and Rescue Authority was created following the
Statutory Instrument 2018 No.696 and came onto force on 1 August 2018. The s.4A FRA is a fire and
rescue authority under the Fire and Rescue Services Act 2004 and has a statutory duty and electoral
mandate to ensure an efficient and effective fire and rescue service. The s.4A FRA is referred to as
“Staffordshire Commissioner” as set out within the Scheme of Corporate Governance.

Appendix 1 provides definitions for termsused within these regulations.

The Treasurer has a personal fiduciary duty by virtue of their appointment as the person responsible for
proper financial administration under the Fire and Rescue Services Act 2004. This includes requirements
and formal powers to safeguard lawfulness and propriety in expenditure (section 114 of the Local
Government Finance Act 1988, as amended by regulation 6 and the schedule to S.1. 2018/226).

The Treasurer has a fiduciary duty to the local taxpayer as they have a responsibility for securing the
efficient use of public funds (which will include revenue derived from the fire precept).

The statutory responsibilities of the Treasurer (5151 Officer of the Staffordshire Commissioner, the
Director of Finance) are set out in Part 8 of the Local Government Finance Act 1998. The qualifications
set out in section 113 of the Local Government Finance Act 1988 apply to the Director of Finance (Chief
Finance Officer). The Accounts and Audit Regulations 2015 impose further responsibilities. Taken
together, and considered in the context of the Fire and Rescue Services Act 2004, these mean that the
Director of Finance (S151 Officer of the Staffordshire Commissioner) is responsible for:

- ensuring that the financial affairs of the s.4A FRA are properly administered and that financial
regulations are observed and kept up to date;

- ensuring regularity, propriety, feasibility and Value for Money in the use of public funds;

- ensuring that the funding required to finance agreed programmes is available from Central
Government funding, business rates, precept, other contributions and recharges;

— reporting to the Staffordshire Commissioner, the Police, Fire and Crime Panel, Ethics, the
Transparency and Audit Panel (ETAP) and to the external auditor any unlawful, or potentially
unlawful, expenditure by the Staffordshire Commissioner or officers of the FRA,;

— reporting to the Staffordshire Commissioner, the Police, Fire and Crime Panel, the Ethics,
Transparency and Audit Panel (ETAP) and to the externalauditor when it appears that
expenditure is likely to exceedthe resources available to meet that expenditure;
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- advising the Staffordshire Commissioner on the robustness of the budget and adequacy of
financial reserves;

- ensuring production of the statements of accounts of the Staffordshire Commissioner and
confirming that they present a true and fair view of the financial position of the FRA at the end
of the financial year to which it relates and of the FRA’s income and expenditure for that
financial year;

- Liaising with the externalauditors.

- advising the Staffordshire Commissioner on the application of value for money principles by
the fire and rescue service to support the Staffordshire Commissioner in delivering efficient
and effective financial management; and

- Advising, in consultation with the statutory officers, on the safeguarding of assets, including
risk management andinsurance.

The Director of Finance has certain statutory duties which cannot be delegated, namely, reporting any
potentially unlawful decisions by Staffordshire Commissioner on expenditure and preparing each year,
in accordance with proper practicesin relationto accounts, a statement of Staffordshire Commissioner
accounts.

Director of Finance

A5 The Director of Finance is responsible for issuing advice, guidance and training to underpin these
financial regulations throughout the Staffordshire Commissioners Office.

Directors
A.6 Directorsare responsible for:

e ensuring all staff in their directorate are aware of the existence and content of the
financial regulations and additional guidance

e contributing to the preparation of the MTFS and the budget

e ensuring partnership arrangements have the appropriate approvals before they are
agreed

e ensuring there is a scheme of delegation for their area that identifies staff authorised
to act on the Director’s behalf in respect of payments, income collection and placing
orders, together with the limits of their authority.

e control of budgets delegatedto them

FINANCIAL REGULATION B — FINANCIAL PLANNING, BUDGETING & REPORTING
Financial Planning

B.1 The financial planning process should be directed by the approved policy framework, the business
planning process, and the need to meet key objectives.
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B.3

B.4

B.5

B.6

B.7

Staffordshire Commissioner

The planning process should be continuous and the planning period should cover at least 3 years. The
process should include a detailed annual plan - the budget, covering the forthcoming financial year. This
allows Staffordshire Commissioner to monitor and manage the way funds are allocated and spent.

The Medium Term Financial Strategy explains how Staffordshire Commissioner and Chief Fire Officer &
Head of Paid Service will structure and manage their finances to support delivery of the aims and
objectives of the service, as set out in the Fire & Rescue Plan & Integrated Risk Management Plan, and
to ensure sound financial management and good stewardship of public money.

Medium Term Financial Strategy

Staffordshire Commissioner is responsible for effective financial and budget planning for the fire and
rescue service. Staffordshire Commissioner in consultation with the Chief Fire Officer will identify and
agree a medium term financial strategy (MTFS) which includes funding and spending plans for both
revenue and capital. The MTFS should have regardto affordability and take into account multiple years,
the inter-dependencies of revenue budgets and capital investments, the role of reserves and the
consideration of risks. It must also have regard to CIPFA’s Prudential Code for Capital Finance in Local
Authorities. The MTFS should be aligned with the Integrated Risk Management Plan and the Fire and
Rescue Plan.

The Treasurer is responsible for submitting to the Strategic Governance Board and the Ethics,
Transparency and Audit Panel (ETAP) a Medium Term Financial Strategy, which should:

e beregularly reviewedto ensure its assumptions are appropriate

e contain relevant sensitivity analysis

e be reviewed when there are changesin the financial environment, for example changes
in inflation and/or a change in the grant regime

Following consultation with the Chief Fire Officer and Head of Paid Service and recommendation from
the Strategic Governance Board Fire, for Staffordshire Commissioner to agree the Medium Term
Financial Strategy.

The Budget

Staffordshire Commissioner should consult with the Chief Fire Officer and Head of Paid Service in
planning the overall budget for the fire and rescue service. The budget will take into consideration
funding from government and from other sources, and balance the expenditure needs of the fire and
rescue service against the levels of local taxation. This should meet the statutory requirements to
achieve a balanced budget (Local Government Finance Act 2003) and be completed in accordance with
the statutorytimeframe.

The impact of the annual budget on the priorities and funding of future years as set out in the Fire and
Rescue Plan and the medium term financial strategy should be clearly identified.

As set out in section 96 of the Police Act 1996, as applied by paragraph 2 of Schedule A2 of the Fire
and Rescue Services Act 2004, Staffordshire Commissioner must obtain the views of the local
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B.9

B.10

B.11

B.11

B.12

B.13

B.14

Staffordshire Commissioner

community on the proposed expenditure (including capital expenditure) in the financial year ahead of
the financial year to which the proposed expenditure relates

The Chief Fire Officer and Head of Paid Service and the Treasurer are responsible for submitting to the
Strategic Governance Board Fire, a budget within the approved resource allocation framework which
sets out the proposed revenue budget allocation and capital investment plans for the services within
their areas of responsibility. No project will be included in the budget unless it has been through the
appropriate approval process.

In addition to receiving information detailed at B.5 the Strategic Governance Board Fire will consider
summarised reports from the Treasurer and the Chief Fire Officer and Head of Paid Service on the
budget.

The Strategic Governance Board Fire will make recommendation regarding approval of the revenue
budget, the level of precept and allocation of financial resources to services, the provision for
contingencies, the use of reserves and balances and the setting of the precept to Staffordshire
Commissioner.

A reserves Strategy will be prepared and published in line with national requirements as stated in the
National Framework.

The Precept

Part 1 of the Local Government Finance Act 1992 sets out the process for issuing precepts. The Policing
and Crime Act 2017 (paragraph 71 (2) of Schedule 1) amended section 39 of the Local Government
Finance Act 1992 Act to establish the s.4A FRA as a major precepting authority for the purposes of that
Act.

Staffordshire Commissioner will present the proposed level of the fire precept to the Police, Fire and
Crime Panel. The remit of the Police and Crime Panel has been extended to include the scrutiny of the
s.4AFRA’s functions, asset out in the Policing and Crime Act 2017. Staffordshire Commissioner will have
regardto any recommendation thatis made by the panel in response to the proposed level of precept.

Directorate Budgets

Directors, in consultation with the Director of Finance, will ensure that individual Directorates produce
aDirectorate Planthatincludes a detailed budget reflecting the budget allocation detailed above. These
budgeted service plans should be prepared in line with instructions contained within the Budget
Management and Responsibilities Guide.

Virement and In-year changes to the Budget

The Treasurer willadminister the Scheme of Virement set out below. Any change tothe Scheme requires
the approval of the Strategic Governance Board Fire.

Virement that is likely to impact on the budget of another Director requires the written agreement of
that Director before it can be implemented.
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B.18

B.19

B.20

B.21

B.22
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Directors, after consultation with the Director of Finance, may initiate virement between budget heads
provided:

(a) it does not involve a new policy or policy change;

(b) it does not involve an increasing commitment in future years which cannot
be contained within existing approved budget allocations

(c) It does not create additional overall budget liability

The Strategic Governance Board Fire is responsible for taking in-year decisions on resources and
priorities in order to deliver the corporate strategy within the approved budget and can therefore
approve virement between budget heads.

Power to Incur Expenditure

Directors have power, subject to these Regulations, to incur expenditure provided for in the revenue
budget and capital programme approved by the Staffordshire Commissioner.

No revenue or capital expenditure can be incurred without the approval of the Staffordshire
Commissioner if it is considered a key decision or is contrary to or not wholly in accordance with the
Corporate Safety Plan or the budget. In this context contrary to the budget may be through:

(a) initiating a new policy;

(b) committing revenue or capital expenditure in current or future years to
above the approved budget levels;

(c) transferring revenue resources between budget heads except as provided in the Scheme of
Virement;

(d) entering into a capital commitment if itinvolves a material changein the
nature of the project as set out in the original project appraisal.

(e) entering into a capital commitment if it (i) will affect the Staffordshire Commissioner

borrowing limits or (ii) involves a revenue consequence for which no specific provision has
been made in the budget for that service.

Directors are responsible for ensuring that any increase in a project estimate that occurs during the
course of the project is reported to the Director of Finance and can be contained within the overall
budget for that Directorate.

No expenditure that requires the specific approval of a government department or agency, the
European Union or any other external funding organisation may be incurred until the Staffordshire
Commissioner has received such approval or written assurance that such approval will be forthcoming
in due course. Expenditure funded from these sources should not be incurred without the specific
approval of Performance and Assurance Board where the funding organisation may refuse to pay the
grant or contribution.

No lease, hire, rental or arrangements of a similar nature that may affect the Staffordshire Commissioner
borrowing limits may be enteredinto without seeking the prior approval of the Director of Finance.
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B.24

B.25

B.26

B.27

B.28

B.29

B.30

B.31

Staffordshire Commissioner

Partnerships

Directors are responsible for ensuring that partnership arrangements are approved, carried out,
monitored and evaluated in a satisfactory way and in accordance with guidance from the Director of
Finance.

Directors must consider the overall corporate governance arrangements and legal issues and take
appropriate action when arranging contracts with external bodies. These arrangements must be made

in accordance with the requirements set out in the Contract Standing Orders.

Directors must ensure the risks have been fully appraised before arrangements are formalised. They
must prepare a clear and feasible exit strategy before entering into the arrangement.

Monitoring and Reporting

Directors are responsible for ensuring the regular monitoring of revenue budget and the capital
programme in their directorate; and for ensuring that significant variations are investigated and
appropriate action taken to bring any forecast overspend backinto line with the budget.

Directors, in consultation withthe Director of Finance must, assoon as is practicable, report to Strategic
Governance Board Fire where they are unable to balance expenditure and resources within the
approved budget allocation. The Strategic Governance Board Fire will consider such reports and, where
appropriate, make recommendations to Staffordshire Commissioner which address the shortfall.

Unless determined otherwise by the Staffordshire Commissioner, any under spend will initially be used
as a direct contribution to capital. Any surplus underspends post the capital contribution, or over
spending, will be incorporated into the carryforward reserves for future consideration.

The Treasurer is responsible for co-ordinating production of the Annual Statement of Accounts, ensuring
they are prepared in accordance with statutory requirements and proper practice, and for submitting it
for consideration by the Ethics, Transparency and Audit Panel (ETAP), and approval by the Staffordshire
Commissioner.

Disposal of Capital and Fixed Assets

All disposals of capital and fixed assets with a carrying value of £1,000 or more must be approved by the
Director of Finance. The disposal will be recorded in the register of disposals updated by the Finance
Department.

Major Projects

Directorsshall be responsible for preparing the Business Plan for new projects. This plan shall include a
business case, a cost benefit analysis, an affordability test and an implementation plan. The plan shall
identify and quantify all elements of cost, including quotations and/or tenders as necessary. The Director
shall liaise with other officers as appropriate.
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B.33

B.34

B.35

B.36
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The Director of Finance, in consultation with Directors, shall establish and review on a regular basis as
circumstances require, a set of financial and other criteria in accordance with the Medium Term
Strategic Planand the Corporate Safety Plan against which projects shall be judged.

From time to time as it shall decide, these criteria shall be presented to Strategic Governance Boardas
required.

The Capital Review Group will monitor progress of approved capital projects in line with the terms of
reference for the group. Approval for amendments to the approved capital programme are delegated
to Service Management Board and Service Delivery Boardin line with approved terms of reference.

Major projects shall be monitored by the project managerin accordance with the Budget Management
and Responsibilities Guide.

Virements must comply with the Scheme of Virement as set out in these Regulations. Any decisions to
vire must be timely and consider the pace of project work.

FINANCIAL REGULATION C - FINANCIAL SYSTEMS AND STANDARDS

C1

C.2

C3

C4

C5

Financial Management Standards

The Treasurer is responsible for setting the Staffordshire Commissioner’s financial management
standards and for monitoring their compliance.

The Treasurer is responsible for ensuring proper professional practices and accounting policies are
adhered to and to act as head of profession in relation to standards, performance and development of

finance staff throughout the Staffordshire Commissioner (FRA).

Systems and Procedures

The Director of Finance is responsible for keeping the principal accounting records. Such records will be
maintained on the Staffordshire Commissioner’s centralfinancial system. No other system will be used
for the keeping of accounting or other records relating to the Staffordshire Commissioner’s finances
without the prior written permission of the Director of Finance.

The Director of Finance, in conjunction with Directors’, will ensure that all feeder systems and processes
to the principal accounting records of the Staffordshire Commissioner are fully documented with staff
trainedin their operation. Such systems and processes will incorporate the necessary controls to ensure
that the data used to update the principal accounting records is complete, accurate, timely and not
previously processed.

Directors must consult with the Director of Finance before introducing or amending any book, form,
record, administrative procedure or system used for the keeping of accounting or other records relating
to the finances of the Staffordshire Commissioner and should act on any advice given.
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The Director of Finance and Directorswill jointly ensure that all accounting records are properly
maintained and held securely. Further information can be found via the record retentionand disposal

policy.

Directors must ensure that all information assets are handled in accordance with the appropriate data
protection legislation. This will include assurance that all systems holding personal and financial
information provide the relevant technical assurance. Information Asset Owners will ensure that staff
are aware of their information security responsibilities and how to process such queries as a Freedom
of Informationrequest appropriately.

FINANCIAL REGULATION D - AUDIT, CONTROL AND IRREGULARITIES

D.1

D.2

D.3

D.4

D.5

D.6

D.7

D.8

The Joint Independent Audit Committee (ETAP) will review the effectiveness of external and internal
audit. It will be the responsibility of ETAP itself to recruit and appoint members of the Committee. These
members should be independent of both the Staffordshire Commissioners Office and the Fire and
Rescue Service.

Public Sector Audit Appointments LTD (PSAA) is responsible for appointing external auditors for the
Staffordshire Commissioner (FRA). Grant Thornton (UK) LLP have appointed to audit the accounts for
2018/19 and notification of continued opt-in will be issued to PSAA for the Staffordshire Commissioner
(Fire and Rescue Authority) to continue with the existing arrangements. PSAA should be informed
immediately should this position change in the future.

Itis the responsibility of the Ethics, Transparency and Audit Panel (ETAP) to:
- Approve annual Audit Fees
- Toreceive and respond to the ISA 260 Audit Finding Report of the financial
statementsand value for money
- Toreceive the annual audit letter

The Treasurer is responsible for reporting to ETAP the internal control systems and the internal audit
function.

The internal audit function will be under the independent control and direction of the Treasurer which
shall be arranged to carry out a continuous examination of financial and other operations. An annual
programme of work will be set by the Treasurer in consultation with other Directors, and approved or
otherwise amended by the Ethics, Transparency and Audit Panel (ETAP) .

Directorswill co-operate with, and provide all necessary information for, Internal Audit and the
Staffordshire Commissioner’s External Auditor.

Itis the responsibility of Directorsto establish effective and efficient arrangementsfor internal control.
Directors will seek the advice of the Director of Finance in those instances of a material nature where
the principles of internal control prove difficult to implement or maintain.

The Treasurer must be notified immediately of all instances of potential and actualirregularity affecting
the finances of the Staffordshire Commissioner.
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D.9 The Monitoring Officer to the Staffordshire Commissioner is responsible for the development and
maintenance of anti-fraud and anti-corruption policies which will identify who is responsible for
ensuring compliance and for receiving reports of potential breaches.

FINANCIAL REGULATION E - EXPENDITURE
General

E.1 All payments made on behalf of the Staffordshire Commissioner will be delegatedto and made by the
Finance team on behalf of the Treasurer.

E.2 In making such payments, the Treasurer will, where necessary, rely on the certification of authorised
employees.

Procurement of Works, Supplies and Services

E.3 Each order will conform to the Staffordshire Commissioner’s Contract Standing Orders.
E.4 Every employee involved in the procurement process will comply with the Code of Conduct Policy.

Payments of Creditors

E.5 Payments will be made in accordance with the standard payment policy, any proposed changesto policy
must be reported to the Performance and Assurance Board for approval.

Advance Accounts

E.6 The Treasurer will provide such accounts as is considered appropriate for authorised employees to
defray petty cash and other expenses.

FINANCIAL REGULATION F - INCOME
F.1 Subject to Regulation F.2, Directorsare responsible for

(a) reviewing and making recommendations to the Staffordshire Commissioner about chargesthat
may be made for services provided by the FRA on a nonprofit making basis, in accordance with

the FRA’s powers to charge set out in relevant legislation.

(b) reviewing and implementing all external fees and charges, to be approved by the Strategic
Governance Board Fire on an annual basis.

F.2 The establishment or variation of any such fee or charge that involves a policy change requires the
approval of the Staffordshire Commissioner.

F.3 Directorsare responsible for ensuring that all cash and cheques received on behalf of the Staffordshire
Commissioner are banked promptly and intact and receipted.
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F.5
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Directorsare responsible for the prompt raising of Staffordshire Commissioner’s debtors accounts and
for the subsequent collection of the amounts due in accordance with corporate policies on credit
management as determined by Strategic Governance Board Fire.

Director of Finance /Treasurer may write-off debtors’ accounts up to an individual account limit of
£5,000. Bad debts exceeding this figure require the approval of Strategic Governance Board Fire.

FINANCIAL REGULATION G - TREASURY MANAGEMENT

G.1

G.2

G.3

G.4

Banking

The Treasureris responsible for arranging the Staffordshire Commissioner banking arrangements,
including the opening and closing of bank accounts. The s.4A FRA is a separate corporation sole with
precept raising and borrowing powers. As such, the s.4A FRA should have separate banking
arrangements from the PCC and Chief Constable.

Payments from the Staffordshire Commissioner’s bank accounts will be authorised in accordance with
the appropriate bank account mandates.

Treasury Management

The Strategic Governance Board Fire is responsible for recommending approval to Staffordshire
Commissioner’s for the Treasury Management Policy Statement, in line with CIPFA’s Code of Practice
for Treasury Management in Local Authorities and Prudential Code, and the annual treasury
management strategy.

The Treasurer is responsible for carrying out all Treasury Management activities withinthe Staffordshire
Commissioner’s Treasury Management Policy Statement and Annual Treasury Management Strategy.
More specifically, such responsibilities will be carried out in accordance with CIPFA’s Code of Practice
for Treasury Management in the public services and CIPFA’s Prudential Code and will include:

e Tokeep under review and to update as required, the Treasury Management
Policy Statement for approval by Staffordshire Commissioner

e To prepare and maintain suitable Treasury Management Practices setting out the manner in which
treasury management policies and objectives will be achieved and presenting how those activities
are managed and controlled;

e To prepare the Annual Treasury Management Strategy at or before the start of each financial year
for presentation to the Strategic Governance Board Fire and approval by Staffordshire
Commissioner

e To regularly monitor performance against Borrowing Limits and Prudential Indicators and to seek
approval for changes to those limits if applicable;

e Toreport the outcome of all Treasury Management activities at least once a year including an annual
report for the preceding financial year to the Strategic Governance Board Fire.
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FINANCIAL REGULATION H -ASSETS

H.1

H.2

H.3

H.4

All Members and staff have a general responsibility for taking reasonable action to provide for the
security of assets under their control, and for ensuring that the use of these resources is legal, is properly
authorised, provides value for money and achieves best value.

Directorsare responsible for keeping records and assets properly maintained and securely held.

Directorsare responsible for ensuring that contingency plans for the security of assets and continuity of
service in the event of disaster or system failure arein place.

The Director of Finance may write-off assets with an individual item value of £10,000. Amounts
exceeding this figure may not be written off without the approval of Performance and Assurance Board.

FINANCIAL REGULATION | - INSURANCE AND RISK MANAGEMENT

1.1

The Staffordshire Commissioner’s is responsible for approving the risk management policy strategyand
for reviewing the effectiveness of risk management.

The Chief Fire Officer and Head of Paid Service is responsible for co-ordinating risk management activity
across the Service including the allocation of the annual dedicated risk management budget.

A nominated director is responsible for arranging appropriate insurance cover for risks which are not
self-insured. Where appropriate, this director will consult with other Directors prior to arranging cover.

Except where otherwise provided for in agency agreements, the Deputy Chief Fire Officer and Head of
Paid Service will negotiate the settlement of claims with insurers.

FINANCIAL REGULATION J — OTHER FUNDS

1.1

1.2

Directorswill maintainrecords detailing the purpose and nature of all voluntary
funds maintained by their staff in the course of their duties within the Staffordshire Commissioner.

Directors will ensure that such funds are operated in accordance with these regulations and any
guidance issued by the Director of Finance.

1.3 Staffordshire Commissioner’s acting as trustees by virtue of their official position will ensure
that accounts are audited as required by law and submitted annually to the appropriate body.
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Financial Regulation Appendix 1 - Definitions

Unless the context requires otherwise the following words, abbreviations and expressions

shall have the meaning stated:

(a)

(b)

(d)

(f)
(8)

(h)

“Staffordshire Commissioner (Fire and Rescue Authority) (also referred to as the Police, Fire &
Crime Commissioner”, shall mean the person occupying the office of Staffordshire
Commissioner, also known as the Police, Fire and Crime Commissioner (PFCC)

“Secretary” shall meanthe Monitoring Officer and solicitor asdefined in the Authority’sScheme
of Delegation.

“Treasurer” shall mean the Director of Finance (Section 151 Officer of the Staffordshire
Commissioner) as set out in the Local Government Act 1972.

“Directors” shallmean collectively the Director of Prevent and Protect, the Director of Response
and the Director of Finance, and such other appropriate persons authorised to undertake the
duties specified in the Regulations in accordance with the delegations made by the Director
pursuant to a scheme of delegationapproved by the Strategic Governance Board.

“Budget” shall mean the revenue budget and capital programme for the 12 months from April
to March.

“MTFS” shall mean the Medium Term Financial Strategy

“Revenue” is defined as expenditure on resource which is consumed in a period of one year or
less.

“Capital” is defined as expenditure on the acquisition, creation or enhancement of a fixed asset
provided it yields benefit to the Staffordshire Commissioner for more than one year. Capital
expenditure enhances the value, usage or life of an asset.

“Major projects” are defined in the Staffordshire Commissioner’s Project Management
Handbook.

“Budget heads” shall mean categories of revenue spend specified in schedules presented for
approval by Members.

“Budget Management and Responsibilities Guide” shall mean additional and more detailed
guidance on financial administration issued by the Director of Finance.

“Virement” shall mean the transfer of funds from one budget to another, in order to use
surplus funds in one area to prevent a potential overspend in another area, or accommodate a
changein policy or changesin the levels of activity.
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6 Contract Standing Orders

1. Introduction

p How We Procure

3. The Tendering Procedure

4., Framework Agreements

5. Exemptions to the Contract Procedures
6. Advertising of Contracts

7. Pre Quotation/Tender Requirements
8. Procurement Portal

9. Other Procedures

10. Invitation and Submission

11. Opening of Tenders

12. Evaluation of Tenders and Quotations
13. Post Tender Consideration
14. Contract Award — Tenders and Quotations

15. Corrupt Practices

16. Variation to Contracts

17. Term of Contract

18. Data Protection
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Staffordshire Commissioner

INTRODUCTION
The main aims of these Contract Standing Orders are to:-

a) Outline the manner in which contractsare handled and managedto ensure compliance with all
relevant legislation;

b) Outline the relative responsibilities of the Staffordshire Commissioner and the Chief Fire Officer
in this process

Procurement is the process through which all goods, works and services are acquired. The procedures
in these Contract Standing Orders apply to all spend with third parties and to all sub-contracts (where
a specific sub-contractor is specified). These Contract Standing Orders are mandatory and apply to all
staff and officers of and Staffordshire Fire and Rescue Service.

These Contract Standing Orders should be readin conjunction with the Financial Regulations, Financial
Procedures, Scheme of Delegation and Procurement Delivery Plan which provide the framework for
managing the organisation’s financial affairs when dealing with the setting up of contracts for works
or services, or the purchasing of goods.

For Staffordshire Fire and Rescue Service, all orders and contracts must be in the name of the
Staffordshire Commissioner Fire and Rescue Authority (‘the Commissioner’) and made in accordance
with these Contract Standing Orders. Any dispute regarding the interpretation of these orders shall
be referredto Head of Governance for the Staffordshire Commissioner’s Office, whose decision shall
be final.

Subject to these Contract Standing Orders, the Commissioner has the power to delegate authority to
contract to the Chief Fire Officer to enterinto contractson behalf of the Commissioner.

The financial limits specified within these Contract Standing Orders are subject to variation from time
to time by the Commissioner.

HOW WE PROCURE

The appropriate procurement procedures are based on the total estimated value of the contract (this
is the total cost over the full contract term — not just the initial purchase cost).

All contracts for the supply of goods or services under any lease, hire, rental or any other credit
arrangement, which has the potential to commit the Commissioner tolong term financial commitment
longer than four years shall not be entered into without prior approval from (depending on value) —
the Contract Review Group or Priority Projects Board (Police), Service Delivery Board (Fire), Strategic
Governance Board (Staffordshire Commissioner’s Officer), Chief Finance Officer or the Head of
Commercial Services.
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For any Contract which requires a signed or sealed agreement (as opposed to just a Purchase Order), regardless of the value Commercial Services must be
engaged before any Supplier is approached.

Commercial Services torun the
procurement. Commercial Services
will run a formal tender, or call off

andon BLPD/EU Supply

must keep records of the
procurement

Contract Value Process Contract to be Documentation Storage Budget Holder need to engage
Published? Commercial Services
To Budget Holder to obtain atleastone No The Budget Holder must | No, ifonlya Purchase Orderisrequired
quoteinwriting keep records of the
£10,000 quote Yes, ifa signed contractis required
£30,000 Commercial Services to obtainatleast No Commercial Services Yes
three quotes in writing must keep records of the
procurement
<£213,477 Budget Holder mustengage Yes, on Contracts Finder Commercial Services Yes
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under an available Framework

Agreement.

<£213,477 Budget Holder mustengage Yes, on Contracts Finder Commercial Services Yes
Commercial Services to run the and on BLPD /EU Supply | mustkeep records of the
procurement. procurement

Commercial Services will run afull
tender process compliantwith 2015
Public Contract Regulations, or call off
under an available Framework
Agreement.

For Works

For any Contract which requires a signed or sealed agreement (as opposed to just a Purchase Order), regardless of the value Commercial Services must be
engaged before any Supplier is approached. All Works contracts, regardless of value must be agreed by the Head of Estatesand Commercial Services.
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Commercial Servicesto run the
procurement.

Commercial Services will run afull
tender process compliant with 2015
Public Contract Regulations, or call off
under an available Framework
Agreement.

on BLPD/ EU Supply

must keep records of the
procurement

Contract Value Process Contract to be Documentation Storage Budget Holder need to engage
Published? Commercial Services
To Budget Holder to obtain atleastone No The Budget Holder must Yes
quoteinwriting keep records of the
£10,000 quote
£30,000 Commercial Services to obtainatleast No Commercial Services Yes
three quotes in writing must keep records of the
procurement
<£5,336,937 Budget Holder mustengage Yes, on Contracts Finder Commercial Services Yes
Commercial Services to run the andon BLPD / EU Supply | mustkeep records of the
procurement. Commercial Services procurement
will run a formal tender, or call off
under an available Framework
Agreement.
>£5,336,937 Budget Holder mustengage Yes, on ContractsFinder, | Commercial Services Yes
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For All Goods and Services

Any requirement for the provision of goods and services that necessitates the setting up of a new
Supplier will have to be requested via Commercial Services so that the new Supplier canbe vetted. If
the vetting process is successful the details will be added to the Finance Supplier Database.

For any Contract which requires a signed or sealed agreement (as opposed to just a Purchase Order),
regardless of the value Commercial Services must be engaged before any Supplier is approached.

Under £10,000:

Require a Purchase Order to be raised via the financial accounting system. If the
requirement is a one off purchase from a new Supplier then a Service credit card could be
used. Itis the Budget Holders responsibility to ensure best value is achieved.

Between £10,001 and £30,000:

The Budget Holder must engage Commercial Services, who will seek a minimum of three
formal quotes, utilising the Request for Quotes or Invitation To Tender procedure. Once the
evaluation of the received quotes/tenders is completed and the successful Supplier
informed, a Purchase Order must be raised by the Budget Holder via the financial accounting
system.

Between £30,001 and £213,477:

The Budget Holder must engage Commercial Services to initiate a full tendering or
framework call off procedure.

Toensure budget availability no Contract for the supply of goods or services under any lease,
hire, rental or any other credit arrangement, where the value of the agreement exceeds
£30,000 (including VAT) or contracts that cover more than 12 months can be entered into
without:

a. A decision that has been made at the relevant Enabling Board or Service Delivery
Board with the approval documentation or relevant minutes being disseminated to
Commercial Services.
Authority being given by the Chief Finance Officer
If this is a capital spend, confirmation that the expenditure has been agreed at the
Capital Review Group or Enabling Board
Over £213,477:

The Budget Holder must engage Commercial Services Commercial Services to initiate a full
compliant tender or framework call off process through Commercial Services, which is
subject to the 2015 Public Contract Regulations
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Toensure budget availability no Contract for the supply of goods or services under any lease,
hire, rental or any other credit arrangement, where the value of the agreement exceeds
£30,000 (including VAT) or contracts that cover more than one financial period can be
enteredinto without:

a. A decision that has been made at the relevant Enabling Board or Service Delivery
Board with the approval documentation or relevant minutes being disseminated to
Commercial Services.

Authority being given by the Chief Finance Officer

c. If this is a capital spend, confirmation that the expenditure has been agreed at the

Capital Review Group or Enabling Board

For Works

For any Contract which requires a signed or sealed agreement (as opposed to just a Purchase Order),
regardless of the value Commercial Services must be engaged before any Supplier is approached.

All Works contracts, regardless of value must be agreed by the Head of Estates and Commercial
Services.

Under £10,000:

Require a Purchase Order to be raised via the financial accounting system. If the
requirement is a one off purchase from a new Supplier then a Service credit card could be
used.

Between £10,001 and £30,000:

The Budget Holder must engage Commercial Services, who will seek a minimum of three
formal quotes, utilising the Request for Quotes or Invitation To Tender procedure. Once the
evaluation of the received quotes/tenders is completed and the successful Supplier
informed, a Purchase Order must be raised by the Budget Holder via the financial accounting
system.

Between £30,001 and £5,336,937,:

The Budget Holder must engage Commercial Services to initiate a full tendering or
framework call off procedure.

The Budget Holder and Commercial Services must involve the Head of Estates in the
assessing the tender submissions.
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Toensure budget availability no Contract for the supply of goods or services under any lease,
hire, rental or any other credit arrangement, where the value of the agreement exceeds
£30,000 or contractsthat cover more than 12 months can be entered into without:

a. A decision that has been made at the relevant Enabling Board or Service Delivery
Board with the approval documentation or relevant minutes being disseminated to
Commercial Services.

Authority being given by the Chief Finance Officer

C. If this is a capital spend, confirmation that the expenditure has been agreed at the

Capital Review Group or Enabling Board

Over and £5,336,987:

The Budget Holder must engage Commercial Services Commercial Services to initiate a full
compliant tender or framework call off process through Commercial Services, which is
subject to the 2015 Public Contract Regulations

The Budget Holder and Commercial Services must involve the Head of Estates in the
assessing the tender submissions.

Approval must be given from The Commissioner to spend.

3. THE TENDERING PROCEDURE

3.1

3.2

The tendering procedure will require the tender documentation to be up loaded into the EU
Supply/Blue Light e-tendering Portal and a notice seeking expressions of interest will be
published. This notice will automatically generate where applicable, an advert on the
Contacts Finder database and an advert in the Official Journal of the European Union (or
successor publication after Brexit), meeting the Commissioner’s obligation to the
Government’s requirements to advertise the procurement of goods, services or works.

No tendering procedure is required in respect of:

. Contracts for the purchase of goods of which tenders have been obtained from a
purchasing consortium or other recognised Government agency (such as Crown
Commercial Services) where the Commissioner has been identified in any previous
procurement exercise undertaken by the consortium or agency.

] Use of a Framework Call Off - but further competition by means of a mini competition
may be required.

= Contractsfor the supply of goods which the Home Office have specified as the type of
goods which should be used for a particular purpose and only one Supplier of such
goods exists

. Charges repaid to the Home Office for national systems and requirements
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. Contracts for the supply of goods or services the price of which is fixed by a trade
organisation or government department and no reasonably suitable alternative is
available

= There being no genuine competition for the goods, works or services that are

procured. Examples of this would include the entering into of a joint services venture
or a requirement to utilise the services of Suppliers such as United Utilities, Criminal

Records Bureau or OFCOM

= With the written authorisation of the Chief Finance Officer, a contract for the
engagement of a Counsel

. Subscriptions or fees to Government Departments.

. Requirements for Mutual Aid, Contributions and Grants

. Professional subscriptions

= With the written authorisation of the Chief Finance Officer, for goods and materials
purchased at an auction

. Contractsrelating solely to the disposal or acquisition of aninterestin land.

] Contracts for the lending or borrowing of money

. Appointment of external auditors when an appointing body is used

. Recharges between forcesand fire servicesin relation to Regional Collaborations

] Contractsfor the employment of permanent staff

] Good procured through a central supplier e-catalogue/approved purchase list which has

been approved by Commercial Services.

4, FRAMEWORK AGREEMENTS

4.1 Where, on the basis of providing quality and value for money, one or more Framework
Agreements have been identified by Commercial Services and entered into by or on behalf
of the Commissioner, or by or on behalf of a body or consortium of which the Commissioner
is a member, for the supply of goods or services, that or those Framework Agreements may
be used. The Commissioner may use other frameworks that are generally available, for
example, frameworks placed by Crown Commercial Services.

4.2 Supplier e-catalogues/approved purchase lists which have been approved by Commercial
Services, and are available through the purchasing system, maybe utilised to procure goods
and services from that catalogue. Any proposed purchase of goods or services which are not
in an approved catalogue must be procured in accordance with these Standing Orders.

4.3 Commercial Services must be engagedto utilise any Framework Agreement.

5. EXEMPTIONS TO THE CONTRACT STANDING ORDERS

5.1 Exemptions to these Contract Standing Orders are permitted where it can be proven that it
is inefficient or uneconomic to comply with the above requirements. Examples are detailed
below:
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. The goods, works or services are unique and provided by only one organisation with
no reasonably satisfactory alternativesavailable

. The procurement involves the purchase of proprietary or patented goods or services
obtainable from one firm; are sold at a fixed price and no reasonably satisfactory
alternative is available

] That goods are required as a partial replacement for, or addition to, existing goods or
installations and obtaining them from another source would result in the original
warranty being voided

. The goods, works or services are of a sensitive nature (such as covert operations)
where publication of the tender documents would constitute a security breach and
undermine the effectiveness of the final product.

No exemptions will be granted which would result in a breach of legislation. The Budget
Holder must obtain approval to apply any exemption to the Contract Standing Orders
outlined above by completing the Exemption Form (at Appendix A) and submit it to
Commercial Services so that the requirement can be assessed and presented tothe relevant
officer for approval.

Notwithstanding the provisions of 5.2, for procurement projects under £600,000 the Chief
Finance Officer (or the Commissioner if the expenditure is from the SCO budget) must
approve any exemption, prior toany contract being awarded. For procurement projects over
£600,000 any exemption must be approved by the Commissioner. Commercial Services will
keep a register of exemptions granted detailing the nature and value of the contract, the
circumstances justifying the exemption and the name of the Supplier awarded the contract.

ADVERTISING OF CONTRACTS

Contracts with a total contract value exceeding £30,000 must be advertised on Contracts
Finder, this includes call offs from frameworks.

All contracts with a total value that exceeds public procurement thresholds must be
advertised and awardedin accordance with necessary legislation.

Thresholds from 01 January 2022 are as follows:

Supplies £213,477
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Services £213,477
Works £5,366,937
6.3.1 Contracts also need to be published in line with The Transparency Code.

7. PRE-QUOTATION/TENDER REQUIREMENTS

7.1 Suppliers may be contacted informally by Commercial Services without obligation on behalf of
the Commissioner, before a procurement process is commenced, order to:

. Establish whether the goods, works or services that the Commissioner wishes to
purchase are available on the market, and an estimated cost;

= Assess market conditions should the procurement progress require it.
7.2 In making enquiries:

. No information shall be disclosed to one Supplier which is not then disclosed to all
those of which enquiries are made, or which are subsequently invited to tender or
quote

= No Supplier shall be led to believe that the information they offer will necessarily lead

them to be invited to tender or quote, or awarded a contract. All requests for
information or quotations either verbal or written must include the words “without
obligation” to confirm that the request is for information only

= A record, including notes of any meetings held the responses and the names of all
individuals present shall be kept by Commercial Services

7.3 Before obtaining quotations or tenders for a procurement estimated at a value of £25,000
or more (including VAT), a detailed output specification must be prepared by the budget
holder or the project manager acting on the budget holder’s behalf. The specification is a
description of the goods, services or works that the Commissioner wishes to procure and
canbe attributedin two ways, attributes related tothings — (i.e. the part, component or raw
material) and actions (functions, processes, procedures, services, performance).

It should incorporate key performance indicators or criteria for acceptance of the goods,
services or works and will be included in the invitation to tender documentation. It must be
agreed with the Supplier awarded the Contract and form the major part of the formal
Contract agreement made between the Commissioner and the Supplier.
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8. PROCUREMENT PORTAL

8.1 Ifa Supplier wishes to be considered for future contractsthey can, at no cost, register onthe
EU Blue Light e-tendering portal (https://Blue Light.eu-supply.com/).

8.2 If a Supplier is asked to submit a quotation or tender, this must be done using the EU Blue
Light e-tendering portal. In addition, they will be required to provide sufficient information
so that a due diligence assessment can be conducted confirming their capacity, capability
and financial standing to undertake the work on behalf of the Commissioner. A Standard
Selection Questionnaire (SQ) where applicable will be issued to help achieve this.

9. OTHER PROCEDURES

Commercial Services must run any procurement which utilises any procedure as outlined below:

9.1 The following procedures are also available for procurements over the 2015 Public Contract
Regulationsthresholds.

The Commissioner may utilise a Competitive Dialogue procedure or Competitive Procedure
with Negotiation when:

. The needs of the Commissioner cannot be met without adaptation of readily available
solutions

. The procurement requirement includes design or innovative solutions

. The contract cannot be awarded without prior negotiation because of specific

circumstances relatedto the nature, complexity of the legal and financial make up or
associated risks

. The technical specification cannot be established with reference to a standard
common technical specification, technical reference or European technical
assessment

= The outcome of an open or restricted procedure has elicited only irregular or

unacceptable tenders.

9.2 Competitive Dialogue Procedure — A selection is made of those who respond tothe contract
notice. The Commissioner will then enter into a dialogue with potential tenderersto develop
one or more suitable solutions for its requirements and on which chosen tenderers will be
invited totender.
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Competitive Procedure with Negotiation — Utilising this procedure a selection is made of
those who respond to the Contract Notice, and only they are invited to submit an initial
tender for the contract. The Commissioner may then open negotiations with the tenderers
to seek improved offers.

Innovation Partnership Procedure - Utilising this procedure a selection is made of those who
respond to the contract notice. The Commissioner will then use a negotiated approach to
invite Suppliers to submit ideas to develop innovative works, supplies or services aimed at
meeting a need for which there is no suitable existing ‘ product’ on the market. Under this
procedure The Commissioner is allowed to award partnerships to more than one Supplier.

Negotiated Procedure without prior publication — This procedure can only be used in very
specific circumstances (e.g. Where for technical or artistic reasons or because of the
protection of exclusive rights, the contract can only be carried out by a particular Supplier).
In this instance The Commissioner would approach one or more Suppliers to negotiate the
terms of the contract.

Social Value — Procurement will use social value within the scoring and weighting of tenders.
This will be a 10% weighting for alltenders, unless authorised otherwise by The Chief Finance
Officer or Commissioner.

INVITATION AND SUBMISSION

Instructions must be issued tothose organisations invited to submit a quotation or a tender,
asking them to complete and return the required documents by a specified date and time.
Tenders will be carried out electronically by Commercial Services via https://Blue Light.eu-
supply.com/.

Invitation to tender documents will usually contain the following information:

= Letter of invitation and instructions about the process.

. Form of tender

. Specification and/or schedule of rates

. Contract terms and conditions

. Any relevant supporting information (drawings, maps etc.)

= Where tenders are to be evaluated on the basis of quality and price, the tender

documentation must also specify the criteria for evaluation and the evaluation matrix.

Completed tenders must be submitted on the portal by the date and time specified. Late
tenders will not be accepted.

It is important that organisations are given sufficient time to adequately research and
compile their tender submissions. This includes enough time to seek accurate estimates
from their subcontractors. The Commissioner’s minimum time for the return of priced
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tenders for below the 2015 Public Contract Regulations threshold procurements is fourteen
(14) days from date of issue, although best practice suggests that at least twenty one (21)
days should be allowed. All procurements which exceed the 2015 Public Contract
Regulationsthresholds must use the timescales outlined in the Regulations.

The specified time to submit tenders/quotations may be extended in exceptional
circumstances provided that all organisations involved in the process are notified of the
revised date and time and no potential Supplier is disadvantaged by the deadline extension.

OPENING OF TENDERS

Electronic tenders must be delivered to the designated e-tendering system by tenderer’s
prior to the stated closing date and time set out in the Invitation to Tender. All electronic
tender submissions are retainedin a virtual ‘locked box’ until the designated opening time.
The system will hold each submission unopened and with no reference to the contents of
the response until ‘box’ is opened. An activity log within the system provides a full audit trail
logging any activity, recording the name of the person accessing the box, date, time and any
activity undertaken.

Commercial Services will facilitate the tender opening procedure and ensure that an
auditable evaluation process is achieved and the evaluation details are recorded and
appropriately archived.

EVALUATION OF TENDERS AND QUOTATIONS

An evaluation must be made of tenders submitted against the published tender evaluation
criteria. Where errors or discrepancies are found that may affect the tender scoring, the
tenderer may be notified and afforded an opportunity to confirm the clarification without
amendment, amend their tender to correct an error, or withdraw their tender. A written
record of any revisions or withdrawals must be maintained.

To ensure fairness the quality criteria (or award criteria) and evaluation method must be
clearly defined in the tender documentation. The award criteria will vary depending on the
type of contract. Some examples of criteria included are:

] Technical suitability

= Financial viability and stability

. Quality systems

] Customer care and after sales service

] Experience and past performance

. Aesthetic and functional characteristics

] Delivery date and other management factors

= Commitment to Equality & Diversity and Sustainability

. The economic, social and environmental well-being of an area (Social Value).
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13. POST TENDER CONSIDERATIONS

13.1 After the receipt of tenders, Commercial Services may need to contact tenderers to clarify
technical and contractual information as part of the evaluation process. Any such
communication must be confidential and entered into utilising the https://Blue Light.eu-

supply.com/, message system.

13.2 Any negotiation with a tenderer to discuss the pricing or any other allowable aspect of the
tender submitted should:

. Be undertaken only by Commercial Services and the budget holder, where applicable.
All negotiations must be conducted in a manner which provides equal opportunity for
all Suppliers who have provided quotes and which maintains the highest levels of

probity

. At the conclusion of negotiations each tenderer must be invited to submit a best and
final price, if permitted within the invitation to tender documentation

14. CONTRACT AWARD — TENDERS AND QUOTATIONS

14.1 Where a contract is required to be signed or sealed by deed, the process must be undertaken
as follows:
Value Signature on behalf of the
Commissioner
Up to £100,000 Head of Commercial Services (or the

Commissioneror Chief Executive of the
SCO, ifitis SCO budget)

Up to £1,000,000 Chief Finance Officer (or the
Commissioneror Chief Executive of the
SCO, ifitis SCO budget)

Over £1,000,000 The Commissioneror the Chief
Executive of the SCO

Contracts required to be sealed by Sealed by the Chief Executive of the

deed SCO by applyingthe common seal of
the SCO

The successful Supplier should be notified promptly following acceptance of the tender, and the
contract must be issued for signature by the Supplier. On receipt, the Commissioner will sign the
contract to form the legally binding agreement.

14.3 All unsuccessful tenderers should also be notified promptly in writing or via https://Blue
Light.eu-supply.com. There must be a ten day standstill period utilised where it is
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legislatively required. All submissions and supporting documentation should be retained for
seven years by Commercial Services before being destroyed.

CORRUPT PRACTICES

All staff must comply with the Counter Fraud and Corruption Policy and the Gifts and
Hospitality Policy.

VARIATION TO CONTRACTS

A modification to an existing pre-tendered contract may be possible, without the need tore-
advertise or re-tender. All requirements for contracts modifications and variations must be
requested through Commercial Services for further advice. Variations to contracts must be
signed as follows:

Cumulative Value of Contract Signature on behalf of the
Commissioner
Up to £100,000 Head of Commercial Services (or the

Commissioneror Chief Executive of the
SCO, ifitis SCO budget)

Up to £1,000,000 Chief Finance Officer (or the
Commissioneror Chief Executive of the
SCO, ifitis SCO budget)

Over £1,000,000 The Commissioneror the Chief
Executive of the SCO

Any Contracts which has beensealed | The Commissionerorthe Chief

by deed, or where any Variationis Executive of the SCO

requiredto be sealed as a deed

Further, confirmation of budgetary approval must be obtained and sent to Commercial
Services before any Variation Agreement is signed.

TERM OF CONTRACT

The term of a contract may be extended with the approval of the relevant body, if there is
provision within the contract terms and conditions to extend and if confirmation of
budgetary provision has been agreed by the Chief Finance Officer (if the cumulative value
less than £1,000,000 or the Chief Executive of the SCO if the budget is SCO, or if the
cumulative value of the extension is over £1,000,000). If the contract has already been
extended to the full extent within the provisions of the existing contract, it cannot be
extended further.
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17.2 The contract term cannot be extended where this would result in the value of the contract
exceeding the European procurement threshold, would make a fundamental change to the
contract award previously made or extending the contract period not previously identified
in the contract.

17.3 Commercial Services must be engaged if a contract needs to be terminated before its expiry.

18. DATA PROTECTION

The General Data Protection Regulation (GDPR)isa compliance standardintended to strengthen data
protection for individuals across the European Union. All contracts need to be scrutinised to confirm
if the GDPR regulation appliestothem and if so identify why and how personal data is to be processed.
The following will need to be considered before a contractis enteredin to.

Any contract that is identified as GDPR compliant must demonstrate accountability and transparency
in all decisions regarding personal data processing activities, therefore confirmation of data specific
terms and conditions need to be scrutinised by either the Chief Information Officer, Data Protection
Officer, Deputy Data Protection Officer, Security Information Officer or Commercial Services before
the contractis entered into.

19. MODERN SLAVERY

Modern Slavery forms a key part of any contract or tender process. There is now a modern slavery
statement of which The Commissioner and Staffordshire Fire & Rescue adhere to. The modern slavery
statement is below;

Modern Slavery and
Human Trafficking Ste

20. EXEMPTION FORM

Please find a copy of the Exemption form.

008_Exemption
Template_v1.0.docx
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Appendix A — Exemption to Contract Standing Orders
Form

Please complete all sections of this form, faiure to complete the required sections may result
in the form being returned to you.

Please note: Completion of this form does not guarantee approval.
Please return this form and direct any queries to Commercial Services.

1. Requesters Details

Name:

Job title:
Directorate:
Tel:

Email:

Date:

2. ContractDetails
Contract Title:
Contract Reference number:
Budget funding Stream:
Start Date and Duration:
Estimated Annual Value:
Estimated Total Contract Value:

Supplier Name:
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Details of Goods / services to be provided:

3. Exemption Details

3a. Which Orders are you seeking an exemption from (please check relevant box)?

|:| Requirement to seek three (3) quotes for total expenditure between £10,000 and
£24,999

|:| Requirement to formally tender for expenditure £25,000 and above

3b. Reasons for the request;

12.10.3.1 Where goods, works or services can only be obtained from
one source;

12.10.3.2 Whereitis deemed an extreme urgency;

12.10.3.3 Wherethe marketplace is limited and/or restricted (e.g. by quality
standards);
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Additional Comments:

4. Commercial Services Comments:
(This section is to be completed by the Commercial Business Partner or Procurement Officer,
Outlining their views on the request, it does not however, constitute an approval even ff it

supports the exemption).

Name:
Signature:

Date:

5. Approval/ Rejection with Reasons
(Should this ‘Exemption to Standing Orders’ be approved by the relevant authorised
signatory, the provider may be subject to a financial check, any provider faiing this check
will not be added to the Force procurement system and no order will be placed).
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In the event that the exemption is approved and once a formal order has been placed, the
relevant Procurement Lead must ensure that for all spend exceeding £25,000, an ‘award
notice’ is published through EU Supply/Contracts Finder.

Name: John Bloomer
Title: Chief Finance Officer

Signature: ......cicvererrararirsninsssssssnasasasaass
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