County Secretary and Solicitor’s Group Glossary 
Action sheet
This should be prepared by administrators at councillor and staff meetings to list the actions agreed and who is responsible for them. 

Agenda

This is a list of items to be considered at a meeting.  Each item is usually accompanied by a detailed report, including a recommendation on the action to be taken.  Formal council agendas must, by law, be distributed at least five clear working days before the meeting.   

Amendment

A county councillor can move (propose) an amendment to a motion (see ‘Motion’) to suggest an alternative course of action or correct an error.  An amendment must be moved and seconded by another councillor before it can be voted on.  If an amendment is supported by the majority of those voting, it is ‘carried’.  It then replaces the original motion and becomes the substantive motion which is then voted upon (see ‘Substantive motion’). 

Any other business (AOB)
This heading normally appears towards the end of a meeting’s agenda to allow people to raise any matter not specifically included on the agenda.  It must not appear on formal council, committee or cabinet agendas (see ‘Urgent business’). 

Assembly Hall

This is on the second floor of County Hall next to the Council Chamber.  It can be reserved for meetings and hospitality events by phoning the cabinet floor attendant (07831 226614).

Attendance sheet

Those present at a meeting sign this to record their attendance.  If you are responsible for circulating the attendance sheet at a formal council meeting, you should send a copy to Sue Jackson, County Secretary and Solicitor’s Group (extension 33008) immediately after the meeting. 

Cabinet (also known as ‘the executive’)
The cabinet is appointed by the leader of the council.  There are ten cabinet members, including the leader and deputy leader of the council. Within the budgetary and policy frameworks set by the full council, the cabinet is responsible for carrying out almost all of the council's functions in delivering services to the community.  Full details of the cabinet’s role can be found in the constitution.  The County Secretary and Solicitor’s Group has a dedicated team which oversees the work of the cabinet.
Contact Glenn Johnson (extension 33556) for further information.

Cabinet member

The leader can appoint up to nine other cabinet members to form the cabinet with him/her.  The leader allocates specific areas of responsibility (also known as a ‘portfolio’) to each member of the cabinet, who can take decisions in that area.   

Cabinet member support officers (CMSOs) 

These officers form the CMSUs mentioned below and provide support and guidance to cabinet members and directorates on the decision‑making process. 

Cabinet Member Support Units (CMSUs)
These have been established across directorates to support individual cabinet members in their decision‑making role.

Cabinet rooms

These are located on the second floor of County Hall and were previously known as ‘committee rooms’.  Cabinet, council committee and other internal and external meetings are held in these rooms.  They can be reserved by phoning the cabinet floor attendant (07831 226614).
Calendar of meetings

This is maintained by the County Secretary and Solicitor’s Group and provides information about meetings and events involving two or more county councillors.  The calendar can be found on the intranet.

Contact Sue Jackson (extension 33008) for further information.

Call in

This procedure allows Overview and Scrutiny Committees to request that a decision made by the cabinet or an individual cabinet member should be reconsidered before it is carried out.


Contact Josh Mynott (extension 34580) for further information. 

Casting vote

The casting vote is the deciding vote in a situation where there are equal numbers of votes on both sides.  The county councillor acting as chair of a formal meeting has the casting vote.

Chair 

This is the person who controls a meeting.  There is normally also a deputy to act in their absence.  The full council elects committee chairs and appoints deputy chairs at its annual meeting.

Chair and deputy chair of the council

The full council elects the chair and appoints the deputy chair each year.  The role of the chair, or the deputy chair in their absence, is to lead full council meetings and to represent the council at civic and ceremonial functions.

Chair’s briefing

This is a briefing session held for the chair and sometimes the deputy chair of a committee before a meeting.  It provides the opportunity to discuss any issues around each item on the agenda.  

Clerk

This person provides guidance to the chair and other members of a committee before, during and after a meeting.  The clerk is responsible for the smooth running of the meeting and produces the agenda and minutes for it (see ‘Minutes’). 

Committee replacements

A county councillor can be replaced by another councillor from the same political group (see ‘Political group’) if they cannot attend a meeting.  The group must confirm the replacement in writing to the clerk (see ‘Clerk’) before the meeting.  In effect, the person being replaced is no longer a member of the committee for that particular meeting, but the replacement is. 

Constitution

This sets out how the council operates, how decisions are made and the procedures which must be followed.  The constitution can be found on the intranet and hard copies are available from the County Secretary and Solicitor’s Group.
Contact Chris Mather (extension 33559) for further information.

Co-optee
This is a person appointed to serve on a council committee because of their expertise in a particular area.  Legislation permits some co‑optees with voting rights to be appointed to certain committees, for example, the Standards Committee and the Pension Fund Committee. Non‑voting co‑optees can be appointed at the discretion of any committee although some must also be appointed under legislation. 
Council Chamber

This is on the second floor of County Hall and is where meetings of the full council and other internal and external meetings and events are held.  The Council Chamber can be reserved by phoning the cabinet floor attendant (07831 226614).

Council committees

By law, some important areas such as ethical standards, planning permission, public rights of way claims and certain registration functions cannot be dealt with by the cabinet.  Committees such as development control, regulatory, standards and audit are appointed by full council each year.  Full details of council committees can be found in the constitution (see ‘Constitution’).
Contact John Houston (extension 33361) for further information.
Councillors’ handbook and diary
This contains information about county councillors and standing orders, and a diary of meetings.  It is only available to councillors and to staff who regularly attend councillor meetings or work with standing orders. 

Contact Chris Mather (extension 33559) for further information.

County councillor

County councillors are elected every four years.  They are accountable to the residents of their electoral division for the running of the council and the services it delivers.  Lancashire County Council has 84 county councillors (also known as ‘members’). 
County Management Board (CMB)
The County Management Board is Lancashire County Council’s board of executive directors.  It meets once a week to discuss and prioritise key issues of strategic and corporate importance for Lancashire and the county council.  It co-ordinates advice on these matters to county councillors and makes sure that its decisions are implemented.

Contact Andy Wilkinson (extension 33378) for further information.

County Mess

This is a dining area on the second floor of County Hall, next to the cabinet rooms.  It serves lunches and other refreshments.  To use the County Mess you must be a member of the County Mess Club.  Members include all county councillors and co‑optees, senior officers of the county council, Lancashire Members of Parliament and others who have been specifically invited.  
Contact Sue Wilding (extension 33350) for further information.
Criminal Records Bureau (CRB)
Any county councillor or member of staff who may have significant one‑to‑one involvement with children or vulnerable adults must receive clearance from the Criminal Records Bureau.  The County Secretary and Solicitor’s Group works with the Adult and Community Services Directorate to apply for councillor clearances.

Contact Chris Mather (extension 33559) for further information.

Democratic Information System (DIS)

This is the council’s system for providing constitutional information internally and externally.  It provides access to the council’s Forward Plan, cabinet decisions, agendas, minutes and full details of all committees and sub‑committees.  Information about county councillors and a calendar of meetings is also available. 

Contact Sue Jackson (extension 33008) for further information.
Department for Communities and Local Government (DCLG)
This is the government department responsible for local government.
District

There are 12 districts in Lancashire.  Each has a district council responsible for services such as housing, environmental health, local planning, waste collection and leisure. 

District council

There are 12 district councils in Lancashire (see ‘District’). 

Elections

County council elections are normally held every four years on the first Thursday in May.  The next elections are scheduled to take place on 7 May 2009.

Contact Roy Jones (extension 33394) for further information.
Electoral division

Each county councillor represents an area known as an ‘electoral division’.  There are 84 electoral divisions in Lancashire.
Executive
This is another name for the cabinet (see ‘Cabinet’).
Executive directors

Each council directorate has an executive director (also known as the ‘chief officer’) who is ultimately responsible for the running and work of their directorate. 

Financial regulations

The council has approved a set of financial regulations which must be observed throughout the directorates.  Full details of these regulations can be found in the constitution.  There is also a glossary of financial terms in appendix A of this document. 
Forward Plan

A Forward Plan is published each month by the leader of the council to let the public know:

· which county council services are likely to be affected by key decisions over the next four months; 
· who will be making the decisions and when; and

· what consultation there will be. 

Reports containing officers’ advice on key decisions are placed on the council’s website for public inspection at least five clear working days before the decision is taken.   (See also ‘Key decisions’.)

Contact Andy Wilkinson (extension 33378) for further information.

Full council

Full council is the meeting of all county councillors which takes place at least six times a year.  The full council decides on policies and sets the council’s budget and tax levels. Details of the council’s duties are set out in the constitution. 
Contact John Houston (extension 33361) for further information.
Group secretary

A person appointed by a political group to oversee and organise the group.
Joint committee

A joint committee may be set up between local authorities to advise those authorities on matters of joint interest or to carry out responsibilities.
Key decision

This is an executive decision taken by the cabinet, an individual cabinet member or a chief officer which is: 

· any decision which has a material impact whether in one electoral division or a smaller local community, without reference to any financial threshold; or 

· a domestic decision (affecting the internal workings of the authority) which reaches a given and significant financial threshold (currently £1.1 million).

Key decisions have to be published in the council’s Forward Plan (see ‘Forward Plan’).
Lancashire Leaders’ and Chief Executives’ Group

The group consists of the leaders and chief executives of the county council, the district councils and the unitary authorities in Lancashire.  It focuses on legislative, policy and service developments affecting all authorities.  It also identifies opportunities to improve the quality and value of services by working and developing things together and by sharing good practice.  The County Secretary and Solicitor’s Group provides secretarial support to the group.
Contact Glenn Johnson (extension 33556) for further information.

Lancashire Locals

In partnership with district councils, the county council has established 12 Lancashire Local Committees.  This is part of a project which aims to: 
· bring decision‑making on county services closer to communities;

· strengthen policy‑making to reflect local needs; 
· develop further joint working between the county council and district councils; and

· increase interaction with parish and town councils.  
The County Secretary and Solicitor’s Group has a dedicated team to support the Lancashire Locals.  
Contact David Porter (extension 33412) for further information.
Leader and deputy leader of the council

The leader is appointed by the full council at its first meeting after a county council election.  The leader appoints a deputy leader and cabinet and may take on any of the responsibilities of the cabinet alone, through the whole cabinet, or through an individual member of the cabinet, a cabinet committee or chief officer.

Member

A county councillor is often referred to as a ‘member’. 

Member development

Member development is defined as any development activity or training programme which is:

· specifically designed to improve the knowledge, skills and abilities of councillors in meeting the council’s corporate objectives; and 
· agreed through an individual development plan.  
The County Secretary and Solicitor’s Group has a dedicated team which oversees member development.  

Contact Catherine Earnshaw (extension 33306) for further information.

Member Information System

This is a database of information about councillors which feeds the Democratic Information System (see ‘Democratic Information System’).  
Contact Sue Jackson (extension 33008) for further information.

Member of Parliament (MP)

A person formally elected to the House of Commons.  There are 13 MPs covering Lancashire (excluding Blackburn and Blackpool South).   
Member of the European Parliament (MEP)

A person formally elected to the parliament governing Europe.  There are four MEPs with specific responsibilities for Lancashire. 

Members’ allowances

The Members’ Allowance Scheme sets out the basic allowances, special responsibility allowances and travelling and subsistence allowances paid to county councillors.  The scheme can be found on the intranet and is updated each year.
Contact Chris Mather (extension 33559) for further information.

Members’ Retiring Room (known also as the Members’ Library)
This can be found on the second floor of County Hall.  It is a place for county councillors to work and relax.  The room has full IT and multi‑media equipment.  Important reading material can also be placed there through the County Secretary and Solicitor’s Group.  The room cannot be used by council staff.
Contact Karen Bray (extension 34703) for further information.
Minutes

This is a record of what was said and decided at a meeting.  The minutes are produced by the clerk (see ‘Clerk’).
Monitoring officer

The County Secretary and Solicitor is the council’s monitoring officer, responsible for making sure that the council’s decisions and actions comply with legal requirements and its own policy frameworks.  He also has a specific role in advising the Standards Committee and on standards issues. 
Motion

This is a formal proposal put to a committee, full council or cabinet on which a vote is taken. 
Official visitors account (DV account)
This is managed by the County Secretary and Solicitor’s Group and can be used to pay for hospitality at meetings or events involving external organisations or individuals.  
Contact John Houston (extension 33361) for further information.

Opposition

These are county councillors who are not members of the council’s controlling or ruling group.  

Overview and Scrutiny (O&S) Committees 
These committees do not take service decisions.  They scrutinise the work of the cabinet, carry out policy and service reviews and recommend improvements.  They monitor decisions of the cabinet, individual cabinet members and chief officers and can ‘call in’ a decision which has been taken but not yet carried out (see ‘Call in’).  They may also be consulted by the cabinet, individual cabinet members or full council on forthcoming decisions and policy development. 
The County Secretary and Solicitor’s Group has a dedicated team which oversees the work of the Overview and Scrutiny Committees.  Full details of the committees can be found in the constitution.
Contact Josh Mynott (extension 34580) for further information. 

Overview and Scrutiny Management Committee
The committee is responsible for managing, co-ordinating, timetabling and monitoring Overview and Scrutiny Committee work programmes and activities.

Contact Josh Mynott (extension 34580) for further information. 
Part I and II items
Items on an agenda are categorised as part I or part II.  Members of the press and public can be present at meetings during discussions of part I items but must leave when discussion of part ll items begins.  This is because part ll items contain confidential or exempt information.  Most agenda do not include any part II items.
Party whip

There are two different meanings to this terminology.

· A device which requires that all members of a political group act collectively and do not break rank. Members who disobey the whip may be excluded from the group.
· A person appointed by a political group to make sure that the members of the group attend and behave as required at meetings.  
Political group

A political group can be formed by two or more councillors.  It normally consists of councillors who have been elected as standing for a political party.
Quorum

This is the minimum number of people that must be present to make a meeting valid.  It is normally a quarter of the total membership of the group, but certain committees may have other rules.  
Contact Chris Mather (extension 33559) for further information.

Scheme of Delegation to Chief Officers

This scheme enables the leader, cabinet members, full council or committees to delegate duties to specific officers.
Contact Chris Mather (extension 33559) for further information.

Scheme of Delegation to Members

This sets out specific areas of responsibility which the leader has delegated to individual cabinet members.
Contact Chris Mather (extension 33559) for further information.

School Organisation Committee (SOC)

This is not a county council committee.  It is an independent body, consisting of five groups, which makes decisions on education in Lancashire.  The County Secretary and Solicitor’s Group provides secretarial support to the committee.
Contact Jill Anderson (extension 32284) for further information.

Spokesperson

This is the county councillor appointed by an opposition party to lead on a specific topic. 

Standards Board 

The Standards Board for England is responsible for promoting high ethical standards and investigating allegations of breaches of its Members’ Code of Conduct.

Standing Advisory Council on Religious Education (SACRE)

SACRE advises the council on matters connected with religious worship and education in county schools.  The County Secretary and Solicitor’s Group provides secretarial support. 
Contact Jill Anderson (extension 32284) for further information.

Standing orders

These are the rules which govern how the council should operate, including the procedure at formal meetings of the council, its committees and the cabinet.  Full details of standing orders can be found in the constitution.

Contact Chris Mather (extension 33559) for further information.
Substantive motion (see ‘Motion’)
If an amendment to a motion is approved (or ‘carried’), it replaces the original motion and becomes the substantive motion for consideration. 

Task group

This is small group of Overview and Scrutiny Committee members examining a particular subject.  It may also involve other people such as district councillors.
Templates

These are used to produce reports to full council, cabinet, individual cabinet members, council committees and sub-committees, and chief officers (under the Scheme of Delegation).  They can be found on the intranet at http://lccintranet/corporate/communications_toolkit/downloads/templates/council/index.asp. A new template should be downloaded for each report.
Contact Chris Mather (extension 33559) for further information.

Terms of reference

This is a list of responsibilities assigned to a committee by full council. 
Two tier

This refers to two levels of local government in a county.  The county council provides some services and district councils provide others.

Unitary authorities
These are responsible for delivering all county and district council services in their areas.  There are two unitary authorities which used to be within the boundaries of the administrative county of Lancashire.  These are Blackpool and Blackburn‑with‑Darwen.
Urgent business

This is a standard heading placed on all cabinet and council committee agendas.  It means that an item not included on the agenda can be considered at a meeting as long as the chair agrees that the matter cannot wait until the next meeting.  The reasons must be made clear in the minutes. 

Urgent business procedure
This procedure allows decisions to be taken that cannot wait until the next scheduled meeting of a committee.  Decisions are taken by the chief executive after he has consulted the chair and deputy chair of the relevant committee. 
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The County Secretary and Solicitor’s Group is also responsible for providing lieutenancy and magisterial services.  The following are common terms in these services.
Lieutenancy 
Contact Ian Johnston (extension 33364) for further information.
Department for Constitutional Affairs (DCA)

The DCA is responsible in government for upholding justice, rights and democracy, and improving electoral administration.

Deputy lieutenant 

The deputy lieutenant is appointed by the lord‑lieutenant (see ‘Lord‑lieutenant’) to assist him as the Queen’s representative in the county.  There are currently 51 deputies.

Duchy of Lancaster 

The land, property and assets held for the Queen as Duke of Lancaster.  These include 11,500 hectares of land on five estates in Lancashire.  The Duchy is administered from a dedicated office in London.

General commissioners of Income Tax 

These examine disputes between individuals and the Inland Revenue.

High sheriff 

The high sheriff is appointed each year by the Queen.  The role mainly involves attending ceremonies, representing the county and working with local charities, particularly National Crimebeat.

Lord‑lieutenant 

The lord‑lieutenant is the Queen’s personal representative in the county, appointed by the Queen on the recommendation of the prime minister.  

Magistracy 
Contact Janet Mulligan (extension 33542) for further information.
Bench 

A term commonly used for the magistrates’ court.

Her Majesty's Courts Service (HMCS)

HMCS provides administrative and other services to support business in the supreme court, county court and magistrates’ court. 

Justice of the peace (JP)

This is an unpaid volunteer who sits in a magistrates’ court and judges crimes such as shoplifting, motoring offences and public disorder.  JPs are also known as ‘magistrates’.   
Local Justice Area (LJA)

The area served by a particular magistrates’ court.

Magistrate 

This is an unpaid volunteer who sits in a magistrates’ court and judges crimes such as shoplifting, motoring offences and public disorder.  Magistrates are also known as ‘JPs’.

The following sites also provide an explanation of local government terminology and acronyms.

Corporate Communications glossary:

http://lccintranet/corporate/communications_toolkit/guidelines/how_to_communicate/terminology_and_acronyms/index.asp
Directorate for Children and Young People glossary:

http://lccintranet/education/d_ssg/ses/content/glossary/index.asp
I&DeA glossary:

http://list.idea-knowledge.gov.uk/t/809/115737/340/32/ 
Appendix A
Glossary of financial terms

	Term
	Explanation

	Agency services


	Services which one council is responsible for, but which another council provides (as the agent).  The council responsible pays the agent council the cost of the services provided.



	Asset rentals


	A notional charge for using county council assets such as buildings. It has no effect on Council Tax.

	Budget
	A statement which reflects the county council’s policies in financial terms and which sets out its spending plans for a given period.  



	Capital charges


	Depreciation (loss of value) and interest charged on assets.



	Capital receipts

	Amounts received from the sale of capital assets.  These can only be used for ‘capital purposes’ – to repay an existing debt or to finance new capital spending.  Amounts received which have not yet been used are referred to as ‘capital receipts unapplied’.



	Capital spending


	Spending on assets which will be of relatively long‑term value to the county council, for example, land, buildings and equipment.  They are also referred to as ‘capital expenditure’, ‘capital outlay’ and ‘capital payments’.  The assets paid for by capital spending are known as ‘fixed assets’.



	Care‑leaver support
	Support for 17‑ to 21‑year‑olds leaving care homes, for example, in finding a house and a job.



	Cash limit
	A fixed upper spending limit which each directorate must remain within when providing its services.  The total of all cash limits gives the council’s net budget, to be met from general government funding and Council Tax.  (See ‘Net budget’.)


	Change contingency

	A fund which the county council sets aside to modernise its activities.


	Collection fund

	The system used by district and borough councils to keep local taxation separate from their own accounts.  The amount in the collection fund at the end of each year is fed into the Council Tax calculation for the following year.


	Continuation estimates
	An estimate of how much it will cost next year to provide this year’s county council services.



	County fund
	The main revenue fund used to provide county council services.  Income to the fund consists of the county precept on the collection funds, government grants and other income.



	Dedicated Schools Grant (DSG)
	Funding from schools used to be given to local authorities as part of the general Revenue Support Grant although it was expected that councils would pass on any increase in the level of funding for schools directly to the schools.  The system has now changed and there is a specific grant for schools – the DSG.  This grant must be spent on schools.  The change from general to specific grant means that the grant is now taken from total spending to arrive at the county council’s net budget.  This has changed the shape of the budget significantly compared to previous years.


	Devolved financial management (DFM)

	The county council’s budget management system.  The budget is managed by those who make the decisions in each area of responsibility (‘accountable officers’). 



	Direct service organisation (DSO)

	An organisation set up within the county council to carry out certain activities subject to competitive tendering.

	Financial year
	The period of 12 months for which accounts are drawn up.  For local authorities the financial year (or ‘accounting period’) begins on 1 April and finishes on 31 March of the following year.



	Financing charges

	Repayments on amounts loaned to the county council by external organisations.  These charges include interest as well as repayment of the amount borrowed (the ‘principal’).



	FRS17

	The financial reporting standard accounting for pension scheme liabilities.

	Internal loans fund

	Internal resources used to fund capital spending on furniture, equipment and vehicles.



	National non‑domestic rates (NNDR)


	Business tax set by central government and distributed to local authorities.

	Net budget


	The amount the county council needs to provide its services after its income has been taken into account (total budget less income).  This amount is covered by general government funding and Council Tax.


	Outturn
	The county council’s actual spending position at the end of the financial year.



	Precept


	The amount collected by the district councils on behalf of the county council for the county council’s share of the Council Tax.

	Private Finance Initiative (PFI)


	A partnership between the public and private sectors which creates an asset (such as a building) or provides a service.  The private sector covers most of the initial investment costs, and the public sector pays the private sector over several years.



	Recharges


	Internal charges between county council directorates, for example, the cost of legal and financial services charged out to the directorates. 


	Revenue budget
	Spending other than capital spending.  This budget is finalised and approved in February before the start of the financial year.  It is monitored against actual spending each month as a control. 



	Revenue spending
	The county council’s day-to-day spending.  This is charged to the revenue account and consists mainly of salaries and wages, running costs and financing charges.



	Revenue Support Grant (RSG)


	A general grant from central government to contribute towards the cost of providing services.  When taken together with national non‑domestic rates, it is known as the ‘Formula Grant’.


	Specific grants
	Government grants for a particular service, for example, the Standards Fund Grant and the Dedicated Schools Grant.



	Tax base


	The number of band D equivalent properties in a district. 

	Trading account
	Services such as Printdirect and the Mail Room which are funded by generating income form internal and external clients.
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