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North Ayrshire Council

Appeals Committee

A Meeting of the of the Appeals Committee of North Ayrshire Council will be held in
via Microsoft Teams, on 16 March 2022 at 10:30 to consider the undernoted business.

1. Declarations of Interest
Members are requested to give notice of any declarations of interest in respect
of items of business on the Agenda.

2. Minutes
The accuracy of the Minutes of the meeting of the Appeals Committee held on
17 February 2022 will be confirmed and the Minutes signed in accordance with
Paragraph 7 (1) of Schedule 7 of the Local Government (Scotland) Act 1973
(copy enclosed).

Exempt Information

3. Exclusion of the Public
Resolve in terms of Section 50(A)4 of the Local Government (Scotland) Act 1973,
to exclude from the Meeting the press and the public for the following item of
business on the grounds indicated in terms of Paragraph 1 of Part 1 of Schedule
7A of the Act.

Non Disclosure of Information

In terms of Standing Order 19 (Disclosure of Information), the information
contained within the following report is confidential information within the
meaning of Section 50A of the 1973 Act and shall not be disclosed to any person
by any Member or Officer.

4. Disciplinary Procedure: Appeal Against Demotion

Submit a report by the Chief Executive on the background to an appeal against
demotion by an employee within Education (copy enclosed).
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Appeals Committee
17 February 2022

A Meeting of the Appeals Committee of North Ayrshire Council at 10.30 a.m. involving
participation by remote electronic means.

Present
John Easdale, Davina McTiernan and John Glover.

In Attendance
J. Smillie, Senior Manager (HR & OD) (People and ICT) and D. Grier, Solicitor (Litigation)
(Democratic Services).

Also In Attendance
C. Hope, Senior Manager (Facilities Management) (Place); M. Jackson, HR Adviser
(HR & OD); and the Appellant; Appellant's representative and Appellant’s witness.

Chair
Councillor Easdale in the Chair.

1. Declarations of Interest

There were no declarations of interest by Members in terms of Standing Order 10
and Section 5 of the Code of Conduct for Councillors.

2. Minutes

The accuracy of the Minutes of the meeting of the Cabinet held on 20 January 2022
was confirmed and the Minutes signed in accordance with Paragraph 7 (1) of Schedule
7 of the Local Government (Scotland) Act 1973.

3. Exclusion of the Public

The Committee resolved in terms of Section 50A(4) of the Local Government
(Scotland) Act 1973, to exclude from the Meeting the press and the public for the
following item of business on the grounds indicated in terms of Paragraph 1 of Part 1
of Schedule 7A of the Act.

4. Disciplinary Procedure: Appeal Against Dismissal

Submitted report by the Chief Executive on the background to an appeal against
dismissal by a former employee within Place.

The service representative presented the grounds for dismissal as previously advised
to the appellant in writing. The appellant was given the opportunity to respond to the
issues raised and to ask questions of the service representative. Members of the
Committee were also given the opportunity to ask questions.

Thereafter, the appellant presented the grounds of appeal. The service representative
was given the opportunity to respond to the issues raised and to ask questions of the
appellant. Members of the Committee were also given the opportunity to ask questions
of the appellant.



After summing up their respective cases, the service representative together with the
appellant, his representative and witness withdrew from the hearing to allow the
Committee to deliberate.

Following deliberation, the Committee agreed, Councillor McTiernan dissenting, that
(a) the grounds of appeal had been upheld in part; (b) the appellant should be
reinstated with a final written; (c) the appellant attend a Dignity and Equality training
course, the cost of which is to be deducted from backdated monies due as a result of
reinstatement on the payroll; and (d) the appellant be so advised within 14 days.

The Meeting ended at 3.10 p.m.
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	1 Introduction
	1.1 The Council has a Corporate Procurement Card system in place. This provides an enhanced service which incorporates electronic monitoring and approval of spend. The Service provider of the Procurement Card system (PCard) is the Royal Bank of Scotland.
	1.2 This reference guide is issued to support the use of a PCard. The objective of this guide is to provide some background information about the PCard system and to specify the policies and procedures for its use.
	1.3 Please read this guide carefully.  The information it contains is highly important, as it will enable the card to be used as intended and avoid unnecessary errors.

	2 Council Policy
	2.1 It is now Council Policy to consider the use of a PCard, which provides an efficient method of purchasing and paying for goods and services. It reduces the disproportionate time, effort and associated paperwork required when raising and processing...
	2.2 The card must not be used to circumvent procurement policy, including the requirement for competitive tendering.  If in doubt, please contact the Corporate Procurement Unit for advice.

	3 Principals and Benefits
	3.1 The PCard eliminates the time consuming process of adding ad-hoc/infrequent suppliers onto the Finance System and the eProcurement System (PECOS).
	3.2 It enables cardholders and approvers to review, allocate, and approve transactions made with the PCard and then charge these transactions to the Cardholders designated Cost Centre and Account Code.
	3.3 Significant savings can be realised in the administrative costs associated with such purchases compared to conventional methods.
	3.4 The limit for any single purchase transaction using the PCard has been managerially set for all Cardholders which is VAT inclusive. There is also an overall expenditure limit per Cardholder which is also managerially set.
	3.5 Cards are not interchangeable between cardholders.
	3.6 Payment will be made automatically to a supplier which improves their cash flow and reduces their credit control costs.

	4 How to use the PCard
	4.1 When a purchasing requirement has been identified, the Cardholder must firstly determine the most appropriate route to follow. See Flowchart 1.

	5 New Cardholders
	5.1 The Cardholder and Authoriser (Grade 14 and above or Head Teacher) must complete the Cardholder Application Form.

	6 Cardholder Responsibilities
	6.1 Every cardholder must use the card in accordance with this guide and any additional instructions issued by the PCard Administrator;
	6.2 The Card must only be used to procure goods and services for business use on behalf of North Ayrshire Council.  The card is not to be used to gain personal loyalty points from companies such as Tesco, Sainsbury’s etc; however loyalty cards in the ...
	6.3 All spend must be within individual transaction and monthly credit limits. The use of Pcards outside these limits will be declined;
	6.4 PCards must only be used by the cardholder and when not in use should be kept in a secure place, preferably an NAC safe.  Cards should not be loaned or borrowed, even between cardholders.
	6.5 No transaction should be reviewed by the cardholder unless the goods have been received and are in satisfactory condition.
	6.6 Cardholders must review their transactions on SDOL on a daily/weekly basis and ensure all transactions made up to and including the 28th of each month are reviewed.  Cardholders must continue to check the system 48 hours after the 28th of each mon...
	6.7 Cardholders must ensure that for each transaction there is a receipt / documentation for Audit purposes.  Spot checks will be carried out. If it has not been provided the cardholder must request the required paperwork from the supplier i.e. VAT re...
	6.8 A VAT Receipt where possible, should be obtained for each transaction and kept for at least 6 financial years plus the current financial year as per the Records Retention Schedule. This shows at what rate VAT has been charged and shows the amount ...
	6.9 Less detailed vat receipts/vat invoices – There are less stringent rules in respect of invoices for purchases made from retailers where the total value of the supply is less than £250. In these situations, VAT may be recovered on the strength of a...
	 Name, address and vat registration number of the retailer;
	 Date of supply (tax point);
	 Description sufficient to identify the supply;
	 Total amount including tax; and
	 The rate of tax (where the rate has not been shown, it is acceptable to apply the fraction (currently 1/6) to the amount shown to calculate the VAT which can be recovered.
	6.10 Hasten any outstanding Credits which have not appeared on SDOL.
	6.11 Card details must never be eMailed to any supplier as this information could be forwarded and misused.
	6.12 If goods are being purchased via the Internet, extreme caution should be exercised. Only reputable and well-known companies with secure web sites should be used. Secure websites are usually indicated by a padlock at the bottom of the browser ‘htt...
	6.13 Splitting of orders to bring the purchase below the PCard single transaction limit/monthly limit is strictly forbidden. If the purchase is above the PCard threshold (£100K) advice should be sought from your Corporate Procurement Unit, Category Ma...
	6.14 Each PCard has been managerially set up for the categories of goods and certain categories of goods are blocked. If you require a certain category unblocked, seek approval from your authoriser and then inform a Card Administrator.
	6.15 Deliberate misuse of a Card may result in the card being revoked and can invoke the Council’s disciplinary procedures which may include the recovery of any unapproved expenditure.

	7 DO’s and DON’Ts
	8  New Approvers
	8.1 The Approver and Authoriser (Grade 14 and above or Head Teacher) must complete the Approver Application Form.

	9   Card Approver Responsibilities
	9.1 It is essential that there is separation of duties between cardholder and approver, i.e. ordering of goods and the subsequent approval of the statement via SDOL must be carried out by different individuals with the appropriate authority; all appro...
	9.2 Transactions should be checked and approved on a weekly basis and all approving completed by the 28th of each month however continue to check the system 48 hours after the 28th of each month to ensure all transactions are reviewed for that statement.
	9.3 The Approver should check all receipts/documentation ensuring that all purchases are business related, the correct paperwork has been submitted and the procurement procedures have been followed. The Approver is responsible for the authenticity of ...
	9.4 Checking each Cardholders monthly transactions, highlighting any purchases which require particular scrutiny and bringing them to the attention of the Cardholder and if necessary, the Card Administrator.
	9.5 Notifying the Card Administrator of any changes that may occur (i.e. approver change, change of address etc).
	9.6 Notifying the Cardholder of changes to policy or procedures and ensuring the Cardholder is aware of the changes and follows them.
	9.7 Approval of additional cardholders within their area.

	10 Card Administrator Responsibilities
	10.1 Keep an upto date record of current Cardholders and Approvers.
	10.2 Random checks of the cardholder statement.
	10.3 Keep records of the Cardholders/Approvers employee acknowledgement forms.
	10.4 Assist in the development of Managerial Reports.
	10.5 Notify all Cardholders and /or Approvers of all outstanding unapproved transactions by the required deadline.
	10.6 Ensure timeous payment of monthly statement to RBS
	10.7 Inform the Cardholder and the Card Approver of any requirements, concerns or changes to policy or procedures.
	10.8 Export transactions from SDOL and send to Financial Management Team to upload to the General Ledger.
	10.9 Dealing with applications for all new cardholder requests.
	10.10 Receiving all new/replacement cards from RBS.  PIN numbers will be sent directly to the cardholder.
	10.11 Destroying unwanted/redundant cards.  These should be returned to the PCard Administrator to be destroyed.

	11 Use of PCard in Connection with Internet Transactions Using Intermediary Payment agencies such as Paypal
	11.1 This notice is to inform Cardholders and Approvers that PCards must not be used in connection with transactions made over the internet through intermediary payment agencies such as PayPal, WorldPay, or similar payment organisations. The Crown Com...
	11.2 PCard transactions are monitored for misuse and this will now include the use of intermediary payment agencies. PCards used for such transactions may be stopped until the transactions have been investigated.

	12 Compliance
	12.1 Deliberate misuse of the card may result in the revocation of the card and may invoke the Council’s disciplinary procedures.

	13 Card Security
	13.1 Do not keep your card and PIN together.
	13.2 Do not write down, fax or email any magnetic stripe data, the PIN number or the CVV code on the back of the card.
	13.3 If you lose or misplace your card, this should be reported to The Royal Bank of Scotland immediately so that steps can be taken to minimise any losses through fraudulent use of the card.  You must also inform the Card Administrator after notifyin...
	13.4 If your card is used over the telephone please ensure extra vigilance is taken to ensure the supplier is reputable and valid e.g. check phone number from internet website, be satisfied that you are speaking to a member of staff.
	13.5 Card details must never be e-mailed to any supplier as this information could be forwarded and misused.

	14 Contact Information
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