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Executive Summary 

i. The Department for Transport (DfT) plans to devolve funding for major 
transport schemes to Local Transport Bodies (LTBs) from April 2015 
onwards.  

ii. It is anticipated that the funding for Cumbria will be £11.8 million for scheme 
delivery from April 2015. The precise amount of money available is still to be 
confirmed by the DfT and will also be subject to the next government 
spending review. 

iii. This document sets out a “Central Assurance Framework” (CAF) for the LTB 
and includes: 

 Purpose, structure and operating principles of the Cumbria Local 
Transport Body; 

 How schemes will be assessed and prioritised; 

 How programme management and investment decisions will be 
undertaken. 

iv. The DfT will need to be satisfied that the Central Assurance Framework is 
robust in order to be able to devolve the funding. 
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PART ONE: PURPOSE, STRUCTURE AND OPERATING 
PRINCIPLES 

1 Name 

1.1 The name the LTB will be known by is Cumbria Local Transport Body 
(CLTB). 

2 Geography 

2.1 The geography of the CLTB will be the area enclosed by the boundary of 
Cumbria County Council (CCC) and Cumbria Local Enterprise Partnership 
(CLEP).  

Figure 2.1: CLTB Geography 
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3 Membership 

3.1 The membership of the CLTB is set out in Table 3.1.  

3.2 There will be 3 full voting members on the CLTB; two of them elected 
members of CCC, who will be nominated by CCC’s Cabinet. This will assure 
democratic accountability.The other voting member will be from the CLEP.     

3.3 The Highways Agency will be invited to join the CLTB as a full non-voting 
member.  

3.4 Other organisations such as Network Rail and Transport Operators will be 
invited to the CLTB meetings when issues directly related to them are being 
considered. 

Table 3.1: Membership of CLTB  
Organisation Position Type of Member 
 CCC Cabinet Member Voting 
 CCC Cabinet Member Voting 
CLEP (to confirm) Voting 
Highways 
Agency 

(to confirm) Non-voting   

3.5 The District Councils in Cumbria are represented on the CLEP.Senior 
officers from each District are also represented on the CLEP Technical 
Officers Group which advices and supports the CLEP on transport 
infrastructure issues. 

3.6  Membership of the CLTB will be reviewed annually.Consideration will be 
given at the time of review as to whether there is a need to expand or reduce 
the membership of the CLTB.Membership will also be reviewed when any 
member of the CLTB appointed by CCC ceases to be a CCC member. 

4 Conflicts of Interest    

4.1 Decisions on the prioritisation of investment for major scheme funding will be 
made on an objective basis using evidence from robust business cases, on 
contribution to CLTB objectives (paragraph 8.2),value for money and 
deliverability. 

4.2 The CLTB will be assisted in its decision making by independent consultants 
who will be able to provide technical expertise.  
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4.3 Members of the CLTB will agree to adhere to the CCC Members Code of 
Conduct (Appendix A Item 1),which incorporates the provisions of the 
Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012 and 
also makes provision for the registration and disclosure of certain non-
pecuniary interests. All non-local authority members will be required to sign a 
letter or form agreeing to be bound by CCC’s Code of Conduct.  

4.4 The Code of Conduct covers approaches to conflicts of interest.It provides 
that members must take steps to resolve any conflicts arising in a way that 
protects the public interest, including registering and declaring interests in a 
manner which conforms with the procedures in the Code.  

4.5 The register of interests of the two CCC members of the CLTB will be found 
on the CLTB website through a link to the CCC website. The CLEP member 
of the CLTB will be required to declare interests in exactly the same way as 
if they were CCC members, and those interests will be uploaded to the 
CLTB website.  

 

 

5 Gifts and Hospitality    

5.1 Members of the CLTB will agree to adhere to the CCC Members Code of 
Conduct (Appendix A Item 1).The document covers approaches to gifts and 
hospitality. The Code provides that members must register and disclose 
details of any person from whom they have received a gift of hospitality with 
an estimated value of at least £100 (they must register any gifts and 
hospitality worth over £100 that they receive personally in connection with 
their official duties). 

6 Status and Role of the Accountable Body    

Status 

6.1 The CLTB will be set up as an informal partnership between Cumbria County 
Council and the other participating organisations. 

Role 

6.2 CCC will act as the accountable body for the CLTB.  

6.3 The primary role of the accountable body will be to hold the devolved major 
scheme funding and make payments to delivery bodies. It will account for 
these funds in such a way that they are separately identifiable from the 
accountable body’s own funds, and provide financial statements to the CLTB 
as required. CLTB funds can be used only in accordance with a CLTB 
decision. 
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6.4 CCC as the accountable body will : 

 ensure the decisions and activities of the CLTB comply with legal 
requirements including but not limited to those in respect of equalities, 
human rights environmental requirements, EU requirements (eg public 
procurement) etc; 

 ensure (through its Section 151 Officer) that the funds are used 
appropriately and evidence is available to support this; 

 make payments to delivery bodies based on regular claims to be 
submitted as required; 

 ensure that the CLTB assurance framework as approved by DfT is being 
adhered to; 

 maintain the official record of the CLTB proceedings and hold all CLTB 
documents; 

 be responsible for the decisions of the CLTB in approving schemes (if for 
example subjected to legal challenge). 

7 Local audit and scrutiny   

7.1 The CLTB will fall under the remit of CCC’s existing audit and scrutiny 
arrangements. 

7.2 Within this framework, arrangements will be put in place for independent 
local audits to be carried out by the chief internal auditor, and the reports of 
these audits submitted to the DfT. The aim of each audit will be to verify that 
the CLTB is operating effectively within the terms of its agreed assurance 
framework. The CLTB will be responsible for taking the necessary action to 
remedy any shortcomings identified within the audit. The DfT will reserve the 
right to withhold or recover funding from the CLTB where there is an adverse 
audit finding, or where there has been a failure to take remedial action. 

7.3 An audit will be undertaken at least once between now and March 2015, with 
the report sent to the DfT no later than December 2014 and on an annual 
basis from 2015 once funding has been devolved.  

7.4 The accounts supporting the CLTB shall be prepared by the Accountable 
Body within 3 months following each Accounting Year End Date and audited 
within 2 months thereafter and the CLTB shall approve the same within 20 
Working Days of receipt. Each of the Board Members shall be bound by 
such accounts except that if any manifest error should be found by any of 
the Board Members and notified to the other Board Members within 3 
months after the approval of the accounts such error shall be rectified. 

7.5 The supporting documentation  used as a basis for the preparation of the 
annual accounts shall be open to inspection by any Board Member during 
normal business hours on reasonable notice. 
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7.6 The Accountable Body shall (upon reasonable notice) throughout the Term 
provide copies of documents relating to the CLTB and their authorised 
representatives and auditors as they consider necessary in connection with 
the CLTB.The Accountable Body shall upon reasonable notice provide 
written explanations of such documents. 

8 Strategic Objectives and Purpose     

Purpose 

8.1 The purpose of the CLTB is to decide how the devolved major scheme 
funding should be used.  

Objectives  

8.2 The objectives of the CLTB are to:  

 identify a prioritised list of investments within the available budget;   

 make decisions on individual scheme approval, investment decision 
making and release of funding including scrutiny of individual scheme 
business cases; 

 ensure Value for Money is achieved; 

 actively manage the devolved budget and programme to respond to 
changed circumstance; 

 monitor progress of scheme delivery and spend.  

9 Support and Administrative Arrangements 

9.1 The administrative and professional support  to the CLTB will be resourced 
from within CCC. A team of officers within the Highways and Transport 
section of CCC has been identified to undertake the work required.This 
includes scheme prioritisation, scheme development and design, economic 
assessment and business case development and programme management 
and provision of information for the CLTB.This resource comprises the 
Transport Infrastructure Manager, Design Manager, Design Engineers, 
Transport Modelling and Planning Officers.This work will be overseen by the 
Strategic Asset Manager who will also be the point of contact for the DfT and 
the CLTB. 

9.2 Support will also be provided by CCC finance staff with respect to the audit 
process and monitoring and producing accounts and also from CCC ICT 
staff with respect to website design and development.  
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9.3 The CLTB will be informed by CCC’s Area Committees and Cabinet and by 
the CLEP Technical Group and CLEP Board. All of these will be serviced by 
the CCC’s Highways and Transport Officers. These officers will be supported 
by CCC’s Highways and Transport Gateway Group. The “Gateway” Group 
includes representatives from economic regeneration, spatial planning, 
development management, and financial programming.  

9.4 Funding of administrative support is to be agreed by the partner 
organisations. In January 2013 the government announced additional CLEP 
core funding for capacity building in transport. Each CLEP will receive a one 
off payment to support the preparation work required to assess and prioritise 
devolved major transport schemes.Part of this core funding  will  be used  for  
administrative support to the CLTB. 

9.5 External consultants may be used to assist in the assessment of business 
cases. The consultants will be procured through CCC’s professional services 
framework and resourced from CCC’s Highways and Transport budget. 

9.6 The professional services framework incorporates 27 companies able to 
deliver “professional services” covering nine different areas. The selected 
companies have all gone through a rigorous tendering exercise and will give 
the CLTB the flexibility and control to find the best value for money.  

10 Working Arrangements and Meeting Frequency  

10.1 The proposed CCC and LEP members of the CLTB will  consider the draft 
CAF in February 2013 prior to it being  submitted to the DfT for sign off.  An 
informal meeting of the CLTB will  take place in March 2013 to agree the 
schemes to be prioritised. Following the CAF being signed off by the DfT,  
the CLTB will become fully operational and the first formal meeting will be 
held to determine the initial prioritised scheme programme.  

10.2 Thereafter  the CLTB will meet when making decisions on individual scheme 
investment including the Strategic, Outline and Full Business Cases required 
to be provided by the scheme promoter (see paragraph 15.5). The CLTB will 
agree the key dates with the promoters for the submission of the business 
cases. CLTB meetings will be held as and when required though at least 
quarterly. The dates of the meetings  will be set out on the  bespoke CLTB 
website and publicised at least six weeks in advance. The CLTB will work to 
the County Councils Access to Information Procedures Part 10A (Appendix 
A Item 2). 
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11 Transparency and Local Engagement     

11.1 The CLTB will adhere to the Local Government Transparency Code. It will 
also adhere to CCC’s Access to Information Procedures Part 10A (Appendix 
A Item 2), which include provisions governing the publication of reports, 
agendas and minutes, and notice of meetings. Meetings will be held in public 
except where confidential or exempt information is to be discussed. 

11.2 Consultation will be carried out in line with the Government’s Consultation 
Principles as published on the Cabinet Office web site on 17 July 2012. 

11.3 The CLTB will publish all papers associated with its work through the 
bespoke website managed through CCC. This will include: 

 Agendas, minutes and reports of each meeting; 

 The Central Assurance Framework; 

 Eligibility criteria for major schemes; 

 The methodology for the prioritisation of local major schemes; 

 Major scheme programme and individual scheme project programmes; 

 Individual scheme business cases; 

 Funding decision letters; 

 Rationale and justification for key decisions; 

 Programme updates;  

 Scheme monitoring and evaluation reports. 

11.4 Key documents and information will be available on the CLTB website for all 
stakeholders and members of the public to access.  The CLTB will have a 
dedicated email address and phone number allowing stakeholders and the 
general public to request information or make enquiries regarding local major 
transport schemes. Where consultation is required as schemes are 
developed stakeholders and the general public will  be invited to participate 
via the website or directly as appropriate. 

11.5 All requests under the Freedom of Information Act 2000 and the 
Environmental Information Regulations 2004 will be dealt with through the 
Corporate Information and Compliance Officer of CCC. 

11.6 The work of the CLTB will be bound by CCC's standards for information 
compliance and complaints (Appendix A Item 3). 
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11.7 The CLTB will operate the same principles of decision making as CCC, 
which means that all decisions of the CLTB will be made in accordance with 
the following principles: (a) proportionality (i.e. the action must be 
proportionate to the desired outcome); (b) due consultation and the taking of 
professional advice; (c) respect for human rights; (d) a presumption in favour 
of openness; (e) clarity of aims and desired outcomes; and (f) an explanation 
of what options were considered and the reasons for the decision. 
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PART TWO: PRIORITISATION 

12 Prioritisation   

Introduction 

12.1 The CLTB’s methodology for the prioritisation of local major transport 
schemes forms Appendix B of the CAF, which will be published on the  
CLTB website. 

12.2 The proposed methodology for scheme prioritisation will be undertaken in  
three stages: 

1. Scheme identification: schemes which could potentially be delivered 
through devolved local major transport scheme funding will be identified. 

2. Pre-prioritisation assessment: identified schemes will be sifted to ensure 
that only schemes which could be successfully delivered progress to 
scheme prioritisation. 

3. Scheme prioritisation: schemes will be assessed and ranked in a 
prioritised list. 

12.3 Evidence for the prioritisation of the major schemes  will be drawn from   
feasibility studies that have been undertaken and transport models which 
cover all the urban areas of Cumbria.  

Scheme identification 

12.4 Potential schemes will be identified from a range of different sources, 
including: 

 CCC’s Local Transport Plan 3 

 Masterplans 

 Economic regeneration plans 

 Longstanding strategic and local transport priorities 

 CCC and LEP members 

Pre-prioritisation assessment 

12.5 The pre-prioritisation assessment will filter out schemes that would not be 
deliverable with this round of devolved local major transport scheme funding. 
The following factors will be considered: 

1. Scheme costs: if the expected cost of the scheme is greater than the 
total available funding and there are no other identified funding sources 
to make up the shortfall, it will fail the pre-prioritisation assessment. 
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2. Implementation timescales: if the scheme is unlikely to be successfully 
delivered in the timescales of this funding period it will fail the pre-
prioritisation assessment. 

3. Risk assessment: if key scheme risks are considered very high at this 
stage then the scheme is unlikely to be successfully delivered and it will 
fail the pre-prioritisation assessment. 

4. Business case strength: if it is believed that the scheme will not have a 
robust business case then the scheme will fail the pre-prioritisation 
assessment and will not be considered further. 

12.6 If a scheme fails any of the four factors, then it will not progress to scheme 
prioritisation. Failing the pre-prioritisation assessment does not preclude the 
scheme being delivered through a different funding source at a later date. 

12.7 To ensure that all schemes can be considered fairly in the pre-prioritisation 
assessment, a consistent minimum amount of information will be collated for 
each potential scheme. This will include the following: 

 Scheme description 

 Scheme aims and objectives 

 Previous scheme development and existing assessment work 

 Current status of the scheme 

 Timescales and constraints on scheme delivery 

Scheme prioritisation 

12.8 The scheme prioritisation methodology will assess the schemes that 
successfully pass the pre-prioritisation assessment. The methodology 
considers evidence in line with the Transport Business Case. 

12.9 The following criteria will be considered: 

1. How the scheme meets LTP3 objectives 

Schemes should meet LTP3 objectives. The ten LTP3 objectives are: 

i. Reduces casualties or the perception of danger for all road users; 

ii. One sector of the community is not disadvantaged; 

iii. Increases active travel (walking, cycling and public transport use); 

iv. Reduces air, noise and light emissions; 

v. Improves journey time reliability or reduces congestion on local or 
strategic routes; 

vi. Contributes to a prosperous economy; 

vii. Increases the choice of travel modes available; 

viii. Reduces carbon consumption; 
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ix. Improve the quality and distinctiveness of the townscape and 
landscape; 

x. Investment ties in to the local vision for the area. 

This will provide evidence for the strategic case. 

2. How the scheme is aligned with local policy 

Schemes should meet local policy objectives, including planning 
documents. This will provide evidence for the strategic case. 

3. How the scheme is aligned with national policy 

Schemes should meet national policy objectives. This will provide 
evidence for the strategic case. 

4. How the scheme is aligned with Cumbria’s economic priorities 

Schemes should aid Cumbria’s economic priorities as detailed by 
Cumbria County Council and the Cumbria Local Enterprise Partnership. 
This will provide evidence for the strategic case. 

5. Scheme assessment under the economy objective 

Schemes should have benefits for the sub-objectives considered in the 
economy objective. The sub-objectives to be assessed are: 

 Regeneration  

 Wider impacts 

This will provide evidence for the economic case. 

6. Scheme assessment under the environment objective 

Schemes should have benefits for the sub-objectives considered in the 
environment objective. The sub-objectives to be assessed are: 

 Noise  

 Air Quality 

 Greenhouse gases  

 Landscape / townscape  

 Heritage of historic resources  

 Biodiversity  

 Water environment  

This will provide evidence for the economic case. 

7. Scheme assessment under the social objective 

Schemes should have benefits for the sub-objectives considered in the 
social objective. The sub-objectives to be assessed are: 

 Physical Activity 
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 Journey Ambience  

 Security  

 Accidents  

 Access to services  

 Affordability  

 Severance  

 Option Values  

This will provide evidence for the economic case. 

8. The indicative benefit to cost ratio of the scheme 

The strength of the business case is dependent on a scheme providing 
good value for money. This is in part achieved by calculating the benefit 
to cost ratio of a scheme, which compares the predicted monetised 
benefits of a scheme to its costs.  

If a scheme has a benefit to cost ratio greater than one it is considered 
to provide value for money as the benefits of the scheme are greater 
than the scheme cost. This will provide evidence for the economic case. 

9. Is the scheme affordable 

The affordability of the scheme will be considered using cost estimates 
which have been updated in more detail from those used in the pre-
prioritisation assessment. If the scheme is not affordable in the context 
of the available funding budget it will not be considered further. 

10. Is the scheme deliverable before the 2019 

A draft project programme will be developed for each scheme. If the 
scheme is likely to not be implemented and operational by the end of the 
funding period in 2019 the scheme will not be considered further. 

11. Are there any showstopper risks 

A summary of the key risks of each scheme will be assessed to 
determine whether the risks are acceptable to the CLTB at this stage. If 
the risks are not deemed to be acceptable the scheme will not be 
considered further. 

12.10 To ensure a fair comparison in the prioritisation process, a consistent 
minimum level of information needs to be collated for each scheme. The 
information will be collated using templates to help ensure the data is 
consistent. 

12.11 This data will include information on the strategic case for the scheme, 
including the problem the scheme is addressing, the scope to implement 
alternative options, the investment need and impact on growth and 
developments. 
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12.12 Cost estimates used in the pre-prioritisation assessment will be refined. The 
costs will consider construction and design costs, risk adjustments and 
optimism bias. The cost estimate methodology will be provided for each 
scheme. 

12.13 The benefit to cost ratio will be estimated using existing validated transport 
models where possible, or manual assessments with existing data. The 
assessment will provide a estimate of the impact of the scheme on the 
distance travelled and journey times to calculate the potential benefits of the 
scheme. 

12.14 A risk assessment will also be completed for each scheme. These will 
present a list of criteria to be considered as part of the assessment. 

12.15 The schemes will be assessed by independent assessors. The independent 
assessors will not have involvement in collating evidence in support of the 
scheme during the prioritisation process.  

12.16 Any identified weaknesses or gaps in the evidence will be highlighted at this 
stage and further evidence will be provided as appropriate. 

12.17 To ensure that different schemes can be compared fairly in the prioritisation 
process, it is necessary to use a scoring system. The schemes will be 
scored by independent assessors. 

12.18 Each criterion will be scored on a scale of 0–5 as detailed in Table 12.1  

Table 12.1: Scoring methodology  
Score Criteria 
0 Does not meet criteria at all 
1 Starts to meet criteria 
2 Partly meets criteria 
3 Moderately meets criteria 
4 Substantially meets criteria 
5 Fully meets criteria 

12.19 The score of each criterion will be weighted relative to their perceived 
importance. It is proposed that the scoring system will have the following 
weightings: 
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 10 per cent on how the scheme LTP3 objectives 

 10 per cent on how the scheme meets local policy 

 10 per cent on how the scheme meets national policy 

 20 per cent on how the scheme meets Cumbria’s economic priorities 

 10 per cent on how the scheme meets Economy objectives 

 10 per cent on how the scheme meets Environmental objectives 

 10 per cent on how the scheme meets Social objectives 

 20 per cent on the indicative benefit to cost ratio 

12.20 In addition to the above, the scheme must pass the affordability and 
deliverability criteria to be prioritised. 

12.21 The sum of all the weighted criteria scores will give a final score for each 
scheme. The schemes will be prioritised based on this final score. 

12.22 Further details on the prioritisation methodology is included in Appendix B. 

13 Scheme Eligibility  

13.1 Schemes to be considered by CLTB will have a cost of at least £1,000,000  
excluding appraisal costs. This will enable funding to be targeted on 
schemes  which will make an effective impact on meeting the strategic 
transport priorities of Cumbria.This could include a package of schemes in a 
defined area. 

13.2 The CLTB will rely on the prioritisation methodology to deliver on its strategic 
objectives. Schemes that will unlock economic development opportunities 
are a high priority. There will be no restrictions or preferences for certain 
types of schemes including those which serve particular strategic objectives. 

13.3 Contributions or match funding will be sought from various sources. However 
contributions or match funding will not be mandatory so to ensure that high 
scoring schemes are not excluded from consideration by the CLTB.  

13.4 Arrangements will be in place to ensure that major scheme funding is 
considered only for  major transport schemes and not passed onto CCC as 
the local transport authority for other uses.    
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PART THREE: PROGRAMME MANAGEMENT AND INVESTMENT 
DECISIONS 

14 Scheme Assessment and approval  

14.1 The Network Development section of CCC will act as scheme promoter and 
will produce the business case and supporting information for each scheme. 

14.2 The assessment, scrutinising and monitoring of a scheme business case 
produced by the scheme promoters will be undertaken on behalf of the 
CLTB by the Strategic Asset Management section of CCC.This section is led 
by the Strategic Asset Manager who is the point of contact for the CLTB.  

14.3 Where CCC is the scheme promoter no officer within the Strategic Asset 
Management section will be involved in assessing and scrutinising a 
business case if they have provided any support work to the promoter on 
that scheme.  

14.4 The Strategic Asset Management team may use consultants commissioned 
through CCC’s professional services framework, as set out in paragraphs 
9.5 and 9.6, to assist in business cases assessment. Recommendations will 
be be taken to the CLTB by the Strategic Asset Manager for their 
consideration.  

14.5 Scheme promoters will be responsible for informing the CLTB of any 
changes to the scheme, including its scope, costs and timescales for 
implementation.The CLTB will be responsible for assessing the impact of 
any changes on the overall scheme programme and working with the 
promoter to address any specific issues. Delays to the scheme may result in 
the CLTB deciding to reprioritise the programme and bringing forward 
another scheme. 

14.6 The CLTB will ensure that there is sufficient separation between the scheme 
promoter and the officer responsible for the signing off the assessment of 
schemes approved by the CLTB. The CCC Assistant Director of Highways 
and Transport will sign off  the scheme assessments including the value for 
money statement and this will be recorded at the CLTB meeting. 

14.7 Details of the proposed financial approval regime is set out in Section 18 
paragraphs 18.1 to 18.5.  
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15 The Transport Business Case 

15.1 Once the prioritised list of schemes has been produced, the business case 
for individual schemes will be developed by the scheme promoter in line with 
the DfT’s Transport Business Case. The Transport Business Case provides 
guidance on using evidence-based decision making to assess the business 
case for schemes in a manner consistent with the Treasury Green Book.  

15.2 The successful delivery of a scheme will require a robust business case 
which demonstrates good value for money. 

15.3 The business case for each scheme will therefore contain all the relevant 
information regarding the scheme, and demonstrate whether the scheme 
meets the following five key cases. 

1. The strategic case 

The strategic case determines whether the scheme has a robust case 
for change, and whether it fits with wider public policy objectives. It 
specifies the identified problems, how the scheme addresses these 
problems, and how the scheme contributes to key policy objectives. 

2. The economic case 

The economic case determines whether the scheme demonstrates value 
for money. It presents evidence on the impact of the scheme on the 
economy, as well as its environmental, social and distributional impacts. 
These will be assessed following the DfT’s modelling and appraisal 
guidance WebTAG. 

3. The commercial case 

The commercial case determines whether the scheme is commercially 
viable. It presents evidence on risk allocation and transfer, contract 
timescales, implementation timescales and details of the capability and 
skills of the team delivering the project. 

4. The financial case 

The financial case determines whether the scheme is affordable. It 
presents evidence on funding arrangements, technical accounting issues 
and the financial profile of the option. 

5. The management case 

The management case determines whether the scheme is achievable. It 
provides evidence of project planning, governance structure, risk 
management, communications and stakeholder management, benefits 
realisation and assurance. 

15.4 The methodology for scheme prioritisation considers evidence for all five 
cases defined above. The business case for each scheme will be developed 
using this information as a basis. 
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15.5 The business case for each scheme will be built up in three stages. These 
three stages are defined in detail in the Transport Business Case guidance 
and are summarised below. 

1. The Strategic Outline Case 

The Strategic Outline Case sets out the need for intervention and how 
this fits with policy objectives. It also makes the case for change, 
includes outline options to solve the identified problems, and confirms 
that the project is affordable. 

2. The Outline Business Case 

The Outline Business Case reconfirms the conclusions of the Strategic 
Outline Case, but concentrates on the detailed assessment of possible 
options to find the best solution. This involves undertaking full economic 
and financial appraisals and the selection of a preferred option. 

3. The Full Business Case 

The Full Business Case confirms the strategic fit and the case for 
change of a scheme, provides final details of the project’s overall 
balance of benefits and costs, and sets out plans for monitoring and 
evaluating these benefits. 

15.6 The business case will require sign-off from the CLTB at each stage before it 
can progress to the next stage. The CLTB will be responsible for scrutinising 
the business case at each stage to ensure it is robust.  

15.7 The assessment of business cases may be assisted by consultants from 
CCC’s professional services framework (see paragraphs 9.5 and 9.6). The 
consultant’s findings would be scrutinised by the Strategic Asset 
Management section of CCC. This section is led by the Strategic Asset 
Manager who is the point of contact for the CLTB. 

16 Value for Money 

16.1 A key part of the business case for each proposed scheme is the 
demonstration of value for money. The value for money of a scheme is 
assessed by comparing all the significant benefits and costs of the scheme. 
This includes all factors, not just economic worth, and includes both 
monetised and non-monetised impacts. The process which determines the 
benefits and costs of a scheme is known as scheme appraisal. 

16.2 The appraisal of proposed scheme options forms a key part of the Outline 
Business Case. The appraisal of schemes will be undertaken in line with the 
DfT’s WebTAG guidance and will include the production of an Appraisal 
Summary Table. The appraisal will assess all the economic, environmental, 
social, public accounts and distributional impacts of the scheme. 
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16.3 The appraisal of scheme impacts will be conducted in a proportional manner. 
This will be undertaken by documenting the scope and detail of the appraisal 
in an Appraisal Specification Report. This report will include details on: 

 the proposed approach to modelling and forecasting and how this is 
consistent with the DfT’s National Trip End Model planning dataset 

 the methodology for assessing the five WebTAG objectives 

 the proposed level of design to inform the cost information, and how 
better cost information will be obtained 

 evidence that views on the appraisal methodology have been sought 
from the statutory environmental bodies and other relevant bodies 

16.4 The Appraisal Specification Report will be agreed as suitable with the CLTB 
before beginning the appraisal. 

16.5 Each scheme will be assigned a value for money category as part of the 
business case. The value for money of a scheme is categorised into one of 
the following five categories: very high, high, medium, low and poor. 

16.6 A key component of the value for money of a scheme is the Benefit to Cost 
Ratio (BCR). The BCR compares the monetised value of benefits of a 
scheme to the monetised cost of a scheme. The BCR is ranked into 
categories as follows: 

 Very high: the benefit to cost ratio is greater than 4.0 

 High: the benefit to cost ratio is between 2.0 and 4.0 

 Medium: the benefit to cost ratio is between 1.5 and 2.0 

 Low: the benefit to cost ratio is between 1.0 and 1.5 

 Poor: the benefit to cost ratio is less than 1.0 

16.7 However, the BCR only considers benefits and costs which can be 
monetised, whilst the value for money of a scheme also includes benefits 
and costs which are difficult to monetise or cannot be monetised. The 
magnitude of the non-monetised impacts are assessed separately. The 
results of this assessment will define the value for money category and 
conlude whether it is different to the BCR category. 

16.8 The decision on which schemes to include in the programme will be primarily 
based on value for money. It is anticipated that the schemes to be funded 
will have a value for money category of high or very high. 

16.9 Schemes with a medium or low value for money category will only be funded 
if they are the highest scoring schemes in scheme prioritisation. Schemes 
with a medium or low value for money will need to demonstrate in their 
business case significant non-monetised benefits, such as wider economic, 
environmental, or social and distributional impacts. 
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16.10 The impacts identified may be assessed by consultants from CCC’s 
professional services framework and would then scrutinised by the Strategic 
Asset Management section of CCC. Recommendations will then be made to 
the CLTB for their consideration.   

16.11 Schemes with a poor value for money will not be funded. It is anticipated that 
these schemes would have been excluded from further consideration during 
the pre-prioritisation assessment or would score poorly in scheme 
prioritisation. 

16.12 At each approval stage of the business case for each scheme, a value for 
money statement will be produced by the scheme promoter. The value for 
money statement will summarise the overall assessment of the economic 
case of the scheme, and will include the following information: 

 The value for money category of the scheme; 

 The present value of benefits, the present value of costs, and the benefit 
to cost ratio of the scheme; 

 A concise summary of the benefits and costs that have been assessed; 

 An assessment of non-monetised impacts; 

 The identification of key risks, sensitivities and uncertainties; 

16.13 The value for money statement is a key part of the business case. The 
statement will then be scrutinised by the Strategic Asset Management 
section of CCC. Only after confirmation that the statement is accurate will 
the value for money statement be signed off on behalf of the CLTB by the 
CCC Assistant Director of Highways and Transport.  

16.14 The Schemes that are delivered through the devolved local major scheme 
funding will be monitored and evaluated. The evaluation of schemes 
provides evidence that the scheme is delivering value for money and 
ensures transparent and accountable decision making. 

16.15 Scheme evaluation will be undertaken in line with the DfT guidance on the 
monitoring and evaluation of local authority major schemes.  

16.16 A detailed Monitoring and Evaluation Plan will be submitted as part of the 
Full Business Case for each scheme. The Monitoring and Evaluation Plan 
will be developed in consultation with the DfT and will be made available on 
the CLTB website for the purposes of local accountability and transparency. 

16.17 The process for progress reporting will be set out in the Monitoring and 
Evaluation Plan. It is anticipated that an initial report would be produced 
within two years of scheme opening, based on data collected after at least 
one year of scheme opening; and a final report would be produced within six 
years of scheme opening, based on data collected after at least five years of 
scheme opening. The initial and final monitoring reports will also be made 
available on the CLTB website for the purposes of local accountability and 
transparency.  
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17 External Views on Business Case  

17.1 Business cases will be published on the CLTB website.The CLTB will aim to 
do this at least 3 months before the funding approval decision is made.CLTB 
as an informal partnership will undertake consultation in line with 
Government’s Consultation Principles as published on the Cabinet Office’s 
web site on 17 July 2012.  

17.2 Reports to CLTB will summarise and/or present responses to consultations 
so that members of CLTB will be able to have regard to them when making 
decisions. Responses will be redacted to the extent required to comply with 
Data Protection requirements.    

18 Release of funding, cost control and approval conditions  

18.1 No funding will be allocated to the scheme promoter, by the Accountable 
Body, until the Full Business Case has been approved by the CLTB and 
construction is ready to begin. The CLTB approval will contain:  

 The overall agreed level of funding for the scheme;  

 The agreed funding profile of the scheme across financial years;  

 General approval conditions – such as the fact that money can only be 
used on capital expenditure;  

 Any scheme-specific approval conditions (for example in relation to third 
party contributions).  

18.2 Before any funding is released, the scheme promoter will need to “accept” 
the funding (and the conditions for its use) through confirmation by the 
Section 151 officer that the money will be spent on the agreed purpose.  

18.3 The agreed funding contribution from the CLTB will be capped; and any cost 
increases will have to be borne by the scheme promoter.  

18.4 The scheme promoter will be responsible for completing and returning, in a 
timely manner and format to be advised by the Accountable Body, quarterly 
claims to the CLTB for payment in arrears.On receipt of the claim, the CLTB 
will then instruct the Accountable Body to release the funds to the scheme 
promoter. If the claim differs from the agreed funding profile, the scheme 
promoter will need to provide an explanation to the CLTB.  

18.5 As the Accountable Body, CCC will regularly audit the expenditure by 
requesting evidence that it is being spent against the deliverables of the 
agreed scheme. CCC will advise the CLTB of any concerns that it has. The 
CLTB reserves the right to withhold future funding, or request the return of 
previous funding, if it believes the money is not being spent on the agreed 
purpose. 
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19 Programme and Risk Management   

19.1 A detailed programme of activity will be prepared for the CLTB to approve.  

19.2 Risk management will be a key component of managing our programme. 
Risk will be managed through a risk log for the programme, which will be 
updated and reviewed at each CLTB meeting.  

19.3 A CCC officer will be assigned to prepare and manage the programme and 
risk on behalf of the CLTB.  

19.4 The scheme promoter will be required to provide an initial programme for the 
project with estimated timescales for: 

 Production of the business cases and all associated technical work; 

 Progress of outline and detailed design; 

 Statutory Orders; 

 Public consultation; 

 Scheme procurement; 

 Construction.   
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Item 1: Cumbria County Council Members Code of 
Conduct 



Updated by Council on 5 September 2012 

 

Part 7 A: Members’ Code of Conduct 
 

FOR MEMBERS AND CO-OPTED MEMBERS OF THE AUTHORITY 

1 Cumbria County Council (“The Authority”) has adopted the following code 

dealing with the conduct that is expected of Members and co-opted 

Members of the Authority (“Members”) when they are acting in that 

capacity as required by section 27 of the Localism Act 2011 (“the Act”). 

 

2 The Authority has a statutory duty under the Act to promote and maintain 

high standards of conduct by Members and the Code sets out the 

standards that the Authority expects Members to observe. 

 

3 The Code is not intended to be an exhaustive list of all the obligations that 

are placed on Members.  It is the responsibility of individual Members to 

comply with the provisions of the Code as well as such other legal 

obligations as may apply to them from time to time. Failure to do so may 

result in a sanction being applied by the Authority.  Failure to take 

appropriate action in respect of a Disclosable Pecuniary Interest may 

result in a criminal conviction and a fine of up to £5,000 and/or 

disqualification from office for a period of up to 5 years.   

 

4 The code is intended to be consistent with the seven principles as 

attached to this code and applies whenever a person is acting in his/her 

capacity as a Member of the Authority or co-opted Member in the conduct 

of the Authority’s business or acting as a representative of the Authority. 

 

5 When acting in your capacity as a Member   

 

(1) You must act solely in the public interest and should never 

improperly confer an advantage or disadvantage on any person or 

act to gain financial or other material benefits for yourself, your 

family, a friend, a close associate, an employer or a business 

carried on by you. 

 

(2) You must not place yourself under a financial or other obligation to 

outside individuals or organisations that may influence you in the 

performance of your official duties.  

 

(3) You must not disclose any information given to you as a Member in 

breach of any confidence. 
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(4) You must not bring your office or your Authority into disrepute. 

 

(5) You must treat others with respect and promote equality by not 

discriminating unlawfully against any person, and by treating people 

with respect, regardless of their sex, race, age, religion, gender, 

sexual orientation or disability.  You should respect the impartiality 

and integrity of the authority’s statutory officers and its other 

employees.  

 

(6) When carrying out your public duties you must make all choices, 

such as making public appointments, awarding contracts or 

recommending individuals for rewards or benefits on merit. 

 

(7) You are accountable for your decisions to the public and you must 

co-operate fully with whatever scrutiny is appropriate to your office. 

 

(8) You must be as open as possible about your decisions and actions 

and the decisions and actions of your authority and should be 

prepared to give reasons for those decisions and actions. 

 

(9) You must declare any private interests, both disclosable pecuniary 

interests and any other registrable interests that relate to your public 

duties and must take steps to resolve any conflicts arising in a way 

that protects the public interest, including registering and declaring 

interests in a manner which conforms with the procedures set out 

below. 

 

(10) You must ensure, when using or authorising the use by others of the 

resources of your authority, that such resources are not used 

improperly for political purposes (including party political purposes) 

and you must have regard to any applicable Local Authority Code of 

Publicity made under the Local Government Act 1986. 

 

(11) You must promote and support high standards of conduct when 

serving in your office. 
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Registering and declaring disclosable pecuniary and other registerable 

interests 

(1) You must, within 28 days of taking office as a Member or co-opted 

Member, notify your authority’s Monitoring Officer of any disclosable 

pecuniary interest as defined by regulations made by the Secretary of 

State, where the pecuniary interest is yours, your spouse’s or civil 

partner’s, or is the pecuniary interest of somebody with whom you are 

living with as a husband or wife, or as if you were civil partners.  These 

interests and those at (2) below are shown attached to this Code. 

 

(2) In addition, you must, within 28 days of taking office as a Member or co-opted 

Member, notify your authority’s Monitoring Officer of any disclosable pecuniary 

or non-pecuniary interest which your authority has decided should be included 

in the register.  

 

(3) Even where a Disclosable Pecuniary Interest has  been entered onto the 

authority’s register,  you must still disclose the existence and nature of 

the interest to any meeting of the authority at which you are present, 

where you have a disclosable interest in any matter being considered 

and where the matter is not a ‘sensitive interest' as described by the 

Localism Act 2011. 

 

(4) Where you have a non-pecuniary interest as defined in this Code in any 

matter to be considered or being considered at a meeting then the 

existence and nature of this must be disclosed at the meeting unless the 

interest has been entered in the Council’s Register of Interests.  A 

member with a non-pecuniary interest may still participate in any 

discussion and vote on the matter in which he/she has such an interest.  

 

(5) Following any disclosure of an interest not on the authority’s register or 

the subject of pending notification, you must notify the monitoring officer 

of the interest within 28 days beginning with the date of disclosure. 

 

(6) Unless dispensation has been granted, you may not participate in any 

discussion of, vote on, or discharge any function related to any matter in 

which you have a pecuniary interest as defined by regulations made by 

the Secretary of State and set out in this Code and you must leave the 

meeting room having declared a Disclosable Pecuniary Interest.  

Additionally, you must observe the restrictions your authority places on 

your involvement in matters where you have a pecuniary or non-

pecuniary interest as defined by your authority.    
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SEVEN GENERAL PRINCIPLES OF CONDUCT 

1. Selflessness 

Holders of public office should act solely in terms of the public interest. They 

should not do so in order to gain financial or other material benefits for 

themselves, their family, or their friends.   

 

2. Integrity 

Holders of public office should not place themselves under any financial or 

other obligation to outside individuals or organisations that might seek to 

influence them in the performance of their official duties. 

 

3. Objectivity 

In carrying out public business, including making public appointments, 

awarding contracts, or recommending individuals for rewards or benefits, 

holders of public office should make choices on merit. 

 

4. Accountability 

Holders of public office are accountable for their decisions and actions to the 

public and must submit themselves to whatever scrutiny is appropriate to their 

office.  

 

5. Openness 

Holders of public office should be as open as possible about the decisions 

and actions that they take.  They should give reasons for their decisions and 

restrict information only when the wider public interest clearly demands 

 

6. Honesty 

Holders of public office have a duty to declare any private interests relating to 

their public duties and to take steps to resolve any conflicts arising in a way 

that protects the public interest 

 

7. Leadership 

Holders of public office should promote and support these principles by 

leadership and by example, and should act in a way that secures or preserves 

public confidence. 
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PECUNIARY AND OTHER REGISTRABLE INTERESTS 

DISCLOSABLE PECUNIARY INTERESTS 

 

A pecuniary interest is a “disclosable pecuniary interest” in relation to a Member 
(“M”) if it is of a description specified in this Schedule and either— 
 
(a) it is an interest of M’s, or 
 
(b) it is an interest of— 
 

(i) M’s spouse or civil partner, 
(ii) a person with whom M is living as husband and wife, or 
(iii) a person with whom M is living as if they were civil partners, 
 

And M is aware that that other person has the interest. 
 
Each category of person referred to above are described as the ‘relevant 
person’. 
 

The duties to register, disclose and not to participate in respect of any matter in 
which a member has a Disclosable Pecuniary Interest are set out in Chapter 7 of 
the Localism Act 2011. 
 
Disclosable pecuniary interests are defined in the Relevant Authorities (Disclosable 
Pecuniary Interests) Regulations 2012 as follows – 
 

Interest Prescribed description 

Employment, office, trade, 
profession or vacation 

Any employment, office, trade, profession or 
vocation carried on for profit or gain. 

 

Sponsorship Any payment or provision of any other financial 
benefit (other than from the relevant authority) 
made or provided within the relevant period in 
respect of any expenses incurred by M in carrying 
out duties as a member, or towards the election 
expenses of M. 

This includes any payment or financial benefit 
from a trade union within the meaning of the 
Trade Union and Labour Relations (Consolidation) 
Act 1992). 
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Contracts Any contract which is made between the relevant 
person (or a body in which the relevant person 
has a beneficial interest) and the relevant 
authority— 

(a)  under which goods or services are to be 
provided or works are to be executed; and 

(b)  which has not been fully discharged. 

 

 

Land Any beneficial interest in land which is within the 
area of the relevant authority. 

 

Licences Any licence (alone or jointly with others) to occupy 
land in the area of the relevant authority for a 
month or longer. 

 

Corporate tenancies Any tenancy where (to M’s knowledge)— 

(a)  the landlord is the relevant authority; and 

(b) the tenant is a body in which the relevant 
person has a beneficial interest. 

 

Securities Any beneficial interest in securities of a body 
where— 

(a)  that body (to M’s knowledge) has a place of 
business or land in the area of the relevant 
authority; and 

(b)  either— 

 

(i)  the total nominal value of the securities 
exceeds £25,000 or one hundredth of the total 
issued share capital of that body; or  

 

(ii)  if the share capital of that body is of more than 
one class, the total nominal value of the shares of 
any one class in which the relevant person has a 
beneficial interest exceeds one hundredth of the 
total issued share capital of that class. 

 
For this purpose – 
 

“the Act” means the Localism Act 2011; 
 
“body in which the relevant person has a beneficial interest” means a firm in 
which the relevant person is a partner or a body corporate of which the 
relevant person is a director, or in the securities of which the relevant person 
has a beneficial interest; 
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“director” includes a member of the committee of management of an 
industrial and provident society; 
 
“land” excludes an easement, servitude, interest or right in or over land which 
does not carry with it a right for the relevant person (alone or jointly with 
another) to occupy the land or to receive income; 
 
“M” means a member of a relevant authority; 
 
“member” includes a co-opted member;  
 
“relevant authority” means the authority of which M is a member; 
 
“relevant period” means the period of 12 months ending with the day on 
which M gives a notification for the purposes of section 30(1) or 31(7), as the 
case may be, of the Act; 
 
“relevant person” means M or any other person referred to in section 30(3)(b) 
of the Act; 
 
“securities” means  shares, debentures, debenture stock, loan stock, bonds, 
units of a collective investment scheme within the meaning of the Financial 
Services and Markets Act 2000 and other securities of any description, other 
than money deposited with a building society. 
 

OTHER REGISTRABLE (NON-PECUNIARY) INTERESTS 

In addition to the disclosable pecuniary interests, you must, within 28 days of the 
code being adopted by or applied to your authority; or your election or appointment 
to office (where that is later) notify the Monitoring Officer in writing of the details of 
your interests within the following categories which the Council has decided must be 
included in the register of interests. 
 

a) Details of any body of which you are a member or in a position of 
 general control or management and to which you are appointed or 
 nominated by the County Council. 

 
 b) Details of any body of which you are a member or in a position of  
  general control or management and which  
 
  i) exercises functions of a public nature 
 
  ii) is directed to charitable purposes, or 
 
  iii) is a body which includes as one of its principal purposes  
   influencing public opinion or policy (this includes political  
   parties or trade unions). 
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c) Details of any person from whom you have received a gift of 
 hospitality with an estimated value of at least £100 (you must register 
 any gifts and hospitality worth over £100 that you receive personally in 
 connection with your official duties). 
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Part 10 A: Access to Information Procedure 

Rules 
 

1. Scope 

These Rules apply to all Meetings of the Council, Committees established by the 
Council, Overview and Scrutiny Committees, Local Committees, the Standards 
Committee, and regulatory committees and public Meetings of the Executive. 

2. Additional Rights to Information 

These Rules do not affect any more specific rights to information contained elsewhere 
in this Constitution or the law. 

3. Rights to Attend Meetings 

Members of the public may attend all Meetings subject only to the exceptions in these 
Rules.  Where the Executive meets to consider a key decision, the Meeting must be 
held in public, unless exempt or confidential information is to be discussed.  While the 
meeting is open to the public, any person attending the meeting for the purpose of 
reporting the proceedings is, so far as practicable, to be afforded reasonable facilities 
for taking their report 

4. Notices of Meeting 

The Council will give at least five clear days’ notice of any Meeting by posting details 
of the Meeting at The Courts, Carlisle, at County Offices, Kendal, and at the venue for 
the Meeting (the designated offices).  A notice of meetings will also be published on 
the Council’s web site.  The Council also publishes its Agenda for Meetings on the 
Internet, accessible via www.cumbria.gov.uk  

5. Access to Agenda and Reports before the 
Meeting 

The Council will make copies of the Agenda and reports open to the public available 
for inspection at the designated offices at least five clear days before the Meeting.  If 
an item is added to the Agenda later, the revised Agenda (where reports are prepared 
after the Summons has been sent out, the Assistant Director - Legal and Democratic 
Services shall make each such report available to the public as soon as the report is 
completed and sent to Councillors) will be open to inspection from the time the item 
was added to the Agenda. 
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6. Supply of Copies 

The Council will supply copies of: 
 
(a) any Agenda and reports which are open to public inspection; 

(b) any further statements or particulars necessary to indicate the nature of the 
items in the Agenda;  and 

(c) if the Assistant Director - Legal and Democratic Services thinks fit, copies of 
any other documents supplied to Councillors in connection with an item; 

to any person on payment of a charge for postage and any other costs. 

7. Access to Minutes etc. after the Meeting 

The Council will make available copies of the following for 6 years after a Meeting: 
 
(a) the Minutes of the Meeting, or records of decisions taken, together with 

reasons, for all Meetings of the Executive, excluding any part of the Minutes of 
proceedings when the Meeting was not open to the public or which disclose 
exempt or confidential information; 

(b) a summary of any proceedings not open to the public, where the Minutes open 
to inspection would not provide a reasonably fair and coherent record; 

(c) the Agenda for the Meeting;  and 

(d) reports relating to items when the Meeting was open to the public. 

8. Background Papers 

8.1 List of Background Papers 

The relevant Corporate Director will set out in every report a list of those documents 
(called background papers), relating to the subject matter of the report, which in 
his/her opinion: 
 
(a) disclose any facts or matters on which the report, or an important part of the 

report, is based;  and 

(b) which have been relied on to a material extent in preparing the report; 

but does not include published works, or those which disclose exempt or confidential 
information (as defined in Rule 10) and, in respect of Executive reports, the advice of 
a political adviser. 
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8.2 Public Inspection of Background Papers 

The Council will make available for public inspection, for 4 years after the date of the 
Meeting, one copy of each of the documents on the list of background papers. 
 
In respect of meetings of the Executive and Local Committees, when a report is made 
available for inspection by members of the public in accordance with Rule 5 then at 
the same time at least one copy of each background paper will be made available for 
inspection by the public at the offices of the Council and on the Council’s web site. 

9. Summary of Public’s Rights 

A written summary of the public’s rights to attend Meetings, and to inspect and copy 
documents, must be kept at, and be available to the public at the Democratic Services  
Unit, The Courts, English Street, Carlisle. 

10. Exclusion of Access by the Public to 
Meetings 

10.1 Confidential Information - Requirement to exclude 
public 

The public must be excluded from Meetings whenever it is likely, in view of the nature 
of the business to be transacted or the nature of the proceedings, that confidential 
information would be disclosed. 

10.2 Exempt Information - Discretion to exclude public 

The public may be excluded from Meetings whenever it is likely, in view of the nature 
of the business to be transacted or the nature of the proceedings, that exempt 
information would be disclosed. 
 
Where the Meeting will determine any person’s civil rights or obligations, or adversely 
affect their possessions, Article 6 of the Human Rights Act 1998 establishes a 
presumption that the Meeting will be held in public unless a private hearing is 
necessary for one of the reasons specified in Article 6. 

10.3 Meaning of Confidential Information 

Confidential information means information given to the Council by a Government 
Department on terms which forbid its public disclosure or information which cannot be 
publicly disclosed by Court Order. 

10.4 Meaning of Exempt Information 

Exempt information means information falling within the following seven categories 
(subject to any qualification): 
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Category Condition 

General Note 

In all categories information is not exempt if it relates to development for 
which the local planning authority may grant itself planning permission 
pursuant to reg 3 Town and Country Planning General Regs 1992. 

Subject to this, and the qualification in Category 3, Information in 
Categories 1 to 7 is exempt if and so long as, in all the circumstances of 
the case, the public interest in maintaining the exemption outweighs the 
public interest in disclosing it. 

1. Information relating to any 
individual. 

See General Note above. 

2. Information which is likely to 
reveal identity of an individual 

See General Note above. 

3. Information relating to the 
financial or business affairs of 
any particular person (including 
the authority holding that 
information) 

N.B. “Financial or business affairs” 
includes contemplated, as well as 
past or current, activities. 

Information in Category 3 is not 
exempt if it is required to be 
registered under the Companies 
Act 1985, the Friendly Societies 
Acts 1974 and 1992, the Industrial 
and Provident Societies Acts 1965 
to 1978, the building Societies Act 
1986, or the Charities Act 1993.  
Also see General Note above. 

4. Information relating to any 
consultations or negotiations, or 
contemplated consultations or 
negotiations, in connection with 
any labour relations matter 
arising between the authority or 
a Minister of the Crown and 
employees of, or office holders 
under, the authority. 

“Labour relations matters” are as 
specified in paragraphs (a) to (g) of 
section 218(1) of the Trade Union 
and Labour Relations 
(Consolidation) Act 1992, i.e. 
matters which may be the subject of 
a trade dispute.  Also see General 
Note above. 

5. Information in respect of which a 
claim to legal professional 
privilege could be maintained in 
legal proceedings. 

See General Note above. 

6. Information which reveals that 
the authority proposes – 

(a) to give under any enactment 
a notice under or by virtue of 
which requirements are 
imposed on a person;  or 

(b) to make an order or 
direction under any 
enactment. 

See General Note above. 
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Category Condition 

7. Information relating to any action 
taken or to be taken in 
connection with the prevention, 
investigation or prosecution of 
crime. 

See General Note above. 

11. Exclusion of Access by the Public to 
Reports 

If the Corporate Director – Resources thinks fit, the Council may exclude access by 
the public to reports which, in his or her opinion, relate to items during which, in 
accordance with Rule 10, the Meeting is likely not to be open to the public.  Such 
reports will be marked “Not for publication”, together with the category of information 
likely to be disclosed. 

12. Application of Rules to the Executive 

Rules 13 – 23 apply to the Executive and its Committees, including Local Committees 
when they make executive decisions.  If the Executive or its Committees, or a Local 
Committee, meet to take a key decision, then they must also comply with Rules 1 – 
11, unless Rule 15 (General Exception) or Rule 16 (Special Urgency) apply.  A key 
decision is defined in Part 2 of the Constitution and, is an Executive decision which is: 
 

(i) Significant in terms of expenditure or savings if it relates to a 
matter which exceeds £250,000 in value, except those decisions 
taken by : 

1. the Corporate Director – Resources or Chief Finance 
Officer under delegated authority in connection with 
Treasury Management; 

2. the Corporate Director – Children’s Services or the 
Corporate Director – Adult and Local Services under 
delegated authority in relation to care plans for individual 
children and young people or adults; 

 
OR 
 
(ii) Significant in terms of its effect on communities living or working 

in an area comprising two or more electoral divisions if it would 
change, or proposes changes to, the way in which services are 
used or provided.  Significant in this context means important or 
far reaching.  Examples would include proposals for changing the 
character of a school, closing down or opening Council services, 
and major changes in transport arrangements affecting an area.  
This is not an exhaustive list, and in considering whether a 
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decision is a ‘key decision’ for the purposes of the Regulations the 
Council seeks to apply the principle that the public in the area 
affected should not be taken by surprise by the proposed 
decision. 

If the Executive or its Committees, or a Local Committee, meet to discuss a key 
decision to be taken collectively, with an Officer other than a Political Assistant 
present, within 28 days of the date according to the Forward Plan by which it is to be 
decided, then it must also comply with Rules 1 – 11, unless Rule 15 (General 
Exception) or Rule 16 (Special Urgency) apply.  This requirement does not include 
Meetings whose sole purpose is for Officers to brief Members. 
 

13. Procedure Before Taking Key Decisions 

Subject to Rule 15 (General Exception) and Rule 16 (Special Urgency), a key decision 
may not be taken unless: 
 
(a) a document has been published in connection with the matter in question in 

accordance with Rule 14; 

(b) where the decision is to be taken at a Meeting of the Executive or its 
Committees, or a Local Committee, notice of the Meeting has been given in 
accordance with Rule 4 (Notice of Meetings). 

14. Publicity in Connection with Key Decisions 

14.1 Where a decision maker intends to make a key decision, that decision must not 
be made until a document has been published in accordance with Rule 14.2 
which states: 

 
(a) that a key decision is to be made on behalf of the relevant local 

authority;  
(b) the matter in respect of which the decision is to be made;  
(c) where the decision maker is an individual, that individual’s name, and 

title if any and, where the decision maker is a decision-making body, its 
name and a list of its members;  

(d) the date on which, or the period within which, the decision is to be made;  
(e)  the identity of the principal groups whom the decision taker proposes to 

consult before taking the decision 
(f) the means by which any such consultation is proposed to be undertaken; 
(g)  the steps any person might take who wishes to make representations to 

the Executive or decision taker about the matter in respect of which the 
decision is to be made, and the date by which those steps must be 
taken; 

(h) a list of the documents submitted to the decision maker for consideration 
in relation to the matter in respect of which the key decision is to be 
made;  
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(i) the address from which, subject to any prohibition or restriction on their 
disclosure, copies of, or extracts from, any document listed is available;  

(j) that other documents relevant to those matters may be submitted to the 
decision maker; and  

(k) the procedure for requesting details of those documents (if any) as they 
become available.  

 

14.2  At least 28 clear days before a key decision is made, the document referred to 
in paragraph 14.1 must be made available for inspection by the public 

(a) at the offices of the Council; and  

(b) on the Council’s website.  

 

14.3 Where, in relation to any matter: 

(a) the public may be excluded under Rule 10 from the meeting at which the 
matter is to be discussed; or  

(b) documents relating to the decision need not be disclosed to the public 
because they contain confidential or exempt information or the advice of a 
political adviser or assistant,  

 

the document referred to in paragraph 14.1 must contain particulars of the 
matter but may not contain any confidential, exempt information or particulars 
of the advice of a political adviser or assistant.  

 

14.4 The document referred to in paragraph 14.1 shall include details of all key 
decisions to be made for a two month period beginning 28 clear days after the 
document is made available for public inspection in accordance with paragraph 
14.2. 

 

15. General Exception 

 
15.1 Subject to Rule 16 (Special Urgency),  where the publication of the intention to 

make a key decision under Rule 14 is impracticable, that decision may only be 
made: 

 
(a) where the proper officer has informed the chairman of the relevant 

overview and scrutiny committee or, if there is no such person, each 
member of the relevant overview and scrutiny committee by notice in 
writing, of the matter about which the decision is to be made;  
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(b) where the proper officer has made available at the offices of the Council 
for inspection by the public and published on the Council’s website, a 
copy of the notice given pursuant to sub-paragraph (a); and  

(c) after five clear days have elapsed following the day on which the proper 
officer made available the notice referred to in sub-paragraph (b).  

 

15.2 Where paragraph 15.1 applies to any matter, Rule 14 need not be complied 
with in relation to that matter.  

 

15.3 As soon as reasonably practicable after the proper officer has complied with 
paragraph 15.1, he or she must—  

(a) make available at the offices of the Council a notice setting out the 
reasons why compliance with Rule 14 is impracticable; and  

(b) publish that notice on the Council’s website. 

 

16. Special Urgency 

 
16.1 Where the date by which a key decision must be made, makes compliance with 

Rule 15 impracticable, the decision may only be made where the decision 
maker has obtained agreement from—  

(a) the chairman of the relevant overview and scrutiny committee; or  

(b) if there is no such person, or if the chairman of the relevant overview and 
scrutiny committee is unable to act, the chairman of the Council or  

(c) where there is no chairman of either the relevant overview and scrutiny 
committee or of the Council, the vice-chairman of the Council,  

that the making of the decision is urgent and cannot reasonably be deferred.  

 

16.2  As soon as reasonably practicable after the decision maker has obtained 
agreement under Rule 16.1 that the making of the decision is urgent and 
cannot reasonably be deferred, the decision maker must—  

(a) make available at the offices of the Council a notice setting out the 
reasons that the meeting is urgent and cannot reasonably be deferred; 
and  

(b) publish that notice on the Council’s website. 
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17. Report to Council 

17.1 When an Overview and Scrutiny Committee can require 
a report 

17.2 Where an executive decision has been made and—  

(a) was not treated as being a key decision; and  

(b) a relevant overview and scrutiny committee are of the opinion that the 
decision should have been treated as a key decision,  

that overview and scrutiny committee may require the executive to submit a 
report to the Council within such reasonable period as the committee may 
specify.  

 

17.3 A report under Rule 17.2 must include details of—  

(a) the decision and the reasons for the decision;  

(b) the decision maker by which the decision was made; and  

(c) if the executive are of the opinion that the decision was not a key 
decision, the reasons for that opinion 

 

17.4 Executive’s Report to Council 

17.4.1 The Leader must submit to the Council a report containing details of each 
executive decision taken during the period since the last report was submitted 
to the authority where the making of the decision was agreed as urgent in 
accordance with Rule 16  

 

17.4.2 A report submitted for the purposes of Rule 17.4.1 must include—  

(a) particulars of each decision made; and  

(b) a summary of the matters in respect of which each decision was made.  

 

17.4.3 The Leader must submit at least one report under Rule 17.4.1 annually to the 
Council. 

 

17.5 Regular Reports on Special Urgency decisions 

In any event, the Leader will submit reports to each Ordinary Council Meeting on the 
Executive decisions taken in the circumstances set out in Rule 16 (Special Urgency) in 
the preceding 2 months.  The report will include the number of decisions so taken, and 
a summary of the matters in respect of which those decisions were taken. 
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18. Record of Decisions 

After any Meeting of the Executive or any of its Committees, whether held in public or 
private, the Corporate Director – Resources or, where no Officer was present, the 
person presiding at the Meeting, will produce a record of every decision taken at that 
Meeting as soon as practicable.  The record will include the following information 
 

(a) a record of the decision including the date it was made;  

(b) a record of the reasons for the decision;  

(c) details of any alternative options considered and rejected by the 

decision-making body at the meeting at which the decision was made;  

(d) a record of any conflict of interest relating to the matter decided which is 

declared by any member of the decision-making body which made the 

decision; and  

(e) in respect of any declared conflict of interest, a note of dispensation 

granted by the relevant local authority’s head of paid service 

. 

19. Executive Meetings relating to matters 
which are not Key Decisions 

The Executive will decide whether Meetings relating to matters which are not key 

decisions will be held in public or private. Any decision to hold a meeting in private 

must comply with The Local Authorities (Executive Arrangements) (Meetings and 

Access to Information) (England) Regulations 2012 

20. Notice of Private Meeting of the Executive 

Members of the Executive or its Committees will be entitled to receive five clear 

working days’ notice of a Meeting to which they are summoned, unless the Meeting is 

convened at shorter notice as a matter of urgency.  

21. Attendance at Private Meetings of the 
Executive 

21.1 All Members of the Executive will be served notice of all private Meetings of 
Committees of the Executive, whether or not they are Members of that 
Committee. 
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21.2 All Members of the Executive are entitled to attend a private Meeting of any 
Committee of the Executive. 

21.3 Members other than Executive Members will not be entitled to attend private 
Meetings of the Executive and its Committees. 

21.4 The Head of Paid Service, the Finance Director (S.151 Officer), and the 
Monitoring Officer and their nominees, are entitled to attend any Meeting of the 
Executive and its Committees.  The Executive may not meet unless the 
Corporate Director – Resources has been given reasonable notice that a 
Meeting is to take place. 

21.5 A private Executive Meeting may only take place in the presence of the 
Corporate Director – Resources or his/her nominee with responsibility for 
recording and publicising the decisions. 

 

22. Overview and Scrutiny Committees’ Access 
to Documents 

22.1 Subject to Rule 22.3 a member of an overview and scrutiny committee is 
entitled to a copy of any document which—  

(a) is in the possession or under the control of the executive; and  

(b) contains material relating to—  

(i) any business that has been transacted at a meeting of a decision-
making body of the authority;  

(ii) any decision that has been made by an individual member of the 
executive in accordance with executive arrangements; or  

(iii) any decision that has been made by an officer of the authority in 
accordance with executive arrangements.  

 

22.2 Subject to Rule 22.3, where a member of an overview and scrutiny committee 
requests a document which falls within Rule 22.1 the executive must provide 
that document as soon as reasonably practicable and in any case no later than 
10 clear days after the executive receives the request.  

 

22.3 No member of an overview and scrutiny committee is entitled to a copy—  

 

(a) of any such document or part of a document as contains exempt or 
confidential information unless that information is relevant to—  

(i) an action or decision that that member is reviewing or scrutinising; 
or  
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(ii) any review contained in any programme of work of such a 
committee or sub-committee of such a committee; or  

(b) of a document or part of a document containing advice provided by a 
political adviser or assistant.  

 

22.4 Where the executive determines that a member of an overview and scrutiny 
committee is not entitled to a copy of a document or part of any such document 
for a reason set out in Rule 22.1 or 22.3, it must provide the overview and 
scrutiny committee with a written statement setting out its reasons for that 
decision 

 

23. Additional Rights of Access for Members 

23.1  Subject to Rule 23.5 and 23.6, any document which—  

 

(a) is in the possession or under the control of the executive ; and  

(b) contains material relating to any business to be transacted at a public 
meeting,  

must be available for inspection by any member.  

 

23.2 Any document which is required by Rule 23.1 to be available for inspection by 
any member must be available for such inspection for at least five clear days 
before the meeting except that—  

 

(a) where the meeting is convened at shorter notice, such a document must 
be available for inspection when the meeting is convened; and  

(b) where an item is added to the agenda at shorter notice, a document that 
would be required to be available under Rule 23.1 in relation to that item, 
must be available for inspection when the item is added to the agenda.  

 

23.3  Subject to Rule 23.5 and 23.6, any document which—  

 

(a) is in the possession or under the control of the executive; and  

(b) contains material relating to—  

(i) any business transacted at a private meeting;  

(ii) any decision made by an individual member in accordance with 
executive arrangements; or  

(iii) any key decision made by an officer in accordance with executive 
arrangements,  
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must be available for inspection by any member when the meeting concludes 
or where an executive decision is made by an individual member or an officer 
immediately after the decision has been made.  

 

23.4 Any document which is required by Rule 23.3 to be available for inspection by 
any member must be available for such inspection, in any event, within 24 
hours of the conclusion of the meeting or the decision being made, as the case 
may be.  

 

23.5 Rules 23.1 and 23.3 do not require a document to be available for inspection if 
it appears to the proper officer that it discloses exempt information of a 
description falling within Part 1 of Schedule 12A to the 1972 Act (descriptions of 
exempt information: England).  

 

23.6 Notwithstanding Rule 23.5, Rules 23.1 and 23.3 do require the document to be 
available for inspection if the information is information of a description for the 
time being falling within—  

(a) paragraph 3 of Schedule 12A to the 1972 Act (except to the extent that 
the information relates to any terms proposed or to be proposed by or to 
the authority in the course of negotiations for a contract); or  

(b) paragraph 6 of Schedule 12A to the 1972 Act.  

 

23.7 Where it appears to the proper officer that compliance with Rules 23.1 and 23.3 
in relation to a document or part of a document would involve the disclosure of 
advice provided by a political adviser or assistant that paragraph will not apply 
to that document or part.  

 

23.8 The rights conferred by Rules 23.1 and 23.3 are in addition to any other rights 
that a member of a local authority may have 

 
24. Key Decisions by Corporate Directors  
 

24.1 Reports intended to be Taken into Account 
 
Where a Corporate Director receives a report which s/he intends to take into account 
in making a key decision, then s/he will not make the decision until at least five clear 
days after receipt of that report. 
 

24.2 Provision of Copies of Reports to Scrutiny Committees 
 

At the same time the Corporate Director receives a report s/he will also give a copy of 
it to the Chairman of every relevant Scrutiny Committee and the Leader of the Council 
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and ensure it is make publicly available. If the Leader considers that the proposed 
decision should be taken by Cabinet and not the Corporate Director then the Leader 
will, before the 5 day period referred to in Rule 24.1 has expired, notify this in writing 
to the Corporate Director and the Assistant Director - Legal and Democratic Services  
 

24.3 Record of Individual Decisions 

 
As soon as reasonably practicable after a key decision has been taken by a Corporate 
Director, s/he will prepare a record of the decision which shall include the following 
information: 

 
(a) a record of the decision including the date it was made;  

(b) a record of the reasons for the decision;  

(c) details of any alternative options considered and rejected by the 
decision-making body at the meeting at which the decision was made;  

(d) a record of any conflict of interest relating to the matter decided which is 
declared by any member of the decision-making body which made the 
decision; and  

(e) in respect of any declared conflict of interest, a note of dispensation 
granted by the relevant local authority’s head of paid service 

 
and instruct the Assistant Director – Legal and Democratic Services to publish the 
record of the decision to all members for the purposes of call in. The provisions of 
Rules 7 and 8 (inspection of documents after meetings) will also apply to the making 
of decisions by individual members of the Cabinet. This does not require the 
disclosure of confidential or exempt information as defined in Rule 10. 
 

24.4 Inspection of documents following executive decisions 

24.4.1 Subject to Rule 10, after a Corporate Director has made a key decision the 
proper officer must ensure that a copy of— 

  

(a) any records prepared in accordance with Rule 24.3 and  

(b) any report considered by the officer and relevant to a decision recorded 
in accordance with Rule 24.3 or, where only part of the report is relevant to 
such a decision, that part,  

 

must be available for inspection by members of the public, as soon as is reasonably 
practicable, at the offices of the Council, and on that authority’s website.  

 

24.4.2 Where a request on behalf of a newspaper is made for a copy of any of the 
documents available for public inspection under Rule 24.4.1, those documents must 
be supplied for the benefit of the newspaper by the Council on payment by the 
newspaper of postage, copying or other necessary charge for transmission.  
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Complaints about Adult & Children’s Social Care Services will not usually be 
dealt with via this procedure. Staff working in Adult or Children’s Social Care 
services should continue to send all compliments comments concerns and 
complaints to the complaints teams in their own directorate. Corporate 
complaints in Adult & Children’s Social Care will continue to be managed by 
the directorate teams rather than via the Corporate Team. See appendix for 
contact details. 
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1. Principles 
 
We are committed to putting the customer at the heart of everything we do. To 
support this ambition we are focussing on four key promises to ensure we can 
respond to the demands of our customers. These promises are that we will: 

� Make it easy for our customers 
� Treat people with dignity and respect 
� Take responsibility 
� Use customer feedback to improve our services 

 
We are committed to providing high quality services and customer feedback is 
essential to this. We welcome all compliments, comments and complaints. 
These help us to review and improve our services so that we can provide the 
best possible services for our customers. 
 
We accept that sometimes things go wrong and that managing complaints 
well is central to improving both our services and our reputation. How we deal 
with complaints and learn from them says a lot about our organisation.  
 
This document is intended to assist us in achieving our key principles. We 
make the following commitments in respect of customer complaints. We will 

• Listen to what people have to say  

• Ask people what they want to happen to sort their concern or 
complaint out   

• Try to agree a plan to resolve complaints in partnership with the 
complainant  

• Tell the complainant if we cannot do what they ask and will explain 
why    

• Treat complaints fairly and objectively  

• Treat complaints and the people that make them with respect  

• Record all complaints and the outcome  

• Use complaints as an opportunity to learn and improve    

• Make sure people have support and help to be able to make their 
views known 
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2. Policy 
 
The efficient handling of compliments, comments and complaints is crucial to 
good customer care and involves everyone within the organisation.  
 
In order for this policy to achieve the desired outcome of supporting our key 
principles it will be well communicated internally to ensure that the Council’s 
employees are aware of how to deal with feedback. 
 
2.1 Definition of a compliment 
 
A compliment is any expression of positive recognition, praise or 
congratulations for the Council or its staff. 
 
2.2 Definition of a comment 
 
A comment is any expression, positive or negative, which does not constitute 
a complaint but relates to the services provided by the Council. 
 
2.3 Definition of a complaint  
 
A complaint is an expression of dissatisfaction about the standards of service, 
actions or lack of action by the Council or its staff. A complaint is not a request 
for service e.g. to fix a pothole.  
 
2.4 What may people complain about? 
 
The list below outlines some of the things people may wish to complain about: 
 

• When we do not to provide a service at the level or to the standard 
laid down by law or Council policy/guidance. 

• Whenever we delay unreasonably in answering a query or 
responding to a request for service.  

• Whenever we do not follow Council policies or procedures.  

• Whenever we do not take account of relevant matters in coming to a 
decision.  

• When we do not to tell people of their rights or otherwise treat them 
unfairly.  

• When an employee or someone acting on behalf of the Council are 
unhelpful or insensitive to a customer.  

• When an employee or someone acting on behalf of the Council 
show malice, offensiveness, bias or unfair discrimination.  

 
Complaints against contractors employed by the Council will be treated as 
complaints against the service area employing the contractors. The council 
may ask the contractor to respond to the complaint but will oversee the 
response.  
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2.5 What is not a complaint?  
 

• Any request for a service e.g. reporting a fault with a street light or 
pothole in the road, request for Home Care services.  

• Any request for information or for an explanation of Council policy.  

• Any matter for which there is a more appropriate right of appeal or 
legal remedy e.g. a matter which is, or could reasonably be 
expected to be, the subject of court or tribunal proceedings or review 
by a minister.  

• A request which is covered by legislation e.g. Freedom of 
Information or Data Protection, unless the complaint is about how a 
request under such legislation has been dealt with.  

• Complaints about the conduct of Councillors should always be 
referred to the Monitoring Officer.   

• Complaints about schools or school staff should be made to the 
Head Teacher or the Chair of the schools governing body.  

  
Councils with social services responsibilities are by law required to have a 
separate complaints procedure for social care service users or their 
representatives. Complaints about Children’s Services or Adult Social Care 
will usually be covered by their statutory procedure rather than this policy. 
 
There are formal procedures, and in some cases appeals arrangements, for 
dealing with certain education issues. These include school admissions, the 
provision of the national curriculum including religious education and 
collective worship, exclusions, special educational needs assessments and 
child protection issues. 
 
A member of staff wishing to make a complaint about their employment ought 
to follow the grievance procedures or other relevant policies. See the 
‘Grievance Procedure’ for more information.  
 
2.6 Who can make a complaint?  
  

• Any person or organisation receiving, or seeking to receive, a 
service from the Council or someone acting on behalf of the Council.  

• Someone acting on behalf of a person or organisation receiving, or 
seeking to receive, a service from the Council or someone acting on 
behalf of the Council e.g. next of kin, Members or MPs.  

 
Where complaints are made by third parties the council has an obligation to 
obtain consent from the person who is the subject of the complaint before 
disclosing confidential information. Where a person who is the subject of the 
complaint does not have capacity to give consent, as defined by the Mental 
Capacity Act, then a best interest decision will be made about accepting / 
rejecting the complaint. Any such decisions will be communicated to the 
complainant.   
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2.7 How to make a complaint  
 
Complaints can be submitted by letter, telephone, email, in person, online 
form, on audiotape, in Braille or in another language to any member of 
Council staff. 
 
2.8 Courtesy  
 
The Council welcomes feedback and will investigate all complaints with 
courtesy and respect. Whilst it is recognised that a complainant may be angry 
and upset with the council or its staff, and may have issues of genuine 
concern, it is expected that all representatives of the Council will be similarly 
treated with courtesy and respect. If it is felt that staff are being treated in an 
unreasonable way then they may wish to exercise the Unreasonable and 
Unreasonably Persistent Customer Policy. 
 
 

3. Process 
 
3.1 Compliments 
 
Compliments are an important way for the Council to celebrate and publicise 
its successes. Compliments received by staff should be sent to the Corporate 
Complaints Team. Upon receipt compliments will be copied to the relevant 
staff and Director, and where possible the relevant staff or Director will write to 
the customer who made the compliment. However, staff can request that a 
particular compliment does not follow this process and is only logged by the 
Complaints Team for inclusion reports. 
 
NB: Compliments about Adult and Children’s Social Care Services should be 
sent directly to the Complaints Teams in those Directorates. See appendix for 
contact details. 
 
3.2 Comments 
 
Not all customers who have useful feedback will wish to make a complaint. 
Customers should be supported and encouraged to make their views known 
and make comments and suggestions about how services could be improved. 
 
Upon receipt comments will be acknowledged by the Complaints Team and 
sent to the relevant manager. The manager will consider any suggestions 
made, investigate any comments or concerns and respond to the customer 
with a copy to the Complaints Team. 

 
3.3 Resolving complaints locally  
 
If a customer complains to any member of staff that member of staff will be 
expected to take ownership of the complaint. In the first instance members of 
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staff will take responsibility for the complaint and will try to resolve the issue 
locally. 
 
If the complaint is resolved locally (by the member of staff or their line 
manager) details of the complaint and the outcome will be passed to the 
Complaints Team to record on the Complaints Database. 
 
If the complaint cannot be resolved locally by the member of staff or their line 
manager the details should be passed to the Complaints Team for escalation 
to the Corporate Complaints Process. 

 
3.4 Corporate Complaints Process 
 
3.4.1 Resolution Stage 
 
Either a complaint is referred to the Corporate Complaints Process from a 
member of staff or the complaint is sent by a customer directly to a published 
contact for complaints (see appendix). 
 
The relevant Complaints Team records or updates customer details. 
 
The Complaints Team identifies and briefs an appropriate manager to 
progress the complaint through the Resolution Stage. The appropriate 
manager will be identified as the Senior Manger (SM) in this document. 
 
The Complaints Team contacts the customer within two days of complaint 
being recorded at the Resolution Stage to acknowledge complaint and explain 
next steps. 
 
The SM undertakes information gathering within the service in relation to the 
complaint. 
 
The SM contacts the customer within five working days of the complaint being 
recorded at the Resolution Stage to discuss.  
 
EITHER 
 
This resolves the complaint and the customer’s file is updated and closed. 
 
OR 
 
The complaint remains unresolved. At this point the SM discusses (or 
arranges to discuss or meet with the customer at a later date) to agree an 
action plan (what can/can’t be achieved) and reasonable timescales for 
resolving the complaint. (If an action plan cannot be agreed with the customer 
the SM proceeds with an action plan and confirms that this was unable to be 
agreed with the customer.) 
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The agreed actions are written up by the SM, confirmed to the customer and 
recorded on file. 
 
Regular communication should take place between the SM, the customer and 
the Complaints Team to update on progress. All communication is saved on 
file.  
 
Planned actions are carried out and this is confirmed to customer. 
 
EITHER 
 
The plan is delivered and resolves the complaint to the customer’s 
satisfaction. The SM confirms in writing to the customer (copy to the 
Complaints Team) that the complaint has been resolved in line with the action 
plan. The customer’s file is updated and closed. 
 
OR 
 
The plan is delivered but the customer is still dissatisfied with the council’s 
response and actions to resolve their complaint and asks for the complaint to 
be looked at again. 
 
Note: There may be occasions where directorate leads, in conjunction with 
the relevant Complaints Team, may choose to deviate from the procedure set 
out above. So, where for example a directorate receive a large number of 
complaints about a single decision or issue, or where resolution is not 
achievable for policy reasons, they may choose to provide a more standard 
written response.   
 
3.4.2 Review Stage 
 
If the customer is still dissatisfied with the council’s response and actions to 
resolve their complaint, then the complaint should raised to the Review Stage. 
Where possible this will be a review by an assistant director (AD) from the 
directorate but unrelated to the part of the service dealing with the complaint.  
 
The Complaints Team records the complaint at Review Stage and contacts an 
AD to confirm that they will take responsibility for the complaint.  
 
The Complaints Team contacts the customer within two days of complaint 
being at Review Stage to acknowledge complaint has been escalated to 
Review Stage and explain next steps. 
 
The AD conducting the review discusses the complaint with the customer and 
the SM involved in the Resolution Stage and looks at any evidence. At this 
point any problems that the customer highlights should be reviewed if 
appropriate. The AD reviews whether the complaint was fully and fairly 
considered and everything possible was done to resolve the complaint. 
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EITHER 
 
The AD concludes everything possible was done to resolve the complaint and 
confirms to the customer. The AD completes a report stating this. 
 
OR 
 
The AD concludes that further actions are appropriate to resolve the 
complaint and agrees these with the customer. The actions are delivered and 
the AD confirms to the customer before completing the report. 
 
Depending on the service area; either the AD sends the report to the 
Complaints Team for preparation before sign off, or the AD sends the report 
direct to the Corporate Director and Chief Executive, copied to Complaints 
Team. (ADs are advised to ask their Complaints Team for guidance.) 
 
The Corporate Director and Chief Executive sign the report on behalf of the 
council as confirmation that this is the full and final response. 
 
A written response summarising the report is sent to the customer within 15 
working days of the customer asking for the complaint to be raised to the 
Review Stage. This response is sent from the Assistant Director and copied to 
the Corporate Director, Chief Executive and Complaints Team. The customer 
is provided with details of the Local Government Ombudsman as part of this 
final response to the complaint. 
 
3.5 Local Government Ombudsman 
 
If customer is not happy with the outcome of their complaint they can contact 
the Local Government Ombudsman. They should do this within 12 months of 
when they first knew about the matter they are complaining about. 
 
The Local Government Ombudsman can be contacted using the details 
below: 
 
Local Government Ombudsman 
PO Box 4771 
Coventry 
CV4 0EH 
 
Tel: 0845 602 1983 
Email: advice@lgo.org.uk 
Web: www.lgo.org.uk   
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Appendix 
 

Cumbria County Council’s published contacts for 
Compliments, Comments and Complaints 

 
Adult Social Care 
 
The Complaints Team 
Adult & Local Services 
Cumbria County Council 
3rd Floor, Civic Centre 
Carlisle 
CA3 8QG 
 
Tel: 01228 227140 
Email: socialcare.complaints@cumbria.gov.uk 
 socialcare.compliments@cumbria.gov.uk  
Web: http://www.cumbria.gov.uk/adultsocialcare/rights/complaints2009.asp  
 
Children’s Services 
 
Complaints Team 
Cumbria Children's Services 
5 Portland Square 
Carlisle 
CA1 1PU 
 
Tel: 01228 221161 
Email: childrens.complaints@cumbria.gov.uk 
 childrens.compliments@cumbria.gov.uk  
Web: 
http://www.cumbria.gov.uk/childrensservices/childrenandfamilies/commentsan
dcomplaints/default.asp 
 
Corporate (includes Chief Executive’s Office, Resources, Organisational 
Development, Environment, Safer and Stronger Communities and Local 
Services) 
 
Corporate Complaints 
Cumbria County Council 
FREEPOST NWW6059A 
The Courts 
Carlisle 
CA3 8NA 
 
Tel: 0800 121 8800 
Email: complaints@cumbria.gov.uk 
 compliments@cumbria.gov.uk  
Web: http://www.cumbria.gov.uk/complaints/  
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1 Introduction 

The Department for Transport (DfT) produced a consultation in January 2012 on 
proposals to devolve funding and decision making for the delivery of local major 
transport schemes to local transport bodies from 2015. To date, major transport 
schemes have been defined as those with a cost greater than £5 million. This 
minimum cost threshold has been removed but the local transport bodies will set 
their own thresholds.  

The Cumbria Local Transport Body (CLTB) will be comprised of members from 
Cumbria County Council and the Cumbria Local Enterprise Partnership. 

It is anticipated that the funding allocation for Cumbria will be approximately £12 
million. 

Local transport bodies need to submit proposals for a central assurance framework 
to central government for agreement in February 2013. The central assurance 
framework will ensure that the governance, financial management, accountability 
and value for money testing of the local transport body are acceptable to the DfT. 

In July 2013 the CLTB will have produced a programme of schemes for delivery from 
2015. Before scheme construction can begin, a full business case will be developed, 
including appraisal of the scheme. This will be signed off by the CLTB following 
guidelines in the central assurance framework. 

This document details the methodology to be used to prioritise transport schemes by 
the CLTB. This methodology forms an integral part of the central assurance 
framework. 
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2 The prioritisation framework 

There are existing guidelines and frameworks which could be used or adapted as 
part of the major transport scheme prioritisation process. These are detailed below. 

2.1 The Transport Business Case 

The CLTB is required to apply a transparent and consistent framework in order to 
priorities potential transport schemes. This framework should provide the same 
assurances as the DfT’s Transport Business Case guidance, which sets out the 
previous framework used for investing in transport schemes funded by the DfT. 

The Transport Business Case provides guidance on using evidence-based decision 
making to assess the business case for major schemes in a manner consistent with 
the Treasury Green Book. The business case should contain all the relevant 
information regarding a proposed scheme, and demonstrate whether the schemes 
meet five key cases, which are:  

The strategic case 

The strategic case determines whether the scheme has a robust case for 
change, and whether it fits with wider public policy objectives. It specifies the 
identified problems, how the scheme addresses these problems, and how 
the scheme contributes to key policy objectives. 

The economic case 

The economic case determines whether the scheme demonstrates value for 
money. It presents evidence on the impact of the scheme on economy, as 
well as its environmental, social and distributional impacts. These are 
generally assessed following the DfT’s modelling and appraisal guidance, 
known as WebTAG. 

The commercial case 

The commercial case determines whether the scheme is commercially 
viable. It presents evidence on risk allocation and transfer, contract 
timescales, implementation timescales and details of the capability and skills 
of the team delivering the project.  

The financial case 

The financial case determines whether the scheme is affordable. It presents 
evidence on funding arrangements, technical accounting issues and the 
financial profile of the option.   

The management case 

The management case determines whether the scheme is achievable. It 
provides evidence of project planning, governance structure, risk 
management, communications and stakeholder management, benefits 
realisation and assurance. 
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It is essential that the framework used for prioritising major transport schemes in 
Cumbria is consistent with the Transport Business Case guidance. 

3 Proposed prioritisation methodology 

The proposed methodology for local major scheme prioritisation has three stages, 
which are detailed in Figure 3.1.  

Figure 3.1: Process chart for scheme identification and prioritisation 

 

These stages are summarised below, and are explained in more detail in the 
following sections. 

Potential scheme identification 

At this stage, schemes which could potentially be delivered through the 
devolved major transport schemes funding stream will be identified. The 
methodology for potential scheme identification is considered in more detail 
in Section 4. 

Pre-prioritisation assessment 

At this stage, all identified schemes will be sifted to ensure they can be 
successfully delivered through the devolved local major transport schemes 
funding. The methodology for the pre-prioritisation assessment is considered 
in more detail in Section 5. 

Scheme prioritisation 

At this stage, all schemes which have successfully passed the pre-
prioritisation assessment will be assessed and ranked in a prioritised list. 
The methodology for scheme prioritisation is considered in more detail in 
Section 6. 

The full process, from scheme identification to scheme construction, is detailed in the 
process diagram in the appendix.  

Pass 

Fail 
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4 Potential scheme identification 

Following the consultation on the devolvement of local major scheme funding, a list 
of major schemes was prepared. A threshold of £1 million for schemes in Cumbria is 
proposed, which enables a wide range of different types of schemes to be 
considered. The list of schemes was developed from a range of sources including 
the LTP3, masterplans, economic regeneration plans and longstanding strategic and 
local transport priorities for Cumbria.  

5 Pre-prioritisation assessment 

Before scheme prioritisation, there will be a preliminary assessment to filter out 
schemes that would not be deliverable. The following factors will be considered: 

Scheme costs 

The expected total cost of the scheme will be compared to the available 
funding. If a scheme is expected to cost more than the available funding and 
there is no way to make up the shortfall, it will fail the pre-prioritisation 
assessment and will not be considered further. 

The scheme costs will consider the following factors: 

• Works costs, including legal and land purchase costs and construction 
costs 

• Scheme costs, including contract management, risk and contingency 

• Design costs  

• Optimism bias  

Implementation timescales 

The expected timescales of preparing a full business case for the scheme 
will be compared to the timescales of the funding period. It is expected that 
schemes should be ready for construction from 2015 onwards and would be 
completed by the end of the spending review period. Schemes that would 
not be delivered in these timescales will fail the pre-prioritisation assessment 
and will not be considered further. 

Risk assessment 

Other key risks will be considered at this stage. Key risks could relate to 
planning, environmental, legal or engineering constraints or other risks such 
as the likely public acceptability of the scheme. If the risk is considered to be 
very high at this early stage then the scheme is unlikely to succeed. In this 
case, it will fail the pre-prioritisation assessment and will not be considered 
further. 

Business case strength 

The likely strength of the business case will also be considered. Although 
detailed information on the scheme may not be available at this stage, the 
available information will be assessed against the criteria of the Transport 
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Business Case. If it is believed that the scheme will not have a robust 
business case then the scheme will fail the pre-prioritisation assessment and 
will not be considered further. 

If a scheme fails any of the four factors, then the scheme will not progress to scheme 
prioritisation. This will prevent time and effort being wasted on collating information 
for schemes which cannot be delivered through the devolved major transport 
schemes funding stream. Failing the pre-prioritisation assessment does not preclude 
the scheme being delivered through a different funding source at a later date. 

To ensure that all schemes can be considered fairly in the pre-prioritisation 
assessment, a consistent minimum amount of information needs to be collated for 
each potential scheme. It is proposed to do this using the local major schemes form. 

The local major schemes form will be completed for each potential scheme and will 
present the following information for each scheme: 

• Scheme description 

• The aims and objectives of the scheme 

• Previous scheme development and existing assessment work 

• The current status of the scheme 

• Timescales and constraints on delivery of the scheme 

An outline plan of the scheme will also be provided in conjunction with this form 
where possible. 

The results of the pre-prioritisation assessment will be recorded on the pre-
prioritisation assessment (PPA) form.  

The local major schemes form and PPA form are included in the appendix. 

6 Scheme prioritisation 

6.1 Introduction 

The scheme prioritisation framework should be robust and comprehensive and 
provide the same assurances on the five aspects included in the transport business 
case. It is also vital that the scheme prioritisation framework assesses schemes in 
the local context, and provides assurance that the schemes support the aims of 
Cumbria County Council and the Cumbria Local Enterprise Partnership (LEP) as set 
out in the Council Plan, Area Plans, the LEP business plan and the Local Transport 
Plan (LTP3).  

6.2 Methodology 

It is a central requirement of the prioritisation methodology is that it provides the 
same assurances as the Transport Business Case. It is therefore proposed to use a 
methodology that is based on the Transport Business Case.  
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The use of the Transport Business Case will ensure that the schemes have the basis 
of a robust business case which is recognised by central government whilst 
recognising Cumbria’s local needs and priorities.  

The Transport Business Case has been tailored to reflect the scheme details 
available at the time of prioritisation. This information will be used as a basis for 
developing the full business case for those schemes that are included in the Local 
Major Schemes Programme from July 2013 onwards.  

The following criteria will be considered: 

The Strategic Case 

a) How the scheme meets LTP3 Objectives 

Schemes should meet LTP3 policy objectives and will be assessed against 
the previously detailed ten transport objectives. The transport objectives are: 

i. Reduces casualties or the perception of danger for all road users 

ii. One sector of the community is not disadvantaged 

iii. Increases active travel (walking, cycling and public transport use) 

iv. Reduces air, noise and light emissions 

v. Improves journey time reliability or reduces congestion on local or 
strategic routes 

vi. Contributes to a prosperous economy 

vii. Increases the choice of travel modes available 

viii. Reduces carbon consumption 

ix. Improve the quality and distinctiveness of the townscape and 
landscape 

x. Investment ties in to the local vision for the area 

Schemes will be scored against each of the objectives using the criteria in 
Table 6.1. 

Table 6.1: LTP3 scoring methodology 

Score Criteria 

0 Neutral 

1 Some positive benefits 

2 Strong positive benefits 

3 Very strong positive benefits 
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b) How the scheme is aligned with local policy  

Schemes should meet wider local policy objectives outlined in local strategic 
documents such as Area Plans and Local Plans. To assess the scheme 
alignment with local policy, each scheme has been assessed against the 
policies identified in the appendix using the following criteria:  

• Closely aligned with local policy: the scheme is referenced in the 
document or strongly implied in the policy document.  

• Some alignment with local policy: the policy supports the scheme 
directly, but the scheme in not mentioned specifically.  

• Limited alignment with local policy: the policy supports the scheme 
indirectly.  

c) How the scheme is aligned with national policy  

Schemes should meet national policy objectives as defined by central 
government such as ‘making transport more accessible to all’ and ‘making 
roads safe’. Each scheme has been assessed against the national policies 
identified in the appendix. To reflect the strength to which the scheme is 
aligned with the policy, schemes have been assessed using the following 
criteria:  

• Closely aligned with national policy: the scheme is referenced in the 
document or strongly implied in the policy document.  

• Some alignment with national policy: the policy supports the 
scheme directly, but the scheme in not mentioned specifically.  

• Limited alignment with national policy: the policy supports the 
scheme indirectly.  

d) How the scheme is aligned with Cumbria’s economic priorities  

Schemes should help facilitate Cumbria’s economic priorities as defined by 
Cumbria County Council and the LEP. Each scheme has been assessed as 
to whether it helps deliver the priorities identified in the appendix. 

The Economic Case 

The economic case is assessed using DfT’s appraisal guidance, known as 
WebTAG and an assessment of the benefit cost ratio. WebTAG assessment 
is split into the following four objectives: Economy, Environment, Social and 
Public Accounts.  

The economy, environment and social objectives will be used as a basis for 
the economic assessment. At this stage in the development of the scheme, 
public accounts will not be considered as these costs are unknown. Each 
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sub objective will be assessed in accordance with the WebTAG seven point 
scale as summarised below.  

• Large beneficial 

• Moderate beneficial  

• Slight beneficial  

• Neutral  

• Slight adverse  

• Moderate adverse 

• Large adverse 

a) Economy  

The following sub–objectives are addressed under economy:  

• Regeneration  

• Wider impacts 

Sub–objectives ‘Business users and transport providers’ and ‘Reliability 
impact on business users’ will be assessed on a quantitative basis and used 
in the indicative benefit to cost ratio assessment.  

b) Environment  

The following sub–objectives are addressed under environment: 

• Noise – the impact of the scheme on noise during construction and 
whilst the scheme is operational  

• Air Quality – the impact of the scheme on air quality during 
construction and whilst the scheme is operational  

• Greenhouse gases –the effect of the scheme on carbon production 

• Landscape / townscape  

• Heritage of historic resources  

• Biodiversity – the impact of the scheme on biodiversity in the area  

• Water environment – the impact of the scheme on water courses and 
possible flooding in the surrounding area  
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c) Social  

The following sub–objectives are addressed under social: 

• Physical Activity – the effect the scheme will have on increasing 
physical activity  

• Journey Ambience – the impact of the scheme on improving traveller 
care (cleanliness), traveller views and travel stress (fear and 
uncertainty)  

• Security – the impact of the scheme on improving security of the 
journey for users (e.g. lighting, landscape, surveillance)  

• Accidents – the likely impact of the scheme on reducing the number 
of accidents  

• Access to services – the extent the scheme improves the 
opportunities for accessing jobs, services, leisure facilities etc by 
public transport  

• Affordability – the extent to which the scheme affects the cost of travel 
for different groups of people  

• Severance – the impact of the scheme on severance  

• Option Values – the benefit that people experience in the knowledge 
that a further transport option is available even if they do not intend to 
use the new mode on a regular basis 

Sub–objectives ‘Commuting and Other Users’ and ‘Reliability impact on 
Community and other users’ will be assessed on a quantitative basis and 
used in the indicative benefit to cost ratio assessment.  

d) Indicative benefit to cost ratio 

The strength of the business case is dependent on a scheme providing good 
value for money. This is achieved by calculating the benefit to cost ratio of a 
scheme. If a scheme has a benefit to cost ratio greater than one it is 
considered to provide value for money as the benefits of the scheme are 
greater than the scheme cost. It is anticipated that the vast majority of 
schemes to be funded will have a benefit to cost ratio greater than two.  

Benefits will be calculated based on the journey time savings of a particular 
scheme. The assessment of journey time savings will be undertaken in 
existing transport models where available. If no transport models are 
available, a manual assessment will be undertaken. In instances where the 
scheme is facilitating growth of a specific development, the modelled journey 
time saving is based on the development scenario.   
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The Commercial Case 

The commercial case determines whether the scheme is commercially 
viable. It presents evidence on risk allocation and transfer, contract 
timescales, implementation timescales and details of the capability and skills 
of the team delivering the project.  At this stage in the scheme development, 
this detail is unknown; therefore, the commercial case is not considered as 
part of this assessment. 

The Financial Case  

The financial case is based upon the affordability of the scheme and whether 
there is sufficient funding to cover the cost of the scheme. This will be 
assessed as a pass or fail using the following criteria:  

• Pass: Funding required from Local Major Schemes funding does not 
exceed Cumbria’s allocation (assumed at this stage to be £12 million).  

• Fail: Funding required from Local Major Schemes funding exceeds 
Cumbria’s allocation (assumed at this stage to be £12 million).  

In addition to the overall affordability of the scheme, information will be 
presented on the following factors: 

• Agreed external contributions to the scheme costs from third parties 

• The scheme costs as a proportion of the available budget 

The Management Case 

The management case addresses whether the scheme is deliverable within 
the timescale and whether the risk of committing to the scheme is acceptable 
to the CLTB. The following factors will be assessed:  

a) Delivery Programme  

Deliverability will be based on a draft project programme and programme 
risks (assessed in days) to determine whether the scheme can be delivered 
by March 2019.  

• Pass: The scheme is likely to be implemented and operational before 
April 2019.   

• Fail: The scheme is likely to not be implemented and operational 
before April 2019.   

b) Showstopper Risks  

A summary of the key risks will be assessed to determine whether the risks 
are acceptable to the CLTB. Risks if realised will impact primarily on the 
management and financial case.  
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• Pass: The scheme risks identified at this stage in the process are 
acceptable to the CLTB.  

• Fail: The scheme risks identified at this stage in the process are not 
acceptable to the CLTB.    

In addition to the overall deliverability of the scheme, information will also be 
presented on the following factor: 

• Estimated programme risk, in days, at the 80th percentile level 

6.3 Supporting evidence 

To ensure a fair comparison in the prioritisation process, a consistent minimum level 
of information needs to be collated for each scheme. The majority of information will 
be summarised in the Major Scheme Business Case Submission to LTB form and 
detailed in the following supporting documents:  

• Major Scheme Form 2 –The Major Scheme Form 2 will firstly collect 
information on the strategic case for the scheme, including the problem the 
scheme is addressing, how it meets with local and national objectives and the 
potential benefits of the scheme to the community.  

The Major Scheme Form 2 will also contain assessments on how the scheme 
meets the ten LTP objectives. The assessments will mainly be qualitative 
although quantitative evidence will be provided as appropriate, for example 
the recent accident record.  

The Major Scheme Form 2 will also include details of any committed funding 
for the scheme from external or third-party sources.  

As an appendix to the Major Schemes Form 2, the following documents will 
be produced to provide the scheme details:  

o Appraisal technical note: a detailed appraisal of each scheme as 
aligned with the prioritisation criteria.  

o Appraisal Summary Table: as aligned with WebTAG guidance to 
summarise the findings for the appraisal technical note.  

o Modelling technical note: a detailed appraisal of the modelling 
approach taken to establish the journey time savings for each scheme.  

o Scheme cost report: detailed cost breakdown for each scheme to 
include design costs, construction costs, assumptions and ‘estimating 
uncertainty’. Optimism bias is added to the final cost in line with 
WebTAG guidance. It is assumed that at this stage that the majority of 
schemes are developed to ‘Stage 1 – Programme Entry’ stage. 

o Scheme risk register: the scheme risks have been summarised and 
assessed using Monte Carlo analysis. Scheme risks have been added 
to the scheme delivery programme or scheme costs as appropriate.  
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o Scheme delivery programme: indicative programme to identify the key 
stage in scheme preparation, design, construction and estimated delay.  

The quality of the information provided in the Major Scheme Business Case 
Submission to LTB form and associated data will be assessed by independent 
assessors. Clarification regarding the information provided will be sought if 
necessary, including requests for further evidence to support the case for the 
scheme. 

 

This information will then be used to score the identified criteria in the prioritisation 
process and produce a prioritised list of schemes. 

6.4 Scheme scoring 

To ensure that different schemes can be compared fairly in the prioritisation process, 
it is also necessary to create a scoring system that summarises the assessment into 
a single score. Each criterion in the strategic and economic case will be scored on a 
scale of 0–5 as shown in Table 6.2 unless otherwise defined. 

Table 6.2: Scoring methodology 

Score Criteria 

0 Does not meet criteria at all 

1 Starts to meet criteria 

2 Partly meets criteria 

3 Moderately meets criteria 

4 Substantially meets criteria 

5 Fully meets criteria 

A scoring card will be completed for all schemes to be prioritised, and will include 
evidence to support the scores. The value of each criterion will then be weighted 
relative to their perceived importance. The schemes will be scored by independent 
assessors. 

It is proposed that the scoring system will have the following weightings: 

 Strategic Case 

• 10 per cent on how the scheme meets Local Transport Plan 3 objectives.  

• 10 per cent on how the scheme meets local policy  

• 10 per cent on how the scheme meets national policy  

• 20 per cent on how the scheme meets Cumbria’s economic priorities 

Economic Case  

• 10 per cent on how the scheme meets Economy objectives  

• 10 per cent on how the scheme meets Environmental objectives  
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• 10 per cent on how the scheme meets Social objectives  

• 20 per cent on the indicative benefit to cost ratio 

Financial Case 

• The scheme must pass the financial case to be considered further.  

Management Case  

• The scheme must pass the management case to be considered further.  

The scheme business case will be summarised in the Major Schemes business case 
submission document, which is included in the appendix. 

The output of each individual scorecard will be summarised in the prioritisation 
summary sheet. This will allow each scheme to be compared quickly and easily. It 
will also be used to rank all the schemes into a final prioritised list. 

The prioritisation summary sheet is included in the appendix. 

7 Development of programme 

Following scheme prioritisation, the list of prioritised schemes and the evidence used 
to support the prioritised list will be presented to the CLTB. The CLTB will use this 
evidence to decide on the schemes which will be delivered.  

8 Scheme design and appraisal 

Once the programme for scheme development has been finalised, a full business 
case will be compiled for each scheme in the programme. The business case will be 
based on the Transport Business Case. This will involve a full appraisal in line with 
WebTAG guidance, and will include an Appraisal Summary Table which will 
summarise the main economic, environmental and social impacts of the transport 
scheme. The business case will also include both indicative option design and the 
detailed design of the final option. 

The ultimate aim is that the prioritised local major transport schemes which have 
progressed through full appraisal are ready to begin construction from 2015. 

9 Conclusion 

The proposed methodology for prioritising local major transport schemes ensures 
that the prioritisation methodology applied by CLTB meets DfT requirements and will 
provide value for money. The methodology is based on an existing procedure 
currently used by Cumbria County Council to prioritise schemes, but it has been 
amended and enhanced to comply with the Transport Business Case guidance and 
to make it more robust.  

The process is anticipated to follow the following timeline: 
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• September 2012: DfT published further guidance on the devolvement of major 
transport scheme funding 

• October 2012: DfT confirmed the indicative scale of funding for major 
transport schemes in Cumbria  

• November 2012: DfT published guidance on developing a central assurance 
framework 

• February 2013: Submission of the central assurance framework to DfT 

• July 2013: Prioritised list of schemes completed and programme of schemes 
for implementation approved by CLTB 

• 2013–2015: Development of full business case for schemes, including 
scheme design and scheme appraisal 

• 2015: Schemes ready to begin construction 

This process is summarised in the flowchart in the appendix. 

The evidence collected as part of the prioritisation methodology will form the basis of 
a full transport business case for schemes that will be progressed following 
prioritisation. The business case for these schemes will involve a full scheme 
appraisal, including appraisal summary tables and the quantification of value for 
money. 

 



Methodology for the prioritisation of 
local major transport schemes 

  

 

Process for delivering schemes via devolved local major transport 
scheme funding 

Timeline Input Process Output 

 

 

 

2013 to 
2015 

July      
2013 

April 2013 

February 
2013 

August 
2012 

Scheme  
identification 

Major schemes 
form 

LTP3, masterplans, 
economic regeneration, 

local and strategic 
priorities, councillors, 

area plans 

All schemes 

Schemes which      pass assessment 

Pre-prioritisation 
assessment 

PPA form 

Methodology 
finalised by Local 
Transport Body 

Central Assurance 
Framework finalised by 
Local Transport Body 

and DfT 

Scheme   
prioritisation 

Prioritisation 
scorecard 

Prioritisation 
summary sheet 

Scheme     
construction 

Full business 
case 

Programme 
development 

Scheme        
appraisal 

Major schemes 
form 2 

2015 
onwards 
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Local policy  

Area Plans (CCC priorities) Owner  

Allerdale Area Plan 2012-2014 CCC 

Barrow Area Plan 2012-2014 CCC 

Carlisle Area Plan 2012-2014 CCC 

Copeland Area Plan 2012-2014 CCC 

Eden Area Plan 2012-2014 CCC 

South Lakeland Area Plan 2012-2014 CCC 

Lake District Sustainable Visitor Transport Beacon Area (LSTF Bid) CCC /LDNPA  

Other CCC strategies Owner  

Cumbria County Council Economic Strategy CCC 

Cumbria County Council Plan 2011-2014 CCC 

Cumbria Community Strategy CCC 

Cumbria LEP Business Plan Key Priorities LEP  

Cumbria County Council Local Transport Plan 3 CCC 

Environmental Owner  

Cumbria Landscape Character Guidance and Toolkit Part 1 and 2 CCC 
Energy related policy  Owner  

West Cumbria Economic Blueprint BEC 

Cumbria Wind Energy Supplementary Planning Document  CCC 
Local Plan / Local Development Framework (Local Planning 
Authorities) 

Owner  

CCC   

Draft Cumbria Minerals and Waste Local Plan  2013 to 2028 CCC 
Allerdale   

Allerdale Transport Infrastructure Gap Analysis CCC 
Barrow  

Barrow Local Plan BBC 

Copeland    

Copeland Local Development Framework CBC 
Eden    

Eden Core Strategy Development Plan Document 

EDC Eden Housing: Preferred Sites and Policies 

South Lakeland    

South Lakeland Core Strategy 

SLDC  
South Lakeland LDF – CCC Proposed Approach to Deliver 
Education in South Lakeland 
South Lakeland LDF – CCC Proposed Interim Approach to Deliver 
Transport & Highways Infrastructure in South Lakeland  

CCC South Lakeland Infrastructure Delivery Plan 

Lake District    

Lake District LDF Core Strategy  

LDNPA  Lake District Allocations of Land 
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National policy 

National Policy  Owner  

Improving local transport  DfT 

Managing, improving and investing in the road network DfT 

Making transport more accessible to all DfT  

Reducing greenhouse gases and other emissions from transport DfT 

Expanding and improving the rail network DfT 

Making roads safe DfT 

Managing  the risk to transport networks from terrorism and other 
crimes DfT  
Making sure UK airports and airlines are safe, secure and 
competitive while reducing their impacts on the environment and 
communities,  DfT  

Sustaining a thriving maritime sector  DfT 

Developing a new high speed rail network DfT  
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Cumbrian economic priorities 

Cumbrian economic priorities  Owner  

Supports economic growth along the M6 corridor CCC/CLEP 

Supports existing and new nuclear and energy related 
developments 

CCC/CLEP 

Supports development of new employment and housing sites CCC/CLEP 

Supports growth of the advanced manufacturing sector CCC/CLEP 

Supports growth in the tourism and/or the rural economy  CCC/CLEP 
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Local major schemes form 

 



Local Major Schemes Form 

1. Scheme Name  

2. District   

3. Proposed by  

4. Source  

5. Date Submitted  

6. Location (Grid Reference)  

7. Scheme cost (estimated)  

8. Funding sources Amount required  Amount committed  

   

   

9. Scheme Description (what the project will deliver?) 

 

10. Explain why is the scheme required? (e.g. driven by legislation, national 

policy, innovation, community needs etc.) 

 

11. Scheme development (provide a brief statement on any previous assessment 

work undertaken)    

  

  

 

12. Current Status  

  

 

13. Timescale and Constraints  for delivery (including land ownership, 

environmental issues)  

 

 

 

 

 

CCC Ref No  
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Pre-Prioritisation Assessment (PPA) form 

 



Pre-Prioritisation Assessment (PPA) form

Ref Scheme Factors Value Notes Pass/Fail

Scheme costs £cost

Implementation timescale years

Risk assessment Key risks

Business case strength
Likely strength 

of case

Guidance for using the pre-prioritisation assessment form
The following guidance is provided to give a clear and consistent approach to the pre-prioritisation assessment.

Scheme costs

Implementation timescale

Risk assessment

Business case strength

Scheme#

If the risk assessment contains key risks which are very likely to occur and would jepordise the deliverability of the scheme then the 

scheme will fail the assessment.

If it is estimated that the scheme would not be delivered successfully by the end of the spending review period then the scheme will fail 

the assessment.

Schemes which fail the pre-prioritisation assessment are not considered further for this funding source. Failing the pre-prioritisation 

assessment does not preclude the scheme being successfully delivered through a different funding source at a later date.

If the scheme costs are greater than the available funding and there are no other funding sources to make up the shortfall then the 

scheme will fail the assessment.

If it is believed that the scheme will not have a robust business case then the scheme will fail the assessment.

Scheme information is provided on the local major schemes form
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Major Scheme Form 2 and technical note templates 

 



 

Cumbria County Council                          
Major Scheme Form Stage 2 

 
 

 

Scheme Promoter Name and position:       

 
 

Contact telephone number:                                     Email address:                           

      

 
SECTION 1 - Project description 
 

1A. Project name:       

 

 

1B. Headline description: 
 
Please enter a brief description of the proposed scheme  

                     

 

 

1C. Geographical area:  
 
Please provide a short description of area covered by the bid  

                     

OS Grid Reference:                      

Postcode:                      

 
Please append a map showing the location (and route) of the proposed scheme, existing 
transport infrastructure and other points of particular interest to the bid e.g. development sites, 
areas of existing employment, constraints etc. 
 

 

1D. Partnership bodies 
 
Please provide details of the partnership bodies (if any) you plan to work within the design and 
delivery of the proposed scheme.  This should include a short description of the role and 
responsibilities of the partnership bodies. 
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SECTION 2 – The Business Case 
 
 

2A. The Scheme  
 
Please set out what the scheme is trying to achieve  

                     

 

 

2B. The Strategic Case  
 
a) What is the problem that is being addressed and why this has not been addressed 

previously? 

                     

 
b) Which Local and National objectives does the scheme meet and how does this measure 

meet these objectives?  
 
National Objectives 

- Supports growth of the economy  
- Tackles existing barriers to new development  

  
Local Objectives  

- Supports economic growth along the M6 corridor  
- Supports existing and new nuclear and energy related developments 
- Supports development of new employment and housing sites 
- Supports growth of the advanced manufacturing sector 
- Supports growth of the Cumbrian tourism and/or the rural economy  

 
 
c) What options have been considered and why have alternatives have been rejected? 

                     

 
d) What are the expected benefits / outcomes?  For example, job creation, where possible 

provide include the basis on which these have been estimated. Consideration should be 
given to the extent to which the scheme benefits the local community. For example through 
providing better pedestrian linkages to the town centre.  

                     

 
e) What is the project’s scope and is there potential to reduce costs and still achieve the 

desired outcomes?  

                     

 
f) Are there are any related activities, that if not successfully concluded would mean the full 

economic benefits of the scheme may not be realised. For example, this could relate to land 
acquisition, other transport interventions being required or a need for additional consents? 
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g) What will happen if local major schemes funding for this scheme is not secured - would an 
alternative (lower cost) solution be implemented (if yes, please describe this alternative and 
how it differs from the proposed scheme)? 

                     

 
h) What is the impact of the scheme – and any associated mitigation works – on any statutory 

environmental constraints? For example, Local Air Quality Management Zones. 

                     

 

 
 

2B. LTP Objectives   
 
a) Does the scheme reduce casualties or reduce the perception of danger?  
 
 
b)  Does the scheme impact negatively on a different sector of the community?  
 
 
c)  How does the scheme increase active travel?  
 
 
d) Does the scheme reduce air, noise and light emissions?  
 
 
e) Does the scheme improve journey time reliability or reduce congestion on local or 

strategic routes?  
 
 
f) How does the scheme contribute to a prosperous economy?  
 
 
g) Does the scheme increase the choice of travel modes available?  
 
 
i) How does the scheme assist in reducing carbon consumption?  
 
 
j) Does the scheme improve the quality and distinctiveness of the townscape and 

landscape?  
 
 
k) How does the scheme tie in to the local vision for the area?  
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2C. Scheme Costs 

 Rate / percentage used Actual value (£)  

Construction Cost   
Design Cost   
Risk Assumptions    
Optimism Bias    

TOTAL SCHEME COST   £ 

 
All cost estimates should be based on the Major Schemes cost methodology template  
 

 

2D. Local Contribution / Third Party Funding 
 
Please provide information on the following points (where applicable): 
 
a) Please provide details of all non-major scheme funding contributions to the scheme costs. 

This should include evidence to show how any third party contributions are being secured, 
the level of commitment and when they will become available.  

                     

 
b) Please list any other funding applications you have made for this scheme and the outcome 

of these applications, including any reasons for rejection. 

                     

 

 

2E. Value for Money 
 
This section should set out the full range of impacts – both beneficial and adverse – of the 
scheme.  
 
a) Estimate of the Benefit Cost Ratio  

            

 
b) Please complete  the attached  Appraisal Summary Table for the scheme  
 
The assessment of all the impacts of the scheme needs to be included within the table. The 
level of detail provided in the table should be proportionate to the scale of expected impact with 
particular emphasis placed on the assessment of carbon, air quality, bus usage, sustainable 
modes, accessibility and road safety. The source of evidence used to assess impacts should be 
clearly stated within the table.  
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2F. Statutory Powers and Consents 
 
a) Please list separately each power / consents etc obtained, details of date acquired, and date 

of expiry of powers and conditions attached to them. 

                     

 
b) Please list separately any outstanding statutory powers / consents etc, including the 

timetable for obtaining them. 

                     

 

 

2G. Risk Management 
 
Please complete the attached Quantified Risk Assessment  for the scheme and consider the 
following risks:  
 
- Environmental (Ecology, Archaeology, Water, Noise, Air, Visual Impact, NMU provision, EIA).   
- Ground Conditions (Contaminated Land, Drainage, Geotechnical issues)  
- Third Parties (Network Rail, Other)  
- Consents (Public Enquiries, Planning Process, CPO, EA consents, Temp diversions)  
- Difficulty / Complexity (Buildability, Avoidance of disruption, Political sensitivity, Public 
consultation, Artwork / heritage, Specialist services, Disturbance claims, traffic management, 
Services, Scheme history).  
- Land Acquisition (Agents, Accommodation works, Legal fees).  
 
 

 

2H. Stakeholders 
 
Please provide details of the key stakeholders together with a brief analysis of their influences 
and interests.These could include other local authorities, the Highways Agency, Network 
Rail,statutory consultees, landowners, transport operators, local residents, utilities companies 
etc.  
 

                     

 

 
 



SCHEME COST SUMMARY

Scheme name 

Scheme type

Date of estimate Feb-13

Stage of scheme development 

COST SUMMARY 

1 Construction cost -£                                                                  

2 Design cost -£                                                                  

3 Risk assumptions -£                                                                  

4 Optimism Bias -£                                                                  

TOTAL COST -£                                                    



1 Construction cost 

Option costed (inc. brief description)

Scheme length / width etc

Structures 

Material used / quality of materials proposed.  

Stats accommodation works. 

Construction cost breakdown 

TOTAL CONSTRUCTION COST -£                                                                                                                                 

Base rate used 

Guidance 

Base costs should be construction costs and exclude any design / project management fees. Costs relating to land acquisition, legal issues, design should be excluded at this 

stage unless they have been developed in significant detail. Statutory undertakers diversion costs should be included if relevant. 

Standard rates have been developed based on recent schemes that have been implemented across the County / UK.. Where appropraite these rates should be used.If 

alternative rates are used, please record where the rates have been derived from. 

Specific options and any assumptions made should be recorded to ensure that if the scheme is developed further consistent assumptions are made. 

Other 

Assumptions 



2 Design cost 

Land costs 

Design fees / costs 

Project management 

Supervision costs 

Other 

Land purchase

Design fee -£                                                              

Project management -£                                                              

Supervision costs Included in design fee

Other costs relevant to the scheme -£                                                              

TOTAL DESIGN COST -£                                                   

Assumptions 

Guidance 

Additional costs, that have not been accounted for in the base rates that are part of the 

scheme cost but would  not be included in the contract.  

These costs should only be added if they are considered to be necessary as part of the 

scheme and will depend upon the level of design work undertaken to date. 



3 Risk Adjustment

Weighting (% of  

construction costs)

Value has been altered 

based on the 

assumptions. 

Ecology -£                                    

Archaeology 

Water

Noise 

Air

Landscape (visual impact)

NMU provision 

EIA

Contaminated land -£                                    

Drainage

Geotechnical 

Network Rail -£                                    

Other authorities

Public enquiries -£                                    

Planning process

CPO

EA consents 

Side road orders 

Temporary diversions / orders

Guidance / elements to consider Assumptions Value

3rd Parties

Ground conditions

Environmental 

Risk factor 

Consents

If a quantified risk assessment has been used this figure should be used as an alternative. 

Guidance 

This factor considers the cost of elements of the scheme that are not included as part of the basic construction or design costs. 

For each risk factor consideration should be given to how likely the issues will affect the scheme. Any information that is known should be used to inform the 

decision should be recorded under assumptions. 

Weighting should be based on an estimation of the cost of these elements as a % of the construction and design costs. 

Where the risks are known to be included in the construction costs or design costs an additional risk value may not be necessary 



Buildability -£                                    

Avoidance of disruption' 

Political sensitivity 

Public consultation 

Artwork / Heritage 

Procurement of specialist services 

Disturbance claims

Traffic Management 

Services

Scheme history 

Agents -£                                    

Accommodation works (over main 

construction works).

Legal fees 

Percentage of risk included in the 

cost. 0% Indicative amount included in the estimate for risk. -£                                    

Land acquisition 

D|ifficulty / complexity 



4 Optimism Bias

Category Types of project 

Stage 1 

(Programme 

Entry)

Stage 2 

(Conditional 

approval)

Stage 3 (Full 

approval) 

Motorway

Trunk roads

Local roads

Bicycle facilities 

Pedestrian facilities 

Park and ride

Bus lane schemes 

Guided buses on wheels 

Metro 

Light rail 

Guided buses on tracks 

Conventional rail 

High speed rail 

Fixed links Bridges and tunnels 66% 23% 6%

Guidance 

WebTAG unit 3.5.9 'The estimation and treatment of scheme costs' recommends the 

application of an optimism bias on scheme costs. 

Optimism bias reduces as the scheme design is developed and a better 

understanding of base costs and scheme risk are established.

For the purposes of providing costs for local major schemes, it is assumed that the 

level of scheme development is programme entry or earlier. 

Roads 

Rail 

44% 15% 3%

66% 23% 6%
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Risk register 

 



Risk 

Reference 

Number

Date 

Identified
Completed By Risk Name Risk Description Existing Controls

Impact 

Score

Likelihood 

Score

Final Risk 

Score
Risk Owner Objective Related To

Risk 

Level

1 Ecology

2 Archaeology 

3 Water

4 Noise 

5 Air

6 Landscape (visual impact)

7 NMU provision 

8 EIA

9 Contaminated land

10 Drainage

11 Geotechnical 

12 Network Rail 

13 Other authorities

14 Public enquiries 

15 Planning process

16 CPO

17 EA consents 

18 Side road orders 

19 Temporary diversions / orders

20 Buildability 

21 Avoidance of disruption' 

22 Political sensitivity 

23 Public consultation 

24 Artwork / Heritage 

25
Procurement of specialist 

services 

26 Disturbance claims

27 Traffic Management 

28 Services

29 Scheme history 

30 Agents 

31
Accommodation works (over 

main construction works).

32 Legal fees 

Project Risk
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Major Schemes business case submission document 

 



 

Cumbria County Council                          
Major Scheme business case submission to LTB 
July 2013 
 
SECTION 1 - Project description  
 

1A: Project Name 

 
 

1B: Project description (inc. plan) 
 
 
 

SECTION 2 – Scheme Overview  
 

 Business Case Summary 
 
 
 
 
 
Strategic Case  

Economic Case  

Financial Case   

Management Case   

Total  score  
Overall Scheme ranking  

 
 

SECTION 2 – Strategic Case  
 

2A: Scheme objectives  

 
Problem  

What is the problem that is being addressed and why this has not been 
addressed previously? 
 

Scheme 
objective 

 

2B: Option Appraisal  
Do nothing  What options have been considered and why have alternatives have been 

rejected? 
Do minimum   
Do something   
Preferred 
option  

 

2C: Scheme Scope 
What is the project’s scope and is there potential to reduce costs and still achieve the desired 
outcomes? 
 

2D: Impact on growth and developments 
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What are the expected benefits / outcomes?   
 

2E: Investment need 
 
What will happen if local major schemes funding for this scheme is not secured?    
 

Strategic Case Summary and Scores 
 
 
 
 
 
Scoring Criteria Score  

Scheme meets LTP3 Objectives  

Scheme meets local policy   

Scheme meets national policy   

 

SECTION 3 – The Economic Case 
 

3A: Economic Summary  
Initial (BCR) 
(Journey time 
savings)  

 Initial Value for 
Money Score  

Based on DfT guidance (Poor = 
less than 1, Low = 1-1.5, 
Medium = 1.5 – 2, high= 2 – 4 
V high = >4) 

3B:Assumptions  
Include reference to the elements monetised as part of the BCR.  
 
 

3C: Scheme appraisal summary 
Positive (non – 
monetised 
impacts)  
 

 

Negative (non – 
monetised 
impacts) 
 

 

Economic Case Summary 
 
 
 
 
 

Scoring Criteria  Score  

Value for Money Score  

 

SECTION 4 – The Financial Case 
 

4A: Cost Summary 
 Base cost (£) Estimating 

uncertainty (£)  
Total (£) 

Preparation costs    
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Construction cost    
Total scheme cost    

4B: Assumptions 
 
Risk   
Inflation  

4C: Sources of funding 
DfT Local Major 
Schemes Funding 

 

CCC contribution  

Third Party Funding   

Financial Case Summary 
 
 
 
 
 

Is the scheme affordable?  Yes / no 

 

SECTION 5 – The Management Case 
 

5A: Scheme delivery programme 
Is the scheme deliverable within the specified timescale? 
 

5B: Assumptions and Risk  
 
 

5C: Showstoppers 
 
 

5D: Scheme Partners  
 
 
 

Management Case Summary 
 
 
 
 
 
Is the project deliverable within the funding timescale? Yes / no 

Are showstoppers acceptable? Yes/ no 
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Prioritisation summary sheet 

 



Scheme Scoring

Strategic / 

Economic

(Total score) 

Financial / 

Management

(Pass / fail)  

100% 10% 10% 10% 20%

0.1 0.1 0.1 0.2

00 Scheme name 0.00

Summary of business case
Strategic Case 

How the 

scheme meets 

LTP3 

objectives

How the 

scheme is 

aligned with 

local policy 

How the 

scheme is 

aligned with 

national policy 

How the 

scheme is 

aligned with 

Cumbria's 

economic 

priorities 

Strategic / 

Economic

(Total score) 

Financial / 

Management

(Pass / fail)  

Physical 

Activity 

Journey 

ambience 
Security Accidents

Access 

to 

services

Affordability Severance
Option 

values
Noise

Air 

Quality

Greenhouse 

gases

Landscape 

and 

Townscape 

Heritage 

of historic 

resources

Bio 

diversity

Water 

environment
Regeneration 

Wider 

impacts

100% 20%

0.0125 0.0125 0.0125 0.0125 0.0125 0.0125 0.0125 0.0125 0.0143 0.0143 0.0142857 0.0142857 0.01429 0.0143 0.0142857 0.05 0.05 0.20

00 Scheme name 0.00

Summary of business case
Economic Case

Social Environment Economy 

Journey 

time 

benefits

10% 10% 10%

Strategic / 

Economic

(Total score) 

Financial / 

Management

(Pass / fail)  

100% pass / fail pass / fail pass / fail pass / fail

00 Scheme name 0.00

Summary of business case
Financial Case Management Case 

Showstopper 

risks 

Programme 

Risk 

Delivery 

programme 

timescale 

Is the scheme 

affordable? 

% of external 

contribution

% Local Major 

Schemes 

Budget
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