GUIDE TO THE FUNCTIONS AND RECORDS OF

NAAS URBAN DISTRICT COUNCIL

FREEDOM OF INFORMATION ACT 1997 

SECTIONS 15 AND 16 REFERENCE BOOK

NOTES

1.
Some of the information contained in this book may change from time to time.  For example, eligibility criteria for some services may be amended, personnel changes may take place, new legislation may come into force or new policies may be adopted.  Readers are advised to check whether the position relating to any area of interest to them has changed since publication of this book.

2.
Some of the Urban District Council’s powers and obligations apply to a wide range of functions and activities.  In order to avoid unnecessary repetition, these powers and obligations are described as follows:

· Power of Compulsory Purchase in Chapters 9 and 22 only, and 

· Obligation to give notice of certain works under Part 10 of the Local Government (Planning and Development) Regulations in Chapters 12 and 25 only,

· Obligation to comply with European Union Rules relating to procurement of goods and services, in Chapter 23 only,

· Obligation to deduct tax from payments for certain services, in Chapters 16 and 29 only,

· Obligation to produce Environmental Impact Assessment in respect of certain proposed works in Chapters 12 and 25 only.  

INTRODUCTION
The purpose of this book is to help you to obtain and use your rights under the Freedom of Information Act 1997.  These rights are described in Chapter 1.

The book is divided into six parts and thirty chapters.  Parts 1 to 5 contain:

· details of the Freedom of Information Act and how you can use it,

· descriptions of the Urban District Council’s services,

· information about contacting the Urban District Council.

Part 6 contains details of the rules and procedures used by the Urban District Council in the operation of its services.

Parts 1 to 5 and Part 6 should be read in conjunction with each other

If you experience any difficulty in exercising your rights under the Freedom of Information Act, please feel free to contact the Urban District Council at the address shown below.

We hope that you find this book useful.  It is our intention to publish further editions, and we would welcome any comments or suggestions which you may wish to make about the contents.

Please contact the Urban District Council at Town Hall, Naas, if you have any queries about this book

Published by 

Naas Urban District Council, Town Hall Naas, Co. Kildare.

Telephone 045  897232;    fax 045  876472;   Email tclerk@naasudc.ie
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THE FREEDOM OF INFORMATION ACT AND 

THE URBAN DISTRICT COUNCIL’S POLICY

______________________

Chapter 1

THE FREEDOM OF INFORMATION ACT

The Freedom of Information Act (1997) gives you three new legal rights:

· a right of access to the records of Naas Urban District Council and other public bodies;

· a right to have information relating to yourself amended where it is incomplete, incorrect or misleading;

· a right to obtain reasons for decisions affecting you.

The Act asserts your right to obtain access to official information to the greatest extent possible consistent with the public interest and the right to privacy of individuals.

This book is intended to help you to exercise your rights under the FOI Act.  It describes the structure and functions of the Council and gives information about how to avail of Council services.  It also tells you about the records held by the Council, and how you can use the Act to gain access to them.   While it is our policy to make our records as accessible as possible some detail may be omitted from this book in the interests of brevity.  If you have any questions in relation to our activities or records please contact us, and we will be glad to help.

A considerable amount of information about the Council’s activities and services is available on a routine basis.  Some of this is free, but there are also charges for certain documents.  Where records are already open to inspection or available for purchase or free of charge, the Freedom of Information Act does not apply to them. 

THE POLICY OF THE URBAN DISTRICT COUNCIL

Naas Urban District Council’s policy is:

To give members of the public access to information held by the Council, 

to the greatest extent possible,

in accordance with the provisions of the Freedom of Information Act 1997, and 

consistent with the public interest and the right to privacy of the individual;

and, 

to amend any inaccurate personal information held by it, 

and to furnish reasons for its decisions,

in accordance with the Act.
PART 2

OVERVIEW OF THE URBAN DISTRICT COUNCIL 

__________________________

Chapter 2

THE STRUCTURE OF NAAS URBAN DISTRICT COUNCIL

Governing Body
9 Elected Councillors
(
Chief Executive
Assistant County Manager

(
Town Clerk

Town Engineer
(
_______________________________________________________

Service 

Department

Service 

Department

                     (                                                   (                                                   (
Service 

Department

Details of the structure of service departments are given in Part 4

Chapter 3

THE ROLE AND FUNCTIONS

OF NAAS URBAN DISTRICT COUNCIL

Naas Urban District Council, as the Local Authority for Naas, provides an extensive range of infrastructural and community services, and plays an active role in the development of the town’s industry, business, social, arts, heritage and cultural affairs.  It also functions as the regulatory body for certain matters at local level.

Local authorities perform both a representational and an operational role because the Irish system of Local Government encompasses both democratic representation and public administration.

REPRESENTATIONAL ROLE

The representational role is performed directly by the elected members of the Council.  Naas Urban District Council has nine elected members.  Members of the Council are elected for a period of five years according to the system of proportional representation.  The members are the governing body of the Urban District Council. 

A Cathaoirleach (Chairperson) is elected from the membership of the Council, at a statutory annual meeting of the Council..
The range of functions performed by the elected representatives  are called “reserved functions”, and these lay down the framework of policy under which the Town Clerk operates.  They include for example:

· adoption of the Council’s annual budget;

· making of the Town Development Plan;

· adoption of the scheme of letting priorities for local authority housing; 

· making, of bye-laws;

· approval to the borrowing of money;

The members make their formal decisions by resolution at their meetings, which are usually held on the third Tuesdady of the month.

OPERATIONAL ROLE

The operational role of Naas Urban District Council is performed by the Assistant County Manager, Town Clerk and the staff who operate under his control. They are responsible for the day to day administration of the Council, in accordance with law and the policies determined by the elected members. The functions carried out by the Assistant County Manager are called executive functions, and they include, for example:

· the letting of houses

· the granting or refusal of planning permissions

· the control of staff 

The Assistant County Manager makes his formal decisions by written manager’s order.  Registers of the manager’s orders are maintained by the Council, as required by law.

The Assistant County Manager and Town Clerk’s principal functions are to implement the policy of the Council as defined by the Elected Members, and to advise them in the formulation of policy.  The Assistant County Manager and Town Clerk are entitled to attend at meetings of the Urban District Council and to participate in debates, but they have no vote at meetings.  The Town Clerk directs and co-ordinates staff activities, and ensures that the services of the Council operate in a co-ordinated and efficient manner for the benefit of the Town.

The Council employs approximately 32 staff to operate its services.  The staff includes a Town Engineer, Town Foreman, general operatives, clerical workers, craftsmen and other specialists.

Services are provided by Naas Urban District Council under the following seven programme groups which are standard to all Urban District Councils:

HOUSE BUILDING & ESTATE MANAGEMENT

ROAD TRANSPORTATION & SAFETY

WATER SUPPLY & SEWERAGE

PLANNING & DEVELOPMENT

ENVIRONMENTAL PROTECTION

RECREATION & AMENITY

MISCELLANEOUS SERVICES

The service headings in this book vary slightly from the above.  This is in the interests of clarity, especially for those who may not be familiar with local government.

Services include a number of imperatives which are carried out by the Council, for example:

· Maintenance and improvement of road network and traffic management

· Provision and maintenance of water supply

· Provision of a safe and clean environment.

· Adoption and implementation every five years of development plan

· Adoption of the annual budget (estimate of expenses).

FUNDING FOR SERVICES

The Expenditure of Naas Urban District Council on the provision of services can be classified under two headings.

Revenue (or Current)Expenditure. - i.e. day to day provision of services e.g. housing maintenance, roads maintenance etc.,

The main sources of  funding for this expenditure are:

· Government Grants and Subsidies;

· Commercial rates

· Goods and Services (e.g.  Housing Rents, fees and charges for services etc.).

Capital Expenditure.- i.e. expenditure on creating assets, e.g. house building, major road improvement works etc., 

The main sources of funding for this expenditure are,

· Capital Grants from Central Government

· Borrowing 

· Other Capital Receipts e.g. Sale of Lands

HOW THE FUNCTIONS OF THE COUNCIL ARE REGULATED

The functions of the Council are regulated by:

· National legislation

· Local legislation i.e. bye laws.

· European Union directives

· Adopted policies of the Council

In addition a range of  rules, procedures, and guidelines are used  by the local authority in making its decisions, determinations and recommendations under the schemes operated by it. 

A full list of these items appears in the reference book produced in accordance with Section 16 of The Freedom of Information Act, 1997.  The Section 16 book forms part of this book, and commences with Part 6.  Reference is made in Parts 1 to 5 to the principal legislation governing the activities of the Urban District Council.

All of the Council’s activities are subject to law.  Rights of appeal are specifically identified in relation to many of the Council’s powers and duties, and in relation to many of the services provided by it.  All of the Council’s activities are subject to judicial review, and many are also subject to review by the Ombudsman.  Decisions of the Council in relation to the Freedom of Information Act are subject to internal review and also to review by the Information Commissioner: (see also Chapter 5).

Chapter 4

FORMAT OF RECORDS HELD BY THE COUNCIL

Naas Urban District Council holds a wide variety of records in various formats.

These include:

· Computerised Data - held on disc/tape.

· Computer Print-outs.

· Paper records. This includes all types of  forms, reports, maps, drawings etc.

· Ledgers/registers.

The records held by the Council are described in more detail in Part  4.

PART 3

HOW TO GET INFORMATION 

UNDER THE FREEDOM OF INFORMATION ACT

______________________

Chapter 5

GENERAL INTRODUCTION
The Freedom of Information (FOI) Act was introduced:

· to enable members of the Public to obtain access to official information , to the greatest extent possible, consistent with the public interest and the right to privacy,

· to enable people to have personal information relating to them, in the possession of public bodies , corrected,

· to provide, for the right of access to records held by public bodies,

· to provide for necessary exceptions to that right,

· to provide for assistance to persons to enable them to exercise this right,

· to provide for the independent review, both of decisions of public bodies relating to that right and of the operation of this Act generally (including the proceedings of such bodies pursuant to this Act) and for those purposes, to provide for the establishment of the Office of Information Commissioner and to define its functions,

· to provide for the publication by public bodies of certain information about them, relevant to the purposes of this Act,

· to amend the Official Secrets Act, 1963,

· to provide for related matters.

The Act establishes three new legal rights:

· A right to access information held by public bodies.

· A right for each person to have official information relating to him/herself amended where it is incomplete, incorrect or misleading.

· A right to obtain reasons for decisions affecting oneself.

The Act gives rights of access (subject to exemptions and qualifications) to:

· all records created after commencement of this Act i.e. 21st October 1998.

· such records created before that date as may be required to understand records created after commencement of the Act.

· personal records regardless of when created.

· In the case of staff members, personnel records created from a date 3 years before commencement of the Act, and certain personnel records prior to that date.

_______________

Chapter 6

PUBLIC ACCESS TO INFORMATION OUTSIDE THE ACT

ROUTINELY AVAILABLE INFORMATION
Naas Urban District Council has a wide range of information, routinely available, in the form of leaflets, public notices etc., in relation to its activities and to the services which it provides. This information will continue to be available from the offices of the Council, without the need to use the Freedom of Information Act.

INFORMATION AVAILABLE UNDER OTHER LEGISLATION
The public already enjoys the right to a range of information under other legislation. e.g. planning and environmental information.  This right will remain unchanged and such information is excluded from the provisions of the Freedom of Information Act. 

The Data Protection Act 1988

Naas Urban District Council is registered as a Data Controller under The Data Protection Act 1988.  The provisions of this Act still apply and a request in relation to data covered by the Act, may be made under either The Data Protection Act or The Freedom of Information Act.

Personal information in relation to third parties held in electronic media is generally not available under the Data Protection Act, and this restriction continues to apply notwithstanding the Freedom of Information Act.

The Freedom of Information Act  is designed to allow public access to information which is not routinely available through other sources.

Chapter 7

HOW TO APPLY FOR INFORMATION UNDER THE ACT

You are entitled to apply for access to information not otherwise publicly available.

You have a right to :

· access to the following records held by or under the control of Naas Urban District Council unless such records are exempted under the Act:

· all records created after commencement of this Act i.e. 21st October 1998.

· such records created before that date as may be required to understand records created after commencement of the Act.

· personal records regardless of when created.

· if you are a staff member, personnel records relating to yourself created from 21st October 1995, or earlier if the records are used with adverse effect on you.

· access to reasons for decisions made by Naas Urban District Council directly affecting yourself.

· seek correction of personal information relating to you, held by Naas Urban District Council where it is inaccurate, incomplete, or misleading.

Your request should be in writing and should indicate that it is being made under the Freedom of  Information Act. 

Requests for information under the Act should be addressed to 
The Town Clerk, Naas Urban District Council, Town Hall, Naas, Co. Kildare

Requests can be delivered by hand, sent by post, faxed or Emailed.

The relevant addresses are : Fax 045-876472; Email:  tclerk@naasudc.ie
If you wish to receive the information in any particular form e.g. photocopy, computer disk etc., you should indicate this in your request.

Please give as much detail as possible to enable us to identify the records to which you require access.

If you have difficulty in identifying the precise records which you require, we will be happy to assist you in preparing your request, and in fact we have a legal obligation to do so.

The Council must issue an acknowledgement of your request within two weeks of receiving it.  The Council must also make a decision on your request within four weeks of receiving it unless the request relates to such number of records that compliance within the specified time is not reasonably possible, in which case a time extension not exceeding a further four weeks may be allowed.  You must be notified of the period of any time extension required and the reasons therefor.  In cases where compliance with your request would involve the release of personal, confidential or commercially sensitive information relating to third parties the period allowed for response is seven weeks.  If you do not receive a response within the prescribed time limit, you are deemed to have received a refusal and you then have a right of internal review and/or appeal.

FEES

Fees may be charged by the Urban District Council as follows:

· In respect of personal records, fees in respect of the cost of copying the records only will apply.

· In respect of other(non-personal) information, fees may be charged in respect of the time spent in efficiently locating and copying records, based on a standard hourly rate, which at time of writing is £16.50 per hour.

· In respect of copying records,

· 3p per sheet for photocopying

· 40p for a 3½” floppy computer diskette

· £8 for a CD-ROM (if available)

No charges may apply in respect of time spent by the local authority in considering your request.

A deposit may be payable where the total fee is likely to exceed £40.  In these circumstances, you may request assistance from the Council’s staff to amend your request so as to reduce or eliminate the amount of the deposit.

WAIVER OF FEES

Fees may be waived in the following circumstances:

· where the cost of collecting and accounting for the fee would exceed the amount payable; or,

· where the information would be of particular assistance to the understanding of an issue of national importance; or,

· in the case of personal information, where such charges would not be reasonable, having regard to the means of the requester.

_________

Chapter 8

RIGHTS OF REVIEW AND APPEAL
The Freedom of Information Act sets out appeal mechanisms in the event of a refusal or part refusal of a request, or in relation to deferral of access, charges, form of access etc.,  Details of these appeal mechanisms are as follows:

INTERNAL REVIEW

You may seek internal review of the initial decision , which will be carried out by an official at a higher level if:

· you are dissatisfied with the initial response received i.e. refusal of information, form of access, charges etc.; or,

· you have not received a reply within four weeks of your initial application.  This is deemed to be a refusal of your request and allows you to proceed to internal review.

Requests for internal review should be submitted in writing within four weeks of the initial decision to:

The Town Clerk, Naas Urban District Council, Town Hall, Naas, Co. Kildare

Requests can be hand delivered, sent by post, faxed or Emailed.

The relevant addresses are : Fax 045-876472; Email:  tclerk@naasudc.ie.
Naas Urban District Council must complete the review within three weeks.  Internal review must normally be completed before an appeal may be made to the Information Commissioner.

REVIEW BY THE INFORMATION COMMISSIONER:

You may seek independent review by the Information Commissioner if:

· following completion of the Internal Review procedure, you are dissatisfied with the decision; or,

· you have not received a reply to your request for Internal review within 3 weeks of your application.  This is deemed to be a refusal and you may appeal the matter to the Commissioner.

Appeals in writing may be made directly to the Information Commissioner at the following address:

Office of the Information Commissioner,

52, St. Stephen’s Green,

Dublin 2.

Chapter 9

HOUSING

The overall aim of housing policy is to enable every household to have available an affordable dwelling of good quality , suited to its needs, in a good environment, and as far as possible at a tenure of its choice.

The general strategy for realising the overall policy aim is that those who can afford to do so should provide housing for themselves, and those unable to do so from their own resources should have access to social housing or income support to rent private housing.

Since 1991 the approach to social housing has been based on  ”A Plan for Social Housing “ which introduced a range of specific measures and schemes  for Local Authorities, to provide a response to housing needs.  Its successor “Social Housing -The Way Ahead” issued in 1995, reviewed and updated these schemes.

Naas Urban District Council’s function as a housing authority is as:

· provider/manager of rented local authority housing for those unable to provide housing from their own resources;
· provider/manager of accommodation for travellers;
· promoter of home ownership through tenant purchase schemes, for those who fulfill certain criteria;
· facilitator for approved voluntary or non-profit housing organisations in provision of rented accommodation and facilities;
· enforcer of housing standards and controls in relation to private rented dwellings.
LEGISLATION

The principal legislation governing the activities of the Housing Department is:

Housing Act 1966-Housing construction etc.,

Housing (Miscellaneous Provisions)Act 1979 - Loans, grants and subsidies.

Housing Act 1988 - Homeless Persons.

Housing (Miscellaneous Provisions) Act, 1992 -gave effect to the schemes set out in the  Plan for Social Housing.

Housing (Miscellaneous Provisions) Act, 1997 - gave local authorities powers in relation to anti -social behaviour and estate management.

Housing (Rent Book) Regulations 1993

Housing (Standards for Rented Houses) Regulations 1993

Housing (Disbaled Persons and Essential Repairs Grant) Regulations 1993

LOCATION OF DEPARTMENT

The Naas Urban District Council offices are located at the Town Hall, Naas.

Office houres are 9:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m., Monday to Thursday;

and 10:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m. on Friday.

Phone 045  897232  fax 045 876472;  Email:  tclerk@naasudc.ie

STRUCTURE OF HOUSING DEPARTMENT

Assistant County Manager

(
Town Clerk

Town Engineer
(
_​​​​​​​​________________________________________________________________________
                  (                                                                      (
Administrative

Staff

Town Foreman

and Staff

                (
               (
The Housing service operates under the direction of the County Manager and the Assistant County Manager.  The service manager is the Administrative Officer Housing and Environment, who is responsible for administrative staff.  Engineering and architectural services are provided by staff operating under the control of the County Engineer.
HOUSING SERVICES
The following range of Housing Services is provided by the Council:

Provision and management of  rented Local Authority housing.
· Building and repair of houses.

· Extensions to local authority houses in lieu of rehousing.

· Extensions/alterations to local authority houses for needs of disabled persons.

· Remedial works schemes

· Assessment of housing needs; Housing and transfer applications; Housing Allocations.

· Operation of Housing Rent system; Rent and tenant purchase annuity collection.

· Liaison with tenant /resident groups; - estate management

Assistance to persons providing housing for themselves.

Control of  Private Rented Dwellings.

· Registration of Private Rented Dwellings.
Application forms regarding housing services of the Council are available from the Housing Department at the Town Hall, Naas with whom enquiries regarding the service may be lodged.

PROVISION AND MAINTENANCE  OF 

RENTED LOCAL AUTHORITY HOUSES.
Building/Acquisition of Houses.
Naas Urban District Council has approx. 235 rented properties in its ownership.

Each year a number of new houses are built while a number of houses are sold to existing tenants under tenant purchase schemes.

An Assessment of Housing Needs is carried out by the Local Authority from time to time to establish housing requirements in the area.  This assessment was last carried out in 1996 and forms the basis for allocation of housing starts by the Department of the Environment and Local Government.

The actual number of houses built or acquired depends on the Department of the Environment and Local Government’s housing starts allocation.  In recent years it has been approx. 15 houses per annum in Naas Town.  These houses , along with casual vacancies which arise are then available for letting. 

In 1998 the number of applicants for this accommodation on the Council’s housing list at any time averages approx. 330.

Extensions to Local Authority Houses in lieu of rehousing.

Where a housing applicant is an existing tenant of the local authority, but existing accommodation is overcrowded, an extension to existing accommodation may be provided in lieu of rehousing.

Extension/alteration of local authority house for Disabled person.

In cases where a disabled member of a household being resident in a local authority house requires extra accommodation or alteration of existing accommodation to meet his/her needs , the Council may carry out such work, or may offer alternative accommodation more suited to the persons needs.

Remedial Works Schemes.

The remedial works scheme allows the local authority to completely renovate a street or schemes of low case local authority houses.

Housing Maintenance.

Policy in relation to maintenance of rented local authority dwellings is set out in “Statement of Policy on Housing Management”.  This statement details the respective responsibilities of the Council and the tenant in relation to maintenance.

For new tenancies all necessary repairs are carried out by the Council.

The tenants responsibility to maintain the property in good condition is also included in the Letting Agreement which is signed at commencement of a tenancy.

Where the requirement for repairs arises from neglect or abuse of the property by the tenant, he/she is responsible.  At times the Council may carry out such repairs and charge the tenant as an addition to the weekly rent, or other appropriate method of payment.

As a matter of policy extra attention is given to houses occupied by special category tenants i.e., old age pensioners, persons with mental/physical handicap etc.
Repair requests should be made to the Housing Section at Town Hall, Naas: phone 045-897232.

Application for rented Local Authority Housing.

To apply for this accommodation it is necessary to complete an application form which can be obtained, along with full details at the Town Hall.

Transfer applications from existing tenants will be also considered.

Your application will be assessed under the “Scheme of  Letting Priorities “.  In considering your application various reports may be sought and taken into consideration. e.g.,

Medical reports.

Health Board S.W reports.

Environmental Health Officers report.

Report from social worker.

Report  from other local authority, if previously a tenant.

Allocation of vacant houses.
As vacancies arise , they will be allocated in accordance with applicants’ positions on the list as determined under the Scheme of Letting Priorities.
The Letting Agreement sets out the conditions applying to the tenancy and must be signed by  each tenant.

Estate Management/Tenant Training.

Naas Urban District Council welcomes tenant participation in management of its housing estates and encourages tenants to avail of training opportunities as they arise.  Further information on this is available from the Town Hall, Naas.

Rent of local authority dwellings.

Rents of all houses now allocated are based on the Differential Rents Scheme as updated.

This scheme sets minimum and maximum rents for local authority houses with rents charged on the basis of household income.

It is the Council’s policy to issue each new tenant with a rent book in accordance with the Housing(Rent Book)Regulations of 1993.

Housing Rent/Tenant Purchase annuity Collection.
Naas Urban District Council gives tenants the following options in relation to method of paying rent or tenant purchase annuities.

· Weekly door to door collection.
· Payment at Town Hall, Naas.
· Payment through An Post Household Budgeting Scheme for tenants in receipt of certain Social Welfare payments.
Non payment of housing rent may lead to legal action for recovery of the amount due or eviction from the house.

Compulsory acquisition of land
The Council has power to acquire land compulsorily for all of its functions, including housing.  This is done in cases where suitable land cannot be acquired by agreement.  In order to acquire the land the council must:

· Make a compulsory purchase order (CPO), setting out the location and extent of the land to be acquired and giving details of the owners, lessees and occupiers,
· Serve notice of the making of the order on owners, lessees and occupiers,
· Publish notice of the making of the order in at least one newspaper circulating in the area, and send a copy of the order and the notices to the Minister for the Environment and Local Government with a request for confirmation of the order.

Persons affected by the order and members of the public are entitled to be advised about rights of appeal as part of the process of issuing and publishing notices.  Appeals against the order may be made to the Minister, at The Department of the Environment and Local Government, Custom House, Dublin 1.  The Minister may confirm, amend or annul the order.  However, he may not do so without first holding a public inquiry, unless the appeals are withdrawn or unless they relate solely to compensation issues.

If the order is confirmed, it may be appealed to the High Court.  If no appeal is lodged, or if the appeal is unsuccessful, a landowner or other person with an interest in the property, may if agreement cannot be reached about compensation for the land, have the matter determined independently by an arbitrator appointed by the courts.  The property arbitrator can be introduced into a case through the Land Values Reference Committee, The Four Courts, Dublin.

ASSISTANCE TO PERSONS PROVIDING HOUSING FOR  THEMSELVESAND IMPROVING HOUSES.

Improvement works in lieu of Local Authority Housing.

This scheme allows a local authority to improve or extend privately owned accommodation for an approved applicant as an alternative to providing local authority housing.

Persons benefiting under this scheme are required to pay a weekly or monthly charge related to their means and the cost of the works carried out on the house.

Tenant Purchase Scheme.

Details of this scheme are set out in the Tenant Purchase Scheme.

A person who is a tenant of a local authority house for at least one year, may apply to purchase the house which (s)he has rented, either outright or by way of shared ownership.

The price of the house will be the market value as determined by the local authority, less discount for years of tenancy.  The purchaser must fund the purchase by of mortgage loan from a local authority or lending agency. or from other resources.

The valuation of the property may be contested, by the purchaser on production of a certificate from a certified valuer.

VOLUNTARY HOUSING

In addition to direct provision of Local Authority Housing, Naas Urban District Council has a role in supporting the provision of housing and other facilities by voluntary bodies.

Capital Assistance Scheme.
Under this scheme voluntary bodies provide accommodation and services to meet special housing needs, e.g. the elderly, disabled or homeless.

A minimum of three-quarters of houses built under this scheme must be reserved for approved housing applicants of the  local authority , the homeless, or tenants / tenant purchasers who are returning their existing dwellings to the local authority.

Kildare County Council advances a loan to the voluntary body to provide the accommodation and services.  This loan is fully subsidised by the Department of the Environment and Local Government.

PRIVATE RENTED ACCOMMODATION

(REGISTRATION AND ENFORCEMENT)

Registration
Under the Housing (Registration of Rented Houses)Regulations 1996, landlords must register  houses, flats etc., let for rent or other valuable consideration with the local authority within one month of letting it.

An annual fee of £40 per unit of accommodation is payable for this registration by the landlord, and he must complete an application giving the following details:

· the address of the house or flat.,

· description of the accommodation, e.g. whole house, apartment , flat, single room etc.,

· name and address of landlord and of his agent if appointed,

· name of tenant, 

· rent, how and when paid,

The local authority must maintain a register of these properties available for public inspection, showing address and description of house and date of receipt of the application to register.  A certified copy of the entry in the register is available at a fee of £5.  An uncertified copy may be obtained free of charge.

The information obtained other than that published in the register is confidential and may not be revealed to the public.

Enforcement of Regulations

The local authority is responsible for enforcement of the legal requirements of registration as above, and also for the Housing (Rent Books), Regulations, 1993 and the Housing (Standards for Rented Houses) Regulations, 1993.

The local authority has the power to investigate breaches of the regulations and to prosecute offences, which carry substantial financial penalties.

RECORDS

The following records are kept by the Housing Department.

General

· Correspondence relating to all housing functions

Provision and repair of local authority housing.

Personal records

· Applications for Housing.

· Medical /Social worker reports on applicants.

· Environmental Health Officers/D.D.C. reports on accommodation.

· Assessment of Individual Housing need.
· Engineering report on suitability of accommodation for extension/improvement.

· Income details for rent calculation purposes 

· Details of rent and payments history.

· Revenue Collector reports where relevant.

· Legal records where relevant.
Non -Personal records.

· Plans, costings, tenders, relating to provision of housing.

· Notification to Council of  allocations.
· Maintenance records.

· Statistical information and returns on housing needs, allocations, etc.
· Financial records of housing operation.

Voluntary housing

Non personal records

· Applications from voluntary bodies.

· Technical reports.

· Approval of Department of the Environment and Local Government.

· Mortgage documents.

· Financial details of schemes.

· Subsidy claims.

Private rented dwellings:

Personal records

· Application Forms

Non-personal records

Register
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ROAD TRANSPORTATION AND SAFETY

The overall aims of roads policy are:

· to develop a public road network adequate to cater for the ever increasing volume of modern traffic, and

· to provide the necessary infrastructure to support economic and social development,

with due regard for the safety and amenity of all road users.

("Public Road" means a road over which a public right-of-way exists and the responsibility for the maintenance of which lies on a road authority.  Public roads are classified, as follows:

*  National Primary roads are major long distance through routes linking the principal ports and airports, cities and large towns.

*  National Secondary roads are medium distance through routes connecting important towns and linking to the national primary routes.

*  Regional roads are the main feeder routes into, and provide the main links between, national roads.

*  Local roads include all rural and urban roads other than national or regional roads and also excluding local roads in towns with urban district councils, (Naas and Athy).

Naas Urban District Council has three broad functions in relation to roads, i.e:

the repair of existing roads

the construction of new roads

the promotion of road safety.

LEGISLATION

The County Council’s roads services are operated by the Engineering Services Department.  The principal legislation governing the operation of the Department is:

· The Local Government Acts 1898, 1925, 1941, 1946, 1955 and 1994

· The Roads Acts 1993 and 1998

· The Road Traffic Acts 1961, 1968, and 1994

· The Local Government (Roads and Drainage) Act 1968

· The Roads and Traffic Signs Regulations 1997

· The Road Traffic and Parking regulations 1997

· The Roads Regulations 1994

LOCATION OF OFFICES

The Town Clerk and Town Engineer administer Roads Functions.

The Naas Urban District Council offices are located at the Town Hall, Naas.

Office hours are 9:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m.,

Monday to Thursday;

and 10:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m. on Friday.

Phone 045  897232  fax 045 876472;  Email:  tclerk@naasudc.ie

See also part 5

STRUCTURE OF ENGINEERING SERVICES DEPARTMENT
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(
The Roads service operates under the direction of the Assistant County Manager.  The Town Clerk is responsible for administrative staff.  Engineering services are provided by staff operating under the control of the Town Engineer.
ROADS SERVICES

The following range of roads services is provided by Naas Urban District Council

Public Roads                 

Maintenance, improvement and construction of regional and local roads.

Improvement and maintenance of public lighting.

Safety and Education

Road Safety Promotion

Speed Limits bye-laws

Traffic calming measures

Licences, Permits, etc.

Road opening licences

Heavy load permits

Certificates of roads and services in charge

Temporary closing of roads for road races etc.

Hackney and taxi licensing

General

Tree and hedge cutting

Unauthorised signs, caravans, vehicles

Rights of way administration

Application forms regarding road services of the Council are available from the Town Hall, Naas with whom enquires regarding the service may be lodged.

MAINTENANCE, IMPROVEMENT AND 

CONSTRUCTION OF URBAN ROADS

Naas Urban District Council is the road authority for the urban roads within the urban boundary of the Town.  These roads have a combined length of                               

MAINTENANCE OF URBAN ROADS

The Council commits significant resources to the maintenance and improvement of urban roads, in addition to the annual Department of the Environment and Local Government discretionary grant allocation.  A high proportion of the work is carried out by direct labour.

PUBLIC LIGHTING

As a road authority, Naas Urban District Council is responsible for the provision and maintenance of public lighting.

Traffic-route lighting is generally provided in the course of road improvement works.  A number of single lights at selected locations are provided each year.

The E.S.B. arranges the supply, installation and maintenance of public lighting on behalf of the Council.  Faults can be reported to the Council at the Town Hall, or directly to the E.S.B.

ROAD SAFETY PROMOTION

The Council has a wide-ranging role as a promoter of road safety.  This is a fundamental consideration in all road works.  The Council employs school wardens in selected locations.  It also co-operates with local working groups to co-ordinate the activities of agencies and other bodies involved in this area; (Gardaí, Kildare County Council, etc.).

LICENCES, PERMITS, ETC.

Road opening licences

A person who wishes to open a public road or footpath for any purpose must obtain a road opening licence.

Application forms are available at the Town Hall, Naas.

Heavy load permits

A special permit is required for the use on a public road of any vehicle or trailer in cases where the laden weight, dimensions etc. exceed allowed limits.

Application forms are available at the Town Hall, Naas.

Certificates of roads and services in charge

The Council issues, on request and on payment of a fee of £20, certificates of roads and services being in its charge.

Temporary Closing of Roads

The Council has power to temporarily close public roads for road races or other events, to permit the carrying out of works, or for any other purpose.

The regulations relating to the temporary closing of roads require the publication of two notices -

(1)
a notice of intention to temporarily close the road

(2)
a notice of the decision to temporarily close the road

The notice of intention must allow for objections to be made in writing to the road authority within a specific period being not less than 3 days from the date of publication of the notice.  The road authority must consider any objections received and not withdrawn.

Hackney and taxi licensing

The Urban District Council is the licensing authority for taxis and hackneys, in the town.

Taxi licences may only be issued where taximeter areas are designated in the functional area of the Council.  Such areas may be created by resolution of the Council.

Hackney licences are available at a cost of £100 for a new licence and £50 for renewal, subject to certificates in respect of the driver and vehicle from the Gardaí being produced.  Note that new licences are only available at times when the Council is open for their issue.  Interested persons should enquire at the Town Hall, Naas, as to the current position.

ROADS GENERAL

Dangerous structures, trees etc.

There is an obligation on landowners and occupiers to ensure that roadside structures, trees, shrubs etc. do not become a danger to those using or working on a public road.  A road authority can serve a written notice on a landowner or occupier requiring the carrying out of specified works within a period of time stated in the notice to ensure the safety of those using or working on a public road.  A person on whom a notice has been served may appeal to the District Court against the notice within fourteen days.  The road authority may carry out the work itself in a case where a person fails to comply with a notice and may recover the costs from the landowner/occupier.  The road authority can also take action itself to deal with immediate and serious hazards where it is imperative that a danger be removed at once.

Unauthorised signs, caravans, vehicles on public roads

A road authority has power to remove unauthorised signs on public roads; also, unauthorised caravans, vehicles etc. used for advertising, the sale of goods or the provision of services on public roads.  It must return to the owner any sign, caravan, vehicle etc. removed by it, but can seek to recoup any reasonable costs incurred by it.  However, disposal by the road authority is permitted in certain circumstances.

Rights of way 

The Council has a general obligation to protect public rights of way, and members of the public may request it to do so.  However rights of way may also be closed where it is considered appropriate.  The closure of a right of way must be preceded by public notices, and if the Council considers it appropriate, a public inquiry.

RECORDS

The following records are kept by the Urban District Council.

Personal records

· Files relating to acquisition of land.

· Public liability claims

Non-personal records

· Correspondence, proposals, work programmes and reports relating to the maintenance and improvement of urban roads.

· Hedge and tree cutting notices.

· Maps, plans and drawings for the improvement and construction of urban roads.

· Copy notices, correspondence, reports and minutes relating to rights of way administration.

· Hackney licence applications, and copy licences

· Records relating to the payment of accounts

· Records relating to contracts, (ledgers, certificates, etc.)

· Road opening applications and copy permits.

· Claims for road grants, and related correspondence

· Tenders for the hire of machinery and the supply of road making materials.

· Accounts, books, ledgers and other documents relating to the recoupment of expenditure incurred in agency service works on behalf of other bodies and individuals.

· Expenditure records classified by project and expenditure type.
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WATER AND SEWERAGE SERVICES

The overall purpose of the water supply and sewerage services operated by Naas Urban District Council is to provide:

· an adequate supply of piped water of suitable quality for domestic, industrial, agricultural and other uses; and 

· a safe and adequate system for disposal of sewage and other waste waters;

· in the interests of public health and safety

The Urban District Council is the sanitary authority for the Urban District of Naas.  Its activities as sanitary authority include maintenance of a high standard of water quality, ensuring the safe disposal of sewage, facilitating connections to the public water and sewerage networks, and ensuring that these systems are extended to meet the needs of the town on a continuing basis.

Application forms regarding water and sewerage services of the Council are available from the Town Hall, Naas with whom enquires regarding the service may be lodged.

LEGISLATION

The principal legislation governing the activities of the Council as sanitary authority is:

· Public Health(Ireland)Act 1878(as amended)

· Water Supplies Act, 1942

· Sanitary Services Acts 1948,1962,1964

· Housing(Miscellaneous Provisions)Act 1979

· Local Government(Delimitation of Water Supply Disconnection Powers)Act 1995

· European Communities(Quality of Water intended for Human Consumption)Regulations 1988

· Environmental Protection Agency Act 1992

· Urban Waste Water Treatment Regulations 1994 

· The Water Pollution Act 1977 and The Water Pollution Amendment Act 1990

· The Local Government (Water Pollution) Regulations 1978, 1992 and 1996

· The Health (Fluoridation of Water Supplies) Regulations 1988

· The European Communities (Quality of Surface Water intended for abstraction of Drinking Water) Regulations 1989 

LOCATION OF OFFICES

The Town Clerk and Town Engineer administer Roads Functions.

The Naas Urban District Council offices are located at the Town Hall, Naas.

Office hours are 9:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m., 

Monday to Thursday;

and 10:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m. on Friday.

Phone 045  897232  fax 045 876472;  Email:  tclerk@naasudc.ie

See also part 5.

STRUCTURE OF ENVIRONMENT DEPARTMENT
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The Water and Sewerage service operates under the direction of the Assistant County Manager and the Town Clerk who is responsible for administrative staff.  Engineering and technical services are provided by staff operating under the control of the Town Engineer.
The day-to-day maintenance of water and sewerage services operates through the Engineering Section, which also deals with connections to these systems.

OPERATION AND MAINTENANCE OF 

PUBLIC WATER SUPPLY SYSTEM

The Council maintains a Public Water Supply Scheme which delivers approximately ___ million litres of water every day.  Most of the water comes from the Dublin Corporation’s extraction and treatment plant at Poulaphouca.

Drinking waters are monitored in accordance with the requirements set down under European Communities (Quality of water intended for Human Consumption) Regulations 1988, and weekly sampling results are displayed on the public notice board at the Town Hall.

Charges for water supply are reviewed each year and are amended in accordance with current circumstances.  With effect from January 1997 there is no charge for domestic water supplies.  However, balances due at that date are still payable.  Water charges can be paid directly to the Council’s revenue collector, or by bank giro, or at the Council’s cash office.  Further details of the payment methods are supplied with bills.

OPERATION OF SEWERAGE SYSTEMS

The Council maintains an extensive public sewerage system for the Town.  Like the water supply system, this needs constant extension to cater for the growing needs of the town, and this also done with the aid of funds provided by the Government and the European Union.

The principal sewage treatment plant is located in the Liffey Valley, at Osberstown.

CONNECTIONS TO THE PUBLIC WATER

AND SEWERAGE NETWORKS

Connections to these networks are generally available in areas where pipelines are already in place.  Applications forms and information are available at the Town Hall.  A fee is charged for connections, and a separate permit is necessary if the road is to be opened.  The amount of the fee will depend on the size and location of the connection.  Connections cannot be made to the network without the consent of the Urban Council.

RECORDS

The following records are kept in relation to water supplies and sewerage systems

Personal records
· Details of applications for water and sewerage connections.

· Consumer information in relation to water charges and water consumption.

Non-personal records

· Correspondence, payment records, proposals, plans, maps and funding schedules in relation to water and sewerage schemes generally.

· Correspondence maps and notices relating to land acquisition.

· Contracts for the provision and maintenance of schemes.

· Applications, reports and correspondence relating to water and sewerage connections.

· Records of the progress of and payment for contracts for schemes.

· Financial records showing expenditure and receipts in respect of water supply and sewerage.

· Maps, plans and drawings of pipelines, treatment works and pumping stations.

· Reports on the capacity of water and sewerage systems.

· Water quality monitoring results.

· Legislation and guidelines in relation to water supplies and sewerage systems.

Chapter 12

PLANNING

The overall objective of the Council’s planning services is to provide for a system of physical planning capable of translating economic and social objectives into buildings and other types of development having regard to the principles of sustainability and the special needs of Naas as a growing town.

Naas Urban District Council’s function in relation to Planning and Development is:

· to carry out regular reviews of the Town Development Plan in order to cater for changes arising since their adoption, and to plan for future development;

· to continue to deal with planning applications, and development enquiries as expediently as possible;

· to monitor and control unauthorised developments;

· to facilitate further local development and employment;

· to continue to work in partnership with local communities to facilitate appropriate local development;

· to promote environmental sustainability, in line with Government policy;

to improve the visual, environmental and social development of the county.

Application forms regarding the planning services of the Council are available from the Planning Department at Town Hall, Naas with whom enquiries regarding the service may be lodged.

LEGISLATION

The principal legislation governing the activities of the Planning Department is:

· The Local Government (Planning and Development) Acts 1963 to 1998

· The Local Government (Planning and Development) Regulations 1994 to 1998    

· Derelict Sites Act 1991

· Urban Renewal Acts 1986 - 1998

LOCATION OF OFFICES

The Naas Urban District Council offices are located at the Town Hall, Naas.

Office houres are 9:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m., Monday to Thursday;

and 10:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m. on Friday.

Phone 045  897232  fax 045 876472;  Email:  tclerk@naasudc.ie

STRUCTURE OF PLANNING AND DEVELOPMENT SERVICES
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Kildare County Council

The Planning Service operates under the direction of the Assistant County Manager. The service manager is the Town Clerk, who is responsible for administrative staff.  Engineering and planning services are provided by staff operating under the control of the County Engineer, Kildare County Council, St. Mary’s, Naas.

REVIEW OF DEVELOPMENT PLANS

The Council is obliged under the Planning Acts to review the Town Development plan at least once in every five years.

The review process involves an examination of the physical geography and the, demographic, environmental economic and social structure of the area under consideration.  This is followed by proposals prepared in draft form for consideration by the elected members of the Council.  The members are free to amend the proposed draft plan as they see fit.  They can then adopt the plan as a Draft Development Plan.  The Draft Development Plan must then be put on display and public notice must be given of the location(s) at which it can be inspected.  A period of at least three months is given for submissions, which can be made by any interested person.  The Council must then consider the submissions before adopting the plan.  Any amendments which are proposed to be made to the Draft Plan, as a result of consideration of submissions, must themselves be placed on public display for a period of at least one month, and submissions in relation to them considered by the elected members of the Council before the Plan is finally adopted.

The Development Plan for the town is open for inspection and purchase.

ASSESSMENT OF PLANNING APPLICATIONS

The Council receives approx. 155 planning applications every year.  It is obliged to consider the proper planning and development of the area and to take account of the provisions of the development plan in assessing applications.  Application forms and information leaflets are available from the Town Hall.

All planning applications are open to inspection by members of the public who are entitled to make submissions on them.  A summary of planning applications is published each week, and all applications are recorded in the planning register which is open for public inspection.

Appeals against planning decisions taken by the Council can be made to An Bord Pleanála, Floor 3, Blocks 6 & 7, Irish Life Centre, Lower Abbey Street, Dublin 1, within one month of the decision date.

UNAUTHORISED DEVELOPMENTS

It is the Council’s policy to take action against unauthorised developments, those developments which have no permission and those which breach conditions of an existing permission.  This is usually done by way of statutory notice served on the owners or developers of the developments concerned, but may involve Injunction Proceedings in the Circuit or High Courts.  Unauthorised development can attract substantial legal penalties and/or imprisonment, and unauthorised developments can be required to be removed or demolished.

DERELICT SITES

A register of Derelict Sites is maintained by the Urban District Council, which liaises with property owners to encourage their re-development.  Derelict sites are liable to be levied an annual tax of 3% to 6% of the development value, if they are not re-developed or improved.  In certain cases, the Council may acquire Derelict Sites for the purpose of building infill housing or other developments.

SHOPFRONT IMPROVEMENT SCHEME

This scheme includes grants for the installation of traditional shop fronts, details of which are available from the Town Hall, Naas.

GRANTS FOR SPECIAL ECONOMIC AND SOCIAL PROJECTS

The County Development Service operates certain schemes designed to complement community initiatives in economic and social fields.  These schemes include:

Festival Grants, which are awarded on an annual basis to festivals around the county, with a view to promoting tourism and cultural activities;

Grants for Local Development Bodies, which are awarded to provide seed or matching funding to facilitate access to projects funded from European sources, and

Grants for the Provision of Leisure, Recreational and Amenity Facilities, which are intended to improve social facilities in certain areas.

The full details of the operation of these schemes are available from the County Development Department.

RECORDS

The following records are maintained by the Planning and Development Departments:

Personal records

· Records of discussions and correspondence regarding development projects.

Non-personal records

· Development plans, (written statements, maps, submissions and other correspondence).

· Planning Application files including decisions on An Bord Pleanála in cases of appeal to that body.

· Planning Register (including written list and maps) showing planning applications and decisions.

· Register of decisions.

· Weekly lists of planning applications and decisions.

· Complaints files in relation to alleged unauthorised developments.

· Pre-planning (non-statutory) enquiry files.

· Solicitors’ and agents’ enquiry and planning search correspondence.

· Receipt and lodgement books.

· Databases for Planning Development Charges and Bonds.

· Town and Village Renewal Scheme reports, correspondence.

· Expenditure records relating to Planning and Development Departments.

· Reports, maps, correspondence, and leases relating to the development and allocation of industrial land.

· Minutes of meetings.

· Correspondence relating to dealings with local development associations.

· Applications forms and information leaflets regarding planning applications.
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ENVIRONMENTAL PROTECTION

The overall object of environment policy is to secure the protection, preservation and improvement of the natural and man-made environment in the Town.

Naas Urban District Council’s function in relation to environmental protection is:

· to ensure the safe and economic collection and disposal of waste;

· to promote minimisation and re-cycling of waste;

· to promote cleanliness and tidiness in town, by encouraging a culture of tidiness and by enforcing the law in relation to litter;

· to encourage approaches to sustainable development;

· to provide adequate burial grounds for the needs of the town and in the interests of public health.

The Environmental Protection Service is operated by the Council’s Environment Department.

LEGISLATION

The Access to Information on the Environment Regulations 1993 to 1998 give citizens the right to significant amounts of information.  Insofar as information is available under the regulations.  It is not also available under the Freedom of Information Act.

The other principal legislation governing the activities of the Environment Department is:

· The Public Health (Ireland) Act 1878

· The Local Government (Sanitary Services) Acts 1948 to 1964

· The Water Pollution Act 1977 and The Water Pollution Amendment Act 1990

· The Local Government (Water Pollution) Regulations 1978, 1992 and 1996

· The Quality of Bathing Water Regulations 1988 and Amendment Regulations of 1989

· The Air Pollution Act 1987

· The Air Quality Standards Regulations 1987

· The Litter Pollution Act 1997

· The Environmental Protection Agency Act 1992

· The Environmental Protection Agency Noise Regulations 1994

· The Waste Management Act 1996

· The Waste Management (Farm Plastics) Regulations 1997

· The Waste Management (Packaging) Regulations 1997

· The Waste Management (Planning) Regulations 1997

· The Litter Pollution Act 1997

· The European Union (Access to Information on the Environment) Regulations 1993 to 1998

· The Safety Health and Welfare at Work Act 1989

· The Derelict Sites Act 1990

LOCATION OF OFFICES

The Town Clerk and Town Engineer administer Roads Functions.

The Naas Urban District Council offices are located at the Town Hall, Naas.

Office hours are 9:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m., 

Monday to Thursday;

and 10:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m. on Friday.

Phone 045  897232  fax 045 876472;  Email:  tclerk@naasudc.ie

The Fire Service and the Civil Defence Organisation are located at the Central Fire Station, Newbridge Industrial Estate, Newbridge. 

Phone: 045-431370; Fax: 045-432530;  Email:  kilfire@tinet.ie
Office hours are 9.00 a.m. to 1.00 p.m. and 2.00 p.m. to 5.00 p.m., Monday to Friday.

The Fire Service provide twenty-four hour response for Fire and other emergencies.  The special emergency telephone number is 1890 500 333

See also part 5.

Application forms for environmental services are available from the Environment Department of the Council at the Town Hall, Naas, with whom enquiries may be lodged.  In the case of Building Control forms and queries, please contact the Council’s Planning Department.

STRUCTURE OF ENVIRONMENT DEPARTMENT
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The Environmental Protection Service operates under the direction of the Assistant County Manager and the Town Clerk.  The service manager is the Town Clerk who is responsible for administrative staff.  Engineering and Fire Services are provided by staff operating under the control of the County Engineer and the Chief Fire Officer.
WASTE DISPOSAL

Naas Urban District Council do not operate a refuse service.

The Council subsidises special waste disposal facilities for glass, cans and textiles at selected urban locations throughout the town.

The Council has a litter plan which sets out details of policy in relation to these matters and which are available for public inspection.

PROMOTION OF CLEANLINESS

The Council promotes community involvement in maintaining a clean and tidy environment through:

· contribution to tidy town committees and residents associations;

· provision of skips, free of charge, to residents associations for the disposal of rubbish;

· the employment of wardens to enforce the law in relation to litter.

Details of the grants, facilities and awards are available from the Town Hall, Naas.

BURIAL GROUNDS

The Council maintains the burial ground at St. Corban’s Cemetery.  A Caretaker is employed on a full-time basis to maintain the burial ground.

Burial plots are sold by the Council as required.  Fees vary depending on the size of the plot, and are determined by development costs to the Council.  The purchase of plots is arranged through the local caretaker.

Bodies may not be buried other than in approved burial grounds save with the prior permission of the Minister for the Environment and Local Government.  Bodies may not be exhumed save under licence from the Minister.  Arrangements in this regard should be channelled through the Council.

NON FIRE EMERGENCIES

The County Council’s Fire Service provides a special emergency call-out facility for non-fire emergencies.  The telephone number is 1890 500 333.

PREVENTION OF POLLUTION

The Council conducts a continuous programme of monitoring watercourses and other sensitive areas of the town’s environment with a view to early detection and prevention of pollution.  Advice is given where this is appropriate, and where it is ineffective, formal notices are served under the Water Pollution Act.

The Urban Council also monitors air pollution and has a role in dealing with noise nuisances, cases of which can be referred to the District Court for an order to remedy nuisance.

Persons engaged in processes which result in discharges of effluent to natural water courses and/or sewers must obtain a licence from the County Council.  In the case of certain industrial processes, the licence is obtainable from the Environmental Protection Agency.  Industrial processes involving emissions to the atmosphere must similarly be licensed.

RECORDS

The following records are maintained by the Environment Department:

· Litter Management Plan;

· Correspondence and reports in relation to awards, skips and grants schemes;

· Maps of burial brounds;

· Notices served under Sanitary Services Acts;

· Burial grounds registers;

· Burial grounds registrars’ reports;

· Reports, correspondence and notices relating to water quality and pollution of watercourses;

· Expenditure and receipts records;

· Receipt and Lodgement books;
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RECREATION AND AMENITY

The overall objective of services in this area is to provide for the leisure and educational needs of the people of the town.

The Urban Council’s role is to:

· provide recreational facilities and playing grounds for individuals and groups which wish to use them;

· provide for passive recreational facilities;

· encourage the development of the Arts in the town;

LOCATION OF OFFICES AND FACILITIES

The Town Clerk and Town Engineer administer Roads Functions.

The Naas Urban District Council offices are located at the Town Hall, Naas.

Office hours are 9:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m., 

Monday to Thursday;

and 10:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m. on Friday.

Phone 045  897232  fax 045 876472;  Email:  tclerk@naasudc.ie

In addition the Council has provided land for playing grounds to a number of clubs and organisations around the town.

See also part 5.

LEGISLATION

The principal legislation governing the recreational and amenity activities of the Council is:

Recreation

· Local Government (Planning and Development) Acts 1963 to 1997

· Local Government (Sanitary Services) Acts 1948 to 1964

· Local Government Acts 1898 to 1998

Arts

· Arts Act 1973

RECREATION

Text to be inserted here

SWIMMING POOLS

The Council contributes to Kildare County Council towards the swimming pool at Fairgreen Naas, and has no other input into it’s operation or maintenance.  For further details contact Kildare County Council at (045) 873800.

RECORDS

The following records are maintained in relation to Recreation and Amenity.

Non-personal Records

· Applications for use of recreation lands at Caragh Road, Naas.

· Records of payment for use of recreation lands at Caragh Road, Naas.

· Financial records on maintenance of open spaces.

· Records in relation to civic improvement projects.
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ELECTIONS AND MEETINGS

The Urban Council is governed by its nine elected members.  The members  are elected through a system of universal adult franchise, and elections are usually held every five years.

The elections are conducted by a Returning Officer, who is the Town Clerk, and he appoints such staff as are necessary to conduct the elections in accordance with law.  Elections are held in respect of the town’s electoral area.

The Town Clerk is also responsible for summoning and recording the proceedings of meetings of the Council and its committees.

LOCATION OF OFFICES

The Town Clerk and Town Engineer administer Roads Functions.

The Naas Urban District Council offices are located at the Town Hall, Naas.

Office hours are 9:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m., 

Monday to Thursday;

and 10:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m. on Friday.

Phone 045  897232  fax 045 876472;  Email:  tclerk@naasudc.ie

LEGISLATION

The principal legislation governing the conduct of elections and Council meetings is:

· the Electoral Acts 1963, and 1997

· the Electoral (Amendment) Acts 1966, 1972, 1973, 1985, 1986 and 1988

· the European Assembly Elections Act 1977

· the Local Government Acts 1898 to 1998

· the Electoral regulations 1987 and 1997

· the Local Elections Regulations 1995

Application forms for Register of Electors are available from the Town Hall, Naas and Kildare County Council, St. Mary’s, Naas, with whom enquiries may be lodged.

ENTITLEMENT TO VOTE

Only registered electors are entitled to vote.  Registration is effected by the County Council on receipt of an application from an eligible person.  Persons aged 18 and over are entitled to be registered to vote in a local election for the local electoral area in which they ordinarily live.  Irish citizenship is not a requirement for eligibility to vote at a local election.

The County Council is the registration authority for all electoral purposes.  Persons who are refused registration are entitled to appeal to the County Registrar whose offices are at The Courthouse, Naas: phone 045  897348.

The register of electors comes into force on 15th February each year.

Irish citizens have the right to vote in all elections and referenda, but non-citizens have this right limited to certain types of election only depending on nationality.

The address at which a person is registered is that at which he resides on the 1st September preceding publication of the register.  A person can register at one address only.

Members of the Defence Forces may only register as postal voters.  Members of the Gardaí, and certain public servants and diplomats serving abroad may seek registration as postal voters.  Disabled people may seek registration as special voters or postal voters depending on their place of residence.  Advice on registration is available from Kildare County Council’s Franchise Unit, which is located in St. Mary’s, Naas.

A draft register is published by 1st November each year following house to house or other checking.  The draft register is made available at the Council offices and also at libraries, post offices and Garda Stations.  The public are invited to check that they are properly registered.

Claims for addition or deletion of names must be made by 25th November and these are ruled on by the county registrar.  Interested parties are notified of the registrar’s decision and can appeal to the circuit court if dissatisfied.
If a person is not included in the register of electors and qualifies for registration, he/she may be included in a supplement.  This will normally be published only in the event of an election or referendum. 

NOMINATION OF CANDIDATES FOR ELECTION

A candidate for a local election must be living in the State, and may nominate him/herself for election.  Nominations may also be made by any elector , who is on the register of electors for the electoral area to which the nomination is made but the candidate must give his consent to the nomination.

A candidate is required to lodge a deposit , which is refunded if (s)he polls more than a quarter of the quota.

THE CONDUCT OF ELECTIONS

Local elections are conducted by the Town Clerk as Returning Officer.

When nominations are completed he/she makes arrangements for holding the election, appoints necessary staff, has ballot papers prepared etc.

The local authority must draw up “Polling Schemes” for its electoral area specifying the polling stations in which people must vote.  This is a reserved function of the council.

Election to the Council is by proportional representation based on the single transferable vote system.  Electors are entitled to vote in absolute secrecy and it is the duty of the officer presiding at each polling station to ensure that this secrecy is not infringed.  Electors who are poorly sighted or illiterate are entitled to receive assistance to vote.

Candidates and their agents have a general right to oversee certain aspects of an election and the counting of votes.  They are entitled to seek a recount of the votes before the result is formally declared by the returning officer.  Candidates who are still aggrieved after the formal announcement may challenge the result by election petition in the courts.

Casual vacancies in the membership of the Council, caused by death, resignation etc., are filled by co-option of a new member by the remaining members.

MEETINGS OF THE COUNCIL AND COMMITTEES

The Council is required by law to hold an annual meeting, monthly meetings and an estimates meeting each year.  However, in common with other local authorities, and in order to conduct its business efficiently, the Council meets on a much more regular basis than this.

· A monthly meeting of the Council is held at 7.30 p.m. on the third Tuesday of each month, (except August).  Meetings are usually held in the Town Hall, Naas.
· An annual meeting, at which the Cathaoirleach, (Chairman), is elected takes place in June, the date being determined in accordance with law and the wishes of the members.

· An estimates meeting is held in November each year to consider the Book of Estimates, which sets out the Council’s budget, for the subsequent year.

· Committee meetings are held as determined by committee members.
· Special meetings of the Council are held from time to time.
A set of rules called “Standing Orders” are made by the Council to  regulate its proceedings  and covers items such as notice of meetings, order of  business,  voting etc.

The Cathaoirleach (Chairman) presides over Council Meetings and has a casting vote which may be used in case of an equality of votes, (except in the election of a Cathaoirleach).

Written minutes are kept of each Council and committee meeting.

Members of the public are welcome to attend Council meetings, as accommodation allows.  Prior booking with the Town Clerk’s office is required.

Meetings of the Council are also attended by the press.

Committee Meetings of the Council are held in the absence of the public and the press.

RECORDS

The following records are maintained in connection with elections and meetings:

Personal Records

· Expenses claims by members of the Council and committees

· Records of expenses paid to members of the Council and committees

· Records of payment of Cathaoirleach’s allowance

Non-Personal Records
· Register of electors

· Polling schemes

· Correspondence re state of polling stations and election equipment

· Ballot papers and records of allocation of votes at local elections

· Records of deposits paid for nominations

· Notices re elections and counting of votes

· Correspondence re conduct of elections

· Returns of persons elected

· Records of deposits returned and retained

· Copies of receipts

· Accounting records in connection with conduct of elections

· Agendas for Council and Committee meetings

· Minutes of Council and Committee meetings

· Correspondence pursuant to resolutions and discussions at Council meetings

· Records of attendance at meetings

· Records of attendance at meetings and conferences under the auspices of external bodies

· Standing orders adopted by the Council

· Correspondence with members of the Council in regard to matters arising at meetings, including notices of motions, questions and reports on other agenda items

· Reports prepared for and circulated to members of the Council and Committees

· Correspondence with members of the Council regarding representations made by them
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FINANCE AND REVENUE COLLECTION
This chapter includes the Motor Taxation functions of the County Council.

The overall aims of the Urban Council’s finance policy are:

· to ensure delivery of the Council’s services in the most cost-effective manner possible;

· to secure and maximise the Council’s lawfully accruing revenues;

· to deliver the best possible financial information as a basis for good decision making;

· to optimise the Council’s financial capacity through maximising revenue collection revenue sources;

· protect the Council’s funds against loss and fraud.

LEGISLATION
Almost all of the Council’s activities have at least one financial aspect, and therefore almost all of the legislation referred to in other chapters of this book are relevant to the Finance function.

The following are of particular importance:

The Public Bodies Orders 1946, 1975, 1977, 1979, 1982, 1983, 1984, 1985, 1987, 1992 and 1993

The Local Government (Financial Provisions) acts 1978 and 1983

The County and City Management Acts 1940, 1955 

The Valuation Acts 1852, and 1988

The Prompt Payment of Accounts Act 1997

LOCATION OF OFFICES

The Naas Urban District Council offices are located at the Town Hall, Naas.

Office hours are 9:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m.,

Monday to Thursday;

and 10:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m. on Friday.

Phone 045  897232  fax 045 876472;  Email:  tclerk@naasudc.ie

STRUCTURE OF FINANCE DEPARTMENT

Assistant County Manager

(
Town Clerk

and Staff
FINANCE SERVICES

Many of the services provided by the Finance Department are of an internal nature and support the work of other departments as well as recording the financial transactions in which the Council engages.  These include:

· Financial and management accounting

· Budgetary control

· Submission of returns of expenditure and receipts to the Department of the Environment and Local Government and other public agencies

· Management of long and short-term finances

· Investment and borrowing

· Payroll

· Insurances

· Internal audit and checking, (the Internal Auditor reports directly to the County Manager) and operates on an agency basis from Kildare County Council.

Other Finance functions which have elements of public interaction include:

· annual estimates (budgets)

· abstract of accounts (annual financial report)

· rate and revenue collection, and rateable valuations

· payment of creditors accounts

ESTIMATES OF EXPENSES

The revenue budget which the local authority is required by law to prepare each year is called the “Estimates of Expenses”.  The preparation of the estimates is the responsibility of the Assistant County Manager, and the detailed work of compiling the financial information is carried out by the Town Clerk on the basis of submissions.

The estimates are usually prepared during the months of  September and October in a format prescribed in the Public Bodies Orders.  This includes statements of the amounts likely to be spent during the following financial year, (from 1st January to 31st December), and the revenues likely to accrue under the various headings such as grants and service charges.  The difference between the expenditure and receipts normally falls to be made up from rates, which are a form of property tax. 

The adoption of the estimates is a reserved function of the elected members.

The local authority must publish notice of the statutory estimates meeting, and copies of the estimates are available for a nominal sum.

ABSTRACT OF ACCOUNTS

The Urban Council is obliged to produce an annual financial report or abstract.  The form of the abstract is prescribed in the Public Bodies Orders.  The accounts are prepared on a receipts and expenditure basis, (whereas private sector accounts reflect income and expenditure).

While the abstract does not contain a standard balance sheet, its statement of balances gives the net cash position of the Council.  In addition the accounts contain a statement of debtors and a statement of creditors at year end, along with various other explanatory statements.
A copy of the abstract can be acquired for a nominal sum.

PAYMENT OF CREDITORS’ ACCOUNTS

All accounts for goods, services, etc., are prepared and certified for payment in the service departments and payment issues through the Finance Department.  Tax is deducted from payments where required by law.

Under the Prompt Payment of Accounts Act 1997, accounts must generally be paid within forty-five days of receipt of invoices, and suppliers and contractors can be entitled to interest on late payments.

RATE AND REVENUE COLLECTION
Activities under this heading involve the securing of all income due to the County Council in order to finance the services which it provides.  In addition to commercial rates, which are the subject of the next section, a wide range of repayments and charges must be collected.  These include:

· Housing rents and tenant purchase annuities

· Commercial water charges

· Planning fees and development levies

· Various grants, recoupments etc

The collection of this income involves issue of demands, receipting of payments, follow up on slow payment and appropriate action in the case of defaulters, including court proceedings where necessary.

The Council wishes to facilitate its customers in making payments as conveniently as possible.  To this end a variety of payment methods operate, ranging from:

· weekly door to door collection of housing rents,

· payment at the Town Hall, Naas,

· payment by post,

· deduction from Social Welfare payments under the Household Budgeting Scheme for housing rents,
· monthly standing order payment of commercial rates.
Non-payment of amounts due can lead to legal action for recovery of the debt or loss of services or action to recover a dwelling where appropriate.  Customers who may experience difficulty in meeting any payment should contact the appropriate revenue collector or Naas Urban District Council at an early stage to discuss the situation.  Details are available from the Town Hall, Naas.
RATES ON COMMERCIAL PROPERTY

Rates are a property charge, payable by occupiers of commercial property, (factories, shops, offices etc).  They are based on the (rateable) valuation of the property determined in accordance with the Valuation Acts.  The amount due in respect of any individual premises is determined by application of the rate in the pound (determined at the adoption of the annual estimates) to the valuation of the property.

The valuations currently in use are, for the sake of fairness, generally consistent with those first determined under the Valuation Act 1852, and are not intended to represent current capital value.  Property may be valued or re-valued, by the Commissioner of Valuation, following construction or improvement works.  Decisions made by the Commissioner are usually issued to the Council in the first ten days of the months of February, May, August and November.  The valuation revisions are open for public inspection for a period of twenty-one days following their receipt by the Council.  Revised valuations normally take effect for rating purposes from the 1st January following revision.

Any person aggrieved by a valuation may appeal to Valuation Commissioner.  Appeals must be accompanied by the appropriate fee and be lodged through, and addressed to the Town Clerk at the Urban District Council.  Request for revisions of valuation may also be made outside of the appeal period, and again a fee is payable.

Any person aggrieved by a decision of the Commissioner of Valuation on an appeal may make a further appeal to the Valuation tribunal.  Again a fee is payable.

Details of fees and appeals procedures are available from the Council’s Rates Department, at the Town Hall, Naas; telephone 045-897232.

A rated occupier may seek an apportionment of a valuation where two or more businesses operate from different portions of one premises, or where a property is occupied only partly for commercial purposes.  This apportionment can apply only where the premises are physically divided and have independent access.

The Council is obliged to determine and record the rates due in respect of each rateable premises in the County on an annual basis and to make the record of this available for public inspection for a period of fourteen days.  Any ratepayer who is dissatisfied with the rate assessed may appeal to the local authority within two months of the date of making the rate.

RECORDS
The following are the principal records of the Council’s Finance Department:

Personal Records

· Individual employee wages and salary listings

· Time returns

· Payroll calculations

· Income Tax records

· Computerised payroll records

· Payment Vouchers

· Taxation records-Withholding tax- construction tax etc.,

· Payment histories of suppliers.
· Revenue collection files showing individual accounts of debtors

Non-personal Records

· Expenditure summaries

· Receipts summaries

· Bank Statements

· Records of borrowings and investments

· Statements of assets and liabilities

· Reports and analyses dealing with financial planning and management

· Rate Books

· Copy rate demands

· Collectors Warrants

· Revenue collection summaries

· Files on legal action 

· Correspondence relating to all of the above

Under the Prompt Payment of Accounts Act 1997, accounts must generally be paid within forty-five days of receipt of invoices, and suppliers and contractors can be entitled to interest on late payments.
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OTHER SERVICES

The Urban District Council is the authority for a number of miscellaneous services.

Other services which are described in this chapter are:

· Personnel,

· Information Technology,

· Internal Audit,

· Operator and Maintenance of Town Hall, Naas.

STRUCTURE OF DEPARTMENT

(
Assistant County Manager

(
Town Clerk
(
Administrative

Staff

LEGISLATION

The following are the principal laws governing the operations in this area.

· The Local Government Acts 1898 to 1998

· The Public Bodies Orders 1946, 1975, 1977, 1979, 1982, 1983, 1984, 1985, 1987, 1992 and 1993.

RECORDS

The following are the principal records maintained.

Non-Personal Records
· Records of expenditure incurred in the operation of the department’s services

· Copies of receipts and lodgement forms

· Copies of advertisements placed by the Council in newspapers and on radio

· Registers of lands owned and leased by the Council

_____________

PERSONNEL

The Overall objectives of the personnel function are:

· to provide sufficient qualified staff for the efficient discharge of the Council’s business;

· to provide staff training where necessary;

· to deal with staff welfare;

· to arrange payment of staff wages and pensions.

STRUCTURE OF PERSONNEL DEPARTMENT

Assistant County Manager

(
Town Clerk
(
Administrative

Staff

LEGISLATION
The following is the principal legislation governing the operations of the Personnel Department:

· Local Government (Officers and Employees) Act 1926

· Local Government Act 1941

· Local Government Act 1955

· City and County Management (Amendment) Act 1955

· Payment of Wages Act 1991

· Local Government (Superannuation) Act 1980

· Health, Safety and Welfare at Work Act 1989

· Local Government Act 1994

· Organisation of Working Time Act 1997

· Maternity Protection Act 1994

· Industrial Relations Acts 1946 to 1990

· Holidays (Employees) Act 1973

· Part-Time Employment Act 1996

· Local Government (Officers) Regulations 1943

· Local Government (Appointment of Officers) Regulations 1974

· Local Government (Appointment of Officers) (Amendment) Regulations 1997

· Local Government (Superannuation Revision) (Consolidation) Schemes 1986 and 1987 (as amended)

LOCATION OF OFFICES

Application forms relating to personnel matters are available from the Urban Council’s Personnel Department at the Town Hall, Naas.

Phone 045  897232  fax 045 876472;  Email:  tclerk@naasudc.ie

RECRUITMENT OF STAFF
Staff are recruited on the basis of competitions held either by the Local Appointments Commission, (for certain senior appointments), or by the Council itself.  Other posts are filled following local competitions.  Some posts are open only to limited competition, e.g., in the case of appointments involving upgrading of existing posts or in the case of certain short-term appointments.  Occasional exceptions may also be made in cases where the urgency of the recruiting need is such that the time required for inviting applications and holding interviews would create serious disruption of the Council’s services or serious risk to safety or property.

Posts are usually advertised in the local newspapers, and if appropriate in the national newspapers.  Competitions are open to all suitably qualified persons irrespective of gender, class, personal beliefs, and orientation.  The qualifications for and particulars of employment are specified to each applicant.

Staff are recruited on the basis of education, experience (where appropriate), and general suitability.  Most appointments are made following interview of the applicants, and while the Council is not bound to accept the recommendation of an interview board, it usually does so.

STAFF TRAINING
While staff taking up employment are qualified for their work, the Council provides a continuous programme of training to ensure that it can meet contemporary needs and the development of modern facilities.  Training is aimed at improving the skills and knowledge of staff in a wide range of areas relevant to the Council’s activities.  This is provided through a variety of training and educational initiatives including:

· on-the-job training

· in-house and external courses, seminars and workshops

· assistance towards the cost of further study

Staff are encouraged to pursue courses of study which are of benefit to the Council in building up a skilled and proficient workforce and which are also of benefit to employees by enhancing their personal development and career opportunities.

STAFF WELFARE
The Council is committed to the provision of proper working conditions and is continuously engaged in ensuring that these are compliant with the requirements of safety, health and welfare law.  This compliance also helps to ensure productivity and proper facilities for members of the public who visit our offices, libraries and other facilities.  Staff have the right to be involved in consultation on safety health and welfare issues through the Safety Committee provisions of legislation.

Staff also have the right to join trade unions, and the Council facilitates the conduct of union business where possible.

The Council also facilitates membership of insurance and other schemes through deductions from wages and remittance of the amounts involved to the companies concerned.

Urban Council staff do not receive Council services at reduced rates.

WAGES, SALARIES, PENSIONS AND EXPENSES

Wages and salaries are determined in accordance with law and with regard to agreements reached as part of national pay negotiations.  Wages and salaries are usually paid weekly or fortnightly depending on the grade of employee.  Staff who are likely to qualify for pensions and or retirement gratuities are required to contribute towards this out of their wages.

Pensions and retirement gratuities are calculated in accordance with the Local Government Superannuation Code, details of which are available from the Personnel Department.  Pensions are related to the rate of pay for the post from which the pensioner retired.

Some members of staff are entitled to be paid expenses for travelling necessarily and properly undertaken while acting on behalf of the Council.  Expenses, which may include subsistence allowances, are paid in accordance with national scales laid down by the Department of the Environment and Local Government.

INDUSTRIAL RELATIONS

The Council regularly conducts discussions and negotiations with unions on a wide range of matters.  Where issues are not resolved at local level industrial relations machinery or appeal to the Minister for the Environment and Local Government may come into play.

RECORDS

The following are the principal records maintained by the Personnel Department:

Note that personnel records within the meaning of the Freedom of Information Act

are shown in a separate category.

Personnel Records
· Employment histories of individual staff.

· Reports on the performance and competence of employees, and correspondence relating thereto, including records of disciplinary measures, health, education, experience, attendance and leave.

· Rates of pay and travelling and subsistence expenses.

· Pay and conditions relating to various grades of employees.

Personal Records

· Individual records relating to employees, including application forms, recommendations of interview boards, medical reports, leave records, assignments, details of age, payment of wages, performance assessments, disciplinary measures, travelling and subsistence expenses, superannuation applications and correspondence relating to all of the foregoing.

· Similar records in relation to former employees.

· Recommendations of interview boards regarding applicants for employment and correspondence in regard to same.

· Pension and retirement gratuity calculations and correspondence in regard thereto.

Non-Personal Records

· Summaries and individual reports of staff assignments.

· Listings of staff names and grades.

· Age profiles.

· Training programmes and reports.

· Correspondence with unions in regard to wages, travelling expenses and conditions of employment generally and working conditions.

· Safety health and welfare reports recommendations and programmes.

____________________

INFORMATION TECHNOLOGY
The Urban District Council has pursued a programme of using information technology for the sake of efficiency, and this involves the widespread use of computers for:

· accounting

· analysis

· reports

· general databases

· typing

· mapping

· development of information systems relating to the town

· promotion of the town

Information technology is the special concern of a separate department structured as follows:

STRUCTURE OF 

INFORMATION TECHNOLOGY DEPARTMENT
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LEGISLATION
The following is the principal legislation governing the operations of the Information Technology Department:

· The Data Protection Act 1988

LOCATION OF OFFICES

The Information Technology Unit is located at the Town Hall, Naas.

The Naas Urban District Council offices are located at the Town Hall, Naas.

Office hours are 9:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m., 

Monday to Thursday;

and 10:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m. on Friday.

Phone 045  897232  fax 045 876472;  Email:  tclerk@naasudc.ie

FUNCTIONS OF DEPARTMENT
The functions of this department are:

· to maintain existing information technology (IT) facilities in the Council’s offices, installations and facilities

· to facilitate the development of new IT systems and methods

· to encourage the use of IT in the interests of efficiency and effectiveness

EXISTING SYSTEMS

The principal accounting systems operate on an on-line basis, and are serviced by central computers in the IT Department located at Naas UDC offices.  Smaller systems operate in the respective departments of the Council for the purpose of local accounting and record keeping.

Separate systems, such as the ones used for recording and administering activities in relation to planning applications, Email, and the storage of minutes, reports and correspondence are also serviced by the central computers.

Local systems are used in various departments for recording and analysing information in regard to, and for administering the functions of the departments.

NEW SYSTEMS

The IT Department is continuously engaged in researching new systems and methods, and apart from in-house research and development, it liaises with the Local Government Computer Services Board and other organisations to ensure that the Council has good modern systems.

RECORDS

Although considerable volumes of information are generated by Information Technology Department, these are held on behalf of other departments and are described in the chapters dealing with them.  However the IT Department maintains the following records:

Non Personal Records

· Programmes for development and maintenance of IT services

· Lists of IT equipment

· Computer software programmes

· Reports and proposals on the development of computer systems.

· Minutes of Computer Steering Committee

· Lists of users of computer services in the Council

· Records relating to use of local area network.

Access to Information

That Data Protection Act confers a right on people to know what personal information is held about them in computerised form by the Urban Council and to have inaccuracies corrected.

____________________

INTERNAL AUDIT

The overall objective of the Internal Audit Service is to ensure that the Council’s resources are used properly and efficiently.

STRUCTURE OF 

INTERNAL AUDIT SERVICE
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(
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and Staff

LEGISLATION
The Internal Audit Service is operated under the provisions of the Public Bodies Order 1946, and is operated on an agency basis by Kildare County Council.

LOCATION OF OFFICES

The Naas Urban District Council offices are located at the Town Hall, Naas.

Office hours are 9:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m., 

Monday to Thursday;

and 10:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:00 p.m. on Friday.

Phone 045  897232  fax 045 876472;  Email:  tclerk@naasudc.ie

FUNCTIONS OF DEPARTMENT
The functions of the Internal Audit Service are all internal to the Council, and do not involve the delivery of direct services to the public.  However, the public interest is protected by the operations of the service which ensure value for the public funds which are applied to the Council’s activities.  More specifically the Internal Auditor conducts continuous assessments of the workings of the Council’s departments to ensure that;

· All practices, systems and procedures are efficient and result in best value for money,

· All funds received and receivable by the Council are duly and properly lodged to the credit of the Council, 

· Good accounting practices are in place and operating satisfactorily,

· Expenditure is properly incurred and accounted for.

RECORDS

The following records are maintained by the Internal Audit Department:

Personal Records

· Records of payments made by various persons to the Council for various purposes.

· Records of any irregularities which may come to notice.

· Records of payments made to individual persons or organisations.

· Schedules of amounts collected for services.

Non-Personal records

· Work programmes.

· Schedules and analyses of payments, receipts, investments and balances.

· Analyses of and reports on use of funds.

· Analyses of and reports on security of procedures.

· Reports on and analyses of work practices.

_________________

PART 5

NAMES ADDRESSES 

AND CONTACT POINTS

______________________________________
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ELECTED MEMBERS OF THE COUNTY COUNCIL

The total number of members elected for the Urban District is nine.  The members of the Council are its governing body and they determine the Council’s policies.  The following table shows the members of Naas U.D.C.


Name and Address




Political










Affiliation

Patrick Behan, 34 Ashgrove Avenue, Naas.


Fianna Fail

(Cathaoirleach)

Mr. Seamus Moore, 1 Ashfield Park, Naas.


Non-Party

(Leas Cathaoirleach)

Mary French-Coghlan, 120 The Park, Oldtown, Naas.
Fine Gael

Charles Byrne, 31 Lakeside Park, Naas.


Fianna Fail

Evelyn Bracken, 72 Arconagh, Naas.



Independent

William Callaghan, 26 Esmondale, Naas.


Fianna Fail

Sean English, Station House, Naas.



Green Party

Timmy Conway, Thomastown, Naas.


P. Democrats

Teresa Scanlon, 175 Lakelands, Naas.


Non-Party

Council Meetings are usually held at 7.30 p.m. on the third Tuesday of each month, (except August), at the Town Hall,  Naas.  Members of the public are welcome to attend, but a prior booking is necessary as accommodation is limited.
__________________
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PRINCIPAL OFFICERS OF THE COUNCIL
County Manager: 


Mr. N. Bradley

Assistant County Manager: 

Mr. R. T. Ó Niadh

Town Clerk



Mr. D. Kirrane

Town Engineer


Mr. T. Moore

Staff Officer



Mr. A. Hennessy

_____________________
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LOCATION OF OFFICES AND CONTACT POINTS
(All Departments are located at Head Office, unless otherwise indicated)

Head Office:

Town Hall, Naas.




Phone 045-897232; Fax 045-876472;




e-mail:  tclerk@naasudc.ie

_____________________

PART 6 

RULES, PROCEDURES, PRACTICES, GUIDELINES AND INTERPRETATIONS USED BY THE COUNTY COUNCIL IN THE OPERATION OF ITS FUNCTIONS

_________________________

Chapter 21

GENERAL NOTE ON THIS PART

_______________
The remaining chapters of this book set out the rules and procedures used by the Urban Council in the operation of its functions.  They should be read in conjunction with the corresponding chapters in Part 4.  They describe the general criteria used in the Council’s decision-making processes, and they also list the documents which contain the rules applicable to each process.  These documents are of three types:

1.
Documents produced by bodies other than the Urban Council.


These documents are usually in the form of statutes, statutory
instruments, and other rules and guidelines which apply to the


entire country.  They also include documents produced by other


bodies and which apply only to Naas town, e.g. annual


allocations of state grants and other funding.

2.
Documents produced by the Urban Council which supplement


the national laws and guidelines and which set out additional


standards and criteria for administration of the process concerned,


e.g. the Naas Town Development Plan.  They are designated on the


right-hand side of the page by a letter followed by a number.

3.
Documents produced by the Urban Council which give further


information about the procedures used by it in the operation of


its functions.  These documents take the form of procedure charts.


They are designated on the right-hand side of the page by a letter


followed by a number.

Copies of the rules, guidelines and precedents, appropriate to each department as listed in this manual are available for inspection at that department free of charge and a copy of any particular rule or guideline may be obtained from the department at a charge which will vary depending on the volume of copying involved.  The location of the various departments of the Council is shown in Part 4 of this book.

Any queries in regard to this book should be addressed to:-

The Town Clerk, Naas Urban District Council, Town Hall, Naas, Co. Kildare.

telephone 045  897232; fax 045  876472; Email:  tclerk@naasudc.ie 
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RULES, PROCEDURES, PRACTICES, GUIDELINES AND INTERPRETATIONS USED FOR HOUSING FUNCTIONS
LOCAL AUTHORITY HOUSING

The Department of The Environment’s Handbooks 1. A Plan for Social Housing and 2. Social Housing the Way Ahead are relevant guidelines in the delivery of these services.  The Department has also published leaflets entitled “Local Authority Housing”, “ Your Housing Options”, “Accommodation Options for Homeless People” and “Charter for Rented Housing”.  These are written in non-technical language and explain housing options.  They would be of benefit to any interested person).
The Urban Council has an obligation to review the housing needs of the people of the town from time to time and on that basis to try to meet the accommodation needs which are identified.  Houses and flats are built in selected locations depending on local need and the availability of land and funds.  These houses are let in accordance with the Council’s Letting Priorities Scheme, which takes account of applicants’ existing accommodation, if any,  and their income.  Lettings are on a weekly basis, and the tenancy agreements provide for the respective responsibilities of the Council and the tenant.

The Housing Acts 1966, 1988, 1992 and 1997 apply to the delivery of Local Authority Housing services.  The following also apply to this area of the Council’s activities.
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Reference
The Urban Council has an obligations 





Assessment of Housing Needs

Assessment of Housing Needs Circular No:N9/88 

as amended

Housing Needs Assessment 1996  ..................................................      H    1 
       

Provision of Local Authority Housing

Determined by:

Assessment of Housing Needs ...................................................     
   H    1

Department of the Environment Annual Housing 
Start Allocation 

Government’s Plan for Social Housing           

Standard of construction in accordance with 
Department of Environment Memorandum on the 
procedures to be followed and the standards to
be applied in providing Local Authority Dwellings
Circular Letter No. N8/82

Procedure Chart - Processing of Tenancy Applications   ..................   H    2

Allocation of Housing to Qualified Applicants (Lettings)

Determined by:

The Council’s Scheme of Letting Priorities ..........................
   H    3

Procedure Chart - Processing of Tenancy Applications   ..................   H    2

Maintenance of Local Authority Housing and Housing Estates

Determined by:

The Council’s Housing Management and Maintenance

and Estate Management Policy ............................................
      H    4
Procedure Chart - Processing Requests for 

Housing Maintenance  ...................... ............................
      H    5  

Rents of Local Authority Dwellings

Determined by:

Local Authority’s Differential Rent Scheme ....................          H   6
Procedure Chart - Assessing Differential Rents ...............          H   7

______________________

COMPULSORY PURCHASE OF LAND FOR HOUSING 

AND OTHER PURPOSES 

This note applies to all the purposes for which the County Council

can acquire land by compulsory purchase order.

The following apply to compulsory purchase orders.

The Local Government (Ireland) Act 1898

The Local Government (No. 2 Act) 1960

The Housing Act 1966

The Acquisition of Land (Assessment of Compensation) Act 1919

The Acquisiton of land (Reference Committee) Act 1925

The Property Values (Arbitrations and Appeals) Act 1960

The Housing Act (Acquisiton of Land) Regulations 1966 and Amendment Regulations of 1993

Procedure Chart - Processing Compulsory Purchase Orders ....   H   16

____________________

ASSISTANCE TO PEOPLE HOUSING THEMSELVES
The Department of The Environment’s Handbooks 1. A Plan for Social Housing and 2. Social Housing the Way Ahead are relevant guidelines in the delivery of these services.  The Department has also published a number of leaflets in non-technical language which are entitled: “Low Cost Housing Sites”, “Tenant Purchase Scheme”,  “Local Authority Loans for House Purchase and Improvement”, “Shared Ownership”, “Mortgage Allowance Scheme”, “Disabled Persons Grant” and “Your Housing Options.  These leaflets would be very helpful to any person interested.)

The Urban Council provides a range of incentives and assistance to people who wish to improve their present accommodation or to buy houses for themselves.

The Housing Acts 1966, 1979 and 1992 apply to the delivery of services.of people housing themselves or improving their own housing
  The following also apply to this area of the Council’s activities.







Tenant Purchase

Tenant Purchase Scheme 1995 

Council’s explanatory leaflet on tenant purchse                     H   21

Procedure Chart- Processing Tenant Purchase

applications  ......................................................................     H   8 

Improvement Works in lieu of Local Authority Housing

Department of Environment Circular Letter No: 10/8/91 as

amended

Procedure Chart - Processing Applications for

Works in Lieu of Local Authority Housing ........................   H   10 

Sale of Sites Scheme

Department Circular No: N/7/91. As amended 

Procedure Chart - Sale of Private Housing Sites ...........     H    14  

___________________

VOLUNTARY HOUSING
The Department of The Environment’s Handbooks 1.  A Plan for Social Housing and 2. Social Housing the Way Ahead are relevant guidelines in the delivery of the services.  The Department has also published an explanatory leaflet entitled “ Voluntary Housing Schemes” which describes this area in simple terms, and which would be helpful to any interested person).

The Urban Council operates three schemes for the provision of housing in association with voluntary groups.  These are based on the concept of funds being channelled by the Council into the provision of housing which will be managed by other organsisations.  The provision of housing in this area is intended to assist people with special needs, such as the elderly, the disabled, the homeless and smaller families.

The Housing Acts 1966, 1988 and 1992 apply to the delivery of services to the Voluntary Housing Sector. The following also apply to this area of the Council’s activities.
_______________

CONTROL OF PRIVATE RENTED DWELLINGS
The Department of the Environment has published a leaflet entitled “Charter for Rented Housing.  It is written in non-technical language and will be of help to any person who wishes to know his/her rights in relation to rented housing.

The Urban Council is responsible for enforcing certain standards in relation to rented accommodation.  The Council has power to investigate breaches of the standards and to prosecute offences.

The Housing Act 1966 and the Housing (Miscellaneous Provisions) Act 1992 applies to rented dwellings.  The following also apply to this area of the Council’s activities.

Registration of Private Rented Dwellings

Registration of Private Rented Dwellings Regulations

1994
Procedure Chart - Registration of Landlords and Enforcement of Standards 

Control of Standards of Private Rented Dwellings

Control of Standards of Private Rented Dwellings

Regulations 1994
Control of Rents

Housing (Rent Books) Regulations 1993

Chapter 23

RULES, PROCEDURES, PRACTICES, GUIDELINES AND INTERPRETATIONS USED FOR ROADS FUNCTIONS
MAINTENANCE, IMPROVEMENT AND 

CONSTRUCTION OF NATIONAL, REGIONAL 

AND LOCAL ROADS.
The Urban Council, as Roads Authority, maintains the urban road network in the town.  It also carries out all the improvement works on these roads.  The extent of and timing works is dependent on funding.  They may also require the submission of compulsory purchase orders to the Minister for his approval, and or the preparation of Environmental Impact Assessments and formal public notice under Part 10 of the Local Government (Planning and Development) Regulations 1994 as amended.

The following legislation applies to Roads Functions of the Council:

The Local Government Acts 1898, 1925, 1941, 1946, 1955 and 1994

The Roads Acts 1993 and 1998

The Road Traffic Acts 1961, 1968, and 1994

The following also apply to this area of the Urban Council’s activities.
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Reference

County Development Plan 1992.

Annual Grant Allocations from Department of The Environment

Works Schedules for Maintenance and Improvement Programmes

Design Schedules for Improvement Works

Tendering for Roadworks

Tender Procedure incorporating E.U. Public
Procurement Regulations i.e.




Works Directive 93/37/EEC
Supplies Directive 93/36/EEC
Services Directive 92/50/EEC
Utilities Directive 93/38/EEC
Department of Environment Circular Letter
BC1/98 

Annual Tenders for Plant and Materials (Procedure Chart -

Processing Annual Tenders) ...................................................... R    4

Condoc 2.9 - Civil Works Contracts

Standards for Road Works - Maintenance & 



Improvements







Dept. of the Environment, Specifications for 
Road Works
Dept. of the Environment, Specifications for
Surface Dressing
Road Traffic (Signs) Regulations, 1997
Traffic Signs Manual
Public Lighting

Standards prescribed by consultants or E.S.B. for each project

or

agreed with E.S.B. for particular purposes

__________________

ROAD SAFETY AND EDUCATION

Road safety is a fundamental part of all road works.  The Council tries to ensure that all its roads are as safe as they reasonably can be in light of available resources.  It also promotes safety through the employment of School Wardens, and through participation in the local Road Safety Committee.

The following legislation applies in relation to road safety:

The Roads Acts 1993 and 1998

The Road Traffic Acts 1961, 1968 and 1994

The following also apply to this function.

School Warden Services

School Warden Traffic Regulations, 1975
Co-ordination of Road Safety Committee

Department of Environment Circular Letter TC/4/96
Pedestrian Crossings

Department of Environment.Circular Letter DC2/86

Department of Environment Circular Letter DC1/91

Speed Limit Bye-Laws

Speed Limit Regulations, 1997
County Kildare Speed Limit Bye-Laws 1995 and 1998 .... R    8

Traffic Management

Roads Regulations, 1994 ..................................

      R    37

_________________________

LICENCES, PERMITS ETC.

The Council is empowered to control the use of public roads in the interests of the safety and convenience of road users, and to regulate the use of public roads by certain kinds of traffic.  Powers to limit the use of public roads are subject to in some cases to public consolation.

The Roads Acts 1993 and 1998, and 

The Road Traffic Acts 1961, 1968, and 1994

relate to the functions set out under this heading

The following also apply:

Road Openings

Procedure Chart - Processing Road Opening 

Licence Applications  .................................................................R    9

Heavy Load Permits

Road Traffic (Construction , Equipment and Use of Vehicles) 

Regulations 1963

Procedure Chart - Heavy Loads Permits ..................................  R    10

Permits for Use of Mobile Public Address Systems

Road Traffic (Construction, Equipment and Use of Vehicles)

Regulations 1963

Procedure Chart - Issue of Vehicle-mounted Public

Address Permits ....................................................................... R   11

Temporary Closure of Roads

Roads Regulations 1994
Procedure Chart - Temporary Closure of Roads ...................   R    12

Hackney and Taxi Licensing

Road Traffic (P.S.V.) Regulations 1963

Road Traffic (P.S.V.)(Amendment) Regulations 1995

Road Traffic (P.S.V.)(Amendment) Regulations 1995
Department of the Environment Notes for Guidance of Local Authorities

Road Traffic (P.S.V.)(Amendment) Regulations 1997

Road Traffic (P.S.V.)(Amendment) Regulations 1998

Road Traffic (P.S.V.) (Construction, Equipment and use of vehicles)
Amendment Regulations 1998

Parking Bye-Laws

Procedure Chart - Making Traffic and Parking Regulations ........R    13  
______________

MISCELLANEOUS ROADS FUNCTIONS

The Roads Act 1993 formed the basis for a comprehensive re-statement of the law relating to roads and it gave local authorities a range of miscellaneous powers aimed at ensuring safe and convenient conditions on roads.  It also conferred powers in relation to the administration of rights of way and in relation to the abandonment of roads.

The Roads Acts 1993 and 1998 relate to functions under this heading:

The following also apply in this area.

Dangerous Structures and Tree and Hedge Cutting

Procedure Chart - Securing Removal of Structures and Vegetation

which Threaten Public Roads ................................................................R    15
Abandonment of Roads and Closure of

Public Rights of Way

Procedure Chart - Abandonment of Public Roads ............................... R    16

Procedure Chart - Closure of Public Rights of Way ..........................   R    17

Chapter 24

RULES, PROCEDURES, PRACTICES, GUIDELINES AND INTERPRETATIONS USED FOR WATER AND SEWERAGE FUNCTIONS
PROVISION OF WATER AND SEWERAGE SCHEMES

The Urban provides water and sewerage systems to meet the needs of the town.  Water is taken largely from supplies outside the town, and Sewage is disposed of through a sewer network and plant at Osberstown.  The standards for public water supplies are tightly regulated and sewage disposal is likewise subject to external controls.  A section is included in this part of the chapter on the provision of public conveniences.

The following legislation is relevant to the provision of water and sewerage systems.

Public Health(Ireland)Act 1878(as amended)

Water Supplies Act, 1942

Sanitary Services Acts 1948,1962,1964

The following are also relevant to this area:
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Reference

Determination of Water & Sewerage Needs

Department of Environment Circular No: L1/94 (1994)
Capital Schemes Development Programme (quarterly)

Design of Schemes

Condoc for Water & Sewerage Contracts - 

Civil Works Contracts (3/6/96) 
     
Tendering for Water and Sewerage Contracts

Condoc for Water & Sewerage Contracts - Civil
Works Contracts (3/6/96)
Funding

Capital allocations for water and sewerage schemes

Land Acquisition

Procedure Chart - Wayleave Acquisitions   ...........................................   WS    1

Provision of Public Conveniences

The Council is empowered to provide public conveniences.  This is usually done where funding is available.

The Public Health (Ireland) Act, 1878, and,

The Public Health (Amendment) Act, 1907
govern the provision of public conveniences

__________________________

OPERATION & MAINTENANCE OF WATER 

AND  SEWERAGE SCHEME

The Council supplies about __ million litres of water each day to a variety of users for domestic, commercial and community purposes.  Similarly there is an extensive public sewerage system.  The Council’s overall objectives in this area are to use the water resources available to it in the most efficient manner and to protect the environment against pollution.  New connections to the public water and sewerage systems require permission and are facilitated where possible.  Domestic water supplies are not presently charged for.
The following legislation applies to the operation of public water and sewerage systems:

Public Health (Ireland)Act 1878

Local Government Sanitary Services Acts 1948,1962,1964

Local Government(Delimitation of Water Supply Disconnection Powers)Act 1995

The Water Pollution Act 1977 and The Water Pollution Amendment Act 1990

The following are also relevant to this area:

Water Quality

E.C. (Water Intended for Human Consumption)
Regulations, 1988 
E.C. (Quality of Surface Water intended for the 
abstraction of Drinking Water) Regulations, 1989
County Kildare Water Supplies Protection Plan 1993   .............................WS    2

Water Conservation

Department of Environment Circular Letter L. 7/96(1996)
Department of Environment Circular Letter L 14/97 (1997)
Connections to Public Water & Sewerage Mains

Local Government (Sanitary Services) Act, 1962
Procedure Chart - Processing Applications for 

Connections to Water and Sewerage Mains   ...........................................WS    3

Chapter 25

RULES, PROCEDURES, PRACTICES, GUIDELINES AND INTERPRETATIONS USED FOR PLANNING AND DEVELOPMENT FUNCTIONS
REVIEW AND ADOPTION OF DEVELOPMENT PLANS AND ACTION AREA PLANS
The Council is obliged to review the development plans for its area once every five years.  A development plan expresses the policy of the Council as to the nature and location of development which will take place or be permitted over the lifetime of the plan.  This policy is based on an evaluation of the existing state of development and the needs of the town in the future.  The Planning Acts prescribe a public consultation process, described in Chapter 12, which must be undertaken before a plan can be adopted.  The adoption of a development plan and or its variation are reserved functions of the Council.  Similarly, the approval of any planning permission which would constitute a material contravention of a development plan is also a reserved function.

The Local Government Planning & Development Act, 1963 governs the review and adoption and review of a development plan.
The following also apply to this area.









Document









Reference

Preparation of Development Plan

and Action Area Plans

Local Government (Planning and Development) 

Regulations, 1994
Local Government (Planning & Development) (No. 2)
Regulations, 1997
_________________

ASSESSMENT OF PLANNING APPLICATIONS

(CONTROL OF NEW DEVELOPMENT)

Most of the development which takes place within the town requires planning permission.  Details of development exempted from this requirement are available in the Planning Acts and the Regulations, and also from the Planning Department of the Urban Council.  Applications for Planning permission should be made on the Urban Council’s form, and when they are received are referred for examination to engineering and planning staff for examination.  The applications must be considered by reference to the proper planning and development of the area and with regard to the provisions of the relevant development plan.  A special item is included on Casual Trading, which the Council has power to regulate.  Technical support in relation to planning applications is provided on an agency basis by the Planning Department of Kildare County Council.

The Council can also be subject to legislative constraints when it acts as developer.  

A further Section is included on this aspect of planning and development.

The following legislation applies to the planning application process.

Local Government Planning & Development Acts 1963, 1976, 1981,

1992, 1993 and 1998

The following also apply in this area

Local Government (Planning & Development) Regulations 1994
Local Government (Planning & Development) Regulations 1995
Local Government (Planning & Development) Regulations No. 2 1995
Local Government (Planning & Development) Regulations 1996
Local Government (Planning & Development) Regulations 1997
Local Government (Planning & Development) Regulations No. 2 1997
Local Government (Planning & Development) Regulations 1998
E.C. (Environmental Impact Assessment) Regulations, 1989
E.C. (Environmental Impact Assessment) Regulations, 1994
E.C. (Environmental Impact Assessment) Amendment Regulations, 1994
Department of the Environment Circular Letter PD 2/92 - Planning Applications with Employment Potential
Department of the Environment Circular Letter SR 6/91 - Septic Tank &
Percolation Systems - Revision of standards recommendations
Department of the Environment Directive June 1998 (Shopping Centres) 

Procedure Chart - Processing Planning Applications .........................   P    22

Casual Trading:

Casual trading law enables the Council to adopt bye-laws to regulate this activity in the town.  Bye-laws are in course of preparation at the time of writing.

The relevant legislation is the Casual Trading Act 1995.

The Council as Developer
The Urban Council is subject to legal constraints when contemplating development of its own.  It is not generally permissible for the Council to undertake any kind of significant development works without undergoing public information and consultation processes.

These processes apply to all kinds of works including Roads, Housing, Water and Sewerage etc.

The following legislation applies to this area.
Local Government (Planning & Development) Act, 1963
The following are also relevant

Local Government (Planning & Development) Regulations 1994
European Communities (Environmental Impact Assessment) Regulations 1989

The European Communities (Environmental Impact

Assessment) Regulations 1994
The development Plans adopted for the town
........................   P1 - P21

________________

UNAUTHORISED DEVELOPMENT

Development which require planning permission, but which proceeds without it is called “unauthorised development”.  This name also applies to development which breaches a condition of a planning permission.  The Planning Acts prescribe severe penalties for unauthorised development including fines, imprisonment, and removal of the development, depending on the circumstances.

The following legislation applies to unauthorised development.

Local Government (Planning and Development) Act 1963
Local Government (Planning and Development) Act 1976
Local Government (Planning & Development) Act, 1982
The following also applies

Procedure Chart - Dealing with Unauthorised Developments ...... P    23

__________________

DERELICT SITES

The Council has powers to deal with derelict sites in order to protect the visual environment.  Derelict Sites may be liable for a levy ranging from 3% to 6% of their value in certain towns.  The Council also has power to acquire derelict sites compulsorily by way of vesting order in certain instances.

The Derelict Sites Act 1990 applies to this function.  The following also apply.

Register of Derelict Sites.   .................................................
    P   24

Procedure Chart - Dealing with Derelict Sites ...................       P    25

Procedure Chart - Compulsory Acquisition of 

Derelict Sites   ......................................................................     P    26

__________________

ENCOURAGING ECONOMIC DEVELOPMENT

The Urban Council has a role as promoter of development and control of development by others.  Its promotional role is seen in many of its functions, but it has a special role of fostering economic development in the town.  The Council can also act as a development corporation in its own right, and it can help to support local development organisations.  Activities in this area include supporting local economic and community initiatives.

The following legislation applies to the Council as promoter of industrial, commercial and other development.

Local Government (Planning and Development) Act, 1963
Local Government Act, 1991

The following also apply in this area:

The development Plans adopted for the town

____________________

GRANTS FOR SPECIAL ECONOMIC AND SOCIAL PROJECTS

As part of its support for local communities, the Council provides financial assistance to a variety of local initiatives.  Current examples of this are programmes for grant aid for festivals, local development bodies and leisure facilities.  These programmes are designed to promote tourism and economic activity generally and to improve the quality of life in local communities.

The following legislation applies to this function.

Local Government (Planning and Development Act)1963

Local Government Act 1994 (Section 31)

Local Government Act 1991 (Section 6)

The following also apply to this area:

1998 Scheme for Festival Grants   .................................................
P
28

1998 Scheme for Grants to Local Development Bodies   ..............
P
29

1998 Scheme for Grants for Provision of Leisure, 

1998 Scheme for Grants to Tidy Towns Organistions  .................
P
30

Recreational and Amenity Facilities   ............................................
P
31

Procedure Chart - Assessing Grant Applications for 

Special Economic and Social Projects   ........................................
P
32
Chapter 26

RULES, PROCEDURES, PRACTICES, GUIDELINES AND INTERPRETATIONS USED FOR ENVIRONMENTAL PROTECTION FUNCTIONS
WASTE MANAGEMENT

The following legislation applies to the management of waste

The Waste Management Act 1996 

The Public Health (Ireland) Act 1878 (abatement of nuisances)

Litter Pollution Act 1997








            

Document

The following are also relevant to this area 




Reference
Recycling










Waste Management (Licensing) Regulations
Waste Management (Register) Regulations
Waste Management (Farm Plastics) Regulations
Waste Management (Packaging) Regulations
Department of the Environment Recycling for Ireland Manual 1994
PROMOTION OF CLEANLINESS

The Council is empowered to regulate for the control of litter and has appointed  wardens to undertake duties in this regard.  It is the Council’s policy to prosecute for offences under the Litter Pollution Act.  The Council also tries to control litter through a series of initiatives designed to encourage a culture of tidiness.

The following legislation applies to the control of litter:

The Litter Pollution Act 1997

The following are also relevant:
Litter Control

County Council’s Litter Management Plan   .....................................   E1
__________________

BURIAL GROUNDS

The Urban Council is empowered to provide and regulate the use of burial grounds.

Arrangements for the purchase of plots can be made through the Council at Town Hall, Naas or with the local caretaker.

The following legislation applies to burial grounds

Public Health (Ireland) Act, 1878
Local Government (Sanitary Services) Act 1948

The following are also relevant to this area:

Council’s Guidelines on the Care of Burial Grounds and 

Grants for community Organisations   ........................................  E    6 

________________

DANGEROUS STRUCTURES

The Urban Council is empowered to require the owners of dangerous structures to make them safe, and if necessary to take that action itself and charge the owner with the cost.

The following legislation applies to dangerous structures:

local Government (Sanitary Services) Act, 1964.
The following is also relevant

Procedure Chart - Dealing with Dangerous Structures  .....................   E    12

SAFETY OF COUNCIL ACTIVITIES

The Council employs a safety Officer who advises on the safety of the Council’s own activities.

The following legislation applies to this area:

Health, Safety and Welfare at Work Act 1989

The following is also relevant:

Urban District Council Safety Statement  ..............................................  E   13

MAJOR EMERGENCY PLANNING

Apart from the ordinary planning for the mobilisation emergency services the Council prepares a Major Emergency Plan for the town, and this is reviewed from time to time in the light of current circumstances.

The following legislation applies to major emergency planning:

Fire Services Act 1981

The following are also relevant to this area:

Fire Authority Emergency Operations Regulations 1987

Department of the Environment Circular Letter E/P 5/92

Department of the Environment Guidelines on the identification of personnel at emergencies (December 1993)

European Communities (Major Accident Hazards of certain industrial Activities) Regulations 1986

Kildare County Council Major Emergency Plan 1998   ........................   E    7
Naas Urban District Council Major Emergency Plan 

____________________

PREVENTION AND CONTROL OF POLLUTION

The Council is empowered to prevent and control pollution in its area.  Apart from monitoring the environment on a continuous basis the Council provides advice on the prevention of pollution.  Licences are required for operations which will give rise to discharges to watercourses and to sewers, and for operations which give rise to atmospheric emissions.

The following legislation applies to this area:

Water Pollution Act, 1977
Water Pollution (Amendment) Act, 1990
Air Pollution Act 1987
Environmental Protection Agency Act, 1992
The following are also relevant

Local Government (Water Pollution) Regulations 1978, 1992 and 1996
Air Quality Standards Regulations 1987
Environmental Protection Agency Noise Regulations, 1994
Drinking Water: E.C. (Quality of Water Intended for 

Human Consumption) Regulations, 1988
Drinking Water: E.C. (Quality of Surface Water
Intended for Abstraction of Drinking Water)Regulations, 1988
Department of the Environment Handbooks on above Regulations
Quality of Bathing Water Regulations, 1988
Quality of Bathing Water (Amendment) Regulations, 1989
Procedure Chart - Processing Water and Air Dishcarge Licences ... E    15

Chapter 27

RULES, PROCEDURES, PRACTICES, GUIDELINES

AND INTERPRETATIONS USED FOR RECREATION,

EDUCATION AND AMENITY FUNCTIONS
RECREATION

The Council operates playing fields on the Caragh Road.

The following legislation is relevant to the provision of recreation facilities:

Local Government (Planning and Development) Acts 1963 to 1998

Local Government (Sanitary Services) Act, 1948

Local Government Act, 1994

___________________

THE ARTS

The Council promotes the Arts through a range of initiatives including the allocation of grants and the encouragement of individual artists.

The Arts Act, 1973 and the Local Government Act 1991 apply to the Council’s Arts Services.

The following are also relevant:

Library and Arts Development Plan 1997 - 2001   .....................    RE    3

Procedure Chart - Processing Grant Applications 

for Arts Projects    ......................................................................     RE    4 

Chapter 28

RULES, PROCEDURES, PRACTICES, GUIDELINES AND INTERPRETATIONS USED FOR FUNCTIONS
RELATING TO ELECTIONS AND MEETINGS

ELECTIONS

Candidates for election must be living in the state.  Nominations are accepted by the Town Clerk who is the Returning Officer.  Candidates are elected by proportional representation based on the single transferable vote system.

Elections are required to be held on dates specified by the Minister for the Environment and Local Government.

The following legislation governs the holding of elections to the Urban Council:

Local Government Act 1941

Electoral Act 1963

Local Elections Act 1972

Electoral (Amendment) Act 1973

Local Elections Act 1973

Local Elections (Petitions & Disqualifications) Act 1974

Local Government (Re-Organisation) Act 1985

Electoral Act 1992

Electoral Act 1997

The following are also relevant:

Local Election Regulations 1995

Memorandum for the Guidance of Returning Officers

at Local Elections (Current Edition)

Polling Scheme 1996   ....................................................   EM    2

_________________

MEETINGS OF THE COUNCIL AND ITS COMMITTEES

The Council is required to hold annual, monthly and estimates meetings each year, but meetings are in fact more frequent.  Special meetings are held as the occasion requires.  The Town Clerk is responsible for issuing agendas and preparing minutes of each meeting.  The Council has a number of committees which meet on a regular basis.

Meetings of the Council are open to attendance by the public but a prior booking should be made through the Town Clerk’s Office.  Committee meetings are not open to attendance by the public.  The press attend at monthly, annual, estimates and special meetings of the Council.

The elected members of the Council exercise their role as the governing body of the Council through their resolutions on the various issues which come before them for consideration.  These resolutions are reserved to the members of the Council, and the functions to which they relate are accordingly known as “Reserved Functions”.  They determine the Council’s policy and they are the fundamental instrument which expresses the governing role of the elected members.

The following legislation applies to the holding of meetings of the Council and its committees:

Local Government (Ireland) Act 1898

Application of Enactments Order 1898

Local Government Act 1941

Local Government Act 1955

City & County Management Act 1955

Local Government (Reorganisation) Act, 1985

Local Government Act, 1991

The following are also relevant:

Standing Orders of Naas Urban District Council..........................   EM    3

PAYMENT OF MEMBERS EXPENSES

Members of the Council are entitled to receive expenses for their attendance at meetings.  Payment is made on the basis of the number of meetings attended subject to a requirement for a proportionate reduction in respect of attendance of less than 80% at scheduled meetings.

Members are also entitled to be paid for attendance at conferences, seminars, and meetings of certain other bodies to which they are appointed.

Chairpersons of local authorities are also entitled to receive allowances where provision is made in the estimates of expenses.

The following legislation applies to the payment of members expenses;

Local Government Act 1991

The following are also relevant:

Department of the Environment Circular Letter LG 42/2

Department of the Environment Handbook - New system of allowances for Local Authority members

Department of the Environment Circular L.G. 2/95

Procedure Chart - Payment of Members Expenses   ...............................   EM   4

Chapter 29

RULES, PROCEDURES, PRACTICES, GUIDELINES AND INTERPRETATIONS USED FOR FINANCE AND REVENUE COLLECTION FUNCTIONS
ESTIMATES OF EXPENSES

The Council is obliged to prepare an annual estimate of its expenditure and receipts.  This is drafted and presented by the Assistant County Manager to the elected members for their approval.  The estimates meeting must be held in between 1st October and 15th November, and public notice must be given of the preparation of the estimates.  Copies of the estimates are available for five pence.

The following legislation applies to the estimates of expenses:

The City and County Management Act 1940 and (Amendment) Act 1955

The Local Government (Financial Provisions) Acts 1978, 1983 and 1997

The following are also relevant to this area

The Public Bodies Orders 1946, 1975, 1977, 1979, 

1982, 1983, 1984, 1985, 1987, 1992 and 1993

Annual Circular from Department of Environment confirming 

arrangements for holding of estimates meeting

Procedure Chart - Drafting Estimates of Expenses   ..............................   F    1

________________________

ABSTRACT OF ACCOUNTS

The annual financial report, or abstract of accounts, of the Council is one of the most important ways in which the public is informed of the Council’s business during the year.  The Abstract is required to be prepared in the form prescribed in the Public Bodies Orders and it must then be submitted with all of the relevant supporting documentation for audit.  Public notice must be given of the audit, and the public are entitled to inspect the accounts before the audit takes place.  The abstract is prepared on a receipts and expenditure basis, and it must show all of the Council’s financial activities during the period to which it relates.

The following are relevant to the abstract of accounts.

The Public Bodies Orders 1946, 1975, 1977, 1979, 1982, 1983, 1984, 1985, 1987, 1992 and 1993

Procedure Chart - Preparing Abstracts of Accounts   ....................................   F    2

____________________

PAYMENT OF CREDITORS’ ACCOUNTS

Accounts for payment to people and companies who supply goods and services to the Urban Council are certified for payment in the services departments and payment issues through the Finance Department of the Council.  Some payments may be liable to taxation.

The Prompt Payment of Accounts Act 1997, lays down rules for payment within a time limit of forty-five days, subject to conditions.

The Finance Acts lay down rules for deduction of tax from certain payments to creditors

_____________________

RATE AND REVENUE COLLECTION

The Council is empowered to collect monies due to it by a variety of means.  Revenue Collectors are appointed to assist in this work.  Housing rents and annuities are usually collected on a door-to-door basis, and the Town Hall, Naas, is open to facilitate payment also.  Payments can also be made by post, through the Social Welfare system.  Non-payment of accounts can lead to legal action for recovery of the debt or loss of services or even to seizure of goods or action to recover a dwelling where appropriate.

The following legislation is appropriate to rate and revenue collection:

The Local Government (Financial Provisions) Acts 1978 and 1983

The Valuation Acts 1852, and 1988

The Housing Act 1966

The Local Government Act 1941

The following are also relevant:

Urban Renewal Act 1986 (Remission of Rates) 

Schemes 1988, and Amendment Schemes of

1991, 1994, 1995(2), and 1998 (2)

Naas Urban District Council Differential Rents Scheme ......................  F    3

__________________

Chapter 30

RULES, PROCEDURES, PRACTICES, GUIDELINES AND INTERPRETATIONS USED FOR FUNCTIONS RELATING TO OTHER SERVICES
MISCELLANEOUS FUNCTIONS
A number of miscellaneous services are operated by the U.D.C.  These services are dealt with under the following sub-headings; 

GAMING AND LOTTERIES

The Council is not the licensing authority in respect of Gaming and Lotteries but it is a notice party when applications for licences are made to the District Court.

The Gaming and Lotteries Act, 1956 applies to this function.

The following also applies:

Procedure Chart - Processing Gaming

Licence Applications   ...........................................................    G    1

TWINNING

The Council is empowered to incur expenses in the furthering of twinning agreements with other areas.  

The Local Government Act 1991 applies to this function.

____________________

PERSONNEL

The Urban Council employs a wide range of staff in a variety of capacities.

The guiding principles in the recruitment, employment, treatment and retirement of staff are fairness, impartiality, and non-discrimination.

The following legislation applies to the personnel function of the Urban Council;

Local Government (Officers and Employees) Act, 1926

Local Government Act, 1941

Local Government Act, 1955

City and County Management (Amendment) Act, 1955

Payment of Wages Act, 1991

Local Government (Superannuation) Act, 1980

Health, Safety and Welfare at Work Act 1989

Local Government Act, 1994

Maternity Protection Act, 1994

Industrial Relations Acts, 1946 to 1990

Holidays Employees Act, 1973

Part-time Employment Act, 1996

Organisation of Working Time, 1997

The following are also relevant:

Determination & Control of Staff Numbers:

Circular Letter LA(P) 5/96 Devolution of responsibility for personnel matters.

Staff Recruitment:

Recruitment of Officers:

Local Government (Officers) Regulations 1943

Local Government (Appointment of Officers) Regulations 1974

Local Government (Appointment of Officers) (Amendment) Regulations 1997

Department of the Environment Circular Letter E.L. 7/52

Department of the Environment Circular Letter E.L. 5/67

Qualifications & Particulars of Office for each grade as set out by the Department of the Environment & Local Government i.e.

Department of the Environment Circular Letter LA(P) 4/96 Devolution of responsibility for personnel matters

Handbook for Guidance of Interview Boards   ..................................     G    3


Recruitment of non-officers:

National agreement with Unions on recruitment

Handbook for Guidance of Interview Boards   .....................................   G    3

Staff Training:

Local Training Plan   ............................................................................   G    4

Department of the Environment circular LA(P) 6/83

Conditions of Employment:

Determination of starting pay on appointment or promotion:

Department of the Environment Circular Letter E.L. 7/52

Department of the Environment Circular Letter E.L.  5/67

Department of the Environment Circular Letter 4/79 (re Incremental credit for temporary service)

Department of the Environment Circular Letter E.L. 3/95

Department of the Environment Circular Letter E.L. 14/96
credit for temporary service and previous permanent service
for incremental purposes.

Department of the Environment Circular Letter E.L. 1/81
(additional increments for post graduate service engineering grades)

Department of the Environment Fall Back Rule
(credit for allowances)

Department of the Environment rule on promotion of a servant to an officer grade.

Remuneration:

Current circulars on remuneration issued by the Department of the Environment for all officer and non-officer grades and updated by the Department in line with national wage agreement.

Superannuation:

Local Government (Superannuation Revision)

(Consolidation) Scheme 1986 (as amended)

Leave:

Annual Leave:


Holidays (Employees) Acts 1973 - 1991

Holidays (Employees) Act 1973 (Public Holidays) Regulations 1993

Sick Leave:



Officers:

Local Government Officers Regulations 1943

Department of the Environment Circular 7/52

Department of the Environment Circular L.A. 6/95 

Sick Leave - non-officer grades:

Naas Urban District Council Sick Pay Scheme  ................................     G     5

Special Leave without pay - officers:

Department of the Environment circular letter LA(P) 18/80

Department of the Environment circular letter LA(P) 4/94

Special leave (interviews)

Department of the Environment circular letter E.L. 12/71

Special leave (compassionate)

Department of the Environment circular letter LA(P) 19/80

Maternity Leave:

Department of the Environment circular letter LA(P) 15/81

Adoptive Leave (officers):

Department of the Environment circular letter LA(P) 7/84

Military Training Leave:

Department of the Environment circular letter LA(P) 10/81

Career Breaks:

Officers - circular letter  LA(P) 12/84

Non-officers - circular letter LA(P) 7/86

Job-Sharing:

Department of the Environment circular letter LA(P) 11/86

Suspension /Termination:

Local Government Officers Regulations 1983

Department of the Environment Letter LA(P) 8/94

Removal Expenses:

Local Government Officer Regulations 1943

Department of the Environment Circular Letter 13/78

Department of the Environment Circular Letter 5/84

Periodic Department of the Environment Circular letters -

revising rates

Travelling Expenses:

Local Government (Officers) Regulations 1943

Department of the Environment Circular Letter 7/52 as revised

by periodic circular letters affecting rates.

Subsistence Allowances:

Local Government (Officers) Regulations 1943

Department of the Environment Circular Letter 7/52 as revised

by periodic circular letters affecting rates.

Overtime:

Officers:


Department of the Environment Circular Letters LA)P)3/80, EL 1/89, EL1 7/97

Secondment:

Circular Letter EL 15/70

Industrial Relations:

Local Grievance Procedure   ..............................................   G    6

_________________________

INFORMATION TECHNOLOGY

The Information Technology service has little or no public contact.  Its functions are mainly internal to the Council.  The Council as a registered data user is committed to the principles enshrined in the Data Protection Act 1988 which governs the operations of this department.

__________________________

INTERNAL AUDIT

The Internal Audit service of the Council has little or no direct public contact.  Its functions are to ensure efficiency and integrity in the Council’s systems and activities.  The internal audit service operates under the provisions of the Public Bodies Order, 1946.

