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1. Introduction

1.1 Overview

The Committee Management System (CoMS) provides information relating to
Councillors, meetings of the Council and information relating Councillor activities
(E.g. outside bodies).

1.2 What does it achieve?

The system has been introduced to speed up the process for compiling agendas,
reports and minutes and to make it easier for all Members of the Council, staff and
members of the public to access such documents and information about the Council
and its Committees.

1.3 Who can use the system?

The system is open for use by all. The system is accessed from the homepage of
the Council’s internet site. All users must abide by the user policy appended to this
manual.



1.4 Where to find the CoMS system

Log onto the Council’'s Website at:

www.eppingforestdc.gov.uk

the following screen will appear:

A Epping Forest District Council Home Page - Microsoft Internet Explorer provided by Epping Forest DE]

Help ﬁi .
@Back - \) D @ /h (O search NFavorltes @ 8 i_; |_‘J

File Edit Wiew Favorites Tools
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Epping Forest
District Council
Gouncil Services  Local Democracy  Leisure & Cullura  Community  Young People  Business FAQ
Homepage Today's date: Tuesday, 27 September 2005
Quick Links Feature News Headlines News Archive
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Bills Online UPDATE : i >
B A7 Services Refuse Collection Update B Epping Forest Standards Committee:
B Contact Us Find out the |atest information on the new refuse Adjudication Hearing
B Councillars collections amangements,
B Council Senvices Feature B Chairman’s Hole In One For Local Charities |
B Housing Sarvices
B Jobs B Clean Up Buckhurst Hill Day
B Leisure And Culture
B Roding Valley Meadovws Local Nature
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In the title bar click on ‘local democracy’
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The following screen will appear:

3 Local Democracy Home Page - Microsoft Internet Explorer provided by Epping Forest District Council |:||_ :
File Edit View Favorites Tools Help o

Qo - © B B €] 050w [ ot [ @ - B W - [

Address |a http:f{www.eppingforestdc.gov.uk!local_democw

lﬁ| Go | Links ®

i ]
Epping Forest
) . .
District Council
es Local De oy Leisura & Cutura Community Young People  Businass  FAQ
/Local D ILocal D Today's date: Tuesday, 27 September 2005
Contents 3
B contact us
ot Local Democracy
B Local Demoacy .
B pemooatic Services Councillors
B Calendar You can find your local Councillor, see their contact details, Committee memberships,
EW“‘:‘"@“ attendance records and other information
E Meetings How to Contact Your Councillor
Dedisions
B Plans Advice on ways of contacting your local Councillor is available here.
B Coundillors . N
B County Councillors Meetings, Minutes and Agendas
E x;ﬁ All our meetings are open to the public. You can see the agendas and minutes for our
Ba i meetings. You can also search past meetings using the search facility
E;ERELC‘H’Q‘_’"S Calendar of Meetings - Link here to a forward calendar of Council, Committee and
Bs : = T;” = Subcommittee meetings
ES““"“!‘ How the Council makes decisions
Chairman of Council
B Reports, Publications and Information about the way the Council is run is available. Detailed information is also available
= Policies directly from the Council's Constitution.
Elections
B Leisure And Culture
B Business = Council Constitution
gs‘:z‘"‘“”'n‘ = = Scrutiny
s = Other Publications
u Public Participation at Planning Meetings =

J start

You are now in the new system and have access to all the information through the
links down the left hand side of the page or through the links in green on the page.

Information that is available to members of the public is accessible via the Council’s
web site; however exempt information will not be accessible.



2. How does the system work?

When documents are published by the Council, you can receive an e-mail
notification. When you receive this notification it will look like this:

= Mail From: <shill@eppingforestdc.gov.uk>

File Edit View Actions Tools Window Help
H X Close W@reply ~ Mrorward ~ @ '| [T E | 8, | ‘

Mail |Propenties| Personalizel

From: <shill@eppingforestdc.gov.uk> 22/06/2005 05:00:53
To: <edborton@zoom.co.uk=; <mattcolling@ntlworld.com=; <ungadsby@aol.com>; <mellstock@ukf.net=; <atlg

Subject: Newly published: District Development Control Committee, 05/07/2005 Agenda Document

The link below will take to the agenda for the DDCC - The St Johns School item will be considered at this meeting. Hard copies of agenda to follow
The following decument has just been published: District Development Control Committee, 05/07/2005 Agenda Document

You can view this document using the link:
http://haako/ieAgenda.Asp?A=1547

To see the publicly available information, follow the link:
http://rds.eppingforestde. gov.uk/ieagenda.asp?A=1547

The following items are included in the District Development Control Committee, 05/07/2005 Agenda Document

Advice to Public and Speakers at Council Planning Committees
Minutes

Apologies for Absence

Substitute Members (Council Minute 39 - 23.7.02)

ENFRERI.

Declarations of Interest
Any Other Business
Planning Application EPF/422/05 - The Stables, Lippitts Hill, High Beach, waltham Abbey

St Johns School, Epping - Planning Application for New Secondary School and Residential Development (EPF/1400/04)
Exclusion of Public and Press

R

(Deleted)

/4 start &6 %9 Novell GroupW... % Mail From: <s... | % Issue Manager... | @l EFDCMember.. — EN@)§ s @2[e  \od 13:01

The two blue underlined sections give a direct link to the intranet and internet
agendas.

The email also lists items for consideration at the meeting.



However it is also possible, by clicking on the What's New link on the menu bar on
the left hand side, to view the most recent and up to date developments as follows:

3 Local Democracy - Microsoft Internet Enplorer provided by Epping Forest District Council

Fle Edt Yiew Favortes Tools Help ‘ o
eaa(k - e - @ @ @ piear[h *Favuutes o vredia e‘ 8' ‘% - D
Akckess [ hto:jfoww.eppingforestde.gov.ukflocal_democtacy/deault aspmodgovlink=http % 34%2F % 2Frds eppingforestc. gov.ukh g Whatshiew.sp B | Links >

web development

Epping Forest . .
@ Dﬁs‘:rigt Council track your joh online

Local Dem o Communily Young Peopls  Business  FAQ

Homepage / Local Demacracy ¢ Local Democrasy

Contents

B contact us "
[ Council Serices What's New
B Local Demoerscy

B calendar

B Uhats Hew Date Range: |20/04/2005 - 27/04/2005 Go| 4 Earlier- Later b
B search
B Meetings Commitiee: [ Al =
B pecisions

B Plans

B Councillors

Bl County Councillers
B hPs

B mes fiind

B committees

B Parish Councils Events

Bl Outside Bodies

wards: [ (any) =l

E Subseribe To Updates 27/04/2005 - Meeting Scheduled: Apr 27 2005 7:30PM, Area Plans Subcommittee A
Sorutiny

B Reports, Publications and 26/04/2005 - Meeting Scheduled: Apr 26 2005 7:30PM, District Development Control

Palisies Committee

B Elsctions
B iR d e 25/04/2005 - Meeting Held: Apr 25 2005 7:00PM, Cabinst
B Business 25/04/2005 - Agenda Published: Meeting of May 3 2005 T:30PM, Area Plans Subcommittes B
B community

B voung Peaple 25/04/2005 - Minutes Published: Meeting of Apr 6 2005 7.30PM, Area Plans Subcommitiee B

21/04/2005 - Agenda Supplement Published: Finance and Performance b, T
COMMITTEE: Meeting of Apr 25 2005 7.00PM, Cabinet

21/04/2005 - Meeting Held: Apr 21 2005 12:00AM, Licensing Sub-Committee
20/04/2005 - Meeting Held: Apr 20 2004 7:30PM, Area Plans Subcommittee D

Click one ofthe arrows to select a different period

informatien@eppingferestde.gow. ik
Telephene (01892) 564000 (m.ain switchbeard)
@ 2005 Epping Forest District Gouncil | Home Page | Disclaimer | Frivacy Foliey | Site Statistics | Back | Top of Fage

@ssexonling Essex Online is supported by Epping Forest District Couneil

=
[@one [ @& [ nremet
Bstart © @ 7 5 Issus Manager - [View A... | 99 ovel Groupwise - Mailbox | &Y Local Democracy - Mi.. EFDC Members and Offic... « 2 1054

The information published in the current week will automatically appear. You can use
the arrow keys to change the dates to the week you are interested in.



By clicking on the link (highlighted in blue and underlined), you will be taken straight
into the document which will appear as follows:

/3 Agenda - Area Plans Subcommittee A - Wednesday, 27th April, 2005 7.30 pm - Microsoft Internet Explorer provided by Epping Fores [_[=]x]

Fle Edt Vew Favartes Took el [

hack - = - @ @ (]| Boearch GiFavoies @Prede F|B- S - B
n

Address |@ hitp:{fhaskojieListDocuments, 5p?C H=D0B.CF

GOF=8yer=+ ]| @ ‘L\nl& >’|@ B

Epping Forest ;
District Council

[Quidk Find Go @+ 2 CouncilServices LocalDemocracy Leisure & Culture Community Young Pacple  Business FAQ

Homepage / Local Democracy / Local Democracy

Contents.

B Calendar

Bihats New Agenda

B search

B Meetings Area Plans Subcommittee A

[ pacisions Wednesday, 27th April, 2005 7.30 pm

B Fonnard Plans
B counsillers

B County Counsillors o Aftendanee Details

B MPs o Anenda Frontsheet | PoF 40 K

B mers o Anenda Reports Pack B FoF 3 M

B committees

B Parish Councils

D Outside Bodies Venue: Roding Valley High School, Braok Road, Loughton L
DO Library Contact: Zoe Folley (Direct Line: 01892 564532) Email: Zolley@eppingforestdc.qov.uk

B Subseribe fo Updates

D Statistics

Brweis o 0o peerws__________________________________________|

- No. ftem

1. Advice to Public and Speakers at Council Planning Subcommittees T FoF 165 1

General advice to people attending the meeting is attached together with a plan showing the loeation of
the meeting.

Additional documents:
= Advice to Public and Speakers at Council Planning Subcormmittees ® FoF 11K

2. Apologies for Absence

3. Minutes ®roF 10k
To confirm the minutes of the last meeting of the Sub-Commitiee held on 30 Warch 2005
Additional documents:
= Area Sub Committee A 30 March 2005 - Schedule of applications, 3391 WrOF 16 K

4. Subsitute Members (Council Minute 39 - 23.7.02)
(Head of Research and Democratic Services) To reportthe appointment of any substitute members for
the meeting.

5. Declarations of Interest

(Head of Research and Democratic Senices) To declare interests in any item on this agenda

6. Any Other Business
Section 100B@)(b) of the Local Government Act 1972, together with paragraphs B and 25 of the

[T [ [BFtocalintranet

[3]
Bjstart| @ © @ 5 Issus Manager - [View A... || &] Agenda - Area Plans... | $8 Novell Groupiiiss - Mallbax | &) Ongar Leisure Centre - .., | EFDC Members and Offic... B« B3 1042

You then have a number of options (starting at the top left of the screen):

1. Attendance Details - gives details of all Councillors who are expected to attend

2. Agenda Frontsheet —shows the front page of the agenda.

3. Agenda Reports Pack- provides a full electronic version of the whole agenda
in PDF format.

Alternatively, if you are interested in a particular report only or in a particular section
of the agenda, scroll down the page and click on the appropriate link.



3. Councillors’ Details

3.1 Viewing the Councillors’ Details

To view information on Councillors, click on “Councillors” on the contents menu on
the left of the screen.

3 Your Councillors - Microsoft Internet Explorer provided by Epping Forest Districk Council

fle Edt View Favortes Iook Hep
bk v = - @ [ ] @seach workes €meda (@ | - & Y
Address [@] et haako[mgiemberlnder. sspiber=1 =] e |L\r\ks »| &y .|
Epping Forest
District Council
Council Services  Local Democracy  Leisura & Cullurs  Communily  Young Pasple Business  FAQ
Homepage i Local Damocracy f Local Demacracy
Contents
B Catenaar Your Councillors
D whats Hew
B Search
B Meetings @ Eind Your Councillar
DB pecisions o Listcouncillors alphabetically
O o Listcouncillors by political pary
B Councillers
B County Councillors o ListCouncillors by Ward
B s o Eull list o contact details
B mers © Member atiendance summary
B committess
B Parish Councils
D Outside Bodies
B Library
D Subseribe to Updates
B Statistics
Bwiod Te Do
Councillor Kenneth E Councillor Stephen Barnes Councillar David Baterman
Angold-stephens
Anaold-Gephens Lougtton Fairmead Grarige Hill
Loughton Roding Labour Conservative
Loughton Residents Deputy Leader
Agsociation
Councillor Maureen Councillor Daphne Barton  Councillor Patricia Brooks
Boatman Lower Nazeing Wialtham Ahbey Morth East =l
[ [ |8 tocalintranet

&
Bystart| (G @ @ > B Issus Manager - [View A... || &7 Your Councillors - Mic... | §% Novell Grouptiiss - Malbox | £ Ongar Leisure Centre - ... | EFDC Members and Offic... | « &k 10t

These can be viewed alphabetically, by political party or by ward. Click on the
appropriate link.

To search for a Councillor - type in part of the councillor's name and press the go
button.



To see more information about a Councillor click on their picture and this will display:-

3 Local Democracy - Microsoft Internet Explorer provided by Epping Forest District Council

Bl

Fle Edt View Favortes Toos Help ‘ o

Qo - © - [¥] &) ]| Pswwtn Fprocns: @ress @ 3|12 F-[)

Address IEhttp:ﬂfwww‘app\ngfnrastd[.gnv‘ukj\n[a\_demu(ratyfdefau\t T Ll S Forestde, gov, Ukv%2FmgLiserTnfo, asp%3FUIDY3035 = Bse |L|nks =
Eppi ng Forest == yeb development [l
District Council

Homepage / Local Democracy ¢ Local Democracy

Contents.

B contact us . .

D Counsil Servises Councillor Reg Chidley
B Losal Demoorasy

D Catendar

B whats Hew

B search

D Meetings

B Decisions

B Plans

B Councillors

B County Councillars

B nips

B MEP:

B Committess

B Parish Councils

B Outside Bodiss

B Subscribe To Updates

B Seruting

B Reports, Publications and

Folisies

B Elections _
B Leisure And Culture
B Business Party: Independant
B community
B voung Peaple Ward: valtham Abhey Paternoster

Other Councillors supporting this ward
Councillor Richard Haines

More information about this councillor: [
o Atendance Recard

© Declarations at Meetings

o Register afInterests

Contact Information

Home Phone: 01992 715306
Home Address:

20 Allison Close

Waltham Abhbey

Essex
EMNG 3MY

I
(& [ @& [ [qnremet
Bjstart © @ 7 8 Issus Manager - [View A... | 9 Novell Grouptise - Mailbox | £]Local Democracy - Mi... | B8] EFDC Members and Offic... « 3

Details of the chosen member are shown including:

Name, ward, other Councillors in the same ward, attendance, declarations, register
of interests, contact information, appointments and term of office



4. Parish Council Details

To view the Parish Council details, Click on “Parish Councils” in the contents menu.

File Edit View Favortes Tools Help

3 Local Democracy - Microsoft Internet Explorer provided by Epping Forest District Council

=181

Q= Q- HNAD

/O Search *Fevuutes & ez @ ‘ 8- &

-m

Adcvess [{@] hetp:j o, sppinglorestds.gov.ukflocal_democracy/default,

P 3A%2FY2Frd:

Forestdc, gov, Uk 2FmgList itk %3Fhrr %301 %:26amp %3BPC %301

= Bse |L|r\ks B

Epping Forest
District Council

call'us:on

Homepage / Local Democracy ¢ Local Democracy

Contents.

B contact us
B Council envives
B Losal Demoorasy
D Catendar
B whats Hew
B search
D Meetings
B Decisions
B Plans
B Councillors
B County Councillors
B nirs
B MEPs
B Committess
B Parish Councils
B Outside Bodiss
B Subsciibe To Updates
B Seruting
B Reports, Publications and
Folisies
B Elections
B Leisure And Culture
B Business
B community
[ Young People

Parish Councils

= Abbess, Beauchamp and Bemers Roding Parish Council
Buckhurst Hill Parish Council

Chigwell Parish Council

Epping Town Council

= Epping Upland Parish Council

Fyfield Parish Council

= High Ongar Farish Council

= Lambourme Parish Council

Loughton Town Council

= Malching Parish Council

Moreton, Bobhibgworth and the Lavers Parish Council
Mazeing Parish Council

Morth Weald Bassett Parish Council

= Ongar Farish Council

= Roydon Parish Counil

Sheering Parish Counil
Stanford Rivers Parish Council
Stapleford Abbotts Parish Council
Stapleford Tawney Parish Council
Theydon Bois Parish Council

= Theydon Garnon Parish Council

= Theydon Mount Parish Couneil
Wialtham Abbey Town Council
Willingale Parigh Council

|

=]

Bstart © @ 7 5 Issus Manager - [View A... | 9 Novell Grouptise - Mailbox | €] Local Democracy - Mi... | B8] EFDC Members and Offic...

For more information click on the Parish Council name.

[ [ [ tntermet

B« 1049



5. Calendar

To display a list of meetings, Click on “Calendar”

The Calendar can be displayed either in a monthly view, by clicking on “Month”

A Local Democracy - Microsoft Internet Euplorer provided by Epping Forest District Council

File Edit View Favortes Tools Help

Qeak - ©) - [x] 2] @n S search ¢ Favorites Q) Hedia @‘ - Pﬁu - J

Acckess [ hetp:jfowm.eppingforestde.gov.ukflocal_democtacy/deFault aspmodgoviink=http:/frds. eppingforestee, gov. ukjmgCalendarMonthView, asp%3FGL#%301

Epping Forest
District Council

Homepage / Local Demacracy ¢ Local Democrasy

020 89609400

Contents.

D contact us

B Council Senvises Calendar

B Local Democracy
B calendar © Printer Friendly View
B ihats Hew
B Search o Weekend Yiew

B heetings

B Dacisions
B Flans Month: | April 7| vear | 2005 7] Go| dEarlier- Laterk

B Councillors
B County Councillers

B wPs
B MEPs
B committees .
B Parish Councils April 2005
DO Outside Beodies Monday Tuesday Wednesday Thursday Friday
B Subscribe To Updates
B Scrutiny 28 28 30 Ell 1
B Reports, Fublications and
Palisies Bank Holiday 7.20 pm Overdew | 7.30 pm Arsa
B Elsctions and Scruting Plans
D Leisure #nd Culture Committes 1 2903 | Subcommitiee A
B Business 30003
B Community
[ Young People
4 a B 7 8
4.00 pm Housing .00 pm Overdiew | 7.30 pm Area 730pm
Appeals Panel 04/04 | and Scruting Co- Flans Overview and
ordinating Group | Subcommittee B Scruting
05104 0604 Cormrnittee 3
7.30 pm Overview o7m4
and Scruting
Committee 2 05/04
11 12 13 14 15
7.30 pm Area
Flans
Subcammittee ©
1304
18 19 20 21 12
B.00 pm Finance and | 7.20 pm Couneil 7.30 pm Area Licensing Sub-

|

=]
Bystart| [ © @ > 5 Issue Manager - [ViewA... | % novell Groupwise - Mailbox | €] Local Demacracy - Mi... 8] EFDC Members and Offic...

Or in a weekly view, by clicking on “Week” on the Calendar Document

[

[ mternet

« & 3w 10:50

To find out more information about a meeting, click on the name of the meeting in the

calendar.

The Calendar also works back to the year 2000.



6. Accessing Information

6.1 Searching for Documents

Click on “Search” in the contents menu on the left of the screen.

3} Local Democracy - Microsoft Internet Explorer provided by Epping Forest District Council o =1 |
R o ‘ o
@k - © - [*] (2] (0| Osemrch g Fovorios @} osia @‘ K- & - J
Akckess [ hktp:jfowm.eppingforestde.gov.ukflocal_democtacy/deFault aspmodgovlink=htt % 34%2F % 2Frds eppingforestdz. gov.ukit2FieDocsearch asp = | Links >
Epp| ng Forest = training services macromedia
District Council masters

Go @+ = CouncilServices Local Democmcy Leisura & Culture Community —Young People Business FAQ

Homepage / Local Demacracy ¢ Local Democrasy

Contents

Search Documents

Enter the words to find and click the Search hutton

[ Search

&.0. street MEAR cleahing or "street cleaning”

Filter Results By

Committee: [ Al |
Between Dates: | and| e 311262001
Document Tye: [A Dacuments and Reports =

ot and warg: [(an) =

Shaow Results: | Best Match First =

Tips fr searching

infermatien @ ppingforastde.gow. uk
Telephane (01992) 564000 (main swit
©2005 Epping Forest District Council

chbosrd)
I Home Page | Diselaimer | Privacy Foliey | Site Statistics | Bad | Top of Page

@ssexoniine Essex Onlin iz supported by Epping Farest Distriet Cauneil

I
[&]pone [ @[ [ memet
Bystart| [ © @ > % Issue Manager - [ViewA... | % Hovel GmupWise—Mailbuxl &]Local Democracy - Mi... || EFDC Members and Offic... « &k 1053

Text Searching

You can search for words or phrases that relate to the information you are looking for
in the top box on this screen. The information can be typed in as a phrase or as
keywords.

For help Click on “Tips for Searching” at the bottom of the screen. One method is to
put quotation marks around keywords if you want the search to take them literally.
For instance, if you type the following query:

“Willingale Road Allotments” the search will literally look for the complete phrase
Willingale Road Allotments. But if you type the same query without the quotation
marks, all documents are searched for the words individually and will show all
references.



Type your Words or phrases, Click on the Search Button

Search results are displayed:

A Local Democracy - Microsoft Internet Explorer provided by Epping Forest District Council =181 x|
Fle Edit Yew Favortes Tools Help ‘ ar
{ ¥ ; i
QO [ & B L= g @ B =L
Adcvess [ hetp:j o, sppinglorestde.gov.ukflocal_dsmocracy/default, p%3A%2F%2Frd: Forestac. gov Lit2FiesearchResults 2. asp Vo3 55% 30w lingale oz allotments 261 %300%2650%3D%26E0%30 7] [ &0 | Lnks »
P ]
Epping Forest s Web development track ioh onli
i i . rack your job online
District Council S yourJ

Council Services Local Democracy  Leisure & Cullure  Communily  Young People Business FAQ

Homepage / Local Democracy ¢ Local Democracy

Contents.

Search Matched Documents

The fallowing items match the query Wilingale allotments. ITthe itam you requirs is not listad
then search again.

##E = Excellentmatch, * ® = Good match. ™ = Average match

FEE Meeting: 25/04/2005 - Cabinet

g gale Road Loughton -

(Finance and Performance Management Portfalio Holder) To consider the attached report
(C/148/2004-05),

= Wiillingale Road Alloiments, Loughton - Management Agreement Report B POF 25 K- Yiew
hits in this document {1 255)

| Privacy Policy | Site Statistics | Back | Top of Page

@sexonling Essex Online is supported by Epping Forest Distriet Counsil

I
@] hetp s, eppingforestde, gov. ki [ [ e meemet

Hystart| [ © @& > 5 Tssue Manager - [ViewA. .. | % ovell GroupWwise - Mailbox | €] Local Demacracy - Mi... 8] EFDC Members and ffic... « W 110z

From here you can view the Agenda, Minutes and decisions and any
documents/reports matching your search query by clicking on the item you are
interested in.

By clicking on “View Hits in Document” you can see how many references there are
to the word or phrase in that document. This is particularly useful when dealing with a
large document. Rather than scroll through the whole document, you can choose to

see the page on which the wording appears, together with up to 3 pages for
contextual purposes.

Note: In this context the word “hits” does not have the usual meaning of the
number of times the web site has been visited.



6.2 Agendas/Meetings

To search for a meeting or to view a specific agenda: Select “Meetings”

contents menu

A list of meetings that are available for viewing are displayed.

i Local Democracy - Microsoft Internet Enplorer provided by Epping Forest District Council

File Edit View Favortes Tools Help

from the

Q@eak - Q) - [x] 2] @) S search ¢ Favorites @) Hedia @‘ 3 ,?;;, -m

Address @ hitp:fumn eppingforestdc. gov. ukjlacal_democracy/default aspmadgoviink=http%34%2F%2Frds. eppingforestdc. gov. Lk¥s2FieDocHome . asp

Epping Forest The worlds most advanced seminars
District Council = on Macromedia products

Council Services  Local Democracy  Leisura & Culture  Community ~ Young People  Business FAQ

Homepage / Local Demacracy ¢ Local Democrasy

Contents

B contact us =
B Council Senises Browse Committees
B Local Demoerscy
B catendar

B thihats Hew

B search

B heetings

B Decisions
s Area Flans Subcommitiee A
B Councillors

B County Councillar Area Plans Subcommittee B
B hPs
B MEPs
B committees Area Plans Subcommitiee D
B Parish Councils Cabinet

B Outsids Bodiss
B Subscribe To Updates Council

For 2004-2005

Committees Pages:

Area Plans Subcommittee C

B Sautiny District Developrment Control Committee
B Reports, Fublications and
Poliies Finance and Perfarmance Managermerit Cabinet Cormmittae
B'i;‘:uf:;”:d —— Housing Appeals Panel
B Business Joint Consultative Committee
B Community

— Licensing Committee
e Licensing Sub-Committee

Loughton Leigure Centre Cabinet Committee

IMext Page b

Click oh a committee to list its meetings

inform atien@s ppingfarsstde. gow. ik
Telzphene (01252) 564000 (main awitchbeard)
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Choose the meeting you require by clicking on the name of the committee.
Remember that you may have to click on pages 1,2 etc or All to display the

Committee you wish to see.



This will bring you to the “Browse Meetings” screen:
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To view further information about a particular meeting, click on the meeting date.

6.3 Exempt Reports

Certain reports published by the Council are not available to the public because they
contain information that falls into “confidential” categories set out in the Local
Government Acts.

6.4 Forward Plans

Forward Plans are in the development stage and will be released shortly.



6.5 Decisions

To view Decisions

Select Decisions, from the Contents menu,

Select the parameters for the date published by clicking the arrows

Select Decision Makers from the drop down list

Select a Decision Status from the drop down list (any/for call-in/approved/to
be reconsidered)

The screen will show decisions made within the timescale specified, the date the
decision was published, the last date for call-in and how many Members have called
the decision in, if any.

To view the decision click on the highlighted title. The Decision Details are displayed



7. Subscribe to Updates

To subscribe to updates and receive an email informing you that your chosen topic is
to be considered and/or your chosen ward will be affected by an issue:

Click on “Subscribe to Updates”

The following screen will appear:
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If you are a new user click on Register as a new user and enter details as

requested.



Click on Keywords, Wards or Committees you wish to be kept informed of
publication of reports or minutes.

Click submit a request for updates — emails will then be sent to you advising of the

publication of relevant information.
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8.

USER POLICY STATEMENT

The following statement sets out the framework for the use of the Committee
Management System (COMs):

Use of the system is restricted to normal business practices.

All Users must use the Committee Management System in a professional and
courteous manner.

Users having access to the application ‘Issue manager must not misuse the
system to the discredit of the Council or to corrupt the application or in any way
intentionally effect the efficient operation of the Council’s democratic processes.

Adequate protections are in place to prevent Users viewing or downloading
restricted material.

The provisions of the Local Government Acts will be adhered to. No unauthorised
transmission of any restricted document to parties external to the Council is
permitted.

Methods are in place for appropriate officers to have access to restricted
documents which shall be the responsibility of the Head of Service to agree.

Personal use of the system is not permitted without any express permission from
the Council.

Any Users found attempting to abuse the system will have their access rights
revoked.

Heads of Service will ultimately be responsible for ensuring there is no misuse of
the system, software or hardware; by staff in their own service area.

Users must adhere to other ICT related policies of the Council and all provisions
in Staff related policies when using the COMs system.

Use of the system via the internet site is governed by other policies.

This policy applies to all Users and all Users must comply with it.

Research and Democratic Services:

(i)
(ii)

Is the owner and administrator of the system; and
Manages the COMs system in accordance with this policy.

The Head of Research and Democratic Services is responsible for developing and
maintaining this policy.



This policy does not breach your rights under the Human Rights Act or the
Regulation of Investigatory Powers Act.

This policy is effective from : 25 May 2005
Policy breaches

A breach of Council policy controlling the use of ICT/COMS services may result in
restricted access to Council information technology resources. Also, disciplinary
action may apply under other Council policies and guidelines.

Scope

This policy applies to all Council employees, Members, contractors and agents with
either a Council owned or personally-owned computer or workstation used to connect
to the Council’'s network or using their own hardware to access the system either
from a VPN or the internet. This policy applies to remote access connections used to
do work on behalf of the Council, including reading or sending email and viewing
intranet/internet web resources.



