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AGENDA 
 
 

1. To Receive 
Apologies for Absence  
Declarations of Interest 
Members of the Public Present 

 
2. Minutes of the Previous Meeting – page 5 

The Committee are invited to approve the minutes of the meeting held on 3 
December 2024, previously circulated and therefore taken as read. 

 
3. Public Involvement – Deputations, Petitions and Questions 

Members of the public may make representations in respect of the business on 
the agenda.  

 
4. Year End Accounts, Annual Return and Internal Audit Report 

Committee is invited to note that subject to being completed, the Year End 
Accounts, Annual Return and Internal Audit Report will go directly to the May 
main meeting of Council, this will allow the Annual Return to be completed in a 
timely fashion. 
 

5. Earmarked Reserve – Springfield Centre Disabled Parking 
Committee is invited to consider and make a recommendation to Council on the  
reallocation of funds in the cancelled Springfield Centre Disable Parking 
earmarked reserve for 2026/27.  The proposal is to move £20,000 to Play Area 
Maintenance earmarked reserve (to be used as MKCC CIF grant match funding) 
and for the remaining £8,000 to be returned to the General Reserve.   
 

6. New Cannon Printers – page 7 
Committee is invited to consider and make a recommendation to Council on the 
proposed quote from Canon for the printers in the New Community Hub. The 
proposal is for the continuation of the lease arrangement with Canon, and would 
see 2 printers provided at a lower combined cost compared to that of the single 
printer they provide currently.   
 

7. CCLA Bank Balance 
Committee is invited to note that the balance in the CCLA account, at the end of 
the financial year, is projected to be approximately the same as the Earmarked 
Reserve levels for 2025/26 (less Community Hub expenditure) - £339,000   

           
8. Section 137 Increase 2025/26 

Committee is invited to note that the revised Section 137 expenditure limited is           
£11.10 (per elector) for 2025/26 
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9.  Committee Terms of Reference Review – page 21 

Committee is invited to review its Terms of Reference prior to the Annual Meeting        
of Council in May 2025 – Amendments will be considered at the Annual Meeting.  

 
10.          Committee Policies Review 

Committee is invited to review the following policies prior the Annual Meeting of     
Council in May 2025 – Amendments will be considered at the Annual Meeting. 

 
i. Financial Regulation  - page 23 
 
ii.    Investment Strategy – page 41 
 
iii.  Data Protection & Privacy Policy – page 45 
 
iv.  Freedom of Information – page 51 
 
 

11.        VAT change 
Committee is invited to note that the monthly VAT returns will continue until the 
Community Hub costs have all been paid.  Upon completion we will return to 
quarterly returns inline with standard quarterly dates. 

 
12. Parish Council Standing Order Review – page 57 

Committee is invite to review the Parish Council Standing Orders prior to 
the Annual Meeting of Council in May 2025.   
 

13. Income & Expenditure Report to 31 January 2025 – page 83 
Committee is invited to note the Income and Expenditure report as at 31 January 
2025. 
 

14. Balance Sheet to 31 January 2025 – page 93 
Committee is invited to note the Balance Sheet as of 31 January 2025. 

 
15.            BACS and Direct Debit payments to 31 January 2025 – page 95 

Committee is invited to note the schedule of payments made to the 31 January 
2025.  This schedule is for information only. 
 

16.   Date of Next Meeting 
Tuesday 3 June 2025. 

 
 
 

BY ORDER OF THE COUNCIL 

L Bradley 
Responsible Financial Officer 
25 February 2025    
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Minutes of the Finance, Administration & Policy Committee  
held on 

Tuesday 3 December 2024 
commencing at 7.00pm  

at the Springfield Centre, Springfield Boulevard, Springfield 

This meeting was open to the Public 
 
 
 Members Present 
 Cllr B Barton (Chair)   Cllr R Golding 
 Cllr T Fraser (arrived at 7.23pm) Cllr D Kendrick 
 Cllr K Kavarana   Cllr K Kent 
 Cllr D Pafford 
 
 In Attendance 
 L Bradley, Responsible Financial Officer 
 

32/24 Apologies for Absence 
  None 
 
33/24 Declarations of Interest 
  None 
 
34/24 Members of the Public Present 
  1 member of the public was present 
 
35/24 Minutes of the Previous Meeting 

The minutes of the meeting held on 3 September2024, having been previously 
circulated, were approved as a correct record and signed by the Chair. 
 

36/24 Public Involvement – Deputations, Petitions and Questions 
No members of the public made any representations in respect of the business 
on the agenda. 
 

37/24 2025/26 Annual Community Council Budget/Precept Consultation Report 
Committee received the 2025/26 Annual Community Council Budget/Precept 
Consultation Report, then resolved to make a recommendation of acceptance 
by Council. 
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38/24 Community Council Draft Budget 2025/26 
The Committee reviewed the draft budget on a ‘line by line’ basis.  Having 
assessed the impact of the proposed draft budget for 2025/26 on the 
Community Councils financial reserves (balance sheet), the Committee then 
resolved to recommend the draft budget for consideration by Council. 

 
39/24 Community Council Precept Level 2025/26 

The Committee considered an appropriate Precept Level for 2025/26, resolving 
to recommend to Council that the Precept level for 2025/26 be increased by 5%. 
 
With a confirmed tax base of 4106.28, a 5% rise to the 2025/26 Precept will 
increase the amount payable by Band D equivalent property from £217.96 to 
£228.86, this will result in an increase of income from the 2024/25 level of 
£895,005 to £939,755. 
 

40/24 Community Council Risk Assessment Review 2024/25 
Committee reviewed the updated Risk Assessment for 2024/25 and recommend 
that the completed assessment to be forwarded to Council for ratification. 
 

41/24 Credit Card Limit Increase 
Committee considered increasing the level of one of the credit cards to 
£1000.00 (currently £500.00) this being the one held by the Estates Manager.  
Committee resolved to make a recommendation to Council.  
 

42/24 Income & Expenditure Report to 31 October 2024 
Committee noted the Income and Expenditure report as at 31 October 2024. 
 

43/24 Balance Sheet to 31 October 2024 
Committee noted the Balance Sheet as of 31 October 2024. 

 
44/24 BACS and Direct Debit payments to 31 October 2024 

Committee noted the schedule of payments made to the 31 October 2024.  This 
schedule is for information only. 
 

45/24 Date of Next Meeting 
Tuesday 4 March 2025. 

 
 
 

   



 

 

* 

  

Prepared on 16 January 2025 for  
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Current Situation 
For the attention of:  Perri Sullivan 

Campbell Park Parish Council 

 

Hello Perri, 

 

I hope you are well. 

 

Please see below my recommended upgrades for your current devices. 

I have included everything you require for this proposal and hopefully everything adheres to your current  

requirements.  

 

Thank you. 

 

Proposed Solution: 

I would like to propose the following upgrades, please see below for individual accessories included: 

Serial Number Existing device Proposed solution 

XVD02919 imageRUNNER ADVANCE C5540i imageRUNNER ADVANCE DX C5840i 

  imageRUNNER ADVANCE DX C259i 

 

Appendix A. Your Canon contract will come inclusive of: 

 

1. 4 hour call out times in the event of a repair being needed. 

2. All parts, labour and call out fees are included. 

3. Your own dedicated account manager to work alongside you for the duration of the contract for any 

account related queries and to ensure that the solution is not just suitable now but also remains suitable 

in the future as your objectives/goals change. 

4. All toner on an automatic toner order basis. 

5. Any staples required for finishers which can be ordered as and when required via our dedicated 24 hour 

service desk on 0844 892 0844 (this number also relates to any repair logging/engineer visits required). 

6. A quarterly review of your solution including an uptime report, usage report and to discuss any areas of 

concern, challenges or new requirements 
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Proposal Summary 

 

Proven capability to deliver 

For any service to function as intended, resilience and reliability are key to the programme’s 

success. This is fundamental to any successful service design and is a key part of our design 

process. To manage this important area, we use tried and trusted methodologies, such as ITIL and 

PRINCE2 to ensure we follow best practice. We build proven experience and capability into 

every part of our service, whether it is hardware, software, helpdesk support, on-site support, 

processes or people. 

 

Continual cost saving; enabling you to invest in what really matters 

We understand that cost savings are important to Campbell Park Parish Council and we will 

ensure an efficient service is designed and delivered to support this. Savings will be achieved 

through optimisation and rationalisation of the fleet and reduction of printed volumes, by 

eliminating wastage and enabling appropriate re-direction of print to your central print 

department. We will provide a reduced spend on both the visible and hidden costs of print 

including power consumption, toner, paper, maintenance, management time and wasted 

prints. Canon will work proactively with you to reduce spend by providing visibility and 

management of who is printing what, when, and how much it is costing to identify any areas 

where additional cost and business efficiencies can be delivered. 

 

Helping you meet your environmental responsibilities 

Managing your social and environmental impact can bring significant long-term benefits for your 

business. Canon designs, manufactures and supplies products and services with disposal, 

recycling, and sustainability in mind. 

By choosing Canon, Campbell Park Parish Council will be working with a company that maintains 

a global ISO14001 accredited Environmental Management System. It will also enable you to use 

energy more efficiently, reduce consumption of toner/ink and avoid waste whilst complying with 

applicable regulations and standards such as REACH, RoHS, ErP and WEEE. 

 

Enhanced productivity making your users more efficient 

Your users will have a consistent experience at any Canon device, due to the common user 

interface on each of our proposed models. This means that they will be familiar with any device 

which they can access using the uniFLOW My Print Anywhere solution at any device across the 

MFD fleet, as they are operated in the same way. This common user interface, together with the 

My Print Anywhere secure release module, means users can print on any device on the network 

with a proximity card or PIN in the same fashion – and delivering 100% print availability for 

Campbell Park Parish Council. This award-winning print management software will integrate into 

your print environment to provide a single print and scanning faxing platform that connects all 

your output requirements. The automated common processes of single platform print 

management software simplifies printing, and powerful scanning capabilities will assist with 

streamlining your business processes and integrating into important applications, such as Google 

Drive and SharePoint, further increasing staff productivity.  
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Proposed Solution 
imageRUNNER ADVANCE DX C5840i 

Machine Configuration  Specification  

 

 

 

Overview 

 

This smart user-friendly colour A3 multifunctional 

device provides high quality colour communication 

and streamlines document workflows. Seamlessly 

integrating into any working environment, its 

security and cost control features add true value to 

busy workgroups. 

 

Key Features 

 

• Colour and B&W output at 40 ppm  

• Customisable 10.1 inch (25.6cm) colour WVGA 

smartphone like touch screen 

• Print, copy, scan, send, store and optional fax 

functionality 

• Up to 6,350 sheet capacity  

• Powerful in-house publishing and finishing 

capabilities 

• Advanced security capabilities 

• Easy device and fleet management 

• Class leading energy efficiency 

 

 

Mercury 

Code 
Product name 

Net component size Size with tray open 
Weight 

 

Kg 

Additional 

power 

supply W D H W D H 

mm mm mm mm mm mm 

 
imageRUNNER 

ADVANCE DX C5840i 
620 722 937 860 722 937 106  

4031C003 

High Capacity 

Cassette Feeding 

Unit-C1 

620 660 251 620 660 251 29 None 

4000C002 Inner Finisher-L1 625 741 224 625 - - 9.1 None 

 Total 620 741 1188 860 722 1188 -  
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imageRUNNER ADVANCE DX C259i 
Machine Configuration  Specification  

 

 

 

Overview 

 

Versatile A4 colour multifunction with a large colour 

touchscreen, fast scanning and flexible 

connectivity all on the consistent imageRUNNER 

ADVANCE platform. Ideal for busy offices looking 

for a compact solution. 

 

Key Features 

 

25 ppm A4 colour printing 

10.1” touchscreen WVGA colour panel 

Print, copy, scan Store, send & optional fax 

2,300 sheets Max media capacity 

Trusted security- Keep documents safe 

Connectivity -Work with mobile devices  

Monitoring - Easy device & fleet management 

Output - Staple finishing 

 

 

Mercury 

Code 
Product name 

Net component 

size 

Size with tray 

open Weight 

 

Kg 

Additional 

power 

supply 
W D H W D H 

mm mm mm mm mm mm 

5847C005 

imageRUNNER 

ADVANCE DX 

C259i 

519 658 638 852 658 638 47.0  

 Total 519 658 638 852 658 638 -  
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Pricing 
Current Situation 

What you’re currently paying in rental and click charges: 

Device & 

Accessories 

Lease per 

Quarter 
Mono Vol Col Vol Mono CPC Colour CPC Mono £ Colour £ 

imageRUNNER 

ADVANCE C5540i 
£195.57 11770 6454 0.004734 0.023810 £55.72 £153.67 

 £195.57         £55.72 £153.67 

 

Current Cost Per Quarter - Service & Lease 

£404.96 
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CANON Proposed Solution – 5 Year Operating Lease 

What you will be paying in new rental and click charges: 

Device & Accessories 
Lease per 

Quarter 
Mono Vol Col Vol Mono CPC Colour CPC Mono £ Colour £ 

imageRUNNER 

ADVANCE DX C5840i 
£118.81 11770 6454 0.001900 0.015000 £22.36 £96.81 

imageRUNNER 

ADVANCE DX C259i 
£53.99   0.004000 0.01900   

Uniflow 

Implementation 
£50.41 - - - - - - 

Uniflow Monthly 

Subscription 
£26.34 - - - - - - 

 £249.55         £22.36 £96.81 

 

Total Proposed Cost Per Quarter Service & Lease 

£368.72 

 

Total Savings per Quarter 

+ £36.24 

Total Savings per Year 

+ £144.94 
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Why Canon? 
Outstanding Service & Support  

All Canon equipment will be maintained by our directly employed, qualified 

service engineers, with over 450 supporting our customers in the field throughout 

the UK.  They pride themselves on providing our customers with a strong follow-up 

to all service queries, each carrying significant stocks of spare parts and working to 

ISO9001 standards.  

Our current average service response time is four hours across the whole Canon 

fleet, with a targeted two hour fix rate to keep your equipment in excellent working 

order. This outstanding service and support delivers an average machine uptime of 

99.29% and an average first time fix rate of over 96% across all our UK client base. 
 

Canon will provide support and maintenance as standard during Monday to Friday 08:30 -17:30 hours, excluding Bank 

Holidays. If you require regular support outside these times, we can extend these for an additional charge. 

Ensuring outstanding service is the responsibility of me as your Account Manager, and I will be accountable for both the 

operational and business performance of the service and will be your first point of contact for any service related issues.  

This includes organising and leading regular review meetings, ensuring that the agreed contract SLAs are followed and 

improvements to your service are continually looked for. This will include the provision of detailed Management 

Information and Reporting in support of the reviews for: 

Service & Performance 

Contract & Commercial 

Executive Review 

Canon Helpdesk 

The helpdesk will support you to maximise the business benefits and uptime of your Canon solution with a highly 

experienced team including: 

Monitoring and management of your print solution 

Consumables management with eMaintenance for your Multifunctional Devices 

Fleet capacity management services - to ensure that devices operate optimally throughout the life of the service 

Problem and Incident Management 

Installs Moves Adds and Changes (IMACs) 

Software Solutions Support – experienced software expertise based in Reigate 

Telephone Assistance Group 

Supporting the Helpdesk is the Canon Telephone Assistance Group (TAG) - experienced Senior Engineers, specially 

trained to identify and action telephone clearable calls, identifying support calls which may need parts to ensure the 

engineer dispatched to the repair has the required parts, ensuring maximum productivity. 

Customer Liaison Officer 

You will also benefit from a Customer Liaison Office (CLO) who will work with me, acting as a coordinating/facilitating 

resource both pre and post sales. They will provide support with projects, as well as day to day enquiries to help with 

the seamless running of your account and ensure that a high level of communication is kept between you and us 

giving confidence and satisfaction that we are looking after you throughout the term of your contract. 
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Device Monitoring: eMaintenance 

eMaintenance is a Canon software element that is embedded within each MFD, enabling proactive device 

monitoring for Campbell Park Parish Council. Each MFD sends information to us that enable the following additions to 

our service offering: 

Minimises the need for employees to spend 

any time collecting meter readings - they are 

sent automatically to us. 

Smart technology allows the devices to request 

preventative maintenance. 

Proactive consumables management to 

minimise the occurrence of out of toner issues. 

A clear asset database identifying what 

device is where helping you keep control of 

your costs.  

 

eMaintenance will enable Campbell Park Parish Council a level of service provision that will improve the availability of 

all your Canon devices. This solution will provide you with a faster and more proactive service through automated 

machine information transmission directly to our support centre.  

The information also provides our engineers with accurate information about the status of Campbell Park Parish 

Council’s device prior to a service visit. 

eMaintenance automates many of the time-consuming tasks needed to administer network devices. As a result, 

Campbell Park Parish Council can focus on other more pressing activities.  
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Next Steps 
I will give you a call this week to discuss this in more detail. 

 

If you have any questions regarding the above, feel free to call or email me.  

 

I look forward to hearing from you. 

 

Kind Regards, 

 

Irvine Mubare 
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Confidentiality and Disclaimer 
This document and any information contained within it is owned by or licensed to Canon (UK) Limited or a Canon 

group company (“Canon”) and no rights are to be derived from any information contained in it. In addition, this 

document may contain references to, or information regarding, other brands, companies or products which could be 

protected by the proprietary rights of their respective holders. 

Any reproduction of all or part of this document or the references contained within is prohibited without the written 

permission of Canon.   

Under no circumstances will Canon be liable for any indirect or consequential loss, damage or expense (including but 

not limited to loss of profit, loss of goodwill, loss or impact on business or contracts, loss of business opportunity, loss of 

anticipated savings or revenue or loss of corruption of data or information) arising from the use of the information 

contained in this document. 

Where Canon makes any express or implied contractual representation, said representation is subject to a contract 

and the terms and conditions therein. Canon excludes all liability for use of or reliance upon the information contained 

in this document in the absence of a signed contract. 

Irvine Mubare 

Canon (UK) Ltd 

4 Roundwood Avenue 

Stockley Park 

Uxbridge 

UB11 1AF 

Telephone: +44 (0)1895 648 000 

www.canon.co.uk  

http://www.canon.co.uk/
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TERMS OF REFERENCE  
 

FINANCE, ADMINISTRATION & POLICY COMMITTEE 
May 2021 

 
 

General Purpose: The Finance, Administration & Policy Committee (FA&P) 
manages the Council’s financial affairs, oversees the internal administrative 
affairs of the Council and Emergency Response Planning and in particular 
 

1. To prepare by end of October, Finance, Administration & Policy draft 
budget covering all project expenditure for the coming financial year and 
the following 5 financial year(s). 

 
2. To review annually, at the beginning of each financial year, the Financial 

Risk Assessment document; and to minute and impose any action taken to 
manage risk. 

 
3. To review annually, at the beginning of each financial year, the insurance 

needs and requirements of the Parish 
 

4. To receive a monthly report on the Council’s finances; to ensure that all 
expenditure remains in line with agreed budget, where applicable after 
consultation and agreement of the relevant Committee making virement 
of up to £5,000.00 between cost centres/codes.   

 
5. All virements to be reported to Council, with figures in excess of £5,000 

requiring the approval of Council. 
 

6. To prepare in June, a budget consultation questionnaire to be forwarded to 
all households within the Parish and delivered with the autumn edition of 
Homeground. 

 
• To prepare annually, for submission to Council by December of that 

financial year, a draft Council budget for the following financial 
year, which takes into account budgetary requirements received 
from all CPCC Committees and considers the opinions of residents 
of the Parish as recorded in the budget consultation questionnaire. 

• To recommend to December Council, for approval, the precept 
requirement for the following financial year. 

• To inform residents via the precept letter of the outcome of the 
budget questionnaire consultation 

• an extra ordinary Committee meeting to source outside funding for 
projects to be held annually in June 

 
7. To ensure all Committees periodically monitor their budget expenditure 

throughout the year. 
 

8. To have overall responsibility for scrutinising Committee funding requests 
for projects not budgeted for at the beginning of the new financial year by 
Campbell Park Community Committees; with all non-budgeted 
expenditure above £5000 requiring Council approval” 

 
9. External funding must be sought for all projects before applying for 

internal funding. 



May 2021 

 
10.To scrutinise the financial management of all the Council’s properties and 

to ensure correct financial and administrative processes are in place.  
These to include invoicing and collection of funds appertaining to the 
lettings of all Council’s properties, including sports grounds and any future 
additions to Council’s asset portfolio. 

 
11.To direct the financial management of all repairs/alterations to all 

Council’s property portfolio (if not budgeted for at the beginning of 
financial year), whether freehold, leasehold or rented.   

 
12.To set the precept and include budgetary requirements for the following 5 

financial years where necessary. 
 

13.To finalise at the December meeting the precept recommendation to go 
before Council’s December Committee. 

 
14.To prepare in October each year a detailed draft budget covering all 

project expenditure for the coming financial year and the following 5 
financial years. 

 
15.To review annually the Terms of Reference prior to the Annual Meeting of 

Council. 
 

16.To review annually the Freedom of Information Act prior to the Annual 
General Meeting. 

 
17.To review annually the Data Protection Policy prior to the Annual General 

Meeting. 
 

18.To assume sole responsibility of the Business Plan Strategy. 
 

19.To respond to financial consultations from outside bodies. 
 

20.To be responsible for Democratic services and councillor training. 
 

21.To be responsible for the continuous professional development and welfare 
of Councillors. 

 
22.To prepare Campbell Park Community Council, for the event of any 

Emergency in particular: 
• To list all possible emergencies. 
• To prioritise emergencies. 
• To list and engage partners. 
• To undertake any necessary research. 
• To ensure plan is regularly revisited and updated. 

 
 



 

 
 

 

 

 

 
 
 
 

 
 

 
 
 

 

Financial Regulations 
 

Adopted by Council at the Meeting of Council on the 
 17 September 2024 
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These Financial Regulations were adopted by the council at its meeting held on 17 

September 2024. 

 

  



 

1. General   

1.1. These Financial Regulations govern the financial management of the council and 

may only be amended or varied by resolution of the council. They are one of the 

council’s governing documents and shall be observed in conjunction with the 

council’s Standing Orders.  

1.2. Councillors are expected to follow these regulations and not to entice employees to 

breach them. Failure to follow these regulations brings the office of councillor into 

disrepute. 

1.3. Wilful breach of these regulations by an employee may result in disciplinary 

proceedings. 

1.4. In these Financial Regulations: 

• ‘Accounts and Audit Regulations’ means the regulations issued under Sections 

32, 43(2) and 46 of the Local Audit and Accountability Act 2014, or any 

superseding legislation, and then in force, unless otherwise specified.  

• “Approve” refers to an online action, allowing an electronic transaction to take 

place. 

• “Authorise” refers to a decision by the council, or a committee or an officer, to 

allow something to happen. 

• ‘Proper practices’ means those set out in The Practitioners’ Guide  

• Practitioners’ Guide refers to the guide issued by the Joint Panel on 

Accountability and Governance (JPAG) and published by NALC in England or 

Governance and Accountability for Local Councils in Wales – A Practitioners 

Guide jointly published by One Voice Wales and the Society of Local Council 

Clerks in Wales. 

• ‘Must’ and bold text refer to a statutory obligation the council cannot change.  

• ‘Shall’ refers to a non-statutory instruction by the council to its members and 

staff. 

 

1.5. The Responsible Financial Officer (RFO) holds a statutory office, appointed by the 

council. The RFO; 

• acts under the policy direction of the council; 

• administers the council's financial affairs in accordance with all Acts, 
Regulations and proper practices; 

• determines on behalf of the council its accounting records and control systems; 

• ensures the accounting control systems are observed; 

• ensures the accounting records are kept up to date; 

• seeks economy, efficiency and effectiveness in the use of council resources; 
and 

• produces financial management information as required by the council. 

 

 



 

1.6. The council must not delegate any decision regarding: 

• setting the final budget or the precept (council tax requirement); 

• the outcome of a review of the effectiveness of its internal controls 

• approving accounting statements; 

• approving an annual governance statement; 

• borrowing; 

• declaring eligibility for the General Power of Competence; and 

• addressing recommendations from the internal or external auditors  

 

1.7. In addition, the council shall: 

• determine and regularly review the bank mandate for all council bank accounts; 

• authorise any grant or single commitment in excess of £5,000; 

 

2. Risk management and internal control 

2.1. The council must ensure that it has a sound system of internal control, which 

delivers effective financial, operational and risk management.  

2.2. The Clerk with the RFO shall prepare, for approval by the council, a risk 

management policy covering all activities of the council. This policy and 

consequential risk management arrangements shall be reviewed by the council at 

least annually.  

2.3. When considering any new activity, the Clerk with the RFO shall prepare a draft risk 

assessment including risk management proposals for consideration by the council.  

2.4. At least once a year, the council must review the effectiveness of its system 

of internal control, before approving the Annual Governance Statement.   

2.5. The accounting control systems determined by the RFO must include 

measures to: 

• ensure that risk is appropriately managed;  

• ensure the prompt, accurate recording of financial transactions; 

• prevent and detect inaccuracy or fraud; and 

• allow the reconstitution of any lost records; 

• identify the duties of officers dealing with transactions and  

• ensure division of responsibilities. 

 

2.6. At least once in each quarter, and at each financial year end, a member other than 

the Chair shall be appointed to verify bank reconciliations (for all accounts) 



 

produced by the RFO. The member shall sign and date the reconciliations and the 

original bank statements (or similar document) as evidence of this. This activity, 

including any exceptions, shall be reported to and noted by the Finance, 

Administration & Policy Committee. 

2.7. Regular back-up copies shall be made of the records on any council computer and 

stored either online or in a separate location from the computer.  The council shall 

put measures in place to ensure that the ability to access any council computer is 

not lost if an employee leaves or is incapacitated for any reason. 

 

3. Accounts and audit 

3.1. All accounting procedures and financial records of the council shall be determined 

by the RFO in accordance with the Accounts and Audit Regulations.  

3.2. The accounting records determined by the RFO must be sufficient to explain 

the council’s transactions and to disclose its financial position with 

reasonably accuracy at any time.  In particular, they must contain: 

• day-to-day entries of all sums of money received and expended by the 

council and the matters to which they relate; 

• a record of the assets and liabilities of the council; 

3.3. The accounting records shall be designed to facilitate the efficient preparation of the 

accounting statements in the Annual Governance and Accountability Return. 

3.4. The RFO shall complete and certify the annual Accounting Statements of the 

council contained in the Annual Governance and Accountability Return in 

accordance with proper practices, as soon as practicable after the end of the 

financial year.  Having certified the Accounting Statements, the RFO shall submit 

them (with any related documents) to the council, within the timescales required by 

the Accounts and Audit Regulations. 

3.5. The council must ensure that there is an adequate and effective system of 

internal audit of its accounting records and internal control system in 

accordance with proper practices.  

3.6. Any officer or member of the council must make available such documents 

and records as the internal or external auditor consider necessary for the 

purpose of the audit and shall, as directed by the council, supply the RFO, internal 

auditor, or external auditor with such information and explanation as the council 

considers necessary. 

3.7. The internal auditor shall be appointed by the council and shall carry out their work 

to evaluate the effectiveness of the council’s risk management, control and 

governance processes in accordance with proper practices specified in the 

Practitioners’ Guide. 

3.8. The council shall ensure that the internal auditor: 

• is competent and independent of the financial operations of the council; 



 

• reports to council in writing, or in person, on a regular basis with a minimum of 

one written report during each financial year; 

• can demonstrate competence, objectivity and independence, free from any 

actual or perceived conflicts of interest, including those arising from family 

relationships; and 

• has no involvement in the management or control of the council 

3.9. Internal or external auditors may not under any circumstances: 

• perform any operational duties for the council; 

• initiate or approve accounting transactions; 

• provide financial, legal or other advice including in relation to any future 

transactions; or 

• direct the activities of any council employee, except to the extent that such 

employees have been appropriately assigned to assist the internal auditor. 

3.10. For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and 

‘independence’ shall have the same meaning as described in The Practitioners 

Guide. 

3.11. The RFO shall make arrangements for the exercise of electors’ rights in relation to 

the accounts, including the opportunity to inspect the accounts, books, and 

vouchers and display or publish any notices and documents required by the Local 

Audit and Accountability Act 2014, or any superseding legislation, and the Accounts 

and Audit Regulations. 

3.12. The RFO shall, without undue delay, bring to the attention of all councillors any 

correspondence or report from internal or external auditors. 

4. Budget and precept 

4.1. Before setting a precept, the council must calculate its council tax 

requirement for each financial year by preparing and approving a budget, in 

accordance with The Local Government Finance Act 1992 or succeeding 

legislation. 

4.2. Budgets for salaries and wages, including employer contributions shall be reviewed 

by the council at least annually in December for the following financial year and the 

final version shall be evidenced by a hard copy schedule signed by the Clerk and 

the Chair of the Council. The RFO will inform committees of any salary implications 

before they consider their draft their budgets.  

4.3. No later than November each year, the RFO and Clerk shall prepare a draft budget 

with detailed estimates of all income and expenditure for the following financial year 

along with a forecast for the following four financial years, taking account of the 

lifespan of assets and cost implications of repair or replacement. 

4.4. Unspent budgets for completed projects shall not be carried forward to a 

subsequent year. Unspent funds for partially completed projects may only be 



 

carried forward by placing them in an earmarked reserve with the formal approval of 

the full council. 

4.5. Each committee shall review its draft budget and submit any proposed amendments 

to the Finance, Administration & Policy Committee not later than the end of October 

each year.  

4.6. The draft budget with any committee proposals and four-year forecast, including 

any recommendations for the use or accumulation of reserves, shall be considered 

by the Finance, Administration & Policy committee and a recommendation made to 

the council. 

4.7. Having considered the proposed budget and four-year forecast, the council shall 

determine its council tax requirement by setting a budget.  The council shall set a 

precept for this amount no later than the end of January for the ensuing financial 

year.   

4.8. Any member with council tax unpaid for more than two months is prohibited 

from voting on the budget or precept by Section 106 of the Local Government 

Finance Act 1992 and must and must disclose at the start of the meeting that 

Section 106 applies to them. 

4.9. The RFO shall issue the precept to the billing authority no later than the end of 

February and supply each member with a copy of the agreed annual budget.  

4.10. The agreed budget provides a basis for monitoring progress during the year by 

comparing actual spending and income against what was planned.  

4.11. Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the 

council. 

5. Procurement 

5.1. Members and officers are responsible for obtaining value for money at all 

times. Any officer procuring goods, services or works should ensure, as far as 

practicable, that the best available terms are obtained, usually by obtaining prices 

from several suppliers. 

5.2. The RFO should verify the lawful nature of any proposed purchase before it is made 

and in the case of new or infrequent purchases, should ensure that the legal power 

being used is reported to the meeting at which the order is authorised and also 

recorded in the minutes.  

5.3. Every contract shall comply with these the council’s Standing Orders and these 

Financial Regulations and no exceptions shall be made, except in an emergency.  

5.4. For a contract for the supply of goods, services or works where the estimated 

value will exceed the thresholds set by Parliament, the full requirements of 

The Public Contracts Regulations 2015 or any superseding legislation (“the 

Legislation”), must be followed in respect of the tendering, award and 

notification of that contract. 

5.5. Where the estimated value is below the Government threshold, the council shall 

(with the exception of items listed in paragraph 5.12) obtain prices as follows:  



 

5.6. For contracts estimated to exceed £60,000 including VAT, the Clerk shall seek 

formal tenders from at least three suppliers agreed by the council or advertise an 

open invitation for tenders in compliance with any relevant provisions of the 

legislation. Tenders shall be invited in accordance with Appendix 1. 

 

5.7. For contracts estimated to be over £30,000 including VAT, the council must 

comply with any requirements of the Legislation1 regarding the advertising of 

contract opportunities and the publication of notices about the award of 

contracts. 

5.8. For contracts greater than £3,000 excluding VAT the Clerk or RFO shall seek at 

least [3] fixed-price quotes;  

5.9. where the value is between £500 and £3,000 excluding VAT, the Clerk or RFO shall 

try to obtain 3 estimates which might include evidence of online prices, or recent 

prices from regular suppliers. 

5.10. For smaller purchases, the Clerk or RFO shall seek to achieve value for money. 

5.11. Contracts must not be split into smaller lots to avoid compliance with these 

rules. 

5.12.  The requirement to obtain competitive prices in these regulations need not apply to 

contracts that relate to items (i) to (iv) below:  

i. specialist services, such as legal professionals acting in disputes; 

ii. repairs to, or parts for, existing machinery or equipment; 

iii. works, goods or services that constitute an extension of an existing contract; 

iv. goods or services that are only available from one supplier or are sold at a 

fixed price. 

5.13. When applications are made to waive this financial regulation to enable a price to 

be negotiated without competition, the reason should be set out in a 

recommendation to the council . Avoidance of competition is not a valid reason.  

5.14. The council shall not be obliged to accept the lowest or any tender, quote or 

estimate.  

5.15. Individual purchases within an agreed budget for that type of expenditure may be 

authorised by: 

• the Clerk or RFO, under delegated authority, for any items below [£500] 

excluding VAT.  

• the Clerk, in consultation with the Chair of the Council or Chair of the appropriate 

committee, for any items below £2,000 excluding VAT. 

 

 

1 The Regulations require councils to use the Contracts Finder website if they advertise contract opportunities and also to publicise the 

award of contracts over £30,000 including VAT, regardless of whether they were advertised. 



 

• A duly delegated committee of the council for all items of expenditure within their 

delegated budgets for items under £5,000 excluding VAT. 

• in respect of grants, a duly authorised committee within any limits set by council 

and in accordance with any policy statement agreed by the council.  

• the council for all items over £5,000;  

Such authorisation must be supported by a minute (in the case of council or 

committee decisions) or other auditable evidence trail. 

5.16. No individual member, or informal group of members may issue an official order, or 

make any contract on behalf of the council. 

5.17. No expenditure may be authorised that will exceed the budget for that type of 

expenditure other than by resolution of the council, or a duly delegated committee 

acting within its Terms of Reference, except in an emergency. 

5.18. In cases of serious risk to the delivery of council services or to public safety on 

council premises, the clerk may authorise expenditure of up to £5,000 excluding 

VAT on repair, replacement or other work that in their judgement is necessary, 

whether or not there is any budget for such expenditure. The Clerk shall report such 

action to the Chair as soon as possible and to the council as soon as practicable 

thereafter. 

5.19. No expenditure shall be authorised, no contract entered into or tender accepted in 

relation to any major project, unless the council is satisfied that the necessary funds 

are available and that where a loan is required, Government borrowing approval 

has been obtained first. 

5.20. An official order or letter shall be issued for all work, goods and services above 

£250 excluding VAT, unless a formal contract is to be prepared or an official order 

would be inappropriate. Copies of orders shall be retained, along with evidence of 

receipt of goods. 

5.21. Any ordering system can be misused and access to them shall be controlled by the 

RFO. 

6. Banking and payments 

6.1. The council's banking arrangements, including the bank mandate, shall be made by 

the RFO and authorised by the council; banking arrangements shall not be 

delegated to a committee. The council has resolved to bank with Unity Trust Bank 

and CCLA.  The arrangements shall be reviewed annually for security and 

efficiency.  

6.2. The council must have safe and efficient arrangements for making payments, to 

safeguard against the possibility of fraud or error.  Wherever possible, more than 

one person should be involved in any payment, for example by dual online 

authorisation. Even where a purchase has been authorised, the payment must also 

be authorised and only authorised payments shall be approved or signed to allow 

the funds to leave the council’s bank. 



 

6.3. All invoices for payment should be examined for arithmetical accuracy, analysed to 

the appropriate expenditure heading and verified to confirm that the work, goods or 

services were received, checked and represent expenditure previously authorised 

by the council before being certified by the RFO.  

6.4. Personal payments (including salaries, wages, expenses and any payment made in 

relation to the termination of employment) may be summarised to avoid disclosing 

any personal information.  

6.5. All payments shall be made by online banking, in accordance with a resolution of 

the council or a delegated decision by an officer, unless the council resolves to use 

a different payment method. 

6.6. For each year the RFO may draw up a schedule of regular payments due in relation 

to a continuing contract or obligation (such as Salaries, PAYE, National Insurance, 

pension contributions, rent, rates, regular maintenance contracts and similar items), 

which the Finance, Administration & Policy committee may authorise in advance.  

6.7. A list of such payments shall be reported to the next appropriate meeting of 

Finance, Administration & Policy Committee for information only. 

6.8. The Clerk and RFO shall have delegated authority to authorise payments in the 

following circumstances: 

i. any payments of up to £500 excluding VAT, within an agreed budget. 

ii. payments of up to £5,000 excluding VAT in cases of serious risk to the 

delivery of council services or to public safety on council premises.  

iii. any payment necessary to avoid a charge under the Late Payment of 

Commercial Debts (Interest) Act 1998, or to comply with contractual terms, 

where the due date for payment is before the next scheduled meeting of the 

council, where the Clerk and RFO certify that there is no dispute or other 

reason to delay payment, provided that a list of such payments shall be 

submitted to the next appropriate meeting of Finance, Administration & Policy 

committee.  

iv. Fund transfers within the councils banking arrangements up to the sum of 

£10,000, provided that a list of such payments shall be submitted to the next 

appropriate meeting of Finance, Administration & Policy committee.  

6.9. The RFO shall present a schedule of payments, forming part of the agenda for the 

meeting of the Finance, Administration & Policy committee. The Finance, 

Administration & Policy committee. A detailed list of all payments shall be disclosed 

within or as an attachment to the minutes of that meeting. 

7. Electronic payments  

7.1. Where internet banking arrangements are made with any bank, the RFO shall be 

appointed as the Service Administrator. The bank mandate agreed by the council 

shall identify a number of councillors who will be authorised to approve transactions 

on those accounts and a minimum of two people will be involved in any online 

approval process.   



 

7.2. All authorised signatories shall have access to view the council’s bank accounts 

online.  

7.3. No employee or councillor shall disclose any PIN or password, relevant to the 

council or its banking, to anyone not authorised in writing by the council or a duly 

delegated committee. 

7.4. The Service Administrator shall set up all items due for payment online.  A list of 

payments for approval, shall be sent to two authorised signatories. 

7.5. In the prolonged absence of the Service Administrator the clerk shall set up any 

payments due before the return of the Service Administrator. 

7.6. Two councillors who are authorised signatories shall check the payment details 

against the invoices before approving each payment using the online banking 

system. 

7.7. Evidence shall be retained showing which members approved the payment online 

and a printout of the transaction confirming that the payment has been made shall 

be appended to the invoice for audit purposes. 

7.8. A full list of all payments made in a month shall be provided to the next Finance, 

Administration & Policy committee meeting and appended to the minutes. 

7.9. With the approval of the council in each case, regular payments (such as gas, 

electricity, telephone, broadband, water, National Non-Domestic Rates, refuse 

collection, pension contributions and HMRC payments) may be made by variable 

direct debit, provided that the instructions are approved online by two authorised 

members. The approval of the use of each variable direct debit shall be reviewed by 

the council at least every two years.  

7.10. Payment may be made by BACS or CHAPS by resolution of the council provided 

that each payment is approved online by two authorised bank signatories, evidence 

is retained and any payments are reported to the council at the next meeting. The 

approval of the use of BACS or CHAPS shall be renewed by resolution of the 

council at least every two years.  

7.11. If thought appropriate by the council, regular payments of fixed sums may be made 

by banker’s standing order, provided that the instructions are approved online by 

two members, evidence of this is retained and any payments are reported to council 

when made. The approval of the use of a banker’s standing order shall be reviewed 

by the council at least every two years.  

7.12. Account details for suppliers may only be changed upon written notification by the 

supplier verified by the Clerk and the RFO or a member.  This is a potential area for 

fraud and the individuals involved should ensure that any change is genuine.  Data 

held should be checked with suppliers every two years.  

7.13. Members and officers shall ensure that any computer used for the council’s 

financial business has adequate security, with anti-virus, anti-spyware and firewall 

software installed and regularly updated. 



 

7.14. Remembered password facilities ,other than secure password stores requiring 

separate identity verification, should not be used on any computer used for council 

banking.  

8. Cheque payments 

8.1. Cheques or orders for payment in accordance in accordance with a resolution or 

delegated decision shall be signed by two members.  

8.2. A signatory having a family or business relationship with the beneficiary of a 

payment shall not, under normal circumstances, be a signatory to that payment. 

8.3. To indicate agreement of the details on the cheque with the counterfoil and the 

invoice or similar documentation, the signatories shall also initial the cheque 

counterfoil and invoice. 

8.4. Cheques or orders for payment shall not normally be presented for signature other 

than at, or immediately before or after a council meeting. Any signatures obtained 

away from council meetings shall be reported to the Finance, Administration & 

Policy committee at the next convenient meeting. 

9. Payment cards 

9.1. Any Debit Card issued for use will be specifically restricted to the Clerk and RFO, 

and will also be restricted to a single transaction maximum value of £500 unless 

authorised by council or Finance, Administration & Policy Committee in writing 

before any order is placed. 

9.2. A pre-paid debit card may be issued to employees with varying limits. These limits 

will be set by the council. Transactions and purchases made will be reported to the 

council and authority for topping-up shall be at the discretion of the council. 

9.3. Any corporate credit card or trade card account opened by the council will be 

specifically restricted to use by the Clerk, RFO, Deputy Clerk and Estates Manager 

and will also be restricted to a single transaction maximum value of £500.  Any 

balance shall be paid in full each month.  

9.4. Personal credit or debit cards of members or staff shall not be used except for 

expenses up to £250 including VAT, incurred in accordance with council policy.  

10. Petty Cash 

10.1. The RFO shall maintain a petty cash float of £250 and may provide petty cash to 

officers for the purpose of defraying operational and other expenses.   

a) Vouchers for payments made from petty cash shall be kept, along with receipts to 
substantiate every payment. 

b) Cash income received must not be paid into the petty cash float but must be 
separately banked, as provided elsewhere in these regulations. 

c) Payments to maintain the petty cash float shall be shown separately on any 
schedule of payments presented for approval. 

 

 



 

11. Payment of salaries and allowances 

11.1. As an employer, the council must make arrangements to comply with the 

statutory requirements of PAYE legislation. 

11.2. Councillors allowances (where paid) are also liable to deduction of tax under 

PAYE rules and must be taxed correctly before payment.  

11.3. Salary rates shall be agreed by the council, or a duly delegated committee. No 

changes shall be made to any employee’s gross pay, emoluments, or terms and 

conditions of employment without the prior consent of the council. 

11.4. Payment of salaries shall be made, after deduction of tax, national insurance, 

pension contributions and any similar statutory or discretionary deductions, on the 

dates stipulated in employment contracts. 

11.5. Deductions from salary shall be paid to the relevant bodies within the required 

timescales, provided that each payment is reported, as set out in these regulations 

above. 

11.6. Each payment to employees of net salary and to the appropriate creditor of the 

statutory and discretionary deductions shall be recorded in a payroll control account 

or other separate confidential record, with the total of such payments each calendar 

month reported in the cashbook.  Payroll reports will be reviewed by Finance, 

Administration & Policy committee to ensure that the correct payments have been 

made. 

11.7. Any termination payments shall be supported by a report to the council, setting out 

a clear business case. Termination payments shall only be authorised by the full 

council. 

11.8. Before employing interim staff, the council must consider a full business case.  

12. Loans and investments 

12.1. Any application for Government approval to borrow money and subsequent 

arrangements for a loan must be authorised by the full council and recorded in the 

minutes. All borrowing shall be in the name of the council, after obtaining any 

necessary approval.   

12.2. Any financial arrangement which does not require formal borrowing approval from 

the Secretary of State (such as Hire Purchase, Leasing of tangible assets or loans 

to be repaid within the financial year) must be authorised by the full council, 

following a written report on the value for money of the proposed transaction. 

12.3. The council shall consider the requirement for an Investment Strategy and Policy in 

accordance with Statutory Guidance on Local Government Investments, which must 

written be in accordance with relevant regulations, proper practices and guidance. 

Any Strategy and Policy shall be reviewed by the council at least annually.  

12.4. All investment of money under the control of the council shall be in the name of the 

council. 

12.5. All investment certificates and other documents relating thereto shall be retained in 

the custody of the RFO. 



 

12.6. Payments in respect of short term or long-term investments, including transfers 

between bank accounts held in the same bank, shall be made in accordance with 

these regulations. 

13. Income 

13.1. The collection of all sums due to the council shall be the responsibility of and under 

the supervision of the RFO. 

13.2. The council will review all fees and charges for work done, services provided, or 

goods sold at least annually as part of the budget-setting process, following a report 

of the Clerk.  The RFO shall be responsible for the collection of all amounts due to 

the council. 

13.3. Any sums found to be irrecoverable and any bad debts shall be reported to the 

council by the RFO and shall be written off in the year. The council’s approval shall 

be shown in the accounting records.  

13.4. All sums received on behalf of the council shall be deposited intact with the 

council's bankers, with such frequency as the RFO considers necessary.  The origin 

of each receipt shall clearly be recorded on the paying-in slip or other record. 

13.5. Personal cheques shall not be cashed out of money held on behalf of the council. 

13.6. The RFO shall ensure that VAT is correctly recorded in the council’s accounting 

software and that any VAT Return required is submitted form the software by the 

due date. 

13.7. Any income that is the property o fa charitable trust shall be paid into a charitable 

bank account.  Instructions for the payment of funds due from the charitable trust to 

the council (to meet expenditure already incurred by the authority) will be given by 

the Managing Trustees of the charity meeting separately from any council meeting. 

14. Payments under contracts for building or other construction works 

14.1. Where contracts provide for payment by instalments the RFO shall maintain a 

record of all such payments, which shall be made within the time specified in the 

contract based on signed certificates from the architect or other consultant engaged 

to supervise the works.  

14.2. Any variation of, addition to or omission from a contract must be authorised by the 

Clerk to the contractor in writing, with the council being informed where the final 

cost is likely to exceed the contract sum by 5% or more, or likely to exceed the 

budget available. 

15. Stores and equipment 

15.1. The officer in charge of each section shall be responsible for the care and custody 

of stores and equipment in that section. 

15.2. Delivery notes shall be obtained in respect of all goods received into store or 

otherwise delivered and goods must be checked as to order and quality at the time 

delivery is made. 



 

15.3. Stocks shall be kept at the minimum levels consistent with operational 

requirements. 

15.4. The RFO shall be responsible for periodic checks of stocks and stores, at least 

annually and may delegate the task to another member of staff. 

16. Assets, properties and estates 

16.1. The Clerk shall make arrangements for the safe custody of all title deeds and Land 

Registry Certificates of properties held by the council.  

16.2. The RFO shall ensure that an appropriate and accurate Register of Assets and 

Investments is kept up to date, with a record of all properties held by the council, 

their location, extent, plan, reference, purchase details, nature of the interest, 

tenancies granted, rents payable and purpose for which held, in accordance with 

Accounts and Audit Regulations.   

16.3. The continued existence of tangible assets shown in the Register shall be verified at 

least annually, possibly in conjunction with a health and safety inspection of assets. 

16.4. No interest in land shall be purchased or otherwise acquired, sold, leased or 

otherwise disposed of without the authority of the council, together with any other 

consents required by law.  In each case a written report shall be provided to council 

in respect of valuation and surveyed condition of the property (including matters 

such as planning permissions and covenants) together with a proper business case 

(including an adequate level of consultation with the electorate where required by 

law). 

No tangible movable property shall be purchased or otherwise acquired, sold, 

leased or otherwise disposed of, without the authority of the council, together with 

any other consents required by law, except where the estimated value of any one 

item does not exceed £500.  In each case a written report shall be provided to 

council with a full business case. 

 

17. Insurance 

17.1. The RFO shall keep a record of all insurances effected by the council and the 

property and risks covered, reviewing these annually before the renewal date in 

conjunction with the council’s review of risk management. 

17.2. The Clerk shall give prompt notification to the RFO of all new risks, properties or 

vehicles which require to be insured and of any alterations affecting existing 

insurances. 

17.3. The RFO shall be notified of any loss, liability, damage or event likely to lead to a 

claim, and shall report these to the council at the next available meeting. The RFO 

shall negotiate all claims on the council's insurers in consultation with the Clerk. 

17.4. All appropriate members and employees of the council shall be included in a 

suitable form of security or fidelity guarantee insurance which shall cover the 

maximum risk exposure as determined annually by the council, or duly delegated 

committee. 



 

18. [Charities] 

18.1. Where the council is sole managing trustee of a charitable body the Clerk and RFO 

shall ensure that separate accounts are kept of the funds held on charitable trusts 

and separate financial reports made in such form as shall be appropriate, in 

accordance with Charity Law and legislation, or as determined by the Charity 

Commission. The Clerk and RFO shall arrange for any audit or independent 

examination as may be required by Charity Law or any Governing Document. 

 

19. Suspension and revision of Financial Regulations 

19.1. The council shall review these Financial Regulations annually and following any 

change of clerk or RFO.  The Clerk and RFO shall monitor changes in legislation or 

proper practices and advise the council of any need to amend these Financial 

Regulations.  

19.2. The council may, by resolution duly notified prior to the relevant meeting of council, 

suspend any part of these Financial Regulations, provided that reasons for the 

suspension are recorded and that an assessment of the risks arising has been 

presented to all members. Suspension does not disapply any legislation or permit 

the council to act unlawfully.  

19.3. The council may temporarily amend these Financial Regulations by a duly notified 

resolution, to cope with periods of absence, local government reorganisation, 

national restrictions or other exceptional circumstances.  

  



 

Appendix 1 - Tender process 

1) Any invitation to tender shall state the general nature of the intended contract and the 

Clerk shall obtain the necessary technical assistance to prepare a specification in 

appropriate cases.  

2) The invitation shall in addition state that tenders must be addressed to the Clerk in 

the ordinary course of post, unless an electronic tendering process has been agreed 

by the council.  

3) Where a postal process is used, each tendering firm shall be supplied with a 

specifically marked envelope in which the tender is to be sealed and remain sealed 

until the prescribed date for opening tenders for that contract.  All sealed tenders 

shall be opened at the same time on the prescribed date by the Clerk in the presence 

of at least one member of council. 

4) Where an electronic tendering process is used, the council shall use a specific email 

address that will be monitored to ensure that nobody accesses any tender before the 

expiry of the deadline for submission.  

5) Any invitation to tender issued under this regulation shall be subject to Standing 

Order 18 and shall refer to the terms of the Bribery Act 2010. 

6) Where the council, or duly delegated committee, does not accept any tender, quote 

or estimate, the work is not allocated and the council requires further pricing, no 

person shall be permitted to submit a later tender, estimate or quote who was present 

when the original decision-making process was being undertaken.  
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Investment Strategy  

 
Under section 15(1)(a) of the Local Government Act 2003, the Secretary of State 
Secretary of State for Local Government has issued “Statutory Guidance on Local 
Government Investments”. Parish councils are required to “have regard” to the 

guidance and for each financial year Parish Councils with investments over 
£100,000 are required to prepare an Investment Strategy (“the Strategy”).  

This Parish Council Investment Strategy complies (as appropriate) with the revised 
requirements set out in the revised Guidance on Local Government investments 
issued by Secretary of State Secretary of State for Local Government in 2018.  

When making investments over £100,000, the Council is required to adopt the 
Guidance in full and to put an investment strategy into place.  

Campbell Park Community Council acknowledges the importance of prudently 
investing surplus funds held on behalf of the community. All investments will be 
made in line with the Council’s financial procedures and observations or advice 

received from the Council’s internal and external auditors, supported as necessary 
by advice from the Council’s financial advisors.  

The Council will ensure it has adequate, though not excessive, cash resources, 
overdraft or standby facilities to enable it at all times to have the level of funds 
available which are necessary for the achievement of its service objectives.  

For treasury management and other financial investments, the council is required 
to prioritise SECURITY, LIQUIDITY and YIELD in that order of importance  

Investment Objectives  
 
1. The Council’s investment priorities are the security of reserves and adequate 

liquidity of its investments.  
 

2. The Council will then aim to maximise income from its investments 

commensurate with proper levels of security and liquidity.  
 

3. The Council will seek to ensure that investment income is consistent one year 
to the next.  

 
4. Where external investment managers are used, they will be contractually 

required to comply with this Strategy.  

 
5. In balancing risk against return, this Council is more concerned with avoiding 

risks than maximising returns.  
 
6. All investments will be in sterling.  

 
7.  The council does not make any loans.  
 

Specified Investments  
 
Specified investments are those offering high security and high liquidity, made in 

sterling and maturation of no more than a year. Such short-term investments made 
with the UK Government or a local authority or town or parish council will 

automatically be Specified Investments.  
For prudent management of its treasury balances, maintaining sufficient levels of 
security and liquidity, Campbell Park Community Council will use:  
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▪ Deposits with banks, building societies, local authorities or other public 
authorities.  

▪ Other recognised funds specifically targeted at the Public Sector.  
▪ The choice of institution and length of deposit will be subject to approval by the 

Finance Administration & Policy Committee.  

 

Non-Specified Investments  
 
These investments have greater potential risk such as investments in the money 
market, stocks and shares. The Council will use the services of an appointed FSA 

accredited financial advisor on the investment of these funds. The choice of 
investment company will be reviewed within the first year of every new 

administration following an election or more frequently if the performance of the 
investments is not meeting the required objectives  
Long term investments, defined as greater than 36 months, will, if considered 

appropriate, be used to support the 3-5 year Capital Programme which will be 
reviewed and agreed annually. Capital growth of the fund should be maximised but 

at least equal to RPI whilst being consistent with the required level of security and 
all other public investment criteria.  

The Council will expect the investment to be in a balanced portfolio that will yield a 
consistent income/growth year on year whilst having regard to the Council’s 
objectives and security of its investments. When considering any investments, this 

Council will be encouraged to consider social, ethical and/or environmental factors 
or criteria when selecting, retaining or disposing of assets.  
 

End of Year Investment Report  
 
At the end of each financial year the Responsible Financial Officer will present a 

report on the Investment activity to Full Council.  
 

Review and Amendment of Regulations  
 
This Strategy will be reviewed annually by the Finance, Administration & Policy 
Committee. The Committee reserves the right to make variations to the Strategy at 

any time, subject to the approval of the Full Council.  

Campbell Park Community Council Investments  
 
The Council invests in a number of low risk cash deposit accounts. At 31 March 
2020 the council held the following investments.  

 
Parish Councils deposits are normally covered by the Financial Services 
Compensations Scheme which pays out a maximum of £85,000 for each or banking 

group.  However, cover under the scheme is restricted to those Councils whose 
income is less than 500,000 Euros which means that CPPC deposits are not eligible. 
 
Investment   Amount Security Liquidity  Yield 
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HSBC Current A/C  £117K  High  High - no  Low – 0% 

        Notice 
 

HSBC Money Manager £618K  High  High – no   Low – 0.2% 
A/C        notice 
 

Public Sector Deposit £406K  High  High – no  Low – 0.1% 
Fund A/C       notice    

 
Metro Bank A/C  £31K  High  High – no   Low – 0% 
        notice 

 
Subsequent to 2020 the following banking changes took place:- 

 
Both HSBC bank accounts were closed down and the funds were moved to Unity 

Trust Bank. 
 
Metro Bank will be closed down in the current financial year 

 

Options for Consideration 
 

The Local Authorities Property Fund 
 

For longer term investments, the Council could consider investing in The Local 
Authorities Property Fund managed by the CCLA.  The fund is exclusively for local 

authorities and other public sector organisations to invest in commercial and 
industrial property on a collective basis so as to obtain a spread of risk with 

constant expert property management.  The fund aims to provide investors with a 
high level of income and long-term capital appreciation. 
 

At 30th September 2018 the fund size was £1.048 Billion and the total annual return 
was 7.61% 

 
Investment   Security  Liquidity  Yield 

 
Local Authorities’  Medium to  High   High – 7.61% 
Property Fund  High 
 

 
RECOMMENDATION: That the council:  

 
• Consider investing in The Local Authorities’ Property Fund for long term deposits  
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Introduction 
 
The Data Protection Directive 95/46/EC has been in force in UK law since 2000. The 
directive and resulting UK law will be replaced by Regulation (EU) 2016/679 in 2018, 
known as GDPR. 
 
The Privacy and Electronic Communications Regulation, known as PECR, has been in 
place since 2003 and became enforceable by the ICO in the UK in 2011. The ICO can 
enforce punitive monetary penalties for breaches of PECR, GDPR regulations or the UK 
DPA. 
 
Campbell Park Community Council is fully committed to comply with the requirements 
of the Data Protection Act 1998 (“the Act”), which came into force on the 1st March 
2000. This UK law is superseded by the EU General Data Protection Regulation on May 
25, 2018. Furthermore, the EU Privacy in Electronic Communication Regulations have 
been in force in the UK since 2003. The two pieces of legislation combined give 
protection to all living EU citizens on how their personal data is processed, shared and 
used by public organisations, charities, local government and businesses. 
 
The Council will therefore follow policy and procedures that aim to ensure that all 
employees, elected or co-opted members, contractors, agents, consultants, partners 
or other servants of the council who have access to any personal data held by or on 
behalf of the Council, are fully aware of and abide by their duties and responsibilities 
under the data protection and privacy legislation that is currently in force. 

Statement of policy 
 
In order to operate efficiently, The Community Council has to collect and use 
information about people with whom it works. These may include members of the 
public, current, past and prospective employees, clients and customers, and suppliers. 
In addition, it may be required by law to collect and use information in order to comply 
with the requirements of central government. This personal information must be 
handled and dealt with properly, however it is collected, recorded and used, and 
whether it be on paper, in computer records or recorded by any other means there are 
safeguards within the legislation to ensure this. 
 
The Community Council regards the lawful and correct treatment of personal 
information as very important to its successful operations and to maintaining 
confidence between the Council and those with whom it carries out business. The 
Council will ensure that it treats personal information lawfully, fairly and correctly. 
To this end the Council fully endorses and adheres to the Principles of Data Protection 
as set out in the current legislation. 

The principles of data protection 
 
The legislation stipulates that anyone processing personal data must comply with Eight 
Principles of data protection law. These principles are legally enforceable and may in 
some cases attract monetary penalty or criminal proceedings if ignored or not followed. 
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In the UK, enforcement is the responsibility of the Information Commissioners Office. 
This UK government agency also provides all the documentation and advice required to 
enable organisations such as Community Councils to fully comply. 
 
The principles require that personal information: 
 
1. Shall be processed fairly and lawfully and in particular, shall not be processed unless 
specific conditions are met; 
2. Shall be obtained only for one or more specified and lawful purposes and shall not be 
further processed in any manner incompatible with that purpose or those purposes; 
3. Shall be adequate, relevant and not excessive in relation to the purpose or purposes 
for which it is processed; 
4. Shall be accurate and where necessary, kept up to date; 
5. Shall not be kept for longer than is necessary for that purpose or those purposes; 
6. Shall be processed in accordance with the rights of data subjects under the Act; 
7. Shall be kept secure i.e. protected by an appropriate degree of security; 
8. Shall not be transferred to a country or territory outside the European Economic Area, 
unless that country or territory ensures an adequate level of data protection. 
 
The legislation provides conditions for the control and processing of any personal data. 
It also makes a distinction between personal data and “sensitive” personal data. 
 
Campbell Park Community Council is both a Data Controller and a Data Processor, as 
defined by the legislation. 
 
Personal data is defined as, data relating to a living individual who is an EU citizen and 
who can be identified from: 
• That data; 
• That data and other information which is in the possession of, or is likely to come into 
the possession of the Data Controller and includes an expression of opinion about the 
individual and any indication of the intentions of the Data Controller, or any other 
person in respect of the individual. 
 
Sensitive personal data is defined as personal data consisting of information as to: 
• Racial or ethnic origin; 
• Political opinion; 
• Religious or other beliefs; 
• Trade union membership; 
• Physical or mental health or condition; 
• Sexual life; 
• Criminal proceedings or convictions; 
• Data that may be used for identity theft or fraud. 
  
In summary, sensitive personal data is that which may cause harm to an individual if 
disclosed, stolen or otherwise misused, accidentally or otherwise. 
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Handling of personal/sensitive information 
 
The Community Council will, through appropriate management and the use of criteria 
and controls: 
 
• Observe fully conditions regarding the fair collection and use of personal information; 
• Meet its legal obligations to specify the purpose for which information is used; 
• Collect and process appropriate information and only to the extent that it is needed to 
fulfil operational needs or to comply with any legal requirements; 
• Ensure the quality and accuracy of information used; 
• Apply checks to determine the length of time information is held; 
• Take appropriate measures to safeguard personal information; 
• Ensure that the rights of people about whom the information is held can be fully 
exercised under the legislation. 
 
These include: 
 
• The right to be informed that processing is being undertaken; 
• The right of access to one’s personal information within the statutory limit (40 days 
until 24 May 2018, thereafter 30 days); 
• The right to correct, rectify, block or erase information regarded as wrong information; 
• The right to forget individual personal data upon request after 25 May 2018. 

Implementation 
 
The Clerk of Campbell Park Community Council is responsible for ensuring adherence 
with the Data Protection legislation, with the assistance and support of the Lead 
Member for data.  

Privacy by design 
 
All projects and routine activities that involve processing personal data shall follow the 
Privacy by Design methodology as defined by the Information Commissioners Office. 
This includes, but is not limited to, the website, all emails both inbound and outbound, 
staff employment and health details, all resident data, all incoming enquires residents 
or otherwise, and all printed material such as the newsletter. A large element of this 
requirement is the correct and secure handling of data stored in Information Systems, 
however hard copy records must also be physically protected in secure areas. 

Training 
 
All staff and councillors must consent to undergo data protection and privacy 
awareness training within one month of employment or joining Council. A training 
record will be signed upon completion of the training and kept as long as the person 
remains in employment or a member of Council. Failure to undergo training may lead to 
email and other communication services being suspended until training is completed. 
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Online service providers 
 
All online service providers must have a two-party Standard Clause Contract (SCC) in 
place where data storage location is either unknown or outside of the EU. This includes 
all email services, IT services, web services, cloud storage and data backup services. 
Failure to provide and execute an SCC will disqualify a service provider from use for any 
Council business. Councillors and staff will be trained not to use such disqualified 
services for any purpose, while conducting CPCC business. A list of qualified services 
will be maintained by the Clerk. 

Reportable data breaches 
 
A Data Protection Officer is appointed to make determinations regarding data breaches 
and to ensure that a comprehensive Privacy Impact Assessment is performed and kept 
up to date.  
 
Data breaches may include staff or councillor activity that fails to follow this policy. 
 
Data breaches must be reported to the Information Commissioners Office within 72 
hours of detection. This is solely a DPO responsibility and may not be influenced by 
staff or councillors in any way. 

Subject access requests 
 
Any staff member or councillor who receives a subject access request from an EU 
citizen, whether written or verbally communicated, must refer the request without 
delay to the Clerk. The EU citizen does not have to state “I am making a subject access 
request”, so training given to all staff and councillors must include recognition of the 
various forms that such a request may take. 

Right to forget 
 
From 25 May 2018, any staff member or councillor who receives a “right to forget” 
request from an EU citizen, whether written or verbally communicated, must refer the 
request without delay to the Clerk. The training given to all staff and councillors must 
include recognition of the various forms that such a request may take. 

Personal data accuracy and retention 
 
Personal data may not be retained indefinitely. The data retention policy is stated in the 
CPCC IT Policy.  

Personal data stored on mobile devices or portable storage 
 
Personal data under the control of CPCC may only be stored on mobile devices or 
portable storage that are the property of CPCC and which have encryption and other 
security measures to fully protect it from accidental loss or theft. Security measures 
are explained more fully in the CPCC IT Policy. Failure to follow this policy may result in 
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a reportable data breach, whether accidental loss or theft occurs or not, if personal 
data is placed at risk, intentionally or otherwise. 

Registration with the Information Commissioner 
 
The UK Information Commissioner maintains a public register of Data Controllers. The 
Community Council is registered as such. 
The Data Protection legislation requires every Data Controller that is storing and 
processing personal data, to notify and renew their registration, on an annual basis. 
Failure to do so is an enforceable matter. 
The Data Protection Officer will review the Data Protection Register annually, prior to 
notification to the Information Commissioner. 
Any changes to the register must be notified to the Information Commissioner, within 
28 days. 
To this end, any changes made between reviews will be brought to the attention of the 
Data Protection Officer immediately. 
 
Adopted: 

Appendix 1 – Website and Cookies 
 
The Community Council will 
 

1. Fully comply with the PECR for cookie notification and management on the 
CPCC website and any other websites that CPCC may become responsible for 
providing as a service. 

 
2. Provide a comprehensive Privacy Policy on the website detailing all data 

collection, storage and processing activity for residents, staff and councillors. 
This will be based on the ICO example. 

 
3. Seek the *consent of each visitor to their website before a cookie is saved to the 

visitor’s computer or mobile device, at the first visit. 
 
4. Each cookie will be identified in the website Privacy Policy and its purpose 

explained. 
 

5. Visitors, having previously accepted cookies, will be able to withdraw that 
consent at any time. 
 

 
*It should be noted that cookies that are essential in order to make a site work   are 
exempt from consent but not from being detailed in the Privacy Policy. 
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 (this form is also available on our website www.campbell-park.gov.uk) 
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Information available from Campbell Park Community Council in accordance with the 
Freedom of Information Act under the model publication scheme 
 

Information to be published   How the information can be Cost 

       Obtained 
 

Class 1 – Who we are and what we do The Parish Magazine published Nil for 
(Organisational information, structures,  quarterly and distributed to every single 
locations and contacts)    house in the Parish. 
 
This will be current information only   On the Parish’s website   Nil 
       www.campbell-park.gov.uk 
 
Who’s who on the Council and its Committees -do-     -do- 
 
Contact details for Clerk to Council and Council -do-     -do- 
Members (named contacts where possible with 
telephone number and email address (if used) 
 
Location of main Council office and accessibility -do-     -do- 
details 
 
Staffing structure     -do-     -do- 
 

Class 2 – What we spend and how we  The annual accounts published -do- 
spend It      in the July magazine and on  
(Financial information relating to projected and the website. 
Actual income and expenditure, procurement,  
Contracts and financial audit) 
Current and previous financial year as a minimum 
 
Annual return form and report by auditor  By application to the Clerk to   -do- 
       Council and on the website 
 
Finalised budget     By application to the Clerk to   -do- 
       Council and on the website 
 
Precept      -do-     -do- 
 
Borrowing Approval letter    Not applicable    -do- 
 
Financial Standing Orders and Regulations  By application to the Clerk to   -do- 
       Council and on the website 
 
Grants given and received    -do-     -do- 
 
List of current contracts awarded and value of -do-     -do- 
Contract 
 
Members’ allowances and expenses   Published annually and by   -do- 
       application to the Clerk to Council 
 

http://www.campbell-park.gov.uk/
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Class 3 – What our priorities are and how we 
are doing. 
(Strategies and plans, performance indicators, 
audits, inspections and reviews) 
Parish Plan (current and previous year as a  
Minimum) 
 
Annual Report to Parish or Community   By application to the Clerk to   -do- 
Meeting (current and previous year as a   Council 
minimum 
 
Local charters drawn up in accordance with       -do- 
DLUHC’s guidelines 
 

Class 4 – How we make decisions    
(Decision making processes and records of 
Decisions) 
 
Timetable of meetings (Council any   By application to the Clerk to   -do- 
Committee/sub-Committee meetings and   Council 
Parish meetings)     On the website 
       On Parish notice boards 
 
Agendas of meetings (as above)   -do-     -do- 
 
Minutes of meetings (as above) –   -do-     -do- 
nb this will exclude information that  
is properly regarded as private to the meeting. 
 
Reports presented to council meetings –   -do-     -do- 
nb this will exclude information that is properly  
regarded as private to the meeting. 
 
Responses to consultation papers   -do-     -do- 
 
Bye-laws      None issued 

Class 5 – Our policies and procedures 
(Current written protocols, policies and 
Procedures for delivering our services and 
Responsibilities) 
Current information only 
 
Policies and procedures for the conduct of   By application to the Clerk to   -do- 
Council business:     Council 
Procedural Standing Orders 
Committee and sub-committee terms of  
Reference 
Delegated authority in respect of officers 
Code of Conduct 
Policy statements 
 
Policies and procedures for the provision of  -do-     -do- 
Services and about the employment of staff: 
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Internal policies relating to the delivery of  
Services 
Equality and diversity policy 
Health and Safety Policy 
Recruitment Policies (including current  
Vacancies) 
Policies and procedures for handling requests 
for information 
Complaints procedures (including those  
Covering requests for information and  
operating the publication scheme) 
 
Information security Policy    -do-     -do- 
 
Records management policies (records  -do-     -do- 
Retention, destruction and archive) 
 
Data Protection Policy    -do-     -do- 
 
Schedule of charges (for the publication of  By application to the Clerk to  -do- 
information)      Council 
 

Class 6 – Lists and Registers 
Currently maintained lists and registers only 
 
Any publicly available register or list (if any are By application to the Clerk to  -do- 
Held this should be publicised; in most  Council 
circumstances existing access provisions will 
suffice) 
 
Assets Register     -do-     -do- 
 
Register of Members’ Interests   -do-     -do-  
 
Register of gifts and hospitality   -do-     -do- 
 

Class 7 – The services we offer  Third party information available -do- 
(Information about the services we offer,  in the Parish Office 
including leaflets, guidance and newsletters  
produced for the public and businesses) 
Current information only 
 
Allotments      By Application to the Clerk to  -do- 
       Council 
 
Burial grounds and closed churchyards  Not applicable 
 
Community centres and village halls   By application on the Clerk of  -do- 
       Council 
  
Parks, playing fields and village halls   By application on the Clerk of  -do- 
       Council 
 
Seating, litter bins, clocks, memorials and  Not applicable 
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Lighting 
 
Bus shelters      Not applicable 
 
Markets      Not applicable 
 
Public conveniences     Not applicable 
 
Agency Agreements     Not applicable 
 
A summary of services for which the Council  By application to the Clerk to  -do- 
Is entitled to recover a fee, together with those Council 
Fees (eg burial fees) 
 
Additional Information 
This will provide Councils with the opportunity to 
Publish information that is no itemised in the lists 
Above 
 
 

Contact details: 
 
Clerk to Council    01908 608559 

      admin@campbell-park.gov.uk 
 

SCHEDULE OF CHARGES 
 
This describes how the charges have been arrived at and should be published as part of the guide. 
 

TYPE OF CHARGE  DESCRIPTION  BASIS OF CHARGE 
Disbursement cost  Photocopying @ 10p per Actual cost* 
    (black & white) 
    Photocopying @ 20p per Actual cost* 
    (colour) 
    Postage   Actual cost of Royal Mail standard 2nd class 
 

Statutory Fee In accordance with the relevant legislation 
(quote the actual statute) 

 
Other  
 
 
* the actual cost incurred by the public authority 
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INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

HOW TO USE MODEL STANDING ORDERS  

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting. A council may also use standing orders to 
confirm or refer to various internal organisational and administrative arrangements. 
The standing orders of a council are not the same as the policies of a council but 
standing orders may refer to them.  

Local councils operate within a wide statutory framework. NALC model standing 
orders incorporate and reference many statutory requirements to which councils are 
subject. It is not possible for the model standing orders to contain or reference all the 
statutory or legal requirements which apply to local councils. For example, it is not 
practical for model standing orders to document all obligations under data protection 
legislation. The statutory requirements to which a council is subject apply whether or 
not they are incorporated in a council’s standing orders. 

The model standing orders do not include model financial regulations. Financial 
regulations are standing orders to regulate and control the financial affairs and 
accounting procedures of a local council. The financial regulations, as opposed to the 
standing orders of a council, include most of the requirements relevant to the council’s 
Responsible Financial Officer. Model financial regulations are available to councils in 
membership of NALC. 

DRAFTING NOTES 

Model standing orders that are in bold type contain legal and statutory requirements. It 
is recommended that councils adopt them without changing them or their meaning. 
Model standing orders not in bold are designed to help councils operate effectively but 
they do not contain statutory requirements so they may be adopted as drafted or 
amended to suit a council’s needs. It is NALC’s view that all model standing orders will 
generally be suitable for councils.  

For convenience, the word “councillor” is used in model standing orders and, unless 
the context suggests otherwise, includes a non-councillor with or without voting rights.  

A model standing order that includes brackets like this ‘(   )’ requires information to be 
inserted by a council. A model standing order that includes brackets like this ‘[  ]’ and 
the term ‘OR’ provides alternative options for a council to choose from when 
determining standing orders.  
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 RULES OF DEBATE AT MEETINGS 

a Motions on the agenda shall be considered in the order that they appear unless 
the order is changed at the discretion of the Chair of the meeting. 

b A motion (including an amendment) shall not be progressed unless it has been 
moved and seconded.  

c A motion on the agenda that is not moved by its proposer may be treated by the 
Chair of the meeting as withdrawn.  

d If a motion (including an amendment) has been seconded, it may be withdrawn 
by the proposer only with the consent of the seconder and the meeting. 

e An amendment is a proposal to remove or add words to a motion. It shall not 
negate the motion.  

f If an amendment to the original motion is carried, the original motion (as 
amended) becomes the substantive motion upon which further amendment(s) 
may be moved. 

g An amendment shall not be considered unless early verbal notice of it is given at 
the meeting and, if requested by the Chair of the meeting, is expressed in writing 
to the Chair.  

h A Councillor may move an amendment to his own motion if agreed by the 
meeting. If a motion has already been seconded, the amendment shall be with 
the consent of the seconder and the meeting. 

i If there is more than one amendment to an original or substantive motion, the 
amendments shall be moved in the order directed by the Chair of the meeting. 

j Subject to standing order 1(k), only one amendment shall be moved and debated 
at a time, the order of which shall be directed by the Chair of the meeting.  

k One or more amendments may be discussed together if the Chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 

l A Councillor may not move more than one amendment to an original or 
substantive motion.  

m The mover of an amendment has no right of reply at the end of debate on it.  

n Where a series of amendments to an original motion are carried, the mover of the 
original motion shall have a right of reply either at the end of debate on the first 
amendment or at the very end of debate on the final substantive motion 
immediately before it is put to the vote. 
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o Unless permitted by the Chair of the meeting, a Councillor may speak once in the 
debate on a motion except: 

i. to speak on an amendment moved by another Councillor;  

ii. to move or speak on another amendment if the motion has been amended 
since he last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. to exercise a right of reply. 

p During the debate on a motion, a Councillor may interrupt only on a point of order 
or a personal explanation and the Councillor who was interrupted shall stop 
speaking. A Councillor raising a point of order shall identify the standing order 
which he considers has been breached or specify the other irregularity in the 
proceedings of the meeting he is concerned by.  

q A point of order shall be decided by the Chair of the meeting and his decision 
shall be final.  

r When a motion is under debate, no other motion shall be moved except:  

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

v. to ask a person to be no longer heard or to leave the meeting; 

vi. to refer a motion to a committee or sub-committee for consideration;  

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

ix. to suspend particular standing order(s) excepting those which reflect 
mandatory statutory or legal requirements. 

s Before an original or substantive motion is put to the vote, the Chair of the 
meeting shall be satisfied that the motion has been sufficiently debated and that 
the mover of the motion under debate has exercised or waived his right of reply.  

t Excluding motions moved under standing order 1(r), the contributions or 
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speeches by a councillor shall relate only to the motion under discussion and 
shall not exceed (3) minutes. 

 DISORDERLY CONDUCT AT MEETINGS 
 
a No person shall obstruct the transaction of business at a meeting or behave 

offensively or improperly. If this standing order is ignored, the Chair of the 
meeting shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the Chair of the meeting to moderate or 
improve their conduct, any councillor or the Chair of the meeting may move that 
the person be no longer heard or be excluded from the meeting. The motion, if 
seconded, shall be put to the vote without discussion. 

c If a resolution made under standing order 2(b) is ignored, the Chair of the meeting 
may take further reasonable steps, without further discussion, to restore order or 
to progress the meeting. This may include temporarily suspending or closing the 
meeting. 

3 MEETINGS GENERALLY 

Full Council meetings ● 
Committee meetings ● 
Sub-committee meetings  ● 
 

●   A Meetings shall not take place in premises which at the time of the meeting 
are used for the supply of alcohol, unless no other premises are available 
free of charge or at a reasonable cost. 

●   B The minimum three clear days for notice of a meeting does not include the 
day on which notice was issued, the day of the meeting, a Sunday, a day of 
the Christmas break, a day of the Easter break or of a bank holiday or a day 
appointed for public thanksgiving or mourning. 

●   C The minimum three clear days’ public notice for a meeting does not include 
the day on which the notice was issued or the day of the meeting unless the 
meeting is convened at shorter notice. 

●●  D Meetings shall be open to the public unless their presence is prejudicial to 
the public interest by reason of the confidential nature of the business to be 
transacted or for other special reasons. The public’s exclusion from part or 
all of a meeting shall be by a resolution which shall give reasons for the 
public’s exclusion. 

  E Members of the public may make representations, answer questions and give 
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evidence at a meeting which they are entitled to attend in respect of the business 
on the agenda. 

F The period of time designated for public participation at a meeting in accordance 
with standing order 3(e) shall not exceed (20) minutes unless directed by the 
Chair of the meeting. 

G Subject to standing order 3(f), a member of the public shall not speak for more 
than 3 minutes. 

H In accordance with standing order 3(e), a question shall not require a response at 
the meeting nor start a debate on the question. The Chair of the meeting may 
direct that a written or oral response be given. 

I A person shall stand when requesting to speak and when speaking (except when 
a person has a disability or is likely to suffer discomfort)] OR [A person shall raise 
his hand when requesting to speak and stand when speaking (except when a 
person has a disability or is likely to suffer discomfort)]. The Chair of the meeting 
may at any time permit a person to be seated when speaking. 

J A person who speaks at a meeting shall direct his comments to the Chair of the 
meeting. 

K  Only one person is permitted to speak at a time. If more than one person wants to 
speak, the Chair of the meeting shall direct the order of speaking. 

●● L Subject to standing order 3(m), a person who attends a meeting is permitted 
to report on the meeting whilst the meeting is open to the public. To “report” 
means to film, photograph, make an audio recording of meeting proceedings, 
use any other means for enabling persons not present to see or hear the 
meeting as it takes place or later or to report or to provide oral or written 
commentary about the meeting so that the report or commentary is available 
as the meeting takes place or later to persons not present. 

●● M A person present at a meeting may not provide an oral report or oral 
commentary about a meeting as it takes place without permission.    

●● N The press shall be provided with reasonable facilities for the taking of their 
report of all or part of a meeting at which they are entitled to be present. 

●     O Subject to standing orders which indicate otherwise, anything authorised or 
required to be done by, to or before the Chair of the Council may in his 
absence be done by, to or before the Vice-Chair of the Council (if there is 
one). 

         P The Chair of the Council, if present, shall preside at a meeting. If the Chair is 
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absent from a meeting, the Vice-Chair of the Council (if there is one) if 
present, shall preside. If both the Chair and the Vice-Chair are absent from a 
meeting, a councillor as chosen by the councillors present at the meeting 
shall preside at the meeting. 

●●● Q Subject to a meeting being quorate, all questions at a meeting shall be 
decided by a majority of the councillors and non-councillors with voting 
rights present and voting.  

●●● R The Chair of a meeting may give an original vote on any matter put to the vote, 
and in the case of an equality of votes may exercise his casting vote whether 
or not he gave an original vote. 

See standing orders 5(h) and (i) for the different rules that apply in the election of 
the Chair of the Council at the annual meeting of the Council. 

●    S Unless standing orders provide otherwise, voting on a question shall be by a 
show of hands. At the request of a councillor, the voting on any question shall 
be recorded so as to show whether each councillor present and voting gave 
his vote for or against that question. Such a request shall be made before 
moving on to the next item of business on the agenda. 

  T   The minutes of a meeting shall include an accurate record of the following: 

i. the time and place of the meeting;  

ii. the names of Councillors who are present and the names of Councillors 
who are absent;  

iii. interests that have been declared by Councillors and non-Councillors with 
voting rights; 

iv. the grant of dispensations (if any) to Councillors and non-Councillors with 
voting rights; 

v. whether a Councillor or non-Councillor with voting rights left the meeting 
when matters that they held interests in were being considered; 

vi. if there was a public participation session; and  

vii. the resolutions made. 

●●● U A Councillor or a non-Councillor with voting rights who has a disclosable 
pecuniary interest or another interest as set out in the Council’s code of 
conduct in a matter being considered at a meeting is subject to statutory 
limitations or restrictions under the code on his right to participate and vote 
on that matter. 
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●       V No business may be transacted at a meeting unless at least one-third of the 
whole number of members of the Council are present and in no case shall the 
quorum of a meeting be less than three. 

See standing order 4d(viii)  for the quorum of a committee or sub-committee 
meeting 

●●● W If a meeting is or becomes inquorate no business shall be transacted and the 
meeting shall be closed. The business on the agenda for the meeting shall be 
adjourned to another meeting. 

    X A meeting shall not exceed a period of 2 hours but maybe extended by agreement 
of the meeting. 

4 COMMITTEES AND SUB-COMMITTEES 

a Unless the Council determines otherwise, a Committee may appoint a sub-
committee whose terms of reference and members shall be determined by 
the Committee. 

b The members of a Committee may include non-Councillors unless it is a 
Committee which regulates and controls the finances of the Council. 

c Unless the Council determines otherwise, all the members of an advisory 
Committee and a sub-Committee of the advisory Committee may be non-
Councillors. 

d The Council may appoint standing Committees or other Committees as may be 
necessary, and: 

i. shall determine their terms of reference; 

ii. shall determine the number and time of the ordinary meetings of a standing 
Committee up until the date of the next annual meeting of the Council; 

iii. shall permit a Committee, other than in respect of the ordinary meetings of 
a committee, to determine the number and time of its meetings; 

iv. shall, subject to standing orders 4(b) and (c), appoint and determine the 
terms of office of members of such a Committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the 
terms of office of the substitute members to a Committee, whose role is to 
replace the ordinary members at a meeting of a Committee if the ordinary 
members of the Committee confirm to the Clerk to Council (2) days before 
the meeting that they are unable to attend; 
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vi. shall, after it has appointed the members of a standing Committee, appoint 
the Chair of the standing Committee; 

vii. shall permit a Committee other than a standing Committee, to appoint its 
own Chair at the first meeting of the Committee;  

viii. shall determine the place, notice requirements and quorum for a meeting of 
a Committee and a sub-Committee which, in both cases, shall be no less 
than three; 

ix. shall determine if the public may participate at a meeting of a Committee; 

x. shall determine if the public and press are permitted to attend the meetings 
of a sub-Committee and also the advance public notice requirements, if 
any, required for the meetings of a sub-Committee;  

xi. shall determine if the public may participate at a meeting of a sub-
Committee that they are permitted to attend; and 

xii. may dissolve a Committee or a sub-Committee. 

xiii. such that any Member, including substitute Members, appointed to the 
Planning, Infrastructure & Transport Committee must undertake to 
complete appropriate planning training as soon as it is available unless 
already completed within the previous two years and any Member 
appointed to the Finance, Administration & Policy Committee must 
undertake to complete appropriate finance training as soon as it is available 
unless already completed within the previous two years. 

xiv. to restrict any Member to sit on a maximum of four of the Standing 
Committees of Council and that the membership of said Committees be 
restricted to a maximum of 7 Councillors, with the exception of both the 
Community and Communications Committee and the Estates Committee, 
with the membership of said Committees being expanded to a maximum of 
eleven Councillors. 

xv. Council or Committees shall annually appoint lead members and confirm 
their responsibilities as necessary to progress the business of Council. 

5 ORDINARY COUNCIL MEETINGS  

a In an election year, the annual meeting of the Council shall be held on or 
within 14 days following the day on which the Councillors elected take office. 

b In a year which is not an election year, the annual meeting of the Council 
shall be held on such day in May as the Council decides. 
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c If no other time is fixed, the annual meeting of the Council shall take place at 
6pm. 

d In addition to the annual meeting of the Council, at least three other ordinary 
meetings shall be held in each year on such dates and times as the Council 
decides. 

e The first business conducted at the annual meeting of the Council shall be 
the election of the Chair and Vice-Chair (if there is one) of the Council. 

f The Chair of the Council, unless he has resigned or becomes disqualified, 
shall continue in office and preside at the annual meeting until his successor 
is elected at the next annual meeting of the Council.  

g The Vice-Chair of the Council, if there is one, unless he resigns or becomes 
disqualified, shall hold office until immediately after the election of the Chair 
of the Council at the next annual meeting of the Council. 

h In an election year, if the current Chair of the Council has not been re-elected 
as a member of the Council, he shall preside at the annual meeting until a 
successor Chair of the Council has been elected. The current Chair of the 
Council shall not have an original vote in respect of the election of the new 
Chair of the Council but shall give a casting vote in the case of an equality of 
votes. 

i In an election year, if the current Chair of the Council has been re-elected as 
a member of the Council, he shall preside at the annual meeting until a new 
Chair of the Council has been elected. He may exercise an original vote in 
respect of the election of the new Chair of the Council and shall give a 
casting vote in the case of an equality of votes. 

j Following the election of the Chair of the Council and Vice-Chair (if there is one) 
of the Council at the annual meeting, the business shall include: 

i. In an election year, delivery by the Chair of the Council and Councillors 
of their acceptance of office forms unless the Council resolves for this 
to be done at a later date. In a year which is not an election year, 
delivery by the Chair of the Council of his acceptance of office form 
unless the Council resolves for this to be done at a later date; 

ii. Confirmation of the accuracy of the minutes of the last meeting of the 
Council; 

iii. Receipt of the minutes of the last meeting of a Committee; 

iv. Consideration of the recommendations made by a Committee; 
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v. Review of delegation arrangements to Committees, sub-Committees, staff 
and other local authorities; 

vi. Review of the terms of reference for Committees; 

vii. Appointment of Members to existing Committees; 

viii. Appointment of any new Committees in accordance with standing order 4; 

ix. Review and adoption of appropriate Standing Orders and Financial 
Regulations; 

x. Review of arrangements (including legal agreements) with other local 
authorities, not-for-profit bodies and businesses. 

xi. Review of representation on or work with external bodies and arrangements 
for reporting back; 

xii. In an election year, to make arrangements with a view to the Council 
becoming eligible to exercise the general power of competence in the 
future; 

xiii. Review of inventory of land and other assets including buildings and office 
equipment; 

xiv. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

xv. Review of the Council’s and/or staff subscriptions to other bodies; 

xvi. Review of the Council’s complaints procedure; 

xvii. Review of the Council’s policies, procedures and practices in respect of its 
obligations under freedom of information and data protection legislation 
(see also standing orders 11, 20 and 21); 

xviii. Review of the Council’s policy for dealing with the press/media; 

xix. Review of the Council’s employment policies and procedures; 

xx. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

xxi. Determining the time and place of ordinary meetings of the Council up to 
and including the next annual meeting of the Council.  
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6 EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND SUB-
COMMITTEES 

a The Chair of the Council may convene an extraordinary meeting of the 
Council at any time.  

b If the Chair of the Council does not call an extraordinary meeting of the 
Council within seven days of having been requested in writing to do so by two 
Councillors, any two councillors may convene an extraordinary meeting of 
the Council. The public notice giving the time, place and agenda for such a 
meeting shall be signed by the two Councillors. 

c The Chair of a Committee [or a sub-Committee] may convene an extraordinary 
meeting of the Committee [or the sub-Committee] at any time.  

d If the Chair of a Committee [or a sub-Committee] does not call an extraordinary 
meeting within (7) days of having been requested to do so by (2) members of the 
Committee [or the sub-Committee], any (2) members of the Committee [or the 
sub-Committee] may convene an extraordinary meeting of the Committee [or a 
sub-Committee].  

7 PREVIOUS RESOLUTIONS 

a A resolution shall not be reversed within six months except either by a special 
motion, which requires written notice by at least 3 Councillors to be given to the 
Proper Officer in accordance with standing order 9, or by a motion moved in 
pursuance of the recommendation of a Committee or a sub-Committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

8 VOTING ON APPOINTMENTS 

a Where more than two persons have been nominated for a position to be filled by 
the Council and none of those persons has received an absolute majority of votes 
in their favour, the name of the person having the least number of votes shall be 
struck off the list and a fresh vote taken. This process shall continue until a 
majority of votes is given in favour of one person. A tie in votes may be settled by 
the casting vote exercisable by the Chair of the meeting. 

9 MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE GIVEN TO 
THE PROPER OFFICER  

a A motion shall relate to the responsibilities of the meeting for which it is tabled 
and in any event shall relate to the performance of the Council’s statutory 
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functions, powers and obligations or an issue which specifically affects the 
Council’s area or its residents.  

b No motion may be moved at a meeting unless it is on the agenda and the mover 
has given written notice of its wording to the Proper Officer at least (7) clear days 
before the meeting. Clear days do not include the day of the notice or the day of 
the meeting. 

c The Proper Officer may, before including a motion on the agenda received in 
accordance with standing order 9(b), correct obvious grammatical or 
typographical errors in the wording of the motion.  

d If the wording or subject of a proposed motion is considered improper, the Proper 
Officer shall consult with the Chair of the forthcoming meeting or, as the case 
may be, the councillors who have convened the meeting, to consider whether the 
motion shall be included in the agenda or rejected. The decision of the Proper 
Officer as to whether or not to include the motion on the agenda shall be final.  

e Motions received shall be recorded and numbered in the order that they are 
received. 

f Motions rejected shall be recorded with an explanation by the Proper Officer of 
the reason for rejection.  

10 MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE  

a The following motions may be moved at a meeting without written notice to the 
Proper Officer: 

i. to correct an inaccuracy in the draft minutes of a meeting; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular committee or sub-committee; 

v. to appoint a person to preside at a meeting; 

vi. to change the order of business on the agenda;  

vii. to proceed to the next business on the agenda;  

viii. to require a written report; 

ix. to appoint a committee or sub-committee and their members; 

x. to extend the time limits for speaking; 
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xi. to exclude the press and public from a meeting in respect of confidential or 
other information which is prejudicial to the public interest; 

xii. to not hear further from a councillor or a member of the public; 

xiii. to exclude a councillor or member of the public for disorderly conduct;  

xiv. to temporarily suspend the meeting;  

xv. to suspend a particular standing order (unless it reflects mandatory 
statutory or legal requirements); 

xvi. to adjourn the meeting; or 

xvii. to close the meeting.  

11 MANAGEMENT OF INFORMATION  

See also standing order 20. 

a The Council shall have in place and keep under review, technical and 
organisational measures to keep secure information (including personal 
data) which it holds in paper and electronic form. Such arrangements shall 
include deciding who has access to personal data and encryption of personal 
data.  

b The Council shall have in place, and keep under review, policies for the 
retention and safe destruction of all information (including personal data) 
which it holds in paper and electronic form. The Council’s retention policy 
shall confirm the period for which information (including personal data) shall 
be retained or if this is not possible the criteria used to determine that period 
(e.g. the Limitation Act 1980).  

c The agenda, papers that support the agenda and the minutes of a meeting 
shall not disclose or otherwise undermine confidential information or 
personal data without legal justification.  

d Councillors, staff, the Council’s contractors and agents shall not disclose 
confidential information or personal data without legal justification. 

e All confidential information shall be printed on pink paper, individually 
referenced, and handed back by Members at the end of the meeting. 

12 DRAFT MINUTES  

Full Council meetings ● 
Committee meetings ● 
Sub-committee meetings  ● 



17 
 

 

A If the draft minutes of a preceding meeting have been served on Councillors 
with the agenda to attend the meeting at which they are due to be approved for 
accuracy, they shall be taken as read. 

B There shall be no discussion about the draft minutes of a preceding meeting 
except in relation to their accuracy. A motion to correct an inaccuracy in the draft 
minutes shall be moved in accordance with standing order 10(a)(i). 

C The accuracy of draft minutes, including any amendment(s) made to them, shall 
be confirmed by resolution and shall be signed by the Chair of the meeting and 
stand as an accurate record of the meeting to which the minutes relate. 

D If the Chair of the meeting does not consider the minutes to be an accurate 
record of the meeting to which they relate, he shall sign the minutes and include a 
paragraph in the following terms or to the same effect: 

“The Chair of this meeting does not believe that the minutes of the meeting of the    
(     ) held on [date] in respect of (   ) were a correct record but his view was not 
upheld by the meeting and the minutes are confirmed as an accurate record of the 
proceedings.” 

●●● E If the Council’s gross annual income or expenditure (whichever is higher) does 
not exceed £25,000, it shall publish draft minutes on a website which is publicly 
accessible and free of charge not later than one month after the meeting has 
taken place. 

F Subject to the publication of draft minutes in accordance with standing order 
12(e) and standing order 20(a) and following a resolution which confirms the 
accuracy of the minutes of a meeting, the draft minutes or recordings of the 
meeting for which approved minutes exist shall be destroyed. 

13 CODE OF CONDUCT AND DISPENSATIONS 

See also standing order 3(u).  

a All Councillors and non-Councillors with voting rights shall observe the code of 
conduct adopted by the Council. 

b Unless they have been granted a dispensation, a Councillor or non-Councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which they have a disclosable pecuniary interest. They may return to the meeting 
after it has considered the matter in which they had the interest. 

c Unless they have been granted a dispensation, a Councillor or non-Councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
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which they have another interest if so required by the Council’s code of conduct. 
They may return to the meeting after it has considered the matter in which they 
had the interest. 

d Dispensation requests shall be in writing and submitted to the Clerk to 
Council as soon as possible before the meeting, or failing that, at the start of the 
meeting for which the dispensation is required. 

e A decision as to whether to grant a dispensation shall be made [by the Proper 
Officer] OR [by a meeting of the Council, or Committee or sub-Committee for 
which the dispensation is required] and that decision is final. 

f A dispensation request shall confirm: 

i. the description and the nature of the disclosable pecuniary interest or other 
interest to which the request for the dispensation relates;  

ii. whether the dispensation is required to participate at a meeting in a 
discussion only or a discussion and a vote; 

iii. the date of the meeting or the period (not exceeding four years) for which the 
dispensation is sought; and  

iv. an explanation as to why the dispensation is sought. 

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered 
[by the Proper Officer before the meeting or, if this is not possible, at the start of the 
meeting for which the dispensation is required] OR [at the beginning of the meeting 
of the Council, or committee or sub-committee for which the dispensation is 
required]. 

h A dispensation may be granted in accordance with standing order 13(e) if 
having regard to all relevant circumstances any of the following apply: 

i. without the dispensation the number of persons prohibited from 
participating in the particular business would be so great a proportion of 
the meeting transacting the business as to impede the transaction of the 
business;  

ii. granting the dispensation is in the interests of persons living in the 
Council’s area; or 

iii. it is otherwise appropriate to grant a dispensation. 

14 CODE OF CONDUCT COMPLAINTS  

a Upon notification by Milton Keynes City Council that it is dealing with a complaint 
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that a Councillor or non-Councillor with voting rights has breached the Council’s 
code of conduct, the Proper Officer shall, subject to standing order 11, report this 
to the Council. 

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and 
the Chair shall nominate another staff member to assume the duties of the 
Proper Officer in relation to the complaint until it has been determined and the 
Council has agreed what action, if any, to take in accordance with standing order 
14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to 
investigate the complaint or is a legal requirement; 

ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d Upon notification by the City Council that a Councillor or non-Councillor with 
voting rights has breached the Council’s code of conduct, the Council shall 
consider what, if any, action to take against him. Such action excludes 
disqualification or suspension from office. 

15 PROPER OFFICER  

a The Proper Officer shall be either (i) the clerk or (ii) other staff member(s) 
nominated by the Council to undertake the work of the Proper Officer when the 
Proper Officer is absent – The Clerk to Council is the Proper Officer.  

b The Proper Officer shall: 

i. at least three clear days before a meeting of the Council, a Committee 
or a sub-Committee, 

• serve on Councillors by delivery or post at their residences or by 
email authenticated in such manner as the Proper Officer thinks fit, 
a signed summons confirming the time, place and the agenda 
(provided the Councillor has consented to service by email), and 

• Provide, in a conspicuous place, public notice of the time, place and 
agenda (provided that the public notice with agenda of an 
extraordinary meeting of the Council convened by Councillors is 
signed by them). 

See standing order 3(b) for the meaning of clear days for a meeting of a full 
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Council and Standing Order 3(c) for the meaning of clear days for a meeting 
of a Committee; 

ii. subject to standing order 9, include on the agenda all motions in the order 
received unless a Councillor has given written notice at least (2) days before 
the meeting confirming his withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the 
Council, occasioned by a casual vacancy in his office; 

iv. facilitate inspection of the minute book by local government electors; 

v. receive and retain copies of byelaws made by other local authorities; 

vi.  hold acceptance of office forms from Councillors; 

vii. hold a copy of every Councillor’s register of interests; 

viii. assist with responding to requests made under freedom of information 
legislation and rights exercisable under data protection legislation, in 
accordance with the Council’s relevant policies and procedures; shall 
inform the appropriate Committee of any such requests. 

ix. liaise, as appropriate, with the Council’s Data Protection Officer (if there is 
one); 

x. receive and send general correspondence and notices on behalf of the 
Council except where there is a resolution to the contrary; 

xi. assist in the organisation of, storage of, access to, security of and 
destruction of information held by the Council in paper and electronic form 
subject to the requirements of data protection and freedom of information 
legislation and other legitimate requirements (e.g. the Limitation Act 1980); 

xii. arrange for legal deeds to be executed;  
(see also standing order 23); 

xiii. arrange or manage the prompt authorisation, approval, and instruction 
regarding any payments to be made by the Council in accordance with its 
financial regulations; 

xiv. record every planning application notified to the Council and the Council’s 
response to the local planning authority in a book for such purpose; 

xv. refer a planning application received by the Council to the Chair or in his 
absence the Vice-Chair (if there is one) of the Planning, Infrastructure & 
Transport Committee within two working days of receipt to facilitate an 
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extraordinary meeting if the nature of a planning application requires 
consideration before the next ordinary meeting of the Planning, 
Infrastructure & Transport Committee; 

xvi. manage access to information about the Council via the publication 
scheme. 

16 RESPONSIBLE FINANCIAL OFFICER  

a The Council shall appoint appropriate staff member(s) to undertake the work of 
the Responsible Financial Officer when the Responsible Financial Officer is 
absent. 

17 ACCOUNTS AND ACCOUNTING STATEMENTS 

a “Proper practices” in standing orders refer to the most recent version of 
“Governance and Accountability for Local Councils – a Practitioners’ Guide”. 

b All payments by the Council shall be authorised, approved and paid in 
accordance with the law, proper practices and the Council’s financial 
regulations.  

c The Responsible Financial Officer shall supply to each Councillor as soon as 
practicable after 30 June, 30 September and 31 December in each year a 
statement to summarise: 

i. the Council’s receipts and payments (or income and expenditure) for each 
quarter;  

ii. the Council’s aggregate receipts and payments (or income and expenditure) 
for the year to date; 

iii. the balances held at the end of the quarter being reported and 

which includes a comparison with the budget for the financial year and highlights 
any actual or potential overspends. 

d As soon as possible after the financial year end at 31 March, the Responsible 
Financial Officer shall provide: 

i. each Councillor with a statement summarising the Council’s receipts and 
payments (or income and expenditure) for the last quarter and the year to 
date for information; and  

ii. to the Council the accounting statements for the year in the form of Section 
2 of the Annual Governance and Accountability Return, as required by 
proper practices, for consideration and approval. 
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e The year-end accounting statements shall be prepared in accordance with proper 
practices and apply the form of accounts determined by the Council (receipts 
and payments, or income and expenditure) for the year to 31 March. A completed 
draft annual governance and accountability return shall be presented to all 
councillors at least 14 days prior to anticipated approval by the Council. The 
annual governance and accountability return of the Council, which is subject to 
external audit, including the annual governance statement, shall be presented to 
the Council for consideration and formal approval before 30 June. 

18 FINANCIAL CONTROLS AND PROCUREMENT 

a. The Council shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall include detailed arrangements in 
respect of the following: 

i. the keeping of accounting records and systems of internal controls; 

ii. the assessment and management of financial risks faced by the Council; 

iii. the work of the independent internal auditor in accordance with proper 
practices and the receipt of regular reports from the internal auditor, which 
shall be required at least annually; 

iv. the inspection and copying by councillors and local electors of the 
Council’s accounts and/or orders of payments; and  

v. whether contracts with an estimated value below £30,000 due to special 
circumstances are exempt from a tendering process or procurement 
exercise.  

b. Financial regulations shall be reviewed regularly and at least annually for fitness 
of purpose. 

c. A public contract regulated by the Public Contracts Regulations 2015 with an 
estimated value in excess of £30,000 but less than the relevant thresholds in 
standing order 18(f) is subject to Regulations 109-114 of the Public Contracts 
Regulations 2015 which include a requirement on the Council to advertise 
the contract opportunity on the Contracts Finder website regardless of what 
other means it uses to advertise the opportunity unless it proposes to use an 
existing list of approved suppliers (framework agreement). 

d. Subject to additional requirements in the financial regulations of the Council, the 
tender process for contracts for the supply of goods, materials, services or the 
execution of works shall include, as a minimum, the following steps: 

i. a specification for the goods, materials, services or the execution of works 
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shall be drawn up; 

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s 
specification (ii) the time, date and address for the submission of tenders 
(iii) the date of the Council’s written response to the tender and (iv) the 
prohibition on prospective contractors contacting councillors or staff to 
encourage or support their tender outside the prescribed process; 

iii. the invitation to tender shall be advertised in a local newspaper and in any 
other manner that is appropriate;  

iv. tenders are to be submitted in writing in a sealed marked envelope 
addressed to the Proper Officer;  

v. tenders shall be opened by the Proper Officer in the presence of at least one 
councillor after the deadline for submission of tenders has passed;  

vi. tenders are to be reported to and considered by the appropriate meeting of 
the Council or a committee or sub-committee with delegated responsibility. 

e. Neither the Council, nor a committee or a sub-committee with delegated 
responsibility for considering tenders, is bound to accept the lowest value tender. 

f. Where the value of a contract is likely to exceed the threshold specified by 
the Office of Government Commerce from time to time, the Council must 
consider whether the Public Contracts Regulations 2015 or the Utilities 
Contracts Regulations 2016 apply to the contract and, if either of those 
Regulations apply, the Council must comply with procurement rules. NALC’s 
procurement guidance provided in Legal Topic Note 87 (LTN 87) (March 2022) 
contains further details. 
 

19 HANDLING STAFF MATTERS 

a A matter personal to a member of staff that is being considered by a meeting of 
Council or the Personnel and Finance, Administration & Policy Committees is 
subject to standing order 11. 

b Clerk to Council shall report to the Chair of the Personnel Committee any staff 
absences. 

c Staff Appraisals shall be conducted annually in September. The appraisal of the 
Clerk to Council will be conducted by 2 Members, with the remaining staff 
appraised by the Clerk to Council, with the exception of the Cleaner/Caretakers, 
and the Landscape Team who will be appraised by the Estates Manager. 

d Subject to the Council’s policy regarding the handling of grievance matters, the 



24 
 

Clerk to Council shall contact the Chair of the Personnel Committee or in their 
absence, the Vice-Chair of the Personnel Committee in respect of an informal or 
formal grievance matter, and this matter shall be reported back and progressed in 
line with the Council’s grievance policy. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by an employee relates to the Chair or 
Vice-Chair of the Personnel Committee the matter shall be reported back and 
progressed by resolution of the Personnel Committee.  

f Any persons responsible for all or part of the management of staff shall treat as 
confidential the written records of all meetings relating to their performance, 
capabilities, grievance or disciplinary matters. 

g In accordance with standing order 11(a), persons with line management 
responsibilities shall have access to staff records referred to in standing order 
19(f).  

20 RESPONSIBILITIES TO PROVIDE INFORMATION  

See also standing order 21. 

a In accordance with freedom of information legislation, the Council shall 
publish information in accordance with its publication scheme and respond 
to requests for information held by the Council.   

b.  [If gross annual income or expenditure (whichever is higher) does not exceed 
£25,000] The Council shall publish information in accordance with the 
requirements of the Smaller Authorities (Transparency Requirements) 
(England) Regulations 2015. 

OR  

[If gross annual income or expenditure (whichever is the higher) exceeds 
£200,000] The Council, shall publish information in accordance with the 
requirements of the Local Government (Transparency Requirements) 
(England) Regulations 2015. 

21 RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION  
(Below is not an exclusive list).  
 
See also standing order 11. 

a The Council may appoint a Data Protection Officer. 

b The Council shall have policies and procedures in place to respond to an 
individual exercising statutory rights concerning their personal data.  
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c The Council shall have a written policy in place for responding to and 
managing a personal data breach. 

d The Council shall keep a record of all personal data breaches comprising the 
facts relating to the personal data breach, its effects and the remedial action 
taken. 

e The Council shall ensure that information communicated in its privacy 
notice(s) is in an easily accessible and available form and kept up to date. 

f The Council shall maintain a written record of its processing activities. 

g Bcc option to be used at all times when e-mailing data subjects for whom the 
Community Council holds and processes personal data for. 

 
h Officers and Members to be reminded of the necessity for the above on a periodic 

basis. 
 

i All new Officers and Members joining the Community Council to receive suitable 
data protection training as part of their induction process. 

 
j A one-hour compulsory training session per officer and member to take place 

annually. 
 

22 RELATIONS WITH THE PRESS/MEDIA 

a Requests from the press or other media for an oral or written comment or 
statement from the Council, its councillors or staff shall be handled in 
accordance with the Council’s policy in respect of dealing with the press and/or 
other media. 

23 EXECUTION AND SEALING OF LEGAL DEEDS  

See also standing orders 15(b)(xii). 

a A legal deed shall not be executed on behalf of the Council unless authorised by a 
resolution. 

b      Subject to standing order 23(a), any two councillors may sign, on behalf of the 
Council, any deed required by law and the Proper Officer shall witness their 
signatures.]  

The above is applicable to a Council without a common seal. 

24 RESTRICTIONS ON COUNCILLOR ACTIVITIES 

a. Unless duly authorised no Councillor shall: 
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i. inspect any land and/or premises which the Council has a right or duty to 
inspect; or 

ii. issue orders, instructions or directions. 

25 SAFEGUARDING 
 

Enhanced DBS checks enabling Councillors to work on behalf of the Community 
Council will be funded by the organisation. All checks to be registered for 
updates. 

26 STANDING ORDERS GENERALLY 

a All or part of a standing order, except one that incorporates mandatory statutory 
or legal requirements, may be suspended by resolution in relation to the 
consideration of an item on the agenda for a meeting. 

b A motion to add to or vary or revoke one or more of the Council’s standing orders, 
except one that incorporates mandatory statutory or legal requirements, shall be 
proposed by a special motion, the written notice by at least (3) Councillors to be 
given to the Proper Officer in accordance with standing order 9. 

c The Proper Officer shall provide a copy of the Council’s standing orders to a 
Councillor as soon as possible. 

d The decision of the Chair of a meeting as to the application of standing orders at 
the meeting shall be final. 



























BACS Direct Debit payments 
1/1/2025 to 31/1/2025

Name Description Amount

BACS Payments  

B1 A G Gonye Refund of hall hire deposit 150.00
B2 Currie Brown New Hub 840.00
B3 Milton Keynes Council Parish Office rent 1892.50
B4 Stenton Obhi New Hub 4680.00
B5 C C Ndulue Refund of hall hire deposit 150.00
B6 Tracey Jones Mileage 76.50
B7 Barrington Mews Refund of hall hire deposit 150.00
B8 Maggie Savill Seated aerobics 90.00
B9 BALC Training 1250.00

B10 HMRC PAYE 9464.89
B11 Payroll January Staff salaries  27310.73
B12 Steele & Bray New Hub 358956.05
B13 Bucks Pension Fund Pension 10599.28

Total BACS payments 415,609.95

DD Payments

DD1 Direct 365 Hygiene services 99.03
DD2 Renault Lease of electric van 259.43
DD3 Water Plus  Water PO 31.34
DD4 Restore Datashred Onsite destruciton of paper 83.44
DD5 Water Plus  Water OBC 75.44
DD6 Total Energies Gas SFI 201.75
DD7 Total Energies Gas OBC 108.25
DD8 Total Energies Gas PO 143.59
DD9 Water Plus  Water Willen 28.04

DD10 Npower Electricity Willen 166.12
DD11 Npower Electricity OBC 181.02
DD12 Npower Electricity Pavilion 24.98
DD13 Npower Electricity SFC 139.08
DD14 Npower Electricity Depot 139.03
DD15 BT Broadband 720.39
DD16 Lloyds Banks Credit card 2068.41
DD17 De Landen HP of landscape equipment 213.00
DD18 Peninsula HR costs 568.25
DD19 The Fuel Card Co Landscape fuel 381.54
DD20 Water Plus  Water SFC 48.21
DD21 Water Plus  Water Woolstone 28.41
DD22 Water Plus  Water SFC 16.41
DD23 EE Mobile phone 62.14

Total Direct Debits 5,787.30
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