WITHYHAM PARISH COUNGIL
FINANGE COMMITTEE |

Responsibility: Finance Committee/Full Council

Review Cycle: . 'Annually or earlier in the event of Iebisiative changes
‘|Date of Adoption/Renewal Date for review
May 2026 , ' May 2027

TERMS OF REFERENCE

The Finance is a commlttee of W|thyham Parish Council [“the Council’] to admmlster aII financial
and non -staff related contractual matters arising within the Councll (alongside the Scheme of
Deiegatlon)

C_ONSTITUTION

The Finance Cdmmittee shall consist of seven members, preferably with at least one rhernber
from Withyham/Blackham; and the Wards of Groombridge and Marden’s Hill plus the Chalrman of
the Council, or, in the absence of the Chairman, the Vice Chairman of the Councn

‘The Committee may, at its dlscretlon invite individuals to |ts meetmgs where specmc mput |s
required. :

CHAIRMAN

The Flnance Committee shall elect from its number a Chairman and Vice Chairman at the first
- Finance Committee meeting after the Annual Statutory Meeting of Council.

MEETINGS N ;
1. The Finance Committee sha]l meet as required, but not less’ than quarterly, except where
agreed othenmse '

-

2. Meetmgs w1ll normally be supported by the Responsible Financial Officer (RFO) or in the
‘absence of the RFO, the Parish Clerk or ASS|stant Parish Clerk.

3. The duties, venues and agenda WI|| be notified at least five days in advance, emergencies
excepted o

4. Members of the publlc are. encouraged to attend.

5. Minutes of each meeting are to be drawn up and d;strlbuted to all Councillors W|thm seven
working days and duly signed at the next meeting.

" QUORUM
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. Th|s must comprise 3 members. In the event that the committee is not quorate 'fora particular
-~ meeting, the RFOwill request attendance from other councillors as required. ' '

PURPOSE

General

1.

2
3.
4

To admlnister all finance matters
To re\new statements of account
To deal wrth contractual matters not within the remit of other committees

To deal With matiers concernlng any assets and office’ eduipment owned, leased or

. ‘managed by the Council.

. To follow policies and guidance as may be adopted from time to time by the Councn

Constderatlon will be given to updating ihe Terms of Reference in line with the National

Assocratlon bf Local Council (NALC) gu idance.

_ To keep the Council informed of proposals purchases and commissioning of profeSsionaIs,

e.g. sur\reyors planning consultants, sollcutors ‘etc., and associated insurance.

. To ensure compliance with, leglslation mcludmg Health and Safety with’ relation to Councn -

owned assets and actwitiesr Fe,

;.. rrs

To report on its pusiness. and'onﬂ sngn_ificant matters within its remit to the CounCilincluc‘ling

".but not limited to:-

2 ‘ . ’ |
a. Reporting to the Council the financial status of the Council not less than quarterly'.

b. The financial and funding implications of proposals by the Council |ts Committees,
Sub-Committees and Working Parties and to advise the Coungcil on these frnanCIal

' implications
Details |
1. T-o super\nse the RFO’s management of flnanmal matters, including preparation of
pudgets and cash flow analySIs momtonng of budgets and production of annual accounts.
| 2. | To ensure compllance with the Councrl’s FinanC|al Regulations
3. ' To ensure compliance with internal and external audits.
To prepare the draft precept for dtscusslon
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1.

To ensure that the Clerk carries out an inspection (for general and insurance purposes) of

5.
all office equipment under the management of the 'parish;' to keep it in.good order and to
plan for its maintenance and replacement '
6. “To ensure that the Clerk monitors the condltlon of other assets of the Council in dlscussmn
with Ward Chairs. _
7. “To monitor and report on any contracts entered into, by or affecting the Council, except
: W|th|n the remlt of any other commlttee '
8. To super\nse the RFO or Clerk in maintaining records of the parish assets and ensure
their proper protection, except within the remit of any other committee.
To monitor the RFO or Clerk’s arrangements for appropriate .i'nsura'nce of the Council
: agalnst normally msured rlsks and of the Councﬂ s assets agalnst loss and ‘damaged.
10. To advise on major administrative and general issues referred by Council or its
committees or working parties, and refer back to Council as ‘app‘roprlate
11. To approve grants up to the total' budget-of £10,000. . '
12. To recommend the Risk Management Strategy to Councn
Authority |

To deal wrth issues within its remit, save where major decisions are required in which the
_matter should be referred to full Council for its approva!

‘Major decisions’ is lncapable of precrse defmltlon but should cover:

2

J

Flnanmal 1mpact (by reference to absolute amount, departure. from budget and rlsk)

, Lo_ng-term impact

Parish-wide impact
Expectaticn of strong public opinion and feeling
Fund rarsmg activities.

These are matters of judgement to be decided by the committee. An item may be referred
to Council where it is not unammously agreed by the Finance Commrttee -

To sanctlon |tems of expenditure subject to expenditure bemg W|th|n a budget headlng of

that year's precept.”
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WITHYHAM PARISH COUNCIL
PLANNING COMMITTEE

 Responsibility: Plannmg Committee/Full Councum
Review Cycle: - - Annually or earlier i in the event of legislative changes

Date of Adoption _ Date for review for Adoption

[Mayz2026 -~ [ Apri 2027

The Planning Committee is a committee of Withyham Parish Council [“the Council™],
to review applications for planning and licensing. :

-

CONSTITUTION

The Planning Committee shall consist of no more than 7 councillors with preference

given to include at least one member from Withyh'amIBIackham and the Wards of *

Groombridge and Marden'’s Hill plus the Chairman of the Councli or, in the absence of
- the Chairman, the Vice Chairman of the Council.

5

- CHAIRMAN . ' : \

The Planning Committee shall elect from their number a Chairman and Vice Chairmari
at the first planning committee meeting after the Annual Statutory Meeting of Council.

 MEETINGS

- 1. The Planning Committeeshéll meet apprOXi'mately every two weeks,,based on -
the applications that are to be considered and as confirmed by an agenda

2. Meetmgs‘wﬂl be clerke.d by the;As's:stant Parlsn Clerk or the Parish Clerk (when
‘hecessary), the dutjes venuges and agenda being notlfled at least five days in
advance, emergencies. excepted

3. Members of the public are encouraged to attend and are invited to address the
committee. This maybe done in person or \nrtually when avallable by Zoom.

- 4, Minutes of each meeting are to be drawn up as draft and sent to Wealden
District Council for noting of comments on appllcatlons They are then to be
agreed at the next mee‘ung

" QUORUM -
~ This must comprise three members. In the event that the committee is not quorate for a
~ particular meeting, the Clerk will request attendance from other councillors as required.

H N -
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PURPOSE

()

(a) To review, discuss and agree a response to Wealden District Council on Plannmg
Applications, Planning Appeails, Tree Preservation Orders, matters of
Enforcement, relevant Consultations and Planning Policies
To Consider applications outside of those where the Parish Council is a s_tatutory
consultee based on the Planning Policy for Applications Outside of Parish.

¢) To consider any application for licences that have a significant effect on the parish

d) To ensure the Observations of the Planning Committee are conveyed to Wealden

: District Council as the Planning Authority or East Sussex County Council when
applications are received from that authority. '

e} To report to the Council all matters consudered by it.

7f) _To reserve the right to make a request to Councn should it be agreed by the
Committee that an allocation of flnance would be required to take a significant
planning matter further _

Adopted at Council ASM-
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WITHYHAM PARISH COUNCIL (WPC)
| - STAFFCOMMITTEE
TERMS OF REFERENCE | |

Responsibility: Staff Committee/Full Council :
- Review Cycle: Annually or-earlier in the event of legislative changes -

|Date of AdoptionIRenewaI |Date for review
May 2025 - |May 2026

The Staff Committee is a 'comnirttee of WPC (the Council) to- consider staff conditions, -
policies and matters and to make recommendatrons to Counclt on disciplinary and
grievance issues.

CONSTITUTION

The Staff Committee shall comprise atleast five counCIIIors to mclude the Ghalrman of
Councn and the Chairman of the Finance Committee.

: The Committee may, at ]ts discretion, invite individuals to its meetmgs where specrt“ ic
- inputi is reqmred , _

CHAIRMAN AND VICE CHAIRMAN

The Cha[rman and Vice Chaarman of the Siaff Committee WIII be elected at the first
Staff Committee meeting immediately following the Annual Council meeting. -

MEETINGS v 7is oo-

The Staff Committee WIII meet at Ieast twice a year one meetlng WIII consider the |
outcome and necessary steps following the annual staff appraisal process and further
meetmgs will be held as necessary to deal with other stafflng issues.

Where appropriate, the Staff Commlttee can establlsh a sub- commrttee to consider any E |
grievance or dlsmpllnary matter : . _

Whilst Committees must be pubhc meetings, with-due regard to confidentiality the first
item of business should normally be to close the meeting to press and public. Action

" minutes will be reported to the next available meeting of the Council but full notes,
containing any confldentral matenal should not be shared beyond the Committee.

The Clerk will set the agenda prepare the papers and minute meetrngs It may be
necessary on occasjon for all staff to be excluded from the meeting. In these -

~ circumstances the Vice Chairman of the committee or other nominated member of the

committee will record the general discussion, agreed demsmns and outcome wh|ch
will form the basis of the meeting minutes.

Minutes of ali Staff Committee meetings will reference any notes held in lockable files
because of their confi dent;al nature

~ QUORUM
-To be quorate, three members must be present.
PURPOSE

1, The functions of the Staff Committee are to:




e annually revnew staff condltlons and staff appraisals.

¢ review salaries (in association with the Flnance and Ac[mlnlstratlon
._Commlttee)

» review and oversee all processes and procedures relatlng to staffing .
including recruitment, employment contracts documents, job descriptions
and pohmes ‘

. tnvesttgate staff dlsmpllnary matters complamts and grievances in line with
our policies and make appropnate recommendations to council.-

-« consider all matters relating to ‘staff health & safety, wellbeing, trammg and
development. :

» Consider the |mpI|cat|ons of any changes to employment payroll taxation and |

pensmns Ieglslatlon and regulation. -

With regard to comiplaints about members of staff the Staff Committee will
provide a supportive and impartial arena in WhiCh to conduct-an informal
investigation. - .

 The Staff Committee cannot function as a disciplinary baody, a[though its
representatives may fulfill this role if required.” At all other times, members
should take great care that their words and/or ac’uons cannot be interpreted as
‘such.

This committee' will havé a ,b_udg'et' of £500.



WITHYHAM PARISH COUNCIL
- CLIMATE & ECOLOGY ADVISORY GRoOUP '

- Responsibility: Climate & Ecology Advisory Group/FuIl Council

Review Cycle: Annually
Date of .Adoption/Renewal ' IDate for review
May 2025 = |qu 2026

TERMS OF REFERENCE -

The Climate & Ecology Adwsory Group |s an advisory* group of Withyham Parish Councll [‘the
Councn”] ' ‘

- CONSTITUTION

- 3 parish Councillors will normally be appointed to the Climate & Ecology Adwsory Group and up
to 9 other Members of the Public: may be co-opted as required.

CHAIR
The Climate & Ecology Advisory Group shall elect from its number a Chalr and Vice Chair
annually. The Chair should not serve more than 3-consecutive years.

MEETlNGS ‘ '
1. The Climate & Ecology Adwsory Group shall meet with reasonable frequency as required to
fulfil its purpose / with a minimum of 3 meetings per year, with additional meetlngs as
- required. '
. Meetings will normally be supported by the Commumty Engagement Coordinator. -
If the Community Engagement Coordinator is present they will take notes if not present a
person shall be nominated to so.
4. The dates and venues and" agenda will \be notified at least three days in advance
emergencies excepted. ' ' '
5. Members of the public may attend. -
6. 'Notes of each meeting will be drawn up (and cllstrlbuted to all Councillors and members of
. the Committee within 10 working days) and duly signed at the next meeting. .
7. Members of the public may be co-opted to the Committee by their expressing an interest to
the Community Engagement Coordinator or by recommendation from the existing Group
'members to the Group where a vote will be held.

N

- QUORUM _
This must comprise three members. In the event that the committee is not quorate for a particular
meeting, the Community Engagement Coordinator will identify an alternative date.

' PURPOSE

To find, discuss and evaluate actions that Withyham Parish Council can take to reduce the carbon
emissions produced both by the Council directly and by residents of the Parish, as well as to find
‘ways to enhance the local ecology, and to recommend actions which will be decided on by *

Councillors at Full Council meetings. » R -



. To consider possible routes Councn can take to reduoe carbon emissions, support the local

ecology, and conttibute to climate focused initiatives

. To consider the results of carbon calculators, and recommend actions approprlate to

Withyham Parish’s community, and within the scope of the Parish Plan to reduce carbon

emissions and enhance the local ecology

. To advise Council on how to manage WPC in an environmentally sustarnable manner,

. making recommendations to processes, policies and commtttees as pertaining to carbon
reduction and enhancing the local ecology :

. Encouraging, educating and embedding env1ronmenta! best practice within the community
‘and other stakeholders )

. To reduce the environmental footprlnt of the Parish by communlcatmg and promoting

sustainable carbon reducing initiatives and ‘initiatives to enhance the ecology of the local

area,

To invite experts/members: of the public to address WPC on envrronmental top!cs as

appropriate .

. To update residents via the Newsletter local magazines, WPC website and social media

. To encourdge- residents’ ideas on conservation and environmental improvements eg

~ engaging with school children, litter picks

"~ To work in partnership with Ilkemlnded local environment organisations and local groups

and societies on carbon reduction and enhancing the local ecology wherever fea5|ble and

. reasonably practical

i. To identify training as appropriate

. To support where reasonably. practical and feasible District, County and Government

initiatives

To recommend to Councrt the allocation of funds to specific projects that the Council may, -

in its discretion, allot to the Advisory Group for its use. This committee will have a budget |

available fo it of £500, WPC aiso has an Earmarked Reserve for environmental .

improvements. Any proposed expendlture must have approval of the Parlsh Council or the:

Finance Committee. |

*An Advisory Committee makes recommendations to Council



WITHYHAM PARISH COUNCIL
ASSETS WORKIN-G.GROUP TERMS OF REFERENCE
This working group has been set up by the Fmance Commlttee to discuss matters

relating to all'assets, to monitor their management and financial requirements and to.
make recommendahons to Finance Commlttee

Date of AdoptioanenewaI IDate for review .
May 2026 S [May 2027 |
MEMBERSHIP

The Working Group comprlses six Parlsh Councillors. The Chalrman and Vice-Chair
of the Council may attend as ex officio. The Working Group may, at its discretion, invite
lndlwduais to its meetlngs where specific input is required.

CHAIRMAN ‘

The Working Group shall elect from its number a Chalrman and Vice Chairman at its
- inaugural meeting, and annually thereafter at the first meeting following WPC's Annual -
Statutory IVIeetlng The role of the Chalr is to chair meetlngs of the Working. Group

_ MEETINGS '
1. The Working Group shall meet as required, but not less than twice a year to
o include prior to the Finance Committee’s budget and Precept discussion. '

2. Meetings will be supported by the RFO or Clerk.

3. The date and agenda willibe notified to the Working Group by the RFO or Clerk
at least five working days Eh advance, emergencies excepted, however it is not
necessary for these: ;{gf e\iédvertlsed publicly.

4. Notes of each meeting are to be drawn up and distributed to all members of the

* Working Group within 5 working days of the meetlng and to the Finance
Committee at its next meeting.
5. The Working Group will report to the Finance Committee on a regular baS|s

QUORUM
" This must comprise 3 members

ROLE AND PU RPOSE
. The Working Group is responsible for: ‘
1. Discussing matters relating to council assets, partrcularly with regard thelr

longer-term investment or drsposal

2. _Momtormg the management and financial requrrements of council assets

\

3. Consrdermg the impact of any proposals by other—-commrttees or council that
wrlt srgnlfrcantly affect council assets.

4. Reviewing budget requwements for assets to inform annual budget and
Precept setting -

‘5. Making recommendations to,Fihance Committee'regarding'these matters |




WITHYHAM PARISH COUNCIL
RIGHTS OF WAY AND ACCESS ADVISORY CO-MMITTEE '

Responsibility: Rights of Way and Access AdVlSOry Committee/Full Council

Review Cyc¢le: ~ Annually or earlier in the event of legislative changes
" [Date of Adoption/Renewal Date for review '
|IVlay 2025 _ _ May 2026

TERMS OF REFERENCE
' The Rights of Way and Access Advisory Commrttee |s an advrsory commlttee of '
Withyham Parish Council [“the Councn”j

CONSTITUTION :

-3 parish ‘Councillors will normally be appointed to the Rights of Way and Access
Advisory Committee, and up to 9 other l\/lembers of the F’ubllc may be co-opted as
requmed
CHAIR ‘ ‘ ‘

The Rights of Way and Access Adwsory Gommtttee shall elect from its number a Chalr
and Vice Chair annually. .

MEETINGS '
. 1. The Rights of Way and Access Advisory Commrttee shall meet with reasonable
frequency as required to fulfil its purpose. '
1. Meetings will normally be supported by the Parrsh Clerk Assistant Clerk or.
Administrator.
2. The dates and venues and agenda will be notified at least three days Il'I
~ advance, emergencies excepted. -
. 3. Members of the public may attend. '
4. Minutes of each meeting are to be drawn up (and dlstrlbuted to all Councillors
and members of the Committee within 10 worklng days) and duly signed at the -
- next meeting.-
5. ‘Members of the public may be co-opted to the Commlttee by therr expressing
an interest to the Clerk. or by recommendation from the emstrng commlttee'
members to Council, where a vote will be held.

QUORUM
This must comprise three members In the event that the commlttee is not quorate for
a particular meetlng, the Clerk will |dent|fy an alternatlve date

PURPOSE

a. To super\nse the Public nghts of Way and other places of publlc access rn
‘Withyham Parish so that they may remain open to the public

b. To oversee the maintenance of Rights of Way with particular regard to safety of
the public and the parish council legal responsibilities -

¢. To allocate responsrblllty for regular inspection of Rights of Way by Commrttee
members.

d. To receive proposals, adwce and complaints about Rights of Way and access
from authorities, organisations, landowners and occupiers and the public

e. To have regard for owners and occupiers of land over which Rights of Way run

" and to which the public has access as well as the interests of users :
, , : : - Pagetof2.




‘. To consider any additional or variation to the Rights of Way network within the
. parish that it may feel appropriate, and make recommendations to Council. .
-g. To report significant aspects of the Committee’s work to the Parish Council at -
regular meetings. Such report may be made by the Chairman or his
representative in person, or in writing via the Parish Clerk, and should contain -
recommendations for support or finance from the Parish Council. -

h. To recommend to Council (as per the Scheme of Delegation) the allocation of
" any funds to specific projécts that the Council may, in its discretion, allot to the
Commiittee for its use for rights of way. Such funds will amount to no more than
£500 in any one calendar year. ' '

*An advisory committee makes recommendations fo Council -
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. WITHYHAM PARISH GOUNCIL .
WARD CHAIRS & STANDING COMMITTEES 2026/27

'Responsibility:  Full Council (ASM)

. Review Cycle: - Annually
|Date qf.Ad'optibanenewaI - |Pate for review -
|May 2026 May 2027
WARD CHAIRS

Although from May 2019 there are 2 wards rather than 3, Counc:l has previously
asserted that fair representation from Withyham/Blackham should be maintained, so
it recommended that there is a Ward Chair far Wthyham/BIackham (Groombndge

ward). .

Ward Chairmen: .
Groombridge (Groombridge Ward) - | Nick Anderson

St John's (Marden's Hill Ward) . Jill Pardey L
Withyham/Blackham (Groombrldge ‘| Emma Bowers/Sue Skinner
Ward) -

' STANDING COMMITTEES

i .
Al

Planning Commlttee -7 Counclllors o
Alan Gaukroger : Mardens Hill

.| Beth Rhodes ™~ , - | Groombridge
Deviani Parekh-Jones L Groombridge
‘Diana Kelly . " | Groombridge
Jill Pardey I ‘ ' Mardens Hill
Penny Lawne ' _: Groombridge

Finance Committee 7 Councillors -

Deviani Parekh-Jones " | Groombridge
Di Kelly ' Groombridge
Linsey Winter -~ . Groombridge
Nick Anderson . | “ Groombridge
Penny Lawne , Groombridge ,_
| Robert Gordon-James_____ Groombridge | S
Alan Gaukroger Mardens Hill E

NB members of Finance Committee are named on bank
mandate to be updated with any changes followmg ASM

: _StaffCommlttee (5 clirs) - -
Diana Kelly - , | Groombridge
| Linsey Winter - = L Groombridge
Nick Anderson ‘ Groombridge
Robert Gordon-James Groombridge
Alan Gaukroger, . ‘ A | Mardens Hill




ADVISORY COMMITTEES

| Climate & Ecology Adv;sory Group
3 Councillors ;

Nick Anderson Groombridge
Judi Tuke Groombridge
Linsey Winter Groombridge

9 Members of the Publlc

Katrina Gordon-James

Member of the Public

Caroline Write -

Member of the Public

Jenny Shepherd

Mermber of the Public -

| Mike Llndsay-Baery

Vacancy

Member of the Public '

Vacancy

‘Vacancy

Vacancy

‘Vacancy

Building Assets‘-Working G'roup - 6_‘Council|6rs

Penny Lawne Groombridge
Alan Gaukroger Mardens Hill ~
Diana Kelly Groombridge
Judi Tuke “Groombridge
Linsey Winter _ Groombridge
Robert Gordon James Groombridge
Rights of Way Advus@ny? @ommlttee
3 Coungillors R _
Penny Lawne ‘ Groombridge

| Judi Tuke Groombridge
Vacancy i
9 Members of the Public ' ' ‘
Barry Clark Member of the Public

Malcolm McDonnell

Member of the Public

Margaret Harley

Member of the Public

| Andrea Swindells

Member of the Public

Andrew Howey

Member of the Public

Tim Smith

Member of the Public

| Vacancy

‘| Vacancy

' Vacancy

Please note: Commlttee Chairs & Vice chalrs are voted at the first Committee meetmg _'

after the ASIVI
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REPRESENTATIVES TO OUTSIDE BODIES 2026-27

‘Councnlors are asked to:
¢ Review this list and agree representatives.

« Add any organisations that are not on the list where we have representatlon :
o Remove any or agree alternative arrangements for organisations on the list

where it is not felt WPC requires representatlon

Representatives

Orgamsation :
Ashdown Forest Panshes Liaison Committee Clir Rhodes/Gaukroger
Blackham Village Hall (WPC is a Custodian Trustee) Cllr Skinner , -

Groombridge Scouts

Groombridge Sports Ground Assomatlon

Clir Winter/ClIr Parekh-Jones
Clir Anderson :

‘Groombridge Village Hall-

Clir Winter

NALC Reps and County Association (ESALC and AIRS) AGM

Chair/Vice Chair

North Wealden Community Transport Partnership (Wealdlink)

Clir Gordon-James

Chair of Planning CtteelCIerks

Parish Planning Panel (WDC)
Speedwatch Co-ordinator -

Clir Tuke

Traffic and Road Safety Representative

Volunteer Highways Coordlnator

Wealden District Association of Local Councils

Cllr Lawne

Withyham Charity

Clir Pardey

Wlthyham Community Interest Company WPC rep

Clir Gordon-James

Arrangements for Reportmg Back: .

‘Councillors to ensure that they report back verbally from meetlngs attended at

Councn meetlngs and/or via email to the@iq :

‘"for circulation.
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(ENGLAND) "
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. Responsibility:  Clerk/Full Council
Review Cyclei’ - Annually, or earher in the event of Ieglslatlve changes

[Date of AdéptionIRenewal Date for review
[May 2026 B - |Mmay 2027

.
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INTRODUCTION

.This is an update to Model Standing Orders 14 and 18.

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 alse 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 pohcles of a council but
standing orders may refer to them.

Local councﬂs operate within a W|de statutory framewark. NALC made standmg
orders incorporate and reference many statutory requirements to which councils are
subject. It is not possible for the model standing ¢rders to contain or reference all the
statutory or lagal requirements which-apply to local cauricils. For example, it is not
practica] for model standing drders to document ali obligations under data protection
legislation. The statutory requirements to which a councit is subject apply whether or
not they are incorporated in & council's standing orders.

‘The model standing orders do not include- model finencial regula‘t_iene. Financial
regulations-are standing orders to regulate and control the financial affairs and .
accounting precadures of a local council. The financial reguiations, as opposed fo the
_standing ordars of a council, ‘Include most of the requirements relevant to the
council’s Responsible Financial Officer. Model financial regulatlons are avarlable to
counr.:lls in membership of NALC. Wt

DRAFTING NOTES ) - T I _

Model standing orde‘rs that are in bold type contain lega! and statutory requirements
It is recommended that councils adopt them without changing.them or their meaning.
‘Medel standing orders not in bold are designed to help councils operate effectively
but they do not éontain 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 votlng
rights. :

A model standing order that includes brackets like this '( )’ requires information to be
inserted by a councll. A mode] standing order that includes brackets like this T T and
the term ‘'OR" provides alternative options for a council to choose from when
determining standing orders.

1.  RULES OF DEBATE AT MEETINGS

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




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

A mation on the agenda that is not moved by its proposer may be treated by
the chairman of the meeting as withdrawn.

- 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. .

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

1§ an amendment to the original motion is carried, the origthal metion (a's

“amanded) becomes the subetantlve motlon upen whlch further amendment{s)

may be moved.

An amendment shall not be considered unless early verbal notice of it is given

~ at the meeting and, if requested by the charrman of the meeting; is expressed

in writing to the chairman.

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

If there is more than one amendment to an original or substantrve meotion, the
amendments shall be moved in the order dlrected by the chairman of the
meeting.’ W R _ S

Subject to standing order 1(k}, only one amendment shall be moved and
debated at a ime, the order of which shall be directed by the chairman of the
meeting. : '

One or more amendmenits may be discussed together if the chairman of the

_meeting considers this expedient but each amendment shall bie voted upon

separately.

. A cauncillor may not meve more than one amendment to an original or

substantivé motion.
The mover of an amendment has no. rith of reply at the end of debate on it

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 subsfantive motion
immediately before itis put to the vote.. ' '

Unless permitted by the chairman of the meeting, a councillor mey speak once -
in the debate ona motlon except ) '

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

. o move or speak on another amendment if the motron has_ been
- amended since he last spoke;




il to make a point of order,
"iv. togivea personal.explanétiqn; or
v.  toexercise a right of reply.

During the debate on a motion, a councillor may interrupt'only'on apoint of
order or a personal explanation and the councllior who was interrupted shall
stop speaking.- A councilfor raising a point of order shall identify the standing
order which they consider has been breached or specify the other irregularity in
the proceedings of the meeting they are concerned by.

A point of order shall be decided by the chairman of the meeting and
theirdecision shall be final..- ) : '

When a mofion is under débate, no other motion sﬁall be moved except:
i. toamend thé mation; |
ii. -to proceed to the ﬁext pus-iness;
iil.  toadjourn the debate;
iv. toput the. motion to a voty; .

W to ask a person tb--be no longer heafd or to leave the meeting;
vi. torefer a motion to a committee or sub-committee for consideration;
vii. o exclude the public and press; o |
viii, tb adjourn the meeting; or

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

Before\an ariginal or substantive motion is put to thé vote, the chairman 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 their right
of reply. ' ' ‘

Excluding motions moved under standing order 1(r), the contributions or .
speeches by a councillor shall relate only to the motion under discussion and
shall not exceed ( 10 ) minutes without the consent of the chairman of the -
meeting. . - . ’ -

DISORDERLY CONDUCT AT MEETINGS

No pérson shall obstruct the transaction of business at a meating or behave
offensively or improperly. [f this standing order is ignored, the chairman of the
-meeling shall raquest such person(s) to moderate or improve their conduct.



-If person(s) disregard the request of the chairman of the meeting to moderate
. orimprove their conduct, any coungcillor or the chairman of the meeating 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.

If a resolution made under standing order 2(b) is ignored, the chairman of the'
~ fneeting may take further reasonable steps to restore order or to progress the -
meeting. This may include temporarily suspending or closing the meeting.

- MEETINGS GENERALLY

Full Council meetings ‘
Committee mestings s
Sub-committes meetings ®

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

_ Theminimum 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 d day appointed for public thanksgiving or mourning.

The minimum three clear days’ public notice for a rheeting does not
include the day on whlch the notice was issued or the day of the
meeting ‘

Meetings shall be open to the public unless their presence is prejudicial
to the public interest by reason of the confidential nature of the

" busihiess 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.

Members of the public may make representations, answer guestions and give
‘avidence at @ meeting which they are entitled to attend in respect of the
business on the agenda.”

Thé period of time designated for public participation at a meeting in
accordance with standing order 3(e) shall not exceed ( 10 ) minutes unless
directed by the chairman of the mesting.

* Subject to standing order 3(f), a member of the publlc shall not speak for
more than ( 3) mlnutes

In accordance with stahding order 3(e), a guestion shall not require &
response at thé meeting nor start a debate on the questlon The chairman of
the meeting may dlrect that a wrltten ar oral response be given. '



A person shall raise their hand when requestlng to.speak and stand when -
speaking (except when a person has a disability or is fikely to suffer
discormfort). The chairman of the meenhg may at any time permit a person to
be seated when speaking. -

A perscn who speaks at a meetmg shall direct their comments to the
chairman of the meetlng

Only one person is permitted to speak at a tlme If more than ene person
‘wants to speak, the chairman of the mesting shall direct the order of
speakmg

‘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 meetmg takes place or later tq

persons not present. \

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

' ..Thé press shall be provided with reasonable facilities for the taking of -
their report of all or part of a meeting at whlch they are entitled to be,\
present.

Sl._lbject to standing orders which indicate otherwise, anything
authorised or required to be done by, to or before the Chairman of the
‘Council may in their absence be done by, to or before the Vice-

. Chairman of the Council (if there is one) '

The Chalrman of the Councii, 1f present shall preside at a meetmg If
the Chairman is absent from a meeting, the Vice-Chairman of the
Coungil {if there is one) if present, shall preside. If both the Chairman

- and the Vice-Chairman are absent from a meeting, a councillor as
chosen by the counclllors present at the meeting shall preside at the
meeting. :

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.

The chairman 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 exercisé
) thelrcastmg vote whether or not they gave an original vote.

See standihg orders 5(h} and (.v) for the different rules that apply in the
election of the Chairman of the Council at the annual meefing of the Council.




B

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 .
guestion shall be recorded so as to show whether each councillor
present and voting gave their vote for or against that gquestion. Such a
request shall be made befbre moving on to the next item of business on the
‘agenda. .

The minutes of a meetrng shall include an accurate record 'of the fotlowmg

i. the time and place of the meetmg,

\

i, the names of councillors who are present and the names of councrllors :
who are ahsent;

iii. |r|terests that have been declared by councillers and non- counclllors
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 teft the meeting
when matters that they held interests in were being considered; -

vi. - if there was a public participation séssiqn; and
vil. the resolutions made. -

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 their

right to partlcipate and vote on that matter. s

- 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(vrrr) for the quorum of a commitfee or sub-commitiee
meeting. ]



If amesting is or becomes inquorate no husiness shall he transacted
and the mesting shall be closed. The business on the agenda for the reeting
shalt be adjourned to another mesting.-

A meeting shall not exceed a period of (3) hours. .
' CO_MMITTEES AND SUB-COMMITTEES

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

. The members of a committee may include non-couniillors unless itis a
- committee which regulates and controls the finances of the C-ouncil.

-Unless the Councit determines otherwise, all the members of an advisory
committee and a sub-committee of the advisory committee may be non-
councillors

The Council may appomt standmg commlttees or other commlttees as may be
) necessary, and: :

i. shall determine thisir terms' of refe-rence;

i‘i. "shall determine the number and time of’th.e :ordinary meetings of a
standing cormmittee up until the date of the next annual meeting. of the
Councn :

iil.  shall permit a commiftee, other than in respect of the brdinary meétings
: of a committee, to de_termine'the number and time of its meetings;

iv.  shall subject to standing orders 4(b) and (c), appaint and determine the
terms of office of members of such a committee:

v.  may, subjectto stan&ing orders 4{b) and {c), appeint and detgrmine.t'he
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 cammittee confirm to the Proper Officer (- *) days before
the meeting that they are u‘nable to attend,

i .shall after it has appointed the members of a standing committee,
appoint the chalrman of the standing committes;

~vii.  shall permit a commlttee other than a standing committee, to appomt its
own chairman at the first meeting of the commlttee

viil. shall defermine the place notice requirements and quorum for a meeting
- of a commitiee and a sub- comm:ttee whlch in both cases, shall be no
less than three , .
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ix. shall determine if the public may participate at 2 meeting of a committee;

x.  shall determine if the public and press are parmitted to attend the
meetings of a sub-committee and also the advance puklic notice
requifements, if any, required for the meetings of a sub-committee;

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

xil. may dissolve a committes or a sub-committee.

Furt-her‘ information regarding Withyham Parish Council's committees may be found
in the Scheme of Delegation,

5. ' ORDINARY COUNCIL MEETINGS

a In anelection year, the annual meeting of the Council shall be held on or
within 14 days followlng the day oi 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 Councii decides.

¢ If no other time is fixed, the annual meetmg of the Councll 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 demdes :

e  Thefirst busihess conducted at the annual meeting of the Council shall
. be the election of the Chairman and Vice-Chairman (if there is one) of the
Coungil.

f The Chairman of the Council, unless they have resigned or hecome
' disqualified shall continue in office and preside at the annual meeting
until their successor is elected at the next annual meeting of the Council.

g The Vice-Chalrman of the Coungcil, if there is one, unless they resign or
becomes disqualified, shall hold office until immediately after the election
of the Chairman of the Coungil at the next annual meeting of the Council.

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

i In an‘eiection year, if the current Chairman of the Council has been re-
elected as a membker of the Council, they shall preside at the annual -
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meeting until a new Chairman of the Council has been elected. Theymay

exercise an origi_na'l vote in respect of the election of the new Chairman of

the Council and shall give a casting vote in the case of an equality of
votes. -

Foliewing the election of the Chairman of the Council and Vice-Chairman (if
there is ane) of the Council at the annual meeting, the business shall include:

In an election year, delivery by the Chairman 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

" . electlon year, delivery by the Chairman of the Council of their

Vi,

vii.

viii.

Xi. -
. arrangements for reportmg back;

Xii.

xiit.

Xiv:

KV,

xvi.

acceptance of office form unless the Council resolves for this to be -

done at a later date;

Confirmation of the accuracy of the minutes of the last meetlng of the
Council; ' = . :

Receipt of the minutes of ;he last meeting of a committee;
Consideration of the recommendetions made by a committee;

Rewew of delegatlon arrangements to commlttees sub- commlttees staﬁ
and other local authorltles :

Review of the terms of reference for committees;
Appeintment of members to existing committees;
Appeintment of any new commlttees in accordance with standing order 4,

Review and adoption of approprlate standmg orders and financial
regulatlons

Review of arrangements (including legal agreements) with othef' local. -
authorities, not-for-profit bodies and kusinesses. .

Review of representatlon oh or work with external bodies and

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;

Rewew of invenfory of land and other assets |ncludmg buﬂdmgs and
office equipment;

Confirmation of arrangements for insurance cover in respect of all

_insurable risks;

Review of the Council's and/or staff subseriptions fo other bodies{

Review of the Councif's complaints procedure;

12



5;7

xvii. Review of thé Council's policles, precedurss and practices ih respéct of
its obligations under freedom of information and data protection -
legislation (see also standmg orders 11, 20 and 21)

xviii. Review of the Council's policy for dealing with the presslmedia;'
xix. Review of the Council's employment policies and procedures;

xx. Review of the Council's expenditure incurred under 5.137 of the Lacal
Government Act 1972 or the general power of competence.

xxi. Determining the time and place of ordinary mestings of the Council up to
- - and including the next annual meeting of the Council.

EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND
SUB-COMMITTEES

The Chairman of the Council niay convene an extraordinary meeting of

the Council at any time.

If the Chalrman of the Council does not call an extraordinary meeting of
the Council within seven days of havmg been requested in writing to do
so by two coungillors, any two counciliors 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,

The chairman 'of a commlttee [or a sub-committee] may convene an
extraordmary meeting of the commtttee [or the sub-committee] at any t|me

If the chairman of a committee [or a sub-committee] does not call an )
extraordinary meéting within { 7 ) days of having been raquésted to do soby (2 .
y members of the committee [or the sub-committee], any ( 2 ) members of the
committee [or the sub-committee] may convene an extraordlnary meetlng of
the committee [or a sub-committee]. :

PREVIOUS RESOLUTIONS

" A resolution shall not be reversed within six months except either by a spacial

mofion, which requires written notice by at least ( 7°) councillors to be given to
the Proper Officer in accordance with standing order 9, or by a motion maved
in pursuance of the recommendation of a committee or a sub- commlttee

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

13



VOTING ON APPOINTMENTS

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
settied by the casting voie exercisable by the chairman of the meeting.

, MOTIONS FOR A MEETING THAT REQUIRE WR]TTEN NOTiCE TOBE
GIVEN TO THE PROPER OFFICER

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 '
functions, powers and obligations or an issue which specifically affects the
Counc:l s drea or its residents,

No motion may be moved at a meeting uhless 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. |nclude the day of the notice
or the day of the meeting. )

The Proper Officer may, before mclucilng a motion on the agenda recel\red in
accordance with standing order 9(b), correct obvious grammatlcal or
typographical errors in the wordlng of the motion.

If the Proper Officer consnders the wordmg of a motion received in accordance
with standing order 9(h) is not ¢lear in meaning, the motion shall be rejected

" untii the'mover of the motion resubmits it, so that it can be understood, in

writing, to the Proper Cfficer at least { 7 ) clear days before the mesting. -

* If the wording or subject of a proposed motion is considered improper, the
Proper Officer shall consult with-the chairman 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.

. Thé decision of the Proper Officer as to whether or not to include the motion on
the agenda shall be final. ' '

Motions received shall he recorded and numbered in the order that they are -
recelved

Motions rejected shall be recorded with an explanatlon by the Proper Cfficer of
the reason for rejectlon

14
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MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE

The followmg motlons may be moved at a- meetmg without written notice to the
Proper Offlcer

v,

vii.

viil,

Xl

xii.

= Xiil. -

Xiv. -

Xv.

Xy

Xwvii.

to correct an inaccuracy In the draft minutes of a meeting;
tomovetoa vote; | '
to defer con5|derat|on of a motion;

to refer a motion to a partlcular committee or sub- commntee

© to appoint a person ta preside at a meeting; -

o change the order of business on the agenda;
to proceed to the next business on the agends;

to require a written report;

"to appeint a committee or sub-committee and'their'members;

ta extend the time limits for speakmg, .

to exciude the press and public from a meeting in respect of conﬂdentlal

. or other information which is prejudlcral to the public interest;

to not hear further from a councillor or a member of the public;
to exclude a councillor or member of the public for disorderly conduct;
to temporarlly suspend the meeting;

to suspend a particutar standmg order (unless it reﬁects mandatory
statutory or legal reqmremernts)

to adjourn the meeting; or

to close the meeting.

MANAGEMENT OF INFORMATION -

See also standing order 20.

The Council shall have in place and keep under review, technical and
orgamsatlonal measures to keep secure infofmation {including persanal
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. v
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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 conflrm the period for which information (inciuding personal
data) shall be retained or if this is not possible the criteria used to
determine that perlod (e.g. the Limitation Act 1980).

The agenda, papers that support the agenda and the mimites of a meeting

shall not disclose or otherwlse undermine confidential information or
personal data without legal justification.

Councillors, staff, the Council’s ¢ontractors and agents ‘s‘hall not disclose
confidential information or personal data without legal justification.

DRAFT MINUTES

Full Council meetings - B o
Commitiee meetings ®

Sub-committee meetings ®

If the draft minutes of a precéding meeting have been served on councillors .
with the agenda to atiend the meeting at which they are due to'be
approved for accuracy, they shall be taken as read.

'There shall be no dlscussmn about the draft minutes of a precedmg meeting
except in relation to their accuracy. A motion to correct an inaccuracy in the
draft minutes\s’hall be moved in accordance w'lth standing order 10(a){i).

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

~ If the chairman of the meeting does not consider the minutes to Bé. 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 chairman of this meeting does not believe that the minutes of
the meeting of the { ) held on [date] in respect of ( - ) wefe a correct
record but thelr view was not upheld by the meeting and the

. minutes are confirmed as an accurate record of the proceedings.”

If the Council’s gross annual income or expenditure (whichever is
higher) does not exceed £25,000, it shall publish draft minutes ona
website which is publicly accessible and free of charge not later than
-ane month afier the meeting has taken place.
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. Subject to the publication of draft minutes in accordaice 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 destrayed. '

‘CODE OF CONDUCT AND DISPENSATIONS

See also standing order 3(u). Withyham Parish Councﬂ has adopted the
NALC. recommendled Code of Conduct 2012,

All coluncitlors and non- councillors.with voting rights shall cbserve the code of ‘
conduct adopted by the Councll

Unless they have been granted a dispensation, a councnlor or-non-councillor
with voting rights shall withdraw from & meeting when it is con_sudermg 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.

Unless they have been grantsd a dispensation, & t;ouncillor ot nen-councillor

* with voting rights shall withdraw from a meeting when it is considering a matter

in which they have another inferest if so required by the Council's code of
conduct, They may return to the meeting after it has conmdered the matter in
which they had the interest.

Dlspensatlon requests shall be in writing and submitted to the Proper
Officer as soon as possible before the meeting, or failing that, at the start of
the meeting for which the dispensation is required.

A decision as to whether to grant a dispensation shall be made by the Proper
Officer and that decision Is final.

A dispensation request shall confirm:

i. the déscription and the nature of the disclosable becuniary interest or
other interest to which the request fo'r the dispensation relates;

ii.. whether the dispensation is required to partlcipate ata meetlng ina
dlscussmn only ora dISCUSSIOI‘I and a vote;

iil.  the date of the meetlng or the period (not exceeding four years) for which
the dispensation is socught; and

v. an explanatlon as to why the dlspensatlon is sought.

Subject to standmg orders 13{d) and (), a dlspensatlon request shall be
considered by the Proper Gfficer befare the meeting or, if this is not possible, at
the start of the mee_ting for which the dispensation is required.

A dispensation may be granted in éccbrdance with standing order 13(e) if

17
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having regard to all relevant circumstances any of the‘following apply:

i without the dispensation the number of persons prohiblted from
participating in the particular business would be so great a
praportion of the meeting transacting the business as to |mpede the
transactlon of the business;

ii. granting the dlspensatlon Is In the |nterests of persons Ilving in the
Coungcil’s area; or

iii. - itls otherwise appr_opriate to grant a dispensation.

- CODE OF GONDUCT COMPLAINTS

" Upon notification hy the District or Unitary Council that a codncillor or

non-councillor with voting rights has breached the Council’s code of
conditct, the Council shafl consider what, if any, action to take against
him. Such action excludes dlsqualification or suspension from office.

PROPER OFFICER

’
‘

The Propér Ofﬁcer shall be gither (i) the clerk or (i) other staff member(s)
nominated by the Council to underiake the work of the Proper Ofﬂcer when the
Proper Officer is absent. :

The Proper Officer shall: -

i. at least thrée clear days before a meeting of the council, a
committee or a sub-commiiies,

« serve on counclllors by deliveiy or post at their residences or by
email authenticated in such manner as the Proper Officer thinks
fit, a sighed summons confirming the time, place and the agenda
(provided the councillor has consented to service by email), and

= Provide, ina ,congpicuous place, public notice of the time, place
and agenda (provided that the public notice with agenda of an
extraordinary meeting of the Councll convened by councnlors is
signed by them)

See standing order 3(b) for the meaning of clear days for a meeting of a
full council and standing order 3(c) for the meanmg of clear days for a
meeting of a committee; ’

ii. subject to standing order 9 include on the agenda all motlons in the arder
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vi.

vil.

viil.

xi.

xit.

Xiii.

Xiv.

XV,

Xvi.

. : i
received unless a councillor has given written notice at least ( 7 ) days
before the meeting confirming their withdrawal of it;

‘convene a meeting of the Council for the election of a new Chairman |

of the Council occasioned by a casual vacancy in their office;

facilitate mspection of the mlnute book by local government
electors; : :

 receive and retain coples of byelaws made by other local

authorities;
hold aceeptance of office forms from councillors; -
hold a copy of every coungillor's régister of interests;

assist with responding to requeéts made under freedom of information
legisiation and rights exercisable under data protection legislation, in
accordance with the Councii‘s relevant policies and procedures;

ligise, as appropriate, with the COLlI"ICI| s Data Protection Officer (if there
is ane};

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

assist i the organisation of, storage of, access to, security of and
destruction of information held by the Coungil 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);

arrangé for legal déeds to be executed,
(see afso standing order 23);

arrange or manage the prompt authorisation, approval, and instruction

" regarding any payments to be made by the Councul in accordance with its

financial regulations;

record every planning appli.cati'oh notified to the Council and the Co:.mdl’s
response to the local planning authority in @ book for such purpose;

refer a planning application received by the Council to the {Chairman or in
their absence the Vice-Chairman (if there Is one) of the Council] OR
[Chairman or in their absence Vice-Chairman (if there is one} of the ()
Committee] within two working days of receipt to facilitate an
extraordinary mieeting if the nature of a planning application requires
consideration hefore the next ordinary meetmg of [the Council] OR [{ ")
committee],

' manage access to information about the CounciI» via the publication

scheme; and
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16.

xvil. retain custady of the seal of the Councll (if there is ane} which shall not
be used without a resolution to that effect.
(see also standing order 23).

RESPONSIBLE FINANCIAL QFFICER

The Council shall éppoint appropriate staff member(s) to undertake the work of
the Responsible Fmanc:al Officer when the Responsable Financial Officer is
absent.

Further information regardlng the Clerk and RFO may be found in the Scheme of
Delegatlon

17,

ACCOUNTS AND ACCOUNTING STATEMENTS

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

All pa'yments by the Gouncil shall be authorised, approved and paid.in
accordance with the law, proper practices and the Council's flnan0|al
regulations.

The Responsible Financial Officer shalf supply to each councillor as soon as .
practicable after 30 June, 30 September and 31 December in each yeara

‘statement to summarise;

s the Council's recelpts and payments (or income and expendlture) for

each quarter;

i. the Councn’s aggregate receipts and payments (ori mcome and
- expenditure) for the year to date;

iii. E the balances held at the end of the quartér being 're‘ported and

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

As soon as possible after the fi nanc:|a| year end at 31 March, the Responmble
Financial Officer shall provide:

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

ii. tothe Council the accounting statements for the year in the form of
Section 1 of the annual governance and accountability return as required
by proper practlces for consideration and approval. '

20
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1s.

The year-end accounting statements shall be prepared in accordance with
proper practices and apply the form of accounts determined by the Coungil
{receipts and payments, or income and expanditure) 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 Councll for consideration and fermal approval before 30

‘June

FINANCIAL CONTROLS AND PROCUREMENT -

- The Gouncil shall consider and épprove financial regulations drawn up by the

Responsible Financial Officer, which shall include detalled arrangements in
respect of the following: -

the keepmg of aooountmg records and systems of internal controls

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

il.  the work of the independent internal auditor in aocordance 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 focal electors of the -
- Council's accounts and/or orders of payments and

v.  whether contracts with an estimated value below I[ﬁﬁ@ 000] Hue to /’{ Commented [C17: This :mmreﬂeolsﬂ\e updatedmelcial I{egs ]

' special circumstances are exempt from a tendering process or
procurement exermse .

* Financial regulations shall be reviewed regularly and at least annually for

fitness of purpose.

Subject to additional requifements in' the financial regulations of the Council,
the tender pracess for contracts for the supply of goods, materials, services or

- the execuhon of works shall |nclude as a minimum, the followmg steps:

i. a specification for the goods matenals services or the execution of
" works shall be drawn up;

i, an invitation to tender shall be drawn up to confirm (i} the Council's
specification (i) the time, date and address for the submission of tenders
{iiiy the date of the Council's written response to the tender and {iv} the
prohibition on prospective contractors contacting councillers or staff io
encourage ar support their tender outside the prescribed process;

iii.  tenders are to be submitted in writing in a sealed marked enve[ope
addressed to the Proper Officer, .

iv. - tenders shall be opened by the Proper Officer in the presence of at least
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19,

one councillor after the deadline for submission of tenders has passed;

V. tenders are to be reported to and considered by the appropriate meeting
"~ - ofthe Council ora commlttee or sub—commlttee with delegated
" responsibility.

Neither the Council, nor a committee or a sub-committee with delegated
responsibility for considering tenders, is bound to accept the lowest value

~tender. e

-Where the value of a contract is likely to exceed the threshold specified

by the Government from time to time, the Council must consider whether
the contract is subject to the requirements of the current procurement .
legislation arnd, If so, the Council must comply WIth procurement rules
NALC’s procurement guidance contains further details.

HANDLING STAFF MATTERS

A matter persohal to a member of staff that is belng coneidered by a meeting of
Council OR the staff committee is subject to standing order 11,

Subjecf to the C@uncil's‘po[icy regarding absences from work, the Council's
most senior member of staff shall notify the chairman of the-staff commitiee or,
if he is'not available, the vice-chairman {if there is one} of the staff commitiee of
absence occasioned by illness or other reason and that person shall report

such absence to the siaff committee at its next meetmg )

Upon a resolutlon the staff shall nominate one or two councnlors to conduct a

review of the performance and annual appraisal of the work of the Clerk. The
reviews and appraisal shall be reported in writing and are subject to approval

by resolution by the staff commitee.

-*Subject to the Council's policy regarding the handl.lng of grisvance maiters, the

Council's most senior member of staff {or other members of staff) shall contact
the chairman of the staff committee or in. theirabsence, the viee-chairman of the

. staff committee in respact of an informal or formal grievange matter, and this
_ matter shall be reported back and progressed by resolution of the staff

committee.

Subiject to the Council's policy regarding the handling of grievance matters, if
an informal or formal grievance matter raised by the Clerk relates to the
chairman or vice-chairman of the staff committee, this shall be communicated
to another member of the staff committee, which shall be reported back and
pragressed by resolution of the staff committee.

Any persons responsible for all or part of the management of staff shall treatas
confidential the writteri records of all meetings relating fo their performance
capabilities, grievance or disciplinary matters
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20,

21.

22,

 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).

RESPONSIBILITIES TO PROVIDE INFORMATION

~ Ses also standing order 21.

In accordance with freedom of information legislation, the Council shall
publlsh'infqrmation in accordance with its publication scheme and
respond to requests for information held by the Council.

Whilst it is not required to do so as its gross arinual income or expenditure

_exceeds £25,000 and is below £200,000, the Council belleves it to be good

practise to publish information in accordance with the requirements of the Local

" Government (Transparency Requirements) (England) Regulations 2015,

RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION
{Below is not an exclusive list).

See also standing order 11.

" The Council may appomt a Data Protectlon Officer.

The Councll shall have policies and procedures in place to respond toan .
individual exercising statutory rights concerning his personal data. .

The Council shall have a wrltten policy in. place for responding to and
managing a personal data breach.

The Counc:l shall keep a record of all bersonal data breaches comprising
the facts relating to the personal data breach, its effects and the remedial
action taken. ‘

The Council shall ensure that information communicated in its privacy
notice(s} is in an easily acceésible and available form and kept up to date.

The Council shalt maintain a written réc_ord of its processing activities.

RELATIONS WITH THE PRESS/MEDIA

_ Requests from the press or other media for an oral or written comment or

stdtement from the Council, ifs councillors or staff shall be handied in
accordance with the Council's pollcy in respect of dealing with the press and/or
other media.
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23,

24,

EXECUTION AND SEALING OF LEGAL DEEDS -

. See also standing orders 15(b)(xi) and (xvi).

A legal deed shall not be executed an behalf of the Council unless authorlsed
“bya resolutlon

Subject fo standing order 23(a), any two counciflors may sign, on behalf

‘of the Council, any deed required by law and the Proper Offlcer shall
. witness their 5|gnatures

COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY
COUNCILLORS

<

An invitation to attend a meeting of the Council shall be sent, tcgethér with the
agenda, to the ward councltlor(s) of the District and County Council
representlng the araa of the Councﬂ .

Unless the Council determines other\mse a copy of each Ietter sentto the
District and County Council shall be éent to the ward councillor(s) representing
the area of the Council:

2




25,

.26

RE‘STR[CTIONVS ON COUNCILLOR ACTIVITIES

Unless duly authorised no councillor shall:

I. inspect any land andfor premises which the Council has a right or duty to i

inspect; or

ii. issue orders, instructions or'-directioné.
STANDING ORDERS GENERALLY

All or part of a standing order, except one that incarporates mandatary .
statutory or legal requirements, may be suspended by resoluticn in relation to
the consideration of an item on the agenda for a meeting. '

A motion to add to or vary or revoke one or more of the Coungﬁil‘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 ( 7 )

“councillors to be-given to the Proper Officer in accordance with standing order
. g. ,‘ -

The Propef Officer shall prévide a copy of the Council's standing orders to a

“councillor as soon as possible.

The decision of the chaiiman of a meeting as to the application of standing

~ orders at the:meeting shall be final.

© NALC 2020. Al rights are reserved. No part of this publication may be reproduced
or used for commercial purposes without thé written permission of NALC save that
councils in membership of NALC have pemission to edit and use the model

_standing orders in this publication for their govermance purposes.

"The Model Standing Orders 2018 for England were revised in 2020.
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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 abserved in conjunction with the
council's Standlng Orders

1.2. Councillors are expected to follow these regulatlons and not to entice emptoyees to
breach them. Failure to follow these regulations brings the offlce of counculor into

disrepute.

4

1.3. Wilful breach of these regulatlons by an employee may resuit in dlsmplmary
- proceadings. -

1.4. Ihihese Flnanmal Regutatlons

Accounts and Audit Regulations’ means the regulations issued under Sec’uons
32, 43(2) and 46 of the Local Audit and Accountabtllty Act 2014, or any
superseding legislation, and then in force, unless otherwise specified. =
“Approve” refers to an online action, aIIowmg an electronlc trangaction to take
place. : N
“Authorise” refers to a decision by the councn 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 (JPAGY 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 Soclety of Local Councnl

Clerk/RFQs 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 memb_ers and

staff

1.5. The Responenbte Flnanmal Officer (RFQ) holds a statutory office, appomted by the
council. RFO;

acts under the pollcy dlrectlon of the councn

administers the council's financial affalrs in accordance with all Acts

' Regulatlons and proper practices; .

determines on behalf of the counil its accountlng records and control systems
ensures the accounting control_systems are observed;
ensures the accounting records are kept up to date'

seeks economy, effi mency and effectweness in the use of council resources;
and

produces financial manag.ement '_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 effectiveriess of its internal controls
. approving accounting statements;
» approving an annual governance statement; -
e borrowing;- ' ‘ |
« declaring eligibility for the General Power of Competence; and
| . addressing recommendations from the internai orkexternal auditors '
1.7. In addition, the council shall:
s determine and regularly review the bank mandate for all councit bank accounts
) authorlse any grant or single commltment in excess of £5 000; and
. Risk management and internal control

2.1, The council must ensure that it has a sound system of internal controt which
delivers effective financial, operatlonal and risk management.

2.2. The Clerk with the RFO shall prepare, for approval by the council, a rlsk
. management polity covering all activities of the council. This policy and
- consequential risk management arrangements shall be re\newed by the council at
least annually. .

2.3. When considering any new activity, the Clerk W|th the RFO shall prepare a draft risk
assessment including risk management proposals for con5|deratton by the relevant
Committee or 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 acc'ounting control systems determined by the RFO must include
'~ measures to: i : '

* ensure that risk is approprlately managed;
¢ ensure the prompt, accurate recording of flnanclai transactlons
® preventand detect i ihaccuracy or fraud; and :
+ allow the reconstitution of any lost records;
« identify the duties of officers dealing with transactions and _
. ensure dwrs;on of responsmllltles |

2.6. At least once in each quarter and at each ﬁnanmal year end, the Chair of Finance
_ Committee shall verify bank reconcmatlons (for alt accounts) produced by the RFO.
The member shall sign and date the recongiliations 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 councn

27 Regular back-up copies shali be made of the records onany coundil computer and-
stored either online orin a separate location from the computer The council shaII




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

- not lost if an employee Ieaves oris mcapamtated for any reason.,

' 3. Accounts and audit

3.1

3.2,

33

3.4,
- council contained in the’Annual Governance and Accountability Return in -

3.5.

36

3.7

3.8.

All accountlng procedures and financial records of the council shall be determmed
by the RFQ in accordance with the Accounts and Audit Regulatlons

‘The accounting records determined by the RFO must be sufficient to explam
the council’s transactions and to disclose its financial position with
reasonably accuracy at any time. In particular, they must ¢ontain:

. day-to-day entries of all sums of money received and. expended by the
. council and the matters to which they relate;

e arecord of the assets and liabilities of the council;

The accounting records shall be designed to facilitate the efficient preparation of the
accounting statements in the Annual Governance and Accountabllity Return,

The RFOQ shall complete and certify the annaal Accounting Statements of the

accordance with proper practices, as soon as practlcable after the end of the
financial year. Having certified the Accountlng Statements, the RFO shall submit
them (with any related documents) to the councﬂ within the tlmescales required by

- the Accounts and Audit Regulations.

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. '

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 RFQO, mterna,l
auditer, or external audltor with such-information and explanation as the councu

' conSIders necessary.

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 spec1f|ed in the
Practltloners Guide.

The council shall ensure that the internal auditor:

s ' is competent end independent of the fmanmai operationsjof the council;

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

 one written report during each financial year;

s can demonstrate competence objectivity and independence, free from any
actual or perceived conflicts of interest, mcludmg those arising from family
relationships; and

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




3.9. lnternal or external auditors may not under any cwcumstances
) 'perform any operatlonal dutles for the council;
» initiate or approve accounting transactions;

. provrde flnancral legal or other advice mciudrng in relation to any future
transactlons or

» direct the activities of any council employee except to the extent that such
- employees have been appropnately assrgned to assist the internal auditor.

3.10.For the avoidance of doubt, in relation to infernal audit the terms mdependent’ and
“‘independence’. shall have the same meanlng 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 supersedlng legislation, and the Accounts
and Audit Regulatrons

3.12.The RFO shall, without undue delay, bring to'the attention of all councillors any
correspondence or report from mternal or external auditors. '

4, Budget and precept

4.1, Before setting a precept the council must calculate its council tax
requrrement for each financial year by preparing and approving a budget, in
accordance with The Local Government Finance Act 1992 or succeedlng

‘- Ieglslatlon : : :

4.2. Budgets for salaries and wages, including employer contributions shall be reviewed
by Staff Committee at least annually in November 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 Staff commlttee

" 4.3. No Iater than December each year, the RFO shall prepare a draﬁ budget with
detailed estimates of all income and expenditure for the foliowmg financial year
along with a forecast for the remaining years of the existing Parish Plan, taking
‘account of the Iifespan 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 approva! of
the full council. :

4.5. Each committee shall review its draft budget and submit any proposed amendments.
' to finance committee not later than the end of November each year.

" 4.6. The draft budget with any committee proposals and forecast, inciuding any
recommendations for the use or accumulation of reserves, shall be considered by
the finance committee and a recommendation made to the council.



4.7. Having considered the proposed budget and forecast, the council shall determine
its council tax requirement by setting & 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 meetrng 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 fthe .
' council for ali items over £1,000 not delegated to a relevant committee or the Clerk.

5. Procurement

.

5.1. Members and offlcers are responsrb!e for obtalnlng value for money at all
- ' times. Any officer procuring goods, services or works should ensure, as faras
- practicable, that the best available terms are obtained, usually by obtalntng prices
from several suppliers. -

5.2. The RFO ,shlould‘verlfy the lawful nature of any proposed purchase before it is made
and in the case of new or infrequent purchases, shouid ensure that the legal power
being used is reported to the meeting at which the order is authonsed and also
recorded in the minutes.

-5.3. Every contract shall comply wrth these the council's Standmg Orders-and these
' Flnanmal Regulations and no exceptlons shall be made, except in an emergency

5.4. For a contract for the supply of goods, services or works wher_e the estimated
~ value will exceed the thresholds set by Parliament, the full requirements of
- The Procurement Act 2023 and The Procurement Regulations 2024 or any
: superséding 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 councll shall
_(with the exception of ltems listed in paragraph5.12) obtain prices as follows:

5.8. For contracts estlmated to exceed £60,000 including VAT the Clerk shall seek
formal tenders from at least three suppliers: agreed by the council. Tenders shall be
invited in accordance with Appendlx 1 :

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

comply with any requirements of the Legmlavtmn1 regarding the publication of N

invitations and notlces

t The Regulations require councils to use the Contracts Flnder web5|te if they advertise cantract opporiunities and also to publicise the
“award of contracts over £30,000 inctuding VAT, regardjess of whether they were advertised.



5.8. For contracts greater than £2,000 excludrng VAT the Clerk o RFO shaII seek at
" least [3] fixed-price quotes

5.9. where the value is between £500 and £2,000 exctudlng 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 shall seek to achleve value for money.
_5 11. Contracts must’ not be spllt to avoid compliance with these rules.

~5:12. The requrrement to obtain competitive prices in these regulatlons need not apply fo
contracts that relate to items (i) to (iv) below: :

Lt specialist services, such as legal professionals acting in disputes;
-ii.  repairs to or parts for, exrstmg machinery or equipment;
VIiii. works, goods or services that constitute an extension of an existing contract

iv'.. . goods or services that are only avallable from one supplier or are sold at a
fixed price.

5.13.When applrcatrcns are made to waive this financial r.egulaticn to enable a price to
- be negotiated without competition, the reason should be set outina. ~
recommendation to the council or relevant committee. Avoidance of competition is
- not a valid reason. '

5. 14. The council shall not be obllged o accept the lowest or any tender quote or
estimate. -

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

e the council forall |tems over £1 000 not delegated to a committee or the

- Clerk : :

LI duiy delegated commlttee of the council for |tems under £500; or

e the Clerk, in conjunctron with Chairman of Council or Chairman of the
appropriate committee, for any |tems below £2 500 not delegated to a
committee or the Clerk.

‘Such authorlsatron must be supported by a mmute (|n the case of councri or
commlttee decisions) or other audltable evidence frail.

'5.16.No individual member, or informal group of members may issue an official order
unless instructed to do so in advance by a resolution of the council or make any
-contract on behalf of the council.

5.17.No 'expenditur'e 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 rrsk o the dehvery of council services or to publrc safety on
~council premlses the Clerk may authorrse expenditure of up to £5,000 excludlng




VAT on repair, replacement or other-work that in their judgement is necessary, -
whether or not there is any budget for such e"xpenditure The Clerk shall report such
action to the Chair as soon.as possible and to the council as soon as practrcable

: 'thereafter

5.19. For Phoenix House and Groombridge Old Station the Clerk may authorise
expenditure of up to £5,000 excluding VAT on repair, replacement of other work
that in their judgement is necessary,_ whether or not there is any budget for such
expenditure, The Clerk will endeavour to consult with members of the Assets .
Working Group on €mail or in person and shall report such actlon to the Council as

'soon as is practicable.

5.20.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 obtalned first,

5. 21 An offi C|al 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. Copres of orders shall be retained, along with evrdence of -
receipt of goods

5.22. Any ordenng system can be mrsused and access to them shall be controlled by the
RFO.

. Bank:ng and payments

L}

6.1. The council's banking arrangements mcludlng the bank mandate shall be made by
the RFO and authorised by the council; banking arrangements shall notbe
delegated to a committee. Bankrng arrangements shall be revrewed annually for

_ secunty and efﬂcrency B

~ 8.2. The councilmust 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 or dual cheque signing. 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. Allinvoices 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 prev:ously authorised

. bythe councﬂ 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 avord drsclosrng
any personal information.

6.5. All payments shali be made by online banking/cheque, in accordance with a
resolution of the council or duly delegated committee or a delegated decision by the
Clerk, unless the council resolves to use a different payment method.
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6.7.

6.8.
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For each financial 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 council may authorise in advance for the year.

A list of such payments shall bé repor’:ed to the next approprlate meetlng of the
council for information only.

-The Clerk and RFO- shall have delegated atithority to authorise payments in the
foliowmg circumstances: ‘

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

ii. payments of up to £2,000 excluding VAT in cases of serious risk to the
~ delivery of council services or to public safety on council premises.

ii. Payments of up to £5,000 excluding VAT for repair, replacement or other work
at Phoenix House and Groombridge Old Station to enable them fo commence
without undue de!ay ‘

iv. 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 andRFO certify that there is no dispute or other
reason to delay payment, provided that a list of such payments shali be
. submitted to the next appropriate meeting of council.

'v. Fund transfers within the councils banking arrangements up to the sum of
£10,000, provided that a list of such payments shall be submr’rted to the next
appropriate meetlng of council.

The RFO, shall present a schedule of payments requrrlng authorisation, formlng part
of the agenda for the meeting, together with the relevant invoices, to the council or
finance committee. The council or Finance commlttee shall review the schedule for

‘compliance and, having satisfied itself, shall authorise payment by resolution. The

authorised schedule shall be disclosed within the minutes of that meeting.

7 Electronlc payments
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7.2

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 members of Finance Committee who will be authorised to sign
chegues and initial invoices for payment and a minimum of two members of staff
will be involved in any online approval process. :

No employee or. councrllor shall disclose any PIN or password, relevant to the
council or its banking, to anyone not authorlsed in wrltlng by the council or a duly
delegated committee. :



7.3. The Assistant Clerk, Clerk or RFO shall set-up all items duse for payment online and
the RFO or Clerk shall authorise them, ensuring that no one person undertakes
both set up and authorisation. :

'7.4. Evidence shall be retained showing which officer approved the payments online and -~
~ a printout of the transactions confirming that the payments have been made shall
be appended to the invoice batch for audit purposes. ‘ :

7.5. Afull list of all payments made in a.month shall be provided to the next council
meeting and includéd in the minutes. -

7.6, 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 or BACS, provided that the instructions are initialled by two aLithorised
‘members. - The approval of the use of each varlable direct debit shall be re\newed by
finance Committee at least every two years.

. 7.7. Payment may be made by BACS or CHAPS by resolution of the council provid'ed :
that each payment is approved online as per 7.3 above, 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. : :

4

7.8. If thought appropriate by the council, regular payments of fixed sums may be made
' by banker's standing order, provided that the instructions are signed 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 standmg order shall be reviewed
by the council at least every two years. : : '

7.9. Account details for suppilers may only be changed upon written: notification by the
supplier verified by two of the"Clerk and RFO. This is a potential area for fraud and
the individuals involved should ensure that any change is-genuine. Banking details
for new suppliers and changes by exlstmg suppliers must be verified before
payment. ‘

7.10.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.

7.11.Remembered password facmtles should not be used on any computer used for-
council hanking. :

. IChe.que payments

8.1. Cheques or orders for payment in accordance in accordance W|th 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 S|gnator|es 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 or finance committee. Any
signatures obtained away from council meetings shall be reported to the council at
the next convenient meeting.

9, Payment cards

9.1. Any Deblt Card 1ssued for use will be specifically restricted to the Clerk and the
RFO and will also be restricted to a single transaction maximum value of £500 -
~ unless authorised by council or finance committee in writing before any order is
‘placed

9.2. A pre-paid debit card may be issued to employees with Varying Iimits. 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 erI be
specifically restricted to use by the Clerk, Assistant Clerk and RFQO and any balance
sha!l be pa|d in full each month. -

9.4. Personal credlt or debit cards of members or staff shall not be used except for
expenses of up to £500 including VAT, incurred unavmdably

10 Petty Cash

'10.1. The council will not maintain any form of cash float. All cash received must be
“banked intact. Any payments made in cash by the members of staff (for example for
postage or minor stat:onery |tems) shall be. refunded on.a regular basis, at least
guarterly :

11 Payment of salartes 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 alsc liable to deductlon 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 commrttee No
changes shall be made to any employee’s gross pay, emoluments, or terms and
conditions of empl.oyment without the prior consent of the council 'or'relevant

- committee.

11.4. Payment of salaries shall be made, after deductlon of tax, natronal rnsurance
© pension contnbutrons and any similar statutory or dlscretlonary deductions, on the
dates stipulated in employment contracts

11.5. Deductions from salary shall be pald to the relevant bodies within the required
timescales, provided that each payment is reported, as set out in these regulatlons
‘above.

11.6.Each payment to employees of net salary and to the approprlate creditor of the
statutory and dlscretronary deductions shall be recorded in a payroll control account




12.

or other separate confi dential record, with the total of such payments each calendar
month reported in the cashbook. Payroll reports will be reviewed annually by staff
committee to ensure that the correct payments have been made. :

11.7.Any termination payments shall be supported bya report to the counil, settmg out .
a clear business case. Termlnatmn payments shall only be authorised by the fuII .
' council.

11.8.Before employmg interim staff, the council must con5|der a full busmess case.
Loans and mvestments

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 approvai frcm '

13

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 Palicy 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 a’nnualiy -

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 s’haII be retained in

the custody of the RFO.

12.6.Payments in respect of short term or Ioing term investments, inc'll'uding transfers

between bank accounis held i in the same bank, shall be made in accordance with
these regulations. :

Income

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

the supervision of the RFO.

13.2.The counc:l will review all fees and-charges for work done, services prowded or

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

_-of the Clerk. The RFO shall be responsncle for the collection of all amounts due to’
the councn ' : :

’, 13.3.Any sums found to be 1rrecoverab|e 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 recelved on behalf of the council shalt 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 software and that any VAT Return requwed is submitted form the software -
by the due date ‘

13.7.Should significant sums of cash be received by the council, the RFO shall ensure
that more than one person is present when the cash is counted in the first instance,
that there is a reconciliation to some form of control record such as tit:ket issued, _
and that appropriate care is taken for the security and safety of mdnnduals banking
such cash. - '

:14. Payments under contracts for building or other construction works

14.1.Where contracts provide for payment by instglments the RFQ shall maintain a
record of all such bayments whlch'Shall be made within the time specified in the
contract based on signed certificates from the archltect 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 Iikely io exceed the
budget available.

15. Stores and equipment
15.1.The Clerk shall be responsible for the care and custody of stores and equment

15 2.Delivery notes shall be obtained in respect of all goods received into store.or
~ otherwise delivered and goods must be checked asto order and quality at the time
~ delivery is made.

15. 3 Stocks shall be kept at the minimum Ievels con3|stent with operational
requirements.

15.4.The Clerk shall be responsmle for ensurlng the periodic checks of stocks and
stores, at least annually. ' :

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, exient, plan, reference, purchase details, nature of the interest,
tenancies granted, rents payable and purpose for which held in accordance with’
~ Accounts and Audlt Regulations.

16.3.The continued emstence of tangible assets shown in the Reglster shall be verifled at
least anhually, possﬂoly |n cohjunction with a health d@nd safety inspection of assets.

16.4.No interest in land shall be purchased or otherwise acqmred, sold, Iease_d 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 consultatlon with the electorate where requwed by
law). :

No tangible moveable property shall be purchased or otherwise acqmred 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 prowded to

. councu 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 -
con_jLinction with the council's review of risk managemelr;t.

17.2.The Clerk shall give prombt notification to the RFO of all new risks, properties or .
vehicles which require to be msured and of any alterattons affecting existing
insurances.

17.3. The RFO shall be notified of any loss, Iiébility, damage or event likely to lead toa
claim, and shall report these to the council at the next available meeting. The RFO
shall negotiate all claims on the councﬂ 8 msurers in consultatlon with the Clerk.

‘I? 4.All appropriate members and employees of the councnl shall be included in a
‘suitable form of securlty or fidelity guarantee insurance which shall cover the
_ maximum risk exposure as determined annually by the council, or duly delegated
committee.

18. Suspension and revision of Financial Regulafions

* 18.1.The council shall review these Financial Reguletions annually and following any
change of Clerkor RFO. The Clerk shall monitor changes in legislation or proper
practices and advise the council of any -need\ to amend these Financial Regulations.

18.2. The council may, by resolution duly notified prior to the relevant meeting of council,
suspend any.part of these Financial Regulations, p'rovided that reasons for. the
suspension are recorded and that an assessment of the risks arising has been
‘presented to all members. Suspension does not dlsapply any Ieglslatlon or permit
the council to act unlawfully.

18.3. The council may temporarily amend these Financial Regulations by a duly notlfled
resolution, to cope with periods of absence, local government reorganisation,
national ‘restrictions or other exceptidnal circumstances. S



Appendix 1 - Tender process

1)
2)

Anyr invitation to tender shall state the general nature of the intended contract and the
Clerk shall obtain the necessary technical assrstance to prepare a spemflcatlon in
appropriate cases. :

The invitation shall in addition state that tenders must be addressed to the Clerk in
the ordinary course of post, unless an electronlc tendering process has been agreed
by the council. : : :

Where a postal process is used, each tendering firm shall be supplied W|th 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 sametime on the prescnbed date by the C1erk in the’ presence

-, of at least one member of council.

4)

)

Where an electronlc tenderlng 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. :

" Any invitation to tender issued under this regulatlon shall be subject to Standlng

Order 18 and shall refer to the terms; cf the Bribery Act 2010

Where the council, or duly delegated ccmmlttee does not accept any tender quote

or‘estlmate 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-m_aking'process was being undertaken.




