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1. Personnel Committee 

Councillors resolved at the Annual Meeting held on 16 May 2019 to form a Personnel Committee and 
to appoint Cllrs Humphries, Oliver and Rodham as its members.  

Councillors resolved at the meeting held 20 June 2019 to approve Terms of Reference for the 
Personnel Committee.  The Terms of Reference require the Personnel Committee to be made up of 
four councilors, with the full Council appointing the Chairman, Vice-Chairman, committee members and 
substitute members.  

It is now therefore necessary to appoint a fourth councillor to the Personnel Committee and appoint the 
Chairman and Vice-Chairman and substitute members.  

 

2. Grant Applications policy 
Staindrop Parish Council has in recent years made donations to organisations in order for them to 
provide benefit to the local community. Although some provision for this has been considered at the 
time of setting the Parish Council’s precept, the process of considering grant applications has been ad 
hoc. 

In the interest of being able to demonstrate sound and appropriate use of public money to award 
grants it is suggested that a slightly more formal process could be introduced. 

A draft grant awarding policy and draft application form is presented at Appendix 1.  

 
3. Review of policies 

Suggested revisions to policies, other than formatting changes, are shown as suggested deletions 
and/or additions. 

Where appropriate, suggested revisions have been made to align the policies to ‘model’ policies 
produced and amended by the National Association of Local Councils. 

a. The Parish Council’s Freedom of Information Policy and Publication Scheme is at Appendix 2. It 
was last reviewed in May 2015.  

b. The Parish Council’s Financial Regulations are at Appendix 3. These were last reviewed in 
January 2017.  

c. The Parish Council’s Code of Conduct is at Appendix 4. This was last reviewed in July 2017.  

 

Recommendations 

1. Council appoints a fourth councillor to the Personnel Committee and appoints its Chairman, Vice-
Chairman and substitute members.  

2. Councillors consider the draft grant awarding policy and draft grant application form.  

3. Councillors review and approve any necessary revisions to the Parish Council’s Freedom of 
Information Policy and Publication Scheme, its Financial Regulations and its Code of Conduct.  

  



Appendix 1: Draft Grant Awarding Policy and Draft Grant Application Form 
 

STAINDROP PARISH COUNCIL 

Grant Awarding Policy 
 

Introduction 
1. A grant is any payment by the Council to be used by an organisation for a specific purpose 

that will benefit the parish, or residents of the parish, and which is not directly controlled or 
administered by the Council. 

2. The Council awards grants, at its discretion, to organisations which can demonstrate a clear 
need for financial support to benefit the parish by: 

• Providing a service 
• Enhancing the quality of life 

• Improving recreation and/or sports 
• Improving the environment or 

• Promoting the parish in a positive way. 

3. Funds available are limited and guidance can be given to applicants as to how much money 
is likely to be available in a specific financial year. 
 

Grant application process 
4. Any applicant for a possible grant exceeding £100 must express their interest in writing to the 

Clerk of the Parish Council before 31 October of the financial year prior to the funds being 
required, in order that that Council budget provision can be considered. 

5. Applicants are required to complete an application form, available from the Parish Council 
Clerk or from the Parish Council’s website. 

6. In addition to the application form, applicants are required to provide the following supporting 
information: 
• A copy of the organisation’s written constitution or details of their aims and purpose 
• Full details of the project or activity 

• Demonstration that the grant will be of benefit to the local community within the parish 
• The proportion or number of beneficiaries living in the electoral area 
• Demonstration of a clear need for the funding 

• A copy of the previous year’s accounts or, for new initiatives, a detailed budget and 
business plan 

• A copy of the organisation’s latest bank statement 

7. The Clerk to the Council will receive all applications in the first instance and will then collate 
all the necessary information for presentation and discussion at the appropriate Parish 
Council meeting. 

8. If councillors require additional information before determining the application, they may ask 
the applicant to attend a meeting. 

9. The full Council, excluding any councillor who has declared an interest in an applicant 
organisation, normally at its meeting in March, will make the decision on which, if any, grants 
to award. All applicants will be contacted following the Council’s decision. 

 
Conditions of funding 
10. The applicant organisation must be either non-profit or charitable. Applications will not be 

considered from private organisations operated as a business to make a profit or surplus. 
11. Grants will not be made to organisations or projects that discriminate on any grounds.  
12. Grants will not be made to individuals. 
13. Grants will not be made retrospectively. 
14. Grants will not be made to cover salary or routine administration costs. 



15. Grants will not be made for hospitality. 
16. Grants will not be made to organisations with substantial unallocated reserves. 
17. Applications will not normally be considered from national organisations or local groups with 

access to funds from national ‘umbrella’ or ‘parent’ organisations, unless funds are not 
available from their national bodies, or the funds available are inadequate for a specified 
project. 

18. Organisations seeking a grant for buildings must demonstrate a reasonable security of tenure 
in the relevant property. 

19. The applicant organisation will have a bank account in its own name with two authorised 
representatives required to sign each cheque. 

20. The administration of, and accounting for, any grant shall be the responsibility of the recipient. 
All awards must be properly accounted for and evidence of expenditure should be supplied to 
the Council on request. 

21. Ongoing commitments to award grants in future years will not be made; a fresh application 
will be required each year. 

22. Each application will be assessed on its own merits and will be considered along with other 
applications submitted. 

23. The Council may make the award of any grant subject to such additional conditions and 
requirements as it considers appropriate. The Council reserves the right to refuse any grant 
application which it considers to be inappropriate or against the objectives of the Council. 

24. Any grant must be used only for the purpose for which it was awarded unless the written 
approval of the Council has been obtained for a change in use of the grant monies. The 
Parish Council reserves the right to reclaim the grant in the event of it not being used for the 
purpose specified on the application form.  

25. Any unspent portion of the grant must be returned to the Council by the end of the financial 
year in which it was awarded. 

26. The Council may make the award of any grant as it considers appropriate in the event of any 
unforeseen urgent need. 

27. In the case of a Council grant forming part of ‘match funding’ where the organisation is 
seeking additional grant funding to enable the project to proceed, the funds approved will be 
available to the organisation only until the end of the financial year in which they were 
awarded, unless otherwise determined by the Council when approving the grant. Should the 
funds continue to be required for the project, a further Grant Renewal Application letter must 
be submitted, usually for consideration by the Council in March of the current financial year. 

28. Nothing contained in this policy shall prevent the Council from exercising, at any time, its 
existing power in respect of providing financial assistance or grants to local or national 
organisations under the provisions of the Local Government Act 1972, Section 137.  

 
Policy review 
29. This policy will be reviewed at each Annual Meeting of the Council.  

 

  



 

STAINDROP PARISH COUNCIL 

Grant Application Form 
 
Applicants are advised to read the Grant Awarding Policy of Staindrop Parish Council which sets 
out the grant application process and conditions of funding. 

Applications for grants exceeding £100 must be submitted to the Clerk of the Parish Council by 31 
October in the year prior to the financial year in which funding is required. 

 

1 Name of organisation 

 

 

 

 

2 Address of organisation 

 

 

 

 

3 Contact name, telephone 

number and email address 

 

 

 

 

4 Position in the organisation 

 

 

5 Is the organisation a registered 

charity? (If yes, please give the 

Charity Number) 

 

6 Please provide a brief summary 

of the project 
 

 

 

7 Please provide a brief statement 

on how the project will benefit 

the parish 

 

 

8 What is the total cost of the 

project? 
 

9 What is the amount of grant 

requested? 
 

10 Are you applying to other 

organisations for funding? (If so, 

please state which, and for how 

much) 

 

 
11 Please confirm that you are supplying with this application form ALL the 

following supporting information 

• A copy of your written constitution or details of your aims and purpose 

• Full details of the project or activity 
• Demonstration that the grant will be of benefit to the local community within 

the parish 

 



• The proportion or number of beneficiaries living in the electoral area 

• Demonstration of a clear need for the funding 
• A copy of the organisation’s previous year’s accounts or, for new initiatives, 

a detailed budget and business plan 

• A copy of the organisation’s latest bank statement 

12 Signed 

 

 

Name in CAPITALS 

 

 

13 Date  

 

 

 

Please return the completed application form and supporting information to  
Staindrop Parish Council, Moor Edge, Snaisgill, Middleton-in-Teesdale DL12 0RP 
 
If you require assistance in completing the application, please contact the Clerk on 
clerk@staindropparishcouncil.org or tel. 01833 640893. 
 

  



Appendix 2: Freedom of Information Policy and Publication Scheme 
 
1 Introduction 
The Freedom of Information Act 2000 (the Act) provides the public with a general legal 
entitlement to view all recorded information held by the Parish Council subject to certain 
exemptions. The public will have the right to view all the information in the Council’s Publication 
Scheme. 
The Parish Council is committed to be an open organisation, one that the public can trust and 
have confidence in its ability to deliver its services to them. 
Failure to comply with this policy could have serious consequences for the Council, in the 
release of inappropriate material or the withholding illegally of information and the attendant 
adverse publicity and possible legal censure. 
 

2 Aims and Scope of the Policy 
This policy applies to all the recorded information that the Parish Council holds - that is 
information created, received and maintained by Members and Officers in the course of their 
work. 
This policy is intended to ensure everyone is aware of his or her responsibility under the 
Freedom of Information Act. 
 

3 Guidelines 
Staindrop Parish Council will: 

1. Comply with the Freedom of Information Act (FOI) 2000. 
2. Maintain a Publication Scheme that provides information, which is readily accessible 

on the receipt of a FOI request. 
3. Respond within 20 working days to straightforward written requests. However, if 

necessary, this timescale will be extended to give full consideration to a Public 
Interest Test.  If the deadline is not expected to be met, the applicant will be advised 
of the reasons for the delay and the anticipated reply date. 

4. Continue to protect the personal data entrusted to it, by disclosing that information 
only in accordance with the provisions of the Data Protection Act 1998. 

5. Keep on file a copy of the request and response. 
6. Be aware of the definition of “complex requests” and the escalation procedure and in 

particular that they should not refuse requests for information in whole or in part. 
7. Apply the exemptions provided in the FOI Act and, where qualified exemptions exist, 

disclose the information unless the balance of public interest lies in withholding it. 
8. Pro-actively publish and make information readily available in accordance with the 

Publication Scheme. 
9. Review complaints about the release or otherwise of information by referring them to 

the Parish Clerk and remind requestors that they can appeal such decisions to the 
Information Commissioner. 

10. Ensure that all permanent and contract staff and elected members are aware of their 
obligations under FOI and will include FOI education in the induction of all new staff. 

11. Charge for information requests in line with the FOI Fees Regulations or other 
applicable regulations, including the Data Protection Act 1998. 

12. Apply the “appropriate limit” in the regulations. Where the cost of complying with the 
request exceeds this, we will issue a refusal notice inviting the requestor to refine 
their request. 

 

4 Responsibilities 
The Council has a responsibility to make its recorded information available in accordance with 
the Act. 
 
All Staff and Members 

4.1. Must ensure that all such data are handled properly and confidentially at all times, 
irrespective of whether these are held on paper or by electronic means. 

4.2. Should familiarise themselves with this policy and the Freedom of Information Act 
guidance which is available on the web. 

4.3. Comply with all the conditions set out within the Act. 
4.4. Ensure that Data Protection is not breached. 



 
The Parish Clerk 

1. Is responsible for ensuring that all staff and Members are aware of the Freedom 
of Information Act and that they adhere to the guidelines within. 

2. Has a responsibility to ensure that data subjects have appropriate access, upon 
written request, to details regarding personal information relating to them. 

3. Will assist other staff with advice and complex requests. 

4. Will oversee the gathering and disseminating of information and issues relating to 

information security, the Data Protection Act and other related legislation. 

 
MODEL PUBLICATION SCHEME 
 
This model publication scheme has been prepared and approved by the Information 
Commissioner. It may be adopted without modification by any public authority without further 
approval and will be valid until further notice. 
 
This publication scheme commits an authority to make information available to the public as 
part of its normal business activities. The information covered is included in the classes of 
information mentioned below, where this information is held by the authority. Additional 
assistance is provided to the definition of these classes in sector specific guidance manuals 
issued by the Information Commissioner. 
 
The scheme commits an authority: 
 

• To proactively publish or otherwise make available as a matter of routine, information, 
including environmental information, which is held by the authority and falls within the 
classifications below. 

• To specify the information which is held by the authority and falls within the 
classifications below. 

• To proactively publish or otherwise make available as a matter of routine, information 
in line with the statements contained within this scheme. 

• To produce and publish the methods by which the specific information is made 
routinely available so that it can be easily identified and accessed by members of the 
public. 

• To review and update on a regular basis the information the authority makes available 
under this scheme. 

• To produce a schedule of any fees charged for access to information which is made 
proactively available. 

• To make this publication scheme available to the public. 
 
Classes of information 
 
Who we are and what we do. 
Organisational information; locations and contacts; constitutional and legal governance. 
 
What we spend and how we spend it. 
Financial information relating to projected and actual income and expenditure; tendering; 
procurement and contracts. 
 
What our priorities are and how we are doing. 
Strategy and performance information; plans; assessments; inspections and reviews. 
 
How we make decisions. 
Policy proposals and decisions. Decision making processes; internal criteria and procedures; 
consultations. 
 
Our policies and procedures. 
Current written protocols for delivering our functions and responsibilities. 



Lists and registers. 
Information held in registers required by law and other lists and registers relating to the 
functions of the authority. 
 
The services we offer. 
Advice and guidance, booklets and leaflets, transactions and media releases. A description of 
the services offered. 
 
The classes of information will not generally include: 

• Information the disclosure of which is prevented by law, or exempt under the 
Freedom of Information Act, or is otherwise properly considered to be protected from 
disclosure. 

• Information in draft form. 
• Information that is no longer readily available as it is contained in files that have been 

placed in archive storage, or is difficult to access for similar reasons. 
 
The method by which information published under this scheme will be made available 
 
The authority will indicate clearly to the public what information is covered by this scheme and 
how it can be obtained. 
 
Where it is within the capability of a public authority, information will be provided on a website.  
Where it is impracticable to make information available on a website or when an individual 
does not wish to access the information by the website, a public authority will indicate how 
information can be obtained by other means and provide it by those means. 
 
In exceptional circumstances some information may be available only by viewing in person. 
Where this manner is specified, contact details will be provided. An appointment to view the 
information will be arranged within a reasonable timescale. 
 
Information will be provided in the language in which it is held or in such other language that is 
legally required. Where an authority is legally required to translate any information, it will do 
so. 
 
Obligations under disability and discrimination legislation and any other legislation to provide 
information in other forms and formats will be adhered to when providing information in 
accordance with this scheme. 
 
Charges which may be made for information published under this scheme 
 
The purpose of this scheme is to make the maximum amount of information readily available 
at minimum inconvenience and cost to the public. Charges made by the authority for routinely 
published material will be justified and transparent and kept to a minimum. 
 
Material which is published and accessed on a website will be provided free of charge. 



 

Staindrop Parish Council 
Freedom of Information Act Guide to the Publication Scheme 

 
 
Introduction 
Under the Freedom of Information Act (“the Act”) it is the duty of every public authority to adopt and maintain a publication scheme. The Information 
Commissioner’s Office (ICO) changed the emphasis in the approval and operation of publication schemes to a generic model which has been 
adopted and is now operated by Staindrop Parish Council as from 1 June 2015 
 
Staindrop Parish Council Publication Scheme 
The Scheme provides a list of all the information the parish council makes routinely available, explains how it can be accessed and whether or not a 
charge is made for it. 
 
Manner of publication 
The Parish Council feel it is important that all sections of the community can access the council’s information, and systems are in place to make the 
listed information available to the public as easily as possible. 
 
Where possible, information has been placed on the Parish Council web-site at http://parishes.durham.gov.uk/staindrop/Pages/default.aspx. Where 
this is not possible the information is available from the Clerk – and / or paper copies can be sent through the post. 



 

Staindrop Parish Council 
Information available under the model publication scheme 
 
Contact Information: 
 
Judith Mashiter, Clerk to Staindrop Parish Council, Moor Edge, Snaisgill, Middleton-in-Teesdale, Co. Durham DL12 0RP, Tel. 01833 640893 
Email: clerk@staindropparishcouncil.org 
 
 
Website: http://parishes.durham.gov.uk/staindrop/Pages/ContactUs.aspx 



 

 
Information How the information can be obtained Cost 

Actual cost of Royal Mail 
standard 2nd class   class 

Class1 - Who we are and what we do 
(Organisational information, structures, locations and contacts) This will be 
current information only 

 
 
 
On Line or By Post 

 
 
 
On Line Free: 
Hard copy 15p / Sheet 

Who’s who on the Council and its Committees On Line or By Post 
 
 

On Line Free: 
Hard copy 15p / Sheet 
 Contact details for Parish Clerk and Council members (named contacts where 

possible with telephone number and email address (if used)) 
On Line or By Post On Line Free: 

Hard copy 15p / Sheet 

Staffing structure On Line or By Post On Line Free: 
Hard copy 15p / Sheet 

Class 2 – What we spend and how we spend it 
(Financial information relating to projected and actual income and expenditure, 
procurement, contracts and financial audit) 
 
Current and previous financial year as a minimum 

How the information can be obtained Cost 
Actual cost of Royal Mail 
standard 2nd   class 

Annual return form and report by auditor On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Finalised budget On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Precept On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Financial Standing Orders and Regulations On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Grants given and received On Line or By Post On Line Free 
Hard copy 15p / Sheet 

List of current contracts awarded and value of contract On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Members’ allowances and expenses On Line or By Post On Line Free 
Hard copy 15p / Sheet 



 

 
Class 3 – What our priorities are and how we are doing 
(Strategies and plans, performance indicators, audits, inspections and reviews) 

How the information can be obtained Cost 
Actual cost of Royal Mail 
standard 2nd   class 

Annual Report to Parish or Community Meeting (current and previous year as 
a minimum) 

On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Class 4 – How we make decisions 
(Decision making processes and records of decisions) Current and previous 
council year as a minimum 

How the information can be obtained Cost 
Actual cost of Royal Mail 
standard 2nd   class 

Timetable of meetings (Council, any committee/sub-committee meetings and 
parish meetings) 

On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Agendas of meetings (as above) On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Minutes of meetings (as above) – nb this will exclude information that is 
properly regarded as private to the meeting. 

On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Reports presented to council meetings - nb this will exclude information that is 
properly regarded as private to the meeting. 

On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Responses to consultation papers On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Responses to planning applications On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Bye-laws On Line or By Post On Line Free 
Hard copy 15p / Sheet 



 

 
Class 5 – Our policies and procedures 
(Current written protocols, policies and procedures for 
 
 
Current information only 

How the information can be obtained Cost 
Actual cost of Royal 
Mail standard 2nd class 

Policies and procedures for the conduct of council business: 
 
Procedural standing orders 
Committee and sub-committee terms of reference Delegated 
authority in respect of officers 
Code of Conduct Policy statements 

On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Policies and procedures for the provision of services and about the 
employment of staff: 
 
Internal policies relating to the delivery of services Equality and 
diversity policy 
Health and safety policy 
Recruitment policies (including current vacancies) 
Policies and procedures for handling requests for information 
Complaints procedures (including those covering requests for 
information and operating the publication scheme) 

On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Information security policy On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Records management policies (records retention, destruction and 
archive) 

On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Schedule of charges (for the publication of information) On Line or By Post On Line Free 
Hard copy 15p / Sheet 



 

 
Class 6 – Lists and Registers 
Currently maintained lists and registers only 

How the information can be obtained Cost 
Actual cost of Royal 
Mail standard 2nd class 

Any publicly available register or list (if any are held this should be 
publicised; in most circumstances existing access provisions will 
suffice) 

On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Assets Register On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Disclosure log (indicating the information that has been provided in 
response to requests; recommended as good practice, but may not 
be held by parish councils) 

On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Register of members’ interests On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Register of gifts and hospitality On Line or By Post Ion Line Free 
Hard copy 15p / Sheet 

 
(Information about the services we offer, including leaflets, guidance 
and newsletters produced for the public and businesses) 
 
Current information only 

How the information can be obtained Cost 
 
Actual cost of Roal Mail 
standard 2nd class 

Parks, playing fields and recreational facilities On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Seating, litter bins, clocks, memorials and lighting On Line or By Post On Line Free 
Hard copy 15p / Sheet 

Bus shelters On Line or By Post On Line Free 
Hard copy 15p / Sheet 

 
Additional Information 
This will provide Councils with the opportunity to publish information that is not itemised in 
the lists above 
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SCHEDULE OF CHARGES 
 
This describes how the charges are arrived at and is published as part of our scheme. 
 
 

TYPE OF CHARGE DESCRIPTION BASIS OF CHARGE 
Disbursement cost Photocopying @ 15p per 

sheet (black & white) 
Cost of paper / printing. 

 Postage Actual cost of Royal Mail standard 2nd 
class    

Statutory Fee  The appropriate cost limit for a request is 
£600 for central government and 
Parliament and £450 for other public 
authorities 

  When estimating the cost of compliance, 
the following is taken into consideration 
 

• Determining whether it holds 
the information requested 

• Locating the information 
• Retrieving such information or 

documents 
• The cost of staff time 

associated with these 
activities is currently 
calculated at £25 per hour. 

Other   
   

 
 
Where the limit is not exceeded, the only charges that can be passed to the applicant are those 
associated with providing the information, for example photocopying and postage. These are 
collectively known as disbursements. 
 
 
* The actual cost incurred by the public authority 
The time spent considering whether or not information is exempt from release into account 
when estimating the cost of compliance cannot be taken into account. 
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FREEDOM OF INFORMATION ACT 2000 
 
MODEL PUBLICATION SCHEME – REQUEST FOR INFORMATION 
 
You can use this form to make a request for information held by Staindrop Parish Council 
under the Freedom of Information Act 2000. Please complete all sections providing as much 
detail as possible to enable us to identify and provide the information you require. 
 
About You: 
 
Title/Forename: 
 
Surname: 
 
Address for correspondence: 
 
Telephone (Daytime): 
 
Fax: 
 
Email: 
 
About your Request: 
 
Please provide a detailed description of the information you are interested in to enable us to 
deal with your request quickly and easily. For example, you could include title(s) of documents, 
relevant date(s) of publication or the section within the Council which you think might hold the 
information (please continue on a separate sheet if necessary). 
 
Format: 
 
The information you have requested will be supplied in the format as indicated 
within the Model Publication Guide. 
 
Our Address: 
 
Send this completed form to: 
Freedom of Information/Data Protection Co-ordinator 
Judith Mashiter 
Clerk to Staindrop Parish Council 
Moor Edge, Snaisgill 
Middleton-in-Teesdale 
Co. Durham DL12 0RP 
 
Email: clerk@staindropparishcouncil.org 
Telephone: 01833 640893 
 
We will reply to your request promptly and in any case no later than 20 working days following 
receipt of this form. Please note that we may have to contact you if we cannot locate the information 
that you have requested from the information you have given us. Your personal details will only be 
held for the purposes of dealing with your request for information, and we will let you know if we 
need to pass your request onto another authority. 
Please note, much of the information we hold in relation to policies, decisions etc. may be available 
online and will therefore be available free of charge. However, if it is necessary to provide paper 
copies of documents, there will be a charge for this and any charges will be advised to you in 
advance.  
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Appendix 3: Financial Regulations 
 

STAINDROP PARISH COUNCIL 

FINANCIAL REGULATIONS 

 

1. GENERAL 

 

1.1. These financial regulations govern the conduct of the financial management by the Council and 
may only be amended or varied by resolution of the Council. Financial regulations are one of 
the Council’s three governing policy documents providing procedural guidance for members 
and officers. Financial regulations must be observed in conjunction with the Council’s standing 
orders and any individual financial regulations relating to contracts.  

1.2. The Council shall be responsible for ensuring that its financial management is adequate and 
effective and that the Council has a sound system of internal controls which facilitates the 
effective exercise of its functions, including arrangements for the management of risk.  

1.3. The Council’s accounting control systems must include measures: 

• For the timely production of accounts; 

• That provide for the safe and efficient safeguarding of public money; 

• To prevent and detect inaccuracy and fraud; and 

• Identifying the duties of officers. 

1.4. These financial regulations demonstrate how the Council meets these responsibilities and 
requirements. 

1.5. The Council shall review at least once a year the effectiveness of its system of internal controls 
and shall produce an Annual Governance Statement on internal control in accordance with 
proper practices.  

1.6. A breach of these Regulations by an employee is gross misconduct. 

1.7. Members of Council are expected to follow the instructions within these Regulations and not to 
entice an employee to breach them. Failure to follow instructions within these Regulations 
brings the office of Councillor into disrepute. 

1.8. The Responsible Financial Officer (RFO) holds a statutory office appointed by the Council. The 
Clerk has been appointed as RFO for this Council and shall be responsible for the proper 
administration of the Council’s affairs. The RFO: 

• Acts under the policy direction of the Council 

• Administers the Councils’ financial affairs in accordance with all Acts, Regulations and 
proper practices; 

• Determines on behalf of the Council its accounting records and accounting control 
systems; 

• Ensures the accounting control systems are observed; 
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• Maintains the accounting records of the Council up to date in accordance with proper 
practices; 

• Assists the Council to secure economy, efficiency and effectiveness in the use of its 
resources; and 

• Produces financial management information as required by the Council.  

1.9. The accounting records show and explain the Council’s transactions and enable the RFO to 
ensure that any income and expenditure account and statement of        balances, or record of 
receipts and payments and additional information, as the case may be, or management 
information prepared for the Council from time to time comply with the Accounts and Audit 
Regulations 

1.10. The accounting records determined by the RFO shall in particular contain: 

• entries from day to day of all sums of money received and expended by the Council and 
the matters to which the income and expenditure or receipts and payments account 
relate; 

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

• wherever relevant, a record of the Council’s income and expenditure in relation to claims 
made, or to be made, for any contribution, grant or subsidy. 

1.11. The accounting control systems determined by the RFO shall include: 

• procedures to ensure that the financial transactions of the Council are recorded as soon 
as reasonably practicable and as accurately and reasonably as possible; 

• procedures to enable the prevention and detection of inaccuracies and fraud and the 
ability to reconstruct any lost records; 

• identification of the duties of officers dealing with financial transactions and division of 
responsibilities of those officers in relation to significant transactions; 

• procedures to ensure that uncollectable amounts, including any bad debts are not 
submitted to the Council for approval to be written off except with the approval of the 
RFO and that the approvals are shown in the accounting records; and 

• measures to ensure that risk is properly managed. 

1.12. The Council is not empowered by these Regulations or otherwise to delegate certain specified 
decisions. In particular any decision regarding: 

• setting the final budget or the precept (Council Tax Requirement); 

• approving accounting statements; 

• approving an annual governance statement; 

• borrowing; 

• writing off bad debts; 

• declaring eligibility for the General Power of Competence; and 

• addressing recommendations in any report from the internal or external auditors, 

shall be a matter for the full Council only. 
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1.13. In addition the Council must: 

• determine and keep under regular review the bank mandate for all Council bank 
accounts; 

• approve any grant or a single commitment in excess of £1000; and 

• in respect of the annual salary for any employee have regard to recommendations about 
annual salaries of employees made by the relevant Committee in accordance with its 
terms of reference. 

1.14. In these financial regulations, references to the Accounts and Audit Regulations or ‘the 
regulations’ shall mean the regulations issued under the provisions of section 27 of the Audit 
Commission Act 1998, or any superseding legislation, and then in force unless otherwise 
specified. 

1.15. In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall refer to 
guidance issued in Governance and Accountability for Local Councils – a Practitioners’ Guide 
(England) issued by the Joint Practitioners Advisory Group (JPAG), available from the websites 
of NALC and the Society for Local Council Clerks (SLCC). 

 

 

2. ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL) 

 

1.16. All accounting procedures and financial records of the Council shall be determined by the RFO 
in accordance with the Accounts and Audit Regulations 2015, appropriate guidance and proper 
practices.  

1.17. The RFO shall be responsible for completing the annual financial statements of the Council as 
soon as practicable after the end of the financial year and shall submit them and report thereon 
to the Council. 

1.18. On a regular basis, following the end of June, September and December each year, members 
of the Finance Committee at meetings shall verify bank reconciliations (for all accounts)  at 
each Council meeting, the Council shall verify bank reconciliations (for all accounts) produced 
by the RFO and this verification shall be minuted. The member of members shall sign the 
reconciliations and the original bank statements (or similar documents) as evidence of 
verification. The Chairman of the Council shall verify any statements at year end.   

1.19. The RFO shall complete the annual statement of accounts, annual report, and any related 
documents of the Council contained in the Annual Return (as specified in proper practices) as 
soon as practicable after the end of the financial year and having certified the accounts shall 
submit them and report thereon to the Council within the timescales set by the Accounts and Audit 
Regulations. 

1.4. The RFO shall be responsible for completing the Accounts of the Council contained in the 
Annual Governance and Accountability Return (as supplied by the Auditor appointed from time 
to time by the Audit Commission) and for submitting the Annual Governance and Accountability 
Return for approval and authorisation by the Council within the timescale set by the Accounts 
and Audit Regulations 2015, or set by the Auditor.  

1.5. The Council shall ensure that there is an adequate and effective system of internal audit of its 
accounting records, and of its system of internal control in accordance with proper practices. 
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Any officer or Councillor shall, if the RFO or internal auditor requires, make available such 
documents and records of the Council which appear to the RFO or internal auditor to be 
necessary for the purpose of the internal audit and shall supply the RFO or internal auditor with 
such information and explanation as the RFO or internal auditor considers necessary for that 
purpose.  

1.6. The internal auditor shall be appointed by and carry out the work required by the RFO, or by 
the Council, with a view to satisfactory completion of the internal auditor’s report section of the 
Annual Governance and Accountability Return as compiled annually by the Audit Commission.  

1.7. The internal auditor shall: 

• be competent and independent of the financial operations of the Council; 

• report to Council in writing, or in person, on a regular basis with a minimum of one annual 
written report during each financial year, which may be in the form of the completed 
Section 4 of the Annual Return if this is all that is considered necessary by the Council. 
However, the council’s internal auditor should be invited, at least annually, to report to a 
meeting of the Council if s(he) so wishes; 

• demonstrate competence, objectivity and independence, be free from any actual or 
perceived conflicts of interest, including those arising from family relationships; and 

• have no involvement in the financial decision making, management or control of the 
Council. 

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

•  perform any operational duties for the Council; 

•  initiate or approve accounting transactions; or 

•  direct the activities of any Council employee, except to the extent that such employees 
have been appropriately assigned to assist the internal auditor. 

1.9. For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and 
‘independence’ shall have the same meaning as is described in proper practices. 

1.10. 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 statements of account required by Audit Commission Act 1998, or any 
superseding legislation, and the Accounts and Audit Regulations.  

1.11. The RFO shall, without undue delay as soon as practicable, bring to the attention of all 
councillors any correspondence or report from internal or external auditors, unless the 
correspondence is of a purely administrative matter. 

 

3. ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING 

 

1.12. The RFO must each year, by no later than December, prepare detailed estimates of all receipts 
and payments including the use of reserves and all sources of funding for the following financial 
year in the form of a budget to be considered by the Finance Committee and subsequently by 
the Council. 
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1.13. The Council Finance Committee shall review the Council’s revenue and capital receipts and 
payments following by no later than the end of December each year and the suggested budget 
prepared by the Clerk and having regard to the forecast, it shall thereafter formulate and submit 
proposals for the following financial year to the Council for consideration at its January meeting 
at the latest, including any proposals for revising the forecast. 

1.14. The Council shall fix the precept (council tax requirement), and relevant basic amount of council 
tax to be levied for the ensuing financial year not later than by the end of January each year. 
The RFO shall issue the precept to the billing authority and shall supply each Councillor with a 
copy of the approved annual budget. 

1.15. The approved annual budget shall form the basis of financial control for the ensuing year. 

 

4. BUDGETARY CONTROL AND AUTHORITY TO SPEND 

 

1.16. Expenditure on revenue items may be authorised up to the amounts included for that class of 
expenditure in the approved budget.  This authority is to be determined by: 

• the Council for all items over £1,000; 

• The Clerk, together with the Chair or Vice-Chair, for items over £200 and below £1,000; 
or  

• the Clerk for any items below £200.   

Such authority is to be evidenced by a Minute or by an authorisation for payment duly signed 
by the Clerk, and where necessary also by the appropriate Chair or Vice-Chair. 

Contracts may not be disaggregated to avoid controls imposed by these regulations. 

1.17. No expenditure may be authorised that will exceed by more than 4.99% the amount provided 
in the relevant revenue budget for that class of expenditure without full Council approval. During 
the budget year and with the approval of Council having considered fully the implications for 
public services, unspent and available amounts may be moved to other budget headings or to 
an earmarked reserve as appropriate (‘virement’).  

1.18. Unspent provision in the revenue or capital budgets for completed projects shall not be carried 
forward to a subsequent year.  

1.19. In cases of extreme risk to the delivery of Council services, the Clerk may authorise revenue 
expenditure on behalf of the Council which in the Clerk’s judgement it is necessary to carry out. 
Such expenditure includes repair, replacement or other work, whether or not there is any 
budgetary provision for the expenditure, subject to a limit of £500. The Clerk shall report such 
action to the Chairman as soon as possible and to the Council as soon as practicable thereafter. 
The Clerk is further authorised, in consultation with the Chairman, or the Vice-Chairman in the 
absence of the Chairman, to authorise expenditure up to the limit of £500 during the annual 
August and December recess of the Council, subject to reporting of that expenditure to the next 
full meeting of the Council. 

1.20. No expenditure shall be authorised in relation to any capital project and no contract entered 
into or tender accepted involving capital expenditure unless the Council is satisfied that the 
necessary funds are available or the requisite borrowing approval has been obtained. 
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1.21. The salary budget for the following financial year is to be reviewed by the Finance Committee 
at least annually following the end of December each year and such review shall be evidenced 
by a Minute of that Committee. 

1.6. All capital works shall be administered in accordance with the Council’s standing orders and 
financial regulations relating to contracts. 

1.7. The RFO shall regularly provide the Finance Committee Council with a statement of receipts 
and payments to date under each head of the budgets, comparing actual expenditure to the 
appropriate date against that planned as shown in the budget. These statements are to be 
prepared at least at the end of each financial quarter following the end of June, September and 
December each year and for full Council after the end of the final quarter/financial year end and 
shall show explanations of material variances. For this purpose ‘material’ shall be in excess of 
£100 or 15% of the budget. 

1.8. Changes in earmarked reserves shall be approved by Council as part of the budgetary control 
process. 

 

5. BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS  

 

1.9. The Council's banking arrangements, including the bank mandate, shall be made by the RFO 
and approved by the Council; banking arrangements may not be delegated to a committee. 
They shall be regularly reviewed for safety and efficiency. 

1.10. The RFO shall prepare a schedule of income and payments and present the schedule to the 
Council at every meeting and such schedule shall be incorporated into and form part of the 
minutes of that meeting for approval at the next meeting of the Council. Personal payments 
(including salaries, wages, expenses and any payment made in relation to the termination of a 
contract of employment) may be summarised if considered necessary to remove public access 
to any personal information. 

1.11. All invoices for payment shall be examined, verified and certified by the RFO to confirm that the 
work, goods or services to which each invoice relates has been received, carried out, examined 
and represents expenditure previously approved by the council. 

1.12. The RFO shall examine invoices for arithmetical accuracy and analyse them to the appropriate 
expenditure heading. The RFO shall take all steps to pay all invoices submitted, and which are 
within the authorisation limits, at the next available Council meeting. 

1.13. The Clerk shall have delegated authority to authorise the extraordinary payment of items 
(outside the limits indicated at 4.1 only in the following circumstances: 

a) If a payment is necessary to avoid a charge to interest under the Late Payment of 
Commercial Debts (Interest) Act 1998, and the due date for payment is before the next 
scheduled Meeting of Council, where the Clerk certifies that there is no dispute or other 
reason to delay payment, provided that a list of such payments shall be submitted to the 
next appropriate meeting of Council; 

b) An expenditure item authorised under 5.7 below (continuing contracts and obligations) 
provided that a list of such payments shall be submitted to the next appropriate meeting 
of Council; or  
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c) fund transfers within the Council’s banking arrangements up to the sum of £10,000 
provided that a list of such transfers shall be submitted to the next appropriate meeting 
of Council. 

1.14. For each financial year the Clerk shall, if considered necessary, draw up a list of due payments 
which arise on a regular basis as the result of a continuing contract, statutory duty, or obligation 
(such as but not exclusively, clerk’s salary, PAYE and NI, superannuation fund and regular 
maintenance contracts and the like, for which the Council may authorise payment for the year 
provided that the requirements of regulation 4.1 (Budgetary Controls) are adhered to, provided 
also that a list of such payments shall be submitted to the next appropriate meeting of Council. 

1.15. A record of regular payments made under 5.6 above shall be drawn up and be signed by two 
members on each and every occasion when payment is authorised - thus controlling the risk of 
duplicated payments being authorised and / or made. 

1.16. Any cheques drawn on the Council’s bank accounts, in accordance with the schedule referred 
to in paragraph 5.2 above, are to be signed by two Members, or by one Member and the 
Responsible Financial Officer. 

1.17. In respect of grants a duly authorised committee shall approve expenditure within any limits set by 
Council and in accordance with any Policy statement approved by Council. Any Revenue or 
Capital Grant in excess of £5,000 shall before payment, be subject to ratification by resolution of 
the Council. 

1.18. Councillors are subject to the Code of Conduct that has been adopted by the Council and shall 
comply with the Code and Standing Orders when a decision to authorise or instruct payment is 
made in respect of a matter in which they have a disclosable pecuniary or other interest, unless 
a dispensation has been granted. 

1.19. The Council will aim to rotate the duties of members in these Regulations so that onerous duties 
are shared out as evenly as possible over time. 

1.20. Any changes in the recorded details of supplies, such as bank account records, shall be 
approved in writing by a Member. 

 

6. INSTRUCTIONS FOR THE MAKING OF PAYMENTS 

 

1.21. The Council will make safe and efficient arrangements for the making of its payments.  

1.1. Following authorisation under Financial Regulation 5 above, the Council, a duly delegated 
committee or, if so delegated, the Clerk or RFO shall give instruction that a payment shall be 
made. 

1.2. All payments shall be effected by cheque or other instructions to the Council's bankers, or 
otherwise, in accordance with a resolution of Council. 

1.3. Cheques or orders or online instructions for payment drawn on the bank account in accordance 
with the schedule as presented to Council shall be signed (cheque) or authorised (online) by 
two Councillors, or by one councillors and the Clerk, or set up (online) by the Clerk and then 
authorised by one councillor, in accordance with a resolution instructing that payment. If a 
Councillor who is also a bank signatory has declared a disclosable pecuniary interest, or has 
any other interest in the matter in respect of which the payment is being made, that Councillor 
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shall be required to consider Standing Orders, and thereby determine whether it is appropriate 
and/or permissible to be a signatory to the transaction in question. 

1.4. To indicate agreement of the details shown on the cheque or order for payment with the 
counterful and the invoice or similar documentation, the signatories shall each also initial the 
cheque counterfoil. 

1.5. Cheques or orders for payment shall not normally be presented for signature other than at a 
Council or committee meeting (including immediately before or after such a meeting). Any 
signatures obtained away from such meetings (ie. During recess or in cases of emergency) 
shall be reported to the Council at the next convenient meeting. 

1.6. If thought appropriate by the Council, payment for utility supplies (energy, telephone and water) 
may be made by variable Direct Debit provided that the instructions are signed by two 
Councillors and any payments are reported to Council as made. The approval of the use of a 
variable Direct Debit shall be renewed by resolution of the Council at least every two years. 

1.7. If thought appropriate by the Council, payment for certain items (principally salaries) may be 
made by Bankers Standing Order BACS or CHAPS methods provided that the instructions for 
each payment are signed, or otherwise evidenced, by two authorised bank signatories are 
retained and any payments are reported to Council as made. The approval of the use of 
Bankers Standing Order BACS or CHAPS shall be renewed by resolution of the Council at 
least every two years. 

1.8. If thought appropriate by the Council, payment for certain items may be made by BACS or 
CHAPS methods provided that the instructions for each payment are signed, or otherwise 
evidenced, by two authorised bank signatories are retained and any payments are reported to 
Council as made. The approval of the use of BACS or CHAPS shall be renewed by resolution 
of the Council at least every two years. 

1.8. If thought appropriate by the Council payment for certain items may be made by internet 
banking transfer provided evidence is retained showing which two authorised bank signatories 
approved the payment. 

1.9. Where a computer requires use of a personal identification number (PIN) or other password(s), 
for access to the Council’s records on that computer, these shall comply with the requirements 
of the issuing organisation. A note shall be made of the PIN and passwords and shall be handed 
to and retained by the Chairman of Council in a sealed dated envelope. This envelope may not 
be opened other than in the presence of two other councillors. After the envelope has been 
opened, in any circumstances, the PIN and/or passwords shall be changed as soon as 
practicable. The fact that the sealed envelope has been opened, in whatever circumstances, 
shall be reported to all members immediately and formally to the next available meeting of the 
Council. This will not be required for a Councillor’s personal computer used only for remote 
authorisation of bank payments. 

1.10. No employee or Councillor shall disclose any PIN or password relevant to the working of the 
Council or its bank accounts, to any person not authorised in writing by the Council or a duly 
delegated committee. 

1.11. As far as practicable, back-up copies of the records on any computer shall be made and shall 
be stored securely away from the computer in question, and preferably off site. 

1.12. As far as practicable, the Council shall ensure, in the case of internet banking or any other 
online financial transactions, that anti-virus, anti-spyware and firewall, software with automatic 
updates, together with a high level of security, is used. 
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1.13. Where internet banking arrangements are made with any bank, the Clerk shall be appointed 
as the Service Administrator. The Bank Mandate approved by the council shall identify a 
number of Councillors who will be authorised to approve transactions on those accounts. The 
bank mandate will state clearly the amounts of payments that can be instructed by the use of 
the Service Administrator alone, or by the Service Administrator with a stated number of 
approvals. 

1.14. Access to any internet banking accounts will be directly to the access page (which may be 
saved under ‘favourites’), and not through a search engine or e-mail link.  Remembered or 
saved passwords facilities must not be used on any computer used for Council banking work.  

1.15. Changes to account details for suppliers, which are used for internet banking may only be 
changed on written hard copy notification by the supplier and supported by hard copy authority 
for change signed by the Clerk and a Councillor. A programme of regular checks of standing 
data with suppliers will be followed. 

1.16. Any Debit Card issued for use will be specifically restricted to the Clerk and will also be restricted 
to a single transaction maximum value of £500 unless authorised by Council in writing before 
any order is placed. 

1.17. Any corporate credit card or trade card account opened by the Council will be specifically 
restricted to use by the Clerk  and shall be subject to automatic payment in full at each month-
end. Personal credit or debit cards of members or staff shall not be used under any 
circumstances. 

1.18. If considered necessary, or where circumstances dictate, the RFO may maintain a petty cash 
float of £100 for the purpose of defraying operational and other expenses. Vouchers for 
payments made from petty cash shall be kept to substantiate the payment. 

1.19. Income received must not be paid into any petty cash float but must be separately banked, as 
provided elsewhere in these regulations. 

1.20. Payments to maintain any petty cash float shall be shown separately on the schedule of 
payments presented to Council under 5b above. 

1.21. The Council will not maintain any form of cash float. All cash received must be banked intact.  
Any payments made in cash by the Clerk (for example for postage or minor stationery items) 
shall be refunded on a monthly basis. 

 

7. PAYMENT OF SALARIES 

 

1.22. As an employer, the Council shall make arrangements to meet fully the statutory requirements 
placed on all employers by PAYE and National Insurance legislation.  The payment of all 
salaries shall be made in accordance with payroll records and the rules of PAYE and National 
Insurance currently operating, and salary rates shall be as agreed by Council, or duly delegated 
committee. 

1.23. Payment of salaries and payment of deductions from salary such as may be required to be 
made for tax, national insurance and pension contributions, or similar statutory or discretionary 
deductions must be made in accordance with the payroll records and on the appropriate dates 
stipulated in employment contracts, provided that each payment is reported to the next 
available Council meeting, as set out in these regulations above. 
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1.24. No changes shall be made to the clerk’s pay, emoluments, or terms and conditions of 
employment without the prior consent of the Council. 

1.25. Calculations of employees’ net salary and statutory and discretionary (ie PAYE) deductions  
shall be undertaken by the Council’s payroll contractor and reported to Council. Contractual 
and any other related details are not open to inspection or review (under the Freedom of 
Information Act 2000 or otherwise) other than: 

• by any Councillor who can demonstrate a need to know; 

• by the internal auditor; 

• by the external auditor; or 

• by any person authorised under Audit Commission Act 1998, or any superseding 
legislation. 

1.26. The total of such payments in each calendar month shall be reported with all other payments 
as made as may be required under these Financial Regulations, to ensure that only payments 
due for the period have actually been paid. 

1.27. An effective system of personal performance management should be maintained for the senior 
officers. 

1.28. Any termination payments shall be supported by a clear business case and reported to the 
Council. Termination payments shall only be authorised by Council. 

1.29. Before employing interim staff the Council must consider a full business case. 

 

8. LOANS AND INVESTMENTS 

 

1.30. All borrowings shall be effected in the name of the Council, after obtaining any necessary 
borrowing approval. Any application for Borrowing approval shall be approved by Council as to 
terms and purpose. The application for Borrowing Approval, and subsequent arrangements for 
the Loan shall only be approved by full Council. 

1.31. Any financial arrangement which does not require formal Borrowing Approval from the 
Secretary of State (such as Hire Purchase or Leasing of tangible assets) shall be subject to 
approval by the full Council.  In each case a report in writing shall be provided to Council in 
respect of value for money for the proposed transaction. 

1.32. All loans and investments shall be negotiated in the name of the Council and shall be for a set 
period in accordance with Council policy. 

1.33. The Council shall consider the need for an Investment Strategy and Policy which, if drawn up, 
shall be in accordance with relevant regulations, proper practices and guidance. Any Strategy 
and Policy shall be reviewed by the Council at least annually. 

1.34. All investments of money under the control of the Council shall be in the name of the Council. 

1.35. All investment certificates and other documents relating thereto shall be retained in the custody 
of the RFO. 

1.36. Payments in respect of short term or long term investments, including transfers between bank 
accounts held in the same bank, or branch, shall be made in accordance with Regulation 5 
(Authorisation of payments) and Regulation 6 (Instructions for payments). 
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9. INCOME 

 

1.37. The collection of all sums due to the Council shall be the responsibility of and under the 
supervision of the RFO. 

1.38. Particulars of all charges to be made for work done, services rendered or goods supplied shall 
be agreed annually by the Council, notified to the RFO and the RFO shall be responsible for 
the collection of all accounts due to the Council. 

1.39. The Council will review all fees and charges at least annually, following a report of the Clerk.  

1.40. Any sums found to be irrecoverable and any bad debts shall be reported to the Council and 
shall be written off in the year. 

1.41. All sums received on behalf of the Council shall be banked intact as directed by the RFO. In all 
cases, all receipts shall be deposited with the Council's bankers with such frequency as the 
RFO considers necessary. 

1.42. The origin of each receipt shall be entered on the paying-in slip. 

1.43. Personal cheques shall not be cashed out of money held on behalf of the Council. 

1.44. The RFO shall promptly complete any VAT Return that is required. Any repayment claim due 
in accordance with VAT Act 1994 section 33 shall be made at least annually coinciding with the 
financial year end. 

1.45. Where any significant sums of cash are regularly received by the Council, the RFO shall 
take such steps as are agreed by the Council to 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 such as ticket issues, and that appropriate care is taken in the security and safety of 
individuals banking such cash. 

1.46. Any income arising which is the property of a charitable trust shall be paid into a charitable bank 
account.  Instructions for the payment of funds due from the charitable trust to the Council (to 
meet expenditure already incurred by the authority) will be given by the Managing Trustees of 
the charity meeting separately from any Council meeting (see also Regulation 16 below). 

 

10. ORDERS FOR WORK, GOODS AND SERVICES 

 

1.47. An official order or letter shall be issued by the Clerk for all work, goods and services unless a 
formal contract is to be prepared or an official order would be inappropriate. Copies of orders 
shall be retained. 

1.48. Order books shall be controlled by the RFO. 

1.49. All Councillors and Officers are responsible for obtaining value for money at all times. An officer 
issuing an official order shall ensure as far as reasonable and practicable that the best available 
terms are obtained in respect of each transaction, usually by obtaining three or more quotations 
or estimates from appropriate suppliers, subject to any de minimis provisions in Regulation 11.1 
below. 

1.50. A Councillor may not issue an official order or make any contract on behalf of the Council. 
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1.51. The RFO shall verify the lawful nature of any proposed purchase before the issue of any 
order, and in the case of new or infrequent purchases or payments, the RFO shall ensure 
that the statutory authority shall be reported to the meeting at which the order is approved 
so that the Minutes can record the power being used. 

 

11. CONTRACTS 

 

1.52. Procedures as to contracts are laid down as follows: 

a. Every contract shall comply with these Financial Regulations, and no exceptions shall be 
made otherwise than in an emergency provided that this regulation need not apply to 
contracts which relate to items (i) to (vi) below: 

i. For the supply of water and sewerage; 

ii. For specialist services such as are provided by solicitors, accountants, surveyors and 
planning consultants; 

iii. For work to be executed or goods or materials to be supplied which consist of repairs 
to or parts for existing machinery or equipment or plant; 

iv. For work to be executed or goods or materials to be supplied which constitute an 
extension of an existing contract by the Council; 

v. For additional audit work of the external Auditor up to an estimated value of £100 (in 
excess of this sum the Clerk shall act after consultation with the Chairman and Vice 
Chairman of council); and 

vi. For goods or materials proposed to be purchased which are proprietary articles and/or 
are only sold at a fixed price. 

b. Where it is intended to enter into a contract exceeding £50,000 £2,000 in value for the 
supply of goods or materials or for the execution of works or specialist services other 
than such goods, materials, works or specialist services as are excepted as set out in 
paragraph (a) the Clerk shall invite tenders from at least three firms to be taken from the 
appropriate approved list1. 

c.  When applications are made to waive Financial Regulations relating to contracts to 
enable a price to be negotiated without competition the reason shall be embodied in a 
recommendation to the Council. 

d. Such invitation to tender shall state the general nature of the intended contract and the 
Clerk shall obtain the necessary technical assistance to prepare a specification in 
appropriate cases. The invitation shall in addition state that tenders must be addressed 
to the Clerk in the ordinary course of post. Each tendering firm shall be supplied with a 
specifically marked envelope in which the tender is to be sealed and remain sealed until 
the prescribed date for opening tenders for that contract. 

                                                
 
1 The appropriate approved list referred to in paragraph 10.1 (b) shall be a list drawn up by the Clerk and approved by 

council but, normally shall be based on the list maintained by the County Council for such works. 
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e. All sealed tenders shall be opened at the same time on the prescribed date by the Clerk 
in the presence of at least one two Councillors prior to or immediately following a meeting 
of the full Council. 

f. If fewer less than three tenders are received for contracts above £50,000 £2,000 or if all 
the tenders are identical the Council may make such arrangements as it thinks fit for 
procuring the goods or materials or executing the works. 

1.53. When it is to enter into a contract of less than £50,000 in value for the supply of goods or 
materials or for the execution of works or specialist services other than such goods, materials, 
works or specialist services as are excepted as set out in paragraph (a) the Clerk or RFO shall 
invite three quotations (priced descriptions of the proposed supply); where the value is below 
£3,000 and above £1000 the Clerk or RFO shall strive to obtain 3 estimates; where the value 
is above £200 and below £1,000 the Clerk may, only after consultation with and the agreement 
of the Chairman or Vice-Chairman procure goods or services. Otherwise, Regulation 10c above 
shall apply. 

1.2. When it is to enter into a contract of less than £2,000 in value for the supply of goods or 
materials or for the execution of works or specialist services other than such goods, materials, 
works or specialist services as are excepted as set out in paragraph (a) the Clerk or RFO shall 
invite three quotations (priced descriptions of the proposed supply); where the value is below 
£1,000 and above £100 the Clerk or RFO shall strive to obtain 3 estimates. Otherwise 
Regulation 10c above shall apply. 

g. The Council shall not be obliged to accept the lowest or any tender, quote or estimate. 

h. Should it occur that the Council, or duly delegated committee, does not accept any 
tender, quote or estimate, the work is not allocated and the Council requires further 
pricing, provided that the specification does not change, no person shall be permitted 
to submit a later tender, estimate or quote who was present when the original decision 
making process was being undertaken. 

i. The European Union Procurement Directive shall apply and the terms of the Public 
Contracts Regulations 2015 and the Utilities Contracts Regulations 2016 including 
thresholds shall be followed.  

 
12. ASSETS, PROPERTIES AND ESTATES 

 

1.3. The Clerk shall make appropriate arrangements for the custody of all title deeds and Land 
Registry Certificates of properties held by the Council. The RFO shall ensure a record is 
maintained of all properties held by the Council, recording the location, extent, plan, reference, 
purchase details, nature of the interest, tenancies granted, rents payable and purpose for which 
held in accordance with Accounts and Audit Regulations. 

1.4. No tangible moveable property shall be purchased or otherwise acquired, sold, leased or 
otherwise disposed of, without the authority of the Council, together with any other consents 
required by law, save where the estimated value of any one item of tangible movable 
property does not exceed £250 £50. 

1.5. No real property (interests in land) shall be sold, leased or otherwise disposed of without the 
authority of the Council, together with any other consents required by law, In each case a 
Report in writing shall be provided to Council in respect of valuation and surveyed condition 
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of the property (including matters such as planning permissions and covenants) together 
with a proper business case (including an adequate level of consultation with the electorate). 

1.6. No real property (interests in land) shall be purchased or acquired without the authority of 
the full Council. In each case a Report in writing shall be provided to Council in respect of 
valuation and surveyed condition of the property (including matters such as planning 
permissions and covenants)  together with a proper business case (including an adequate 
level of consultation with the electorate). 

1.7. Subject only to the limit set in Regulation 11.2 above, no tangible moveable property shall 
be purchased or acquired without the authority of the full Council. In each case a Report in 
writing shall be provided to Council with a full business case. 

1.8. The RFO shall ensure that an appropriate and accurate Register of Assets and Investments is 
kept up to date.  The continued existence of tangible assets shown in the Register shall be 
verified at least annually, possibly in conjunction with a health and safety inspection of assets. 

 

13. INSURANCE 

 

1.9. Following the annual risk assessment the Clerk shall effect all insurances and negotiate all 
claims on the Council's insurers. 

1.10. The RFO is to keep a record of all new risks, properties or vehicles which require to be insured and of 
any alterations affecting existing insurances. 

1.11. The RFO shall keep a record of all insurances effected by the Council and the property and 
risks covered thereby and annually review it. 

1.12. The RFO shall be notified of any loss liability or damage or of any event likely to lead to a claim, 
and shall report these to Council at the next available meeting. 

1.13. All appropriate Councillors and employees of the council shall be included in a suitable form of 
security or fidelity guarantee insurance which shall cover the maximum risk exposure as 
determined by the Council. 

 

 

14. RISK MANAGEMENT 

 

1.14. The Council is responsible for putting in place arrangements for the management of risk. The 
Clerk shall prepare, for approval by the Council, risk management policy statements in respect 
of all activities of the Council. Risk policy statements and consequential risk management 
arrangements shall be reviewed by the Council at least annually. 

1.15. When considering any new activity, the Clerk shall prepare a draft Risk Assessment, including 
risk management proposals for consideration and adoption by the Council. 

 

15. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS 
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1.16. It shall be the duty of the Council to review the Financial Regulations of the Council annually at 
the first ordinary Parish Council Meeting following the Annual Meeting. The Clerk shall make 
arrangements to monitor changes in legislation or proper practices and shall advise the Council 
of any requirement for a consequential amendment to these financial regulations. 

1.17. The Council may, by resolution of the Council duly notified prior to the relevant meeting of 
Council, suspend any part of these Financial Regulations provided that reasons for the 
suspension are recorded and that an assessment of the risks arising has been drawn up and 
presented in advance to all members of Council. 

 

 
Note 
 
It is suggested that the following sections can be removed in their entirety. 
 
Payments under contracts for building or other construction works 

1.18. Payments on account of the contract sum shall be made within the time specified in the contract 
by the RFO upon authorised certificates of the architect or other consultants engaged to 
supervise the contract (subject to any percentage withholding as may be agreed in the 
particular contract). 

1.19. Where contracts provide for payment by instalments the RFO shall maintain a record of all such 
payments. In any case where it is estimated that the total cost of work carried out under a 
contract, excluding agreed variations, will exceed the contract sum of 5% or more a report shall 
be submitted to the Council. 

1.20. Any variation to a contract or addition to or omission from a contract must be approved by the 
Council and Clerk to the contractor in writing, the Council being informed where the final cost 
is likely to exceed the financial provision. 

 

Stores and equipment 

1.21. The RFO is responsible for the care and custody of stores and equipment. 

1.22. Delivery Notes are to be obtained in respect of all goods received into store or otherwise 
delivered, with goods checked as to order and quality at the time delivery is made. 

1.23. Stocks are to be kept at the minimum levels consistent with operational requirements. 

1.24. The RFO is to be responsible for periodic checks of stocks and stores, at least annually. 

Charities 

1.25. Where the Council is sole trustee of a Charitable body, the RFO is to ensure that separate 
accounts are kept of the funds held on charitable trusts and that separate financial reports are 
made in such form as is appropriate, in accordance with Charity Law and legislation or as 
determined by the Charity Commission.  The RFO is to arrange for any Audit or Independent 
Examination as may be required by Charity Law or any Governing Document. 
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Appendix 4: Code of Conduct 
 
The following has been prepared from the ‘model’ Code of Conduct issued by National Association 
of Local Councils during 2018.  
 

STAINDROP PARISH COUNCIL 

Code of Conduct 

 
Introduction 
Pursuant to section 27 of the Localism Act 2011, Staindrop Parish Council (‘the Council’) has 
adopted this Code of Conduct to promote and maintain high standards of behaviour by its members 
and co-opted members whenever they conduct the business of the Council, including the business 
of the office to which they were elected or appointed, or when they claim to act or give the 
impression of acting as a representative of the Council.  
This Code of Conduct is based on the principles of selflessness, integrity, objectivity, accountability, 
openness, honesty, and leadership. 

 
Promotion and Maintenance of Standards 
A member shall 
• Familiarise him/herself with the Council’s Code of Conduct and any other policies or standing 

orders of the council which relate to members’ conduct. 
• Support the Council in the promotion of high standards, and in ensuring access by the public 

to the Council’s records regarding the registration and declaration of members’ interests.  
Nothing in this Code shall prevent a member from disclosing any other interest if the individual 
wishes to do so. 

 
Definitions 
For the purposes of this Code, a ‘co-opted member’ is a person who is not a member of the Council 
but who is either a member of any committee or sub-committee of the Council, or a member of, and 
represents the Council on any joint committee or joint sub-committee of the Council, and who is 
entitled to vote on any question that falls to be decided at any meeting of that committee or sub-
committee.  
For the purposes of this Code, a ‘meeting’ is a meeting of the Council, any of its committees, sub-
committees, joint committees or joint sub-committees.  
For the purposes of this Code, and unless otherwise expressed, a reference to a member of the 
Council includes a co-opted member of the Council. 

 

Member obligations 
When a member of the Council acts, claims to act or gives the impression of acting as a 
representative of the Council, he/she has the following obligations. 

1. He/she shall behave in such a way that a reasonable person would regard as respectful. 
2. He/she shall not act in a way which a reasonable person would regard as bullying or 

intimidatory.  
3. He/she shall not behave in a manner which a reasonable person would regard as likely to 

bring the Council, or his/her office as a member of the Council, into disrepute. 
4. He/she shall not seek to improperly confer an advantage or disadvantage on any person. 
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5. He/she shall use the resources of the Council in accordance with its requirements.  
6. He/she shall not disclose information which is confidential or where disclosure is prohibited 

by law. 
7. He/she will be required to declare an interest at the meeting, even though that interest may 

already appear on their Register of Interests. This is to make fellow-members, the press and 
the public aware of a member’s interest, if that member does not articulate it when the 
council is discussing a relevant matter which affects that interest. 

 

Registration of interests 
8. Within 28 days of this Code being adopted by the Council, or the member’s election or the 

co-opted member’s appointment (where that is later), he/she shall register with the 
Monitoring Officer the interests which fall within the categories set out in Appendices A and 
B.  

9. Upon the re-election of a member or the re-appointment of a co-opted member, he/she shall 
within 28 days re-register with the Monitoring Officer any interests in Appendices A and B.  

10. A member shall register with the Monitoring Officer any change to interests or new interests 
(including sensitive interests) in Appendices A and B within 28 days of becoming aware of it. 

A member need only declare the existence but not the details of any interest which the Monitoring 
Officer agrees is a ‘sensitive interest’.  A sensitive interest is one which, if disclosed on a public 
register, could lead the member or a person connected with the member to be subject to violence or 
intimidation. 
Failure without reasonable excuse to register a Disclosable Pecuniary Interest (Appendix A interest) 
is a criminal offence under the Localism Act 2011 as well as a breach of the Code. 

 

Declaration of interests at meetings 
Where a matter arises at a meeting which relates to an interest in Appendix A the member shall  
• Declare what his/her interests are 
• not participate in a discussion or vote on the matter (Localism Act s31(4) 
• If the Council’s Standing Orders dictate, the member shall leave the room while the matter is 

being discussed and voted on. 
• If it is an interest which has not already been disclosed to the Monitoring Officer, the member 

shall disclose the nature of it and let the Monitoring Officer know of the existence of a new 
interest within 28 days.   

Subject to the above, where a matter arises at a meeting which relates to an interest in Appendix A 
which is a sensitive interest, the member shall  

• Declare an interest but not the nature of it 
• not participate in a discussion or vote on the matter (Localism Act s31(4) 
• If the Council’s Standing Orders dictate, the member shall leave the room while the matter is 

being discussed and voted on. 
If it is a sensitive interest which has not already been disclosed to the Monitoring Officer, the 
member shall disclose he/she has an interest but not the nature of it and let the Monitoring Officer 
know of the existence of a new sensitive interest within 28 days.  
Where a matter arises at a meeting which relates to an interest in Appendix B, the member shall  

• Declare what his/her interests are 
• He/she may speak on the matter only if members of the public are also allowed to speak at 

the meeting 
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• not vote on the matter 
• If the Council’s Standing Orders dictate, once the member has spoken they shall leave the 

room while the matter is being discussed and voted on. 
If a member holds an interest in Appendix B which is a sensitive interest not already disclosed to 
the Monitoring Officer, he/she shall declare the interest but not the nature of the interest. 
Where a matter arises at a meeting which relates to a financial interest of a friend, relative or close 
associate (other than an interest of a person in Appendix A), the member shall  

• disclose the nature of the interest  
• He/she may speak on the matter only if members of the public are also allowed to speak at 

the meeting 
• not vote on the matter.  
• If the Council’s Standing Orders dictate, once the member has spoken they shall leave the 

room while the matter is being discussed and voted on. 
 

Dispensations 
On a written request made to the Council’s proper officer, prior to the relevant item being discussed 
the Council may grant a member a dispensation to participate in a discussion and vote on a matter 
at a meeting even if he/she has an interest in Appendices A and B if the Council believes  

• that the number of members otherwise prohibited from taking part in the meeting would 
impede the transaction of the business; or 

• it is in the interests of the inhabitants in the Council’s area to allow the member to take part; 
or it is otherwise appropriate to grant a dispensation. 
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Appendix A  
Interests defined by regulations made under section 30 (3) of the Localism Act 2011 and described 
in the table below. They include interests which are held by the member; his/her spouse or civil 
partner, a person with who he/she is living as husband and wife; or a person with whom he/she is 
living as if they are civil partners, and the member is aware that the other person has the interest. 

Interests described in the table below. 

Subject Description 

Employment, 
office, trade, 
profession or 
vocation 

Any employment, office, trade, profession or vocation carried on for profit or 
gain by the member or by his/her spouse or civil partner or by the person with 
whom the member is living as if they were spouses/civil partners. 

Sponsorship Any payment or provision of any other financial benefit (other than from the 
Council) made to the member during the 12 month period ending on the latest 
date referred to in paragraph 6 above for expenses incurred by him/her in 
carrying out his/her duties as a member, or towards his/her election 
expenses. This includes any payment or financial benefit from a trade union 
within the meaning of the Trade Union and Labour Relations (Consolidation) 
Act 1992. 

Contracts Any contract made between the member or his/her spouse or civil partner or 
the person with whom the member is living as if they were spouses/civil 
partners (or a firm in which such person is a partner, or an incorporated body 
of which such person is a director* or a body that such person has a beneficial 
interest in the securities of*) and the Council — 

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

 (b) which has not been fully discharged. 

Land Any beneficial interest in land held by the member or by his/her spouse or civil 
partner or by the person with whom the member is living as if they were 
spouses/civil partner which is within the area of the Council. 
‘Land’ excludes an easement, servitude, interest or right in or over land which 
does not give the member or his/her spouse or civil partner or the person with 
whom the member is living as if they were spouses/civil partners (alone or 
jointly with another) a right to occupy or to receive income. 

Licences Any licence (alone or jointly with others) held by the member or by his/her 
spouse or civil partner or by the person with whom the member is living as if 
they were spouses/civil partners to occupy land in the area of the Council for 
a month or longer. 

Corporate 
tenancies 

Any tenancy where (to the member’s knowledge)— 

 (a) the landlord is the Council; and 

 (b) the tenant is a body that the member, or his/her spouse or civil partner or 
the person with whom the member is living as if they were spouses/civil 
partners is a partner of or a director* of or has a beneficial interest in the 
securities* of.  
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Securities Any beneficial interest held by the member or by his/her spouse or civil 
partner or by the person with whom the member is living as if they were 
spouses/civil partners in securities* of a body where—  

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

 (b) either— 

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

 (ii) if the share capital of that body is of more than one class, the total nominal 
value of the shares of any one class in which the member, or his/her spouse 
or civil partner or the person with whom the member is living as if they were 
spouses/civil partners has a beneficial interest exceeds one hundredth of the 
total issued share capital of that class. 

 

*’director’ includes a member of the committee of management of an industrial and provident 
society. 

*’securities’ means shares, debentures, debenture stock, loan stock, bonds, units of a collective 
investment scheme within the meaning of the Financial Services and Markets Act 2000 and other 
securities of any description, other than money deposited with a building society. 
 

 

 

Appendix B  
An interest which relates to or is likely to affect: 

 

(i) any body of which the member is in a position of general control or management and to 
which he/she is appointed or nominated by the Council but only when the item under 
discussion involves potential funding or transfer of assets from the Council to that body; 

 

(ii) any body— 

(a) exercising functions of a public nature; 

(b) directed to charitable purposes; or 

(c) one of whose principal purposes includes the influence of public opinion or policy 
(including any political party or trade union)  

of which the member of the Council is a member or in a position of general control or management; 

 

(iii) any gifts or hospitality worth more than an estimated value of £50 which the member 
has received by virtue of his or her office. 

 

 


