
Bourne Community College – Request for Contribution from Parish Councils towards long-term funding of Family Support Worker 
 
If there are any young people from your Parish Council area who attend the Bourne Community College please consider the possibility of 
making a regular contribution towards the Family Support Worker they employ. 
 
Family Support Worker: 
BCC employs a Family Support Key Worker (FSKW) full time to deliver support to families in the Bourne Community College catchment area 
which includes those children at Thorney Island School, Southbourne Infant and Junior School, Westbourne and BCC. This role has been 
historically part-funded by BCC and IPEH and the caseload of the FSKW contains 7-9 cases that are attached to the Think Family DCLG income 
stream.  
Since 1st April 2019, CDC - £20,000 and Southbourne P.C -£5,000 took over the part funding of this post and the remainder was paid by the 
Bourne Community COLLEGE-£15,000- this all includes on costs. 
 
Here is an account of NC’s role and Key Activities and Actions 
 
 

Key Activities and Actions 
1) Integrated Front Door, MASH referrals to WSCC and Hampshire, L4 safeguarding 

and child protection concerns. 
2) Sussex and Hampshire Police regarding CSE and alleged sexual abuse cases. 
3) Consultations with MASH Education Advisors regarding border line cases, L3/L4. 
4) Attending CP and Core Group meetings, liaising with school professionals and 

ensuring actions are carried out. 
5) WSCC EHP management and closure of cases; Closed – 6 EHP closed, 1 new EHP 

Dec 2020, 1 existing EHP open. 
6) Hampshire L3 EHH, presenting cases and supporting on 2 EHPs. 
7) IPEH termly conversation EHPs. 
8) Direct work with students around emotional regulation and facilitating outside 

agency support, contact with parents and mental health safety planning.  There 
has been an increase in 1 to 1 support around anxiety as a result of the covid 
lock downs. 

9) Safety plans/risk assessments for self-harming students. 
10) Accessing and facilitating outside agency emotional wellbeing support in school:  

 Off The Record (Hants) providing Managing Emotions and Young Carer group 
work in school, running two groups each week for 8 students per group.  



 Y-Services (Hants), Youth Worker providing 1 to 1 emotional wellbeing support 
including LGBTQ advice, one whole day per week, 6 sessions. 

 CWP (Child Wellbeing Practitioners) Hants CAMHS mild to moderate mental 
health, a service for Hants schools but agreement to support a small number of 
our Hants students.   

 Juno Programme (WSCC), 12-week programme of support to a group of 
vulnerable KS4 girls – emotional wellbeing, self-esteem, confidence, resilience, 
future aspirations. 

11) Mental health and self-help information via TV monitors around school and 
weekly PowerPoints during the covid lockdown. 

12) CYP and Families support –  
Chichester District  
(Chichester, Fishbourne, Lavant, Westboure, Nutbourne, Hambrook)  
Soutbourne, includes Emsworth, Havant  
 

School Programmes 
1. Wellbeing Peer Ambassadors – meeting with year 10 Young Minds group to raise 

the profile of mental health support in school. To be further developed and out 
into practice September 2021. 

2. Off The Record (Havant) – liaised and facilitated with professionals who were 
able to provide managing Emotions group support from September 2020 to July 
2021.  This included groups from year 10, 9 and 8. 

3. Off The Record (Havant) – liaised and facilitated with professionals who were 
able to provide Young Carer support to year 10 and year 9 students.  This was a 
collaborative piece of work over a half term with the Art Department, the theme 
was ‘identities’. 

4. Facilitated the Juno Programme – a 12-week programme of sessions to support 
year 10 girls with self-esteem, self-confidence, anxiety management and future 
self-aspirations. 

5. Tuppenny Barn – facilitating and supporting two groups of young carer students 
from September 2020 to July 2022.  This included a group of year 8/9 and also a 
group of year 7 students.  Students engaged in a programme of a) Gardening – 
harvesting, planting, tasting herbs and edible flowers, learning about varieties 
and observing seasonal changes, appreciating wildlife such as pond dipping, 
creating a bug hotel, visiting the bee hives; b) Cookery – using seasonal produce, 



harvesting the ingredients, tasting ingredients such as herbs and salad leaf 
varieties.  Cooking cheese and chive muffins, berry muffins, elderflower fritters, 
cheese biscuits etc.  Also creating a healing skin balm using beeswax from the 
hives, daisy and calendula picked by the students.  c) Crafts – harvesting fresh 
flowers to paint with water colours, drawing bugs and insects from the pond 
dipping and bug hotel, making seed bombs.  Craft time was also an opportunity 
to eat their home made cookery. 

6. Facilitated Y-Services Youth Worker to attend school once a week and provided 
emotional wellbeing support to students; LGBTQ, Anger Management; Anxiety 
and general emotional well-being support. 

7. Southbourne Lions – consultation and funding secured for a group of 20 young 
carer KS3 students to attend CYE Cobnor activity day in July 2021.  Funding also 
agreed for a group of KS4 students to attend bowling in the A/W half term. 

 

 
 
 

Referrals, consultations, facilitating appointments for students and families – 
1) MASH Integrated Front Door referrals, L4. 
2) Integrated Front Door Education Advisor consultations, L3/4. 
3) Police reports of CSE and allegations of sexual abuse. 
4) Community Mental Health consultations resulting in ASC and ADHD referrals to 

CAMHS; also suicide prevention safety planning.  
5) CAMHS tier 3 ADHD/ASC screening. 
6) School Nurse Referrals and interventions in school. 
7) Child Wellbeing Practitioners Hants CAMHS – Improving Access to Psychology 

Therapies. 
8) YES and Dialogue sign-posting and referral support. 
9) Complex safeguarding, child exploitation referrals into the MEOG. 
10) Asphaleia Keep Safe support. 
11) Havant Family Support Service Early Help Hub. 
12) IPEH Enabling Families consultations. 
13) NVR and Talking Teens parenting support, via Havant FSS. 
14) Caroline Daplyn, START programme. 
15) CGL Family Support around substance misuse and alcohol. 



16) Winston’s Wish bereavement counselling. 
17) Army Welfare and Jonathon Robinson Youth Worker consultation and support for 

individual students. 
18) Blended Learning applications, initial meetings and progress meetings for 

students struggling with mental health. 
19) New Life Church, food packs, gift vouchers and care packs. 
20) SENDIAS supporting EHC NA referral. 

 

Targets for next 6 months 
Facilitate Your Space professional counselling sessions in school from September. 
Facilitate Your Space or MIND mental Health training for school staff. 
Facilitate training and on-going supervision for a group of Peer Wellbeing Ambassadors. 
Facilitate and support a group of peer Young Carer Ambassadors. 
LGBTQ+ lunch time drop in. 
After school knitting circle. 
Refresher self-harm training  
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Westbourne Parish Council Grant Scheme  
Application Form 
 
Please fill in all sections. 
 
Please complete this application form with details of your proposal if you would like 
to be considered for a grant from Westbourne Parish Council. 
 
It is appreciated that not every proposal will fit into the structure of the form, but 
please complete the form as far as possible and provide any additional relevant 
information on an attached sheet.  
 
When completed, please return this application form by email to clerk@westbourne-
pc.gov.uk or in writing to Clerk to Westbourne Parish Council, PO Box 143, 
Emsworth, PO10 9DX.  
 

1. Your organisation  

Name of organisation and 
address 
 
 
 

Westbourne Community Hall 
14 River Street, Westbourne, Emsworth Hants. 
PO10 8TG 

Contact name Sandra M. Ellis 

Position/role in organisation Trustee/Secretary 

Contact address  Orchard Cottage, 9 Ellesmere Orchard, 
Westbourne, Emsworth, Hants. PO10 TP 
 
 
 

Telephone number 01243 372930/07720251429 

Email address Sandraellis368@btinternet.com 

2. Details of organisation  

Brief description of your 
organisation’s 
activities/aims. 

Community Hall for hire and currently holding 
regular events as childrens/adult parties/wedding 
receptions, celebrations etc. Womens Institute 
meetings, Senior Citizens afternoon club, Havant 
Camera Club weekly meetings,Line Dancing, 
Fitness groups, Trainmaster sussex for childrens 
entertainment and growth, Short mat bowls, Band 
practice. Recently hired by ITV to conduct an 
interview to be televised at a later date. 
The aim is to provide a venue for the residents of 
Westbourne and neighbouring communities where 
people can come together and hire the hall for 
special events, talks, meetings, Darts competitions, 
music events, dances etc. 
 
 
 

mailto:clerk@westbourne-pc.gov.uk
mailto:clerk@westbourne-pc.gov.uk
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Does your organisation 
have members and, if so, 
how many?  

As a registered charity it does not as such have 
members but is managed and operated by currently 
6 Trustees, comprising of a Chair Person, Vice 
Chairperson and 4 Trustees. 

Are meeting and events 
open to members of the 
public? 

Yes 

What percentage of the 
members/people who attend 
your events are from the 
village of Westbourne? 

On average around 75% 

Is your organisation run by a 
committee? 
 

Yes it is run by a total of 6 Trustees, as mentioned 
above.  

Is your organisation a 
registered charity? 

Yes 

3. Purpose of organisation  

Please describe how the 
local community benefits 
from your organisation. 

The local community benefit from having a place to 
come together and take part in health promoting 
activities, as well as a venue to enjoy relaxing 
pursuits and organise their social events.  
 
 
 
 
 

4. About the project  

Please provide details of the 
proposed activity, event, 
equipment or project for 
which you are applying for a 
grant. 
 

As the Hall is of Victorian build we feel it essential 
to retain its charm and character, at the same time 
to ensure it is kept in a way that is in line with all 
government guidelines in respect of fire safety, 
alarms etc.which has been achieved and health and 
safety paramount. 
In our aim to bring it up to date decorative wise and 
ensure a pleasing environment for all hirers, we 
would aim to replace the flooring in the entrance 
hall and also an area around what exists as a 
bar/lounge area.  The lino in this area in particular 
leading to the fire escape door is old, worn in places 
and could in time be regarded as a possible hazard 
although at this moment in time that is not an issue, 
but it is certainly in need of replacement.   
We have already replaced all the windows in line 
with the original build, all fire safety signs and 
electrical work has been completed together with 
new lighting and a Fire Safety and Alarm system 
inspection has passed on all accounts. We have a 
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disabled platform to enter the building at the front 
door and also a disabled toilet facility. 
The Hall would benefit greatly from having the 
entrance corridor surface replaced and an estimate 
to replace this has already been provided by 
Kelleher from Havant at a cost in the region of 
£3,000. Other estimates have not been easily 
forthcoming as it is felt that a lot of companies feel it 
is ‘too small a job’.  
In due course the kitchen could be replaced 
although it is old fashioned but kept meticulously 
clean as are the three toilets. 
We aim to contribute to the refurbishment in respect 
of repainting the walls with the help of our trustees 
who are willing to carry this out but any help in that 
direction would also be very acceptable. 

In what way will the local 
community benefit? 
 
 

The community will benefit greatly from bringing this 
hall up to the same decorative standard as have the 
other two facilities in the village, namely the 
Meeting Place/Baptist church and the Parish Hall. 
We have the facility to offer as opposed to the other 
two venues, a stage, a parquet dance floor and car 
park at weekends and evenings. Any prospective 
hirers who wish to be able to supply alcohol for any 
event, are able to hire a licensed bar from a tender 
who provides this facility for various requirements ie 
wedding receptions, parties, celebrations etc. 
There are no restrictions on any person or parties 
who can use/access the facilities or services 
available or provided. 
Details from the Community Hall diary can be 
shown to provide details of hirings/bookings if 
required. 
 
 

What is the total cost? The total cost of replacing the floor area estimated 
to be in the region of £3K as per one 
estimator/contractor to date. 

How much is the grant 
application for? 
 

The grant application is for an amount that the 
Parish can offer the Community Hall to aid its 
refurbishment programme. ? 

How will the rest of the cost 
be financed? 
 

The remainder of any cost is financed through the 
Community Hall’s account, having recently replaced 
the windows throughout, a fire safety inspection and 
the installation of an alarm system, together with 
recent removal of asbestos substance discovered 
after a survey requested, this has depleted the 
current and savings account of the Hall and we are 
unable currently to finance the areas outlined as in 
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need of replacement. 
I am in possession of full details of our current 
financial status which can be provided but all 
relative information regarding the business of the 
Community Hall is also published on the website. 
The Community Hall in addition to relying on 
income from bookings etc. also has to rely on any 
sponsorship, donations  and grants. 

Have you received or 
applied for funding from any 
other source? 

Grant of £10,000 received as a ‘Covid grant’ re 
lockdown (in line with all other village /church halls) 
from Chichester District Council in May 2020. 
Option offered to apply for further £8,000 for which 
application was made and approved/granted July 
2021 by Chichester District Council. 
 

If you have received a grant 
from Westbourne Parish 
Council in the last three 
years, please provide 
details. 

No grant or funding has ever been received from 
Westbourne Parish Council 

Will the project still be able 
to go ahead without 
financial support from the 
Parish Council? 

No, not at this time. The project of refurbishment of 
the floor covering to include the area leading from 
the lounge to the back fire door cannot take place 
with our current financial situation.  All income is 
drawn and used from the current account. 

 
Supporting information:  
 
Please provide as much supporting information as possible to allow the Parish 
Council to determine priorities. The following is required: 
 

 A completed application form.  

 Any relevant supporting information required as per the application form. 

 Full details of the project or activity. 

 A copy of their last year end accounts and demonstration of a clear need for 
funding. 

 Evidence that the organisation has sought funding from elsewhere and is not 
asking the Parish Council to be the full donor. 

 A business or project plan. 

 A copy of their constitution or details of their aim or purpose. 

 The number, or percentage, of members that belong to the organisation and that 
live within Westbourne Parish. 

 Details of any restrictions placed on who can use/access their service. 

 Evidence that the project actively promotes equal access for all. 

 Details about the impact of your project.  

 Three quotes, if applicable, to show best value for money. 
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Organisations will normally be expected to have clear written aims and objectives, a 
written constitution, and a separate bank account controlled by more than one 
signatory. 
 
Where additional information is required in order to consider the grant application, 
applicants may be invited to meet with members of the Parish Council to further 
discuss the application, prior to the grant being determined by Full Council.  
 
Application deadlines 
 
Community Chest grants (small grants) will be considered by the Parish Council 
during the financial year. Applications for funding that is greater than is available 
through the Community Chest scheme will be considered by the Parish Council on a 
case by case basis. Applications should be received by 1 November in the year 
preceding the funding requirement. The grant will be planned into the budget of 
the next financial year and awarded in the April.  
 
Please complete the following declaration 
 
I declare that the information given is correct, and agree to adhere to the conditions 
laid out in Westbourne Parish Council’s Community Chest Grant Policy. 
 
On behalf of Westbourne Community 
Hall……………………………………………………………………………………………
…….. I accept the conditions in Westbourne Parish Council’s Community Chest 
Grant Policy. 
 

Signed: ……Margaret Lashly …(approved and authorised  content and signed 

electronically) ………………………                  Date: 

25.10.22………………………………… 

 

Position in organisation: ……Trustee 

Chairperson……………………………………………………………………………… 

Form completed by Sandra Ellis, Trustee and Secretary 25.10.22 

 

If the person signing this form is under 18, it must be countersigned by an adult 
member of the organisation 
 
Signed: ………………………………………………………………………………  Date: 

……………………………….. 
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Please note, completion of this form does not necessarily mean that a grant 
application will be successful in part or in whole.             
 

 
Date of meeting at which the application was discussed: 
…………………………………… 
 
Grant agreed/refused 
 
Amount: …………………….. 
 
Chairman: ……………………………………………… 
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Address for correspondence:  
     PO Box 143    
     Emsworth 

    Hampshire PO10 9DX 
 
    07775654483 

     clerk@westbourne-pc.gov.uk   
         
         January 2023   
Dear Sir/Madam 
 
Consultation on highways issues on Whitechimney Row and East Street 
 
Westbourne Parish Council is aware of a number of highway issues in Westbourne and 
would like to consult with residents on two issues relating to Whitechimney Row and the 
one-way section of East Street.  
 
We would like to hear your thoughts and opinions on the issues outlined below so that they 
can be used in support of applications to West Sussex County Council for traffic regulation 
orders (TROs) which would propose improvements to the highway in these two locations. 
 
We are aware that these are not the only highway issues in the village and we would like 
to hear from you about any other concerns you may have so that we can also put them 
forward to the County Council for possible consideration. 
 
To help with the overall traffic situation in Westbourne, we have recently applied to the 
County Council to restrict HGVs over 7.5 tonnes travelling through the village without 
stopping to deliver. If the application is successful, signs would be placed at the entrances 
to Westbourne to deter such vehicles using Westbourne as a short-cut. The County 
Council is also reviewing speed limits across West Sussex (60mph to 50mph, 40mph to 
30mph and 30mph to 20mph) which would help with the speed of traffic but this may not 
be implemented until 2024. The Parish Council is looking into the possibility of employing a 
parking enforcement officer to patrol for a short period of time on designated days and 
times. These measures should help the traffic situation in Westbourne in the next couple of 
years. 
 
Whitechimney Row: Current situation 
 
The road is increasingly gridlocked due to the volume of traffic, large lorries and recent 
A27 closures. Incidents of speeding have also increased, especially heading south out of 
Westbourne. It is hoped that the road will become 20mph from the bend at Old Farm Lane 
as part of the County Council’s review of speed limits but this is unlikely to change until 
2024. Congestion issues are caused by cars parking on the junction of Whitechimney Row 
and East Street. Some cars are regularly parked in the road over the white line that marks 
the safe pedestrian footway. Speed issues are caused by some drivers once they get past 
Whitechimney Row cottages where there are worn 20mph road roundels and sign 
markings indicating the 20mph speed limit are further south. We are aware this is a key 
route for young people walking and cycling to Bourne Community College.  
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Whitechimney Row: Proposed changes 
 
We would like to submit a TRO to the County Council to request the following: 
 

 Two new bollards at the Whitechimney Row/East Street junction. 

 Paint new 20mph roundels and add a speed restriction table or chicane at the south 
entrance. 

 White dotted lines included further out from the cottages on the west side of 
Whitechimney Row to provide safer walkways for pedestrians. 

 Enforcement of ‘no parking’ in the white line marked pedestrian area. This would be 
requested with the TRO but we could include this as part of any additional parking 
enforcement that the Parish Council contracted. 

 
One-way section of East Street: Current situation 
 
Parking on the pavement and double yellow lines has caused damage to properties, 
restricts passage of vehicles, limits the road width for lorries and pedestrians are forced to 
walk into the road due to the narrow width of the current footpath. Vehicles parked close to 
properties also cause a danger to residents entering or exiting their properties. There have 
also been incidents of people driving the wrong way down the road despite clear ‘no entry’ 
signs and markings.   
 
One-way section of East Street: Proposed changes 
 
We would like to submit a TRO to the County Council to request the following: 
 

 Repaint the double yellow lines and extend them to North Street. 

 Widen the pavement to around 1.5m. 

 Repair the cracked pavement. 

 Install eight metal Glasdon bollards on the edge of the pavement to prevent parking. 
 
Please send any comments you have on the proposals by Friday 3 March 2023, by:  
 

 Emailing clerk@westbourne-pc.gov.uk 

 Calling 07775 654 483   

 Writing to Westbourne Parish Council, PO Box 143, Emsworth, PO10 9DX 
 
 
Yours faithfully 
  

 
Cllr Richard Hitchcock 
Chairman of Westbourne Parish Council 
 



Item 11: Budget monitoring quarter 3 
 
1. Overspent budget headings 
 
At 31 December 2022, the following budgets are overspent and it is recommended that money is transferred from the New 
Initiatives Fund and/or another budget code so that they have a zero balance. 
 

Code and name Actual expenditure Budget Transfer required Notes 

4080 Courses & 
Publications 

£731 £500 £231 Councillor training evening not budgeted 
for 

4120 Cloud doc 
Storage 

£1037 £870 £167 Transfer of email accounts from Vision 
ICT to Microshade 

4130 
Stationery/printing 

£378 £200 £178 Budget set too low 

4210 Drainage 
work Monk’s Hill 

£8210 £3000 £5210 Budget set too low 

4705 Plant/soil 
flower troughs 

£102 £50 £52 Improved flower display  

4440 Defibrillators £589 £200 £389 Unexplained use of the devices 

4500 Footway 
lighting Energy 
SSE 

£2464 £2000 £464 Increased energy costs 

Total   6,691  

 
2. New Initiatives Fund 
 
The budget set in 2023/24 for New Initiatives was £15000 of which £9576 has been spent, as detailed below. This leaves £5424.  
 

Strutt and Parker land valuation £1001 

Street light LED bulbs £6495 

Path and gate at Monk’s Hill £2080 

 



3. Other budget headings 
 
The following budgets could be transferred to supplement expenditure in other headings. 
 

Code and name Remaining amount Notes 

4060 Travelling 
(Clerk) 

£64 Unlikely to travel in next three months 

4090 Internal audit £47 Left over budget 

4095 Legal advice 
and professional  

£2000 Budget not used in 2022/23 

4100 Planning 
consultant 

£2,901 Left over budget. Are any more fees expected following public inquiry? 

4410 Churchyard wall £4862 A final sum of £126.35 will be invoiced on 30 May 2023 assuming there are 
no defects that require attention 

Total £9874  

 
4. Recommendations 
 
It is recommended that the Council discuss the budgets above and ensure that adequate budget is included in the 2023/24 
Precept. 
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Westbourne Parish Council Page 1
Detailed Receipts & Payments by Budget Heading 31/12/2022

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds Available % Spent Transfer to/from EMR
100 Income

100.0%01076 Precept  115,437 115,437
0.0%(202)1080 Bank Interest  202 0
0.0%(240)1090 Misc Income  240 0
0.0%501100 Access licence  - Mill Road  0 50

100.0%01110 Access licence - Sydenham Terr  200 200
100.0%01120 Rent - Allotment Association  500 500

0.0%(512)1200 Grants Received  512 0
116,187117,091Income :- Receipts (904) 100.8% 0

Net Receipts 117,091 116,187 (904)
110 General Admin & Disbursements

78.5%4,842 4,8424000 Clerk's Salary - Gross  17,658 22,500
84.0%304 3044010 Employers National Insurance  1,591 1,895
79.4%936 9364030 Employers Pension  3,614 4,550
14.4%64 644060 Travelling (Clerk)  11 75
73.1%86 864065 Home Used as Office  234 320

0.0%(38) (38)4070 Chairman's Expenses  38 0 9
0.0%(7) (7)4075 Councillor's Expenses  7 0

146.1%(231) (231)4080 Courses & Publications  731 500
100.0%0 04085 External Audit  400 400
88.3%47 474090 Internal Audit  353 400

0.0%2,000 2,0004095 Legal Advice & Professional  0 2,000
27.5%2,901 2,9014100 Planning Consultant  1,099 4,000

100.0%0 04105 Information Commissioner Offic  35 35
0.0%1,500 1,5004110 Insurance  0 1,500

64.9%351 3514115 Rialtas Financial Software  649 1,000
119.2%(167) (167)4120 Cloud Doc Storage/MS 365  1,037 870
64.2%179 1794125 Hall Hire /Zoom Meeting Expens  321 500

189.1%(178) (178)4130 Stationery / Printing  378 200
101.0%(3) (3)4135 Postage / Po Box Address  323 320
95.0%15 154140 Mobile Phone  285 300

41,36528,765General Admin & Disbursements :- Indirect Payments 12,601 0 12,601 69.5% 9

Net Payments (28,765) (41,365) (12,601)
6000 plus Transfer from EMR 9

Movement to/(from) Gen Reserve (28,755)

Continued over page



Cost Centre Report

05/01/2023
13:03

Westbourne Parish Council Page 2
Detailed Receipts & Payments by Budget Heading 31/12/2022

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds Available % Spent Transfer to/from EMR
120 Running Costs

100.0%0 04200 Westbourne Cemetery  11,155 11,155
66.1%2,325 2,3254205 Ground Maintenance - Monks Hil  4,526 6,850

273.7%(5,210) (5,210)4210 Drainage Work - Monks Hill  8,210 3,000
68.3%2,508 2,5084215 Ground Maintenance - Mill Road  5,392 7,900
61.5%885 8854220 Playground Defib Inspections  1,415 2,300
41.3%705 7054225 Playground Inspections  495 1,200
96.4%46 464230 Footway Lighting Maintenance  1,254 1,300

0.0%100 1004235 Rent to CDC - Mill Road Field  0 100
204.4%(52) (52)4705 Plant /Soil Flower Troughs  102 50

33,85532,549Running Costs :- Indirect Payments 1,306 0 1,306 96.1% 0
Net Payments (32,549) (33,855) (1,306)

130 Subscriptions, S137 / S147
0.0%770 7704300 Membership WSALC / NALC  0 770
0.0%17 174305 Local Council Review Qtr Mag  0 17

103.3%(7) (7)4310 Clerk's Membership SLCC  222 215
100.0%0 04315 British Legion Poppy Appeal  65 65
100.0%0 04320 Westbourne Allotment Associat  50 50
100.0%0 04325 Closed Churchyard  200 200
100.0%0 04330 Homestart  250 250
100.0%0 04335 Citizens Advice  300 300
150.0%(25) (25)4340 Parish Online Subscription  75 50 25
100.0%0 04345 Community Chest Grants  500 500

2,4171,662Subscriptions, S137 / S147 :- Indirect Payments 755 0 755 68.8% 25
Net Payments (1,662) (2,417) (755)

6000 plus Transfer from EMR 25
Movement to/(from) Gen Reserve (1,637)

140 Capital Schemes
0.0%3,000 3,0004400 Play Equipment - Monks Hill  0 3,000

51.4%4,862 4,8624410 Churchyard Wall  5,138 10,000
0.0%(79) (79)4425 Office Equipment  79 0
0.0%500 5004430 Tree Survey/Surgery  0 500

294.5%(389) (389)4440 Defibrillators  589 200
100.0%0 04455 Community Bus Service  2,000 2,000
454.2%(1,771) (1,771)4465 National Commemorations /Celeb  2,271 500 1,771

16,20010,078Capital Schemes :- Indirect Payments 6,122 0 6,122 62.2% 1,771
Net Payments (10,078) (16,200) (6,122)

6000 plus Transfer from EMR 1,771
Movement to/(from) Gen Reserve (8,306)

Continued over page
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Westbourne Parish Council Page 3
Detailed Receipts & Payments by Budget Heading 31/12/2022

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds Available % Spent Transfer to/from EMR
150 Services

123.2%(464) (464)4500 Footway Lighting Energy SSE  2,464 2,000
83.5%264 2644505 Waste Bins & Emptying  1,336 1,600

3,6003,800Services :- Indirect Payments (200) 0 (200) 105.5% 0
Net Payments (3,800) (3,600) 200

160 Communications
0.0%(5,263) (5,263)4445 Noticeboards  5,263 0 5,263
0.0%250 2504600 Community Consultation  0 250

98.7%25 254605 Newsletter /Printing Communica  1,975 2,000
24.0%1,139 1,1394610 Website Hosting & Email Acc  361 1,500

3,7507,599Communications :- Indirect Payments (3,849) 0 (3,849) 202.6% 5,263
Net Payments (7,599) (3,750) 3,849

6000 plus Transfer from EMR 5,263
Movement to/(from) Gen Reserve (2,336)

170 Contingency Fund
63.8%5,424 5,4244790 New Initiatives Fund  9,576 15,000

15,0009,576Contingency Fund :- Indirect Payments 5,424 0 5,424 63.8% 0
Net Payments (9,576) (15,000) (5,424)

999 VAT Data
0.0%(5,564)115 VAT on Receipts  5,564 0

05,564VAT Data :- Receipts (5,564) 0
0.0%(5,243) (5,243)515 VAT on Payments  5,243 0

05,243VAT Data :- Indirect Payments (5,243) 0 (5,243) 0
Net Receipts over Payments 321 0 (321)

99,270 116,187
(6,468)122,655 116,187
16,917

23,385 0 (23,385)

Grand Totals:- Receipts

Net Receipts over Payments
Payments 0 16,917

105.6%
85.4%

plus Transfer from EMR 7,068
Movement to/(from) Gen Reserve 30,454



Westbourne Parish Council05/01/2023
10:12

Date:
Time:

Page 1
User: CKBank Reconciliation Statement as at 31/12/2022for Cashbook 1 - LLoyds Bank A/c

Bank Statement Account Name (s) BalancesStatement Date Page No
Lloyds Bank A/c 113,083.2731/12/2022 1

113,083.27
Unpresented Cheques (Minus) Amount

0.00
0.00

113,083.27
Receipts not Banked/Cleared (Plus)

0.00
0.00

Balance per Cash Book is :-
Difference is :-

113,083.27
113,083.27

0.00



Westbourne Parish Council
Time:

05/01/2023
10:12

Page 1Date:

Bank Reconciliation up to 31/12/2022 for Cashbook No 1 - LLoyds Bank A/c

Date Cheque/Ref Payee Name or DescriptionAmnt Paid Amnt Banked Stat Amnt ClearedDifference
08/12/2022 130 CONFIDENTIAL PAYMENTS1,882.63 R1,882.63
08/12/2022 132 WAITROSE11.40 R11.40
08/12/2022 133 HMRC1,275.27 R1,275.27
08/12/2022 134 WSCC667.44 R667.44
08/12/2022 135 MONSTER CREATIVE231.53 R231.53
08/12/2022 136 VIKING63.92 R63.92
08/12/2022 137 MICROSOFT9.48 R9.48
12/12/2022 129 EE38.65 R38.65
15/12/2022 139 RICHARD HITCHCOCK29.25 R29.25
15/12/2022 140 MICROSHADE135.29 R135.29
15/12/2022 141 GM SUPPORT140.00 R140.00
19/12/2022 138 SSE57.19 R57.19
21/12/2022 142 Westbourne Local History Group100.00 R100.00
23/12/2022 143 Information Commissioners Offi35.00 R35.00

4,677.05 0.00



Page 1 of 2

logo, Lloyds Bank.

04 January 2023

Lloyds Bank plc. Registered Office: 25 Gresham Street, London EC2V 7HN. Registered in England and Wales no. 2065. Authorised by the
Prudential Regulation Authority and regulated by the Financial Conduct Authority and the Prudential Regulation Authority under
Registration Number 119278.

Westbourne Parish Council
53 SKYLARK AVENUE
EMSWORTH
HAMPSHIRE
PO10 7GB

Your Account

Sort Code 30-91-97
Account Number 00168407

TREASURERS ACCOUNT. 01 December 2022 to 31 December 2022.

Money In. £0.00. Balance on 01 December 2022. £117,760.32.

Money Out. £4,677.05. Balance on 31 December 2022. £113,083.27.

Your Transactions

Column

Date.

Column

Description.

Column

Type.

Column

Money In (£).

Column

Money Out (£).

Column

Balance (£).

Date

08 Dec 22.

Description

MICROSOFT
200000001041350488

Type

FPO.

Money In (£)blank.

Money Out (£)

9.48.

Balance (£)

117,750.84.

Date

08 Dec 22.

Description

VIKING 500000001045288047
9653002 406384     10 08DEC22

Type

FPO.

Money In (£)blank.

Money Out (£)

63.92.

Balance (£)

117,686.92.

Date

08 Dec 22.

Description

MONSTER CREATIVE
100000001042031352 INV

Type

FPO.

Money In (£)blank.

Money Out (£)

231.53.

Balance (£)

117,455.39.

Date

08 Dec 22.

Description

WSCC LGPS
100000001042031359 CLARE

Type

FPO.

Money In (£)blank.

Money Out (£)

667.44.

Balance (£)

116,787.95.

Date

08 Dec 22.

Description

HMRC - ACCOUNTS OF
200000001041350509

Type

FPO.

Money In (£)blank.

Money Out (£)

1,275.27.

Balance (£)

115,512.68.

Date

08 Dec 22.

Description

CLARE KENNETT
500000001045288073 SALARY

Type

FPO.

Money In (£)blank.

Money Out (£)

1,894.03.

Balance (£)

113,618.65.

Date

12 Dec 22.

Description

EE LIMITED
Q74144313378871725.

Type

DD.

Money In (£)blank.

Money Out (£)

38.65.

Balance (£)

113,580.00.

Date

15 Dec 22.

Description

STEWART CORMACK
200000001044816147 INV NO

Type

FPO.

Money In (£)blank.

Money Out (£)

140.00.

Balance (£)

113,440.00.

Date

15 Dec 22.

Description

MICROSHADE
100000001045497575 17064

Type

FPO.

Money In (£)blank.

Money Out (£)

135.29.

Balance (£)

113,304.71.

Date

15 Dec 22.

Description

RICHARD HITCHCOCK
600000001048497654

Type

FPO.

Money In (£)blank.

Money Out (£)

29.25.

Balance (£)

113,275.46.

Date

19 Dec 22.

Description

SOUTHERN ELECTRIC
513891001.

Type

DD.

Money In (£)blank.

Money Out (£)

57.19.

Balance (£)

113,218.27.

Date

21 Dec 22.

Description

WESTBOURNE LOCAL H
100000001048687181 PARISH

Type

FPO.

Money In (£)blank.

Money Out (£)

100.00.

Balance (£)

113,118.27.

Date

23 Dec 22.

Description

ICO ZA298487.

Type

DD.

Money In (£)blank.

Money Out (£)

35.00.

Balance (£)

113,083.27.

(Continued on next page)
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logo, Lloyds Bank.

04 January 2023

Lloyds Bank plc. Registered Office: 25 Gresham Street, London EC2V 7HN. Registered in England and Wales no. 2065. Authorised by the
Prudential Regulation Authority and regulated by the Financial Conduct Authority and the Prudential Regulation Authority under
Registration Number 119278.

Transaction types.

blank.

BGC. Bank Giro Credit. BP. Bill Payments. CHG. Charge. CHQ. Cheque.

COR. Correction. CPT. Cashpoint. DD. Direct Debit. DEB. Debit Card.

DEP. Deposit. FEE. Fixed Service FPI. Faster Payment In. FPO. Faster Payment Out.

MPI. Mobile Payment In. MPO. Mobile Payment Out. PAY. Payment. SO. Standing Order.

TFR. Transfer.

blank. blank. blank. blank. blank. blank.



Westbourne Parish Council05/01/2023
10:43

Date:
Time:

Page 1
User: CKBank Reconciliation Statement as at 31/12/2022for Cashbook 2 - Unity Trust Saving A/c

Bank Statement Account Name (s) BalancesStatement Date Page No
Unity Trust Savings A/c 85,253.4931/12/2022
` 0.00

85,253.49
Unpresented Cheques (Minus) Amount

0.00
0.00

85,253.49
Receipts not Banked/Cleared (Plus)

0.00
0.00

Balance per Cash Book is :-
Difference is :-

85,253.49
85,253.49

0.00



Westbourne Parish Council, 12 January 2023 
Agenda item 12: Annual review of fees and charges 
 
1. Rents 
 
In order to comply with Financial Regulation 9.3, the Council will review all fees and 
charges at least annually following a report of the Clerk. 
 
The Clerk reports that there are three items in the Council’s budget which are 
fees/charges. These are: 
 
1. Access licence – Mill Road   £0.00 
2. Access licence – Sydenham Terrace  £200.00 
3. Allotment Association rent    £500.00 
 
To note: No 1. It was agreed in July 2022 to temporally suspend the access licence 
to 56 Mill Road in until it was clear what would happen to the land if the WCT’s 
planning application was approved. No. 2 increased from £50 to £200 in 2017/18. 
No. 3 was reduced from £650 to £500 in 2018/19. 
 
Members are asked to consider whether they wish to change any of these charges 
for financial year 2023/24. 
 
2. Direct debits  
 
The Clerk would like to bring to the attention of members the direct debits that are 
set up for the Council.  
 
1. EE (Clerk’s mobile phone on a monthly basis)  
2. Information Commissioners Office (annual data protection fee paid every 
December)  



Determination of Taxbase 2023/24

Appendix 2

Parish
Basic Taxbase   

Second Homes 

50%

Second Homes  

additional 50%

Basic Taxbase for 

2023-24

Additional income 

from Empty 

Homes Premium

Taxbase 

deduction for 

Council Tax 

Support Total Taxbase 

Adjusted for 

assumed 

collection rate of 

99%

Appledram 95.6 5.0 100.6 0.0 -5.4 95.2 94.2

Barlavington 56.0 3.8 59.8 0.0 -2.1 57.7 57.1

Bepton 151.0 2.2 153.2 1.0 -1.7 152.5 151.0

Bignor 67.5 6.9 74.4 0.0 -3.5 70.9 70.2

Birdham 877.3 32.8 910.1 0.0 -41.8 868.3 859.6

Bosham 1,622.4 105.2 1,727.6 0.0 -67.5 1,660.1 1,643.5

Boxgrove 506.7 8.3 515.0 0.0 -40.8 474.2 469.5

Bury 369.9 13.6 383.5 0.0 -11.3 372.2 368.5

Chichester City 13,063.1 227.2 13,290.3 31.4 -1,210.0 12,111.7 11,990.5

Chidham & Hanbrook 1,072.5 15.9 1,088.4 0.0 -65.0 1,023.4 1,013.2

Cocking 228.6 4.8 233.4 0.0 -13.6 219.8 217.6

Compton 220.1 7.8 227.9 1.0 -4.9 224.0 221.8

Donnington 1,074.9 9.7 1,084.6 0.0 -38.6 1,046.0 1,035.5

Duncton 228.2 9.1 237.3 0.0 -6.7 230.6 228.3

Earnley 307.1 61.8 368.9 0.0 -10.4 358.5 354.9

Eartham 47.0 4.7 51.7 0.0 -2.8 48.9 48.4

Easebourne 1,131.9 20.8 1,152.7 12.9 -59.7 1,105.9 1,094.8

East Dean 119.8 6.4 126.2 0.0 -11.2 115.0 113.9

East Lavington 122.5 6.8 129.3 3.8 -1.0 132.1 130.8

E.Wittering & Bracklesham 2,355.9 148.2 2,504.1 4.0 -204.8 2,303.3 2,280.3

Ebernoe 129.4 5.8 135.2 0.0 -0.1 135.1 133.7

Elsted & Treyford 165.0 9.2 174.2 4.7 -4.9 174.0 172.3

Fernhurst 1,410.9 17.5 1,428.4 2.0 -78.0 1,352.4 1,338.9

Fishbourne 1,139.4 9.0 1,148.4 0.0 -56.5 1,091.9 1,081.0

Fittleworth 551.0 14.3 565.3 0.0 -18.8 546.5 541.0

Funtington 840.3 23.9 864.2 0.9 -28.1 837.0 828.6

Graffham 339.3 14.2 353.5 5.1 -7.9 350.7 347.2

Harting 747.8 24.3 772.1 0.0 -39.6 732.5 725.2

Heyshott 166.3 10.3 176.6 0.0 -7.7 168.9 167.2

Hunston 496.9 5.6 502.5 0.0 -62.0 440.5 436.1

Kirdford 521.4 14.3 535.7 3.7 -24.6 514.8 509.7

Lavant 777.8 13.9 791.7 0.0 -65.9 725.8 718.5

Linch 42.9 1.9 44.8 0.0 0.0 44.8 44.4



Determination of Taxbase 2023/24

Appendix 2

Second Homes  

additional 50%

Basic Taxbase for 

2023-24

Additional income 

from Empty 

Homes Premium

Taxbase 

deduction for 

Council Tax 

Support

Adjusted for 

assumed 

collection rate of 

99%

Lynchmere 1,072.0 10.2 1,082.2 0.0 -32.6 1,049.6 1,039.1

Lodsworth 374.1 23.2 397.3 5.7 -4.5 398.5 394.5

Loxwood 889.0 8.8 897.8 0.0 -30.0 867.8 859.1

Lurgashall 338.4 19.5 357.9 4.8 -8.1 354.6 351.1

Marden 54.3 4.9 59.2 0.0 -2.3 56.9 56.3

Midhurst Town 2,509.8 35.4 2,545.2 3.1 -196.4 2,351.9 2,328.4

Milland 482.6 18.9 501.5 0.0 -7.8 493.7 488.8

North Mundham 658.4 13.8 672.2 0.0 -39.9 632.3 626.0

Northchapel 360.5 3.7 364.2 0.0 -25.5 338.7 335.3

Oving 1,174.0 8.1 1,182.1 6.0 -55.9 1,132.2 1,120.9

Petworth 1,395.5 34.1 1,429.6 15.6 -123.6 1,321.6 1,308.4

Plaistow & Ifold 1,149.1 12.4 1,161.5 0.0 -16.1 1,145.4 1,133.9

Rogate 815.9 18.5 834.4 1.8 -30.9 805.3 797.2

Selsey Town 4,811.8 205.4 5,017.2 2.0 -434.3 4,584.9 4,539.1

Sidlesham 635.9 26.6 662.5 0.0 -34.5 628.0 621.7

Singleton 255.5 14.5 270.0 0.0 -16.3 253.7 251.2

Southbourne 2,885.2 39.5 2,924.7 3.0 -196.1 2,731.6 2,704.3

Stedham with Iping 444.2 15.3 459.5 0.0 -25.1 434.4 430.1

Stopham 49.9 1.1 51.0 0.0 -2.2 48.8 48.3

Stoughton 345.0 14.5 359.5 0.9 -13.1 347.3 343.8

Sutton 117.1 13.9 131.0 0.0 -2.5 128.5 127.2

Tangmere 1,244.1 9.6 1,253.7 0.0 -116.0 1,137.7 1,126.3

Tillington 297.9 11.7 309.6 0.0 -11.8 297.8 294.8

Trotton with Chithurst 161.4 4.7 166.1 0.0 -7.8 158.3 156.7

Upwaltham 15.5 0.0 15.5 0.0 0.0 15.5 15.3

West Dean 218.2 10.2 228.4 1.8 -9.8 220.4 218.2

West Itchenor 360.0 50.8 410.8 0.0 -1.4 409.4 405.3

West Lavington 168.2 3.2 171.4 0.0 -4.8 166.6 164.9

West Thorney 218.0 0.0 218.0 0.0 0.0 218.0 215.8

West Wittering 1,641.6 234.4 1,876.0 1.7 -73.5 1,804.2 1,786.2

Westbourne 1,031.9 11.3 1,043.2 0.0 -71.6 971.6 961.9

Westhampnett 747.5 4.8 752.3 0.0 -42.4 709.9 702.8

Wisborough Green 820.6 13.6 834.2 3.0 -31.6 805.6 797.5

Woolbeding with Redford 91.5 5.7 97.2 0.0 -4.0 93.2 92.3

Totals 58,881.0 1,767.5 60,648.5 119.9 -3,869.3 56,899.1 56,330.1

Parish Basic Taxbase   

Second Homes 

50% Total Taxbase 



Westbourne Parish Council budget projections for Precept 2023/24

Budget Head 2021/22 2022/23 2022/23 2022/23 2022/23 Notes 2023/24

Actual on 

31/03/22

Budget Actual at 

30/09/22 % of budget

Actual at 

31/12/22

Budget

£ £ £ £ £

Council's membership of West Sussex Association of 

Local Councils and National Association of Local 

Councils 769.78 770.00 0.00 0.0% 770.00 Confirmed £799.75
Local Council Review quarterly magazine 17.00 17.00 0.00 0.0% 17.00 17.00

Clerk's membership of Society of Local Council Clerks 215.00 215.00 0.00 0.0% 222.00 Confirmed 230.00

British Legion Poppy Appeal 65.00 65.00 0.00 0.0% 65.00 65.00

Westbourne Allotment Association 50.00 50.00 50.00 100.0% 50.00 50.00

Closed churchyard 200.00 200.00 200.00 100.0% 200.00 200.00

Homestart 250.00 250.00 250.00 100.0% 250.00 250.00

Citizens Advice 300.00 300.00 300.00 100.0% 300.00 300.00

Parish Online Subscription 70.00 50.00 75.00 0.0% 75.00 80.00

Grants Defer to January 3,000.00

Community Chest Grants 813.00 500.00 150.00 30.0% 500.00 500.00

Total: 2,749.78 2,417.00 1,025.00 42.4% 2,449.00 5,491.75

Westbourne Cemetery (JBC Precept contribution) 8,197.00 11,155.20 5,578.00 50.0% 11,155.20 Confirmed in Dec 12,137.00

Monk's Hill grounds maintenance 7,201.85 6,850.00 2,617.00 38.2% 6,057.10 Add 10% 7,550.00

Monk's Hill footpath 0 3,000.00 8,210.00 273.7% 8,210.00 0.00

Mill Road grounds maintenance 6,279.00 7,900.00 2,862.00 36.2% 7,168.80 Add 10% 8,700.00

Playground/defib inspections (weekly/fortnightly) 2,345.00 2,300.00 1,330.00 57.8% 1,415.00 Add 10% 2,500.00

Playground inspections (quarterly) 1,102.50 1,200.00 0.00 0.0% 1,200.00 Add 10% 1,320.00

Plants/soil for flower troughs 24.61 50.00 49.00 98.0% 100.00 100.00

Street lights maintenance, WSCC 1,233.90 1,300.00 1,254.00 96.5% 1,254.00 Add 10% 1,300.00

Rent to CDC for Mill Road field 100.00 100.00 0.00 0.0% 100.00 New contract with WCT? 100.00

Total: 26,483.86 33,855.20 21,900.00 64.7% 36,660.10 33,707.00

Public Works Loan repayment 0.00 0.00 0.00 0.00% 0.00 0

Highways costs, public inquiry Defer to January 0
New Initiatives Fund (NIF) (earmarked reserve) 20,000.00 15,000.00 9,576.00 63.8% 9,576.00 Defer to January 15,000.00

Total: 20,000.00 15,000.00 9,576.00 63.8% 0.00 15,000.00

Capital cost and repair (sinking fund)

Subscriptions, S137/S147 payments/donations

Running Costs



Budget Head 2021/22 2022/23 2022/23 2022/23 2022/23 Notes 2023/24

Actual on 

31/03/22

Budget Actual at 

30/09/22 % of budget

Actual at 

31/12/22

Budget

Play equipment Monk's Hill (earmarked reserve) 0.00 3,000.00 0.00 0% 0.00 3,000.00

Play equipment Mill Road (earmarked reserve) 0.00 0.00 0.00 0% 0.00 0.00

Churchyard Wall (earmarked reserve) 3,551.15 10,000.00 5,138.00 51% 5,264.35 0.00

Village Gateways (earmarked reserve) 0.00 0.00 0.00 0% 0.00 0.00

Fingerpost signs (earmarked reserve) 0.00 0.00 0.00 0% 0.00 0.00

Office equipment (earmarked reserve) 0.00 0.00 0.00 0% 79.00 200.00

Tree survey/surgery 2,770.00 500.00 0.00 0% 0.00 1,000.00

Speed Indictor Devices/CSW (earmarked reserve) 484.10 0.00 0% 0.00 0.00

Debrillators 0.00 200.00 589.00 295% 0.00 1,000.00

Noticeboards 0.00 0.00 0.00 0% 0.00 100.00

Community bus service (earmarked reserve) 0.00 2,000.00 0.00 0% 2,000.00 2,000.00

Salt/grit supply and bins 0.00 0.00 0.00 0% 0.00 0.00

TRO HGV, Monk's Hill speed limit, East Street, 

Whitechimney Row 0.00 0.00 0.00 0% 0.00 TRO HGV/speed limit 6,000.00

Environment (trees) 0.00 0.00 0.00 0% 0.00 0.00

Bourne Heritage Trail 0.00 0.00 0.00 0% 0.00 1,500.00
National commemorations/celebrations 0.00 500.00 2,271.00 454.20% 2,271.00 Defer to January 1,000.00

Total: 6,805.25 16,200.00 7,998.00 800.08% 9,614.35 15,800.00

Street light energy, WSCC PFI 890.91 2,000.00 1,703.00 85.2% 2,464.00 Add 10% 2,000.00

Waste bins x 7 and emptying 1,319.24 1,600.00 1,336.00 83.5% 1,336.00 1,600.00

Total: 2,210.15 3,600.00 3,039.00 84.4% 3,800.00 3,600.00

Community Consultation 0.00 250.00 0.00 0% 0.00 250.00

Design, print and distribution 824.30 2,000.00 1,210.00 60.5% 1,975.00 Add 10% 3,000.00

Website hosting 420.00 1,500.00 65.00 4.3% 361.00 500.00

Total: 1,244.30 3,750.00 1,275.00 34.0% 2,336.00 3,750.00

Capital schemes

Services

Communications



Budget Head 2021/22 2022/23 2022/23 2022/23 2022/23 Notes 2023/24

Actual on 

31/03/22

Budget Actual at 

30/09/22 % of budget

Actual at 

31/12/22

Budget

External audit 400.00 400.00 400.00 100.0% 400.00 Add 10% 440.00

Internal auditor 626.40 400.00 134.00 33.5% 353.00 Add 10% 440.00

Insurance 1,261.70 1,500.00 0.00 0.0% 1,500.00 Add 10% 1,500.00

Information Commissioner Office (ICO) 0.00 35.00 0.00 0.0% 35.00 35.00

Planning/highway consultant (earmarked reserve) 2,103.50 4,000.00 0.00 0.0% 1,099.00 0.00

Legal advice/professional fees (earmarked reserve) 675.00 2,000.00 0.00 0.0% 0.00 2,000.00

Hire of hall and Zoom subscription 484.57 500.00 281.00 56.2% 321.00 Add 10% 550.00

Stationery/printing (admin) 141.35 200.00 191.00 95.5% 378.00 Add 10% 220.00

Postage/Royal Mail PO Box address 300.00 320.00 323.00 100.9% 323.00 Add 10% 350.00

Parish Council mobile phone 383.80 300.00 186.00 62.0% 285.00 Add 10% 330.00

Cloud document storage/MS 365 878.51 870.00 675.00 77.6% 1,037.00 Add 10% 1,000.00

RBS Rialtas financial software 0.00 1,000.00 649.00 0.0% 649.00 500.00

Clerks salary, gross 21,196.05 22,500.00 11,262.00 50.1% 17,658.00 Add 10% 25,000.00

Employer national insurance contribution 1,704.55 1,895.00 1,008.00 53.2% 1,591.00 2,200.00

Employers pension contiibutions 4,281.59 4,550.00 2,339.00 51.4% 3,614.00 5,000.00

Travelling (Clerk) 0.00 75.00 11.00 14.7% 11.00 To be discussed 75.00

Home used as office 408.00 320.00 156.00 48.8% 234.00 320.00

Courses and publications 295.00 500.00 120.00 24.0% 731.00 500.00

Chairman's expenses (earmarked reserve) 55.00 0.00 9.00 0.0% 38.00 200.00
Councillor's expenses (earmarked reserve) 55.53 0.00 7.00 0.0% 7.00 200.00

Total: 35,250.55 41,365.00 17,751.00 42.9% 30,264.00 40,860.00

General administration and disbursements 
Staff absence (earmarked reserve) 0.00 0.00 0.00 0.0% 0.00 0.00

Increase general reserve 0.00 0.00 0.00 0.0% 0.00 Defer to January 7,500.00

Vandalism and insurance excess (earmarked reserve) 0.00 0.00 0.00 0.0% 0.00 0.00

IT support (annual computer service) 0.00 0.00 0.00 0.0% 0.00 50.00

Total: 0.00 0.00 0.00 0.00 7,550.00

Total expenditure: 94,743.89 116,187.20 62,564.00 53.8% 85,123.45 125,758.75

Income

General administration and disbursements 

Contingency fund 



Budget Head 2021/22 2022/23 2022/23 2022/23 2022/23 Notes 2023/24

Actual on 

31/03/22

Budget Actual at 

30/09/22 % of budget

Actual at 

31/12/22

Budget

Access licence - Mill Road 50.00 50.00 0.00 0% 50.00 0.00

Access licence - Sydenham Terrace 200.00 200.00 200.00 100% 200.00 200.00

Rent - Allotment Association 500.00 500.00 0.00 0% 500.00 500.00

Total income: 750.00 750.00 200.00 26.67% 750.00 700.00

General reserve + earmarked reserve estimate

Precept = total expenditure - total income: £115,437.20 £84,373.45 £125,058.75

Less CDC grant £0.00 £1,324.91 £0.00

Final precept figure £115,437.20 £83,048.54 £125,058.75

Final precept figure rounded-up = £115,437 £83,049 £125,059

1. Precept required for 2022/23 £115,437

2. Precept required 2023/24 £125,059

3. Taxbase 2022/23 £954.30

4. Taxbase 2023/24 £961.90

5. Charge per band D property 2022/23 £120.97

6. Charge per band D property 2023/24 £130.01

7. % increase in Precept (cash terms) 8.33%

8. % increase in Precept per band D property 7.48%



Stand for election to be a parish councillor 
 
Westbourne’s nine parish councillor places will be up for grabs at the next election 
on Thursday 4 May.  
 
If you are passionate about Westbourne, want to make a long lasting change, have 
new ideas for the Council, or have concerns about a specific issue and want to do 
something about it, then please stand to be a parish councillor. 
 
Being a councillor is all about giving back to the community by bringing your energy, 
enthusiasm and ideas to make a difference to local people and how local matters are 
dealt with. You would support residents with issues, represent the views of local 
people to get Westbourne the right services and help shape plans for the Parish.    
 
We need people from all backgrounds to represent the community. Training is 
available and you do not need any previous experience or qualifications. You would 
gain new skills and knowledge, and work with a range of people, community groups 
and organisations.  
 
More information about being a parish councillor and the eligibility criteria is available 
at www.westbourne-pc.gov.uk  
 
Election process 
 
To stand in the Parish Council election, you will need to complete a nomination form 
which is available by emailing clerk@westbourne-pc.gov.uk or calling 07775 654 
483.  
 
The form should also be completed by two other people who live in the Parish to 
propose and second your nomination. It is then returned to the Returning Officer at 
Chichester District Council.  
 
If more nominations are received then there are places available (for example more 
than nine nominations), an election would be carried out in the Parish. If the same or 
fewer nominations are received, councillors would automatically be elected to the 
Parish Council - known as co-opted - without a ballot taking place. If there are still 
vacancies after the election, the Parish Council would try to fill them as soon as 
possible. This is also known as co-option.  
 
Parish councillors stand for a term of four-years, but sometimes vacancies do occur 
during this period. There are benefits to the Parish if more than two-thirds of council 
members are elected at an election and remain for the whole term of office. This 
means the Council qualifies for the General Power of Competence which gives it 
greater ability to do anything an individual could do, within the remit of other laws.  
 
Make sure Westbourne gets the very best by standing for election.      
 
 
 
 



Parish Council responsibilities  
 
The Parish Council is democratically elected and is accountable to the local 
community. It is involved in the delivery of some services, works to improve the 
quality of life for residents and represents the voice of the community. Its work is 
wide and varied, and currently involves: 
 

 Setting an annual Precept which is funding raised through Council Tax collected 
by Chichester District Council and spent on the running of the Council and its 
activities. The Council is audited annually by the government.  

 Being a statutory consultee on local planning applications. It also has a 
Neighbourhood Plan to help plan local housing and protect the Parish – this will 
need to be updated soon. 

 Managing two recreation grounds, play areas and defibrillators and organising 
community events. 

 Managing Westbourne Cemetery jointly with Southbourne Parish Council. It is 
also responsible for the closed churchyard at St John’s Church in Westbourne. 

 Supporting the Bourne Community Bus and offering grants to other community 
initiatives. 

 Working with the County Council and police on road and traffic issues and 
running a community speedwatch group. 

 Renting land to Westbourne Allotment Association. 

 Owning street lights, benches, bollards, noticeboards and other street furniture.  

 Working closely with other parish councils, community groups and organisations. 

 Employing staff and contractors to deliver objectives. 
 
The current Council has written a business plan to direct work during their term of 
office. A first priority for the new Council will be to update the plan to set aims and 
objectives for their four-year terms of office.  
 
Please stand for election to make sure you are at the heart of Council decisions and 
can influence its work to benefit Westbourne.      
 
The role of a parish councillor 
 
Parish councillors are community leaders who represent the interest of local 
residents by making recommendations and getting involved in decisions to make 
Westbourne a great place to live and work. You would be supported in your role and 
training is available through the West Sussex Association of Local Councils. You 
should be comfortable working electronically, have a positive outlook, a can-do 
attitude and willing to work as part of a team. 
 
The Parish Council meets 11 times a year in the evening of every second Thursday 
of the month, except in August. There are also six committees which meet regularly 
for more detailed discussion on matters. Councillors are invited to join the 
committees depending on their particular interests and availability.     
 
 
 



A precept to improve facilities  
 
In January 2023, the Parish Council agreed to set a Precept of £X for financial year 
2023/24 to continue to provide services and facilities in the Parish. The Precept in 
2022/23 was £115,437. This represents an increase of X% for a Band D property, 
which is £X in case terms.    
 
Cllr Richard Hitchcock, Chairman of the Parish Council, said: “We have carefully 
looked at the budget to balance rising costs and the need to continue to deliver 
services against the current economic climate and the financial pressures faced by 
many. We have kept the Precept below the rate of inflation and will still be able to 
run two recreation grounds, play areas and a cemetery, deliver highways schemes, 
provide community infrastructure and offer small grants to local initiatives.”  
 
Further details of the budget can be found at www.westbourne-pc.gov.uk    
 
Spring Clean Day, Sunday 2 April   
 
We are will be holding our annual Spring Clean Day on Sunday 2 April and residents 
are invited to come along and help collect litter around the village. It’s a 
great opportunity to meet others and contribute towards making the village an even 
nicer place to live.  
 

Please meet us at The Square at 2pm on Sunday 2 April, finishing at 4pm for 
refreshments at The Meeting Place in North Street. Litter picking tools, protective 
gloves, fluorescent vests and plastic sacks will be provided.  
 
Guest speakers wanted for Annual Parish Assembly 
 
We’re looking for a guest speaker for Westbourne’s Annual Parish Assembly which 
will take place on Thursday 20 April at 7pm at The Meeting Place in North Street. 
Please get in touch if you have an interesting story to share, would like to promote a 
community initiative or if you can recommend someone or a local organisation. 
 
Residents are invited to attend the event where other local organisations and 
community groups will be present. There will be an interval after the guest speaker 
with cheese, wine and other refreshments served. The event will celebrate local 
achievements and share information about the Parish. Please put the date in your 
diaries! 
 
Bourne Bus 
 
A new timetable is available for free local travel between Westbourne, Emsworth, 
Thorney, Southbourne, Hambrook and Nutbourne. www.bournebus.co.uk  
 
WCT 
River Ems 
Planning appeals 
Postbox in the Square 
 



Consultation on highways issues on Whitechimney Row and East Street 
 
We are aware of a number of highway issues in Westbourne and would like to 
consult with residents on the following. 
 
Whitechimney Row: Proposed changes 
 
We would like to submit a traffic regulation order to the County Council to request: 
 

 Two new bollards at the Whitechimney Row/East Street junction. 

 Paint new 20mph roundels and add a speed restriction table or chicane at the 
south entrance. 

 White dotted lines included further out from the cottages on the west side of 
Whitechimney Row to provide safer walkways for pedestrians. 

 Enforcement of ‘no parking’ in the white line marked pedestrian area. This would 
be requested with the TRO but we could include this as part of any additional 
parking enforcement that the Parish Council contracted. 

 
One-way section of East Street:  Proposed changes 
 
We would like to submit a traffic regulation order to the County Council to request: 
 

 Repaint the double yellow lines and extend them to North Street. 

 Widen the pavement to around 1.5m. 

 Repair the cracked pavement. 

 Install approx. eight metal Glasdon bollards on the edge of the pavement to 
prevent parking. 

 
Please send any comments you have on the above by Friday 3 March 2023 to 
clerk@westbourne-pc.gov.uk, 07775 654 483 or Westbourne Parish Council, PO 
Box 143, Emsworth, PO10 9DX. 
 



Poster for the noticeboard 
 
 
Stand for election to be a parish councillor on Thursday 4 May 2023 
 
All of Westbourne’s nine parish councillor places will be available. 
 
Being a councillor is all about giving back to the community by bringing your energy, 
enthusiasm and ideas.  
 
Councillors make a huge difference to the quality of life of local people and how local 
matters are dealt with. You would support residents with issues, represent the views 
of local people to help Westbourne get the right services and shape plans by driving 
new ideas.   
 
We need people from all backgrounds to represent our community. Training is 
available and you do not need any previous experience or qualifications. You would 
gain new skills and knowledge, and work with a range of people.  
 
To find out more, go to www.westbourne-pc.gov.uk, email clerk@westbourne-
pc.gov.uk or call 07775 654 483 
 
 
 
Facebook graphics   
 
1. Stand for election on Thursday 4 May: Bring your enthusiasm, energy and ideas 

to get the very best for Westbourne, represent the views of local people and 
shape new plans for the Parish.    

 
2. If you’d like to get involved in running Westbourne’s playgrounds and recreation 

areas or organise community events, stand for election on Thursday 4 May.     
 
3. If you’d like to do more for the local environment by protecting green spaces and 

the River Ems, planting new trees and making sure only the right housing is built, 
stand for election on Thursday 4 May 

 
4. We need people from all backgrounds and experiences to stand as a parish 

councillor at the next election on Thursday 4 May. You’d gain new skills and 
knowledge, and work with a range of people, community groups and 
organisations. 

 
5. Help us tackle highways issues in Westbourne such as parking, speeding and 

making improvements to the roads by standing for election as a parish councillor 
on Thursday 4 May.  

 

Design question: These would need a call to action. Would that be my email address 
clerk@westbourne-pc.gov.uk or would they link it to our website www.westbourne-
pc.gov.uk or both?  



 

 

 
t: 01362 853124    e: sales@westcotec.co.uk    w: www.westcotec.co.uk 

Registered Office:  Westcotec Ltd    34 Bertie Ward Way    Rash’s Green Ind Est    Dereham    Norfolk    NR19 1TE 

    Reg’d in Cardiff No: 4208260 

To: 
Clare Kennett 
Westbourne Parish Council 
clerk@westbourne-pc.gov.uk 
 
  
22/12/2022 Our Ref AJQ13387v2 
  
Dear Clare, 
 
Thank you for your valued enquiry regarding vehicle activated signs. 
I have pleasure in submitting our quotation as below. 
 
To Supply: 
 

 Portable Speed Indicator Device (SID) with SLOW DOWN Legend 
beneath, battery powered complete with spare Lead Acid battery, 
‘intelligent’ charger, sign weatherproof cover and bracket set for a 
cost of £2,940.00 each excluding VAT. 

 
 
 
 
 
 
 
 
 
 
 

 Portable Speed Indicator Device (SID) with Thank You / Slow Down 
Legend beneath, battery powered complete with spare Lead Acid 
battery, ‘intelligent’ charger, sign weatherproof cover and bracket 
set for a cost of £3,340.00 each excluding VAT. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Weight: 13kg  
Weight with Lead Acid: 25kg 
 

Weight: 12kg  
Weight with Lead Acid: 23kg 

mailto:sales@westcotec.co.uk
http://www.westcotec.co.uk/
mailto:clerk@westbourne-pc.gov.uk


 

 

 
t: 01362 853124    e: sales@westcotec.co.uk    w: www.westcotec.co.uk 

Registered Office:  Westcotec Ltd    34 Bertie Ward Way    Rash’s Green Ind Est    Dereham    Norfolk    NR19 1TE 

    Reg’d in Cardiff No: 4208260 

 
OPTIONAL PORTABLE SOLAR POWER SYSTEM: 

If you require your sign to be Solar Powered (portable) please add 
the below cost per sign. 
 

 10W Portable Solar Panel with bracket set for a cost of £650.00 
per sign excluding VAT.  
 
 
 
 
 

 
 
 
DATA COLLECTION OPTION 

 
 Data Collection Unit (Bluetooth to your existing Android Device, 

running on 7.0 or newer version, App download required from 
Google Play Store) for a cost of £379.00 per sign excluding VAT. 

 
 Remote Data Collection/ mapping with 2-year SIM for a cost of 

£1,675.00 per sign excluding VAT.  
£365 +VAT per sign annually in year 3 onwards. 

 
OPTIONAL EXTRAS: 
 

 Additional bracket sets for the sign for a cost of £52.00 per set 
excluding VAT. 
 

 Combination Padlocks (pack of 2) for a cost of £21.00 per pack 
excluding VAT. 

 
 Additional Lead Acid Battery 12v – 34Ah for a cost of £84.00 each 

excluding VAT. 
 

 
IMPORTANT INFORMATION REGARDING PORTABLE SOLAR SYSTEM 
We suggest four weeks in one location before changing batteries and 
moving the device. Even if the unit is still operational, swap the battery 
to ensure a regular charging cycle for both. 
 
 

➢ All of our portable signs come complete with our comprehensive 
THREE-YEAR WARRANTY which covers everything except 
vandalism, impact damage, theft and batteries*. 
* Batteries include the manufacturer’s ONE-year warranty 

 
 
 
 
 

Solar Panel Dimensions:  
H 355mm x W255 x D34mm 
Solar Panel Weight: 3.3kg 
 

mailto:sales@westcotec.co.uk
http://www.westcotec.co.uk/


 

 

 
t: 01362 853124    e: sales@westcotec.co.uk    w: www.westcotec.co.uk 

Registered Office:  Westcotec Ltd    34 Bertie Ward Way    Rash’s Green Ind Est    Dereham    Norfolk    NR19 1TE 

    Reg’d in Cardiff No: 4208260 

At present we could deliver the above products within approximately  
6 – 8 weeks (excluding 2-week Christmas closure) from receipt of written 
Official Purchase Order.   
 
This quotation is valid for a period of thirty days from the above date and is 
subject to our Terms & Conditions of Trading as per attached. 
 
Please do not hesitate to contact me if you require any further information 
and I will be happy to help. 
 
Best Regards, 
Agnes 
Sales Agnieszka Markowska-Jarzynska 
 
 

mailto:sales@westcotec.co.uk
http://www.westcotec.co.uk/


Westbourne Parish Council, 12 January 2023

Agenda item 19: Payments for approval

 

(DD: payment made by Direct Debit, IB: payment made by Internet Banking, C: cheque 

payment including number, PC: payment made by petty cash, *movement of an earmarked 

reserve, ** paid from No 2 account)

Payments for approval Total Net VAT

DD EE Mobile phone 0.23 0.19 0.04

BACS Confidential payments Jan 23

BACS WSCC LGPS Dec 22

BACS

Microshade cloud storage and email 

accounts

BACS MS 365 9.48 7.90 1.58

BACS Longmeadows quarter 3 3,307.90 3,307.90 0.00

3,317.61 3,315.99 1.62

Payments for retrospective approval

BACS

R Hitchcock travel expenses, WSALC 

AGM 29.25 29.25 0.00

BACS

GM Support, playground/defib 

inspections 140.00 140.00 0.00

BACS History Group Community Chest grant 100.00 100.00 0.00

DD Data protection renewal, ICO 35.00 35.00 0.00

BACS 

The Meeting Place, committee meeting 

room hire 91.00 91.00 0.00

BACS Mulberry & Co payroll service, quarter 3 126.00 105.00 21.00

521.25 500.25 21.00



Westbourne Parish Council, 12 January 2023  
Agenda item 20: Correspondence list 
 

 Email from Trevor Leggo asking for examples of successful projects to help 
encourage new candidates to stand as parish councillors around the following 
subjects:  
 

 Service rescue – such as the Council managing a shop, PO or pub 

threatened with closure 

 Improvements to local infrastructure 

 Climate change initiatives 

 Protection of the countryside 

 

 The Department for levelling Up, Housing and Communities consultation on 
Levelling Up and Regeneration Bill reforms to national planning policy. Deadline 
2 March https://www.gov.uk/government/consultations/levelling-up-and-
regeneration-bill-reforms-to-national-planning-policy  

 

 Report from Cllr Hitchcock following attendance at a meeting with the Police on 7 
December 2022. 

 

 Government funding opportunity for village halls 

https://www.gov.uk/government/news/village-halls-to-see-major-revamp-as-

platinum-jubilee-fund-opens 

 
 

https://www.gov.uk/government/consultations/levelling-up-and-regeneration-bill-reforms-to-national-planning-policy
https://www.gov.uk/government/consultations/levelling-up-and-regeneration-bill-reforms-to-national-planning-policy
https://url6.mailanyone.net/scanner?m=1p7yED-0003Oj-5s&d=4%7Cmail%2F90%2F1671625200%2F1p7yED-0003Oj-5s%7Cin6m%7C57e1b682%7C27932378%7C13532737%7C63A2FC39C490444B20DAC281C420C4B5&o=%2Fphtr%3A%2Futssnlsa.evadmsla%3Fco%2Fb.%25tu%3DAps3htw%25%252.FwwF22.gogk%25Fvunrov%25meten2e2Fvs%25Fnwhaille-algetls--se-oeomaa-rvjrlampt-pa-sbminljuiu--feepndo-uc%26en4%3Dfase91e4dh%3D7f%26%3Dec3%26%26fn01y%3Dp&s=zfDlV-RPSrAaUxtdYQ6hC9awaQM
https://url6.mailanyone.net/scanner?m=1p7yED-0003Oj-5s&d=4%7Cmail%2F90%2F1671625200%2F1p7yED-0003Oj-5s%7Cin6m%7C57e1b682%7C27932378%7C13532737%7C63A2FC39C490444B20DAC281C420C4B5&o=%2Fphtr%3A%2Futssnlsa.evadmsla%3Fco%2Fb.%25tu%3DAps3htw%25%252.FwwF22.gogk%25Fvunrov%25meten2e2Fvs%25Fnwhaille-algetls--se-oeomaa-rvjrlampt-pa-sbminljuiu--feepndo-uc%26en4%3Dfase91e4dh%3D7f%26%3Dec3%26%26fn01y%3Dp&s=zfDlV-RPSrAaUxtdYQ6hC9awaQM
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 3 October 2012 

 
WESTBOURNE PARISH COUNCIL 

 
THE CODE OF CONDUCT FOR MEMBERS 

 
 

PART 1 – Introduction and Interpretation 
 
This Code applies to you as a member of Westbourne Parish Council when you act in your 
role as a member. It is your responsibility to comply with the provisions of this Code. 
 
As a member you are a representative of this authority and the public will view you as such. 
Therefore, your actions impact on how the authority as a whole is viewed and your actions 
can have both positive and negative impacts on the authority. 
 
You should read this Code together with the general principles of public life on which it is 
based and which are set out in the Appendix. 
 
In this Code- 
 

“meeting” means any meeting of: 

(a) the authority 

(b) any of the authority’s committees, sub-committees, panels and forums, joint 
committees or area committees1; 

whether or not the press and public are excluded from the meeting in question by virtue of a 
resolution of members 

 
“member” includes a co-opted member (voting and non-voting) and an appointed member. 
 
If you need guidance on any aspect of this Code you should seek it from the Monitoring 
Officer or Deputy Monitoring Officer. 
 

PART 2 – Scope and General Obligations 
 
1. Scope 
 

(1) This Code applies to all members of Westbourne Parish Council, including co-opted 
voting members, 

(2) You must comply with this Code whenever you –  

a. conduct the business of your authority, or 

b. act, claim to act or give the impression you are acting as a representative of 
your authority or in your official capacity as a member of the authority. 

(3) Where you act as a representative of your authority- 

a. on another authority, you must, when acting for that other authority, comply 
with that other authority’s Code of conduct: or 

b. on any other body, you must, when acting for that other body, comply with 
your authority’s Code of conduct, except and insofar as it conflicts with any 
other lawful obligations to which that other body may be subject. 
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2. General Obligations 
 

(1) When acting in your role as a member of the authority – 

a. do not conduct yourself in a manner which could reasonably be regarded as 
bringing your office or authority into disrepute; 

b. do not use or attempt to use your position as a member improperly to confer 
on or secure for yourself or any other person, an advantage or disadvantage;  

c. do treat others with respect; 

d. do not bully any person; 

e. do not intimidate or attempt to intimidate any person who is or is likely to be a 
complainant or a witness, or involved in any investigation or proceedings 
about a complaint that a member (including yourself) has failed to comply with 
his or her authority’s code of conduct; 

f. do not do anything which may cause the authority to breach any of the 
equality duties (as set out in the Equality Act 2010); 

g.  do not do anything which compromises or is likely to compromise the 
impartiality of those who work for, or on behalf of, the authority; 

h. do not disclose information given to you in confidence by anyone, or 
information acquired by you which you believe, or ought reasonably to be 
aware, is of a confidential nature, unless: 

i. you have the consent of a person authorised to give that consent; 

ii. you are required by law to do so; 

iii. the disclosure is made for the purpose of obtaining professional legal 
advice and the recipient agrees not to disclose the information to any 
other person; or 

iv. the disclosure is- 

(aa)  reasonable and in the public interest; and 

(bb)  made in good faith and in compliance with the reasonable 
requirements of the authority; and 

(cc)  you have consulted the Clerk or Monitoring Officer prior to its 
release. 

i. do not prevent another person from gaining access to information to which 
that person is entitled by law; 

 

(2) When using or authorising the use by others of the resources of the authority - 

a. do act in accordance with the authority’s reasonable requirements. 

b. do make sure that such resources are not used improperly for political 
purposes (including party political purposes); and 

c. do have regard to any applicable Local Authority Code of Publicity made 
under the Local Government Act 1986.  

 

(3) When reaching decisions on any matter – 

a. do have regard to any relevant advice provided to you by the authority’s Chief 
Finance Officer or the authority’s Monitoring Officer, where that officer is 
acting pursuant to his or her statutory duties; and 

b. do give reasons for all decisions in accordance with any statutory 
requirements and any reasonable additional requirements imposed by the 
authority. 

 
PART 3 – Disclosable Pecuniary Interests (Localism Act 2011) 
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3. Notification of disclosable pecuniary interests 
 
(1)  Within 28 days of becoming a member or co-opted member, you must notify the 

Monitoring Officer of any ‘disclosable pecuniary interests’. 
 
(2)  A ‘disclosable pecuniary interest’ is an interest of yourself or your partner (which 

means spouse or civil partner, a person with whom you are living as husband or wife, 
or a person with whom you are living as if you are civil partners) within the 
description at sub-paragraph (3) below. Any interest which your partner may have is 
only treated as your interest if you are aware that your partner has the interest. 

 
(3) a. any employment, office, trade, profession or vocation carried on for profit or 

 gain; 
 

b. any payment or provision of any other financial benefit (other than from the 
authority) made or provided within the preceding 12 months in respect of any 
expenses incurred by you in carrying out duties as a member, or towards your 
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(a); 

 
c. any contract which is made between you or your partner (or a body in which 

you or your partner has a beneficial interest) and the authority under which 
goods or services are to be provided or works are to be executed and which 
has not been fully discharged. 

 
d. any beneficial interest in land which is within the area of the authority; 
 
e. any licence (alone or jointly with others) to occupy land in the area of the 

authority for a month or longer; 
 
f. any tenancy where (to your knowledge) the landlord is the authority and the 

tenant is a body in which you or your partner has a beneficial interest; 
 

g. any beneficial interest in securities of a body where that body (to your 
knowledge) has a place of business or land in the area of the relevant 
authority; and 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 you or your 
partner has a beneficial interest exceeds one hundredth of the total 
issued share capital of that class. 

 
(certain words and expressions used in this list are defined in Regulations) 
 

(4) You must, within 28 days of becoming aware of any new interest or change to any 
interest registered under sub-paragraph (1) notify the Monitoring Officer of the details 
of that new interest or change. 

 
 
 
4. Register of interests 
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Any interests notified to the Monitoring Officer will be included in the register of interests. 
A copy of the register will be available for public inspection and will be published on the 
authority’s website. 
 
5. Sensitive interests 
 
(1) Where you consider that disclosure of the details of a disclosable pecuniary interest 

could lead to you, or a person connected with you, being subject to violence or 
intimidation, and the Monitoring Officer agrees, if the interest is entered on the 
register, copies of the register that are made available for inspection and any 
published version of the register will exclude details of the interest, but may state that 
you have a disclosable pecuniary interest, the details of which are withheld under 
Section 32(2) of the Localism Act 2011. 
 

(2) You must, within 28 days of becoming aware of circumstances which mean that 
information excluded under paragraph (1) is no longer sensitive, notify the Monitoring 
Officer so that the information is included in your authority’s register of members’ 
interests. 

 
6. Non participation in case of disclosable pecuniary interest 
 

(1)  If you are present at a meeting of the authority, or any committee, sub-committee, 
joint committee or joint sub-committee of the authority, and you have a disclosable 
pecuniary interest in any matter to be considered or being considered at the meeting- 

a. you must disclose the interest to the meeting. 

b. you may not participate in any discussion of the matter at the meeting, unless 
you have received a dispensation from the authority 

c. you may not participate in any vote taken on the matter at the meeting, unless 
you have received a dispensation from the authority 

d. you must leave the room whilst the business is discussed, unless the public 
have the right to attend, in which case you should move to the public seating 
area. You may then make representations, answer questions or give 
evidence relating to the business, provided the public are also allowed to 
attend the meeting for the same purpose, and you have a dispensation from 
the authority enabling you to do so. 

e. if the interest is not registered and is not the subject of a pending notification, 
you must notify the Monitoring Officer of the interest within 28 days. 

 

7. Offences 
 

(1)  It is a criminal offence to- 

a. fail to notify the Monitoring Officer of any disclosable pecuniary interest within 
28 days of election; 

b. fail to disclose a disclosable pecuniary interest at a meeting if it is not on the 
register; 

c. fail to notify the Monitoring Officer within 28 days of a disclosable pecuniary 
interest that is not on the register that you have disclosed to a meeting; 

d. participate in any discussion or vote on a matter in which you have a 
disclosable pecuniary interest, unless you have received a dispensation from 
the authority 

e. knowingly or recklessly provide information that is false or misleading in 
notifying the Monitoring Officer of a disclosable pecuniary interest or in 
disclosing such interest to a meeting; 
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(2)  The criminal penalties available to a court are to impose a fine not exceeding level 5 

on the standard scale and disqualification from being a councillor for up to 5 years. 
 

PART 4 – Other Interests (Personal and Prejudicial) 
 
8. Notification of other interests 
 

(1)  In addition to the disclosable pecuniary interests notifiable under the Localism Act 
2011, you must, within 28 days of— 

a. this Code being adopted by or applied to your authority or 
b. your election or appointment to office (where that is later), 

notify the Monitoring Officer in writing of the details of your other personal interests, 
where they fall within the following descriptions, for inclusion in the register of 
interests. 

 

(2)  You have a personal interest in any business of your authority where it relates to or is 
likely to affect— 

a.  any body of which you are a member or in a position of general control 
or management and to which you are appointed or nominated by your 
authority; 

b.  any body of which you are a member or in a position of general control 
or management — 

i.  exercising functions of a public nature; 

ii.  directed to charitable purposes; or 

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

c the interests of any person from whom you have received a gift or 
hospitality with an estimated value of at least £50; 

 
(3)  You must, within 28 days of becoming aware of any new interest or change to any 

interest registered under sub-paragraph (1) notify the Monitoring Officer of the details 
of that new interest or change. 

 
9. Disclosure of other interests 
 

(1)  Subject to sub-paragraphs (2) to (5) below, where you have a personal interest 
described in paragraph 8 above or in paragraph (2) below in any business of your 
authority, and where you are aware or ought reasonably to be aware of the existence 
of the personal interest, and you attend a meeting of your authority at which the 
business is considered, you must disclose to that meeting the existence and nature 
of that interest at the relevant time at the meeting, at the commencement of that 
consideration, or when the interest becomes apparent. 

 
(2) (A)  You have a personal interest in any business of your authority where a 

decision in relation to that business might reasonably be regarded as 
affecting your well-being or financial position or the well-being or financial 
position of a relevant person to a greater extent than the majority of other 
council tax payers, ratepayers or inhabitants of your ward affected by the 
decision; 
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(B) In sub-paragraph (2)(A), a relevant person is— 

 

 a.  

i.  your spouse or civil partner,  

ii. living with you as husband and wife or as if you are civil 

partners,  

iii. your grandparent,  

iv. a lineal descendant of your grandparent,  

v. a parent, sibling or child of a person within paragraph (i) or (ii),  

vi. the spouse or civil partner of a person within paragraph (iii), 

(iv) or (v), or  

vii. living with a person within paragraph (iii), (iv) or (v) as husband 

and wife or as if they are civil partners. 

b. any person with whom you have a close association;  
c. any person or body who employs or has appointed such persons, any 

firm in which they are a partner, or any company of which they are 
directors; 

d. any person or body in whom such persons have a beneficial interest in 
a class of securities exceeding the nominal value of £25,000; or 

e. any body of a type described in paragraph 8(2)(a) or (b). 

 
(3)  Where you have a personal interest in any business of your authority which relates to 

or is likely to affect a body described in paragraph 8(2)(a) or (b), you need only 
disclose to the meeting the existence and nature of that interest if you address the 
meeting on that business. 

 
(4) Where you have a personal interest in any business of the authority of the type 

mentioned in paragraph 8(2)(c), you need not disclose that interest if it was 
registered more than three years before the date of the meeting. 

 
(5)  Where you have a personal interest but, by virtue of paragraph 11, sensitive 

information relating to it is not registered in your authority’s register of members’ 
interests, you must indicate to the meeting that you have a personal interest, but 
need not disclose the sensitive information to the meeting. 

 
 
10. Register of interests 
 
Any interests notified to the Monitoring Officer, under paragraph 8 above, will be included in 
the register of interests.  A copy of the register will be available for public inspection and will 
be published on the authority’s website. 
 
11. Sensitive interests 
 
(1) Where you consider that disclosure of the details of an interest could lead to you, or a 

person connected with you, being subject to violence or intimidation, and the 
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Monitoring Officer agrees, if the interest is entered on the register, copies of the 
register that are made available for inspection and any published version of the 
register will exclude details of the interest, but may state that you have an interest, 
the details of which are withheld. 
 

(2) You must, within 28 days of becoming aware of circumstances which mean that 
information excluded under paragraph (1) is no longer sensitive, notify the Monitoring 
Officer so that the information is included in your authority’s register of members’ 
interests. 

 
12. Non participation in case of prejudicial interest 
 

(1)  Subject to sub-paragraph (2) below, where you have a personal interest in any 
business of your authority you also have a prejudicial interest in that business where 
the interest is one which a member of the public with knowledge of the relevant facts 
would reasonably regard as so significant that it is likely to prejudice your judgement 
of the public interest and where that business— 

a.  affects your financial position or the financial position of a person or body 
described in paragraph 9 (2)(B); or 

b. relates to the determining, amendment, modification, variation, or revocation 
of any approval, consent, licence, permission or registration in relation to you 
or any person or body described in paragraph 9 (2)(B), or of any condition, 
limitation or term to which it is subject. 

 

(2)  You do not have a prejudicial interest in any business of the authority where that 
business relates to the functions of your authority in respect of— 

a.  housing, where you are a tenant of your authority provided that those 
functions do not relate particularly to your tenancy or lease; 

b. schools, where you are a parent or guardian of a child in full time education, 
or are a parent governor of a school, unless it relates particularly to the school 
which the child attends; 

c. statutory sick pay under Part XI of the Social Security Contributions and 
Benefits Act 1992, where you are in receipt of, or are entitled to the receipt of, 
such pay; 

d. an allowance, payment or indemnity given to members; 

e. any ceremonial honour given to members; and 

f. setting council tax or a precept under the Local Government Finance Act 
1992. 

 

(3)  Subject to sub-paragraph (4) below, where you have a prejudicial interest in any 
business of your authority— 

a. you must disclose the interest to the meeting. 

b. except as in d. below, you may not participate in any discussion of the matter 
at the meeting, unless you have received a dispensation from the authority or 
the interest is of the type mentioned in paragraph 8(2)(a). 

c. you may not participate in any vote taken on the matter at the meeting, unless 
you have received a dispensation from the authority. 

d. you must leave the room whilst the business is discussed, unless the public 
have the right to attend, in which case you should move to the public seating 
area. You may then make representations, answer questions or give 
evidence relating to the business, provided the public are also allowed to 
attend the meeting for the same purpose. 
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e. you must not seek improperly to influence a decision about that business. 

 
(4)  Where the interest is of the type mentioned in paragraph 8(2)(a), you may participate 

in the discussion, but may not vote in relation to the matter unless you have obtained 
a dispensation from the authority. 

 
 
14. Pre-determination or bias 
  
(1) Where you have been involved in campaigning in your political role on an issue 

which does not impact on your personal and/or professional life you should not be 
prohibited from participating in a decision in your political role as member. However, 
do not place yourself under any financial or other obligation to outside individuals or 
organisations that might seek to influence you in the performance of your official 
duties. You must retain the ability to consider the matter with an open mind and to 
give proper consideration to all the facts and information relevant to the decision. 

 
(2) When making a decision, do consider the matter with an open mind and on the facts 

before the meeting at which the decision is to be taken. 
 
 
15. Compliance with Constitution 
 
Failure to comply with the requirements of the Council’s Constitution shall be deemed to be 
a breach of this Code.  
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APPENDIX  
 

The General Principles of Public Life 
 
Selflessness 
 
1. Members should serve only the public interest and should never improperly confer an 

advantage or disadvantage on any person. 
 
Integrity 
 
2. Members should not place themselves in situations where their integrity may be 

questioned, should not behave improperly and should on all occasions avoid the 
appearance of such behaviour. 

 
Objectivity 
 
3. Members should make decisions on merit, including when making appointments, 

awarding contracts, or recommending individuals for rewards or benefits. 
 
Accountability 
 
4. Members should be accountable to the public for their actions and the manner in 

which they carry out their responsibilities, and should co-operate fully and honestly 
with any scrutiny appropriate to their particular office. 

 
Openness 
 
5. Members should be as open as possible about their actions and those of their 

authority, and should be prepared to give reasons for those actions. 
 
Honesty 
 
6. Members should not place themselves in situations where their honesty may be 

questioned, should not behave dishonestly and should on all occasions avoid the 
appearance of such behaviour. 

 
Leadership 
 
7. Members should promote and support these principles by leadership, and by 

example, and should act in a way that secures or preserves public confidence. 
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Introduction 

These model standing orders update the National Association of Local Council 

(NALC) model standing orders contained in “Local Councils Explained” by Meera 

Tharmarajah (© 2013 NALC). This publication contains new model standing orders 

which reference new legislation introduced after 2013 when the last model standing 

orders were published. 

How to use model standing orders  

Standing orders are the written rules of a local council. Standing orders are essential 

to regulate the proceedings of a meeting. A council may also use standing orders to 

confirm or refer to various internal organisational and administrative arrangements. 

The standing orders of a council are not the same as the policies of a council but 

standing orders may refer to them.  

Local councils operate within a wide statutory framework. NALC model standing 

orders incorporate and reference many statutory requirements to which councils are 

subject. It is not possible for the model standing orders to contain or reference all the 

statutory or legal requirements which apply to local councils. For example, it is not 

practical for model standing orders to document all obligations under data protection 

legislation. The statutory requirements to which a council is subject apply whether or 

not they are incorporated in a council’s standing orders. 

The model standing orders do not include model financial regulations. Financial 

regulations are standing orders to regulate and control the financial affairs and 

accounting procedures of a local council. The financial regulations, as opposed to the 

standing orders of a council, include most of the requirements relevant to the 

council’s Responsible Financial Officer. Model financial regulations are available to 

councils in membership of NALC. 

Drafting notes 

Model standing orders that are in bold type contain legal and statutory requirements. 

It is recommended that councils adopt them without changing them or their meaning. 

Model standing orders not in bold are designed to help councils operate effectively 

but they do not contain statutory requirements so they may be adopted as drafted or 

amended to suit a council’s needs. It is NALC’s view that all model standing orders 

will generally be suitable for councils.  

For convenience, the word “councillor” is used in model standing orders and, unless 

the context suggests otherwise, includes a non-councillor with or without voting 

rights.  

A model standing order that includes brackets like this ‘(   )’ requires information to be 

inserted by a council. A model standing order that includes brackets like this ‘[  ]’ and 

the term ‘OR’ provides alternative options for a council to choose from when 

determining standing orders.  
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 Rules of debate at meetings 

a Motions on the agenda shall be considered in the order that they appear unless 

the order is changed at the discretion of the chairman of the meeting. 

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

moved and seconded.  

c A motion on the agenda that is not moved by its proposer may be treated by 

the chairman of the meeting as withdrawn.  

d If a motion (including an amendment) has been seconded, it may be withdrawn 

by the proposer only with the consent of the seconder and the meeting. 

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

negate the motion.  

f If an amendment to the original motion is carried, the original motion (as 

amended) becomes the substantive motion upon which further amendment(s) 

may be moved. 

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

at the meeting and, if requested by the chairman of the meeting, is expressed 

in writing to the chairman.  

h A councillor may move an amendment to his own motion if agreed by the 

meeting. If a motion has already been seconded, the amendment shall be with 

the consent of the seconder and the meeting. 

i If there is more than one amendment to an original or substantive motion, the 

amendments shall be moved in the order directed by the chairman of the 

meeting. 

j Subject to standing order 1(k), only one amendment shall be moved and 

debated at a time, the order of which shall be directed by the chairman of the 

meeting.  

k One or more amendments may be discussed together if the chairman of the 

meeting considers this expedient but each amendment shall be voted upon 

separately. 

l A councillor may not move more than one amendment to an original or 

substantive motion.  

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

n Where a series of amendments to an original motion are carried, the mover of 

the original motion shall have a right of reply either at the end of debate on the 

first amendment or at the very end of debate on the final substantive motion 

immediately before it is put to the vote. 
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o Unless permitted by the chairman of the meeting, a councillor may speak once 

in the debate on a motion except: 

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

ii. to move or speak on another amendment if the motion has been 

amended since he last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. to exercise a right of reply. 

p During the debate on a motion, a councillor may interrupt only on a point of 

order or a personal explanation and the councillor who was interrupted shall 

stop speaking. A councillor raising a point of order shall identify the standing 

order which he considers has been breached or specify the other irregularity in 

the proceedings of the meeting he is concerned by.  

q A point of order shall be decided by the chairman of the meeting and his 

decision shall be final.  

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

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

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

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

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

ix. to suspend particular standing order(s) excepting those which reflect 

mandatory statutory or legal requirements. 

s Before an original or substantive motion is put to the vote, the 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 his right of 

reply.  

t 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 four minutes without the consent of the chairman of the 

meeting. 



 

   

5 

 

 Disorderly conduct at meetings 

a No person shall obstruct the transaction of business at a meeting or behave 

offensively or improperly. If this standing order is ignored, the chairman of the 

meeting shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chairman of the meeting to moderate 

or improve their conduct, any councillor or the chairman of the meeting may 

move that the person be no longer heard or be excluded from the meeting. The 

motion, if seconded, shall be put to the vote without discussion. 

c If a resolution made under standing order 2(b) is ignored, the chairman of the 

meeting 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 meetings ● 

Sub-committee meetings  ● 

 

● a Meetings shall not take place in premises which at the time of the 

meeting are used for the supply of alcohol, unless no other premises 

are available free of charge or at a reasonable cost.  

● 

 

b The minimum three clear days for notice of a meeting does not include 

the day on which notice was issued, the day of the meeting, a Sunday, a 

day of the Christmas break, a day of the Easter break or of a bank 

holiday or a day appointed for public thanksgiving or mourning. 

● c The minimum three clear days’ public notice for a meeting does not 

include the day on which the notice was issued or the day of the 

meeting unless the meeting is convened at shorter notice  

● 

● 

d Meetings shall be open to the public unless their presence is prejudicial 

to the public interest by reason of the confidential nature of the 

business to be transacted or for other special reasons. The public’s 

exclusion from part or all of a meeting shall be by a resolution which 

shall give reasons for the public’s exclusion. 

 e Members of the public may make representations, answer questions and give 

evidence at a meeting which they are entitled to attend in respect of the 

business on the agenda. 

 f The period of time designated for public participation at a meeting in 

accordance with standing order 3(e) shall not exceed eight minutes unless 

directed by the chairman of the meeting. 
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 g Subject to standing order 3(f), a member of the public shall not speak for 

more than three minutes. 

 h In accordance with standing order 3(e), a question shall not require a 

response at the meeting nor start a debate on the question. The chairman of 

the meeting may direct that a written or oral response be given. 

 i A person shall raise his hand when requesting to speak and stand when 

speaking (except when a person has a disability or is likely to suffer 

discomfort). The chairman of the meeting may at any time permit a person to 

be seated when speaking. 

 j A person who speaks at a meeting shall direct his comments to the chairman 

of the meeting. 

 k Only one person is permitted to speak at a time. If more than one person 

wants to speak, the chairman of the meeting shall direct the order of 

speaking. 

● 

● 

l Subject to standing order 3(m), a person who attends a meeting is 

permitted to report on the meeting whilst the meeting is open to the 

public. To “report” means to film, photograph, make an audio recording 

of meeting proceedings, use any other means for enabling persons not 

present to see or hear the meeting as it takes place or later or to report 

or to provide oral or written commentary about the meeting so that the 

report or commentary is available as the meeting takes place or later to 

persons not present. 

● 

● 

m A person present at a meeting may not provide an oral report or oral 

commentary about a meeting as it takes place without permission.    

● 

● 

n The press shall be provided with reasonable facilities for the taking of 

their report of all or part of a meeting at which they are entitled to be 

present.  

● o Subject to standing orders which indicate otherwise, anything 

authorised or required to be done by, to or before the Chairman of the 

Council may in his absence be done by, to or before the Vice-Chairman 

of the Council (if there is one). 

● p The Chairman of the Council, if present, shall preside at a meeting. If 

the Chairman is absent from a meeting, the Vice-Chairman of the 

Council (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 councillors present at the meeting shall preside at the 

meeting. 

● 

● 

q Subject to a meeting being quorate, all questions at a meeting shall be 

decided by a majority of the councillors and non-councillors with voting 
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● rights present and voting.  

● 

● 

● 

r 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 exercise his 

casting vote whether or not he gave an original vote. 

See standing orders 5(h) and (i) for the different rules that apply in the 

election of the Chairman of the Council at the annual meeting of the Council. 

● s Unless standing orders provide otherwise, voting on a question shall be 

by a show of hands. At the request of a councillor, the voting on any 

question shall be recorded so as to show whether each councillor 

present and voting gave his vote for or against that question. Such a 

request shall be made before moving on to the next item of business on the 

agenda. 

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

i. the time and place of the meeting;  

ii. the names of councillors who are present and the names of councillors 

who are absent;  

iii. interests that have been declared by councillors and non-councillors 

with voting rights; 

iv. the grant of dispensations (if any) to councillors and non-councillors 

with voting rights; 

v. whether a councillor or non-councillor with voting rights left the meeting 

when matters that they held interests in were being considered; 

vi. if there was a public participation session; and  

vii. the resolutions made. 

● 

● 

● 

 

 

u A councillor or a non-councillor with voting rights who has a 

disclosable pecuniary interest or another interest as set out in the 

Council’s code of conduct in a matter being considered at a meeting is 

subject to statutory limitations or restrictions under the code on his 

right to participate and vote on that matter. 

● 

 

 

v No business may be transacted at a meeting unless at least one-third of 

the whole number of members of the Council are present and in no case 

shall the quorum of a meeting be less than three. 

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

meeting.  
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● 

● 

● 

w If a meeting is or becomes inquorate no business shall be transacted 

and the meeting shall be closed. The business on the agenda for the meeting 

shall be adjourned to another meeting.  

 x A meeting shall not exceed a period of three hours. 

 

 Committees and sub-committees 

a Unless the Council determines otherwise, a committee may appoint a 

sub-committee whose terms of reference and members shall be 

determined by the committee. 

b The members of a committee may include non-councillors unless it is a 

committee which regulates and controls the finances of the Council. 

c Unless the Council determines otherwise, all the members of an advisory 

committee and a sub-committee of the advisory committee may be non-

councillors. 

d The Council may appoint standing committees or other committees as may be 

necessary, and: 

i. shall determine their terms of reference; 

ii. shall determine the number and time of the ordinary meetings of a 

standing committee up until the date of the next annual meeting of the 

Council; 

iii. shall permit a committee, other than in respect of the ordinary meetings 

of a committee, to determine the number and time of its meetings; 

iv. shall, subject to standing orders 4(b) and (c), appoint and determine the 

terms of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the 

terms of office of the substitute members to a committee whose role is to 

replace the ordinary members at a meeting of a committee if the ordinary 

members of the committee confirm to the Proper Officer three days 

before the meeting that they are unable to attend; 

vi. shall, after it has appointed the members of a standing committee, 

appoint the chairman of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its 

own chairman at the first meeting of the committee;  

viii. shall determine the place, notice requirements and quorum for a meeting 

of a committee and a sub-committee which, in both cases, shall be no 

less than three; 
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ix. shall determine if the public may participate at a meeting of a committee; 

x. shall determine if the public and press are permitted to attend the 

meetings of a sub-committee and also the advance public notice 

requirements, if any, required for the meetings of a sub-committee;  

xi. shall determine if the public may participate at a meeting of a sub-

committee that they are permitted to attend; and 

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

 Ordinary council meetings  

a In an election year, the annual meeting of the Council shall be held on or 

within 14 days following the day on which the councillors elected take 

office. 

b In a year which is not an election year, the annual meeting of the Council 

shall be held on such day in May as the Council decides. 

c If no other time is fixed, the annual meeting of the Council shall take 

place at 6pm. 

d In addition to the annual meeting of the Council, at least three other 

ordinary meetings shall be held in each year on such dates and times as 

the Council decides. 

e The first business conducted at the annual meeting of the Council shall 

be the election of the Chairman and Vice-Chairman (if there is one) of the 

Council. 

f The Chairman of the Council, unless he has resigned or becomes 

disqualified, shall continue in office and preside at the annual meeting 

until his successor is elected at the next annual meeting of the Council.  

g The Vice-Chairman of the Council, if there is one, unless he resigns or 

becomes disqualified, shall hold office until immediately after the election 

of the Chairman of the Council at the next annual meeting of the Council. 

h In an election year, if the current Chairman of the Council has not been 

re-elected as a member of the Council, he 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 election year, if the current Chairman of the Council has been re-

elected as a member of the Council, he shall preside at the annual 

meeting until a new Chairman of the Council has been elected. He may 

exercise an original 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 



 

   

10 

votes. 

j Following the election of the Chairman of the Council and Vice-Chairman (if 

there is one) of the Council at the annual meeting, the business shall include: 

i. 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 

election year, delivery by the Chairman of the Council of his 

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

done at a later date; 

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

Council; 

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

iv. Consideration of the recommendations made by a committee; 

v. Review of delegation arrangements to committees, sub-committees, staff 

and other local authorities; 

vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

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

ix. Review and adoption of appropriate standing orders and financial 

regulations; 

x. Review of arrangements (including legal agreements) with other local 

authorities, not-for-profit bodies and businesses. 

xi. Review of representation on or work with external bodies and 

arrangements for reporting back; 

xii. In an election year, to make arrangements with a view to the Council 

becoming eligible to exercise the general power of competence in the 

future; 

xiii. Review of inventory of land and other assets including buildings and 

office equipment; 

xiv. Confirmation of arrangements for insurance cover in respect of all 

insurable risks; 

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

xvi. Review of the Council’s complaints procedure; 

xvii. Review of the Council’s policies, procedures and practices in respect of 
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its obligations under freedom of information and data protection 

legislation (see also standing orders 11, 20 and 21); 

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

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

xx. Review of the Council’s expenditure incurred under s.137 of the Local 

Government Act 1972 or the general power of competence. 

xxi. Determining the time and place of ordinary meetings of the Council up to 

and including the next annual meeting of the Council.  

 Extraordinary meetings of the council, committees and sub-committees 

a The Chairman of the Council may convene an extraordinary meeting of 

the Council at any time.  

b If the Chairman of the Council does not call an extraordinary meeting of 

the Council within seven days of having been requested in writing to do 

so by two councillors, any two councillors may convene an extraordinary 

meeting of the Council. The public notice giving the time, place and 

agenda for such a meeting shall be signed by the two councillors. 

c The chairman of a committee [or a sub-committee] may convene an 

extraordinary meeting of the committee [or the sub-committee] at any time.  

d If the chairman of a committee [or a sub-committee] does not call an 

extraordinary meeting within seven days of having been requested to do so by 

three members of the committee [or the sub-committee], any three members of 

the committee [or the sub-committee] may convene an extraordinary meeting 

of the committee [or a sub-committee].  

 Previous resolutions 

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

motion, which requires written notice by at least three councillors to be given to 

the Proper Officer in accordance with standing order 9, or by a motion moved 

in pursuance of the recommendation of a committee or a sub-committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, 

no similar motion may be moved for a further six months. 

 Voting on appointments 

a Where more than two persons have been nominated for a position to be filled 

by the Council and none of those persons has received an absolute majority of 

votes in their favour, the name of the person having the least number of votes 

shall be struck off the list and a fresh vote taken. This process shall continue 

until a majority of votes is given in favour of one person. A tie in votes may be 

settled by the casting vote exercisable by the chairman of the meeting. 
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 Motions for a meeting that require written notice to be given to the proper 

officer  

a A motion shall relate to the responsibilities of the meeting for which it is tabled 

and in any event shall relate to the performance of the Council’s statutory 

functions, powers and obligations or an issue which specifically affects the 

Council’s area or its residents.  

b No motion may be moved at a meeting unless it is on the agenda and the 

mover has given written notice of its wording to the Proper Officer at least 

seven clear days before the meeting. Clear days do not include the day of the 

notice or the day of the meeting. 

c The Proper Officer may, before including a motion on the agenda received in 

accordance with standing order 9(b), correct obvious grammatical or 

typographical errors in the wording of the motion.  

d If the Proper Officer considers the wording of a motion received in accordance 

with standing order 9(b) is not clear in meaning, the motion shall be rejected 

until the mover of the motion resubmits it, so that it can be understood, in 

writing, to the Proper Officer at least seven clear days before the meeting.  

e 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.  

f The decision of the Proper Officer as to whether or not to include the motion on 

the agenda shall be final.  

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

received. 

h Motions rejected shall be recorded with an explanation by the Proper Officer of 

the reason for rejection.  

 Motions at a meeting that do not require written notice  

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

Proper Officer: 

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

ii. to move to a vote;  

iii. to defer consideration of a motion;  

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

v. to appoint a person to preside at a meeting; 
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vi. to change the order of business on the agenda;  

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

viii. to require a written report; 

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

x. to extend the time limits for speaking; 

xi. to exclude the press and public from a meeting in respect of confidential 

or other information which is prejudicial to the public interest; 

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

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

xiv. to temporarily suspend the meeting;  

xv. to suspend a particular standing order (unless it reflects mandatory 

statutory or legal requirements); 

xvi. to adjourn the meeting; or 

xvii. to close the meeting.  

 Management of information 

See also standing order 20. 

 

a The Council shall have in place and keep under review, technical and 

organisational measures to keep secure information (including personal 

data) which it holds in paper and electronic form. Such arrangements 

shall include deciding who has access to personal data and encryption of 

personal data.  

b The Council shall have in place, and keep under review, policies for the 

retention and safe destruction of all information (including personal data) 

which it holds in paper and electronic form. The Council’s retention 

policy shall confirm the period for which information (including personal 

data) shall be retained or if this is not possible the criteria used to 

determine that period (e.g. the Limitation Act 1980).  

c The agenda, papers that support the agenda and the minutes of a meeting 

shall not disclose or otherwise undermine confidential information or 

personal data without legal justification.  

d Councillors, staff, the Council’s contractors and agents shall not disclose 

confidential information or personal data without legal justification. 
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 Draft minutes  

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

 

 a If the draft minutes of a preceding meeting have been served on councillors 

with the agenda to attend the meeting at which they are due to be 

approved for accuracy, they shall be taken as read. 

 b There shall be no discussion about the draft minutes of a preceding meeting 

except in relation to their accuracy. A motion to correct an inaccuracy in the 

draft minutes shall be moved in accordance with standing order 10(a)(i). 

 c The accuracy of draft minutes, including any amendment(s) made to them, 

shall be confirmed by resolution and shall be signed by the chairman of the 

meeting and stand as an accurate record of the meeting to which the 

minutes relate.  

 d If the chairman of the meeting does not consider the minutes to be an 

accurate record of the meeting to which they relate, he shall sign the minutes 

and include a paragraph in the following terms or to the same effect: 

“The chairman of this meeting does not believe that the minutes of 

the meeting of the (   ) held on [date] in respect of (   ) were a correct 

record but his view was not upheld by the meeting and the minutes 

are confirmed as an accurate record of the proceedings.” 

● 

● 

● 

 

e If the Council’s gross annual income or expenditure (whichever is 

higher) does not exceed £25,000, it shall publish draft minutes on a 

website which is publicly accessible and free of charge not later than 

one month after the meeting has taken place. 

 f Subject to the publication of draft minutes in accordance with standing order 

12(e) and standing order 20(a) and following a resolution which confirms the 

accuracy of the minutes of a meeting, the draft minutes or recordings of the 

meeting for which approved minutes exist shall be destroyed. 

 

 Code of conduct and dispensations 

See also standing order 3(u). 
 
a All councillors and non-councillors with voting rights shall observe the code of 

conduct adopted by the Council. 

b Unless he has been granted a dispensation, a councillor or non-councillor with 
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voting rights shall withdraw from a meeting when it is considering a matter in 

which he has a disclosable pecuniary interest. He may return to the meeting 

after it has considered the matter in which he had the interest. 

c Unless he has been granted a dispensation, a councillor or non-councillor with 

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

which he has another interest if so required by the Council’s code of conduct. 

He may return to the meeting after it has considered the matter in which he had 

the interest. 

d Dispensation 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. 

e A decision as to whether to grant a dispensation shall be made by a meeting of 

the Council, or committee or sub-committee for which the dispensation is 

required] and that decision is final. 

f A dispensation request shall confirm: 

i. the description and the nature of the disclosable pecuniary interest or 

other interest to which the request for the dispensation relates;  

ii. whether the dispensation is required to participate at a meeting in a 

discussion only or a discussion and a vote; 

iii. the date of the meeting or the period (not exceeding four years) for which 

the dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be 

considered at the beginning of the meeting of the Council, or committee or sub-

committee for which the dispensation is required. 

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

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

i. without the dispensation the number of persons prohibited from 

participating in the particular business would be so great a 

proportion of the meeting transacting the business as to impede the 

transaction of the business;  

ii. granting the dispensation is in the interests of persons living in the 

Council’s area; or 

iii. it is otherwise appropriate to grant a dispensation. 

 Code of conduct complaints  

a Upon notification by the District or Unitary Council that it is dealing with a 



 

   

16 

complaint that a councillor or non-councillor with voting rights has breached the 

Council’s code of conduct, the Proper Officer shall, subject to standing order 

11, report this to the Council. 

b Where the notification in standing order 14(a) relates to a complaint made by 

the Proper Officer, the Proper Officer shall notify the Chairman of Council of 

this fact, and the Chairman shall nominate another staff member to assume the 

duties of the Proper Officer in relation to the complaint until it has been 

determined and the Council has agreed what action, if any, to take in 

accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to 

investigate the complaint or is a legal requirement; 

ii. seek information relevant to the complaint from the person or body with 

statutory responsibility for investigation of the matter; 

d Upon notification by the District or Unitary Council that a councillor or 

non-councillor with voting rights has breached the Council’s code of 

conduct, the Council shall consider what, if any, action to take against 

him. Such action excludes disqualification or suspension from office. 

 Proper officer  

a The Proper Officer shall be either (i) the clerk or (ii) other staff member(s) 

nominated by the Council to undertake the work of the Proper Officer when the 

Proper Officer is absent.  

b The Proper Officer shall: 

i. at least three clear days before a meeting of the council, a 

committee or a sub-committee, 

 serve on councillors by delivery or post at their residences or by 

email authenticated in such manner as the Proper Officer thinks 

fit, a signed summons confirming the time, place and the agenda 

(provided the councillor has consented to service by email), and 

 Provide, in a conspicuous place, public notice of the time, place 

and agenda (provided that the public notice with agenda of an 

extraordinary meeting of the Council convened by councillors is 

signed by them). 

See standing order 3(b) for the meaning of clear days for a meeting of a 

full council and standing order 3(c) for the meaning of clear days for a 

meeting of a committee; 

ii. subject to standing order 9, include on the agenda all motions in the order 

received unless a councillor has given written notice at least seven days 
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before the meeting confirming his withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chairman 

of the Council, occasioned by a casual vacancy in his office; 

iv. facilitate inspection of the minute book by local government 

electors; 

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

authorities; 

vi.  hold acceptance of office forms from councillors; 

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

viii. assist with responding to requests made under freedom of information 

legislation and rights exercisable under data protection legislation, in 

accordance with the Council’s relevant policies and procedures; 

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

is one); 

x. receive and send general correspondence and notices on behalf of the 

Council except where there is a resolution to the contrary; 

xi. assist in the organisation of, storage of, access to, security of and 

destruction of information held by the Council in paper and electronic 

form subject to the requirements of data protection and freedom of 

information legislation and other legitimate requirements (e.g. the 

Limitation Act 1980); 

xii. arrange for legal deeds to be executed;  

(see also standing order 23); 

xiii. arrange or manage the prompt authorisation, approval, and instruction 

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

financial regulations; 

xiv. record every planning application notified to the Council and the Council’s 

response to the local planning authority in a book for such purpose; 

xv. refer a planning application received by the Council to the Chairman or in 

his absence the Vice-Chairman (if there is one) of the Council] within two 

working days of receipt to facilitate an extraordinary meeting if the nature 

of a planning application requires consideration before the next ordinary 

meeting of [the Council] OR [(   ) committee]; 

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

scheme; and 

xvii. retain custody of the seal of the Council (if there is one) which shall not 
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be used without a resolution to that effect. 

(see also standing order 23). 

 

 Responsible financial officer  

a The Council shall appoint appropriate staff member(s) to undertake the work of 

the Responsible Financial Officer when the Responsible Financial Officer is 

absent. 

 Accounts and accounting statements 

a “Proper practices” in standing orders refer to the most recent version of 

“Governance and Accountability for Local Councils – a Practitioners’ Guide”. 

b All payments by the Council shall be authorised, approved and paid in 

accordance with the law, proper practices and the Council’s financial 

regulations.  

c The Responsible Financial Officer shall supply to each councillor as soon as 

practicable after 30 June, 30 September and 31 December in each year a 

statement to summarise: 

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

each quarter;  

ii. the Council’s aggregate receipts and payments (or income and 

expenditure) for the year to date; 

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

which includes a comparison with the budget for the financial year and 

highlights any actual or potential overspends. 

d As soon as possible after the financial year end at 31 March, the Responsible 

Financial Officer shall provide: 

i. each councillor with a statement summarising the Council’s receipts and 

payments (or income and expenditure) for the last quarter and the year to 

date for information; and  

ii. to the Council the accounting statements for the year in the form of 

Section 2 of the annual governance and accountability return, as required 

by proper practices, for consideration and approval. 

e The year-end accounting statements shall be prepared in accordance with 

proper practices and apply the form of accounts determined by the Council 

(receipts and payments, or income and expenditure) for the year to 31 March. 

A completed draft annual governance and accountability return shall be 

presented to all councillors at least 14 days prior to anticipated approval by the 

Council. The annual governance and accountability return of the Council, which 
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is subject to external audit, including the annual governance statement, shall 

be presented to the Council for consideration and formal approval before 30 

June. 

 

 Financial controls and procurement 

a. The Council shall consider and approve financial regulations drawn up by the 

Responsible Financial Officer, which shall include detailed arrangements in 

respect of the following: 

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

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

iii. the work of the independent internal auditor in accordance with proper 

practices and the receipt of regular reports from the internal auditor, 

which shall be required at least annually; 

iv. the inspection and copying by councillors and local electors of the 

Council’s accounts and/or orders of payments; and  

v. whether contracts with an estimated value below £25,000 due to special 

circumstances are exempt from a tendering process or procurement 

exercise.  

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

fitness of purpose. 

c. A public contract regulated by the Public Contracts Regulations 2015 with 

an estimated value in excess of £60,000 but less than the relevant 

thresholds in standing order 18(f) is subject to Regulations 109-114 of the 

Public Contracts Regulations 2015 which include a requirement on the 

Council to advertise the contract opportunity on the Contracts Finder 

website regardless of what other means it uses to advertise the 

opportunity unless it proposes to use an existing list of approved 

suppliers (framework agreement). 

d. Subject to additional requirements in the financial regulations of the Council, 

the tender process for contracts for the supply of goods, materials, services or 

the execution of works shall include, as a minimum, the following steps: 

i. a specification for the goods, materials, services or the execution of 

works shall be drawn up; 

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s 

specification (ii) the time, date and address for the submission of tenders 

(iii) the date of the Council’s written response to the tender and (iv) the 

prohibition on prospective contractors contacting councillors or staff to 

encourage or support their tender outside the prescribed process; 
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iii. the invitation to tender shall be advertised in a local newspaper and in 

any other manner that is appropriate;  

iv. tenders are to be submitted in writing in a sealed marked envelope 

addressed to the Proper Officer;  

v. tenders shall be opened by the Proper Officer in the presence of at least 

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

vi. tenders are to be reported to and considered by the appropriate meeting 

of the Council or a committee or sub-committee with delegated 

responsibility. 

e. Neither the Council, nor a committee or a sub-committee with delegated 

responsibility for considering tenders, is bound to accept the lowest value 

tender. 

f. A public contract  regulated by the Public Contracts Regulations 2015 

with an estimated value in excess of £189,330 for a public service or 

supply contract or in excess of £4,733,252 for a public works contract; or 

£663,540 for a social and other specific services contract (or other 

thresholds determined by the European Commission every two years and 

published in the Official Journal of the European Union (OJEU)) shall 

comply with the relevant procurement procedures and other 

requirements in the Public Contracts Regulations 2015 which include 

advertising the contract opportunity on the Contracts Finder website and 

in OJEU. 

g. A public contract in connection with the supply of gas, heat, electricity, 

drinking water, transport services, or postal services to the public; or the 

provision of a port or airport; or the exploration for or extraction of gas, 

oil or solid fuel with an estimated value in excess of £378,660 for a 

supply, services or design contract; or in excess of £4,733,252 for a 

works contract; or £663,540 for a social and other specific services 

contract (or other thresholds determined by the European Commission 

every two years and published in OJEU) shall comply with the relevant 

procurement procedures and other requirements in the Utilities Contracts 

Regulations 2016. 

 Handling staff matters 

a A matter personal to a member of staff that is being considered by a meeting of 

Council is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s 

most senior member of staff shall notify the chairman of Council or, if he is not 

available, the vice-chairman (if there is one) of Council of absence occasioned 

by illness or other reason and that person shall report such absence to the 

Council at its next meeting. 
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c The chairman of Council or in his absence, the vice-chairman shall upon a 

resolution 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 Council.   

d Subject to the Council’s policy regarding the handling of grievance matters, the 

Council’s most senior member of staff (or other members of staff) shall contact 

the chairman of Council or in his absence, the vice-chairman of Council in 

respect of an informal or formal grievance matter, and this matter shall be 

reported back and progressed by resolution of the Council.  

e Subject 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 Council, this shall be communicated to 

another member of the Council which shall be reported back and progressed 

by resolution of the Council. 

f Any persons responsible for all or part of the management of staff shall treat as 

confidential the written records of all meetings relating to their performance, 

capabilities, grievance or disciplinary matters. 

g In accordance with standing order 11(a), persons with line management 

responsibilities shall have access to staff records referred to in standing order 

19(f).  

 Responsibilities to provide information 

See also standing order 21. 

 
a In accordance with freedom of information legislation, the Council shall 

publish information in accordance with its publication scheme and 

respond to requests for information held by the Council.   

b.  [If gross annual income or expenditure (whichever is higher) does not exceed 

£25,000] The Council shall publish information in accordance with the 

requirements of the Smaller Authorities (Transparency Requirements) 

(England) Regulations 2015. 

OR  

[If gross annual income or expenditure (whichever is the higher) exceeds 

£200,000] The Council, shall publish information in accordance with the 

requirements of the Local Government (Transparency Requirements) 

(England) Regulations 2015. 

 Responsibilities under data protection legislation 

 

Below is not an exclusive list. See also standing order 11. 

 

a The Council may appoint a Data Protection Officer. 
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b The Council shall have policies and procedures in place to respond to an 

individual exercising statutory rights concerning his personal data.  

c The Council shall have a written policy in place for responding to and 

managing a personal data breach. 

d The Council shall keep a record of all personal data breaches comprising 

the facts relating to the personal data breach, its effects and the remedial 

action taken. 

e The Council shall ensure that information communicated in its privacy 

notice(s) is in an easily accessible and available form and kept up to date. 

f The Council shall maintain a written record of its processing activities. 

 Relations with the press/media 

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

statement from the Council, its councillors or staff shall be handled in 

accordance with the Council’s policy in respect of dealing with the press and/or 

other media. 

 Execution and sealing of legal deeds 

See also standing orders 15(b)(xii) and (xvii). 

 
a A legal deed shall not be executed on behalf of the Council unless authorised 

by a resolution. 

Subject to standing order 23(a), any two councillors may sign, on behalf 

of the Council, any deed required by law and the Proper Officer shall 

witness their signatures.  

The above is applicable to a Council without a common seal. 

 Communicating with district and county or unitary councillors 

a An invitation to attend a meeting of the Council shall be sent, together with the 

agenda, to the ward councillor(s) of the District and County Council OR Unitary 

Council representing the area of the Council.  

b Unless the Council determines otherwise, a copy of each letter sent to the 

District and County Council OR Unitary Council shall be sent to the ward 

councillor(s) representing the area of the Council. 

 

 

 Restrictions on councillor activities 

a. Unless duly authorised no councillor shall: 
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i. inspect any land and/or premises which the Council has a right or duty to 

inspect; or 

ii. issue orders, instructions or directions. 

 Standing orders generally 

a All or part of a standing order, except one that incorporates mandatory 

statutory or legal requirements, may be suspended by resolution in relation to 

the consideration of an item on the agenda for a meeting. 

b A motion to add to or vary or revoke one or more of the Council’s standing 

orders, except one that incorporates mandatory statutory or legal requirements, 

shall be proposed by a special motion, the written notice by at least three 

councillors to be given to the Proper Officer in accordance with standing order 

9. 

c The Proper Officer shall provide a copy of the Council’s standing orders to a 

councillor as soon as possible. 

d The decision of the chairman of a meeting as to the application of standing 

orders at the meeting shall be final. 

 

© NALC 2020. All rights are reserved. No part of this publication may be reproduced 

or used for commercial purposes without the written permission of NALC save that 

councils in membership of NALC have permission to edit and use  the model 

standing orders in this publication for their governance purposes. 
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These Financial Regulations were adopted by the council at its meeting held on 

[14 May 2020]. 

1. General 

1.1. These financial regulations govern the conduct of 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 orders1 and any individual 

financial regulations relating to contracts. 

1.2. The council is responsible in law for ensuring that its financial management is 

adequate and effective and that the council has a sound system of internal control 

which facilitates the effective exercise of the council’s 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. At least once a year, prior to approving the Annual Governance Statement, the 

council must review the effectiveness of its system of internal control which shall 

be in accordance with proper practices. 

1.6. Deliberate or wilful breach of these Regulations by an employee may give rise 

to disciplinary proceedings. 

                                                           

1 Model Standing Orders for Councils (2018 Edition) is available from NALC (©NALC 2018) 



 

1.7. Members of council are expected to follow the instructions within these 

Regulations and not to entice employees 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 to be 

appointed by the council. The Clerk has been appointed as RFO for this council 

and these regulations will apply accordingly. 

1.9. The RFO; 

 acts under the policy direction of the council; 

 administers the council's financial affairs in accordance with all Acts, 

Regulations and proper practices; 

 determines on behalf of the council its accounting records and accounting 

control systems; 

 ensures the accounting control systems are observed; 

 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. 

1.10. The accounting records determined by the RFO shall be sufficient to show 

and explain the council’s transactions and to 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. 

1.11. 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. 

1.12. 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. 

1.13. 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. 

1.14. 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 £600; 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. 

1.15. 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. 

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) 

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

determined by the RFO in accordance with the Accounts and Audit Regulations, 

appropriate guidance and proper practices. 

2.2. On a regular basis, at least once in each quarter, and at each financial year 

end, a member other than the Chairman or a cheque signatory shall be appointed 

to verify bank reconciliations (for all accounts) produced by the RFO. The 

member shall sign the reconciliations and the original bank statements (or similar 

document) as evidence of verification. This activity shall on conclusion be 

reported, including any exceptions, to and noted by the council. 

2.3. 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. 

2.4. 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. Any officer or member of the council shall 

make available such documents and records as appear to the council to be 

necessary for the purpose of the audit and shall, as directed by the council, supply 

the RFO, internal auditor, or external auditor with such information and 

explanation as the council considers necessary for that purpose. 

2.5. The internal auditor shall be appointed by and shall carry out the work in 

relation to internal controls required by the council in accordance with proper 

practices. 

2.6. 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; 

 to demonstrate competence, objectivity and independence, be free from 

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

family relationships; and 

 has no involvement in the financial decision making, management or 

control of the council 

2.7. 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. 

2.8. 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. 

2.9. 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. 

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

any correspondence or report from internal or external auditors. 

3. Annual estimates (budget) and forward planning 

3.1. Each committee (if any) shall review its three-year forecast of revenue and 

capital receipts and payments. Having regard to the forecast, it shall thereafter 

formulate and submit proposals for the following financial year to the council not 

later than the end of [November] each year including any proposals for revising 

the forecast. 

3.2. The RFO must each year, by no later than November, 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 and General Purpose Committee and the council. 

3.3. The council shall consider annual budget proposals in relation to the council’s 

three year forecast of revenue and capital receipts and payments including 

recommendations for the use of reserves and sources of funding and update the 

forecast accordingly. 

3.4. 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 member with a copy of the approved annual 

budget. 

3.5. The approved annual budget shall form the basis of financial control for the 

ensuing year. 

4. Budgetary control and authority to spend  



 

4.1. 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 £600; 

 a duly delegated committee of the council for items over £600; or 

 the Clerk, in conjunction with Chairman of Council and Chairman of the 

appropriate committee/ or Vice Chair of the Council up to £2000 in an 

emergency. 

 The Clerk is authorised to purchase stationery and other office 

requirements up to £600 for the day to day running of the Parish Council. 

Such authority is to be evidenced by a minute or by an authorisation slip duly 

signed by the Clerk, and where necessary also by the appropriate Chairman. 

Contracts may not be disaggregated to avoid controls imposed by these 

regulations. 

4.2. No expenditure may be authorised that will exceed the amount provided in 

the revenue budget for that class of expenditure other than by resolution of the 

council, or duly delegated committee. 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’). 

4.3. Unspent provisions in the revenue or capital budgets for completed projects 

shall not be carried forward to a subsequent year. 

4.4. The salary budgets are to be reviewed at least annually in November for the 

following financial year and such review shall be evidenced by a hard copy 

schedule signed by the Clerk and the Chairman of Council or relevant committee. 

The RFO will inform committees of any changes impacting on their budget 

requirement for the coming year in good time. 

4.5. 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 £2500. The Clerk shall report such action to 

the chairman as soon as possible and to the council as soon as practicable 

thereafter. 

4.6. 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 and the requisite 

borrowing approval has been obtained. 



 

4.7. All capital works shall be administered in accordance with the council's 

standing orders and financial regulations relating to contracts. 

4.8. The RFO shall regularly provide the 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 and 

shall show explanations of material variances. For this purpose “material” shall be 

in excess of 15% of the budget. 

4.9. Changes in earmarked reserves shall be approved by council as part of the 

budgetary control process. 

5. Banking arrangements and authorisation of payments 

5.1. 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. The council may seek credit references in respect of members or 

employees who act as signatories. 

5.2. The RFO shall prepare a schedule of payments requiring authorisation, 

forming part of the Agenda for the Meeting and, together with the relevant 

invoices, present the schedule to council. The council / committee shall review the 

schedule for compliance and, having satisfied itself shall authorise payment by a 

resolution of the council. The approved schedule shall be ruled off and initialled by 

the Chairman of the Meeting. A detailed list of all payments shall be disclosed 

within or as an attachment to the minutes of the meeting at which payment was 

authorised. Personal payments (including salaries, wages, expenses and any 

payment made in relation to the termination of a contract of employment) may be 

summarised to remove public access to any personal information. 

5.3. 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. 

5.4. 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 in order, at the next available council meeting. 

5.5. The Clerk and RFO shall have delegated authority to authorise the payment of 

items 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 



 

and RFO certify that there is no dispute or other reason to delay payment, 

provided that a list of such payments shall be submitted to the next 

appropriate meeting of council; 

b) An expenditure item authorised under 5.6 below (continuing contracts 

and obligations) provided that a list of such payments shall be submitted to 

the next appropriate meeting of council; or 

c) fund transfers within the councils banking arrangements up to the sum 

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

next appropriate meeting of council [or finance committee]. 

5.6. For each financial year the Clerk and RFO shall 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) Salaries, PAYE and NI, 

Superannuation Fund and regular maintenance contracts and the like for which 

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. 

5.7. 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. 

5.8. 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. 

5.9. Members 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. 

5.10. 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. 

5.11. Any changes in the recorded details of suppliers, such as bank account 

records, shall be approved in writing by a Member. 

6. Instructions for the making of payments 

6.1. The council will make safe and efficient arrangements for the making of its 

payments. 



 

6.2. 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. 

6.3. All payments shall be affected by cheque or other instructions to the council's 

bankers, or otherwise, in accordance with a resolution of council. 

6.4. Cheques or orders for payment drawn on the bank account in accordance 

with the schedule as presented to council or committee shall be signed by two 

members of council in accordance with a resolution instructing that payment. A 

member who is a bank signatory, having a connection by virtue of family or 

business relationships with the beneficiary of a payment, should not, under normal 

circumstances, be a signatory to the payment in question. 

6.5. To indicate agreement of the details shown on the cheque or order for 

payment with the counterfoil and the invoice or similar documentation, the 

signatories shall each also initial the cheque counterfoil. 

6.6. 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 shall be 

reported to the council at the next convenient meeting. 

6.7. If thought appropriate by the council, payment for utility supplies (energy, 

telephone and water) and any National Non-Domestic Rates may be made by 

variable direct debit provided that the instructions are signed by two members 

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. 

6.8. If thought appropriate by the council, payment for certain items (principally 

salaries) may be made by banker’s standing order provided that the instructions 

are signed, or otherwise evidenced by two members are retained and any 

payments are reported to council as made. The approval of the use of a banker’s 

standing order shall be renewed by resolution of the council at least every two 

years. 

6.9. 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. 

6.10. If thought appropriate by the council payment for certain items may be 

made by internet banking transfer provided evidence is retained showing which 

members approved the payment. 



 

6.11. 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, 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 member’s personal computer used only for remote authorisation of bank 

payments. 

6.12. 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. 

6.13. Regular 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. 

6.14. The council, and any members using computers for the council’s financial 

business, shall ensure that anti-virus, anti-spyware and firewall software with 

automatic updates, together with a high level of security, is used. 

6.15. Where internet banking arrangements are made with any bank, the Clerk and 

RFO 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. 

6.16. 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 

email link. Remembered or saved passwords facilities must not be used on any 

computer used for council banking work. Breach of this Regulation will be treated 

as a very serious matter under these regulations. 

6.17. 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 member. 

A programme of regular checks of standing data with suppliers will be followed. 

6.18. 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 £600 unless 

authorised by council or finance committee in writing before any order is placed. 



 

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

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

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

council. 

6.20. 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. 

6.21. 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 [or RFO] (for example 

for postage or minor stationery items) shall be refunded on a regular basis, at 

least quarterly. 

7. Payment of salaries 

7.1. 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. 

7.2. 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. 

7.3. No changes shall be made to any employee’s pay, emoluments, or terms and 

conditions of employment without the prior consent of the council. 

7.4. Each and every payment to employees of net salary and to the appropriate 

creditor of the statutory and discretionary deductions shall be recorded in a 

separate confidential record (confidential cash book). This confidential record is 

not open to inspection or review (under the Freedom of Information Act 2000 or 

otherwise) other than: 

a) by any councillor who can demonstrate a need to know; 

b) by the internal auditor; 

c) by the external auditor; or 

d) by any person authorised under Audit Commission Act 1998, or any 

superseding legislation. 



 

7.5. 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. 

7.6. An effective system of personal performance management should be 

maintained for the senior officers. 

7.7. Any termination payments shall be supported by a clear business case and 

reported to the council. Termination payments shall only be authorised by council. 

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

8. Loans and investments 

8.1. All borrowings shall be affected 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. 

8.2. Any financial arrangement which does not require formal borrowing approval 

from the Secretary of State/Welsh Assembly Government (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. 

8.3. The council will arrange with the council’s banks and investment providers for 

the sending of a copy of each statement of account to the Chairman of the 

council at the same time as one is issued to the Clerk or RFO. 

8.4. 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. 

8.5. 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. 

8.6. All investments of money under the control of the council shall be in the name 

of the council. 

8.7. All investment certificates and other documents relating thereto shall be 

retained in the custody of the RFO. 

8.8. 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). 

9. Income 

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

under the supervision of the RFO. 

9.2. 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. 

9.3. The council will review all fees and charges at least annually, following a 

report of the Clerk. 

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

the council and shall be written off in the year. 

9.5. 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. 

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

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

council. 

9.8. 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. 

9.9. 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. 

9.10. 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 

10.1. An official order or letter shall be issued 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. 



 

10.2. Order books shall be controlled by the RFO. 

10.3. All members 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. 

10.4. A member may not issue an official order or make any contract on behalf of 

the council. 

10.5. 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 

11.1. 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 gas, electricity, water, sewerage and telephone 

services; 

ii. for specialist services such as are provided by legal professionals 

acting in disputes; 

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 £500 (in excess of this sum the Clerk and RFO 

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 the council intends to procure or award a public supply contract, 

public service contract or public works contract as defined by The Public 

Contracts Regulations 2015 (“the Regulations”) which is valued at £60,000 

or more, the council shall comply with the relevant requirements of the 

Regulations2. 

c) The full requirements of The Regulations, as applicable, shall be followed 

in respect of the tendering and award of a public supply contract, public 

service contract or public works contract which exceed thresholds in The 

Regulations set by the Public Contracts Directive 2014/24/EU (which may 

change from time to time)3. 

d) 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. 

e) 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. 

f) All sealed tenders shall be opened at the same time on the prescribed 

date by the Clerk in the presence of at least one member of council. 

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

Standing Orders[ ], 4[insert reference of the council’s relevant standing 

order] and shall refer to the terms of the Bribery Act 2010. 

h) When it is to enter into a contract of less than £25,000 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 obtain 3 

quotations (priced descriptions of the proposed supply); where the value is 

below [£3,000] and above [£100] the Clerk or RFO shall strive to obtain 3 

estimates. Otherwise, Regulation 10.3 above shall apply. 

                                                           

2 The Regulations require councils to use the Contracts Finder website to advertise contract opportunities, set 
out the procedures to be followed in awarding new contracts and to publicise the award of new contracts 
3 Thresholds currently applicable are: 

a) For public supply and public service contracts 209,000 Euros (£181,302) 
b) For public works contracts 5,225,000 Euros (£4,551,413) 

4 Based on NALC’s Model Standing Order 18d ©NALC 2018 



 

i) The council shall not be obliged to accept the lowest or any tender, 

quote or estimate. 

j) 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. 

12. Payments under contracts for building or other construction works 

12.1. 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). 

12.2. 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. 

12.3. 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. 

13. Stores and equipment 

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

custody of stores and equipment in that section. 

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

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

time delivery is made. 

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

requirements. 

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

annually. 

14. Assets, properties and estates 

14.1. 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. 

14.2. 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. 

14.3. 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 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). 

14.4. 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). 

14.5. Subject only to the limit set in Regulation 14.2 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. 

14.6. 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. 

15. Insurance 

15.1. Following the annual risk assessment (per Regulation 17), the RFO shall effect 

all insurances and negotiate all claims on the council's insurers in consultation with 

the Clerk. 

15.2. The Clerk shall give prompt notification to the RFO of all new risks, 

properties or vehicles which require to be insured and of any alterations affecting 

existing insurances. 

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

property and risks covered thereby and annually review it. 

15.4. 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. 



 

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

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

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

committee. 

16. Charities 

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

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

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

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

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

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

17. Risk management 

17.1. 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. 

17.2. When considering any new activity, the Clerk shall prepare a draft risk 

assessment including risk management proposals for consideration and adoption 

by the council.  

18. Suspension and revision of Financial Regulations 

18.1. It shall be the duty of the council to review the Financial Regulations of the 

council from time to time. 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. 

18.2. 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. 

The Model Financial Regulations templates were produced by the National 

Association of Local Councils (NALC) in July 2019 for the purpose of its member 

councils and county associations. Every effort has been made to ensure that the 

contents of this document are correct at time of publication. NALC cannot accept 

responsibility for errors, omissions and changes to information subsequent to 

publication. 

 


