
 

 

To:    ALL MEMBERS OF THE COUNCIL 
 
You are summoned to attend the Annual Meeting and Mayor Making of the Town Council 
to be held at 6pm on Wednesday 11th May 2022 in the Ballroom of the Town Hall, 
Morpeth. 
 
The Agenda for the meeting is set out below. 

 
Mrs Tracey Bell 
Clerk to Morpeth Town Council 

6th May 2022 

AGENDA 
 

1. Election of Mayor for 2022/23 
 

Councillor D Bawn will ask for nominations to elect the Mayor of the Town Council for 2022/23. 
 

The new Mayor will appoint their Escort and Chaplain (if required). 
 
2. Election of Deputy Mayor for 2022/23 

 
To elect the Deputy Mayor of the Town Council for 2022/23 – the new Mayor will ask for 
nominations. 
 

3. Apologies of Absence. 
 
 

4. Declarations of Interest 
 
Members are invited to declare disclosable pecuniary interests and other interests in items 
on the agenda as required by the Code of Conduct for Members and by the Localism Act 
2011.   
 

 Members are reminded that they need to regularly review their declarations of interest forms 
and ensure they remain up to date. 
 
 
 



5. Membership of Committees, Working Groups and Outside Bodies

Members are requested to approve the membership of the Committees, Working Groups 

and Outside Bodies and the Chair and Vice-Chair of each committee. See appendix A.

6. Minutes of the Full Council Meeting held on Wednesday 16th March 2022

To approve the minutes of the meeting held on 16th March 2022 at this meeting, see 

appendix B.

7. Meeting Timetable

To approve the enclosed Draft 2022/23 Meeting Timetable, appendix C.

8. Internal Audit

Members are provided for information with a letter from the internal auditor following 

completion of the internal audit, see appendix D.

9. Annual Governance and Accountability Return – 2021/22

Resolution

(a) To approve the Annual Governance Statement (Section 1), see appendix E.
(b) To approve the Annual Accounting Statements (Section 2), see appendix F.

10. General Power of Competence

For the Council to resolve its ongoing eligibility to use of the General Power of Competence 
as per the Parish Councils (General Power of Competence) (Prescribed Conditions) Order 
2012 and Localism Act 2011, on the basis that the Clerk holds the mandatory Certificate in 
Local Council Administration (CiLCA) qualification and that more than 2/3 of the Council has 

stood for election in May 2021.

11. Standing Orders

Members are asked to approve the Standing Orders, see appendix G.

12. Financial Standing Orders

Members are asked to approve the Financial Standing Orders, see appendix H.



Civic Roles and Committee Membership 2022/2023 

 

Mayor – Cllr Alison Byard 

Deputy Mayor – Cllr Jade Crawford 

Committees Structure  

Finance and General Purposes Committee 9 + Mayor (ex officio) 

Planning and Transport Committee 8 + Mayor (ex officio) 

Finance and General Purposes Committee 

David Bawn Chair 

Rachael Hogg Vice Chair 

Shirley Peacock  

Jonathan Richardson  

Richard Wearmouth  

Jade Crawford  

Betty Bawn  

Alison Byard Mayor Ex-officio 

Andy Cochrane  

Elaine Skinner  

 

Planning and Transport Committee 

Alison Byard 
Chair and Mayor Ex-
officio 

Johnny Wearmouth Vice Chair 

Harry Hall  

Justin Clayton  

Jade Crawford  

Jonathan Richardson  

Betty Bawn  

Elisa Miles   

Mike Greveson  

 

Working Groups  

Outside Bodies 

Chamber of Trade Harry Hall 

Hunter Mem Homes 
Shirley Peacock 

2nd position not filled 

Millennium Green Mike Greveson 

Morpeth Heritage 
Network 

Alison Byard 

GMDT Justin Clayton 

Hollon Trust Alison Byard 

Markets Advisory Group Justin Clayton 

NALC Town and Parish 
Liaison 

Andy Cochrane 

NCC Area Committee Alison Byard 

 

Appendix A
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MORPETH TOWN COUNCIL 

Minutes of the Full Council Committee Meeting held on Wednesday 16th March 2022 
immediately following the close of the Annual Assembly in the Corn Exchange of the Town 

Hall, Morpeth  

Present: 

Councillors:  D Bawn - Mayor

B Bawn
A Byard 
J Crawford 
M Greveson 
E Miles 
J Richardson  
E Skinner  
R Wearmouth 

Clerks: Mrs T Bell - Town Clerk

Miss K Carter - Democratic Services Assistant

Absent Councillors: J Clayton – Business 
A Cochrane – Personal
S Peacock – Personal
H Hall – No apologies received  
R Hogg – No apologies received 
J Wearmouth – No apologies received  

The meeting commenced at 6:34pm. 

Open Session 

There were no members of the public present who wished to ask a question on this 

occasion. 

182/21 Committee Chairman’s Announcements 

• Usual rules about recordings apply

• Usual rules regarding the use of mobile phones apply

183/21 Mayoral Announcements 

• The Mayor has commissioned some ties and scarfs in Morpeth Town colours, including

the Town Crest, in aid of his chosen charity, contact Mental Health. These are available

for purchase at £30 each.

• A St Patrick’s Day dinner at the Sun Inn in aid of the Mayor’s charity will take place on

Thursday 17th March 2022 7pm. Tickets are £23 per person.

Appendix B
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184/21 Declarations of Interest 

 

The Chairman received no declarations of interest on this occasion. 

 

185/21 Minutes of the Meeting of Full Council held on Wednesday 19th January 2022 

 

The minutes of the above meeting were approved as a true record. 

 

RESOLVED  

 

(i) Information duly noted. 

(ii) That the Minutes of 19th January 2022, a copy of which had been previously circulated 

to each Member, be approved, and signed as a correct record by the Chairman. 

 

186/21 Items Referred from Other Committees and Working Groups 

 

Finance & General Purposes 

 

i. Final Accounts –Year End Procedures 

 

Members were asked to approve the following documents as adopted by the 

Finance and General Purposes Committee: 

 

a) Internal Audit Policy and Risk Assessments 

 
A vote was taken: 9 For, 0 Against and 0 Abstention 

 

b) Annual Treasury Management Policy –2022/23 

 
A vote was taken: 9 For, 0 Against and 0 Abstention 

 

RESOLVED 

 

(i) To approve the Internal Audit Policy and Risk Assessment. 

(ii) To approve the Annual Treasury Management Policy –2022/23. 

 

187/21 Representatives on Outside Bodies 

 
Members were provided for information with the Outside Organisation reports. 

 

RESOLVED 

 

(i) Information duly noted. 
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188/21 Strategic County Councillor Updates 

 

Members were provided for information with the County Councillor updates. 

 

RESOLVED 

 

(i) Information duly noted. 

 
189/21 General Power of Competence  

 

Members were asked to approve the ongoing eligibility to use of the General Power of 

Competence as per the Parish Councils (General Power of Competence) (Prescribed 

Conditions) Order 2012 and Localism Act 2011, on the basis that both the Clerk and 

Deputy Clerk hold the mandatory Certificate in Local Council Administration (CiLCA) 

qualification and that more than 2/3 of the Council has stood for election in May 2021. 

 

The Clerk advised that this was to ensure the continued running of the Pavilion Café as it 

allows the Town Council to make decisions.  

 

RESOLVED 

 

(i) Information duly noted. 

(ii) Members approved the ongoing eligibility to use the General Power of Competence.  

 

190/21 Strategic Objective 

 

Members were provided with the above document for approval. 

 

The Clerk advised the document is the result of the meeting to discuss strategic projects in 

Morpeth, which took place on the 27th October 2021. The Clerk advised that work is 

currently going on in the following areas: 

 

• Liaising with NCC to be a pilot on the Community Climate Champion project 

• Working in partnership with NCC to identify potential additional wildflower sites 

• Investigating the possibilities of reinstating the Community Orchard at Allery Bank via a 

feasibility study 

• Continuing to improve the green space surrounding the Pavilion 

 

The Clerk also advised that quotes are being sought to resurface the small childrens’ play 
area in Carlisle Park. Jubilee party boxes have had an excellent uptake and will be 
distributed shortly.  
Cllr D Bawn informed members that options to refurbish the disused basketball court next to 
the Skate Park are being investigated. Potential options are to provide more skate 
equipment, outdoor gym equipment or crazy golf. 
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RESOLVED 

 

(i) Information duly noted. 

 
191/21 Morpeth Bus Station Toilets 

 

Cllr D Bawn advised that Sanderson Arcade have now decided to make the newly 

refurbished toilet staff only and not provide a public toilet within the bus station.  

 

A discussion took place regarding the issues surrounding having no access to a 

toilet in the bus station area. 

 

Cllr D Bawn expressed his extreme disappointment in this decision and suggested 

that either a public toilet should be provided within the bus station or very clear 

signage indicating where the nearest public toilets are located should be installed. 

 

The Clerk advised that she has a meeting with Sanderson Arcade on Wednesday 

23rd March 2022 where she would raise these concerns.  

 

RESOLVED 

 

(i) Information duly noted. 

 
There was no other business to discuss and the meeting concluded at 7:17pm with 
Councillors B Bawn, D Bawn, A Byard, J Crawford, M Greveson, E Miles, J Richardson, E 
Skinner and R Wearmouth present.   
 



SCHEDULE OF MEETINGS 2022/23 

May June July August September October November December January February March April May 

Finance and 
General 

Purposes 
6:30pm 

1st 6th 7th 5th 2nd 7th 11th 1st 1st 5th 3rd 

Planning and 
Transport * 

6:30pm 
18th 8th  13th 14th 12th 9th 14th 25th 8th 8th 12th 17th 

Full Council 
6:30pm 

21st 16th 18th 15th 

10th 
Mayor 
Making 
(6pm) 

Annual 
Assembly 

6pm 
15th 

All meetings take place on a Wednesday evening. 

* Draft schedule of meetings which only take place if necessary. Please check website for details.

Town Hall, Market Place, Morpeth, Northumberland, NE61 1LZ 

Tel: 01670 514314/ Web: www.morpeth-tc.gov.uk / tracey.bell@morpeth-tc.gov.uk 

Appendix C

http://www.morpeth-tc.gov.uk/
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Appendix D

Mrs Tracey Bell 
Town Clerk 
Morpeth Town Council 
Town Hall 
Market Place 
Morpeth 
NE611L2 

Dear Tracey, 

Internal Audit Report to the members of Morpeth Town Council. 

Mike Slaughter 
5 Harthope 
Ellington 
Morpeth 
Northumberland 
NE615ET 
5May2022 

I have now completed the full internal audit work of the Town Council's accounts, governance 
and financial procedures for the 2021/22 financial year. 

The audit has been conducted in accordance with the Audit Commission Act 1998 and the 
Code of Audit Practice issued by the Audit Commission, which requires compliance with 
relevant United Kingdom audit standards. 

The audit included examination of evidence relevant to the amounts and disclosures in the 
summary accounts and notes, sufficient to give reasonable assurance that the accounts and 
notes are free from any material misstatement. All points raised during both the interim and 
year-end audit were answered to my full satisfaction. 

Please find enclosed my assessment of the system of internal control and my audit checklist 
giving details of the work conducted. Based on the work undertaken, I am satisfied that the 
Town Council's robust systems of financial and administrative management operate 
effectively and efficiently and provide a sound audit trail. 

In my opinion, the summary accounts present fairly the Income and Expenditure of Morpeth 
Town Council forthe financial year ended 31 March 2022. 

I certify that I have now finalised the year end work for 2021-22 and have, as required, 
completed the Annual Internal Audit Report required as part of the Annual Governance and 
Accountability Return (AGAR) for 2021/22. 

It is recommended to the Town Council that, as best practice and for the avoidance of doubt 
or any confusion to local electors, you look to publish the Annual Internal Audit Report on the 
Town Council's website alongside Sections 1, 2 & 3 of the AGAR 2021/22 in accordance with 
the publication requirements. 

I am pleased to also note that, as highlighted in the Internal Audit report for 2020/21, the Town 
Council are soon to undertake a full review of the Financial Regulations. 

In concluding my work for 2021/22, my personal thanks to you, Joanne and your staff for your 
hospitality, courtesy and patience in answering my many questions regarding both the 
systems, plans and projects of the Town Council. 



As requested, I have enclosed my invoice for the full 2021/22 internal work undertaken. 

If there are any matters you wish to discuss or clarify, please do not hesitate to contact me. 

Kind regards, 

M.\;1,......,..'.J""k.l· 
,/ 

Mike Slaughter 



Appendix E
Section 1 -Annual Governance Statement 2021/22 

We acknowledge as the members of: 

our responslbllity for ensuring that there is a sound system of internal control, including arrangements for 
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with 
respect to the Accounting Statements for the year ended 31 March 2022, that: 

Agreed 

Yes No"' 'Yes' means that this authority 

1. We have put In place arrangements for effective financial 
management during the year, and for the preparation of ,/ the accounting slatements. 

2. We maintained an adequate system of internal control 
including measures designed to prevent and detect fraud / and corruption and reviewed its effectiveness. 

3. We took all reasonable steps to assure ourselves 
that there are no matters of actual or potential 
non--compliance with laws, regulations and Proper 

/ Practices that could have a significant financial effect 
on ihe ability of this authority to conduct its 
business or manage Its finances. 

4. We provided proper opportunity during the year for 
the exercise of electors' rights In accordance with the 

/ requirements of the Accounts and Audit Regulations. 
5, We carried out an assessment of the risks facing this 

authority and took appropriate steps to manage those 
risks, Including the introduction of Internal controls and/or ./ extemal insurance cover where required. 

6. We maintained throughout the year an adequate and 

/ 
effective system of internal audit of the accounting 
records and control systems, 

7. We took appropriate action on all matlers raised 
in reports from internal and external audit 

8. We considered whether any litigation, liabllilles or 
commitments, events or transactions, occurring either 

✓ during or afler the year-end, have a financial impacl on 
this authority and, where appropriate, have Included them 
In the accounting statements. 

9. (For local councils only) Trust funds including 
charitable. In our capacity as the sole managing 
trustee we discharged our acc:ountablllty 
responsibilities for the fund(s)/assels, Including 
financial reporting and, if required, Independent 
examination or audit. 

prepared its accounting statements in accoroance 
with the Accounts and Audit Regulations. 

made proper arrangements and aco,,pted resp,:,nsibllity 
for safeguarding the public money and resources in 
its charge. 

has only done what It has the legal power to do and has 
comp/led with Proper Practices in doing so. 

during the year gave ail persons Interested the oppctlunity to 
inspect and ask quesfions about this authority's accounts. 

considered and documonted the financial and other risks it 
faces and dealt wffh them properly. 

arranged for a competent person, Independent of the /inane/a/ 
controls and proo,,dures, to give an objective view on whether 
internal controls meet the needs of this smaller autho!lty. 

rosp,:,nded to mattars brought to ffs attention by inremal and 
oxtemel audff. 

disclosed eve,ythlng It shoulcf have about lls buslnoss activity 
during the year including ovents taking place after the year 
end If relevant 

/ 

has met all of Its responsibilities where, as a body 
corporate, it is a sole managing trustee of a local 
trust or trusts. 

*Please provide explanations to the external auditor on a separate sheet for each 'No' response and describe how the 
authority will address the weaknesses identified. These sheets must be published with the Annual Governance Statement. 

This Annual Governance Statement was approved at a 
meeting of the authority on: 

and recorded as minute reference: 

Signed by the Chairman and Clerk of the meeting where 
approval was given: 

Chairman 

Clerk 

. 

Annual Governance and Accountability Return 2021/22 Form 3 Page4 of6 
Local Councils, Internal Drainage Boards and other Smaller Authorities• 
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STANDING ORDERS 

RELATING TO THE PROCEEDINGS AND 

BUSINESS OF THE COUNCIL 

NOTE: 

BOLD BLACK PRINT  = MANDATORY STANDING ORDER 

BLACK PRINT  = DISCRETIONARY STANDING ORDER 

Full Council 11th May 2022 

Appendix G
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INDEX OF MODEL STANDING ORDERS  

  

 Standing Order            

  
1 Meetings  

• Notice  
• Public Attendance  / Participation  
• Chairing Meetings  
• Voting  
• Quorum For Meetings  

  
2 Ordinary Council Meetings  

• Annual Council Meeting  
• Election of Mayor / Deputy Mayor  
• Annual Meeting – Order of Business  

  
3 Proper Officer  

• Who  
• Duties  

  
4 Motions Requiring Written Notice  

5 Motions Not Requiring Written Notice  

6 Rules of Debate  

• Motions and Amendments  
• Seconders Speech  
• Order of Speaking  
• Length and Content of Speeches  
• Member Speaking Again  
• Amendments to Motions  
• Right of Reply  
• Motions which may be moved during Debate  
• Closure Motions  
• Points of Order  
• Personal Explanations  
• Mayor’s Ruling  
• Members Speaking  

  
7 Code of Conduct  

 
8 Minutes (Draft)  

• Council Minutes  
• Accuracy  
• Committee Minutes  

  
9 Disorderly Conduct at Meetings  

10 Rescission of Previous Resolutions  

11 Financial Administration  
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• Financial Regulations  
• Review  

  
12 Execution and Sealing of Legal Documents  

13 Committees  

• Appointment / Terms of Reference  
• Alterations / Dissolution  
• Number of Members  
• Decisions confirmed by Council / Committee  
• Quorum  
• Appointment of Chairman / Vice-Chairman  
• Voting / Recorded Voting  
• Committee Dates  
• Sub-Committee Dates  
• Attendance by Members  
• Mayor / Deputy Mayor – Ex-Officio  

  
14 Sub-Committees / Working Groups  

• Appointment  

15 Advisory Committees  

16 Extraordinary Meetings  

17 Accounts and Financial Reporting  

18 Annual Budget / Precept  

19 Canvassing of and Recommendations by Councillors  

20 Appointments  

21 Management of Information 

22 Responsibilities to Provide Information  

23 Responsibilities Under Data Protection Legislation 

24 Unauthorised Activities – Councillor Restrictions  

25 Confidential Business / Sensitive Information  

26 General Power of Competence   

27 Handling Staff Matters  

28 Request for Information  

29 Relations with the Press / Media  

30 Liaison with Unitary Councillors    

31 Financial Matters  

32 Code of Conduct Complaints  

33 Standing Orders Generally (Variation, Revocation & Suspension)  
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 1.  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)(i)  When calculating the 3 clear days for notice of a meeting to councillors and 

the public, 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 shall not 

count.  

  

(b)(ii) The minimum 3 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.  

  

(c)  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.  

  

(d)(i)  Subject to standing order 1(c) above, members of the public are permitted to make 

representations, ask questions and give evidence in respect of any item of 

business included in the agenda of the Council its Committees and specified Sub-

Committees.   

  

Questions will not be received by the Council which are in furtherance of a 

person’s individual circumstances or which are about a matter where there is a 

right of appeal to the courts, a tribunal or government minister.  A question will not 

be received by the Council, its Committees and specified Sub-Committees where 

the issue it concerns has been the subject of a decision of the Council in the last 

six months.  

  

(d)(ii) With the exception of the Annual or Extra-ordinary Council Meetings members of 

the public can submit a written question for the Council agenda as long as it is 

submitted 7 clear days before the Council meeting date.  Questions should relate 

either to the powers and duties of the Council, or affect the Parish in some way.  

These will be entered on to a register which will be open to the public for inspection.  

  

(e) The period of time which is designated for public participation in accordance with 

standing order 1(d)(i) and 1(d)(ii) above) shall not exceed 15 minutes, unless at 

the Chairs discretion.  

  

(f) Subject to standing order 1(e) above, each member of the public is entitled to 

speak once only in respect of business itemised on the agenda and shall not speak 

for more than 3 minutes unless at the discretion of the Chair.  

  

(g)(i)  In accordance with standing order 1(d)(i) above, a verbal question concerning an 

item on the agenda asked by a member of the public during a public participation 

session at a meeting will normally be taken into account during the subsequent 
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discussion of that agenda item.  However, the Chairman may also direct that a 

response to a question posed by a member of the public be referred to a Councillor 

for an immediate oral response or to an employee for a written or oral response.  

  

  

(ii)  Written questions submitted under 1(d)(ii) can be debated by members, however 

no resolution based solely on the comments and representations made under a 

public participation session should be made at the meeting. If the matter referred 

to falls under the powers and duties of a particular Committee and if members 

deem it appropriate, the item can be referred to the next meeting of the relevant 

Committee.  

  

(h) A record of a public participation session at a meeting shall be included in the 

minutes of that meeting.  

  

(i) A person shall raise their hand when requesting to speak and may stand when  

speaking (except when a person has a disability or it likely to suffer discomfort).    

The Chairman may at any time permit an individual to be seated when speaking.  

  

(j) Any person speaking at a meeting shall address his comments to the Chairman.  

  

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

to speak, the Chairman shall direct the order of speaking.  

  

(l) Persons may not orally report or comment about a meeting as it takes place if 

they are present at the meeting of the Council or its Committees but otherwise 

may:  

  

i Film, photograph or make an audio recording of a meeting.  

  

ii Use any other means for enabling persons not present to see or hear  

proceedings at a meeting as it takes place or later.  

  

iii Report or comment on the proceedings in writing during or after    

 a meeting or orally report or comment after the meeting.  

  

(m) In accordance with standing order 1(c) above, the press shall be provided 

reasonable facilities for the taking of their report of all or part of a meeting 

at which they are entitled to be present.  

  

(n) Subject to standing orders which indicate otherwise, anything authorised or 

required to be done by, to or before the Chairman may in their absence be 

done by, to or before the Vice-Chairman (if any).  

  

(o) The Chairman, if present shall preside at a meeting.  If the Chairman is 

absent from a meeting, the Vice-Chairman, 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.  
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(p) Subject to a meeting being quorate, all questions at a meeting shall be 

decided by a majority of the Councillors or Councillors with voting rights 

present and voting.  

  

(q) The Chairman may give an original vote on any matter put to the vote, and 

in the case of an equality of votes may exercise their casting vote whether 

or not they gave an original vote.  (See also standing orders 2(i) and (j) 

below).  

  

(r) Voting on any 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 their vote for or against 

that question.  Such a request shall be made before moving on to the next item 

of business on the agenda.  

  

(s) 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 present and absent;  

(iii) interests that have been declared by councillors and non-councillors with 

voting rights;  

(iv) whether a councillor or non-councillor with voting rights left the meeting 

when matters that they held interests in were being considered;  (v) if there 

was a public participation session; and  (vi) the resolutions made.  

  

(t) A councillor 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 the matter.  

  

(u) No business may be transacted at a council meeting unless at least one third 

of the whole number of members of the Council are present.  The quorum 

for Committees, Sub-Committees and Working Groups shall be three 

members.  

  

(v) If a meeting is or becomes inquorate no business shall be transacted and the 

meeting shall be adjourned.  Any outstanding business of a meeting so adjourned 

shall be transacted at a following meeting.  

 

(w) A meeting shall not exceed a period of two hours. 

  

 2.  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 new councillors elected take 

office.  

  

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

be held on such day in May as the Council may direct.  

  

(c) The annual meeting of the Council shall take place at 6.00 p.m.  
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(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 

directs.  

  

(e) The Chairman of the Council shall also be known as the Mayor of Morpeth, 

and the Vice-Chairman of the Council shall also be known as the Deputy 

Mayor of Morpeth.  

  

(f) The election of the Mayor and Deputy Mayor of the Council shall be the first 

business completed at the annual meeting of the Council.  

  

(g) The Chairman of the Council, unless they have 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.  

  

(h) The Vice-Chairman of the Council, if any, 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.  

  

(i) In an election year, if the current Chairman of the Council has not been 

reelected as a member of the Council, they shall preside at the 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 must give a casting vote in 

the case of an equality of votes.  

  

(j) In an election year, if the current Chairman of the Council has been reelected 

as a member of the Council, they shall preside at the meeting until a new 

Chairman of the Council has been elected.  They may exercise an original 

vote in respect of the election of the new Chairman of the Council and must 

give a casting vote in the case of an equality of votes.  

  

(k) Following the election of the Mayor of the Council and Deputy Mayor of the Council 

at the annual meeting of the Council, the order of business shall be as follows:  

  

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. All declarations of acceptance of office as Councillors 

will normally be completed before the initial meeting of the Council. 

  

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

Council and to receive and note minutes of and/or to determine 

recommendations made by committees.  

  

iii Review of delegation arrangements to committees, sub-committees, 

employees and other local authorities.  

  



P a g e  | 8 

 
iv Review of the terms of reference for committees.  

  

v Receipt of nominations to existing committees.  

  

vi Appointment of any new committees, confirmation of the terms of reference, 

the number of members and receipt of nominations to them.  

  

vii Review and adoption of appropriate standing orders and financial  

regulations.  

  

viii Review of arrangements, including any charters, with other local authorities 

and review of contributions made to expenditure incurred by other local 

authorities.  

  

ix Review of representations on or work with external bodies and  

arrangements for reporting back.  

  

x In a year of elections, the Council’s period of eligibility to exercise the  

“General Power of Competence” expires the day before the annual meeting, 

to review and make arrangements to reaffirm eligibility at the Annual 

Meeting.   

  

xi Setting the dates, times and place of ordinary meetings of the full Council 

for the year ahead.  

  

 3.  PROPER OFFICER  

  

(i) The Council’s Proper Officer shall be the Clerk or such other employee as may 

be nominated by the Council from time to time. The Proper Officer and the 

employee appointed to act as such during the Proper Officer’s absence shall fulfil 

the duties assigned to the Proper officer in standing orders.  

  

(b) The Council’s Proper Officer shall do the following:  

  

(i) Sign and 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, date, venue and the agenda of a meeting of 

the Council and a meeting of a committee and subcommittee at least 3 clear 

days before the meeting (provided the councillor has consented to service 

by email). 

  

  

(ii) Give public notice of the time, date, venue and agenda at least 3 clear days 

before a meeting of the Council or a meeting of a committee or sub-

committee provided that the public notice with agenda of an extraordinary 

meeting of the Council convened by councillors is signed by them.  

  

(iii) Subject to standing orders 4(a) – (e) below, include in the agenda all motions in 

the order received unless a councillor has given written notice at least 7 clear days 

before the meeting confirming their withdrawal of it.  
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(iv) Convene a meeting of Full Council for the election of a new Mayor of the 

Council, occasioned by a casual vacancy in their office, in accordance with 

standing order 3(b)(i) and 3(b)(ii) above.  

  

(v) Make available for inspection the minutes of meetings.  

  

(vi) Receive and retain copies of byelaws made by other appropriate local 

authorities.  

  

(vii) Receive and retain declarations of acceptance of office from councillors.  

  

(viii) Retain a copy of every councillor’s register of interests and any changes to it and 

keep copies of the same available for inspection.  

  

(ix) Process all requests made under the Freedom of Information Act 2000 and Data 

Protection Act 1998, in accordance with and subject to the Council’s procedures 

relating to the same.  

  

(x) Receive and send general correspondence and notices on behalf of the Council 

except where there is a resolution to the contrary.  

  

(xi) Manage the organisation, storage of and access to information held by the Council 

in paper and electronic form.  

  

(xii) Arrange for legal deeds to be sealed using the Council’s Common Seal and 

witnessed  (See 12(a) and (b))   

  

(xiii) Arrange or manage the prompt authorisation, approval, and instruction regarding 

any payments to be made by the council in accordance with the council’s financial 

regulations.  

  

(xiv) Shall ensure every planning application notified to the Council and the Council’s 

response are recorded.  

  

(xv) Manage access to information about the council via the publication scheme.  

  

(xvi) Ensure that the seal of the Council shall not be used without a resolution to that 

effect.  

  

(xvii) Action or undertake activity or responsibilities instructed by resolution or contained 

in standing orders.  

  

(xviii) To Act with delegated authority as indicated in the Council’s Scheme of 

Delegation.  

 

 

  

 4.  MOTIONS REQUIRING WRITTEN NOTICE  

  

(a) In accordance with standing order 3(b)(iii) above, no motion may be moved at a 

meeting unless it is included in the agenda and the mover has given written notice 
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of its wording to the Council’s Proper Officer at least 7 days before the next 

meeting, so that if the meeting is on a Wednesday the Notice of Motion must be 

received on the Wednesday before.  

  

(b) The Proper Officer may, before including a motion in the agenda received in 

accordance with standing order 4(a) above, correct obvious grammatical or 

typographical errors in the wording of the motion.  

  

(c) If the Proper Officer considers the wording of a motion received in accordance with 

standing order 4(a) above is not clear in meaning, the motion shall be rejected until 

the mover of the motion re-submits it in writing to the Proper Officer in clear and 

certain language at least 7 clear days before the meeting.  

  

(d) If the wording or nature of a proposed motion is considered unlawful or 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 or rejected in the agenda.  

  

(e) Having consulted with Chairman or Councillors pursuant to standing order 4(d) 

above, the decision of the Proper Officer as to whether or not to include the motion 

in the agenda shall be final.  

  

(f) Notice of every motion received in accordance with the Council’s standing orders 

shall be numbered in the order received and shall be recorded and open to 

inspection by all Councillors.  

   

(g) Every motion rejected in accordance with the Council’s standing orders shall be 

duly recorded with a note by the Proper Officer giving reasons for its rejection and 

shall be open to inspection by all Councillors.  

  

(h) Every motion and resolution shall relate to the Council’s statutory functions, 

powers and lawful obligations or shall relate to an issue which specifically affects 

the Council’s area or its residents.  

  

 5.  MOTIONS NOT REQUIRING WRITTEN NOTICE  

  

(a) Motions in respect of the following matters may be moved without written notice.  

  

i. To appoint a person to preside at a meeting.   

ii. To approve the absences of councillors.  

iii. To approve the accuracy of the minutes of the previous meeting.    

iv.   To correct an inaccuracy in the minutes of the previous meeting 

v. To dispose of business, if any, remaining from the last meeting.  

vi. To alter the order of business on the agenda for reasons of urgency or  

expedience. 

vii       To proceed to the next business on the agenda.   

        viii.      To close or adjourn debate.  
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ix. To refer by formal delegation a matter to a committee or to a subcommittee     

or an employee.  

x    To appoint a committee or sub-committee or any councillors (including    

substitutes) thereto.  

xi. To receive nominations to a committee or sub-committee.   

xii. To dissolve a committee or sub-committee.   

        xiii.      To note the minutes of a meeting of a committee or sub-committee.  

xiv. To consider a report and/or recommendations made by a committee or sub-

committee or an employee.  

xv. To consider a report and/or recommendations made by an employee, 

professional advisor, expert or consultant.  

xvi. To authorise legal deeds to be sealed by the Council’s Common Seal and 

witnessed.     (See standing order 12 below.)  

xvii. To answer questions from Councillors.  

xviii. To amend a motion relevant to the original or substantive motion under 

consideration which shall not have the effect of nullifying it.  

xix. To extend the time limit for speaking.    

xx. To exclude the press and public for all or part of a meeting.  

xxi. To silence or exclude from the meeting a Councillor or a member of the public 

for disorderly conduct.  

xxii. To give the consent of the Council if such consent is required by standing 

orders.  

xxiii. To suspend any standing order except those which are mandatory by 

law.  

xxiv. To adjourn the meeting.  

xxv. To appoint representatives to outside bodies and to make arrangements for 

those representatives to report back the activities of outside bodies.  

(b) If a motion falls within the terms of reference of a committee or sub-committee or 

within the delegated powers conferred on an employee, a referral of the same may 

be made to such committee or sub-committee or employee unless the Chairman 

directs for it to be dealt with at the present meeting for reasons of urgency or 

expedience.  

  

 6.  RULES OF DEBATE  

  

(a) Motions and Amendments  
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(i) All motions or amendments shall be moved and seconded.  The Chairman 

has the authority to require motions or amendments to be given to him/her 

in writing and signed by the mover.  

  

(ii) Subject to standing order 3(b)(iii) above, a motion included in an agenda 

not moved by the councillor who tabled it, may be treated as withdrawn.  

  

(b) Seconders Speech  

  

If a member seconding a motion wishes to speak on it later in the debate they 

must indicate this at the time they second it.  

  

(c) Order of Speaking  

  

The order of speaking shall be determined by the Chairman.  

  

When a member speaks she/he will address the Chairman.  

  

Whilst a member is speaking, no-one else shall speak unless raising a point of 

order or giving a personal explanation.  

  

  

(d) Length and Content of Speeches  

  

With the exception of the mover of a motion, no-one shall speak for more than 

three minutes on any motion unless the Council allows him/her to do so.  

  

  Members shall confine the content of their speeches to the subject under 

discussion.  

  

(e) Member Speaking Again  

  

With the exception of the Chairman, once a member has spoken on a motion 

she/he can only speak again in the following circumstances:-  

  

(i) If an amendment has been moved.  

(ii) If the motion has been amended since she/he last spoke, she/he can move 

a further amendment.  

(iii) If his/her first speech was on an amendment moved by someone else 

she/he can speak on the substantive motion regardless of whether or not 

the amendment was carried.  

(iv) To exercise the right of reply  

(v) On a point of order.  

(vi) To give a personal explanation.  

  

(f) Amendments to Motions  
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(i) When an amendment is moved, it shall be dealt with before any further 

ones are moved.  

  

When an amendment is carried it shall become the substantive motion 

following which further amendments can be moved and dealt with.  

  

If no further amendments are moved the Council will then vote on the 

substantive motion (i.e. either the original motion or the amended one, as 

the case may be).  

  

(ii) All amendments must relate to the subject matter of the motion.  

  

The mover of an amendment must state at the beginning of their speech 

that they propose to put forward an amendment.  

  

Amendments must raise issues which are different from those of 

amendments which have been lost.  

  

They must either add and/or delete words from the motion or refer the 

motion to a Committee for consideration/reconsideration.  

  

Amendments which amount to direct negatives to motions are not 

permitted.  

  

(iii) A member moving a motion (but not one on which they have given notice) 

can, with the approval of the Council (given without discussion) and his/her 

seconder, alter the motion if the alteration is one which could be made as 

an amendment.  

(iv) The mover of a motion for the approval of Committee Minutes may if she/he 

wishes, include suggested amendments to the Minutes.  

  

(g) Right of Reply  

  

The mover of every substantive motion has a right of reply.  This is exercised at 

the close of the debate on the motion, immediately before it is voted upon.  The 

mover of an amendment does not have a right of reply.  

  

Where an amendment is moved the mover of the original motion also has a right 

of reply at the end of the debate on the amendment.  

  

This right of reply is confined to answering arguments or objections which have 

arisen during the debate.  

  

(h) Motions which may be moved during Debate  

  

Whilst a motion is being debated the only other motions which can be moved are:-  

  

(i) to amend it;  

  

(ii) to adjourn the meeting;  
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(iii) to adjourn the debate;  

  

(iv) to proceed to the next business;  

  

(v) that the question be now voted upon;  

  

(vi) under Standing Order No. 5 (a) (xxi) that a member be not allowed to speak 

any further;  

  

(vii) under Standing Order No. 5 (a) (xxi) that a member should leave the 

meeting;  

  

(viii) motions to exclude the public under Section 1 (2) of the Public Bodies 

(Admission to Meetings) Act 1960.  

  

(i) Closure Motions  

  

(i) If, during a debate, it is moved and seconded that the Council should 

proceed to the next business, the Mayor will consider this.  If she/he agrees 

she/he will give the mover of the motion the right to reply and will then take 

a vote on the proposal to proceed to the next business.  

  

(ii) If, during a debate, it is moved and seconded that the question be now 

voted upon, the Chairman will consider this.  If she/he agrees a vote will be 

taken on the proposal.  If it is passed the mover of the original motion will 

be given a right of reply and his/her motion will then be voted upon.  

  

(iii) If, during a debate, it is moved and seconded that the debate should be 

adjourned, the Chairman will consider this.  If she/he agrees, a vote will be 

taken on the proposal, but the mover of the original motion will not be given 

the right to reply.  

  

  

(j) Points of Order  

  

Members can, at any time, raise points of order.  

  

Points of order relate only to alleged breaches of Standing Orders or statutory 

provisions and members raising them must specify the Standing Order or statutory 

provision and why they consider they have been broken.  

  

(k) Personal Explanations  

  

Members can, with the Chairman’s permission, give personal explanations on 

matters referred to by other members.  

  

A personal explanation should be confined to a relevant part of a member’s 

previous speech which may have been misunderstood.  

   

(l) Chairman’s Ruling  
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The Chairman’s ruling on points of order or personal explanations is final.  

  

(m) Members Speaking  

  

Members will whilst speaking, address other members and officials by their 

respective titles.  

  

No-one should speak whilst the Chairman is speaking.  

   

 7.        CODE OF CONDUCT AND DISPENSATIONS 

           Also see standing order 1(t) 

  

(a) All councillors with voting rights shall observe the Code of Conduct adopted 

by the Council.  

  

(b) Unless granted a dispensation, a councillor shall withdraw from a meeting when it 

is considering a matter in which they have a disclosable pecuniary interest. They 

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

interest.  

  

(c) Unless granted a dispensation, a councillor shall withdraw from a meeting when it 

is considering a matter in which they have another interest if so required by the 

Council’s Code of Conduct.  They may return to the meeting after it has considered 

the matter in which they had the interest.  

    

(d) Requests for a dispensation must be received in writing to the Town Clerk 

(Proper Officer) no later than 5pm on the day preceding the relevant meeting.   

 

(e) A dispensation request shall confirm: 

 

• the description and the nature of the disclosable pecuniary interest or 

other interest to which the request for the dispensation relates;  

• whether the dispensation is required to participate at a meeting in a 

discussion only or a discussion and a vote; 

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

the dispensation is sought; and  

• an explanation as to why the dispensation is sought. 

                     

(f) 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.  

  

(g) Delegated powers are given to Committees in order to deal with dispensation 

requests that are relevant to that Committee.    (See Scheme of Delegation).  

  

(h) A dispensation may be granted in accordance with standing order 7(e) above 

if having regard to all relevant circumstances the following applies:  

  

(i) without the dispensation the number of persons prohibited from   

participating in the particular business would be so great a proportion 
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of the meeting transacting the business as to impede the transaction 

of the business or  

  

(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.  

  

(i) Subject to standing orders 7(d) and (f) above, dispensation requests shall be 

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

committee for which the dispensation is required.  

 

(j) Upon notification by the County Council that it is dealing with a 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 32, report this to the 

Council. 

 

(k) Where the notification in standing order 7(j) relates to a complaint made by the 

Proper Officer, the Proper Officer shall notify the Mayor of this fact, and the Mayor 

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 7(m). 

 

(l) 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; 

 

(m) Upon notification by the County Council that a councillor has breached the 

Council’s code of conduct, the Council shall consider what, if any, action to 

take against them. Such action excludes disqualification or suspension from 

office. 

 

  

 8.       MINUTES (DRAFT)  

  

(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 5(a)(iv).  

  

(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.  
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(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 (…..) 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) Upon a resolution which confirms the accuracy of the minutes of a meeting, the 
draft minutes will be destroyed. Any audio recordings of the meeting will be 
retained for six months then destroyed.  

  

 9.  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 excluded from the meeting.  The motion, if 

seconded, shall be put to the vote without discussion.  

  

(c) If a resolution made under standing order 10(b) above 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.  

  

 

  

 10.  RESCISSION OF PREVIOUS RESOLUTIONS  

  

(a) A resolution (whether affirmative or negative) of the Council shall not be reversed 

within 6 months except either by a special motion, the written notice whereof bears 

the names of at least two councillors of the Council, or by a motion moved in 

pursuance of the report or recommendation of a committee.  

  

(b) When a special motion or any other motion moved pursuant to standing order 

10(a) above has been disposed of, no similar motion may be moved within a further 

6 months.  

   

 11.      FINANCIAL ADMINISTRATION  

  

(a) The Council’s financial regulations shall be reviewed once a year.  

  

(b) All Committees, etc., of the Council and all Council officers must abide by the 

Financial Regulations adopted by the Council in accordance with Section 151 of 

the Local Government Act, 1972 and the Account and Audit Regulations 2003.  
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(c) All Committees of the Council and all Council Officers must abide by the Financial 

Regulations and/or Standing Orders relating to Contracts and Procurement in 

undertaking any procurement activity.  

   

  

 12.  EXECUTION AND SEALING OF LEGAL DOCUMENTS  

  

(a) A legal document shall not be executed on behalf of the Council unless the same 

has been authorised by a resolution.  

  

(b) In accordance with a resolution made under standing order 12(a) above, the 

Council’s common seal shall alone be used for sealing a deed required by law.  It 

shall be affixed to the instrument by the Proper Officer in the presence of, attested 

and signed by the Clerk and the Mayor.  

   

(c) The Common Seal shall be kept in the custody of the Town Clerk.  

  

  

 13.  COMMITTEES  

  

(a) The Council at its Annual Meeting shall appoint such committees as it may 

determine and may at any time appoint such other committees as are necessary 

to carry out the work of the Council 

  

(b) The Council shall at each Annual Meeting appoint members to serve on the said 

committees for the ensuing year.  In the event of a vacancy occurring in the 

membership of such a committee by resignation or other cause during the course 

of the year, an appointment shall be made by the Council to fill the vacancy at the 

next following meeting of the Council.  

   

(c) At the Annual Meeting of the Council or at the time of the appointment of 

Committees the Council shall determine the number of members and may 

include non-councillors on the Committee, unless it is a Committee which 

regulates and controls the finances of the Council.  

  

(d) With the exception of those matters dealt with under delegated powers, all 

decisions made by the Committees are subject to confirmation by the Council.  

  

(e) Every Committee appointed by the Council may, subject to confirmation by the 

Council, appoint sub-committees, working groups and advisory bodies for 

purposes to be specified by the Committee.  

  

(f) Decisions taken by sub-committees, working groups and advisory bodies must be 

endorsed by their committees and by the Council unless they have been given 

delegated powers.  

  

(g) Standing Order 13 and Standing Order 9 shall apply to all meetings of Committees, 

Sub-Committees, Working Groups and Advisory Bodies.          

   



P a g e  | 19 

 
(h) Unless required otherwise by law, or by a decision of the Council, the quorum for 

Committees, Sub-Committees, Working Groups and Advisory Bodies is three 

members.  

  

(i) Unless required otherwise by law, or by a decision of the Council, the Chairman 
and Vice-Chairman of each committee shall be the person so appointed by the 
Council for the year.  In the absence of the Chairman and Vice Chairman from a 
meeting, a Chairman for the meeting shall be appointed by the members present 
for the conduct of the meeting.  

  

(j) Voting at a meeting of a committee, sub-committee, working group or advisory 

body shall be determined by show of hands of the members present and entitled 

to vote.  The Chairman shall have a casting vote.  

  

(k) Members can, if they wish, have recorded in the minutes the way in which they 

voted on a particular question (See also Standing Order No. 1(r).  

  

(l) The minutes of committees shall be printed and sent to each member of the 

committee and all other Councillors with the summons for the committee meeting 

at which they are to be presented.  

  

(m) All ordinary meetings of committees, the dates of which shall have been fixed by 

the Council at its Annual Meeting, shall be summoned by the Town Clerk.  All other 

meetings of sub-committees and working groups shall be summoned by the Town 

Clerk after consultation with the Chairman thereof.  When neither the Chairman 

nor the Vice-Chairman concerned can be consulted, the Town Clerk may convene 

any meeting for the transaction of urgent business.  

  

(n) Any member of the council may attend any meeting of a committee or 

subcommittee (except for the Personnel and Appeals Sub-Committees) of which 

they are not a member, but shall not speak there at except by the permission of 

the committee or sub-committee.  

  

(o) A member of the Council who is not a member of a committee or sub-committee 
at which they attend shall not be permitted to vote on any subject before the 
committee or sub-committee.  

(p) The Mayor shall be an ex-officio member of all committees.  

  

 14.  SUB-COMMITTEES / WORKING GROUPS  

  

(a) Unless there is a Council resolution to the contrary, every committee may 

appoint a sub-committee whose terms of reference and members shall be 

determined by resolution of the committee.  

  

(b) Unless there is a Council resolution to the contrary, every committee may appoint 

a Working Group whose terms of reference shall be determined by resolution of 

the committee.   (Working Groups are not subject to Standing Order 1 above).  
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 15.  ADVISORY COMMITTEES  

  

(a) The Council may appoint advisory committees comprised of a number of 

councillors and non-councillors.  

  

(b) Unless the Council determines otherwise, all the members of an advisory 

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

councillors.  

  

  

 16.  EXTRAORDINARY MEETINGS  

  

(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 or refuses to call an extraordinary 

meeting of the Council within 7 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 must be signed by the two councillors.  

  

 

 17.  ACCOUNTS AND FINANCIAL REPORTING  

  

(a) All payments by the Council shall be authorised, approved and paid in accordance 

with the Council’s financial regulations, which shall be regularly reviewed.  

  

(b) The Responsible Financial Officer shall supply to each councillor as soon as 

practicable after the 31 March, 30 June, 30 September and 31 December in each 

year a budgetary control report summarising the Council’s income and expenditure 

for each quarter and the balances held at the end of the quarter.  This statement 

should include a comparison with the budget for the financial year.  The Council’s 

statement of accounts will be prepared in accordance with proper accounting 

practices presenting fairly the council’s annual position and income and 

expenditure for the year to the 31 March and shall be presented to, and approved, 

by the Council by the end of June.  The Statement of Accounts of the Council is 

subject to external audit.  The Audit must be completed and the accounts 

published by the 30 September.  

  

 18.  ANNUAL BUDGET / PRECEPT  

  

  The Council will prepare written revenue and capital budgets for the coming 

financial year and approve these and set the annual precept at a meeting of the 

Council by the 1st March.  

  

 19.  CANVASSING OF AND RECOMMENDATIONS BY COUNCILLORS  

  

(a) Candidates for Council appointments will be disqualified if they directly or indirectly 

canvass members of the Council.  

  

     This paragraph will be referred to in application forms.  
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(b) Members of the Council shall not use their influence to obtain Council 

appointments for anyone.  

  

(c) Candidates who know they are related to any member or Senior Officer must 

disclose this on their applications.  

  

 Anyone failing to disclose a relationship will be disqualified and, if they have 

already been appointed when the matter comes to light, they may be liable to 

dismissal.  

  

   If any member or Officer knows a particular candidate they should disclose this.  

  

   The Town Clerk should report any disclosures to the Council.  

 

People will be regarded as related if they or their spouse or partner have one of 

the following relationships with members / senior officers or with their spouses or 

partners, namely:  

  

     Spouse      Partner  

     Parent      Parent-in-law  

     Son        Daughter  

     Step-Son      Step-Daughter  

     Child of Partner    Brother  

     Sister       Grandparent  

     Grandchild      Uncle  

     Aunt       Nephew  

     Niece  

  

  

 20.  APPOINTMENTS  

  

(a) The Personnel Sub Committee shall from time to time recommend to the Finance 

and General Purposes Committee the establishment for the Council.  

  

(b) The Finance and General Purposes Committee shall in turn, make 

recommendations to the Council in relation to the establishment.  

   

(c)  The Town Clerk shall be empowered to authorise the filling of posts.  
  

 21.      MANAGEMENT OF INFORMATION  

           See also standing order 22. 

 

(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 
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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. 

 

 22.      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) Subject to standing orders to the contrary or in respect of matters which are 

confidential, a councillor may, for the purpose of his official duties (but not 

otherwise), inspect any document in the possession of the Council or a committee 

or a sub-committee, and request a copy for the same purpose.  The minutes of 

meetings of the Council, its committees or sub-committees shall be available for 

inspection by councillors.   

 

(c) The Council, shall publish information in accordance with the requirements 

of the Local Government (Transparency Requirements) (England) 

Regulations 2015. 

 

23.      RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION  

 (Below is not an exclusive list). See also standing order 21. 

 

a The Council may appoint a Data Protection Officer. 

b The Council shall have policies and procedures in place to respond to an 

individual exercising statutory rights concerning 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. 

  

 

 

 24.  UNAUTHORISED ACTIVITIES – COUNCILLOR RESTRICTIONS  

  

(a)  Unless authorised by a resolution, no individual councillor shall in the name or on 

behalf of the Council, a Committee or a Sub-Committee:  
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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 give directions to staff.  

  
 

 25.  CONFIDENTIAL BUSINESS / SENSITIVE INFORMATION  

  

(a) The agenda, papers that support the agenda and the minutes of a meeting shall 

not disclose or otherwise undermine confidential or sensitive information which for 

special reasons would not be in the public interest.  

  

(b) Councillors and staff shall not disclose confidential or sensitive information which 

for special reasons would not be in the public interest.  

 

 26.  GENERAL POWER OF COMPETENCE  (England)   

  

(a) Before exercising the General Power of Competence, a meeting of the full Council 

shall have passed a resolution to confirm it has satisfied the prescribed statutory 

criteria set out in the Parish Councils (General Power of Competence) (Prescribed 

Conditions) Order 2012 and the Council qualifies as an eligible Parish Council.  

  

(b) The Council’s period of eligibility begins on the date that the resolution under 

Standing Order (a) above was made and expires on the day before the Annual 

Meeting of the Council that takes place in a year of ordinary elections.  

  

(c) If the Council loses its qualified Clerk or has insufficient elected Councillors then it 

must record its ineligibility at the next ‘relevant’ annual meeting of the Council (after 

the ordinary election).  If the Council has already started an activity it can finish 

that but not start anything new.  

  

 27.  HANDLING STAFF MATTERS  

  

(a) A matter personal to a member of staff that is being considered by a meeting of 

Council or Committee or Sub-Committee is subject to standing order 23 above.  

  

(b) Matters pertaining to staff will be dealt with under relevant Council policies as 

appropriate to the matter under consideration.  

  

(c) Any persons responsible for all or part of the management of staff shall treat the 

written records of all meetings relating to their performance, capabilities, grievance 

or disciplinary matters as confidential and secure.  

  

(d) The Council shall keep all written records relating to employees secure.  All paper 

records shall be secured and locked and electronic records shall be password 

protected and encrypted.  

  

(e) Only persons with line management responsibilities shall have access to staff 

records referred to in standing orders 25(c) and 25(d) above if so justified.  
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(f) Access and means of access by keys and/or computer passwords to records of 

employment referred to in standing orders 25(c) and (d) above shall be provided 

only to the Town Clerk.  

  

  

 28.  REQUESTS FOR INFORMATION  

  

(a) All requests for information held by the Council shall be processed in accordance 

with the Council’s policy in respect of handling requests under the Freedom of 

Information Act 2000 and the Data Protection Act 1988.  

  

(b) Correspondence from, and notices serviced by, the Information Commissioner 

shall be referred by the Proper Officer to the chairman of the Finance and General 

Purposes Committee.  The said committee shall have the power to do anything to 

facilitate compliance with the Freedom of Information Act 2000 including exercising 

the powers of the proper Officer in respect of Freedom of information requests set 

out under Standing Order 3(b)(ix) above.  

   

 29.  RELATIONS WITH THE PRESS / MEDIA  

  

(a) All requests from the press or other media for an oral or written statement or 

comment from the Council shall be cleared by the Town Clerk in consultation with 

the Mayor or the Chairman of the relevant Committee.  

  

(b) Press reports from the Council, its Committees, or Working Groups should be from 

the Town Clerk or an authorised officer or via the reporter’s own attendance at a 

meeting.  

  

(c) Unless a Councillor has been authorised by the Council to speak to the media on 

a particular issue, Councillors who are asked for a comment by the press should 

make it clear that it is a personal view and indicate that it be clearly reported as 

their personal view.  

  

 30.  LIAISON WITH COUNTY COUNCILLORS  

  

(a) An invitation to attend Full Council will be sent to all County Councillors 

representing Morpeth.  

 

(b) The Council will inform local County Councillors of any local views or information 

relating to their responsibilities.  

  

 

 31.  FINANCIAL MATTERS  

  

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

Responsible Finance Officer when the Responsible Finance Officer is absent.  

  

(b) All financial and procurement matters are contained within the Council’s Financial 

Regulations.  
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 32.  CODE OF CONDUCT COMPLAINTS  

  

(a) Upon notification by the County Council that it is dealing with a complaint that a 

Councillor has breached the council’s code of conduct, the Proper Officer shall, 

subject to standing order 7 above, report to the Council.  

  

(b) Where the notification in standing order 32(a) above relates to a complaint made 

by the Proper Officer, the Proper Officer shall notify the Chairman of the 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 32(a).  

 

(c) The Council may:  

  

i provide information or evidence where such disclosure is necessary to 

progress an investigation of the complaint or is required by law;  

  

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 County Council that a Councillor with voting rights 

has breached the Council’s code of conduct, the Council shall consider 

what, if any, action to take against them.  Such action excludes 

disqualification or suspension from office.  

  

33.  STANDING ORDERS GENERALLY - (VARIATION, REVOCATION AND 

SUSPENSION)  

  

(a) At a Council meeting or a meeting of a committee or sub-committee any or every 

part of the standing orders, except those which are mandatory by law, may be 

suspended by resolution in relation to any specific item of business.  

  

(b) A motion to permanently add to or to vary or to revoke one or more of the council’s 

standing orders not mandatory by law can only be determined by resolution of the 

Full Council.  

  

 (c)  Standing Orders to be given to Councillors  

  

   

The Proper Officer shall provide a copy of the Council’s standing orders to a 

councillor upon delivery of his declaration of acceptance of office.  

  

 (d)  Interpretation of Standing Orders  

  

The Chairman’s decision as to the application of standing orders at meetings shall 

be final.  
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Under the provisions of Section 101 of the Local Government Act, 1972 a 
Local Authority has powers to arrange for the discharge of its functions by a 
Committee, Sub-Committee or an individual Officer of the Authority. 
 

If the number of Councillors present falls below the required quorum at any 
meeting then the meeting will be adjourned and no business will be 
transacted. 
 
Full Council 
 
This is the main Committee of the Council  
 
Membership: 15  Quorum: 5 
 
The Council shall elect a Mayor and Deputy Mayor from its membership at the 
Council’s Annual Meeting, and will meet a minimum of 3 times per annum. 
 
Terms of Reference  
 
1.  The set the annual budget and Precept 
2.  The duty to approve the Councils Annual Internal Audit and Annual 

Governance and Accounting Statements. 
3. The appointment to or co-option on to a Committee, Sub-Committee or 

Working Group of a person who is not a member of the Council, the 
Committee or Working Group; 

4.  To approve the Council’s Standing Orders, committee structures, 
constitution and procedures of Committees and Sub-Committees; 

5.  To agree the dates of meetings of the Council and its Committees at 
the Annual Meeting; 

6.  To make appointments to outside bodies between Annual Meetings of 
the Council; 

7.  Filling of vacancies occurring on any Committee of the Council during 
the Council year; 

8. To approve all Strategic and Policy Documents on behalf of the 
authority; 

9. Responding to consultations or delegating to appropriate Committee 
10. The appointment or dismissal of the Chief officer. 
11. To receive presentations or reports by representatives from outside 

organisations. 
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Finance & General Purposes Committee 
 
Finance and General Purposes Committee is the main policy making 
Committee of the Council and considers the broad social and economic needs 
of the Town.  
The Committee shall elect a Chair and Vice Chair from its membership at the 
Council’s Annual Meeting.  
 
The Finance & General Purposes has delegated powers to make binding 
decisions on behalf of Morpeth Town Council with regard to all aspects 
detailed in the terms of reference. 
 
Membership: 9 plus Mayor ex officio Member   Quorum: 3 
 
Terms of Reference  
 
1. To guide the Council in the formulation of its objectives and to identify 

the need for new services and facilities.  
2. To ensure the Council’s strategies, policies and procedures are 

undertaken in accordance with statutory and legislative requirements. 
3. To keep under review the policies and resources of the Council in 

relation to all services and to advise the Council on the future 
development of existing or the introduction of new services. 

4. To advise the Council as required on all matters affecting its 
Constitution and the procedures applying to the Council and its 
Committees. 

5. To maintain a continuous general oversight of the Council’s 
administration. 

6. To be responsible for allocating and controlling the financial and human 
resources of the Council.  

7. To advise the Council on any major policy changes in the Council’s 
management or administrative procedures.  

8. To make recommendations to the Council on the annual financial 
estimates and the Council’s precept as to how these should be 
determined consistently with the Council’s general priorities and 
policies 

9.  To receive from other Committees and to collate prior to the 
submission to the Council all annual and other estimates of income and 
expenditure on capital and revenue. 

10. To formulate and present to the Council recommendations for annual 
expenditure. 

11 To supervise the Council’s Accounts   
12. To supervise and control borrowing by the Council and the investment 

of funds within the Council’s control. 
13. To make recommendations to the Council on any capital programme, 

it’s content, phasing and monitoring. 
14. To execute and carry out, in the name and on behalf of the Council, all 

resolutions and instructions from time to time given with reference to 
finances and accounts. 
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15. To have the direction and control of insurance in respect of the 
Council’s property, members, and employees. 

16. To provide efficient financial services and advice for the benefit of the 
Council. 

17. To deal with applications for grants and subsidies.  
18. To oversee the strategic and policy issues affecting the Council’s 

acquisition and development of information technology and to review 
regularly the Council’s Information Technology strategy 

19. To respond to consultative documents from Government and other 
bodies other than those specifically allocated to other Committees or 
Sub-Committees.  

20. To enter into legal proceedings on the Council’s behalf. 
21. To manage health and safety policy and issues.   
22. To advise the Council on the overall strategic asset management 

priorities, receive regular reports on the management and condition of 
assets to ensure the safeguarding. 

23. To manage and maintain expenditure for maintenance and the upkeep 
of all Council assets, land, buildings and premises.   

24. To act as the Appeal Committee in the matter of disputed complaints to 
the Council.  

25. To oversee the Council’s Communication Strategy. 
26. To appoint Task and Finish groups where appropriate.  
27. To deal with matters not normally dealt with or specifically referred to 

other Committees or Sub-Committees. 
 
Planning & Transport Committee 
 
This Committee will respond as the consultee to any planning application or 
consultation document relating to planning, transport and licensing ensuring 
that all decisions taken are aligned to the Morpeth Neighbourhood Plan and 
the emerging Core Strategy for Northumberland. The Committee shall elect a 
Chair and Vice Chair from its membership at the Council’s Annual Meeting. 
Meetings will be scheduled monthly (however they will only be called when 
necessary) and has delegated powers to make binding decisions on behalf of 
Morpeth Town Council with regard to all aspects detailed in the terms of 
reference. 
 
Membership: 9 plus Mayor ex officio Quorum: 3   
 
Terms of reference   
 
1. The making of representations to Local Planning Authorities on 

applications for planning permission which have been notified in 
accordance with the Local Government Act 1972, Section 20, Schedule 
16 and other relevant legislation. 

2. To consider planning aspects of development within the Morpeth 
Neighbourhood Plan Area and making representation where 
necessary. 
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3. To monitor all planning applications and developmental plans and 
associated documents and make appropriate subsequent 
representations. 

4. A list of all planning applications will be circulated to all Councillors on 
a regular basis. Applications will only be considered at Committee if 
they are deemed to be of significant importance due to size, impact, 
they are in conflict with the Morpeth Neighbourhood Plan or where 
there is a written objection on a valid material consideration from a 
member of the public.  

5. Any Councillor can request that a minor application be considered in 
full by the Committee if there is a significant reason it should be 
discussed. 

6. To make representations in respect of appeals against the refusal of 
planning permission. 

7. To consider and make representation to the appropriate Planning 
Authority in respect of Tree Preservation Orders. 

8. To consider and make representation to the appropriate Planning 
Authority in respect of all Licensing applications.  

9.  To engage appropriately qualified individuals or bodies to assist the 
Committee in exercising its delegated powers within the agreed 
budget.  

10. To make recommendations to the Planning Authority regarding street 
naming. 

11. The facilitation of economic development initiatives, including those 
pertaining to town centre matters, and the making of recommendations 
on all related matters and liaison as appropriate with other agencies. 

12.  To deal with all and make representation on all matters relating to 
transport, public paths, highways, vehicle parking and traffic 
management, including disabled parking bay applications. 

13. To respond on all matters of general environmental importance 
affecting the area and to consider and comment on any policies or 
procedures of any other agencies as appropriate. 

14  To make representations to the appropriate authority in respect of 
public transport services. 

15. Where necessary, because of timescale, the Chief officer be 
authorised to respond on behalf of the Council provided they have 
consulted with the Chair and Vice Chair of the Planning and Transport 
Committee.  

16. To appoint Task and Finish groups where appropriate. 
 
 
 
 
 
 
 
 
 
 
Personnel Sub Committee 
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The Personnel Committee considers all policy aspects of human resources 
and personnel including establishment, grading and conditions of service. The 
Committee will only meet as and when necessary and has delegated powers 
to make binding decisions on behalf of Morpeth Town Council with regard to 
all aspects detailed in the terms of reference where stated. 
 
Membership: The Committee will consist of the Mayor, or Deputy Mayor, the 
Chair of the Finance and General Purposes Committee and the Chief officer.  
 
Terms of reference 
 
1. To determine the Council’s staffing structure and establishment and 

make recommendations to the Finance and General Purpose 
Committee.  

2. To determine the Council’s policy on deployment, welfare, 
superannuation, remuneration, recruitment, training, qualifications, 
health and safety aspects and other conditions of service of all 
employees and make recommendations to the Finance and General 
Purpose Committee.  

3. To determine schemes for the employment of people under 
apprenticeship, job creation and youth training programmes and make 
recommendations to the Finance and General Purpose Committee. 

4. To determine those discretionary provisions contained in the scheme of 
Service of the National Joint Council for Local Authorities (NJC) and 
NCC for administrative and professional, technical and clerical staff  

5. To determine the training and qualification policy of the Council.  
6. To oversee the Council’s pension policy and the criteria required for 

eligibility and make recommendations to the Finance and General 
Purpose Committee. 

7. Liaise with external sources, ie. NALC, and NCC where appropriate to 
obtain advice, guidance and information where required.  

 
 
 
 
Disciplinary Sub Committee 
 
This Committee will sit when it is necessary to deal with Formal Disciplinary 
hearings as set out in the Disciplinary Policy. This Committee will consist of 3 
Members who have not had any dealings with the process prior to the hearing 
as to ensure impartiality. It will be chaired by the Vice Chair of Finance and 
General Purposes (unless they have acted as a Deputy for the Chair of 
Finance and General Purposes in a Personnel Sub Committee).  This should 
be a cross party Committee where practicable.   
 
Terms of reference 
 
1.  The Disciplinary Committee will hear evidence from both sides and will 

decide whether disciplinary action is justified or not. 
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2. Before making a decision, the Committee may take into account the 
employee’s disciplinary and general record, actions taken in any 
previous similar case, the explanations given by the employee and – 
most important of all – whether the intended disciplinary action is 
reasonable under the circumstances. 

3. Where the Committee find an employee guilty of misconduct they will 
take the appropriate action as set out in the Council’s Disciplinary 
Policy. 

4. Employees have a right to lodge an appeal within in the set time limits 
as set out in the Disciplinary Policy to the Appeals Committee.  

 
 
Appeals Sub Committee 
 
The Appeals Committee will be empowered to consider an appeal by any 
employees of the Council referred to it in accordance with the appropriate 
Disciplinary and Capability Policies. This Committee will consist of 3 Members 
who have not had any dealings with the process prior to the hearing as to 
ensure impartiality. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SCHEME OF DELEGATION  
  
1. INTRODUCTION 
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1.1.  The powers and duties set out in this scheme are delegated to the 

Chief Officer (Town Clerk). The Chief Officer is the Council’s 
Responsible Financial Officer and the Proper Officer and is responsible 
for the management of the organisation. 

 
1.2. The Chief Officer may delegate these duties and powers to other 

Officers within the Council. 
  
2.  EXTENT OF DELEGATION 
 
2.1.  All delegated functions shall be deemed to be exercised on behalf of 

and in the name of the Council. 
 

2.2.  The Chief Officer will exercise these powers in accordance with: 
- approved budgets 
- the Council’s Standing Orders and Financial Regulations 
- the Council’s Policy Framework and other adopted policies of the   
Council 
- all statutory common law and contractual requirements 
 

2.3.   The Chief Officer may do anything pursuant to the delegated power, or 
duty, which it would be lawful for the Council to do including anything 
reasonably implied or incidental to that power or duty. 

 
2.4. Provided that such authorisation is not prohibited by statute the Chief 

Officer to whom a power, duty or function is delegated may authorise 
another Officer to exercise that power, duty or function, subject to: 
- such authorisations being in writing 
- only be given to an Officer below the delegating officer in the  
organisational structure 
- only being given where there is significant administrative convenience 
in doing so 
- the Officer authorised by the Chief officer acting in the name of the

  Chief Officer 
- such authorisation not being prohibited by statute. 

 
2.5.  A delegation to a subordinate Officer shall not prevent the Chief Officer 

from exercising the same power or duty at the same time. 
 

3.  GENERAL MATTERS 
 
3.1.  The Chief Officer is authorised to: 
 
3.2.  Sign, or where appropriate, have sealed on behalf of the Town Council, 

any Orders, Deeds or Documents necessary to give effect to any of the 
matters contained in reports or in any resolution passed by the Town 
Council. 
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3.3.  Take any proceedings or other steps as may be necessary to enforce 
and recover any debt owing or other obligation due to the Council. 

 
3.4.  Institute and appear in any legal proceedings authorised by the 

Council. 
 
3.5. To appear or make representation to any tribunal or public inquiry into  

any matter in which the Council has an interest (in its own right or on 
behalf of the citizens of Morpeth). 
 

3.6.  Alter the date or time of a Council Committee, Working Group, Panel or 
Task Group meeting but, before doing so, shall consult the Mayor of 
the Council, or chairman of the Committee or Task Group concerned 
about the need for the change and about convenient alternative dates 
and times. 

 
3.7. Decide arrangements for the closure of the Council offices in the 

Christmas/New Year period. 
 
3.8.  Deal with day to day matters relating to the use of office 

accommodation space. 
 
3.9.  Negotiate and enter into contractual arrangements for artistes and 

promoters in relation to events held in Morpeth organised by the Town 
Council. 

 
3.10. Manage all of the Council’s services including: 

- Parks / Events 
- Facilities Management including St James and The Pavilion 
- Services agreed under contract for other authorities and bodies 
- Websites and social media accounts relating to the council and  
council activities 
 

3.11. Introduce, set and vary as necessary fees and charges for the delivery 
of Council services and for the issue of any license, registration, 
consent or approval. 

 
3.12.  To act as the Council’s designated Officer for the purposes of the 

Freedom of Information Act 2000. 
 
3.13.  To apply for planning consent for the carrying out of development by 

the Council. 
 
3.14.  To respond to consultations on planning applications and licensing 

applications subject to the comments by the Planning Committee. 
 
3.15.  To respond to complaints made under the Council’s complaints 

procedure and to make such ex gratia payments in settlement of such 
complaints as are considered justified, subject to ratification by an 
appropriate Committee. 
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3.16. To manage, monitor and review the Council’s internal control          
procedures. 
 
3.17.  To manage, monitor and review the Council’s Corporate Risk 

Management Strategy. 
 
4.  FINANCIAL MATTERS 
 
4.1. The Chief officer is authorised to: 
 
4.2.  Be the Responsible Financial Officer for the purposes of Section 151 

of the Local Government Act 1972. 
 
4.3.  Operate the Council’s banking arrangements.  
 
4.4. Incur expenditure on any item for which provision is made in the 

appropriate revenue budget provided that any action taken complies 
with any legislative provisions and the requirements of the Council’s 
Constitution and Financial Regulations 

 
4.5.  Pay all accounts properly incurred. 
 
4.6.  Pay all subscriptions to organisations to which the Council belongs. 
 
4.7. Make all necessary arrangements for the provision of an internal and 

external audit service for the Council. 
 
4.8.  Negotiate settlements in connection with claims made by and against 

the Council in consultation with the Council’s insurers where 
appropriate. 

 
4.9.  Incur expenditure on revenue items within the approved estimates and 

budgets. 
 
4.10.  Incur expenditure on capital schemes within the Council’s approved 

capital Programme. 
 
4.11. Use the Repairs and Maintenance Budgets for the maintenance, 

replacement or repair of existing plant, vehicles or equipment. 
 
4.12.  Enter into leasing and contract hire agreements for the acquisition of 

vehicles machinery and equipment on such terms as are considered 
appropriate. 

 
 
 
4.13. Accept quotations or tenders for work supplies or services (where 
tenders are required by the Council’s Financial Regulations), subject to: 

- the cost not exceeding the approved estimate 
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- the tender being the lowest price or the most economically 
advantageous to the Council according to the criteria set out in the 
tender documentation 
- all the requirements of the Council’s Financial Regulations being 
complied with. 

 
4.14.  Carry out virement of sums between cost centres in accordance with 

the Council’s Financial Regulations. 
 
4.15.  Manage investments and raise and repay loans as appropriate and 

obtain such other sources of credit as are required in accordance with 
the Financial Regulations. 

 
4.16.  Authorise action for the recovery of debts. 
 
4.17. Write-off debts up to the level set by the Council. 
 
4.18.  Maintain a Register of Assets and Inventory of Equipment. 
 
4.19.  Determine the Town Council’s insurance requirements on the Council’s 

behalf. 
 
4.20.  Make all necessary arrangements for the Council’s insurances. 
 
5.  STAFFING MATTERS 
 
5.1.  The Chief Officer is given delegated powers to manage the Council 

staff in accordance with the Council’s policies, procedures and budget, 
including: 

 
5.2.  Appointments to posts including apprentices. 
 
5.3. Employment of temporary employees. 
 
5.4. Preparation of the job description and person specification, placing of 

the advertisement and short-listing of applicants. 
 
5.5.  Management of staff performance. 
 
5.6. Control of discipline and performance, including the power of 

suspension and dismissal. 
 
5.7. Exercise of disciplinary and grievance procedures in accordance with 

the Council’s procedures. 
 
5.8.  Determine approved duties for the payment of travel and subsistence 

expenses to Members and Officers where they represent the Council 
outside of the Town Council area. 

 



 

Full Council 11th May 2022 
 

5.9. Approve or refuse applications for re-grading, remove any bars in 
salary scales and to authorise salary increments and accelerated 
increments. 

 
5.10 Approve payment of overtime. 
 
5.11.  Agree variations to the condition of employment. 
 
5.12.  Implement and monitor the arrangements for annual leave, flexi time, 

sickness absence, maternity and paternity leave in accordance with the 
Council’s policies. 
 

5.13.  Authorise training in line with the Council’s policies. 
 
5.14. Authorise the provision of uniforms or protective clothing. 
 
5.15.  Approve payment of claims from employees for compensation for loss 

of or damage to personal property. 
 

5.16.  Negotiate and agree settlements on behalf of the Council in relation to 
any proceedings in the Employment Tribunal. 

 
5.17.  Agree to premature retirement on the grounds of duly certified ill health. 
 
5.18.  Terminate employment during probation and to review salary on 

completion of probationary periods. 
 
5.19.  Commission legal and professional advice on staffing matters. 
 
6.  PROPERTY MATTERS 
 
6.1.  The Chief Officer is given authority to manage the land and property of 

the Council including: 
 

6.2.  Agreeing the terms of any lease, licence, conveyance or transfer. 
 
6.3.  The granting or refusal of the Council’s consent under the terms of any 

lease. 
 
6.4.  Variations of restrictive covenants of a routine nature. 
 
6.5.  The granting of easements, wayleaves and licences over Council land. 
 
6.6.  Initiating legal action or proceedings against unauthorised 

encampments or encroachments on Council land. 
 
6.7.  Directing the custody of Town Council property and documents in 

accordance with the provisions of Local Government Act 1972 S226. 
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6.8.  Exercising responsibility for the safe custody and maintenance of the 
civic regalia. 

 
7.  URGENCY 
 
7.1.  The Chief Officer is authorised to act on behalf of the Council in cases 

of urgency or emergency. 
 
7.2. Any such action is to be reported to the next meeting of the Council or 

relevant Committee. The Mayor, and the Chairs of any relevant 
Committee are to be consulted where possible before such action is 
taken. 

 
8. EMERGENCY PLANNING 
 
8.1.  The Chief Officer is authorised to implement the Council’s Emergency 

Plan and to incur any necessary expenditure in accordance with the 
Council’s Standing Orders and Financial Regulations. 
 

8.2.  Any such action is to be reported to the next meeting of the Council or 
relevant Committee. The Mayor and the Chairman of any relevant 
Committee are to be consulted where possible before such action is 
taken. 

 
9. PROCEDURAL 
 
9.1.  The Chief Officer can: 
 
9.2.  Authorise Officers to exercise statutory powers of entry and inspection 

for the purposes of any function under their control. 
 
9.3. Serve requests for information as to ownership occupation and other 

interests in land for the purposes of any function under their control. 
 
9.4.  Appoint consultants and other professionals to carry out any function 

and provide any service under their control, subject to the Council’s 
Constitution and Financial Regulations. 

 
10.  HEALTH AND SAFETY AT WORK ACT 1974 
 
10.1.  The Chief Officer is authorised to oversee the discharge of the 

Council’s responsibilities under the Act. 
 
11.  LEGAL PROCEEDINGS 
 
11.1.  The Chief Officer is authorised to: 
 
11.2.  Take and discontinue legal proceedings in any Court or at any 

Tribunal. 
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11.3. Take Counsel’s advice or instruct Counsel to represent the Council. 
 
11.4. Seek injunctions and commence proceedings for the purposes of: 

- enforcement in accordance with the Council’s policies 
- recovering money due to the Council 
- recovering or otherwise preserving possession of the Council’s land 
or property 
- defending the interests of the Council 
- appealing against a decision affecting the interests of the Council and 
responding to appeals against action taken by the Council. 

 
11.5. Represent the Council at Court or any Tribunal or to make 

arrangements for appropriate representation. 
 
11.6.  Negotiate and settle the terms of documents to give effect to a decision 

of the Council or any of the Committees or of any Officer acting under 
delegated powers. 

 
11.7. Apply the affixing of the Common Seal of the Council to documents in 

accordance with Standing Orders. 
 
11.8.  Be the responsible Officer for the co-ordination and operation of the 

legal requirements under the Data Protection Act and the Freedom of 
Information Act. 

 
11.9. Serve Requisitions for Information. 
 
11.10. Prepare a draft budget for consideration by the Council. 
 
11.11. Prepare the final accounts for each financial year. 
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 1.0  Introduction and Status of the Financial Regulations  
  

1.1  The Council has a responsibility in law for ensuring that its ‘financial management 

is adequate and effective’ and that it has a ‘sound system of internal control which 

facilitates the effective exercise of the Council’s functions and which includes 

arrangements for the management of risk’.  

  

1.2  These Financial Regulations form part of the Council’s Constitution and provide 

the framework for the management of the Council’s finances in accordance with 

these statutory responsibilities.   

  

1.3  The Financial Regulations apply to every Member and Officer of the Council and 

to anyone acting on their behalf. They identify the financial responsibilities of the 

Council as a whole, Members of the Council, the Chief Officer (Town Clerk), and 

all other managers and senior officers employed by the Council.  

  

1.4 The Chief Officer is the Council’s Responsible Financial Officer in accordance 

with Section 151 of the Local Government Act 1972, and acting under the policy 

direction of the Council’s Finance and General Purposes Committee (F&GP) is 

responsible for the proper administration of the Council’s financial affairs in 

accordance with all relevant laws, acts, regulations and proper practices.   

  

1.5  The Chief Officer will determine on behalf of the Council, its accounting policies, 

procedures, records and control systems, and ensure that these are observed 

and kept up to date in accordance with proper practices, produce the Council’s 

accounts, budgets and financial plans, and assist the Council in securing 

economy, efficiency, and effectiveness in the use of resources.  

  

1.6  The Chief Officer is also responsible for issuing supporting financial policies and 

procedures, as well as financial management information, advice, training and 

guidance to underpin the requirements of these Financial Regulations.  

  

1.7  All Members and officers of the Council have a responsibility under the 

requirements of these Financial Regulations for taking reasonable action to 

ensure the security of all assets under their control, ensuring that all expenditure 

incurred is legal and properly authorised, that all cash and other income is 

properly collected, accounted for and banked, and for securing value for money 

in the use of public money.  

  

1.8  Senior officers are responsible for ensuring that all staff in their services are 

aware of the existence of the Council’s Financial Regulations and supporting 

financial policies and procedures, and that they comply with their requirements.   

  

1.9 Any known breach of or non-compliance with these Financial Regulations must 

be reported to the Council’s Internal Auditor. The Internal Auditor, in consultation 

with the Chief Officer and Operations Manager, will decide whether the breach 

or non- compliance represents a significant risk of harm to the Council’s interests, 
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and what disciplinary action is required, and will report the outcome to the 

Council.  

  

1.11 The Financial Regulations will be regularly reviewed and updated by the Chief 

Officer and the Operations Manager, and any revisions will be submitted to 

Council for approval.  
  

 2.0  Financial Management Responsibilities  
  

2.1   The financial management responsibilities at each level of the Council are 

summarised in this section of the Financial Regulations.  

  

Council   

  

2.2  Council is responsible for adopting the Constitution, which contains the Financial 

Regulations and provides the framework and guidelines within which the Council 

operates, and for monitoring and ensuring compliance with this.   

  

2.3  Council is also responsible for setting the Council Precept, approving the annual 

Statement of Accounts and Annual Governance Statement, approving new 

borrowing and the bank mandate, writing off debts, declaring eligibility for the 

General Power of Competence, and receiving external audit reports.   

  

Finance and General Purposes Committee  

  

2.4  Finance and General Purposes Committee are responsible for monitoring and 

ensuring compliance with the Financial Regulations and discharging functions in 

accordance with the Regulations.   

  

2.5  Finance and General Purposes Committee are also responsible for considering 

and recommending for approval by Full Council, the annual Budget, supporting 

financial policies such as the Treasury Management Policy, financial plans such 

as the Medium Term Financial Plan and all other relevant financial information.  

  

2.6  Any decision taken by the Finance and General Purposes Committee must take 

account of any legal and financial implications and consider any risk 

management issues that may arise from the decision.   

    

The Chief Officer (Town Clerk)   

  

2.7  The Chief Officer is the Council’s ‘proper officer’ in accordance with Section 112 

of the Local Government Act 1972, and is ultimately responsible for the discharge 

of the council’s functions, under delegation from the Council.   

  

2.8  The Chief Officer is the Council’s Responsible Financial Officer in accordance 

with Section 151 of the Local Government Act 1972, and, acting under the policy 

direction of the Council’s Finance and General Purposes Committee, is 
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responsible for the proper administration of the Council’s financial affairs in 

accordance with all relevant laws, acts, regulations and proper practices.   

 

2.9 The Chief Officer is responsible for the overall strategic and corporate 

management of the Council including the maintenance and update of the 

Council’s Constitution.  

  

2.10  The Chief Officer must report to and provide independent, objective and 

professional advice and information to the Council and its various Committees to 

help them make appropriate and lawful decisions.   

  

2.11  The Chief Officer is also responsible for establishing a framework for 

management direction and staff management and dealing with personnel issues, 

representing the Council, promoting and maintaining high standards of conduct, 

reporting any breaches of law, health and safety, asset management, monitoring 

the performance of the Council, and managing the system of recording and 

publicising all Council decisions, policies and procedures.   

  

2.12  The Chief Officer is responsible for the following areas of financial management 

with the aid of the Operations Manager: -  

  

- Advising the Council, whether a decision is likely to be in accordance with 

the Financial Regulations and the Standing Orders for Contracts and 

Procurement;  

- Determining on behalf of the Council, its accounting systems, internal 

controls, financial records, accounting policies and financial procedures in 

order to ensure compliance with the Financial Regulations;  

- Reporting on the Council’s financial performance and financial position;   

- Providing financial information to Members and Officers including the 

regular reporting of budgetary control during the year;  

- Preparing the annual Revenue Budget and Capital Programme;  

- Preparing the Medium Term Financial Plan;  

- Preparing the annual Statement of Accounts;  

- Preparing the Annual Governance Statement incorporating the annual 

Statement of Internal Control;  

- Treasury Management including the maintenance of the Treasury 

Management Code of Practice and the management of the Council’s cash 

flow, loans and investments;  

- Managing an effective payroll service;  

- Managing an effective accounts payable and receivable function to ensure 

that all invoices are raised and paid promptly;  

- Managing an effective income collection and banking system to ensure 

that all income receivable by the Council is collected and banked promptly 

and recorded accurately;  

- Managing the Council’s insurance arrangements;  

- Managing the Council’s banking arrangements;  

- Accounting for taxation including VAT, income tax and national insurance;  
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- Preparing and monitoring compliance with the Council’s Anti-Fraud and 

Corruption Policy;  

- Overseeing and ensuring an effective internal audit service in accordance 

with statutory requirements; and  

- Providing financial advice and training to members and officers.  

  

2.13   The Chief Officer acts as the Operations Manager line manager.  

 

2.14 Section 114 of the Local Government Finance Act 1988 requires that the Chief 

Officer reports to Council and the external auditor, if the Council or one of its 

officers:-  

  

- has made, or is about to make, a decision which involves incurring  

unlawful expenditure;  

- has taken, or is about to take, an unlawful action which has resulted in or 

would result in a loss to the Council; or  

- is about to make an unlawful entry in the Council’s Accounts.  

  

2.15  The Council must ensure that the Chief Officer is provided with sufficient staff 

and other resources to carry out these statutory duties effectively.  

 

 3.0  Risk Management and Internal Control   
  

Risk Management  

  

3.1  The Accounts and Audit Regulations require the Council to put in place effective 

arrangements for the management of risk.   

  

3.2  It is therefore essential that a robust risk management system is developed and 

maintained for identifying and evaluating all significant operational and financial 

risks to the Council. This includes regularly re-assessing risks arising from 

existing services and activities, as well as undertaking new risk assessments for 

all new initiatives and activities.   

  

3.3  The Operations Manager is responsible for preparing the Council’s Risk 

Management Strategy and Policy, maintaining and updating the Council’s Risk 

Register, promoting the principles of effective risk management throughout the 

Council. 

  

3.4 The Operations Manager is responsible for ensuring that appropriate insurance 

cover is put in place to mitigate the risks identified. See Section 18 – Insurance 

for more detailed information.   

  

3.5 Finance and General Purposes Committee are responsible for approving the 

Council’s Risk Management Strategy and Policy.  
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System of Internal Control  

  

3.6 The system of internal control is designed to manage risk within the Council to a 

reasonable level, thereby allowing the Council to deliver its services, aims and 

objectives in an economic, efficient, and effective manner.  

  

3.7 The system of internal control refers to the strategies, policies, management 

systems and structures, procedures and controls that are in place within the 

Council which together control the way the Council manages its business, 

formulates it priorities and objectives, and delivers its services in a way that 

meets those objectives.  

  

3.8  The system of internal control is based on a framework of the proper 

establishment of the Council's priorities and objectives, regular performance 

management information, financial regulations and standing orders, 

administrative procedures incorporating appropriate segregation of duties, 

management supervision, the internal audit plan, and a system of delegation and 

accountability.  

  

3.9 The system of internal control helps to ensure the effective exercise of the 

Council’s functions in compliance with all relevant laws, acts, regulations and 

proper practices, promotes the economic, efficient and effective use of public 

resources, safeguards the Council’s assets and interests, and puts in place 

proper arrangements for the management of risk.   

  

3.10  The Chief Officer, supported by the Internal Auditor, is responsible for 

establishing the overall system of internal control, reviewing its effectiveness, and 

monitoring and ensuring compliance.   

  

3.11  It is the responsibility of officers to ensure sound internal control arrangements 

are being followed, and that they meet the requirements of the supporting 

financial policies and procedures.  

  

3.12 It is a statutory requirement set out in the Accounts and Audit Regulations 2011 

for the Council to carry out an annual review of the effectiveness of its system of 

internal control and report the outcome of this review within the Annual 

Governance Statement in the Statement of Accounts.   

  

3.13 The annual review of the effectiveness of internal control is significantly informed 

by the work of the Internal Auditor, who is responsible for ensuring all of the major 

services, systems and processes of the Council are reviewed annually in order 

to ensure the internal financial controls are operating effectively.   

  

3.14 The Internal Auditor will make comments where necessary in relation to identified 

weaknesses in internal control arrangements during audit reviews and will make 

recommendations for improvements in audit reports.  
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Internal Audit  

  

3.15 The Accounts and Audit Regulations 2011 require that all local authorities 

‘undertake an adequate and effective internal audit of its accounting records and 

of its system of internal control in accordance with proper practices’.   

  

3.16 The Council’s Internal Auditor will achieve this by undertaking audit examinations 

of all major services, activities, systems and processes and:-   

  

- Reviewing the systems of internal control in place;  

- Ensuring the completeness, accuracy and reliability of financial   

management information and other records;   

- Ensuring compliance with relevant laws and regulations;  

- Ensuring compliance with the Council’s Financial Regulations and    

other approved Council policies and procedures;   

- Ensuring the protection of Council assets and interests; and -   

Promoting the prevention and detection of fraud.  

  

3.17 Any officer or Member of the Council shall, if required, make available any  

records of the Council as deemed to be necessary for the purpose of the internal 

audit and shall supply the Internal Auditor with such information and explanation 

as is considered necessary for that purpose.  

 

3.18 The Internal Audit function will be competent, objective and independent of the 

financial operations of the Council and free from any conflicts of interest. The 

Internal Auditor will have no involvement in the financial decision making, 

management and control of the Council and will not, under any circumstances, 

perform any operational duties for the Council, initiate or approve any financial 

transactions, or direct the activities of any Council employee.   

  

3.19 The Internal Auditor will carry out a planned programme of internal audit work for 

the year and will report the conclusions and recommendations. These will be 

reviewed by the Finance and General Purpose Committee.  

  

3.20 The Accounts and Audit Regulations 2011 also require the Council, as a ‘larger 

relevant body’, to ‘carry out an annual review of the effectiveness of the internal 

audit service and that this is used to inform the overall review of internal control.’   

  

External Audit  

  

3.21 The external auditors are responsible for auditing, on an annual basis, the 

Council’s Statement of Accounts and Annual Governance Statement.  

  

3.22 The external auditors are required to publicly report their formal audit opinion in 

an Audit Completion Report and Annual Audit Letter and this is required to be 

published no later than 30th September each year in order to allow the Council to 
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publish the audited accounts by this date, in accordance with the statutory 

timetable set out in the Accounts and Audit Regulations.   

  

3.23 It is important, in terms of providing assurance to local tax payers, that the Council 

receives an ‘unqualified’ opinion in the Audit Completion Report and Annual Audit 

Letter. An unqualified opinion means that no material issues of concern have 

been identified by the auditors.   

  

3.24    An unqualified audit opinion would mean that the auditors consider that:-  

  

- The Council’s Statement of Accounts present fairly its financial position and 

are free from material error or misstatement;  

- The Council is well managed and governed with sound strategies, policies, 

procedures, systems and internal controls;  

- The Council’s finances are in good order. 

 

Preventing Fraud and Corruption  

  

3.26  The work of the Internal Auditor provides assurance to the Council that its officers 

adhere to the requirements of this policy and take a proactive approach to the 

prevention of fraud, thereby helping to ensure that any occurrence of fraud is 

detected, properly investigated and reported to Council.   

  

Asset Controls  

  

3.27 The Chief Officer, with the assistance of all staff, is responsible for ensuring that 

all Council assets are properly maintained and securely held.  

   

3.28 The Council’s Asset Management Plan provides the framework for the 

development of the Council’s long term maintenance and capital investment plan 

for its assets. See Section 17 – Asset Management for further information.  

  

3.29   The Chief Officer is responsible for ensuring that the Asset Management Plan is 

regularly reviewed and that progress in delivering any action plan is reported to 

the Council’s Finance and General Purposes Committee.    

  

Information Technology Controls  

  

3.30 Use of computers, servers, email, social media and other information technology 

by staff will be in accordance the Council’s Information Security policy.   

  

3.31 Access to all Council computers and servers will be monitored and controlled via 

the use of user names and passwords.  

  

3.32  Access to the Rialtas Business Suite  Financial Management System will also be 

restricted to authorised users and the permissions allocated to individual users 

will be managed and controlled by the Chief Officer. Access to the system will be 

via a user name and password.  
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3.33 Access to and use of the internet banking facility will be in accordance with the 

provisions of Financial Regulation 9.  

 

Staffing Controls  

  

3.34 The Chief Officer is responsible for the maintenance of the approved staffing 

structure and establishment list of the Council which are the key controls over 

staffing levels.   

  

3.35 Any changes to the approved staffing structure, such as the creation of new posts 

and increase in the staffing budget must be reported to and approved by the 

Council’s Personnel Sub Committee.   

  

3.36 The Personnel Sub Committee is also responsible for considering any other 

relevant staffing related matters.  

  

3.37 The Chief Officer is responsible for overseeing the overall management of staff 

and ensuring compliance with all staffing related policies, including health and 

safety, and for approving annual salary increments.  

  

3.38  The Chief Officer, with assistance from the Council’s human resources 

consultants if necessary, is responsible for the development and maintenance of 

all staffing related policies and procedures.  

  

3.39 The Chief Officer is responsible for advising the Council of the budget required 

each year to provide for the approved staffing structure including the payment of 

all salaries and wages, provision for cover, overtime and training.  

  

3.40  The Chief Officer is responsible for controlling total staff numbers within the 

approved staffing structure, the proper use of recruitment, personnel and 

disciplinary procedures, co-ordinating and overseeing all staff training and 

development requirements, and recommending changes to staffing structures in 

order to meet changing operational needs.  

  

 4.0  Accounting Systems, Records, Policies and Procedures  
  

4.1  Sound financial systems, records, policies, and procedures are essential to an 

effective framework of financial accountability and control.  

  

4.2  The Chief Officer is responsible, under the requirements of the Accounts and 

Audit Regulations 2011, for determining on behalf of the Council its accounting 

records and accounting control systems and ensuring that all accounting records 

are kept up to date.  
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4.3  The accounting records determined by the Chief Officer must be sufficient to 

show and explain the Council’s day to day transactions including all income, 

expenditure, grants, subsidies, assets and liabilities, in order to ensure that the 

statement of accounts and any other financial statement prepared, complies with 

the requirements of the Accounts and Audit Regulations 2011.   

  

4.4  The accounting control systems determined by the Chief Officer must ensure that 

the financial transactions of the Council are recorded accurately and as soon as 

reasonably possible, include procedures to enable the prevention and detection 

of inaccuracies and fraud and the ability to reconstruct lost records, measures to 

ensure that risk is managed, the identification of the duties of officers dealing with 

financial transactions, and the division of responsibilities in relation to significant 

transactions.   

 

4.5 The Chief Officer is therefore responsible for the operation of the Council’s 

accounting systems, incorporating the computerised financial management 

system (Rialtas Business Suite), the development and maintenance of financial 

policies and procedures, the format of the Council’s accounts and budget and all 

other financial records, reports and supporting information.  
  

4.6  The Chief Officer is also responsible for determining the Council’s accounting 

policies relating to the preparation of the Statement of Accounts and ensuring 

that they are applied consistently and in accordance the Accounts and Audit 

Regulations 2011.  

  

4.7  All officers are responsible for the proper operation of financial procedures and 

processes in respect of their own area and for the maintenance of sound financial 

records.  

  

 5.0  Statement of Accounts  
  

5.1  The Local Government Act 2003 and Accounts and Audit Regulations 2011, 

require the Council to prepare, ‘in accordance with proper practices’, an annual 

Statement of Accounts.  

  

5.2  ‘Proper practices’ in relation to the accounts of larger local councils’ are set out 

in Part 4 of “Governance and Accountability for Local Councils – A Practitioners  

Guide (England)”. This guidance has been based on the Financial Reporting 

Standard for Smaller Entities (FRSSE). By following the provisions of the FRSSE 

the Council therefore meets the requirement to follow ‘proper practices’.  

  

5.3 The Chief Officer is responsible for overseeing the preparation of the Council’s 

Statement of Accounts in accordance with these proper practices and ensuring 

that appropriate accounting policies are in place to support the figures included 

in the Accounts and that these policies are consistently applied.  

  

5.4 The Chief Officer is also responsible for liaising with and assisting the external 

auditors in their Annual Audit of the Accounts and making arrangements for the 
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publication of the Accounts in line with the requirements of the Audit Commission 

Act 1998 and the Accounts and Audit Regulations 2011.   

  

5.5 The Account and Audit Regulations 2011 require the Chief Officer to certify the 

Statement of Accounts by no later than 30th June each year and for the Council 

to approve the Statement of Accounts by no later than the 30th September.  
  

5.6 The Council is then required to publish the Accounts, together with the audit 

opinion and certificate from the auditor, as soon as possible following the 

conclusion of the audit of the accounts, and no later than 30th September.  
  

 6.0  Financial Planning and Budgeting  
  

Introduction  

  

6.1  The Council’s Finance and General Purposes Committee is responsible for 

considering and recommending for approval, to Council, the Medium Term 

Financial Plan and the annual Revenue and Capital Budgets.  

  

6.2  The Council is responsible for setting the Council’s Precept each year in 

accordance with the requirements of the Local Government Act 2003 and 

Accounts and Audit Regulations 2011.   

  

6.3 The Council is also responsible for approving requests to carry forward budget 

resources from one year to another. Section 8 - Virement and Treatment of Year 

End Budget Balances provides further information on these issues.  

  

6.4  The Chief Officer is responsible for developing and implementing the Council’s 

financial planning framework and for preparing, the Council’s Medium Term 

Financial Plan, Budget Framework and the annual budgets for approval by the 

Council.  

  

Medium Term Financial Plan  

  

6.5  The Medium Term Financial Plan sets out the Council’s financial strategy for the 

following three year period and aims to put in place a strategic approach to the 

Council’s financial planning.   

  

6.6  The Chief Officer is responsible for updating the Medium Term Financial Plan on 

an annual basis and the Plan will be approved by the Finance and General 

Purposes Committee before being submitted for approval by Full Council.  
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Budget Framework and Timetable  

  

6.7  The Chief Officer is responsible for the development of the annual Budget 

Framework and Timetable each year, which will set out the proposed guidelines 

and timescale for the setting of the annual budget.  

  

6.8 The Budget Framework and Timetable will be reported to and approved each 

year by the Finance and General Purposes Committee and, subsequently, the 

Council.  

  

Budget Preparation and Approval  

  

6.9 The Chief Officer is responsible for ensuring that the Budget is prepared each 

year in accordance with the Budget Framework, and that the Council Precept is 

set in line with the Northumberland County Council deadline.  

  

6.10 All committees are responsible for considering the draft budgets and making 

recommendations for proposed amendments.   

  

6.11  Finance and General Purposes Committee are then responsible for considering 

the overall Budget, proposing the required level of Precept and Council Tax, and 

recommending this to Council.   

  

6.12  Full Council are responsible for the setting of the Council Precept and the level 

of Town Council Tax.  

  

6.13 The Precept Form is signed by the Chairman of the Council and forwarded to 

Northumberland County Council as the council tax billing authority usually by no 

later than the end of January each year.  

   

6.14  Detailed estimates of income and expenditure will be prepared for all revenue 

budgets. All changes to the budgets in respect of inflation, unavoidable budget 

growth, investment in services, efficiency savings and changes in income will be 

clearly identified.   

  

6.15 Previous and current year’s actual expenditure and income levels will be clearly 

identified in the budget information to enable Members’ to make comparison with 

actual spending and income levels in considering the budget proposals.  

  

6.16 Any requests for additional investment in existing or new services in the Revenue 

Budget, not already approved by the Council, will be clearly identified and 

explained in budget reports to ensure that they are subject to proper 

consideration prior to approval by the relevant Committee and Council.  

  

6.17  Any capital budget requests will be clearly identified and explained in budget 

reports to ensure that they are subject to proper consideration prior to approval 

by the Finance and general Purposes Committee and Council.  
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6.18 The Chief Officer will prepare the Council’s Budget Document each year, and 

supply each Member of the Council with a copy.  

  

6.19  The approved Revenue and Capital Budgets will form the basis of financial and 

budgetary control of the Council’s spending and income for the following year.  

  

Budget Format  

  

6.20 The general format of the budget will be determined by the Chief Officer and 

agreed by Finance and General Purposes Committee at the time the annual 

Revenue and Capital Budget is approved.   

  

6.21  The format of the budget will detail the allocation of resources to individual 

service areas, break down income and expenditure and include prior year 

spending and income figures. It will also include an explanation of the proposed 

precept and council tax and the levels and proposed use of Council balances and 

reserves.  

 

Robustness of Budget Estimates and Adequacy of Reserves  

  

6.22 It is the responsibility of the Chief Officer to provide assurance to the Council 

each year on the robustness of the annual budget and the adequacy of the 

Council’s balances and reserves in accordance with Section 25 of the Local 

Government Act 2003.   

  

  

 7.0  Budget Monitoring and Budgetary Control  
  

7.1  The Chief Officer will monitor and control income and expenditure within the 

approved budgets for their service areas. Every effort should be made to ensure 

that expenditure and income are managed and controlled within the approved 

totals included in each service revenue budget.   

  

7.2  However it is acknowledged that in some cases expenditure and income are not 

directly controllable and that it may not always be possible to control income and 

expenditure within budget, for example maintenance costs, gas, electricity and 

water costs etc.  

  

7.3  Any transfers of unspent resources between service revenue budgets and 

financial years must be made in line with the rules set out in Section 8 of the 

Financial Regulations - Virement and Treatment of Year End Balances.  

  

7.4 It is the responsibility of the Finance and Procurement Officer to provide clear, 

timely and understandable financial information on a regular basis.  
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7.5 The Chief Officer is also responsible for reporting budgetary control to Members 

and will report to Finance and General Purposes Committee on a quarterly basis, 

including explanations of any material variances.  

  

7.6 The Chief Officer may incur unbudgeted expenditure on behalf of the Council 

which is of an emergency nature e.g. where it is necessary to carry out a repair 

or other work which is of such urgency that it must be undertaken immediately.   

  

7.7 This will be reported to the Finance and General Purposes Committee as soon 

as practicable thereafter.  
  

 8.0  Virement and Treatment of Year End Budget Balances  
  

Virement  

  

8.1  Virement relates to the transfer of unspent budget resources from one budget 

head to another.  

  

8.2 The Chief Officer may exercise virement within, the overall approved budget total 

with no limitations.   

  

8.3  Virement between service budgets and reserves can be exercised with the 

approval of the Chief Officer.   

 

Treatment of Year End Budget Balances  

  

8.4 Carry forward requests will be recorded on a revenue budget carry forward 

schedule and must be approved by the Finance and General Purposes  

Committee and subsequently Full Council when the year-end outturn figures are 

approved.   

  

8.5 Resources from all approved carry forward requests will be ring-fenced and 

transferred to the Revenue Reserve and released to the appropriate Budget in 

the following year to meet the commitment for which it was set aside.   

  

8.6  Any unspent Revenue Budget resources that have not been requested and 

approved to be carried forward to the following year, will be transferred to the  

Council’s General Fund Reserve and re-allocated to the Council’s Earmarked 

Reserves as part of the year-end closedown process.  

  

Use of the Revenue Budget Contingency Sum  

  

8.7 Where emergency or other unavoidable expenditure is incurred over and above 

the approved budget and the sum required cannot be met from virement or 

savings made elsewhere within the budgets, the Chief Officer may use the 

Revenue Budget Contingency Sum.   
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8.8 This will be reported to the Finance and General Purposes Committee at the 

earliest opportunity.  

  

 9.0  Banking and Investment Arrangements   
  

9.1  The Council’s banking arrangements, including the authorised bank mandate, 

will be made by the Chief Officer and approved by the Council.  Banking 

arrangements will be reviewed periodically to ensure they continue to meet the 

Council’s requirements and provide security and value for money.  

  

9.2  Two current accounts are currently maintained at the Council’s bank. One is used 

to account for all payments made by the Council for goods and services and staff 

salaries and wages, and also the receipt of all income due to the Council from 

fees and charges, grants, contributions and the Precept payment. The other is 

used for the running of the Pavilion Café.  

 

9.3  All cheques drawn on the general bank account are to be signed by two approved 

Councillors signatories. 

 

9.4  All BAC’s payments drawn on the general bank account, and any transfers 

between bank accounts or to and from investments must be signed and then 

electronically authorised by two of the authorised signatories on the Council’s 

bank mandate. The two following officers are currently authorised on the bank 

mandate:-  

  

- Chief Officer   

- Operations Manager   

  

9.5 Officers use an internet banking facility to undertake the day to day banking 

functions including checking balances, making payments by BAC’s, and 

undertaking transfers between accounts.  

  

9.6 Each officer has their own smart card and personal identification number (PIN) 

and will access the internet banking function using a card reader machine issued 

by the Council’s bank.  

  

9.7 However, only the Chief Officer has system administrator permissions to 

authorise payments and make bank transfers, in accordance with the Council’s 

bank mandate.   

  

9.8 The Operations Manager has limited access which allows payments and 

transfers to be imported and bank accounts to be viewed, but which does not 

allow authorisation of payments or other system administrator permissions.  

  

9.9 The internet banking function is set up with authority so that any changes to user 

permissions or authorisation of payments or bank transfers must be subject to 

approval by the system administrator.  
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9.10 As an added control, the Council’s also has a payment limit is in place which 

would not allow individual payments above £100,000 to be processed without 

arranging special approval with the Council’s bank.  

  

9.11 The smart cards and the card reader machine are securely held in the Office 

whilst the PIN’s are known only to the individual they are also held in a sealed 

envelope in the safe.  

  

9.12 A monthly bank reconciliation will be undertaken by the Finance and 

Procurement Officer agreeing all entries on the bank statements to payments, 

receipts and bank transfers for the month as recorded in the Council’s financial 

management system. Copies of the bank reconciliation and all bank statements 

received from the Council’s bank will be held on file in the Office.  

  

  

9.13 A summary of transactions from the Council’s current bank account for each 

month will be prepared by the Finance and Procurement Officer and reported to 

each meeting of the Finance and General Purpose Committee.   

  

9.14 The Council does not have or require an authorised overdraft limit and the 

Finance and Procurement Officer will ensure that the current account does not 

become overdrawn.  

  

9.15 The Council’s investment arrangements will be made in accordance with the 

Council’s approved Treasury Management. Section 13 on Treasury Management 

provides further information on investments.   
 

9.16 Short term surplus cash flow resources are currently held in a higher interest 

account at the Council’s bank which offer high security and instant access to the 

money, whilst providing a small interest return to the Council.  

  

9.17 The Council’s longer term earmarked balances and reserves are currently 

invested in or in the Public Sector Deposit Fund with Charities, Churches and 

Local Authorities (CCLA).   The investment provide high security along with a 

slightly higher interest return, although they do require a period of notice to be 

provided in order to access the money.  

  

10.0 Procurement, Purchase Ordering and Payments for Goods and   

Services  
  

Definition of Contracts and procurement Activity  

  

10.1      For the purposes of these Standing Orders, contracts and procurement activity 

is defined as being:-   
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 “A commitment to future expenditure arising from any arrangement or 

agreement made by or on behalf of the Council for the carrying out of work, the 

supply of goods and materials or the delivery of services.”   

  

This definition therefore encompasses the arrangements for all areas of 

procurement relating to both the Council’s Revenue and the Capital Budgets 

and includes the following:-  

  

- The supply of goods, materials, vehicles, plant, machinery or equipment;  

- The hire, lease or rental of vehicles, plant, machinery or equipment;  

- The execution of works to land or buildings;  

- The delivery of services including training of staff, servicing of vehicles 

and machinery, consultancy, cash collection, subcontract work and stock 

taking services.  

 

Table of Financial Thresholds for Procurement   

 

10.2 The following table shows the financial thresholds that will apply to the 

procurement of all works, goods, materials and services and the associated 

procurement and tendering procedures:-  

  

Procurement 

Amount   

Procurement and Tendering Procedure  

  

Up  to  and  

including  

£5,000  

  

  

  

No written quotations or tenders will be 

required.  

  

However, the principles of value for money i.e. 

having regard to the achievement of economy, 

efficiency and effectiveness in the use of public 

money must be observed and, where possible, 

evidenced at all times.   

  

  

£5,001 up to and 

including  

£100,000  

  

  

No formal tender procedure is required but 

a least three written quotations must be 

sought.  

  

This will help to demonstrate and provide 

evidence of the achievement of value for 

money.  

  

  

£100,001 up to 

and   EU 

threshold  

  

  

At least three tenders must be sought via 

Public Notice of Contract or Invitation to 

Tender.   

This will help to demonstrate and provide 

evidence of the achievement of value for 

money.  
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Over  

(EC Threshold for 

the purchase of 

goods) 

 

  

EC Procedure is mandatory over the EC  

Threshold.   

  

OJEU notice is required and at least three 

tenders must be sought, ensuring that the 

tender process complies with current EC 

Directives.  

 

  

 

10.3 A public contract regulated by the Public Contracts Regulations 2015 with  

  an estimated value in excess of £25,000 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. 

 

 10.4 A public contract  regulated by the Public Contracts Regulations 2015 with an 

   estimated value in excess of the level for a public service or supply contract or 

   In excess of the amount for a public works 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. 

 

10.5 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 £363,424 for a supply, services or design contract; 

or in excess of the level for a works contract; or 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 

 

 However, it is important to note that there are a number of exemptions to the 

requirement to apply the rules summarised above which are set out below. 

 

 

Exemptions to the Application of the Standing Orders  

 

10.6 The Council has the power to waive the requirement of these Standing Orders 

in specific instances. In such instances, an exemption must be applied for under 

this Standing Order. However, it is important to note that no exemptions can be 

applied if the EC procedure applies.  
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10.7 An exemption granted under this Standing Order allows a contract for the 

procurement of goods, materials, works or services to be placed via direct 

negotiation with one or more suppliers, rather than in full accordance with the 

requirements of these Standing Orders.  

  

10.8 However, in applying for an Exemption from the Standing Orders, the 

responsible officer must still ensure that the principles of value for money i.e. 

having regard to the achievement of economy, efficiency and effectiveness in 

the use of public money have been observed at all times and evidence this as 

far as possible.   

  

10.9 All applications for exemptions, and the reasons for them, must be recorded 

using the appropriate form, signed by the Chief Officer. The Standing Order 

Exemption Application Form is attached in Appendix 1.  

  

10.10 Exemptions in respect of capital expenditure must be reported to and 

considered by the appropriate Committee of the Council.  

 

10.11 Exemptions in relation to revenue budget expenditure may be approved by the 

Chief Officer and do not need to be reported to Committee.  

  

10.12 The following exemptions may be applied for, subject to the relevant approval 

requirements as set out above:-  

  

a) The goods, materials, works or services to be purchased are sold at a 

fixed price;  

  

b) The goods or materials are patented or the goods, materials , works 

or services are of a proprietary or specialised nature and for which 

it is not therefore possible to obtain competitive prices;  

  

c) The goods or materials are only obtainable from a limited number of 

suppliers or the services or works can only be carried out by a limited 

number of contractors. However, in such cases a reasonable number 

of those suppliers or contractors must be invited to submit tenders;  

  

d) The price of the goods or materials to be purchased are controlled by 

trade organisations or for other reasons there is no genuine 

competition for the goods, materials, services or works;  

  

e) Any contract or sub contract that is substantially for the undertaking of 

specialist services or works in which the exercise of professional 

knowledge is of primary importance;  

  

  

f) The work to be executed or the goods or materials to be supplied 

relates to emergency repairs to or parts for buildings, vehicles, 

machinery, equipment or plant;   
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g) The work to be executed, services required or the goods or materials 

to be purchased are required as a matter of urgency;  

  

h) Officers and the Council are of the opinion that in any particular case 

more favourable terms are likely to be obtained by negotiating a 

price with a supplier or contractor for the goods, materials, services or 

works;  

  

i) The purchase is to be made by auction;  

  

j) The purchase of the goods, materials, services or works is to be made 

using standing arrangements with another local authority or public 

sector body;  

  

k) The purchase of the goods, materials, services or works is to be  made 

using a public service purchasing consortium;  

  

l) Where the procurement relates to an extension of an existing 

contract and where a change of supplier would cause:-  

  

- disproportionate technical difficulties;  

- diseconomies; or  

- significant disruption to the delivery of Council services.  

  

10.13 Where an exemption is necessary because of an unforeseeable emergency 

involving immediate risk to persons, property, other assets or serious disruption 

to Council services, the Chief Officer may authorise the exemption, and the 

exemption may be applied prior to approval by the Council.   

  

10.14 The Chief Officer will prepare a report for the next meeting of the appropriate 

Committee setting out details of the action taken and seeking retrospective 

approval.   

 

10.15 Given the small size of the Town Council and the lack of specialist in-house 

expertise in relation to professional knowledge e.g. surveyors, architects, it is 

unlikely that the Council would undertake a project over the value of £75,000 

without utilising the services of another local authority or public sector body.  
 

 

Responsibilities and Separation of Duties  

  

10.16   The Members’ and Officers’ Codes of Conduct require all Members and senior 

officers to make declarations of interests. This includes any relationships or 

interests with a supplier of the Council and any offers of gifts or hospitality by a 

supplier. Members and senior officers are responsible for declaring any such 

interests in order to ensure that no special favour is shown to businesses run 

by family or friends.  
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10.17    The key principle of separation of duties will be observed, as far as is practicable 

within the staffing resources available, throughout the process of purchase 

ordering and payments for goods and services.   

  

10.18   Responsibility for raising orders for goods and services and receiving those 

goods and services lies with those officers who are authorised to do so within   

the Council.   

  

10.19  Responsibility for the authorisation for payment of invoices received from 

suppliers in respect of goods and services may only be undertaken by Chief 

Officer .   

  

10.20   Responsibility for the actual payment of all invoices for goods, services and 

works provided to the Council and for recording and reconciling expenditure in 

the Council’s financial management system lies with the Finance and 

Procurement Officer.  

  

10.21   As a minimum, the duties of checking, paying and recording sums payable by 

the Council will be separated completely from the duties of ordering and 

receiving goods, and the certifying and authorising expenditure by authorised 

officers of the Council.  

  

Purchase Orders  

  

10.22   All requests for goods and services will be made using a purchase order, with 

the exception of the following payments:-  

  

- Regular payments such as subscriptions and service agreements;  

- Payments made by direct debit or standing order;  

- Goods and services of an emergency nature;  

- Purchases made using a cheque requisition;  

- Purchases made using the Council credit card;   

-     Services for which a formal contract has been prepared; and - 

 Petty cash purchases.  
    

10.23 In order to comply with the minimum expected level of internal control, the       

 duties of placing the purchase order, receiving the goods or services and 

 certifying the purchase order for payment following receipt of the goods and 

 services, must be separated as far as possible.  

  

10.24 All officers are responsible for ensuring value for money at all times.  An officer 

 issuing an official order must ensure, as far as reasonable and practicable, that  

the best available terms have been obtained in respect of each transaction.   

  

10.25 Completed purchase orders must include enough detail using the description        

 field on the order to enable proper checks to take place when the order is being 

matched to the subsequent invoice prior to payment. If multiple orders are being 

placed, each individual item or set of items must be shown on a separate line.  
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10.26 Purchase orders must be coded to the appropriate account code and cost    

centre using the Council’s Approved Code List thereby ensuring that the   

expenditure is charged against the correct budget.   

  

10.27 Verbal orders must not be placed, except in emergency circumstances.  

   

10.28 Officers receiving delivery of goods should examine them at the point of    

 delivery, checking all items against the delivery note or original order, and then 

 sign, whether this is manually or electronically, only for those items present. 

 Signed delivery notes should be retained in order to enable the proper 

 certification of purchase orders when the invoice is subsequently received.  

   

10.29 When invoices are subsequently received for payment, the Finance and    

Procurement Officer will cross check the invoice back to the appropriate 

purchase order, check the invoice for reasonableness, arithmetical accuracy, 

coding and treatment of VAT before passing the invoice onto the relevant 

service area for authorisation.  
 

10.30 In no circumstances should the same officer raise a purchase order, receive 

 the goods and services, certify the order and authorise the invoice for payment.  
  

10.31 Where possible only the Chief Officer will authorise invoices for payment.  

  

Regular Payment Invoices  

   

10.320 Regular payment invoices relate to those payments which are received on a 

regular basis e.g. once a year, quarterly or monthly. Examples include machine 

rentals, service agreements, and subscriptions.  

  

10.27    Purchase orders are not required to be raised for regular payments.   

  

10.28    Instead, regular payment invoices will be confirmed as regular payments by the 

Finance and Procurement Officer and checked for reasonableness, arithmetical 

accuracy, coding and VAT, before being passed onto the Chief Officer for 

authorisation.  
  

Direct Debits and Standing Orders  

  

10.29    A direct debit or standing order may also be set up to make a regular payment 

where this is cost effective or where this is required by the supplier as a 

condition of the sale. Examples include gas and electricity bills, fuel costs, 

business rates, loan repayments, bank charges and telephone bills.    

  

10.30   Direct debit instructions must only be set up by an authorised officer.  

  

10.31   Invoices received in respect of direct debits or standing orders will be checked 

by the Finance and Procurement Officer for reasonableness, arithmetical 
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accuracy, and VAT and coded before being passed onto the Chief Officer for 

authorisation.  

  

10.32  Invoices should then be checked by the Chief Officer in relation to the price and 

coding, authorised for payment and passed back to the Finance and 

Procurement Officer for processing.   
  

Cheque Requisitions  

  

10.33  There may be some circumstances where a manual cheque is raised eg.where 

goods or services may be required on a one-off basis  

  

10.34 In other cases, a supplier may not accept purchase orders or offer an invoicing 

facility and may therefore require a cheque to be provided or sent before 

releasing the goods or services.   

  

10.35 Cheques are also used where ‘cash’ is required e.g. to top up a petty cash float.   

  

10.36 Council donations are also paid by cheque requisition.  

  

10.37 In such instances, rather than raising a purchase order, a ‘cheque requisition 

form’ can be completed and certified by an authorised officer, requesting that a 

cheque is raised and either sent direct to the supplier or payee.  

  

10.38  The cheque requisition form requires the requesting officer to complete the 

name and address of the payee, the invoice number and invoice date if 

applicable, the account code and cost centre to which the expenditure is to be 

charged, a description of the goods and services being procured, the net and 

gross amount, and any VAT that is payable.  

  

 Council Credit Card  

  

10.39    On occasions it may be required to use the Council’s credit card for the purchase 

of goods or services.  

  

10.40   Examples of occasions where the Council credit card would be used would be 

purchases made over the telephone or internet, train bookings or online 

purchases bookings, and emergency purchases where the supplier will not 

accept a purchase order.  

  

10.41   The Council currently holds one credit card, all purchases required to be made 

using the credit card must be made via the Finance and Procurement Officer 

who will seek approval from the Chief Officer.  

  

10.42   Credit card purchases are paid by direct debit. Invoices are received by the 

Administration Officer and checked for reasonableness and accuracy. The 

invoice is then passed to the Finance and Procurement Officer, who will code 

up all purchases to the appropriate budget.   
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10.43  Credit card invoices are then passed to the Chief Officer for authorisation and 

passed back to the Finance and Procurement Officer. 

 

Petty Cash Floats  

  

10.45    Petty cash floats allow officers to purchase small sundry or one-off items that 
may be required immediately to meet operational needs, without the need to 
raise a purchase order.  

 

10.46 The petty cash float is currently £200 and is held in the safe.   
  

10.47    The general rules to be applied to petty cash are as follows:-  

  

(a) There is a petty cash float limit of £200;  

(b) Receipts must be retained for payments made from petty cash to 

substantiate the payment and VAT receipts should be requested for all 

purchases to which VAT applies.  

(c) Claims to reimburse petty cash floats must be made to the Finance and 

Procurement Officer as and when required.  

(d) In no circumstances should any income received be paid into the petty 

cash float.  

(e) Payments to reimburse Petty Cash Floats will be made by the Chief Officer 

and drawn against the Council’s current bank account.   

(f) The Finance and Procurement Officer will keep records of all petty cash 

top ups;  

(g) Petty cash will be posted up and reconciled on a regular basis by the 

Finance and Procurement Officer.  

  

Payment of Invoices by Cheque and BACs  

  

10.48   The process of invoice payment and the subsequent accounting for expenditure 

relating to creditor payments on Rialtas Business Suite Financial Management 

System is the responsibility of the Finance and Procurement Officer.  

  

10.49   Authorised invoices are filed on an ‘invoices awaiting payment’ file and will be 

paid via the weekly purchase ledger payment run.  

  

10.50   The Finance and Procurement Officer will take all possible steps to settle all 

invoices which are in order and on which there is no dispute, within the supplier’s 

payment terms.  

  

10.51   Payments to creditors are made by cheque or BAC’s transfer and the Council 

actively encourages suppliers to accept payment by BAC’s transfer as this is a 

quicker and cheaper method of payment.  
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10.52  Only the two officers named on the Council’s approved bank mandate are 

authorised to approve BAC’s payments. These are currently the Chief Officer  

and Operations Manager.   

  

10.53   Each week, before the creditors payment run is undertaken, the Chief Officer 

will be provided with a copy of the ‘suggested payments list’, for that week and 

copies of all of the invoices making up the suggested payment run.   

  

10.54   The Chief Officer is responsible for undertaking a final check of the invoices due 

for payment, including querying any invoices or payments which look unusual, 

and then authorising the payment run to go ahead.  

  

10.55    For cheque payments, the required number of cheques will be signed out of the 

stock of cheques held in the Finance safe. The cheques will then be signed by 

two authorised signatories.  

   

10.56   For BAC’s payments, the relevant payments that are due for payment will be 

‘imported’ from the Rialtas Business Suite Financial Management System to the 

Natwest Internet Banking facility by the Operations Manager and then 

authorised by the Chief Officer. A BAC’s list is also produced and signed by the 

Chief Officer.  

  

10.57    Any changes to supplier records, and in particular bank details, must only be 

actioned following receipt of a formal notification from a supplier.   
  

 

Checking, Recording and Reporting Payments for Goods and Services  

  

10.58  All payments to creditors for goods and services will be recorded in the Council’s 

Rialtas Business Suite Financial Management System and the creditor’s 

account will be reconciled on a monthly basis.   

  

10.59  All creditors’ expenditure will also be checked and verified independently to 

supplier statements, and via the cash book and bank reconciliations.  

  

10.60  Internal audit checks will also be regularly undertaken on the purchase order 

system and creditors’ payments.  

  

10.61  All invoices paid via the purchase ledger weekly payment run will be recorded, 

and reported and approved at the monthly Finance and General Purpose 

Committee.  

  

10.62   Payments made by direct debit, credit card and cash book cheques will be 

recorded and also reported to each meeting of the Finance and General 

Purpose Committee.  
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10.63  In addition, under the requirements of the Local Government Transparency 

Code, the Council will also publish on its website all expenditure on a monthly 

basis.   

  

11.0 Payment of Salaries and Wages and Members’ Allowances  
  

11.1  The Council must make payments of salaries, wages, and members’ allowances 

in accordance with the statutory requirements placed on all employers by current 

PAYE and National Insurance legislation issued by HM Revenues and Customs, 

as well as all other relevant legislation such as pension regulations and statutory 

sickness, maternity and paternity pay rules.  

  

11.2  All employee related payments will also need to be made in accordance with the 

National Joint Council for Local Government Services (NJC) National Agreement 

on Pay and Conditions of Service (otherwise known as ‘the Green Book’), the 

requirements of the Northumberland County Pension Fund, the Council’s 

approved staffing establishment, the terms and conditions set out in individual 

contracts of employment, and the approved Officers’ Allowances Policy.  

  

11.3  The Chief Officer (is paid in accordance with the National Agreement on Pay and 

Conditions of Service for Clerks as recommended by the National Association of 

Councils (NALC) and Society for Local Council Clerks (SLCC).   

  

11.4  The Chief Officer is responsible for ensuring that all relevant legislation, Council 

policies and other requirements relating to the payment of salaries and wages 

are complied with.  

 

11.5  Flexi system sheets are required to be completed for all staff. Overtime sheets 

need to be completed and must be certified for accuracy and completeness by 

the Chief Officer prior to payment. 

  

11.6  Claims for car mileage and other expenses must be made an official claim form, 

supported by receipts or other evidence and duly authorised by the Chief Officer.   

  

11.7  Employers’ and employees’ pension contributions in respect of staff who are 

members of the Local Government Pension Scheme will be calculated in 

accordance with relevant pension regulations, automatic enrolment requirements 

and the rules and requirements of the Northumberland County Pension Fund.  

  

11.8 The payment of all salaries and wages to staff will be made by Northumberland 

County Council direct into staff bank accounts. Any amendments to the monthly 

payroll will be sent to Northumberland County Council by the Chief Officer prior 

to payments being made.  

  

11.9  Monthly payroll related payments are made by BAC’s to HM Revenues and 

Customs in respect of Income Tax and National Insurance Contributions, by 

Northumberland County Council. Pension contributions, will also be checked and 
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signed off by Northumberland County Council wages department prior to being 

paid.  

  

12.0 Collection and Banking of Income   
  

Responsibilities and Separation of Duties  

  

12.1  The principle of separation of duties shall be observed in connection with 

collection and banking of income, as far as is practicable within the staffing 

resources available. As a minimum, separation of duties must be observed in 

respect of the following areas:-  

  

(a) The duty of collection and preparation for banking of income, and the duty 

of checking, recording and reconciling that income;   

  

(b) The duty of requesting a sales invoice or calculating an amount due to the 

Council, and the process of raising a sales invoice and recording and 

reconciling the subsequent income.  

  

  

12.2 The Chief Officer is ultimately responsible for the collection of all monies due to 

the Council, and overseeing that all invoices for work carried out, services 

rendered, or goods supplied by the Council.   

  

12.3 The Finance and Procurement Officer is responsible for the following income 

collection procedures:-  

 

The Administration Assistant is responsible for the following:- 

  

- setting up customers on the computerised sales ledger;  

 

The Finance and Procurement Officer is responsible for the following:- 

 

- setting the payment terms;  

- ensuring the correct VAT treatment;  

- ensuring the correct coding;  

 

The Operations Manager is responsible for the following:- 

 

- raising the invoice;  

- checking the calculation of the amount due or charge levied;  

- sending out reminder letters; and - co-ordinating recovery action.  

 

  

12.4 The Finance and General Purposes Committee will consider all fees and charges 

for goods provided and services rendered by the Council, annually, and make 

recommendations to the Council around the time that the Council Budget is set.   
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12.5 Outstanding debts will be reported to the Finance and General Purposes 

Committee as and when necessary. The Finance and Procurement Officer is 

responsible for the recovery of all outstanding debts. Any requests for the write 

off any irrecoverable debts will be reported to and approved by the Finance and 

General Purposes Committee.  

  

Raising of Invoices, Monitoring of Debt and Recovery Action  

  

12.6 All requests to raise an invoice for income due to the Council must be will be 

made via Rialtas Business Suite Financial System.   

  

12.7  All invoices should be priced, using the Council’s approved fees and charges 

schedule.  

  

12.8 Invoices will be raised and sent out by the Finance and Procurement Officer as 

soon as possible and will show the following information:-  

  

- Name and address of the Council;  

- Name and address of the customer;  

- Invoice date;  

- Description of the goods / services provided;  
- Invoice value including any VAT chargeable;  
- Payment terms; and   
- The Council’s bank details.   

  

12.9 There are currently four forms of payment available which are cash, cheque, 

visa/debit card and BACS, and the Council’s bank details are stated on the 

invoice.  

  

12.10 At the end of each month a debtors list is produced showing outstanding  

debtors and the age of the debt. A statement is then sent out for those debtors, 

which are outside of the 21 days payment terms, stating that the amount is 

overdue and needs paying as soon as possible.  

  

12.11 Reminder letters will be sent with threat of further recovery action if outstanding 

debts are not paid, followed up with a telephone call to the debtor.   

  

12.12 If the debt has not been cleared, a final notice will be sent informing the debtor 

that the debt may now be passed to a collection agency or small claims court for 

recovery. Any outstanding debt will result in the suspension of use of the facilities 

until the debt is paid, any future use will require payment in advance. 

  

12.13 If the payment is still not forthcoming, a judgement will then made by the Chief 

Officer, as to whether the debt should be referred for legal action. The materiality 

of the debt will need to be taken into account as taking legal action would incur 

solicitor and court costs which would need to be added to the debt.   
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12.14 If the debt is considered uncollectable or immaterial, it would be referred to the 

Council’s Finance and General Purposes to consider write off.  

  

Receipt of Cash and Cheques   

  

12.15  All cash and cheques received at the Council Offices will be logged by the clerical 

assistant and then forwarded to the Finance and Procurement Officer.  

  

12.16  Each cash or cheque payment will be receipted using an official Council receipt 

book. Any payment by visa/debit card will produce a receipt automatically. 

  

12.17 Once receipted, all cash and cheque received will be held in a cash box in the 

safe prior to banking, usually on a weekly basis, by the Finance and Procurement 

Officer  

  

12.18  All bankings are recorded via Rialtas Business Suite and reconciled to the 

Council’s bank accounts on a weekly basis via the eRialtas Business Suite and 

NatWest online reconciliation.  

  

.     

Receipt of the Precept, Grants and Other Funding  

  

12.19 The Finance and Procurement Officer is also responsible for ensuring that any 

grants and other funding provided by external bodies including the Precept from 

Northumberland County Council, are properly claimed, received promptly, 

checked for accuracy, properly recorded in the Council’s Accounts, and only used 

for the purposes for which they were awarded.  

  

13.0 Treasury Management  
  

Overall Arrangements  

  

13.1  The Council’s treasury management activities are controlled by Schedule 1 of the 

Local Government Act 2003, in relation to Capital Finance for Parish and 

Community Councils.   

  

13.2  The Council has in place a Treasury Management Policy which sets out its strategy 

and objectives, and how it will manage, control and report its treasury 

management activities.  

  

13.3    Responsibility for the approval and monitoring of the Treasury Management 

Policy lies with the Finance and General Purpose Committee, while responsibility 

for implementing and administrating treasury management decisions lies with the 

Chief Officer, who will act in accordance with the Council’s Code of Practice and 

the CIPFA Standard of Professional Practice on Treasury Management.    
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Loans   

  

13.4 Responsibility for the approval of any new external borrowing and any 

rescheduling of existing borrowing lies with the Council and would be based on 

advice provided by the Chief Officer.  

  

13.5 Any new loans will be negotiated on behalf of the Council by the Chief Officer. All 

borrowings will be taken out in the name of the Council. The Council’s approved 

method of borrowing will be Public Sector Loans Board (PWLB) loans and all 

borrowing will be made up of fixed interest rate loans so as not to subject the 

Council to the risks associated with interest rate fluctuation.  

  

13.6 The revenue costs of the Council’s current outstanding borrowing will be regularly 

monitored and reviewed by the Chief Officer. Rescheduling or early repayment 

of debt will be considered only where it is financially advantageous for the Council 

to do so. A number of factors would need to be considered including balancing 

the savings that may be made in interest payable and annual repayment costs, 

against the reduction in Council balances in order to repay the debt, and the 

premiums that might be payable in order to do so.  

  

13.7 Borrowing for capital projects will only be considered where absolutely necessary 

i.e. where there is no other funding is available. Any future borrowing would be 

made in compliance with the Council’s Treasury Management Code of Practice.  

  

13.8 Proper records of loans will be maintained and regularly reconciled to actual 

repayments made and current balances outstanding.   

  

Investments  

  

13.9 Responsibility for the investment of surplus balances lies with the Chief Officer 

and is subject to the approval of Finance and General Purpose Committee. Any 

changes to the Council’s investment arrangements would need to be reported to 

the Finance and General Purpose Committee and approved by the Council.  

  

13.10  All investments of money under the control of the Council will be in the name of 

the Council. The Council’s approved method of investment is high interest bank 

accounts, term deposits with banks and building societies, and the Public Sector 

Deposit Fund.  

  

13.11 The Council’s overriding priority will be the security of its investments, whilst 

maximising the interest receivable within the confines of this overall objective.  

  

13.12 All investment certificates and other documents relating to investments shall be 

retained by the Chief Officer. Proper records of investments will be maintained 

and regularly reconciled to actual balances held.   

 

14.0 Capital Programme Works and Contracts   
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14.1  The Council’s detailed rules for all procurement relating to capital programme 

works are set out in section 10 of these Standing Orders..   
  

15.0 Management of Consumable Stocks  
  

15.1  The general officer is responsible for the care and custody of any consumable 

stocks.  

  

15.2  Delivery notes should be retained where available in respect of all goods received 

into stocks, and all goods must be checked with regard to quantity and quality at 

the time delivery is made.  

  

15.3  As a general rule, stocks should be maintained at the minimum levels consistent 

with operational requirements.  

  

16.0 Management of Assets and Inventories  
  

16.1  The Operations Manager will maintain a fixed asset register for all major assets, 

and equipment and updating records for all fixtures, fittings, machinery and 

equipment utilised across the Council, in accordance with internal audit 

requirements.  

  

16.2  The Operations Manager, will be responsible for maintaining a schedule of 

estimated life and replacement costs for all material plant, vehicles, machinery 

and equipment in line with the requirements of the Asset Management Plan.  

  

17.0 Asset Management of Land and Property  
  

17.1  The Chief Officer, supported by the Operations Manager is responsible for 

ensuring that the Council’s Asset Management Plan is maintained and updated.  

  

17.2  The Asset Management Plan helps to ensure the strategic long-term 

management of the Council’s land and buildings and other assets in order to 

optimise their utilisation in terms of service benefits and service return, and to 

identify long term maintenance and capital investment requirements.  

 

17.3  The Chief Officer will also make appropriate arrangements for the custody of title 

deeds and Land Registry Certificates of properties and land owned by the 

Council and ensure that records are maintained recording the location, plans, 

land registry reference, purchase details, nature of the interest, tenancies, leases 

or licences granted, rents payable and the purpose for which held.  

  

17.4  The Operations Manager will ensure that all land and properties owned by the 

Council, are included on the Council’s Asset Register and that they are revalued 

as necessary for accounts and insurance purposes.  
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17.5  No land or property shall be purchased or otherwise acquired, or sold, leased or 

otherwise disposed of without the authority of the Council and all transactions 

involving land and property shall be reported to and subject to the approval of 

Finance and General Purpose Committee. 

  

18.0 Insurance Arrangements  
  

18.1  The Operations Manager is responsible for managing and arranging the Council’s 

insurance cover and negotiating all claims with the Council’s insurers in 

consultation with the Chief Officer.  

  

18.2 As a minimum, the Council’s insurance policy will cover the following areas:-  

  

- Public liability cover of £15 million;  

- Employers liability cover of £10 million;  

- All risks property damage cover for all Council buildings, plant, machinery, 

contents, play equipment, computer equipment and street furniture;  

- Theft cover for all contents, machinery, and office equipment;  

- Business interruption cover for the community centres;  

- Cover for all cash held in safes and cash in transit;  

- Libel and slander cover;  

- Legal expenses cover;  

- Hirers liability cover to £2 million;  

- Personal accident cover for Members and officers; and 

- Fidelity guarantee for Members and officers.  

  

18.3 The Chief Officer will notify the Operations Manager of all new or increased risks 

that require a possible change to the Council’s insurance arrangements.  

  

18.4 The Operations Manager will keep a record of all insurance policies held by the 

Council, including full details of the property, plant, machinery and equipment 

and risks covered by the policies.  

   

18.5 The Operations Manager will also maintain a comprehensive record of all 

insurance claims, covering both open and closed claims, and including copies of 

all correspondence and evidence relating to the claims.   

  

18.6 The Council’s insurance arrangements will be reviewed every year and 

considered by the Council. The Operations Manager will also meet periodically 

with the Council’s insurers to discuss and review the Council’s insurance 

arrangements.  

  

18.7 The Operations Manager must be promptly notified of any accident, loss, liability, 

physical damage, or any other event likely to lead to an insurance claim. This is 

the responsibility of all officers and Members.   
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18.8 Officers must ensure that any potential insurance claims are evidenced as far as 

possible and may be required to assist or liaise with the Council’s insurers in 

relation to any claims made. A crime reference number must be sought from the 

police for all claims involving criminal damage or other criminal activity.  

  

18.9 All Members and officers of the Council will be covered by personal accident 

insurance during official duties and fidelity guarantee insurance will be put in 

place to protect the Council against employee or Member fraud and corruption.  

  

19.0 Taxation  
  

19.1  Northumberland County Council as a paid agent of the Council are responsible 

for advising Members and officers on all taxation issues affecting the Council, 

maintaining the Council’s tax records, making all tax payments, receiving tax 

credits, submitting tax returns by their due date, and co-operating with any tax 

inspection visits.  

  

19.2  The main taxation issues relevant to the Council are employee related taxes such 

as PAYE and National Insurance Contributions and VAT which are all payable to 

HM Customs and Revenues.  

 

  

20.0 Update of the Financial Regulations  
  

20.1  The Chief Officer is responsible for ensuring that the Financial Regulations are 

reviewed annually and updated where necessary, and that any changes are 

reported to and approved by the Council.  
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Appendix 1 - Contracts and Procurement   

Standing Orders Exemption Application Form  

  

Description of Procurement / Contract 

Activity   

Responsible 

Officer  

Procurement  

Amount £  

Please provide a brief description of the 

procurement activity or the contract to be entered 

into.  

 

 

 

    

  

Description of the Goods, Materials, Services or Works to be Procured:  
 Please provide a detailed description of the goods, materials, services or works to be procured   

Name of Contractor / Supplier:  
 Please provide details of the preferred contractor or supplier,  

 

 

 

 

 

Exemption Claimed:  
Please refer to Standing Order 10.10 and select an Exemption from the list.   

Reason for Application for Exemption:  
 Please provide details of the reasons for the application for an Exemption from the Standing Orders.   

Date to be Reported to Committee:  
Please insert the date of the meeting of the appropriate spending committee to which application for 

the Exemption is to be requested.  

 

 

 

 

 

  

Signature  

  

Designation  

  

Date  

  

   Chair F&GP 

Chief Officer 
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