
 

 

 
 
 

 
 

ANNUAL MEETING OF WELLINGBOROUGH TOWN COUNCIL 
TO BE HELD ON WEDNESDAY 18TH MAY 2022 AT 7pm IN THE COUNCIL 
CHAMBER, SWANSPOOL HOUSE, DODDINGTON RD, WELLINGBOROUGH, 
NN8 1BP 
 

 
AGENDA 

 
 

1. ELECTION OF MAYOR FOR 2022/2023 
(The newly elected Chairman will make a Declaration of 
Acceptance of Office in the prescribed form and will 
assume the Chair) 
 

2. APPOINTMENT OF DEPUTY MAYOR FOR 2022/2023 
 

3. APOLOGIES FOR ABSENCE 
 

4. MINUTES:  
Approval of the minutes of the: 
a. Full Council Meeting on 20th April 2022 
b. Finance and Governance Committee Meeting on 3rd May 2022 
c. Planning Committee Meeting on 26th April 2022 
d. Staffing Committee Meetings on 17th March 2022 and 23rd June 2021 
e. Events Committee Meeting on 10th March 2022 
 

5. FINANCE AND GOVERNANCE COMMITTEE 
a. To adopt the proposed terms of reference and 

delegated powers 
a Appoint members  
b Appoint a Chairman and Vice-Chairman for the 

committee 
 

6. PLANNING COMMITTEE 
a. To adopt the proposed terms of reference and 

delegated powers 
b. Appoint members  
c. Appoint a Chairman and Vice-Chairman for the 

committee 
 
 

7. STAFFING COMMITTEE 
a. To adopt the proposed terms of reference and 



 

 

delegated powers 
b. Appoint members  
c. Appoint a Chairman and Vice-Chairman for the 

committee 
 

8. SPORTING, LEISURE AND CULTURE COMMITTEE 
a. To adopt the proposed terms of reference and 

delegated powers 
b. Appoint members and reserve members 
c. Appoint a Chairman and Vice-Chairman for the 

committee 
 

9.      MEETINGS OF THE COUNCIL 
a. Agree the calendar of meetings of the Town Council for 

2022/2023 
b. To agree the Standing Orders as revised by the working 

group. 
 

 
10. FINANCE 

a. Agree the Financial Regulations for 2022-2023  
b. Approve the Asset Register for 2022-2023 
c. Approve the schedule for Standing Orders and Direct Debits 
d. Approve membership and subscriptions for the council year 
e. Approve the members expenses policy for 2022/2023 
f. Agree and complete Section 1 of the Annual Governance 

Statement 2021/22 (Appendix A) 
g. Agree Section 2- Accounting Statements for 2021/22 

(Appendix B) 
h. Receive the report from the Internal Auditor for 2021/2022 
i. Approve the Notice of Public Rights  

 

11. APPOINTMENT TO OUTSIDE BODIES 
Appoint members to the following Outside Bodies: 

a. Health and Wellbeing forum 
b. Representative to attend Northamptonshire Police and Crime meetings 
c. Wellingborough Town Centre Partnership 
d. Victoria Centre 
e. Wellingborough Chamber of Commerce meetings 
 
 

 
Sally McLellan 
Town Clerk  
12th May 2022 
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MINUTES OF THE FULL COUNCIL MEETING OF THE FULL COUNCIL HELD ON 
20TH APRIL 2022 AT 7PM AT SWANSPOOL HOUSE, DODDINGTON ROAD, 
WELLINGBOROUGH, NN8 1BP 
  

Councillors present: Cllrs L Lawman, Ekins, G Lawman, Irwin, Binley, Stevens, 
Inskip, Scarborough, Erskine, Francis, Henley, Anslow, Wilkinson, Jones, 
Harrington, Sterland, Turner-Hawes, and Carr.  

Officers present: Sally McLellan-Town Clerk 

 Members of the Public present: None 

Councillors absent: None 

 

Minute 
Reference 

Minute 

WTC21/206 
 
 

APOLOGIES FOR ABSENCE 
The following councillors’ apologies were received and noted: 
Cllr Cesauanu 
Cllr Imtiaz 
Cllr Bell 
Cllr Aslam 
Cllr Smith 

WTC21/207 
 

DECLARATION OF INTERESTS 
Cllr L Lawman declared an interest in the Twinning policy as the 
newly elected Vice-Chairman and secretary for Wittlich and as a 
member of the Twinning Association. Cllrs G Lawman, Anslow and 
Scarborough declared an interest in the Twinning Policy as members 
of Twinning Association. Cllr Francis declared an interest in the 
Twinning Policy as the Treasurer of the Twinning Association.  

WTC21/208 
 

WRITTEN PUBLIC QUESTIONS 
No public questions were received in writing. 

WTC21/209 
 
 
 

MINUTES 
APPROVE THE MINUTES OF THE FULL COUNCIL MEETING ON 
9th FEBRUARY 2022 
It was RESOLVED to correct spelling mistakes in attendance and 
WTC21/195. WTC21/189 to read that Cllr Turner Hawes is self 
employed as a contractor. With these corrections it was RESOLVED 
for the Mayor to sign the minutes as a true and correct record of the 
meeting.  

WTC21/210 ANNUAL COMMUNITY SPORTING AND LEISURE FUND 
Consider an annual community sporting and leisure fund, 
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which will be facilitated by a newly formed Sporting and 
leisure committee 
It was unanimously RESOLVED that: 

a. the Annual Full Council amends the Events Committee to 
become the Sport, Leisure and Culture Committee and new 
Terms of Reference are drawn up; 

b. That the Sport, Leisure and Culture Committee (if so formed) 
conduct an assessment of the needs of local organisations 
and report to Council 

c. That Council considers a Sports Fund within the 2023/24 
budget planning; 

WTC21/211 
 

JUBILEE BENCH 
Agree the purchase and location for a bench to mark the 
Queen’s Jubilee 
Cllr Anslow declared an interest in this item as the Chair of Friends 
of Swanspool gardens. 
Discussion took place on the installation costs for the bench, which 
were exceedingly high. The Town Clerk to seek further quotations for 
installation. Cllr Turner-Hawes offered to donate a bench for the 
Town Council’s use.  
It was RESOLVED to purchase the commemoration bench from 
David Ogilvie to be installed in Swanspool gardens. 

WTC21/212 NOTICEBOARD 
Agree the purchase and location for a Town Council 
noticeboard 
It was RESOLVED in principle to purchase and install a noticeboard 
in the town centre, but delegate to the Finance and Governance 
Committee to take forward the choice of size and style/colour based 
on the permission granted by North Northamptonshire Council. It 
was noted that the noticeboard is required to be ‘graffiti proof’ so that 
graffiti can be removed easily.  

WTC21/213 
 
 
 
 
 
 
 
 
 
WTC21/214 
 
 
 
 
 
 
 
 
WTC21/215 
 
 

POLICY 
Adopt the Community Awards scheme 
It was RESOLVED to adopt the proposed Community Awards 
Scheme, to celebrate those people in the community who strive to 
make Wellingborough a better place to live and work. The winners of 
these wards would be announced at the Annual Town Meeting, 
along with the Honorary Freeman/Woman. The first awards evening 
will be held in May 2023. Independent judges in the community to be 
obtained, such as clergyman, radio Northampton etc. The award to 
take the form of a small badge or certificate. 
Adopt the proposed policy for the provision of a grant to enable 
residents to visit one of the twinned towns 
It was RESOLVED to increase the amount to be provided per young 
person from £25 to £50. The Town Clerk to simplify the form to make 
it easier for the young person to complete and change the 
requirement for a report to be produced on return to photos and 
information about the trip. With these changes it was RESOLVED to 
adopt the grants policy for Twinning trips. 
Consider the revised Mayoral policy 
It was RESOLVED to remove the requirement for the outgoing 
Mayor to become Deputy Mayor. Discussion took place on the need 
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to specify in the policy that the chosen charity for the Mayor should 
be one that specifically benefits the town, but this can be a national 
charity. The policy to include that the Mayor has a dedicated budget 
for expenses and the Deputy Mayor is able to be able to claim when 
attending for the Mayor. 
It was RESOLVED for the Mayoral protocol to be reviewed by a 
working group consisting of Cllrs L Lawman, Scarborough, Carr and 
Harrington. 

WTC21/216 MAYORS UPDATE 
The Mayor reminded members that she is holding a Quiz night on 
Friday the George at 7pm to raise funds for Teamwork Trust. The 
Mayor has been holding events to raise funds for her chosen charity 
during her Mayoral year. She has raised just over £1,000 from the 
Gala dinner, £180 from the Civic Service and received a donation of 
£105. The Mayor has also made a personal donation of £100 form 
not sending out Christmas cards. Teamwork Trust have purchased a 
badge machine and will be making the badges for the Friendship 
Walk. 
The team were thanked by the council for all their work organising 
the Town Centre events, the Mayoral events and creating two new 
apps. Thank were also given to the Wellie Womblers who performed 
a clean-up in the Town Centre as part of the Town Centre events. 

 

The Mayor closed the meeting at 20.51 
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MINUTES OF THE FINANCE AND GOVERNANCE COMMITTEE, 
WELLINGBOROUGH TOWN COUNCIL HELD ON  

TUESDAY 3RD MAY 2022 AT 7PM, SWANSPOOL HOUSE, DODDINGTON ROAD, 
WELLINGBOROUGH, NN8 1BP 
 

Councillors present: Cllrs G Lawman (Chairman), Irwin, L Lawman, Wilkinson and Henley 

 

Officers present: Sally McLellan-Town Clerk 
 

Members of the Public present: None 

Absent:  

 

Minute 
Reference 

Minute 

FG21/62 APOLOGIES FOR ABSENCE 
Cllr Francis 
Cllr Ekins 

FG21/63 DECLARATION OF INTERESTS  
None declared 

FG21/64 PUBLIC QUESTIONS  
No written questions were received. 

FG21/65 MINUTES  
Agree the minutes of the Finance and Governance Committee meeting held 
on 13th March 2022 
It was RESOLVED to approve the minutes of the Finance and Governance 
Committee meeting held on 13th March as a true and correct record. 

FG21/66 
 
 
 
FG21/67 

YEAR END ACCOUNTS 
Approve the accounts for the months January-March 2022 
The accounts were received and approved. The Town Clerk to provide a report 
each month detailing any concern, including overspends and receipts awaited. 
Approve earmarked reserves and note general reserves 
It was RESOLVED to approve the earmarked reserves for the Water Feature at 
£25,000, Events at £910, Asset mapping at £4,000 and Elections at £46,623.08. 
It was noted that the elections invoice has been earmarked at the full invoice 
value, however the council are continuing to dispute this fee and obtain a credit 
note for the poll card charges. 
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FG21/68 INSURANCE 
Approve the insurance policy for 2022-2023 
It was noted that after obtaining quotations, Gallaghers had been instructed to 
provide insurance for the council’s operations and assets for 2022/2023. The 
committee were in agreement with this cover and thanked the Town Clerk for 
obtaining competitive quotations. 

 

The Chairman closed the meeting at 19.30 
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MINUTES OF THE PLANNING COMMITTEE OF WELLINGBOROUGH TOWN 
COUNCIL HELD ON TUESDAY 26th APRIL 2022 AT SWANSPOOL HOUSE, 
DODDINGTON ROAD, WELLINGBOROUGH, NN8 1BP 
 

Councillors present: Cllrs Ekins, Scarborough, Inskip, Stevens and Imitaz,  

Officers present: Joanne Coduri, Deputy Town Clerk 
 

Minute 
Reference 

Minute 

PL21/149 APOLOGIES FOR ABSENCE 
The following apologies were received from Cllr Aslam and Sterland 
RESOLVED to accept their apologies. 

PL21/150 DECLARATION OF INTERESTS 
None Received  

PL21/151 
 

PUBLIC QUESTIONS 
No written public questions were received.  

PL21/152 
 

UPDATE ON PLANNING AND LICENCING APPLICATIONS SINCE THE 
LAST MEETING  
Members noted the report on the updated planning and licensing applications. 
Note to NCC Mr Hallam and co, pleasing to see that they are determining 
applications appropriately.  

PL21/153 MINUTES 
Approval of the minutes of the Planning Committee Meeting on 22nd March 
2022. 
It was RESOLVED to approve the minutes of the Planning Committee Meeting 
on 22nd March 2022 as a true and correct record. 

 
 
PL21/154 
 
 
 
 
 
 
 
 
 
 

PLANNING APPLICATIONS  
  
NW/22/00170/REM | Reserved matters application pursuant variation to 
planning permission reference WP/16/00271/VAR, specifically conditions 4 (a) 
(the layout, scale, appearance); 4 (b) vehicle, cycle and foot 4 (d) layout and 
design of public open space; 4A (a) layout, design and specification of drainage 
infrastructure; 4A (c) waste management facilities strategy and waste audit, 
including arrangements for the provision of waste collection receptacles; 6 
(accordance with the planning application development framework plan); 10 
(structural landscape scheme); 19 (foul water drainage); 20 (surface water 
drainage); 23 (sustainability statement/assessment), for proposed local centre, 
comprising 1,705m2 of Use Class E (a) E (b) and E (c) (i), E (c) (ii) and E (c) (iii) 
/ sui generis (takeaway and drive thru) and 6 no. apartments of Use Class C3, 
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PL21/155 
 
 
 
 
 
 
 
PL21/156 
 
 
 
 
PL21/157 
 
 
 
 
 
PL21/158 
 
 
 
 
 
 
 
 
 
PL21/159 
 
 
 
 
 
 
 
 
 
 
 

with associated parking, landscape works, at Glenvale Park (Wellingborough 
North) | Site R4 Local Centre W North Niort Way Wellingborough 
 
Members noted comment number 6 from Northants Police regarding boundary 
treatment – 1.8m wall should continue the building edge to secure this rear 
elevation.. 
 
RESOLVED no objection, however support comments from Northants 
Police.  
 
NW/22/00186/FUL | Retrospective application for the installation of an ATM 
installed through a secure panel to the right hand side of the shop front. | 1 - 3 
Northampton Road Wellingborough NN8 3HG 
 
RESOLVED no objection, however support comments from Northants 
Police in relation to site specific security and CCTV coverage as 
requested. 
 
NW/22/00187/FUL | The change of use from Use Class E(g) Office, to Use 
Class F1(f) Public Worship. | 2 - 4 Meadow Close Wellingborough NN8 4BH 
 
RESOLVED no objection. 
 
NW/22/00192/FUL | The retention of an ATM and non-illuminated signage | 196 
Northampton Road Wellingborough NN8 3PW 
 
RESOLVED no objection, subject to further information supplied to 
Northants Police regarding security and crime prevention as requested. 
 
NW/22/00193/FUL | Demolition of conservatory, porch and front bay window. 
Proposed two storey front and rear extension together with raising of roof with 
two dormers and a velux rooflight in front roof elevation; Two velux roof lights in 
the rear elevation of the raised roof above the proposed first floor games room 
above the existing garage; Two velux roof lights in the northern and southern 
side elevations of the roof of the two storey extension. | 40 The Promenade 
Wellingborough NN8 5AL 
 
RESOLVED no objection. 
 
NW/22/00189/FUL | Conversion of loft space including a flat roof dormer 
extension to the rear elevation, with 2 velux roof lights. There is also 2 velux roof 
lights in the side elevations and a first floor rear extension. | 103 Great Park 
Street Wellingborough NN8 4EA 
Concerns were raised regarding the position of windows that can potentially 
overlook into neighbouring properties.  
 
RESOLVED no objection; subject to the windows not overlooking 
neighbouring properties.  
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PL21/160 
 
 
 
 
 
PL21/161 
 
 
 
 
 
 
PL21/162 
 
 
 
 
 
 
PL21/163 
 
 
 
 
 
 
PL21/164 
 
 
 
 
 
 
 
 
PL21/165 
 
 
 
 
 
 
 
PL21/166 
 
 
 
 
PL21/167 
 

NW/22/00206/FUL | Change of use from mixed-use dwellinghouse (C3) and 
doctors surgery (Class E(e)) to 2 x 2 bed, 2 person flats (C3) | 30A High Street 
Wellingborough NN8 4JZ 
 
RESOLVED no objection 
 
NW/22/00195/LBC | Listed building consent for minor external alterations and 
internal works to facilitate a change of use from mixed-use dwellinghouse (C3) 
and doctors surgery (Class E(e)) to 2 x 2 bed, 2 person flats (C3) | 30A High 
Street Wellingborough NN8 4JZ 
 
RESOLVED no objection 
 
NW/22/00134/FUL | Erection of gate piers, gates, and internal flank walling to 
Avenue Road entrance; replacement gates to Gold Street entrance; garden 
steps; repair and addition of linking stone flags; repair of garden retaining wall; 
and construction of swimming pool | 29 The Avenue Wellingborough NN8 4ET 
 
RESOLVED no objection 
 
NW/22/00208/FUL | Change of use of Jewellers Shop (E (a)) to a tanning salon 
(Sui Generis). No external changes, only internal changes. | 1B Central Hall 
Buildings High Street Wellingborough NN8 4HT 
 
RESOLVED no objection 
 
NW/22/00212/FUL | Change of use from light industrial unit (use class E (g) (ii)) 
to a retail showroom display/distribution unit with offices (combined E (a) and (g) 
(i) and B8 uses) for the retail sale and display of baby and maternity goods and 
equipment (such as pushchairs, car seats, nursery furniture) that would be open 
to the public by appointment and sometimes public planned visits | 5 Faraday 
Court Wellingborough NN8 6XY 
 
RESOLVED no objection 
 
NW/22/00155/ADV | Advertisement consent for the removal of three existing 
static 48 displays at Finedon Road, replacing with one D48-poster which will 
display multiple static advertisements on rotation. The new screen dimensions 
are 6500mm width x 3500mm height. (Illuminated). | Highway A509 Finedon 
Road Wellingborough 
 
RESOLVED no objection 
NW/22/00215/FUL | Re-cladding roof and some walls. Painting retained 
cladding. Adding additional windows | 60 Sinclair Drive Wellingborough NN8 
6UY 
 
RESOLVED no objection 
 
NW/22/00230/FUL | First floor rear and side extension. | 60 Park Road 
Wellingborough NN8 4QE 
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PL21/168 
 
 
 

 
 
 

 
 
 
PL21/169 
 
 
 
 
 
 
PL21/170 
 
 
 
 
 
 
 
 
 
 
PL21/171 
 
 
 
 
 
 
 
 
 
 
 
PL21/172 
 
 
 
 
 
 

 
RESOLVED no objection 
 
NW/22/00227/FUL | Proposed single storey front extension below the existing 
roof canopy, first floor side extension above an existing garage, conversion of an 
existing garage to a habitable room including removal of garage door and 
installation of window and render infill panel, internal alterations, re-roofing 3 
upvc roof lanterns/fenestration changes to the existing pool house and new 
external finishes. | 9 Heath Rise Wellingborough NN8 5QN 
 
RESOLVED no objections, subject to compliance with the requirements of 
the Local Highway Authority as per their comments. 
 
NW/22/00244/VAR | Variation of condition 5 of planning permission reference 
WP/19/00091/FUL to make the opening hours in line with the premises licence 
approved by the council. The premises shall not be open outside the hours of 
11:00 to 02:00 Sunday to Thursday and 11:00 to 04:00 Friday and 
Saturdays. | 18 Cambridge Street Wellingborough NN8 1DJ 
 
RESOLVED no objection 
 
NW/22/00168/FUL | Single storey side extension linking the existing dwelling 
house to an existing detached garage. Internal alterations to the dwelling house. 
The conversion of the detached garage into habitable accommodation including 
installation of windows in the side and rear elevation. Reducing the height of the 
existing garage roof and introducing a flat roof at the rear with a glass lantern 
window. Adding hardstanding for an additional parking space. | 27 Duke Street 
Wellingborough NN8 2HL 

 
RESOLVED no objection 
 
NW/22/00222/FUL | Change of use from existing commercial use back to two 
four bedroomed dwellings | 2 And 3 Broad Green Wellingborough NN8 4LE 

 
RESOLVED - Object to the application for lack of sufficient plans. 
Members support comments from Highways and request the applicant 
provide some form of parking provision. 
 
NW/22/00257/LBC | Listed building consent to fit a new bathroom and kitchen to 
2 Broad Green, and relocate the kitchen from the rear to the front in 3 Broad 
Green. | 2 And 3 Broad Green Wellingborough NN8 4LE 
RESOLVED - Object to the proposal due to lack of sufficient plans in order 
to determine a decision.  
 
Application NW/22/00222/FUL suggests that the property will turn back 
into 2x 4 bedroom dwellings; however on the plans supplied:   
 
- no. 2 Broad Green only shows 3 bedrooms with a salt room that has no 
access,  
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PL21/173 
 
 
 
 
 
PL21/174 
 
 
 
 
 

- no. 3 Broad Green does not show any room allocations on the first or 
second floor in the proposed plan. 
 
Members would require the applicant to submit clearer plans of their 
proposal for both dwellings. 
 
Members do not object to the principle of turning them from commercial 
use back into two four bedroom dwellings; but they must submit sufficient 
detailed plans to support the application. 
 
NW/22/00251/FUL | Conversion of garage to habitable room (games room), 
removal of garage door and infilling with window and brickwork, and first floor 
side extension | 21 Grange Road Wellingborough NN9 5YQ 
 
RESOLVED no objection 
 
NW/22/00153/FUL | Change of use of an existing car park and creation of two 
datacentre cabins (Use Class B8 Storage and Distribution) with associated 2.4 
metre high pallisade fencing, access, and provision of two generators. | Car 
Park Adjacent Midland Business Units 1 And 2 Finedon Road Wellingborough 
NN8 4AD - Further information has been received from NNC Officer - 
Committee may wish to reconsider their response in light of the new information 
 
RESOLVED that following further information received from NNC, and with 
Highways removing their objection, WTC shall withdraw their previous 
objection and resubmit their response to state that there is no objection to 
this application.  
 
Member would like to pass on their thanks to NNC for reviewing our 
comments and coming back to us with clarifying information. 
 

PL21/175 APPLICATIONS GONE TO APPEAL 
 
NW/21/00762/FUL | Conversion from an existing shop to a proposed set of 
residential flats, 1 flat which is a 2 bedroom for 3 people on the ground floor. The 
first floor will include 2 one bedroom and one person flats. This proposal will 
include a side first floor extension which will match the existing materials and 
design to accommodate an extra flat. (Re-Submission following refusal of 
planning permission reference NW/21/00464/FUL) | 15 Broad Green 
Wellingborough Northamptonshire NN8 4LN – Application refused by NNC on 
14th October 2021. (See link) 

 
WTC members voted to submit no objections to this application; 
however, we have the option to submit a new written comment or to 
supplement, modify or withdraw our earlier comments. 
 
RESOLVED no further comments to submit. 
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PL21/176 North Northamptonshire Strategic Plan Scope and Issues Consultation Public 
Notice: Consultation runs from 28th March to 23rd May 2022. A drop in event is 
being held in the Mayor’s Parlour at Swanspool House on 4th May from 10:00 – 
16:00. 
 
Members thank the Clerk for her comments to date on the questionnaire for the 
consultation. All agreed that this was a good opportunity to have the Town 
Council’s notes put forward on this consultation.  
 
Members discussed about the inclusion of greener houses proposing a more 
cost-effective way to insulate them, better infrastructure including schools and 
medical centres as well as improving the road and rail links to the north and 
south of the Country. The need to regenerate retail area, potentially bringing 
back independent businesses and bring more footfall into the town.  
RESOLVED to 

a) Attend the drop-in centre in Swanspool House on 4th May, extend 
invite to all councillors 

b) Hold a Planning Committee working party meeting on 12th May in 
the Council Chamber to discuss answers to the questionnaire, 
extend invite to all councillors. 

PL21/177 Taylor Wimpey request to meet with Councillors to discuss new development at 
Niort Way.  
 
RESOLVED invite Taylor Wimpey to the next planning meeting.  
 

 

The Chairman closed the meeting at 20.20 









6 
 

 

MINUTES OF THE STAFFING COMMITTEE OF WELLINGBOROUGH TOWN 
COUNCIL HELD AT SWANSPOOL HOUSE, DODDINGTON ROAD, 
WELLINGBOROUGH, NN8 1BP ON THURSDAY 17TH MARCH 2022. 
 

Councillors present: Cllrs Bell, Inskip and Sterland,  

 

Officers present: Sally McLellan-Town Clerk 
 

Absent: Cllr Anslow 

 

Members of the Public present: Cllr G Lawman  

 

Minute 
Reference 

Minute 

SC21/21 APOLOGIES FOR ABSENCE 
Cllr Binley 
Cllr Aslam 

SC21/22 PUBLIC QUESTIONS 
No questions were received. 

SC21/23 DECLARATON OF ANY MATTERS ON THE AGENDA 
No declarations were made. 

SC21/24 MINUTES 
Agree the minutes of the Staffing Committee Meeting on 7th September 
2021 
It was RESOLVED to approve the minutes of the Staffing Committee Meeting on 
7th September as a true and correct record. 

SC21/25 
 

WORKING FROM HOME ALLOWANCE Agree to provide a working from 
home allowance for all employees 
The consensus from the committee was not to provide a working from home 
allowance. 

SC21/26 
 
 

TRAINING STATEMENT OF INTENT Agree the proposed training statement 
for officers and member 
It was RESOLVED to approve the proposed Training Statement of Intent. 

SC21/27 
 

EXCLUDE THE PRESS AND PUBLIC DUE TO THE CONFIDENTIAL NATURE 
OF THE BUSINESS TO BE DISCUSSED 
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SC21/28 
 
 
 
SC21/29 
 
 
SC21/30 
 
 
 
SC21/31 
 
 
 
SC21/32 
 
 

It was RESOLVED to exclude the press and public due in accordance with the 
Local Government Act 1972 s100, due to the confidential nature of the business 
to be discussed. 
PAY AWARD 
Agree to implement the new rate of pay for all employees to be back dated 
It was RESOLVED to implement the new rate of pay for all employees to be 
back dated to the start date for all employees. 
Apply the salary increments applicable 
It was RESOLVED to implement the salary increments for the Deputy Clerk and 
Projects Officer.  
Agree to appoint a working group to review the Town Clerk’s Job 
Description against the Green Book. 
It was RESOLVED to form a working group to review the Town Clerk’s Job 
Description against the Green Book. The working group to consist of three 
councillors, two from the conservative party and one from the labour party. 
Apply the salary increment for achieving a Foundation Degree in 
Community Governance 
It was RESOLVED to apply the salary increment to the Town Clerk for achieving 
a Foundation Degree in Community Governance 
Consider funding Level 6 Community Governance Course for 2023-2025 
This item was deferred for a year for the Finance and Governance Committee to 
consider means of funding the course. 

 

The Chairman closed the meeting at 19.18 



 

MINUTES OF THE EVENTS COMMITTEE OF WELLINGBOROUGH TOWN COUNCIL 
HELD AT SWANSPOOL HOUSE, DODDINGTON ROAD, WELLINGBOROUGH, NN8 
1BP AT 7PM ON WEDNESDAY 10TH MARCH 2022 
 

Councillors present: Cllrs Jones, Binley, Carr, Sterland, Cesauanu and Turner-Hawes 

 

Officers present: Emma Williams-Projects Officer 
 

Members of the Public present: None 

 

Cllrs absent: None 

 

Minute 
Reference 

Minutes 

EC21/33 APOLOGIES FOR ABSENCE 
The following apologies were received and noted: 
Cllr Erskine 

EC21/34 DECLARATION OF INTERESTS 
No declarations were made. 

EC21/35 PUBLIC QUESTIONS 
No public questions were received. 

EC21/36 MINUTES 
Agree the minutes of the Events Committee meeting held on 20th 
September 2021 
It was RESOLVED to agree the minutes of the Events Committee meeting held 
on 30th September 2021 as a true and correct record. 

EC21/37 COMMUNITY VOLUNTEERS 
The committee considered the formation of a volunteer database. 
The need for volunteers to help at town events was discussed and it was agreed 
to create a database of those willing to assist at events. 
It was RESOLVED that a volunteer database is created and Cllr Carr to create a 
role description.  The role description will highlight the positives of becoming a 
volunteer and include any training required. 



EC21/38 
 
 
 
 
 
 
 
 
 
 
 
 
 
EC21/39 

EVENTS 2021-2023 
Receive a report from the Projects Officer on the events held so far in 
2021/22 
Members received a report form the Projects Officer on the events that have 
taken place so far in 2021/22.  These included Christmas events, town centre 
events, Business Breakfast and Pancake Race.  The Town Council had received 
positive feedback from local businesses, groups and members of the public on 
the events.   
 
It was RESOLVED to use the feedback to evaluate the events and help improve 
and enhance future events.  It was suggested to produce feedback cards and 
introduce a way of monitoring attendance at events where possible.   
 
 
Receive a report from the Projects Officer and agree the events planned for 
2022-2023 
Members received a report from the Projects Officer on the events planned for 
2022/23.  The list of planned events was discussed and agreed that working 
parties would be created for each event.   
Publicising events was discussed with the opportunity to use local groups and 
organisations who can distribute the information to their members. Cllr Sterland 
suggested the appointment of a Town Crier. 
 
It was RESOLVED that the Projects Officer would set-up working parties for 
Band Stand Events, The Beach event, Remembrance Sunday, Town Centre 
Events and Christmas events.  It was RESOLVED to defer the decision of setting 
up a working party for a pancake race in 2023 to the next events meeting. 
 
 
 
 

 

The Chairman closed the meeting at 20:28 



WELLINGBOROUGH TOWN COUNCIL   

AGENDA ITEM 5 

ANNUAL TOWN MEETING 
 

18th May 2022  

Report from Sally McLellan-Town Clerk 

  

 

TERMS OF REFERENCE 

  

1. Purpose of Report 

To approve the Terms of Reference and delegated powers for: 

a. Planning Committee 
b. Staffing Committee 
c. Finance and Governance Committee 
d. Sport, Leisure and Culture Committee  

 

2. Executive summary 

It is a requirement to review and adopt the Terms of Reference and Delegated Powers as 
part of the Annual Town Council Meeting. This is also the point at which committees are 
appointed and members agreed to serve on each committee. 

The Terms of Reference for each committee have been reviewed to ensure they reflect the 
council’s operation.  

 

 



 
 

FINANCE AND GOVERNANCE COMMITTEE 

TERMS OF REFERENCE AND DELEGATED POWERS  

1. The Finance and Governance Committee is appointed by and solely responsible to 
Wellingborough Town Council.  

2. The Committee’s duties, as set out in these terms of reference, are defined and agreed 
by Full Council, which may vote, at any time, to modify, remove or increase the 
Committee’s terms.  

3. Meetings are to be held quarterly.  

4. Membership: The Committee will consist of nine councillors. All members of the 
Committee are expected to represent the interests of the whole Council area.  

5. A quorum will be a minimum of four elected members.  

6. Record of Proceedings: The Committee will meet as required to fulfil the responsibilities 
below. Written minutes will be taken to record the Committee’s decisions. The Clerk will 
be responsible for arranging the recording and distribution of the minutes.  

7. Responsibilities: The committee has delegated authority from the Council to work with 
the Responsible Financial Officer and Clerk, as appropriate, to fulfil the following 
responsibilities, in line with Financial Regulations and any other framework that is 
required in law or that the Council puts in place: 

a. Making annual estimates of expenditure and income to inform budget recommendations 
to the Full Council. 

b. Monitoring the Council’s approved budget against actual expenditure throughout the 
year and reviewing reconciliations as required by Financial Regulations. 

c. Recommending to Full Council the amount of the annual precept demand.  

d. Ensuring that appropriate risk management, including due maintenance, of the Council’s 
properties and their leases or hires etc., takes place. 

e. Reviewing the Council’s insurance of all the Council’s assets and liabilities, at least 
annually, and making connected recommendations as required. 



f. Undertaking Capital projects, as budgeted. 

g. Ensuring a suitable framework for tendering and purchasing arrangements is set in 
Financial Regulations and adhered to.  

h. Making approval of payments on the Council’s behalf either made already or in advance 
of payment, in line with Financial Regulations. 

i. Reviewing internal audit arrangements and making recommendations to Full Council on 
appointing an independent Internal Auditor.  

j. Ensuring the Council is fully prepared and cooperative with an audit regime. 

k. Ensuring there is evidence of adequate systems of internal control and audit throughout 
the year and for presentation for external audit. 

l. Developing and monitoring the Council’s Risk Management Strategy  

m. Monitor the Council’s performance against its strategic objectives  

n. Developing and reviewing the Council’s Investment Strategy and making related 
recommendations, including on banking, to the Council  

o. Ensuring that essential policies (not covered by other committees) are developed, 
created, monitored, maintained and adhered to  

p. Considering and responding to any consultations on significant policy matters and 
advising the Council, as appropriate.  

q. Ensuring that the Council is appropriately transparent and accountable with its finances 
in line with any legislation, mandatory Transparency Codes and any framework set by 
the Council itself.  
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PLANNING COMMITTEE 

TERMS OF REFERENCE AND DELEGATED POWERS 

1. The Planning Committee is appointed by and solely responsible to Wellingborough Town 
Council. 
 

2. The Committee’s duties, as set out in these terms of reference, are defined and agreed 
by Full Council, which may vote, at any time, to modify, remove or increase the 
Committee’s terms. 

3. The committee will consist of nine members. All members of the committee must attend 
planning training . 

4. All matters relating to Neighbourhood Plans should be discussed by Full Council. 
 

5. Where applications require comment from the council between the scheduled meetings, 
the Chairman and Vice-Chairman in consultation with the Clerk are delegated to 
respond. 

6. Meetings are to be held monthly as set out in the council’s schedule of meetings.  

7. The committee responsibilities are:  

a. To consider all planning applications for the Town Council area and make comment 
to the Planning Authority. 

b. To consider all licensing applications for the Town Council area and make comment 
to the Licensing Authority. 

 
c. To recommend to Full Council to call any necessary Public Meetings relating to large 

(which are 10 or more dwellings or large-scale retail units) and or contentious 
applications.   

 

d. To consider and pass comment on all North Northamptonshire Council Planning 
Policies. 

 

e. Authorise a member, when necessary, to attend North Northamptonshire Council’s 
Development Control Meetings to represent the Council.   

 

f. To attend training on the planning system and policies effecting the Town Council 
area. 
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g. The committee will have an item at the start of each agenda ‘to receive an update on 
previously discussed planning and licensing applications. This will enable members 
to keep up to date on any relevant developments on the applications and appoint a 
member to speak on the application at North Northamptonshire’s Development 
Control Committee or arrange a public meeting. Under this item the committee will 
not be able to alter their comments agreed on the application. 



 

STAFFING COMMITTEE 

TERMS OF REFERENCE AND DELEGATED POWERS  

 

1. The Staffing Committee is appointed by and solely responsible to Wellingborough Town 
Council. 
 

2. The Committee’s duties, as set out in these terms of reference, are defined and agreed 
by Full  
Council, which may vote, at any time, to modify, remove or increase the Committee’s 
terms. 
 

3. Meetings are to be held as and when required, but a minimum of twice a year. 
 

4. Membership: The Committee will consist of no fewer than seven councillors.  
 

5. A quorum will be a minimum of three elected members.  
 

6. There will be two named Councillors to act as substitutes to ensure that all meetings are 
quorate.  
 

7. All members of the committee must agree to attend training on being a Good Employer 
and be issued a copy of NALC’s Good Employer Guide. 
 

8. Record of Proceedings: The Committee will meet as required to fulfil the responsibilities 
below, including: 
 
a.  making decisions about relevant staffing matters, within the budget and expenditure 

limits  
b. Written minutes will be taken to record the Committee’s decisions available for public 

information. 
c. The Clerk will be responsible for arranging the recording and distribution of the 

minutes. 
 

9. Responsibilities: The committee has delegated authority from the Council to fulfil the 
following responsibilities: 
 



a. Recruitment for all members of staff, within the set budget. 
 

b. Helping to ensure that a staffing framework and culture exists within the Council which 
nurtures wellbeing, productivity, treats staff equally and with respect, values diversity 
and supports staff to give their best, including through suitable training, development 
and management 
 

c. Reviewing and agreeing the staffing structure within the budget set by the Full Council. 
 

d. Drafting, implementing, reviewing, monitoring and revising employment policies  
 

e. Establishing and reviewing the salary pay scale reference points 
 

f. Ensuring that suitable HR arrangements and insurances have been reviewed and 
established.  
 

g. Establishing and reviewing the performance management system (including annual 
appraisals) and the training and development policy for councillors and staff  
 

h. Oversee any process leading to dismissal of staff (including redundancy), making 
recommendations to Full Council for the decision. 
 

i. Keeping under review staff working conditions and health and safety matters 
 

j. Making recommendations on staffing-related expenditure to the Finance and 
Governance Committee as part of the budget setting process. 
 

k. Considering any appeal against a decision in respect of pay 
 

l. Ensuring appropriate arrangements are established for hearing a grievance or 
disciplinary matter for the Clerk (and any staff appeals) 
 

m. Establishing a suitable sub-committee to which to delegate confidential aspects of the 
above responsibilities in a framework which recognises the Chairman’s (or a nominated 
other person’s) day-to-day management-type role e.g. in relation to permitting leave 

 



 
 

SPORT, LEISURE AND CULTURE COMMITTEE  

TERMS OF REFERENCE  

AND  

DELEGATED POWERS  

1. The Sporting, Leisure and Culture Committee is appointed by and solely responsible to 
Wellingborough Town Council.  

2. The Committee’s duties, as set out in these terms of reference, are defined and agreed 
by Full Council, which may vote, at any time, to modify, remove or increase the 
Committee’s terms.  

3. Meetings are to be held at least quarterly.  

4. Membership: The Committee will consist of no fewer than nine councillors. All members 
of the Committee are expected to represent the interests of the whole Council area.  

5. A quorum will be a minimum of four elected members. 

6. Record of Proceedings: The Committee will meet as required to fulfil the responsibilities 
below. Written minutes will be taken to record the Committee’s decisions. The Clerk will 
be responsible for arranging the recording and distribution of the minutes.  

7. Responsibilities: The committee has delegated authority from the Council to work with 
the Responsible Financial Officer and Clerk, as appropriate, to fulfil the following 
responsibilities, in line with Financial Regulations and any other framework that is 
required in law or that the Council puts in place: 

a. Conducting an assessment of the sporting needs of local organisations and report to 
Council its findings. 

b. Making annual estimates of income and expenditure to inform budget recommendations 
to the Finance and Governance Committee for 2023/2024. 

c. Creating and reviewing a grants policy for awarding grants to local organisations for the 
provision of sports, leisure and culture. 



d. Awarding grants to local organisations as per the Council’s Community Grant Awarding 
Policy. 

e. Awarding funds to young people to enable them to visit the Twinned Towns, as per the 
Council’s Twinning Grant Policy. 



WELLINGBOROUGH TOWN COUNCIL   

AGENDA ITEM 9 

FULL COUNCIL MEETING 
 

18th MAY 2022  

Report from Sally McLellan-Town Clerk 

 

CALENDAR OF MEETINGS 2022-2023 

 

1. Purpose of the report 
 

a. Agree the calendar of meetings of the Town Council for 2022/2023 
b. To agree the Standing Orders as revised by the working group. 

 

2. Executive Summary 

At the Annual Meeting the council is required to set out its schedule of meetings for the council 
year. The calendar dates proposed have been scheduled to avoid meetings held on the same 
night as North Northamptonshire Council, to enable dual hatted members to attend both sets of 
council and committee meetings.  

The Standing Orders were reviewed by a working group to ensure they are clear and reflect the 
council’s current operation. 

3. Report  

The terms of reference for committees have been devised to segregate specialist areas into four 
committees. All other business and key financial decisions, such as setting the precept will be 
conducted by Full Council. Full Council is scheduled to meet four times a year, including the 
Annual Town Council Meeting which is required to be held in May. The Annual Town Meeting 
(the meeting of the town) must be held between,1st March and 1st June and has been scheduled 
for 10th May 2023.  

Due to the number of applications received for planning and licencing applications, the Planning 
Committee has been scheduled to meet monthly, except for August and December when the 
council breaks to enable members to take holiday. Any applications which require a response 
between meetings are delegated to the Deputy Clerk in consultation with the Chairman and 
Deputy Chairman of the committee. 

The Finance and Governance Committee meetings have been scheduled to be held quarterly 
after year end. The Staffing Committee meetings have been scheduled around key events such 
as appraisals, salary review, policy reviews and budget proposals. 

 



4. Meeting dates 

Date Meeting Location 
24th May 2022 
 

Planning Committee Swanspool House 

7th June 2022 Sports, Leisure and Culture 
Committee  
  

Swanspool House 

15th June 2022 Full Council Meeting  
 

Swanspool House 

28th June 2022 Planning Committee 
Meeting 

Swanspool House 

19th July 2022 Finance and Governance 
Committee (Q1 accounts) 

Swanspool House 

21st July 2022 Staffing Committee Meeting 
 

Swanspool House 

26th July 2022 Planning Committee 
Meeting 

Swanspool House 

August Councillor break Swanspool House 
 

13th September 2022 Sports, Leisure and Culture 
Committee  
 

Swanspool House 

21st September 2022 Full Council Meeting 
 

Swanspool House 

27th September 2022 Planning Committee 
Meeting 

Swanspool House 

11th October 2022  
 

Finance and Governance 
Committee (Q2 accounts) 
 

Swanspool House 

25th October 2022 Planning Committee 
Meeting 

Swanspool House 

29th November 2022 Planning Committee 
Meeting 
 

Swanspool House 

December No meetings 
 

Swanspool House 

10th January 2023 Finance and Governance 
Meeting (Q3) 
 

Swanspool House 

17th January 2023 Full Council Meeting 
 

Swanspool House 

25th January 2023 Sports, Leisure and Culture 
Committee  
 

Swanspool House 

31st January 2023 Planning Committee 
Meeting 
 

Swanspool House 

21st February 2023 Planning Committee 
Meeting 

Swanspool House 



 
21st March 2023 Planning Committee 

Meeting 
 

Swanspool House 

22nd March 2023 
 

Staffing Committee Swanspool House 

18th April 2023 Planning Committee 
Meeting 
 

Swanspool House 

25th April 2023 Sports, Leisure and Culture 
Committee  
 

Swanspool House 

2nd May 2023 Finance and Governance 
Committee 

Swanspool House 

10th May 2023 Annual Town Meeting Tithe Barn 

17th May 2023 Annual Town Council 
Meeting 

Swanspool House 
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1. RULES OF DEBATE AT MEETINGS 
 
 
 

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

b A motion shall not be included on an agenda unless it has been moved and 
seconded by two members of the council and received at least five (5) working 
days before the date of the meeting The motion must relate to a matter within 
the jurisdiction of the Council. 

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

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

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

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

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

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

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

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

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

l A councillor may not move more than one amendment to an original or 
substantive motion, but, may move amendments to more than one 
part of the motion 

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

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

i. to speak on an amendment moved by another councillor 
 

ii. to make a point of order; 
 

iii. or 
 

iv. to exercise a right of reply. 
 

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

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

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

i. to amend the motion; 
 

ii. to proceed to the next business; 
 

iii. to adjourn the debate; 
 

iv. to put the motion to a vote; 
 

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

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

vii. to exclude the public and press; 
 

viii. to adjourn the meeting; or 
 

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

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

t Excluding motions moved under standing order 1(r), the contributions or 
speeches by a councillor shall relate only to the motion under discussion and 
shall not exceed (3) minutes without the consent of the chairman of the 
meeting. 
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2. DISORDERLY CONDUCT AT MEETINGS 
 
 

a No person shall obstruct the transaction of business at a meeting or behave 
offensively or improperly. If this standing order is ignored, the chairman of the 
meeting shall request such person(s) to moderate or improve their conduct. 

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

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

 
 

3. MEETINGS GENERALLY 
 
 

cil meetings ● 
Committee meetings ● 
Sub-committee meetings ● 

 

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

used for the supply of alcohol, unless no other premises are available free 
of charge or at a reasonable cost. * 

 
● 

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

the day on which notice was issued, the day of the meeting, a Sunday, a 
day of the Christmas break, a day of the Easter break or of a bank holiday 
or a day appointed for public thanksgiving or mourning. 

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

● 
● 

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

 e Members of the public may make representations, answer questions and give 
evidence at a meeting which they are entitled to attend in respect of the 
business on the agenda, if invited to do so by the Chair. 24 hours notice of 
any public questions or representation must be made through the office. The 
member of public wishing to make representation must be present in person. 
Where there is more than two members of the public present, representing the 
same views, speakers should be asked not to duplicate their contents. 
Members of the public unable to attend may submit written questions to be 
read out by the Chairman. 

 f The period of time designated for public participation at a meeting in 
accordance with standing order 3(e) shall not exceed (30) in total unless 
directed by the Chairman of the meeting.* 

 g Subject to standing order 3(f), a member of the public shall not speak for more 
than (3) minutes, unless agreed by the Chairman. Members may ask 
questions of clarification, if agreed by the Chairman.* 

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

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

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

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

● 
● 

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

● 
● 

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

● 
● 

n The press shall be provided with reasonable facilities for the taking of 
their report of all or part of a meeting at which they are entitled to be 
present. 
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● o Subject to standing orders which indicate otherwise, anything authorised 
or required to be done by, to or before the Chairman of the Council may in 
his absence be done by, to or before the Vice-Chairman of the Council (if 
there is one). 

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

● 
● 
● 

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

● 
● 
● 

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

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

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

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

i. the time and place of the meeting; 
 

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

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

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

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

vi. if there was a public participation session; and 
 

vii. the resolutions made. 

● u A councillor or a non-councillor with voting rights who has a disclosable 
pecuniary interest or another interest as set out in the Council’s code of 
conduct in a matter being considered at a meeting is subject to statutory 
limitations or restrictions under the code on his right to participate and 
vote on that matter. 

● 
● 

● v  No business may be transacted at a meeting unless at least one-third of the 
whole number of members of the Council are present and in no case shall 
the quorum of a meeting be less than three. 

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

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

 x A meeting shall not exceed a period of (2) hours, unless two thirds of the those 
present agree otherwise in order to conclude the business. 

 
 
 

4. COMMITTEES AND SUB-COMMITTEES 
 
 
 

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

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

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

Councillors and members not appointed to the committee have no voting rights and 
may only speak as directed by the Chairman.

Members of the public may make representations, answer questions and give 
evidence at a meeting which they are entitled to attend in respect of the 
business on the agenda, if invited to do so by the Chair. 24 hours notice of any 
public questions or representation must be made through the office. The 
member of public wishing to make representation must be present in person. 
Where there is more than two members of the public present, representing the 
same views, speakers should be asked not to duplicate their contents. Members 
of the public unable to attend may submit written questions to be read out by the 
Chairman. 

The period of time designated for public participation at a meeting in 
accordance with standing order 3(e) shall not exceed (30) in total unless 
directed by the Chairman of the meeting.* 

Subject to standing order 3(f), a member of the public shall not speak for more 
than (3) minutes, unless agreed by the Chairman. Members may ask 
questions of clarification, if agreed by the Chairman.* 

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

d  

e Substitutes maybe appointed to committees and summoned accordingly, 
however, they are not permitted to take part and vote in the meeting if they the 
member who they are substituting is present. 
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f The Council may appoint standing committees or other committees as may be 
necessary, and: 

i. shall determine their terms of reference; 
 

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

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

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

v. may, subject to standing orders 4(b) and (c), appoint and determine the 
terms of office of the substitute members to a committee whose role is to 
replace the ordinary members at a meeting of a committee if the ordinary 
members of the committee confirm to the Proper Officer (1) days before 
the meeting that they are unable to attend; 

vi. shall, after it has appointed the members of a standing committee, 
appoint the chairman of the standing committee or-; 

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

shall determine the place, notice requirements and quorum for a meeting of a committee and a 
sub-committee which, in both cases, shall be noless than three; 
 

viii. shall determine if the public may participate at a meeting of a committee; 
 

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

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

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

5. ORDINARY COUNCIL MEETINGS 
 
 
 

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

b In a year which is not an election year, the annual meeting of the Council 
shall be held on such day in May as the Council decides. 

c If no other time is fixed, the annual meeting of the Council shall take 
place at pm. 
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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 decides. 

e The dress code for council meetings is professional business attire, to portray 
the council’s professional image. 

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

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

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

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

j In an election year, if the current Chairman of the Council has been re- 

elected as a member of the Council, he shall preside at the annual 
meeting until a new Chairman of the Council has been elected. He may 
exercise an original vote in respect of the election of the new Chairman of 
the Council and shall give a casting vote in the case of an equality of 
votes. 

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

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

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

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

iv. Consideration of the recommendations made by a committee; 

v. Review of delegation arrangements to committees, sub-committees, staff 
and other local authorities and outside bodies; 
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vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

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

ix. Review and adoption of appropriate standing orders and financial 
regulations; 

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

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

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

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



15  

xiv. Determining the time and place of ordinary meetings of the Council up to 
and including the next annual meeting of the Council. 

xv. Consider Honorary Freeman and Freewoman proposals 
 
 
 

6. EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND 
SUB-COMMITTEES 

 
 
 

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

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

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

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

 
 

7. PREVIOUS RESOLUTIONS 
 
 
 

a A resolution shall not be reversed within six months, except either by a 
special motion, which requires written notice by at least (5) councillors to be 
given to the Proper Officer in accordance with standing order 9, or by a 
motion moved in pursuance of the recommendation of a committee or a sub-
committee. 

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

8. VOTING ON APPOINTMENTS 
 
 
 

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

 
 
 

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

 
 
 

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

b No motion may be moved at a meeting unless it is on the agenda and the 
mover has given written notice of its wording to the Proper Officer at least (5) 
clear days before the meeting, and has provided a seconder for the motion. 
Clear days do not include the day of the notice or the day of the meeting, 
weekends or bank holidays. 

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

d If the Proper Officer considers the wording of a motion received in accordance 
with standing order 9(b) is not clear in meaning, the motion shall be rejected 
until the mover of the motion resubmits it, so that it can be understood, in 
writing, to the Proper Officer at least (5) clear days before the meeting. 

e If the wording or subject of a proposed motion is considered improper, the 
Proper Officer shall consult with the chairman of the forthcoming meeting or, as 
the case may be, the councillors who have convened the meeting, to consider 
whether the motion shall be included in the agenda or rejected. 

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

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

h Motions rejected shall be recorded with an explanation by the Proper Officer of 
the reason for rejection. 
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10. MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE 
 
 
 

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

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

ii. to move to a vote; 
 

iii. to defer consideration of a motion; 
 

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

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

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

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

viii. to require a written report; 
 

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

x. to extend the time limits for speaking; 
 

xi. to exclude the press and public from a meeting in respect of confidential 
or other information which is prejudicial to the public interest; 

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

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

xiv. to temporarily suspend the meeting; 
 

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

xvi. to adjourn the meeting; or 
 

xvii. to close the meeting. 
 
 
 

11. MANAGEMENT OF INFORMATION 

See also standing order 20. 
 
 
 

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

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

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

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

 
 

12. DRAFT MINUTES 
 
 
 

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

 

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

with the agenda to attend the meeting at which they are due to be approved 
for accuracy, they shall be taken as read. 

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

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

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

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

 
 
 

13. CODE OF CONDUCT AND DISPENSATIONS 

See also standing order 3(u). 
 
 
 

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

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

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

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

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

f A dispensation request shall confirm: 
 

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

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

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

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be 
considered [by the Proper Officer before the meeting or, if this is not possible, at 
the start of the meeting for which the dispensation is required. 
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h A dispensation may be granted in accordance with standing order 13(e) if 
having regard to all relevant circumstances any of the following apply: 

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

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

iii. it is otherwise appropriate to grant a dispensation. 
 
 
 

14. CODE OF CONDUCT COMPLAINTS 
 
 
 

a Upon notification by the  Unitary 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 11, report 
this to the Council. 

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

c The Council may: 
 

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

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

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

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

b The Proper Officer shall: 
 

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

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

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

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

ii. subject to standing order 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least (6) days 
before the meeting confirming his withdrawal of it; 

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

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

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

vi. hold acceptance of office forms from councillors; 
 

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

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

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

x. receive and send general correspondence and notices on behalf of the 
Council except where there is a resolution to the contrary; 
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xi. assist in the organisation of, storage of, access to, security of and 
destruction of information held by the Council in paper and electronic 
form subject to the requirements of data protection and freedom of 
information legislation and other legitimate requirements (e.g. the 
Limitation Act 1980); 

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

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

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

xv. manage access to information about the Council via the publication 
scheme; and 

xvi. retain custody of the seal of the Council (if there is one) which shall not 
be used without a resolution to that effect. 
(see also standing order 23). 

 
 

16. RESPONSIBLE FINANCIAL OFFICER 
 
 
 

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

 

 
17. ACCOUNTS AND ACCOUNTING STATEMENTS 

 
 
 

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

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

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

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

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

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

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

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

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

ii. to the Council the accounting statements for the year in the form of 
Section 2 of the annual governance and accountability return, as required 
by proper practices, for consideration and approval. 

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

 
 

18. FINANCIAL CONTROLS AND PROCUREMENT 
 
 
 

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

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

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

iii. the work of the independent internal auditor in accordance with proper 
practices and the receipt of regular reports from the internal auditor, 
which shall be required at least annually; 
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iv. the inspection and copying by councillors and local electors of the 
Council’s accounts and/or orders of payments; and 

v. whether contracts with an estimated value below £25,000 due to special 
circumstances are exempt from a tendering process or procurement 
exercise. 

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

c. A public contract regulated by the Public Contracts Regulations 2015 with 
an estimated value in excess of £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 unless it proposes to use an existing list of approved 
suppliers (framework agreement). 

d. Subject to additional requirements in the financial regulations of the Council, 
the tender process for contracts for the supply of goods, materials, services or 
the execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s 
specification (ii) the time, date and address for the submission of tenders 
(iii) the date of the Council’s written response to the tender and (iv) the 
prohibition on prospective contractors contacting councillors or staff to 
encourage or support their tender outside the prescribed process; 

iii. the invitation to tender shall be advertised on the council website and 
in any other manner that is appropriate; 

iv. tenders are to be submitted in writing in a sealed marked 
envelope, or email addressed to the Proper Officer; 

v. tenders shall be opened by the Proper Officer in the presence of at least 
one councillor after the deadline for submission of tenders has passed; 

vi. tenders are to be reported to and considered by the appropriate meeting 
of the Council or a committee or sub-committee with delegated 
responsibility. 

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

f. A public contract regulated by the Public Contracts Regulations 2015 
with an estimated value in excess of £181,302 for a public service or 
supply contract or in excess of £4,551,413 for a public works contract (or 
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other thresholds determined by the European Commission every two 
years and published in the Official Journal of the European Union (OJEU)) 
shall comply with the relevant procurement procedures and other 
requirements in the Public Contracts Regulations 2015 which include 
advertising the contract opportunity on the Contracts Finder website and 
in OJEU. 

g. A public contract in connection with the supply of gas, heat, electricity, 
drinking water, transport services, or postal services to the public; or the 
provision of a port or airport; or the exploration for or extraction of gas, 
oil or solid fuel with an estimated value in excess of £363,424 for a 
supply, services or design contract; or in excess of £4,551,413 for a 
works contract; or £820,370 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. 

 
 

19. HANDLING STAFF MATTERS 
 

a A matter personal to a member of staff that is being considered by a meeting of 
the council OR another committee OR sub-committee is subject to standing 
order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s 
most senior member of staff shall notify the chairman of the Staffing committee 
or, if he is not available, the vice-chairman of the Staffing committee 

c The chairman of the Staffing committee and Chairman of the Council, shall 
upon a resolution conduct a review of the performance and annual appraisal 
of the work of the Town Clerk. The reviews and appraisal shall be reported in 
writing and are subject to approval by resolution by the Staffing committee. 

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Town Clerk shall contact the chairman of the Staffing committee or in his 
absence, the vice-chairman of the Staffing committee  in respect of an informal 
or formal grievance matter, and this matter shall be reported back and 
progressed by resolution of the Staffing committee 

e Subject to the Council’s policy regarding the handling of grievance matters, if 
an informal or formal grievance matter raised by the Town Clerk relates to the 
chairman or vice-chairman of the Staffing committee, this shall be 
communicated to another member of the Staffing Committee and a complaint 
made by the employee to under the Code of Conduct. 
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f Any persons responsible for all or part of the management of staff shall treat as 
confidential the written records of all meetings relating to their performance, 
capabilities, grievance or disciplinary matters. 

 

g In accordance with standing order 11(a), persons with line management 
responsibilities shall have access to staff records referred to in standing order 
19(f). 

 
 

20. RESPONSIBILITIES TO PROVIDE INFORMATION 

See also standing order 21. 
 
 
 

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

b. If gross annual income or expenditure (whichever is the higher) exceeds 
£200,000 The Council, shall publish information in accordance with the 
requirements of the Local Government (Transparency Requirements) 
(England) Regulations 2015. 

 
 

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

 

See also standing order 11. 
 
 
 

a The Council may appoint a Data Protection Officer. 
 

b The Council shall have policies and procedures in place to respond to an 
individual exercising statutory rights concerning 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. 
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f The Council shall maintain a written record of its processing activities. 
 
 
 

22. RELATIONS WITH THE PRESS/MEDIA 
 
 

a Requests from the press or other media for an oral or written comment or 
statement from the Council, its councillors or staff shall be handled in 
accordance with the Council’s policy in respect of dealing with the press and/or 
other media. 

 
 

23. EXECUTION AND SEALING OF LEGAL DEEDS 

See also standing orders 15(b)(xii) and (xvii). 
 
 
 

a A legal deed shall not be executed on behalf of the Council unless authorised 
by a resolution. 

b Subject to standing order 23(a), any two councillors may sign, on behalf 
of the Council, any deed required by law and the Proper Officer shall 
witness their signatures. 

The above is applicable to a Council without a common seal. 
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24. COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY 
COUNCILLORS 

 
 
 

a An invitation to attend a meeting of the Council shall be sent, together with the 
agenda, to the ward councillors of the Unitary Council representing the area of 
the Council. 

b Unless the Council determines otherwise, a copy of each letter sent to the 
Unitary Council shall be sent to the ward councillors representing the 
area of the Council. 

 
 
 

25. RESTRICTIONS ON COUNCILLOR ACTIVITIES 
 
 
 

a. Unless duly authorised no councillor shall: 
 

i. inspect any land and/or premises which the Council has a right or duty to 
inspect; or 

ii. issue orders, instructions or directions. 
 
 
 

26. STANDING ORDERS GENERALLY 
 
 
 

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

b A motion to add to or vary or revoke one or more of the Council’s standing 
orders, except one that incorporates mandatory statutory or legal requirements, 
shall be proposed by a special motion, the written notice by at least (50) 
councillors to be given to the Proper Officer in accordance with standing order 
9. 

c The Proper Officer shall provide a copy of the Council’s standing orders to a 
councillor as soon as possible. 

d The decision of the chairman of a meeting as to the application of standing 
orders at the meeting shall be final. 
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Report from Sally McLellan-Town Clerk 

  

 

FINANCE 

  

1. Purpose of Report 
a. Agree the Financial Regulations for 2022-2023  
b. Approve the Asset Register for 2022-2023 
c. Approve the schedule for Standing Orders and Direct Debits 
d. Approve membership and subscriptions for the council year 
e. Approve the members expenses policy for 2022/2023 
f. Agree and complete Section 1 of the Annual Governance Statement 2021/22 

(Appendix A) 
g. Agree Section 2- Accounting Statements for 20212/22 (Appendix B) 
h. Approve the Notice of Public Rights  

 

2. Report 

3.1 The council is required to review and approve the Financial Regulations annually, as part 
of good governance. The Town Clerk has reviewed the Financial Regulations and proposes 
no significant amendments.  

3.2 The Asset Register has been updated to include the recent purchase of a gazebo and 
garlands for use at the Christmas market. The council is asked to approve this updated 
asset register. Under the Transparency Code for Smaller Authorities the Council should 
publish on its website the asset register, including, values, description, location, custodian, 
date and acquisition cost. This detail is specifically required for land and buildings. There is 
concern about publishing information relating to the Mayors Insignia. The code enables 
councils to edit the public asset register for items which are not buildings or land, therefore 
the public version has been edited to remove the mayor’s insignia. The asset register 
provided to council for approval in this report is has not been published to the public. 

3.3 In Section 1 of the Annual Return the council is required to answer questions on its 
internal control of public money over the financial year. The council has adopted policies for 
managing its finances, including the Financial Regulations for the day-to-day finances, 
treasury and investment, members expenses, grants and pension discretionary policy. The 
council has also reviewed its financial risks throughout the year and documented its assets. 
A working group was appointed during the year to view the council’s Internal System of 
Control and made recommendations, which have been implemented. Due to change in the 
Annual Return form in 2020/2021, the publication of the accounts to the public was outside 



the recommended date range required by the Accounts and Audit Regulations. Therefore, 
the External Auditor commented in the report for 2020/2021 that the council must answer 
‘no’ to question 4 in the 2021/2022 Annual Return. 

3.4 Section 2 details the council’s income and expenditure for the year, compared to last 
year. Any significant variances from one year to the next require an explanation. Attached 
are the accounts from Scribe detailing the figures entered into the Annual Return and the 
explanation of variances. The bank reconciliation is attached which the verifies the year-end 
balances. Bank reconciliations have been verified against the bank statements quarterly by 
the Cllr Wilkinson and accounts have been approved quarterly by the Finance and 
Governance Committee  

3.5 The public have a right to inspect the council’s accounts. The inspection period must be 
advertised to the public through this formal notice. The inspection dates must be formally 
approved by the council. 

3.6 As part of the council’s Financial Regulations the council is required to approve all direct 
debits and standing orders at the Annual Town Council meeting. The Council only has one 
Direct Debit on its account, which is listed below for approval: 

Payee Description Amount Frequency 
 
Unity Trust Bank 
 

 
Bank charge 

 
£18 

 
Quarterly 

 

3.8 At the Annual Town Council Meeting the council is required to approve its membership 
and subscriptions for the year. Below is the list for approval: 

 

Payee Brief Description Amount per annum ex 
VAT 

 
Society of Local Council 
Clerks (SLCC) 
 

 
Professional body for Local 
Council Clerks 

 
£355.58 

Information Commissioners 
Office (ICO) 
 

Data handler fee £40 

Microsoft Office 365 Microsoft office for 
councillors and officers 
 

£2,762.40 

Scribe accounts Accounting software £564 
 

 

 

3.8 The council is required annually to review its members allowances and expenses policy. 
The attached policy enables members to claim travel expenses when attending meetings on 
behalf of the council and training courses. No allowances have been provided for in the 
budget and therefore are excluded from the policy. The mayor has a set budget for 
expenses, which is included in the Mayoral Policy. 
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These Financial Regulations were adopted by the Town Council for 
Wellingborough Town Council at its meeting held on 19th May 2021. 

1. General 
 
1.1. These financial regulations govern the conduct of financial management by the 

council and may only be amended or varied by resolution of the council. 
Financial regulations are one of the council’s three governing policy documents 
providing procedural guidance for members and officers. Financial regulations 
must be observed in conjunction with the council’s standing orders1 and any 
individual financial regulations relating to contracts. 

1.2. The council is responsible in law for ensuring that its financial management is 
adequate and effective and that the council has a sound system of internal 
control which facilitates the effective exercise of the council’s functions, 
including arrangements for the management of risk. 

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

 for the timely production of accounts; 
 that provide for the safe and efficient safeguarding of public money; 
 to prevent and detect inaccuracy and fraud; and 

 identifying the duties of officers. 

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

1.5. At least once a year, prior to approving the Annual Governance Statement, the 
council must review the effectiveness of its system of internal control which 
shall be in accordance with proper practices. 

1.6. Deliberate or wilful breach of these Regulations by an employee may give rise 
to disciplinary proceedings. 

1.7. Members of council are expected to follow the instructions within these 
Regulations and not to entice employees to breach them. Failure to follow 
instructions within these Regulations brings the office of councillor into 
disrepute. 

1.8.  The Responsible Financial Officer (RFO) holds a statutory office to be 
appointed by the council.  
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1.9. The RFO; 
 

 acts under the policy direction of the council; 
 administers the council's financial affairs in accordance with all Acts, 

Regulations and proper practices; 
 determines on behalf of the council its accounting records and accounting 

control systems; 
 ensures the accounting control systems are observed; 
 maintains the accounting records of the council up to date in accordance 

with proper practices; 

 assists the council to secure economy, efficiency and effectiveness in the 
use of its resources; and 

 produces financial management information as required by the council. 

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

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

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

 a record of the assets and liabilities of the council; and 
 wherever relevant, a record of the council’s income and expenditure in 

relation to claims made, or to be made, for any contribution, grant or 
subsidy. 

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

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

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

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

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

 measures to ensure that risk is properly managed. 
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1.13. The council is not empowered by these Regulations or otherwise to delegate 
certain specified decisions. In particular any decision regarding: 

 setting the final budget or the precept (council tax requirement); 
 approving accounting statements; 
 approving an annual governance statement; 
 borrowing; 
 writing off bad debts; 
 declaring eligibility for the General Power of Competence; and 

 addressing recommendations in any report from the internal or external 
auditors, shall be a matter for the full council only. 

1.14. In addition, the council must: 
 

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

 approve any grant or a single commitment in excess of £5,000; and 

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

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

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

2. Accounting and audit (internal and external) 
 
2.1. All accounting procedures and financial records of the council shall be 

determined by the RFO in accordance with the Accounts and Audit Regulations, 
appropriate guidance and proper practices. 

2.2. On a regular basis, at least once in each quarter, and at each financial year 
end, a member other than the Chairman [or a cheque signatory] shall be 
appointed to verify bank reconciliations (for all accounts) produced by the RFO. 
The member shall sign the reconciliations and the original bank statements (or 
similar document) as evidence of verification. This activity shall on conclusion 
be reported, including any exceptions, to and noted by the Finance Committee. 
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2.3.  The RFO shall complete the annual statement of accounts, annual report, and 
any related documents of the council contained in the Annual Return (as 
specified in proper practices) as soon as practicable after the end of the 
financial year and having certified the accounts shall submit them and report 
thereon to the council within the timescales set by the Accounts and Audit 
Regulations. 

2.4. The council shall ensure that there is an adequate and effective system of 
internal audit of its accounting records, and of its system of internal control in 
accordance with proper practices. Any officer or member of the council shall 
make available such documents and records as appear to the council to be 
necessary for the purpose of the audit and shall, as directed by the council, 
supply the RFO, internal auditor, or external auditor with such information and 
explanation as the council considers necessary for that purpose. 

2.5. The internal auditor shall be appointed by and shall carry out the work in relation 
to internal controls required by the council in accordance with proper practices. 

2.6. The internal auditor shall: 
 

 be competent and independent of the financial operations of the council; 
 report to council in writing, or in person, on a regular basis with a minimum 

of one annual written report during each financial year; 
 to demonstrate competence, objectivity and independence, be free from any 

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

 has no involvement in the financial decision making, management or control 
of the council 

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

 perform any operational duties for the council; 
 initiate or approve accounting transactions; or 
 direct the activities of any council employee, except to the extent that such 

employees have been appropriately assigned to assist the internal auditor. 

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

2.9. The RFO shall make arrangements for the exercise of electors’ rights in relation 
to the accounts including the opportunity to inspect the accounts, books, and 
vouchers and display or publish any notices and statements of account required 
by Audit Commission Act 1998, or any superseding legislation, and the 
Accounts and Audit Regulations. 
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2.10. The RFO shall, without undue delay, bring to the attention of all councillors any 
correspondence or report from internal or external auditors. 

 

 
3. Annual estimates (budget) and forward planning 

 
3.1. The finance committee shall review its three-year forecast of revenue and 

capital receipts and payments. Having regard to the forecast, it shall  thereafter 
formulate and submit proposals for the following financial year to the council 
not later than the end of November each year including any proposals for 
revising the forecast. 

3.2. The RFO must each year, by no later than June, prepare detailed estimates of 
all receipts and payments including the use of reserves and all sources of 
funding for the following financial year in the form of a budget to be considered 
by the finance committee and the council. 

3.3. The council shall consider annual budget proposals in relation to the council’s 
three year forecast of revenue and capital receipts and payments including 
recommendations for the use of reserves and sources of funding and update 
the forecast accordingly. 

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

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

4. Budgetary control and authority to spend 
 

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

 the council for all items over £5,000; 
 a duly delegated committee of the council for items over £1,000; or 

 the Clerk, in conjunction with Chairman of Council or Chairman of the 
appropriate committee, for any items below £1,000. 

Such authority is to be evidenced by a minute or by an authorisation slip duly 
signed by the Clerk, and where necessary also by the appropriate Chairman. 

Contracts may not be disaggregated to avoid controls imposed by these 
regulations. 
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4.2. No expenditure may be authorised that will exceed the amount provided in the 
revenue budget for that class of expenditure other than by resolution of the 
council, or duly delegated committee. During the budget year and with the 
approval of council having considered fully the implications for public services, 
unspent and available amounts may be moved to other budget headings or to 
an earmarked reserve as appropriate (‘virement’). 

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

4.4. The salary budgets are to be reviewed at least annually in October for the 
following financial year and such review shall be evidenced by a hard copy 
schedule signed by the Clerk and the Chairman of Council or relevant 
committee. The RFO will inform committees of any changes impacting on their 
budget requirement for the coming year in good time. 

4.5. In cases of extreme risk to the delivery of council services, the clerk may 
authorise revenue expenditure on behalf of the council which in the clerk’s 
judgement it is necessary to carry out. Such expenditure includes repair, 
replacement or other work, whether or not there is any budgetary provision for 
the expenditure, subject to a limit of £1,000. The Clerk shall report such action 
to the chairman as soon as possible and to the council as soon as practicable 
thereafter. 

4.6. No expenditure shall be authorised in relation to any capital project and no 
contract entered into or tender accepted involving capital expenditure unless 
the council is satisfied that the necessary funds are available and the requisite 
borrowing approval has been obtained. 

4.7. All capital works shall be administered in accordance with the council's standing 
orders and financial regulations relating to contracts. 

4.8. The RFO shall regularly provide the council with a statement of receipts and 
payments to date under each head of the budgets, comparing actual 
expenditure to the appropriate date against that planned as shown in the 
budget. These statements are to be prepared at least at the end of each 
financial quarter and shall show explanations of material variances. For this 
purpose “material” shall be in excess of £500 or 15% of the budget. 

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

5. Banking arrangements and authorisation of payments 
 
5.1. The council's banking arrangements, including the bank mandate, shall be 

made by the RFO and approved by the council; banking arrangements may not 
be delegated to a committee. They shall be regularly reviewed for safety and 
efficiency. 
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5.2. The RFO shall prepare a schedule of payments requiring authorisation This 
schedule will be signed by the council approved signatories before the release 
of the payments through the council’s online banking account.  

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

5.4. The RFO shall examine invoices for arithmetical accuracy and analyse them to 
the appropriate expenditure heading. The RFO shall take all steps to pay all 
invoices submitted, and which are in order. within the specified payment terms. 

5.5. The Clerk and RFO shall have delegated authority to authorise the payment of 
items only in the following circumstances: 

a) If a payment is necessary to avoid a charge to interest under the Late 
Payment of Commercial Debts (Interest) Act 1998, where the Clerk and RFO 
certify that there is no dispute or other reason to delay payment, provided that 
a list of such payments shall be submitted to the next appropriate meeting of 
the finance committee; 

b) An expenditure item authorised under 5.6 below (continuing contracts and 
obligations) provided that a list of such payments shall be submitted to the next 
appropriate meeting of the finance committee; or 

c) fund transfers within the council’s banking arrangements up to the sum of 
£10,000, provided that a list of such payments shall be submitted to the next 
appropriate meeting of the finance committee. 

5.6. For each financial year the Clerk and RFO shall draw up a list of due payments 
which arise on a regular basis as the result of a continuing contract, statutory 
duty, or obligation (such as but not exclusively) Salaries, PAYE and NI, 
Superannuation Fund and regular maintenance contracts and the like for which 
the finance committee may authorise payment for the year provided that the 
requirements of regulation 4.1 (Budgetary Controls) are adhered to, 
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provided also that a list of such payments shall be submitted to the next 
appropriate meeting of the Finance Committee. 

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

5.8. In respect of grants, the finance committee shall approve expenditure within 
any limits set by council and in accordance with any policy statement approved 
by council. Any Revenue or Capital Grant in excess of £5,000 shall before 
payment, be subject to ratification by resolution of the council. 

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

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

5.11. Any changes in the recorded details of suppliers, such as bank account records, 
shall be approved in writing by the two signatories authorising the release of 
the funds through the council’s online bank account. 

6. Instructions for the making of payments 
 
6.1. The council will make safe and efficient arrangements for the making of its 

payments. 

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

6.3. All payments shall be affected by online banking or other instructions to the 
council's bankers, or otherwise, in accordance with a resolution of council or 
finance committee. 

6.4. Payments or orders for payment drawn on the bank account in accordance with 
the schedule as presented to two signatories of council and countersigned by 
the Clerk, in accordance with a resolution instructing that payment. Any member 
who is a bank signatory,  having a connection by virtue of family or business 
relationships with the beneficiary of a payment, should not, under normal 
circumstances, be a signatory to the payment in question. 

The council will appoint four members to be signatories, in the eventually that one or 
more signatories are unable to make payment due their connection with the payee.
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6.5. To indicate agreement of the details shown on the schedule and the invoice or 
similar documentation, the signatories shall each document electronically. 

6.6. If thought appropriate by the council, payment for utility supplies (energy, 
telephone and water) and any National Non-Domestic Rates may be made by 
variable direct debit provided that the instructions are signed by two members 
and any payments are reported to council as made. The approval of the use of 
a variable direct debit shall be renewed by resolution of the council each year. 

6.7. If thought appropriate by the council, payment for certain items  may be made 
by banker’s standing order provided that the instructions are signed, or 
otherwise evidenced by two members are retained. The approval of the use of 
a banker’s standing order shall be renewed by resolution of the council each 
year. 

6.8. If thought appropriate by the council, payment for certain items may be made 
by BACS or CHAPS methods provided that the instructions for each payment 
are signed, or otherwise evidenced, by two authorised bank signatories 

6.9. The main form of payment for the Council will be internet banking transfer.  
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6.10. Regular back-up copies of electronic records on any computer shall be made 
and shall be stored securely in the cloud. 

6.11. The council, and any members using computers for the council’s financial 
business, shall ensure that anti-virus, anti-spyware and firewall software with 
automatic updates, together with a high level of security, is used. 

6.12. Where internet banking arrangements are made with any bank, the Clerk (RFO) 
shall be appointed as the Service Administrator to upload payments for 
authorisation and view the council’s account only. The bank mandate approved 
by the council shall identify four councillors who will be authorised to approve 
transactions on those accounts. 

6.13. Access to any internet banking accounts will be directly to the access page 
(which may be saved under “favourites”), and not through a search engine or 
e-mail link. Remembered or saved passwords facilities must not be used on 
any computer used for council banking work. Breach of this Regulation will be 
treated as a very serious matter under these regulations. 

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

6.15. Any Debit Card issued for use will be specifically restricted to the Clerk (RFO) 
and will also be restricted to a single transaction maximum value of £500 unless 
authorised by council or finance committee in writing before any order is placed. 

6.16. A pre-paid debit card may be issued to employees with varying limits. These 
limits will be set by the council and/or Finance Committee. Transactions and 
purchases made will be reported to the finance committee and authority for 
topping-up shall also be at the discretion of this committee. 

6.17. Any corporate credit card or trade card account opened by the council will be 
specifically restricted to use by the Clerk (RFO) and will also be restricted to a 
single transaction maximum value of £500 unless authorised by council or 
finance committee in writing before any order is placed.. This card shall be 
subject to automatic payment in full at each month-end. Personal credit or debit 
cards of members or staff shall not be used under any circumstances. 



13  

6.18. The council will not maintain any form of cash float. All cash received must be 
banked intact. Any payments made in cash by the Clerk (RFO) (for example for 
postage or minor stationery items) shall be refunded on a regular basis, at least 
quarterly, claimed through and evidenced by an expenses sheet. 

7. Payment of salaries 
 
7.1. As an employer, the council shall make arrangements to meet fully the statutory 

requirements placed on all employers by PAYE and National Insurance 
legislation. The payment of all salaries shall be made in accordance with payroll 
records and the rules of PAYE and National Insurance currently operating, and 
salary rates shall be as agreed by council, or duly delegated committee. 

7.2. Payment of salaries and payment of deductions from salary such as may be 
required to be made for tax, national insurance and pension contributions, or 
similar statutory or discretionary deductions must be made in accordance with 
the payroll records and on the appropriate dates stipulated in employment 
contracts, Payments will be made through online banking and evidenced by two 
signatories releasing the payments. 

7.3. No changes shall be made to any employee’s pay, emoluments, or terms and 
conditions of employment without the prior consent of the council through a 
properly constituted meeting. 

 
7.4. The total of such payments in each calendar month shall be reported with all 

other payments as made as may be required under these Financial 
Regulations, to ensure that only payments due for the period have actually been 
paid. 

7.5. An effective system of personal performance management should be 
maintained for the senior officers. 
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7.6. Any termination payments shall be supported by a clear business case and 
reported to the council. Termination payments shall only be authorised by 
council. 

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

8. Loans and investments 
 
8.1. All borrowings shall be affected in the name of the council, after obtaining any 

necessary borrowing approval. Any application for borrowing approval shall be 
approved by Council as to terms and purpose. The application for borrowing 
approval, and subsequent arrangements for the loan shall only be approved by 
full council. 

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

8.3. The council’s banks and investment providers each statements to the Clerk 
(RFO), which will be checked against the bank reconciliations quarterly by 
members appointed by the council. 

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

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

8.6. All investments of money under the control of the council shall be in the name 
of the council. 

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

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

9. Income 
 
9.1. The collection of all sums due to the council shall be the responsibility of and 

under the supervision of the RFO. 

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

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

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

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

9.6. The origin of each receipt shall be entered on the paying-in slip. 
 
9.7. Personal cheques shall not be cashed out of money held on behalf of the 

council. 

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

9.9. Any significant sums of cash payments should be avoided, redirecting the 
payee to internet banking. Where any significant sums of cash are regularly 
received by the council, the RFO shall take such steps as are agreed by the 
council to ensure that more than one person is present when the cash is 
counted in the first instance, that there is a reconciliation to some form of control 
such as ticket issues, and that appropriate care is taken in the security and 
safety of individuals banking such cash. 

10. Orders for work, goods and services 
 
10.1. An official order or letter shall be issued for all work, goods and services unless 

a formal contract is to be prepared or an official order would be inappropriate. 
Copies of orders shall be retained. 

10.2. Order books shall be controlled by the RFO. 
 
10.3. All members and officers are responsible for obtaining value for money at all 

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

10.4. A member may not issue an official order or make any contract on behalf of the 
council. 
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10.5. The RFO shall verify the lawful nature of any proposed purchase before the 
issue of any order, and in the case of new or infrequent purchases or payments, 
the RFO shall ensure that the statutory authority is recorded listing the power 
used. 

 

 
11. Contracts 

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

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

i. for the supply of gas, electricity, water, sewerage and telephone 
services; 

ii. for specialist services such as are provided by legal professionals 
acting in disputes; 

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

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

v. for additional audit work of the external auditor up to an estimated 
value of £500 (in excess of this sum the Clerk and RFO shall act after 
consultation with the Chairman and Vice Chairman of council); and 

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

vii. The item value is less than £500. 

b) Where the council intends to procure or award a public supply contract, 
public service contract or public works contract as defined by The Public 
Contracts Regulations 2015 (“the Regulations”) which is valued at £25,000 or 
more, the council shall comply with the relevant requirements of the 
Regulations2. 

c) The full requirements of The Regulations, as applicable, shall be followed in 
respect of the tendering and award of a public supply contract, public service 
contract or public works contract which exceed thresholds in The Regulations 

 

 
 

2 The Regulations require councils to use the Contracts Finder website to advertise contract opportunities, set out the 
procedures to be followed in awarding new contracts and to publicise the award of new contracts 
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set by the Public Contracts Directive 2014/24/EU (which may change from 
time to time)3. 

d) When applications are made to waive financial regulations relating to 
contracts to enable a price to be negotiated without competition the reason shall 
be embodied in a recommendation to the council. 

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

f) All sealed tenders shall be opened at the same time on the prescribed date 
by the Clerk in the presence of at least one member of council. 

g) Any invitation to tender issued under this regulation shall be subject to 
Standing Orders 18.(d) and shall refer to the terms of the Bribery Act 2010. 

h) When it is to enter into a contract of less than £25,000 in value for the supply 
of goods or materials or for the execution of works or specialist services other 
than such goods, materials, works or specialist services as are excepted as set 
out in paragraph (a) the Clerk (RFO) shall obtain 3 quotations (priced 
descriptions of the proposed supply); where the value is below £5,000 and 
above £500 the Clerk (RFO) shall strive to obtain 3 estimates. Otherwise, 
Regulation 10.3 above shall apply. 

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

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

12. Payments under contracts for building or other construction works] 
 
12.1.  Payments on account of the contract sum shall be made within the time 

specified in the contract by the RFO upon authorised certificates of the architect 
or other consultants engaged to supervise the contract (subject to any 
percentage withholding as may be agreed in the particular contract). 

 
 

3 Thresholds currently applicable are: 
a) For public supply and public service contracts 209,000 Euros (£181,302) 
b) For public works contracts 5,225,000 Euros (£4,551,413) 
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12.2. Where contracts provide for payment by instalments the RFO shall maintain a 
record of all such payments. In any case where it is estimated that the total cost 
of work carried out under a contract, excluding agreed variations, will exceed 
the contract sum of 5% or more a report shall be submitted to the council. 

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

13. Stores and equipment 
 
13.1.  The officer in charge of each section shall be responsible for the care and 

custody of stores and equipment in that section. 

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

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

13.4. The RFO shall be responsible for periodic checks of stocks and stores at least 
annually. 

14. Assets, properties and estates 
 
14.1.  The Clerk shall make appropriate arrangements for the custody of all title 

deeds and Land Registry Certificates of properties held by the council. The RFO 
shall ensure a record is maintained of all properties held by the council, 
recording the location, extent, plan, reference, purchase details, nature of the 
interest, tenancies granted, rents payable and purpose for which held in 
accordance with Accounts and Audit Regulations. This record will be published 
on the Council website. 

14.2. No tangible moveable property shall be purchased or otherwise acquired, sold, 
leased or otherwise disposed of, without the authority of the council, together 
with any other consents required by law, save where the estimated value of any 
one item of tangible movable property does not exceed £500. 

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

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

14.5. Subject only to the limit set in Regulation 14.2 above, no tangible moveable 
property shall be purchased or acquired without the authority of the full council. 
In each case a report in writing shall be provided to council with a full business 
case. 

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

15. Insurance 
 
15.1. Following the annual risk assessment (per Regulation 17), the RFO shall effect 

all insurances and negotiate all claims on the council's insurers. 

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

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

15.5. All appropriate members and employees of the council shall be included in a 
suitable form of security or fidelity guarantee insurance which shall cover the 
maximum risk exposure as determined annually by the council, or finance 
committee. 

16. Risk management 
 
16.1. The council is responsible for putting in place arrangements for the 

management of risk. The Clerk (RFO) shall prepare, for approval by the council, 
risk management policy statements in respect of all activities of the council. 
Risk policy statements and consequential risk management arrangements shall 
be reviewed by the council at least annually. 

16.2. When considering any new activity, the Clerk (RFO) shall prepare a draft risk 
assessment including risk management proposals for consideration and 
adoption by the council. 

17. Suspension and revision of Financial Regulations 
 
17.1. It shall be the duty of the council to review the Financial Regulations of the 

council from time to time. The Clerk shall make arrangements to monitor 



20  

changes in legislation or proper practices and shall advise the council of any 
requirement for a consequential amendment to these Financial Regulations. 

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

 



Annual Governance and Accountability Return 2021/22 Form 3

To be completed by Local Councils, Internal Drainage Boards and other Smaller Authorities*:
• where the higher of gross income or gross expenditure exceeded £25,000 but did not exceed

£6.5 million; or
• where the higher of gross income or gross expenditure was £25,000

or less but that:
• are unable to certify themselves as exempt (fee payable); or
• have requested a limited assurance review (fee payable)

Guidance notes on completing Form 3 of the Annual Governance and 
Accountability Return 2021/22
1. Every smaller authority in England that either received gross income or incurred gross expenditure

exceeding £25,000 must complete Form 3 of the Annual Governance and Accountability Return at
the end of each financial year in accordance with Proper Practices.

2. The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:
 

• The Annual Internal Audit Report must be completed by the authority’s internal auditor.
• Sections 1 and 2 must be completed and approved by the authority.
• Section 3 is completed by the external auditor and will be returned to the authority.

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2,
Accounting Statements, and both must be approved and published on the authority website/webpage
before 1 July 2022.

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as exempt, or
is requesting a limited assurance review, must return to the external auditor by email or post (not both)
no later than 30 June 2022. Reminder letters will incur a charge of £40 +VAT:
 

• the Annual Governance and Accountability Return Sections 1 and 2, together with
• a bank reconciliation as at 31 March 2022
• an explanation of any significant year on year variances in the accounting statements
• notification of the commencement date of the period for the exercise of public rights
• Annual Internal Audit Report 2021/22

Unless requested, do not send any additional documents to your external auditor. Your external auditor will 
ask for any additional documents needed.
Once the external auditor has completed the limited assurance review and is able to give an opinion, the 
Annual Governance and Accountability Section1, Section 2 and Section 3 – External Auditor Report 
and Certificate will be returned to the authority by email or post.

Publication Requirements
Under the Accounts and Audit Regulations 2015, authorities must publish the following information on 
the authority website/webpage:
Before 1 July 2022 authorities must publish:
• Notice of the period for the exercise of public rights and a declaration that the accounting statements

are as yet unaudited;
• Section 1 - Annual Governance Statement 2021/22, approved and signed, page 4
• Section 2 - Accounting Statements 2021/22, approved and signed, page 5
Not later than 30 September 2022 authorities must publish:
• Notice of conclusion of audit
• Section 3 - External Auditor Report and Certificate
• Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review.
It is recommended as best practice, to avoid any potential confusion by local electors and interested
parties, that you also publish the Annual Internal Audit Report, page 3.
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The Annual Governance and Accountability Return constitutes the annual return referred to in the Accounts and Audit Regulations 2015. 
Throughout, the words ‘external auditor’ have the same meaning as the words ‘local auditor’ in the Accounts and Audit Regulations 2015.

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.



Page 2 of 6

Guidance notes on completing Form 3 of the Annual Governance and  
Accountability Return (AGAR) 2021/22 
• The authority must comply with Proper Practices in completing Sections 1 and 2 of this AGAR. Proper  

Practices are found in the Practitioners’ Guide* which is updated from time to time and contains everything 
needed to prepare successfully for the financial year-end and the subsequent work by the external auditor. 

• Make sure that the AGAR is complete (no highlighted boxes left empty), and is properly signed and dated. If the 
AGAR contains unapproved or unexplained amendments, it may be returned and additional costs will be incurred. 

• The authority should receive and note the Annual Internal Audit Report before approving the Annual  
Governance Statement and the accounts.

• Use the checklist provided below to review the AGAR for completeness before returning it to the external  
auditor by email or post (not both) no later than 30 June 2022.

• The Annual Governance Statement (Section 1) must be approved on the same day or before the Accounting  
Statements (Section 2) and evidenced by the agenda or minute references.

• The Responsible Financial Officer (RFO) must certify the accounts (Section 2) before they are presented to 
the authority for approval. The authority must in this order; consider, approve and sign the accounts.

• The RFO is required to commence the public rights period as soon as practical after the date of the AGAR approval.
• Do not send the external auditor any information not specifically requested. However, you must inform your  

external auditor about any change of Clerk, Responsible Financial Officer or Chairman, and provide  
relevant authority owned generic email addresses and telephone numbers.

• Make sure that the copy of the bank reconciliation to be sent to your external auditor with the AGAR covers  
all the bank accounts. If the authority holds any short-term investments, note their value on the bank  
reconciliation. The external auditor must be able to agree the bank reconciliation to Box 8 on the accounting 
statements (Section 2, page 5). An explanation must be provided of any difference between Box 7 and  
Box 8. More help on bank reconciliation is available in the Practitioners’ Guide*.

• Explain fully significant variances in the accounting statements on page 5. Do not just send a copy of the detailed 
accounting records instead of this explanation. The external auditor wants to know that you understand the 
reasons for all variances. Include complete numerical and narrative analysis to support the full variance. 

• If the external auditor has to review unsolicited information, or receives an incomplete bank reconciliation, or  
variances are not fully explained, additional costs may be incurred. 

• Make sure that the accounting statements add up and that the balance carried forward from the previous year  
(Box 7 of 2021) equals the balance brought forward in the current year (Box 1 of 2022).

• The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the 
exercise of public rights of 30 consecutive working days which must include the first ten working days of July.

• The authority must publish on the authority website/webpage the information required by Regulation 15 (2),  
Accounts and Audit Regulations 2015, including the period for the exercise of public rights and the name and  
address of the external auditor before 1 July 2022.

Annual Governance and Accountability Return 2021/22 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

Completion checklist – ‘No’ answers mean you may not have met requirements

All sections

Section 1

Section 2

Sections 1 and 2

Internal Audit Report

Have all highlighted boxes have been completed?

For any statement to which the response is ‘no’, has an explanation been published?

Has an explanation of significant variations been published where required?

Has the bank reconciliation as at 31 March 2022 been reconciled to Box 8?

Has an explanation of any difference between Box 7 and Box 8 been provided?

Have all highlighted boxes been completed by the internal auditor and explanations provided?

Has all additional information requested, including the dates set for the period  
for the exercise of public rights, been provided for the external auditor?

Trust funds – have all disclosures been made if the authority as a body corporate is a 
sole managing trustee? NB: do not send trust accounting statements unless requested.

Has the authority’s approval of the accounting statements been confirmed by  
the signature of the Chairman of the approval meeting?

Yes No

*Governance and Accountability for Smaller Authorities in England – a Practitioners’ Guide to Proper Practices, 
can be downloaded from www.nalc.gov.uk or from www.ada.org.uk





*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.

Section 1 – Annual Governance Statement 2021/22

We acknowledge as the members of:
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our responsibility 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:

1. We have put in place arrangements for effective financial 
management during the year, and for the preparation of 
the accounting statements.

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

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 
external 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 matters raised  
in reports from internal and external audit.

8. We considered whether any litigation, liabilities or  
commitments, events or transactions, occurring either 
during or after the year-end, have a financial impact 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 accountability  
responsibilities for the fund(s)/assets, including  
financial reporting and, if required, independent  
examination or audit.

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 the ability of this authority to conduct its
 business or manage its finances.

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

‘Yes’ means that this authority:Yes No*
Agreed

made proper arrangements and accepted responsibility  
for safeguarding the public money and resources in  
its charge.

has only done what it has the legal power to do and has 
complied with Proper Practices in doing so.

during the year gave all persons interested the opportunity to 
inspect and ask questions about this authority’s accounts.

considered and documented the financial and other risks it 
faces and dealt with them properly.

arranged for a competent person, independent of the financial 
controls and procedures, to give an objective view on whether 
internal controls meet the needs of this smaller authority.

responded to matters brought to its attention by internal and 
external audit.

disclosed everything it should have about its business activity 
during the year including events 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.

Yes No N/A

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

Chairman

Clerk
SIGNATURE REQUIRED

SIGNATURE REQUIRED

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

and recorded as minute reference:

MINUTE REFERENCE

DD/MM/YY

ENTER NAME OF AUTHORITY

ENTER PUBLICLY AVAILABLE WEBSITE/WEBPAGE ADDRESS



I certify that for the year ended 31 March 2022 the Accounting 
Statements in this Annual Governance and Accountability 
Return have been prepared on either a receipts and payments 
or income and expenditure basis following the guidance in 
Governance and Accountability for Smaller Authorities – a 
Practitioners’ Guide to Proper Practices and present fairly  
the financial position of this authority.

I confirm that these Accounting Statements were
approved by this authority on this date:

Signed by Chairman of the meeting where the Accounting 
Statements were approved

Signed by Responsible Financial Officer before being  
presented to the authority for approval

as recorded in minute reference:

MINUTE REFERENCE

DD/MM/YY

DD/MM/YY

SIGNATURE REQUIRED

SIGNATURE REQUIRED

Date

Section 2 – Accounting Statements 2021/22 for
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ENTER NAME OF AUTHORITY

8. Total value of cash and
short term investments

9. Total fixed assets plus
long term investments
and assets

10. Total borrowings

The sum of all current and deposit bank accounts, cash 
holdings and short term investments held as at 31 March – 
To agree with bank reconciliation.
The value of all the property the authority owns – it is made 
up of all its fixed assets and long term investments as at  
31 March.
The outstanding capital balance as at 31 March of all loans 
from third parties (including PWLB).

1. Balances brought
forward

2. (+) Precept or Rates and
Levies

4. (-) Staff costs

5. (-) Loan interest/capital
repayments

6. (-) All other payments

7. (=) Balances carried
forward

3. (+) Total other receipts

Total balances and reserves at the beginning of the year  
as recorded in the financial records. Value must agree to 
Box 7 of previous year.

Please round all figures to nearest £1. Do not leave any 
boxes blank and report £0 or Nil balances. All figures must 
agree to underlying financial records.

Notes and guidanceYear ending
31 March 

2021 
£

31 March 
2022 

£

Total amount of precept (or for IDBs rates and levies) 
received or receivable in the year. Exclude any grants 
received.
Total income or receipts as recorded in the cashbook less 
the precept or rates/levies received (line 2). Include any 
grants received.

Total expenditure or payments made to and on behalf 
of all employees. Include gross salaries and wages,  
employers NI contributions, employers pension  
contributions, gratuities and severance payments.
Total expenditure or payments of capital and interest
made during the year on the authority’s borrowings (if any).

Total expenditure or payments as recorded in the cash-
book less staff costs (line 4) and loan interest/capital 
repayments (line 5).
Total balances and reserves at the end of the year. Must 
equal (1+2+3) - (4+5+6).

11. (For Local Councils Only)
Disclosure note re Trust funds
(including charitable)

The Council, as a body corporate, acts as sole trustee for 
and is responsible for managing Trust funds or assets.
N.B. The figures in the accounting statements above do 
not include any Trust transactions.

Yes No N/A
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Section 3 – External Auditor’s Report and Certificate 2021/22

ENTER NAME OF AUTHORITY

ENTER NAME OF EXTERNAL AUDITOR

1 Respective responsibilities of the auditor and the authority
Our responsibility as auditors to complete a limited assurance review is set out by the National Audit Office (NAO). A limited 
assurance review is not a full statutory audit, it does not constitute an audit carried out in accordance with International 
Standards on Auditing (UK & Ireland) and hence it does not provide the same level of assurance that such an audit would. 
The UK Government has determined that a lower level of assurance than that provided by a full statutory audit is appropriate 
for those local public bodies with the lowest levels of spending. 
Under a limited assurance review, the auditor is responsible for reviewing Sections 1 and 2 of the Annual Governance and 
Accountability Return in accordance with NAO Auditor Guidance Note 02 (AGN 02) as issued by the NAO on behalf of the 
Comptroller and Auditor General. AGN 02 is available from the NAO website – 
https://www.nao.org.uk/code-audit-practice/guidance-and-information-for-auditors/ .
This authority is responsible for ensuring that its financial management is adequate and effective and that it has 
a sound system of internal control. The authority prepares an Annual Governance and Accountability Return in  
accordance with Proper Practices which: 
• summarises the accounting records for the year ended 31 March 2022; and
• confirms and provides assurance on those matters that are relevant to our duties and responsibilities as external auditors.

2 External auditor’s limited assurance opinion 2021/22

DD/MM/YYSIGNATURE REQUIRED
Date

External Auditor Name

(Except for the matters reported below)* on the basis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return, in 
our opinion the information in Sections 1 and 2 of the Annual Governance and Accountability Return is in accordance with Proper Practices and 
no other matters have come to our attention giving cause for concern that relevant legislation and regulatory requirements have not been met. 
(*delete as appropriate).

Other matters not affecting our opinion which we draw to the attention of the authority:

*We do not certify completion because:

(continue on a separate sheet if required)

(continue on a separate sheet if required)

3 External auditor certificate 2021/22
We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and  
Accountability Return, and discharged our responsibilities under the Local Audit and Accountability Act 2014, for 
the year ended 31 March 2022.

External Auditor Signature

Annual Governance and Accountability Return 2021/22 Form 3  
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In respect of



6 April 2022 (2021 - 2022)

Wellingborough Town Council

Accounts for Year from 01/04/2021 to 31/03/2022

Annual Return

Important note: These figures have been prepared on an INCOME and EXPENDITURE basis.

This is prepared based on information in "Governance and Accountability for Local Councils : a Practitioner's Guide"  

Description
This YearLast Year

£ £
Box No.

 1 Balances brought fwd 0 82614

 2 Annual precept 64500 180235

 3 Total other receipts 25000 17712

 4 Staff Costs 0 87662

 5 Loan interest/capital repayments 0 0

 6 Total other payments 6886 64680

 7 Balances carried forward 82614 128219

 8 Total Cash and Short Term Investments 82614 120767

 9 Total Fixed Assets and Long Term Investments 0 4717

 10 Total Borrowings 0 0



Wellingborough Town Council

6 April 2022 (2021 - 2022)

Prepared by:

Date:Approved by:

Date:

Name and Role (Clerk/RFO etc)

Name and Role (RFO/Chair of Finance etc)

Bank Reconciliation at 31/03/2022

Cash in Hand 01/04/2021  82,614.43

ADD

Receipts 01/04/2021 - 31/03/2022  197,947.12

 280,561.55

SUBTRACT

 159,794.71Payments 01/04/2021 - 31/03/2022

A Cash in Hand 31/03/2022  120,766.84

(per Cash Book)

Cash in hand per Bank Statements

Petty Cash  0.0031/01/2022

Unity Trust  154,917.1431/03/2022

 154,917.14

B

Less unpresented payments

Plus unpresented receipts

Adjusted Bank Balance  120,766.84

 120,766.84

 34,150.30

A = B Checks out OK



ANNUAL RETURN  -  Section 2 : Statement of Accounts

This is prepared based on information in "Governance and Accountability for Local Councils : a Practitioner's Guide"  

6 April 2022 (2021 - 2022)

Wellingborough Town Council

Explanation of variances

Important note: These figures have been prepared on an INCOME and EXPENDITURE basis.

Description
£ £

Box No.
Variance

£ %

Variance
Notes

Explanation 

Required?

31/03/202231/03/2021

0 82614 1 Balances brought fwd BALANCE B/F AGREES

64500 180235 2 115735 179%Annual precept Yes
Town Council was operated by 

a Shadow Council in 

2020-2021, as the elections 

were delayed due to Covid. 

The Council became active in 

May 2021.

25000 17712 3 -7288 29%Total other receipts Yes
£25,000 was transferred from 

the former Borough Council of 

Wellingborough for the 

installation of a water feature. 

This is a one off project.

0 87662 4 87662 N/AStaff Costs No
No staff costs in 2020-2021 as 

the council was not 

operational due to Covid.

0 0 5 0 0%
Loan interest/capital 

repayments
No

6886 64680 6 57795 839%Total other payments Yes
The council obtained a grant 

to deliver events in the town 

centre until 31st March 2022. 

These payments relate to 

these activities.

82614 128219 7 45604 55%
Balances carried 

forward
No

82614 120767 8 38152 46%
Total Cash and Short 

Term Investments
No

0 4717 9 4717 N/A
Total Fixed Assets and 

Long Term Investments
No

Fixed assets relate to I.T 

equipment, Christmas 

garlands, and a gazebo

0 0 10 0 0%Total Borrowings No

Rounding errors of up to £2 are tolerable

Variances of £200 or less are tolerable

BOX 10 VARIANCE EXPLANATION NOT REQUIRED IF CHANGE CAN BE EXPLAINED BY BOX 5 (CAPITAL PLUS 

INTEREST PAYMENT)
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Northants CALC IAS 
 

Internal Audit Report 
(to be read in conjunction with the Annual Internal Audit Report in the 

Annual Governance and Accountability Return) 
 

Name of council: Wellingborough Town Council 

Name of Internal Auditor: L Lavender Date of report: 13-5-22 

Year ending: 31 March 2022 Date audit carried out: 12-5-22 

 
Internal audit is the periodic independent review of a council’s internal controls resulting in an 
assurance report designed to improve the effectiveness and efficiency of the activities and operating 
procedures under the council’s control.  Managing the council’s internal controls should be a day-to-
day function of the council through its staff and management and not left for internal audit.  It would be 
incorrect to view internal audit as the detailed inspection of all records and transactions of a council in 
order to detect error or fraud.  This report is based on the evidence made available to me and 
consequently the report is limited to those matters set out below. 
 
The council is required to take appropriate action on all matters raised in reports from internal 
and external audit and to respond to matters brought to its attention by internal and external 
audit. Failure to take appropriate action may lead to a qualified audit opinion. 
 
To the Chairman of the Council: 
 
I completed the year-end audit review of Wellingborough Town Council on 12th May 2022.  I 
would take this opportunity to thank Sally McLellan, the Town Clerk, for her help and 
assistance. 

I reviewed the information available on www.wellingboroughtowncouncil.gov.uk.  I was able to 
access a well ordered and detailed set of documents and records. By examination of these 
documents & records plus further questioning, I tested aspects of the Council’s internal 
controls as required for the Internal Audit section of the Annual Return Form 3. I am satisfied 
that effective policies and procedures together with systems to manage, monitor and control 
the Council’s business are in place.  Accordingly, I was able to answer ‘yes’ to all relevant 
questions and have signed the Return as required.  
 
Observations 

 The Councils website provider has changed 
 The Council has opted to prepare the accounts on an Income and Expenditure basis 

during 21-22 
 
This report is based on the evidence made available to me.  It would be incorrect to view 
internal audit as the detailed inspection of all records and transactions of a council in order to 
detect error or fraud.  Consequently, the report is limited to those matters set out above 
 
Yours sincerely, 

 
Ms L Lavender 
Ncalc Internal Auditor to the Council 
Lynnlavender_5@hotmail.com  
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The figures submitted in the Annual Governance and Accountability Return are: 
 

 
Year ending 

31 March 2021 
Year ending 

31 March 2022 

1. Balances brought forward - 82614 

2. Annual precept 64500 180235 

3. Total other receipts 25000 17712 

4. Staff costs - 87662 

5. Loan interest/capital repayments - - 

6. Total other payments 6886 64680 

7. Balances carried forward 82614 128218 

8. Total cash and investments 82614 120766 

9. Total fixed assets and long-term assets - 4716 

10. Total borrowings - - 

 
 
 
The proper practices referred to in Accounts and Audit Regulations are set out in 
Governance and Accountability for Smaller Authorities in England (2020).  It is a guide to the 
accounting practices to be followed by local councils and it sets out the appropriate standard 
of financial reporting to be followed.  A copy of the guide is available for free download from: 
 
https://www.northantscalc.com/uploads/practitioners-guide-2020-2.pdf 
 
 
 
 



Smaller authority name: _Wellingborough Town Council 
 

NOTICE OF PUBLIC RIGHTS AND PUBLICATION 
OF UNAUDITED ANNUAL GOVERNANCE & 

ACCOUNTABILITY RETURN 

ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2022 
 

Local Audit and Accountability Act 2014 Sections 26 and 27  
The Accounts and Audit Regulations 2015 (SI 2015/234) 

NOTICE NOTES 
1. Date of announcement____9th June 2022_______________________(a) 

2. Each year the smaller authority’s Annual Governance and Accountability 
Return (AGAR) needs to be reviewed by an external auditor appointed by 
Smaller Authorities’ Audit Appointments Ltd.  The unaudited AGAR has been 
published with this notice. As it has yet to be reviewed by the appointed auditor, 
it is subject to change as a result of that review.  
Any person interested has the right to inspect and make copies of the 
accounting records for the financial year to which the audit relates and all 
books, deeds, contracts, bills, vouchers, receipts and other documents relating 
to those records must be made available for inspection by any person 
interested. For the year ended 31 March 2022, these documents will be available 
on reasonable notice by application to: 
 

(b) Sally McLellan, 
 Town Clerk,  
clerk@wellingboroughtowncouncil.gov.uk 
01933 83280 
 
commencing on (c) __Monday 13 June 2022 _______________________  

 
and ending on (d) ___Friday 22 July 2022 ________________________  
 

3. Local government electors and their representatives also have: 
 

 The opportunity to question the appointed auditor about the accounting 
records; and 

 The right to make an objection which concerns a matter in respect of which 
the appointed auditor could either make a public interest report or apply to 
the court for a declaration that an item of account is unlawful. Written notice 
of an objection must first be given to the auditor and a copy sent to the 
smaller authority. 
 

The appointed auditor can be contacted at the address in paragraph 4 below for 
this purpose between the above dates only. 
 

4. The smaller authority’s AGAR is subject to review by the appointed auditor 
under the provisions of the Local Audit and Accountability Act 2014, the 
Accounts and Audit Regulations 2015 and the NAO’s Code of Audit Practice 
2015.  The appointed auditor is: 

 
PKF Littlejohn LLP (Ref: SBA Team) 
15 Westferry Circus 
Canary Wharf 
London E14 4HD 
(sba@pkf-l.com) 
 

5. This announcement is made by (e) ____ 
Sally McLellan 
Town Clerk 

 
 
(a) Insert date of placing of the notice 
which must be not less than 1 day before 
the date in (c) below 
 
 
 
 
 
 

 
 
 
 
(b) Insert name, position and 
address/telephone number/ email 
address, as appropriate, of the Clerk or 
other person to which any person may 
apply to inspect the accounts 

 
(c) Insert date, which must be at least 1 
day after the date of announcement in (a) 
above and at least 30 working days 
before the date appointed in (d) below 

 
(d) The inspection period between (c) 
and (d) must be 30 working days 
inclusive and must include the first 10 
working days of July. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(e) Insert name and position of person 
placing the notice – this person must be 
the responsible financial officer for the 
smaller authority 



 
 
 
 

 
 

Members Expenses Policy 
 

1. Councillor’s Allowances 

1.1 The Local Authorities (Members’ Allowances) (England) Regulations 2003 apply to those 
parishes that pay members’ allowances. Wellingborough Town Council makes no 
provision for allowances but does make provision for reimbursement of expenses for 
members. 

 
2. Members’ and Co-opted Members’ Expenses 

2.1 Members and co-opted members attending training courses or other events which the 
Council has requested they attend as the Council’s representative(s) will have their travel 
expenses reimbursed. Mileage will be reimbursed according to the HMRC approved rates. 

 
 
 



WELLINGBOROUGH TOWN COUNCIL   

AGENDA ITEM 11 

ANNUAL TOWN COUNCIL MEETING 
 

18TH MAY 2022  

Report from Sally McLellan-Town Clerk 

  

 

APPOINTMENT TO OUTSIDE BODIES 

  

1. Purpose of Report 

Appoint members to the following Outside Bodies: 
a. Health and Wellbeing forum 
b. Representative to attend Northamptonshire Police, Fire and Crime meetings 
c. Wellingborough Town Centre Partnership 
d. Victoria centre 
e. Wellingborough Chamber of Commerce meetings 
 

2. Executive summary 

The council are asked to appoint members to the listed outside bodies. All councillors 
attending meetings with outside bodies are required under the council’s adopted 
Communications Policy to provide the Town Clerk with a regular report to be circulated to 
member to keep them informed of local issues.  

Where decisions are required by councillors on outside bodies these should be put on a 
suitable agenda. 

3. INFORMATION ON OUTSIDE BODIES 
a. Health and Wellbeing Forum 

The purpose of the Health and Well Being Forum is to bring together and galvanise 
community groups to support the health & wellbeing agenda locally and to, where possible, 
secure funding opportunities for groups. The Forum has representation from NNC’s 
Environmental Health, Community Development, and Housing departments (as they were 
previously onboard as BCW), along with Greatwell Homes, Places Leisure, Public Health, 
NSport, the CCG, NHFT, Serve, Northants Mind, amongst others.  

The forum meets bi-monthly and is organised through Natham Isom at NNC. The current 
appointed representatives are Cllrs Stevens and Esrkine. 

b. Parish council meeting with the Commissioner, Chief Constable & Chief 
Fire Officer 

Meetings are held virtually once a month 6-7.30pm. 

Cllr Wilkinson is the current appointed representative, with Cllr Turner Hawes as a reserve. 



 

c. Wellingborough Town Centre Partnership 

This organisation has not been active since the closure of the BID, however, the Town Clerk 
has been informed by the Director that they are keen to work with the Town Council and 
NNC to progress the projects in the town centre and will be resuming meetings. 

d. Victoria Centre 

‘Victoria Centre provides a meeting place for the multi-cultural and faith communities of 
Wellingborough.  Activities include: A Friendship and Lunch Club for the over 50's, Preschool, 
After School Club, Holiday Clubs and English language classes.  Staff work in partnership with 
other organisations on projects, the welfare of residents and community issues.’1 

The current representatives appointed from the Town Council are Cllrs Irwin and Francis. 

e. Wellingborough and East Northants Chamber of Commerce 

‘The objective of the Chamber is to promote and protect businesses in Wellingborough and 
East Northamptonshire, taking any steps felt necessary by the Executive Committee in its 
day-to-day management of the Chamber’s affairs’ 

The chamber meets regularly and to date officers have been attending meetings on behalf of 
the council to establish a relationship with the Chamber. It is proposed that the council also 
appoints a member to attend these meetings to continue the networking relationship with 
businesses. 

 
1  
Victoria Centre | Wellingborough 
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