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SUMMONS TO ATTEND 

You are hereby summoned to attend a meeting of the ADMINISTRATION COMMITTEE to be 
held in the Town Hall on Thursday 13 October 2022 at 6.00 pm. 

The Press and Public are welcome to attend this meeting. Questions and statements will be 
taken from members of the public during the period of time designated for public 
participation in accordance with the Town Council’s Standing Order 1(d) 

Recording of Meetings 
Under the Openness of Local Government Bodies Regulations 2014 the council’s public 
meetings may be recorded, which includes filming, audio-recording as well as photography. 

The agenda for the meeting is attached. 

Yours faithfully 

Rachel Brown 
Town Clerk 

mailto:rbrown@carterton-tc.gov.uk
http://www.carterton-tc.gov.uk/


AGENDA 

1. Apologies for absence
2. Declarations of interest
3. To receive the Minutes of the Administration Committee held on 14 June 

2022
– for approval

4. Adjournment of 15 Minutes for Members of the Public to raise matters in 
relation to any items on the agenda

5. To review and agree updated Standing Orders
6. To consider budget review report
7. To consider the introduction of a protocol for scrutinising grant requests
8. To review and agree political proportionality for structure of committees
9. To review and agree eye test policy
10. To consider interim report from internal auditor
11. To review and adopt Terms of Reference for the HR Committee
12. Public Bodies (Admission to Meetings) Act 1960 – to move into a 

confidential session for item 13
13. To consider verbal report from the Clerk in relation to grounds maintenance 

contracts



CARTERTON TOWN COUNCIL 
MINUTES OF THE ADMINISTRATION COMMITTEE MEETING 

HELD AT THE TOWN HALL ON TUESDAY 14 JUNE 2022 
COMMENCING AT 6.00 PM 

Present: Cllr J Bull 
Cllr M Crossland 

Cllr M McBride (to Item 8) 
Cllr N Leverton 

Chair 
Vice-Chair 

(ex-officio) 

In attendance: Cllr D Wesson 

Officers: Kay Linnington (Deputy Clerk) 

1 ELECTION OF CHAIR 

A nomination was received for Cllr Bull (proposed by Cllr Leverton and seconded by Cllr 
Crossland).  Cllr Bull was elected as Chair of the Administration Committee for the year 
2022/2023. 

2 ELECTION OF VICE-CHAIR 

A nomination was received for Cllr Crossland (proposed by Cllr Leverton and seconded by 
Cllr Bull).  Cllr Crossland was elected as Vice-Chair of the Administration Committee for the 
year 2022/2023. 

3 APOLOGIES 

Apologies were received from Cllr Baylis, Cllr Little, Cllr Sanders and Cllr Sangster. 

4 DECLARATIONS OF INTEREST  

There were none. 

5 MINUTES OF THE LAST MEETING 

The Minutes of the Meeting of the Administration Committee held on 1 March 2022, 
previously circulated, were approved as a true record and signed by the Chair. 

6 ADJOURNMENT FOR MEMBERS OF THE PUBLIC 

There were no members of the public present. 

7 POLICIES 

The following Council policies were circulated with the Agenda for the Committee to review 
for the year 2022/2023: 



(a) Investment policy.  No changes were proposed. 
 
(b) Civic Protocol policy.  On Page 10, Remembrance Sunday, where it says ‘The Town 
Mayor leads the parade’, it was proposed to add the wording ‘subject to the presence of the 
Queen’s representative who takes precedence’.  Under Mayor’s Allowance, it was proposed 
to clarify that money could be used for ‘donations to charitable organisations’, rather than 
only Registered charities. 

(c) Member Officer Protocol policy.  No changes were proposed.  As there are now 
several new Councillors, it was felt that a training session should be organised, which could 
act as a refresher course for all Councillors. 

(d) Complaints policy.  No changes were proposed. 
 
(e) Social Media policy.  No changes were proposed.  There was a discussion on whether 
paragraph 7 relating to personal social media use conflicted and clarification would be sought 
at the Councillor training session. 
 
(f) Lone and Isolated Working policy.  Quotations would be sought to provide a CCTV 
system and this would be a future agenda item.  
 
(g) Flag Flying policy.  It was suggested that a sentence is added giving the Council the 
right to fly specialist flags should a situation arise that warrants it, for example the Ukrainian 
flag that has been flown recently. 
 
The Committee RECOMMENDED that the above policies are adopted by Council for the year 
2022/2023, subject to the amendments detailed above. 
 
8 INSURANCE 
 
Details of the insurance policy renewal was circulated with the agenda.  There was a discussion 
on whether business travel should be included so that staff using their cars for work purposes 
would be covered.   
 
The Committee RECOMMENDED that the Insurance Policy is renewed, subject to an update 
on the business travel element. 
 
9 COUNCIL DOCUMENTATION 
 
The Terms of Reference for each Standing Committee and Standing Orders were circulated 
with the agenda for review. 
 
(a) Amenities and Economic Regeneration Committee.  It was recommended that the 
number of members on this committee be amended to seven/eight, which would allow Cllr 
Baldwin to be included as he had been omitted in error. 
 
(b) Administration Committee.  No changed proposed. 
 
(c) Events Working Group.  It was noted that this working group was not a decision-
making group but reports back to full Council for information and if approval is sought for 
funding. 
 



(d) Planning Committee.  No changed proposed. 
 
(e) Urgency Committee.  The Committee consists of the Chair and the Chairs of the 
Committees, and in their absence, Vice-Chairs.   
 
(f) HR Committee.  A formal policy would need to be drawn up with the Terms of 
Reference adopted in May 2016. 
 
(g) Standing Orders.  No changed were proposed. 
 
10 CODE OF CONDUCT 
 
The new Code of Conduct, which is the same as the District Council’s Code, was circulated 
with the agenda.   
 
The Committee RECOMMENDED that the Code of Conduct is adopted. 
 
11 GENERAL POWER OF COMPETENCE (GPC) 
 
The Committee RECOMMENDED that the GPC is re-adopted for the year 2022/2023. 
 
12 OALC MEMBERSHIP 
 
A report was circulated with the agenda for the Committee to discuss whether the Council 
should become a member of OALC (Oxfordshire Association of Local Councils) and to cancel 
the contract with the HR company, Peninsula, when it expires. 
 
OALC Membership would enable the Council to have direct access to NALC with queries, 
particularly legal ones.  Meetings are held twice yearly for the Clerk and Chair, with the next 
one taking place in October 2022.  Membership offers access to advice (including HR), cheaper 
training, regular monthly updates etc.  The Clerk had been a member for many years in 
previous Councils and believed the OALC played a big part in supporting the Clerk in the 
correct running of the Council.  The annual subscription would be £2,969.32. 
 
Peninsula, which is a specialist HR company, does not specifically cater for Local Councils and 
have proved very slow to provide help and advice when sought urgently.  The annual contract 
is estimated at £3,574.56.   
 
The Committee RECOMMENDED that Carterton Town Council become a member of the OALC.  
A decision on the contract with Peninsula would be discussed again in November/December 
2022 prior to the contract expiring. 
 
13 PAYPAL 
 
Many local councils use PayPal, which provides fast access to pay for goods and services online 
or to transfer funds to pay people electronically.  It would be linked to the Council’s current 
account, with the Clerk/Deputy Clerk having strict authorisation measures for all payments 
going out of the account.  Staff have regularly had to use their own personal bank account to 
make these payments, including monthly subscriptions, and then claiming the money back, 
which is not ideal.  The setting up of a PayPal business account would solve this problem. 
 



The Clerk/Deputy Clerk have in place the ‘Delegated Clerks Authority’ of up to £500 for items 
or services that need to be purchased urgently, details of which are emailed to Councillors, 
followed by the payment being authorised by the signatories as per the Council’s procedures.   
This procedure would not change. 
 
The Committee RECOMMENDED that a PayPal business account is set up. 
 
14 WODC TEMPORARY LOAN 
 
A letter had been received from the Chief Finance Officer at West Oxfordshire District Council 
giving details of the scheme whereby money could be temporarily deposited with WODC to 
gain some interest in return for a small monthly admin fee.  The Council has £589,114.22 on 
deposit (as at 31.03.2022).  The fees have changed to £1,479.92 (0.25%) and interest gained 
would be £1,414.01 (0.24%).  The scheme therefore no longer represents good value for 
money.    
 
The Committee RECOMMENDED that the funds are withdrawn and held in the Council’s 
savings account. 
 
15 Public Bodies (Admission to Meetings) Act 1960 – to move into a confidential session 
for item 16 

  



CONFIDENTIAL ITEM 
 
 
16 DEPUTY TOWN CLERK’S APPRAISAL 
 
The HR Committee had carried out an appraisal.  Her six-month probationary period would be 
coming to an end on the 4th July.  
 
The Committee RECOMMENDED that the Deputy Clerk’s salary is increased by 1 incremental 
point on the NJC Pay Scale. 
 
 
The meeting closed at 7.30pm. 
 
 
 
      ___________________________________ 

Chairman 
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Introduction 

These model standing orders update the National Association of Local Council 
(NALC) model standing orders contained in “Local Councils Explained” by Meera 
Tharmarajah (© 2013 NALC). This publication contains new model standing orders 
which reference new legislation introduced after 2013 when the last model standing 
orders were published. 

How to use model standing orders  

Standing orders are the written rules of a local council. Standing orders are essential 
to regulate the proceedings of a meeting. A council may also use standing orders to 
confirm or refer to various internal organisational and administrative arrangements. 
The standing orders of a council are not the same as the policies of a council but 
standing orders may refer to them.  

Local councils operate within a wide statutory framework. NALC model standing 
orders incorporate and reference many statutory requirements to which councils are 
subject. It is not possible for the model standing orders to contain or reference all the 
statutory or legal requirements which apply to local councils. For example, it is not 
practical for model standing orders to document all obligations under data protection 
legislation. The statutory requirements to which a council is subject apply whether or 
not they are incorporated in a council’s standing orders. 

The model standing orders do not include model financial regulations. Financial 
regulations are standing orders to regulate and control the financial affairs and 
accounting procedures of a local council. The financial regulations, as opposed to the 
standing orders of a council, include most of the requirements relevant to the 
council’s Responsible Financial Officer. Model financial regulations are available to 
councils in membership of NALC. 

Drafting notes 

Model standing orders that are in bold type contain legal and statutory requirements. 
It is recommended that councils adopt them without changing them or their meaning. 
Model standing orders not in bold are designed to help councils operate effectively 
but they do not contain statutory requirements so they may be adopted as drafted or 
amended to suit a council’s needs. It is NALC’s view that all model standing orders 
will generally be suitable for councils.  

For convenience, the word “councillor” is used in model standing orders and, unless 
the context suggests otherwise, includes a non-councillor with or without voting 
rights.  

A model standing order that includes brackets like this ‘(   )’ requires information to be 
inserted by a council. A model standing order that includes brackets like this ‘[  ]’ and 
the term ‘OR’ provides alternative options for a council to choose from when 
determining standing orders.  
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 Rules of debate at meetings 

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

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

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

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

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

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

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

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

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

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

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

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

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

n Where a series of amendments to an original motion are carried, the mover of 
the original motion shall have a right of reply either at the end of debate on the 
first amendment or at the very end of debate on the final substantive motion 
immediately before it is put to the vote. 

o Unless permitted by the chairman of the meeting, a councillor may speak once 
in the debate on a motion except: 
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i. to speak on an amendment moved by another councillor;  

ii. to move or speak on another amendment if the motion has been 
amended since he last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. to exercise a right of reply. 

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

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

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

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

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

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

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

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

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

t Excluding motions moved under standing order 1(r), the contributions or 
speeches by a councillor shall relate only to the motion under discussion and 
shall not exceed 5 minutes without the consent of the chairman of the meeting. 
 

 Disorderly conduct at meetings 

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

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

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

 Meetings generally 

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

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

● 
 

b The minimum three clear days for notice of a meeting does not include 
the day on which notice was issued, the day of the meeting, a Sunday, a 
day of the Christmas break, a day of the Easter break or of a bank 
holiday or a day appointed for public thanksgiving or mourning. 

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

● 
● 

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

 e Members of the public may make representations, answer questions and give 
evidence at a meeting which they are entitled to attend in respect of the 
business on the agenda. 

 f The period of time designated for public participation at a meeting in 
accordance with standing order 3(e) shall not exceed 15 minutes 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. 

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

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

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

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

● 
● 

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

● 
● 

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

● 
● 

n The press shall be provided with reasonable facilities for the taking of 
their report of all or part of a meeting at which they are entitled to be 
present.  

● o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chairman of the 
Council may in his absence be done by, to or before the Vice-Chairman 
of the Council (if there is one). 

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

● 
● 
● 

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

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 3 hours. 

 

 Committees and sub-committees 

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

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

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

d The Council may appoint standing committees or other committees as may be 
necessary, and: 

i. shall determine their terms of reference; 

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

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

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

v. may, subject to standing orders 4(b) and (c), appoint and determine the 
terms of office of the substitute members to a committee whose role is to 
replace the ordinary members at a meeting of a committee if the ordinary 
members of the committee confirm to the Proper Officer 5 days before 
the meeting that they are unable to attend; 

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

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

viii. shall determine the place, notice requirements and quorum for a meeting 
of a committee and a sub-committee which, in both cases, shall be no 
less than three; 

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

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

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

e The Mayor shall not chair a standing committee and a councillor shall chair no 
more then one committee. 

f If an ordinary member of a committee who has been replaced at a meeting with 
a substitute member (in accordance with standing order 4(d)(v) shall not be 
permitted to participate in debate or vote on business at that meeting and may 
only speak during the public participation session during the meeting. 

 Ordinary council meetings  

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

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

c If no other time is fixed, the annual meeting of the Council shall take 
place at 6pm. 

d In addition to the annual meeting of the Council, at least three other 
ordinary meetings shall be held in each year on such dates and times as 
the Council decides. 

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

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

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

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

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

j In March each year, an informal meeting of councillors may take place to select 
a Mayor elect for the forthcoming year. 

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; 

vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

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

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

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

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

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

xiii. Review of inventory of land and other assets including buildings and 
office equipment; 

xiv. Confirmation of arrangements for insurance cover in respect of all 
insurable risks; 
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xv. Review of the Council’s and/or staff subscriptions to other bodies; 

xvi. Review of the Council’s complaints procedure; 

xvii. Review of the Council’s policies, procedures and practices in respect of 
its obligations under freedom of information and data protection 
legislation (see also standing orders 11, 20 and 21); 

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

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

xx. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

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

 Extraordinary meetings of the council, committees and sub-committees 

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

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

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

d If the chairman of a committee or a sub-committee does not call an 
extraordinary meeting within 5 days of having been requested to do so by 3 
members of the committee or the sub-committee, any 3 members of the 
committee or the sub-committee may convene an extraordinary meeting of the 
committee or a sub-committee. The statutory public notice giving the time, 
place and agenda for such a meeting must be signed by 3 councillors. 

 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 3 councillors to be given to the 
Proper Officer in accordance with standing order 9, or by a motion moved in 
pursuance of the recommendation of a committee or a sub-committee. 

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

 Voting on appointments 

a Where more than two persons have been nominated for a position to be filled 
by the Council and none of those persons has received an absolute majority of 
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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. 

 

 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. Clear days do not include the day of the notice 
or the day of the meeting. 

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

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

 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 approve the absences of councillors; 

iii. to move to a vote;  
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iv. to defer consideration of a motion;  

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

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

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

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

ix. to dispose of business, if any, remaining from the last meeting; 

x. to dissolve a committee or sub-committee; 

xi. to note the minutes of a committee or sub-committee; 

xii. to consider a report and/or recommendation made by a committee, sub-
committee, employee, professional adviser, expert or consultant 

xiii. to authorise legal deeds to be sealed with the Council’s common seal; 

xiv. to authorise the payment of monies up to £1,000; 

xv. to amend a motion, relevant to the original or substantive motion under 
consideration, which will not have the effect of nullifying it; 

xvi. to give the consent of the council if required by Standing Orders; 

xvii. to require a written report; 

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

xix. to appoint representatives to outside bodies and to make arrangements 
for those representatives to report back the activities of the outside 
bodies; 

xx. to extend the time limits for speaking; 

xxi. to answer questions from councillors; 

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

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

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

xxv. to temporarily suspend the meeting;  

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

xxvii. to adjourn the meeting; or 

xxviii. to close the meeting.  
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 Management of information 

See also standing order 20. 
 
a The Council shall have in place and keep under review, technical and 

organisational measures to keep secure information (including personal 
data) which it holds in paper and electronic form. Such arrangements 
shall include deciding who has access to personal data and encryption of 
personal data.  

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

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

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

 Draft minutes  

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

 

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

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

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

 d If the chairman of the meeting does not consider the minutes to be an 
accurate record of the meeting to which they relate, he shall sign the minutes 
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and include a paragraph in the following terms or to the same effect: 

“The chairman of this meeting does not believe that the minutes of 
the meeting of the (   ) held on [date] in respect of (   ) were a correct 
record but his view was not upheld by the meeting and the minutes 
are confirmed as an accurate record of the proceedings.” 

● 
● 
● 
 

e The Council shall publish minutes on a website which is publicly accessible 
and free of charge not later than one week after they have been approved. 

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

 

 Code of conduct and dispensations 

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

conduct adopted by the Council. 

b Unless he has been granted a dispensation, a councillor or non-councillor with 
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] OR [by a meeting of the Council, or committee or sub-committee for 
which the dispensation is required] and that decision is final. 

f A dispensation request shall confirm: 

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

ii. whether the dispensation is required to participate at a meeting in a 
discussion only or a discussion and a vote; 
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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] OR [at the 
beginning of the meeting of the Council, or committee or sub-committee for 
which the dispensation is required]. 

h A dispensation may be granted in accordance with standing order 13(e) if 
having regard to all relevant circumstances any of the following apply: 

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

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

iii. it is otherwise appropriate to grant a dispensation. 

 Code of conduct complaints  

a Upon notification by the District 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 District 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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 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 (  ) 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; 

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

xv. refer a planning application received by the Council to the Chairman or in 
his absence Vice-Chairman of the Planning Committee within two 
working days of receipt to facilitate an extraordinary meeting if the nature 
of a planning application requires consideration before the next ordinary 
meeting of the Planning Committee; 

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

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

 

 Responsible financial officer  

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

 Accounts and accounting statements 

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

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

c The Responsible Financial Officer shall supply [to the Administration 
Committee before each meeting] OR [to each councillor as soon as practicable 
after 30 June, 30 September and 31 December in each year] a statement to 
summarise: 

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

 

 Financial controls and procurement 

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

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

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

iii. the work of the independent internal auditor in accordance with proper 
practices and the receipt of regular reports from the internal auditor, 
which shall be required at least annually; 

iv. the inspection and copying by councillors and local electors of the 
Council’s accounts and/or orders of payments; and  

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

b. Financial regulations shall be reviewed regularly and at least annually for 
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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. The full provisions of procurement are contained within the Council’s 
Procurement Policy. All contracts of £5,000 and under shall be by official order 
or requisition form from an approved list of contractors and approved by the 
council.  

e. 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 in a local newspaper and in 
any other manner that is appropriate;  

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

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

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

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

g. A public contract  regulated by the Public Contracts Regulations 2015 
with an estimated value in excess of £189,330 for a public service or 
supply contract or in excess of £4,733,252 for a public works contract; or 
£663,540 for a social and other specific services contract (or other 
thresholds determined by the European Commission every two years and 
published in the Official Journal of the European Union (OJEU)) shall 
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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. 

h. A public contract in connection with the supply of gas, heat, electricity, 
drinking water, transport services, or postal services to the public; or the 
provision of a port or airport; or the exploration for or extraction of gas, 
oil or solid fuel with an estimated value in excess of £378,660 for a 
supply, services or design contract; or in excess of £4,733,252 for a 
works contract; or £663,540 for a social and other specific services 
contract (or other thresholds determined by the European Commission 
every two years and published in OJEU) shall comply with the relevant 
procurement procedures and other requirements in the Utilities Contracts 
Regulations 2016. 

 Handling staff matters 

a A matter personal to a member of staff that is being considered by a meeting of 
the HR committee is subject to standing order 11. 

b The chairman of the HR committee or in his absence, the vice-chairman shall 
upon a resolution conduct a review of the performance and annual appraisal of 
the work of the Clerk. The reviews and appraisal shall be reported in writing 
and are subject to approval by resolution by the HR committee.  

c Subject to the Council’s complaints policy, the Council’s most senior member of 
staff shall contact the chairman of the HR committee or in his absence, the vice-
chairman of the HR committee in respect of an informal or formal grievance 
matter, and this matter shall be reported back and progressed by resolution of 
the HR committee. 

d Subject to the Council’s complaints policy, if an informal or formal grievance 
matter raised by the Clerk relates to the chairman or vice-chairman of the HR 
committee, this shall be communicated to another member of the HR 
committee, which shall be reported back and progressed by resolution of the 
HR committee.  

e 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. 

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

 Responsibilities to provide information 

See also standing order 21. 
 
a In accordance with freedom of information legislation, the Council shall 
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publish information in accordance with its publication scheme and 
respond to requests for information held by the Council.   

b. The Council, shall publish information in accordance with the 
requirements of the Local Government (Transparency Requirements) 
(England) Regulations 2015. 

 Responsibilities under data protection legislation 
 
Below is not an exclusive list. See also standing order 11. 
 
a The Council may appoint a Data Protection Officer. 

b The Council shall have policies and procedures in place to respond to an 
individual exercising statutory rights concerning his personal data.  

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

d The Council shall keep a record of all personal data breaches comprising 
the facts relating to the personal data breach, its effects and the remedial 
action taken. 

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

f The Council shall maintain a written record of its processing activities. 

 Relations with the press/media 

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

 Execution and sealing of legal deeds 

See also standing orders 15(b)(xii) and (xvii). 
 
a A legal deed shall not be executed on behalf of the Council unless authorised 

by a resolution. 

b Subject to standing order 23(a), the Council’s common seal shall alone be 
used for sealing a deed required by law. It shall be applied by the Proper 
Officer in the presence of two councillors who shall sign the deed as 
witnesses. 

The above is applicable to a Council with a common seal. 

 Communicating with district and county or unitary councillors 

a An invitation to attend a meeting of the Council shall be sent, together with the 
agenda, to the ward councillor(s) of the District and County Council 
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representing the area of the Council.  

b Unless the Council determines otherwise, a copy of each letter sent to the 
District and County Council shall be sent to the ward councillor(s) representing 
the area of the Council. 

 

 
 Restrictions on councillor activities 

a. Unless duly authorised no councillor shall: 

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

ii. issue orders, instructions or directions. 

 Standing orders generally 

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

b A motion to add to or vary or revoke one or more of the Council’s standing 
orders, except one that incorporates mandatory statutory or legal requirements, 
shall be proposed by a special motion, the written notice by at least 2 
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. 

e A councillor’s failure to observe standing orders more than three times in one 
meeting may result in them being excluded from the meeting in accordance 
with standing order 2. 

 

© NALC 2020. All rights are reserved. No part of this publication may be reproduced 
or used for commercial purposes without the written permission of NALC save that 
councils in membership of NALC have permission to edit and use  the model 
standing orders in this publication for their governance purposes. 
 
The Model Standing Orders 2018 for England were revised in 2020. 
 



Budget Review October 2022 

Review of significant variances as at 5 October 2022. 

Cost Centre % 
Spent 

Reason Recommended Action 

4010 Insurance 147 Increased insurance costs Review budget for 2023/24 and 
identify alternative providers 

4015 Training 83.7 Training for councillors Increase budget for 2023/24 
for councillors and staff 

4026 Subscriptions 
and Publications 

281.8 OALC subscription Consider subscriptions for 
2023/24, inc. OALC, OPFA 

4030 Elections and 
Meetings 

107.4 By-election for Gateway 
ward 

WODC to supply budget for 
May 2023 elections 

4055 Civic Regalia 240.2 Mayor’s Chain of Office Budget for new case next year 
4040 Grants Awarded 139.7 Higher value of grants 

awarded 
Consider budget for grants in 
2023/24 

4215 
- 
4230 

Properties - 
Expenditure 

7.1 New boilers for Community 
Centre and Streatfield 
House not yet purchased 

No action 

4305 Repairs & Maint 
Play Equipment 

2.7 Mis-coding of play area 
inspections 
 

Journals to correct mis-coding 
of play area inspections from 
Play Areas General (4305) to 
Repairs & Maint Play 
Equipment (4305) 

4306 Play Areas 
General 

75.7 

4308 ARRG Electricity 152.1 Increased cost of electricity Review energy budgets for 
2023/24 

4312 Willow 
Meadows 

106.3 Repairs to board walk and 
barrier 

Increase budget for 2023/24 
for Willow Meadows project 

4401 General 
Maintenance 

132.0 Increase in unexpected 
costs 

Increase budget for 2023/24 
and consider what could be 
added to the regular contracts 

  

Grand Totals Budget Actual YTD Variance Percentage 
Income 460,789 223,979 236,810 48.6% 
Expenditure 521,040 219,432 301,608 42.1% 

 

This shows that, although there are variances within cost centres, the council is on target for its 
annual income and expenditure in 2022/23. 
  



Reserves Report 

310 General Reserves 424,404.96 
322 Cemetery Reserve 60,000.00 
324 Tree Initiative Reserve 11,465.00 
327 Repatriation Reserve 17,652.00 
331 Fitness Trail Reserve 10,000.00 
332 Christmas Lights Reserve 6,529.58 
337 Recreation/Open Spaces Reserve 38,437.28 
340 Play Areas Reserve 108,787.58 

 

The Joint Panel on Accountability and Governance Practitioners’ Guide advises the council holds 3 
months equivalent general reserves, so it should be holding approximately £130,260 in general 
reserves.  

As the council has a number of significant projects planned for the future, the clerk recommends 
moving funds from general reserves into Earmarked Reserves for these projects, for example: 

ARRG Pavilion Project 100,000 
Play Area Regeneration Reserve 50,000 
Recreation/Open Space Reserve (Garden outside St 
John’s School) 

20,000 

Regeneration Project / Town Centre Improvements 
Reserve 

50,000 

Traffic Reserve (crossroads) 70,000 
Total 290,000 

 



Political Proportionality at Council 
Meetings 

With a growing number of Independent and smaller party members 

sitting on councils, and more authorities moving towards the 

committee system of governance, there is a question of entitlement in 

committee seat allocation. 

Duty to allocate seats to political groups 

The relevant legislation regarding the allocation of seats is Section 15 of the Local 

Government and Housing Act 1989. The Act states that you can agree allocations outside 

the usual proportionality requirements provided no member votes against them. 

Allocation of seats by a Council must give effect to the following principles set out in the 

Act (1989). The principles have to be applied in priority order as follows: 

(a) that not all the seats are allocated to the same political group;

(b) that the majority of seats are allocated to a particular political group if the number of

persons belonging to that group are a majority of the authority’s membership;

c) subject to (a) and (b) above, that the total number of all seats of the ordinary

committees allocated to each particular political group reflects the group’s proportion to

the membership of the authority;

(d) subject to (a) – (c) above, that the number of seats allocated to a particular political

group reflects that group’s proportion of the membership of the authority.

A point of ambiguity in the legislation is that it only refers to ‘political groups’. It has often 

been interpreted to imply that solo Independent councillors and councillors who do not sit 

in groups (eg a solo Conservative Councillor) should be excluded from committee 

proportionality calculations and are not entitled to any seats. However choosing to 

exclude members that are not in a group can alter the political balance of council 

committees, therefore many Councils will opt to offer committee seats to Councillors that 

do not sit in a group. 

The most common way to calculate proportionality is to take the approach of offering each 

councillor 1/X seats on committees across all committees, where X = the number of 

Councillors on the Council. It is up to groups to decide how to share out their seats 

amongst themselves. This way, individual members would usually be entitled to a 

proportional seat (or two) on a committee. 



For example, if there were 40 Councillors at an authority made up of two parties and a 

solo Independent Councillor, and there were 10 seats on 8 committees (80 seats) then 

the Independent councillor could be offered 1/40 of the seats - a seat on two of the 

committees. The decision of which committees those seats are on falls with the majority 

group. 

If a council insists that the legislation refers to ‘groups’ members may choose to join up 

with others in a similar position and form a group, even if purely for the purposes of 

committee places. 

What if a member changes political affiliation?

A member should have formally resigned from their party, and their change of party 

doesn’t need Council consent. A councillor ‘crossing the floor’ can affect political 

proportionality on the committee(s) they sit on and will likely lead to a review of the 

allocation of seats. However, unless the council constitution states otherwise, they remain 

a member of the committee(s) until committee seat allocation is reviewed by Council or 

parent committee. 

Carterton Town Council Calculations

Option 1:
Total Number of Seats on Committees: 22 (Planning - 7; Admin - 7; Amenities - 8) 
Therefore, each councillor is entitled to 1.375 seats on committees.

Conservatives - 14 seats
Labour - 1 seat
Liberal Democrats - 3 seats
Independents - 4 seats

Option 2:
If the Mayor and Deputy Mayor are included as voting members in committees, the 
calculation is:

Total Number of Seats on Committees: 27 (Planning - 9; Admin - 8; Amenities - 10) 
Therefore, each councillor is entitled to 1.6875 seats on committees.

Conservatives - 17 seats
Labour - 2 seats
Liberal Democrats - 3 seats
Independents - 5 seats

N.B. Representation of political party information has been taken from the WODC 
Elections webpage. 

Carterton Town Council will need to decide whether the Mayor and Deputy Mayor as 
ex-officio members of committees either:
- have voting rights and so should be included in the proportionality calculation (Option 2)
OR
- do not have voting rights on committees, unless named as a member of the committee
and are not included in the calculation (Option 1).

The committee memberships should then be adjusted accordingly, following the principles above.



Carterton Town Council 

Eye Test Policy 

The Health and Safety (Display Screen Equipment) Regulations 1992 as amended by the Health and 
Safety (Miscellaneous Amendments) Regulations 2002 allow new or existing users of display screen 
equipment (DSE) to request an eye and eyesight test by a qualified Opthalmic Optician at the 
expense of the employer. If this test shows that special glasses (other than those normally worn by 
the user) are required for use with DSE, then the employer must provide them. [Guidance taken 
from DSE publication I26: Work with Display Screen Equipment]

To control the cost and manner in which Carterton Town Council complies with this requirement, 
the following procedure is recommended: 

Eligibility 

Only regular users of VDUs (Visual Display Units) as part of their day to day work are entitled to 
reimbursement of sight test fees. 

Sight Tests 

Each eligible employee should make their own arrangements for sight tests, pay the appropriate 
fee, obtain a receipt then made a claim for reimbursement. 

Glasses / Contact Lenses 

If the optician clearly states that the employee needs glasses or contact lenses for VDU work, then 
Carterton Town Council will reimburse the employee for the cost of a simple pair of glasses with 
basic frames and lenses. Where employees choose spectacles with bifocal or varifocal lenses, lens 
coatings and/or more expensive frames, Carterton Town Council will contribute only to the cost of a 
basic frame and the prescribed lenses attributable to VDU work and the remainder of the cost will 
be met by the employee. 

Reimbursement of Fees 

All claims for reimbursement will only be accepted if accompanied by a valid receipt. Only one claim 
per employee per annum is payable. 

Any queries should be referred to the Clerk prior to making any appointments with the Optician. 

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https://www.hse.gov.uk/pubns/priced/l26.pdf


Rachel Brown
Town Clerk
Carterton Town Council
19 Alvescot Road
Carterton
Oxfordshire
OX18 3JL

6th October 2022

Dear Rachel,

Report on Internal Audit carried out on 3 October 2022

An audit was carried out by Kevin Rose on Monday 3 October 2022. This was the interim audit visit,
part of the annual internal audit coverage of the Council.

The audit was undertaken using our standard IAC Audit Checklist, used for all Local Councils, which
has 194 items. A total of 97 items were tested during this audit, including items that were examined
and tested as part of the pre-audit process. 23 additional items were checked and confirmed as
being Not Applicable to your Council. The balance of 74 items will be checked during the Year End
audit.

Areas subject to audit were;

the accounting system and records (Box A), the payment system (Box B), risk and insurance (Box C),
budget and precept setting and monitoring (Box D), income billing, collection and VAT (Box E), petty
cash (Box F), bank reconciliations (Box I), accounting Statements (Box J), the Exercise of Public Rights
(Box M), the publication of the Annual Governance and Accountability Return (Box N), and Trust
Funds (Box O).

Of the 97 items tested a Positive response was obtained in respect of 79 tests. There were 18
Negative responses identified, details of which are set out in the attached Interim Internal Audit
Observations. A detailed breakdown of our audit testing and Responses is set out in the attached
Interim Internal Audit Summary.

IAC Audit & Consultancy Ltd.
Registered in England No 09753929 VAT Reg No 220 6715 38

23 Westbury Road , Yarnbrook, Wiltshire, BA14 6AG
Email: admin@audit-iac.com Tel:01225 775511

mailto:admin@audit-iac.com


The records reviewed were found to be in good order and none of the Observations raised at this
stage would give rise to a Negative response in the year end Internal Audit Report. It was clear that
the significant turnover of staff in recent months, without formal handovers taking place, has had
some impact on the operations of the Council. It was apparent that the new members of staff were
keen to resolve any of the issues identified during the audit process.

One matter that I would like to draw particular attention to is the review of Risk. At the date of the
Interim Audit this had not been carried out and I was advised that this would be undertaken prior to
the end of the Financial Year. The Council should note that it is a requirement that such a review is
undertaken during the year and a failure to do this would result in both a negative response on the
Internal Audit Report and also require a Negative response on the Annual Governance Statement.

A detailed breakdown of our audit testing and Responses is set out in our Internal Audit Summary and
I would encourage Councillors to review this in order that they may have greater understanding of the
scope of the audit and the areas tested.

I would like to express my thanks for the assistance provided during my audit.

Yours sincerely,

Kevin Rose ACMA

Director
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FALSE

FALSECarterton Town Council
FALSEFinancial Year 2022-23
FALSE IAC Audit and Consultancy Ltd
FALSE Interim Internal Audit Observations B Audit date: 3 October 2022 

FALSE

FALSE B This authority complied with its financial regulations, payments were supported by invoices, all expenditure was approved and VAT was 
appropriately accounted for.

FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE

1
Are the Standing Orders the current version of 
the Model Standing Orders?

Council Minutes of 20th June 2022 record 
Council review of the Standing Orders. It was 
noted that the Standing Orders listed on the 
Council Website refer to a date of 2019 and do 
not state when they were adopted by Council 
and were last subject to review. 

It is not possible, therefore, to verify that they 
are the up to date version of Standing Orders 
reviewed by Council in June.

The Council to ensure that the published 
Standing Orders record the date at which they 
were adopted and the date on which they 
were last subject to review.

The Council to review the version of Standing 
Orders on its website and verify that they are 
the current version of Standing Orders as 
reviewed by Council in June 2022.

Medium

FALSE

2

Have the Financial Regulations been subject 
to regular review in accordance with 
paragraph 1.14 of The Practitioners Guide 
2021?

It was noted that the Financial Regulations 
posted on the Councils website are dated 
December 2019. 

It is unclear whether they have been subject to 
review since this date.

The Council to put in place a process for the 
regular review of Financial Regulations.  It 
may be appropriate for this to be carried out 
on an annual basis, for example at the Annual 
Meeting of the Council.

The Council to ensure that the published 
version of Financial Regulations is the most 
recent version and that the published version 
clearly stated that date that they were last 
subject to review by Council (even if they 
were not subject to amendment).

Medium

FALSE

3
Has guidance been issued to staff on the 
usage of the card?

The Council has not issued formal guidance to 
staff on the permitted usage of Debit/Credit 
cards.

The Council to issue formal guidance to staff 
on the permitted usage of Debit/Credit cards. 
(An example template has been provided to 
the Clerk.)

Medium
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FALSE

4

Have invoices  been approved as required 
under Council Financial Regulations? 
(paragraph 5.3 of the NALC Model Financial 
Regulations)

Invoices have not been approved as required 
under the Councils Financial Regulations. 
These state, under regulation 5.3, " All 
invoices for payment shall be examined, 
verified and certified by the Clerk..."

Council to ensure that invoices are "verfied 
and certifed" in accordance with Financial 
Regulations.

Medium

FALSE

5
Have Grants awarded been appropriately 
considered by Council and approved?

Council approved two grants a a meeting held 
on 19th April 2022. It was noted that for one 
of the Grants the Council did not formally 
confirm the value to be paid (it was recorded 
in the Minutes as payment for 'five months 
youth work'). It was noted that a payment for 
£4,050 was made on 29th April 2022

Council to review and confirm that the 
amount of £4,050, paid, as grant in respect of 
the youth work was in accordance with 
Council approval of 19th April 2022.

Medium

FALSE
FALSE C This authority assessed the significant risks to achieving its objectives and reviewed the adequacy of arrangements to manage these.

FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE 1
The Council, as a body, has undertaken a 
formal review of risk (this cannot be 
delegated to sub-committee) - Interim Audit

As at the date of the Interim Audit the Council 
had not formally Minuted a review of Risk

The review of Risk is a key requirement of 
both the Annual Governance Statement and 
the Annual Internal Audit Report. The Council 
MUST ensure that it Minutes a formal review 
of Risk prior to the end of the financial year.

Advisory

FALSE 2
Does the Council maintain a formal Risk 
Register?

The Council were previously using LCRS 
software to aid its risk management. At the 
date of the Interim Audit it was unclear 
whether this system was still in use.

The Council to review and confirm whether 
the LCRS system is still in use. If it is not the 
Council will need to put in place alternative 
arrangements.

Medium

FALSE
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FALSE D The precept or rates requirement resulted from an adequate budgetary process; progress against the budget was regularly monitored; and 
reserves were appropriate.

FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE

1
Level of Reserves were appropriate, their 
purpose is identified

The Council holds reserves which, in total, are 
significantly above the level of expenditure. It 
was noted that a number of the earmarked 
reserves have not moved for at least 5 years. 

It was also note that the value of the General 
Reserves significantly exceeds 3 months Net 
Revenue Expenditure which is the benchmark 
level set out in The Practitioners Guide.

Council to review the level of Earmarked 
Reserves to ensure that they are appropriate 
and not excessive. 

Council to specifically consider the current 
level of General Reserve when setting the 
precept to ensure that the level of the 
General Reserve is not excessive.

High

FALSE

FALSE E Expected income was fully received, based on correct prices, properly recorded and promptly banked; and VAT was appropriately accounted for.

FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE

1
Is income due on investments subject to 
regular check and verification? (Is investment 
performance regularly reported to Council?)

The Council holds funds with Unity bank on 
which it receives interest. It is unclear what 
the rate of interest paid on these balances is 
and whether this is a competitive market rate 
of interest. 

The Council should review and confirm the 
rate of interest it is earning on its bank 
deposits.

High

FALSE

2
Have fees and charges been subject to review 
during the financial year?

Fees and charges have not been subject to 
review during the financial year.(They were 
reviewed in March 2022)

Fees and Charges should be subject to annual 
review as part of the budget setting process.

Medium

FALSE

3

If the Council raises a large number of 
invoices does the Council maintain a debtors 
ledger or some other appropriate means of 
recording amounts due?

The Council does not raise a large number of 
invoices, however it does receive relatively 
large amounts in respect of shop rents. 
Income on these rents is currently accounted 
for when received.

Council to consider the introduction of a sales 
ledger to account for and monitor accounts 
due under lease agreements.

Medium

FALSE

4 VAT has been promptly reclaimed

It was noted that the income received in 
respect of the March 2022 claim was £100 
more than the balance on the VAT control 
account.

Council to review the difference on the March 
2022 claim

High

FALSE
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FALSE F Petty cash payments were properly supported by receipts, all petty cash expenditure was approved and VAT appropriately accounted for.

FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE

1
Petty cash value agrees to that stated in 
Financial Regulations

The Councils financial regulations do not refer 
to a Petty Cash. They do refer to a cash float, 
which would normally only be held to provide 
change.

The Council has not included the relevant 
paragraph from the NALc model financial 
regulations in its own regulations.

Council to review its Financial Regulations in 
respect of the operation of petty cash and 
ensure that they reflect the actual operation 
of petty cash by the Council.

Medium

FALSE

2
Petty cash balances are regularly reconciled 
to cash in the petty cash tin.

Petty cash balances are not regularly 
reconciled to cash in the petty cash tin. 

Council to put in place arrangements for the 
regular reconciliation of petty cash in hand to 
the accounts. This should should be done on a 
quarterly basis.

Medium

FALSE

3 All petty cash payments were approved.
It was noted that not all petty cash payments 
had been approved. It is understood that the 
Clerk approves all payment verbally.

The Council to review the arrangements for 
the review and approval of petty cash 
expenditure. 

Given the low value of these transactions, it 
may be appropriate for this to be done at the 
time cash is withdrawn to top up the petty 
cash rather than for each individual payment. 
This verification should be evidenced by 
signing and dating the petty cash book.

Medium

FALSE

FALSE I Periodic bank account reconciliations were properly carried out during the year.

FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE

1
Bank reconciliations have been signed and 
dated as evidence of independent review 
(Interim)

Bank reconciliations have been carried out by 
the Councils external accountants. It is not 
currently practice for these to be signed and 
dated as evidence of independent review.

Bank reconciliations, and supporting bank 
statements, should be  subject to 
independent review and should be signed and 
dated as evidence of this review.

High

FALSE
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FALSEM The authority, during the previous year (2021/22) correctly provided for the period for the exercise of public rights as required by the Accounts and 
Audit Regulations (evidenced by the notice published on the website and/or authority approved minutes confirming the dates set).

FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE 1
Council Minutes record the dates set for the 
Exercise of Public Rights

Council Minutes do not record the dates set 
for the Exercise of Public Rights.

In future the Council to ensure that the date 
set for the Period of Exercise of Public Rights 
is recorded in Council Minutes.

High

FALSE

FALSE O (For local councils only)
Trust funds (including charitable) – The council met its responsibilities as a trustee

FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE 1
Trust meetings have been held separately 
from Council meetings as required by The 
Practitioners Guide 2021 paragraph 5.119.

Trust meetings have not been held separately 
from Council meetings as required by The 
Practitioners Guide 2021 paragraph 5.119. It 
is unclear what arrangements are in place for 
meetings of the Trustee of the AARG.

Trust meetings should be held separately 
from Council meetings as required by The 
Practitioners Guide 2021 paragraph 5.119. 
Minutes of such meeting should be kept and 
made available for Internal Audit review.

Medium

FALSE

2
The Council has submitted necessary Charities 
Commission returns

It was noted that the Council, as Trustee, does 
not maintain formal accounting records for 
the AARG charity

The Council must maintain a from of 
accounting records for the AARG Charity. 
These should be subject to review by the 
Trustee reported as required to the Charities 
Commission.

High
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Interim Internal Audit Summary Carterton Town Council
(shaded Internal Control Objectives are not applicable to your Council)

Interim Audit Date: 3 October 2022 

Internal Control Objective Tested Positive Negative Recommendations

Box A
Appropriate accounting records have been properly kept throughout the 
financial year.

6 6 0 0

Box B
This authority complied with its financial regulations, payments were 
supported by invoices, all expenditure was approved and VAT was 
appropriately accounted for.

30 26 4 5

Box C
This authority assessed the significant risks to achieving its objectives and 
reviewed the adequacy of arrangements to manage these.

4 2 2 2

Box D
The precept or rates requirement resulted from an adequate budgetary 
process; progress against the budget was regularly monitored; and 
reserves were appropriate.

11 10 1 1

Box E
Expected income was fully received, based on correct prices, properly 
recorded and promptly banked; and VAT was appropriately accounted for.

11 8 3 4

Box F
Petty cash payments were properly supported by receipts, all petty cash 
expenditure was approved and VAT appropriately accounted for.

9 6 3 3

Box G
Salaries to employees and allowances to members were paid in 
accordance with this authority’s approvals, and PAYE and NI requirements 
were properly applied.

0 0 0 0

Box H
Asset and investments registers were complete and accurate and properly 
maintained.

0 0 0 0

Box I
Periodic bank account reconciliations were properly carried out during the 
year.

7 4 3 1

Box J

Accounting statements prepared during the year were prepared on the 
correct accounting basis (receipts and payments or income and 
expenditure), agreed to the cash book, supported by an adequate audit 
trail from underlying records and where appropriate debtors and creditors 
were properly recorded.

2 2 0 0

Box K

If the authority certified itself as exempt from a limited assurance review in 
2021/22, it met the exemption criteria and correctly declared itself 
exempt. (If the authority had a limited assurance review of its 2021/22 
AGAR tick “not covered”

N/A N/A N/A N/A

Box L
If the authority has an annual turnover not exceeding £25,000, it publishes 
information on a website/ webpage up to date at the time of the internal 
audit in accordance with the Transparency code for smaller authorities.

N/A N/A N/A N/A

Box M

The authority, during the previous year (2021/22) correctly provided for 
the period for the exercise of public rights as required by the Accounts and 
Audit Regulations (evidenced by the notice published on the website 
and/or authority approved minutes confirming the dates set).

5 4 1 1

Box N
The authority has complied with the publication requirements for 2021/22 
AGAR (see AGAR Page 1 Guidance Notes).

7 7 0 0

Box O
(For local councils only)
Trust funds (including charitable) – The council met its responsibilities as a 
trustee

5 4 1 2

Totals 97 79 18 19



Carterton Town Council

Terms of Reference of HR Committee

Terms of Reference of the Human Resources (HR) Committee

These Terms of Reference were reviewed and adopted by Carterton Town Council at its meeting
held on 

PURPOSE: 
To consider and make decisions on staffing matters, i.e.
(a) to consider grievance or disciplinary matters
(b) to oversee the recruitment and appointment of staff
(c) to arrange the execution of new employment contracts and changes to contracts
(d) to oversee any process leading to the dismissal of staff (including redundancy)
(e) to keep under review staff working conditions, and health and safety matters
(f) to monitor and address regular or sustained staff absence.

AUTHORITY 
Decisions made by the committee are agreed at the next full council meeting binding on the Council. 

FREQUENCY: 
Meetings will be convened as and when necessary, eg to deal with grievance or disciplinary matters; to 
recruit to staff vacancies; or to deal with other emerging personnel issues. 

MEMBERSHIP: 
3 Councillors: Mayor, Deputy Mayor and Chairman of the Administration Committee. If the Chairman 
of the Administration Committee is the Mayor or Deputy Mayor, the Vice-Chairman of the 
Administration Committee will be appointed.

3 will constitute a quorum. 
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