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---------------------------------------------------------------------------------------------------------------------------------------------- 

MEETING OF FULL PARISH COUNCIL  
HELD ON MONDAY 14th APRIL 2025 AT 7.30PM    
 

Councillors Present :           Cllrs Norcross (Chairman), Hanson, Bell, Johnson, Foxwell, M Alexander, I Alexander,  
                                                 Campbell, S Alexander and Ballance.                                                
Clerks in attendance :         John Fullbrook   

Members of the Public :    4 {inc. District Cllrs Victoria Finnegan and Nick Marks}                                                                   

Meeting commenced :       7.35 pm 

                              DRAFT MINUTES                      ACTION    
FULL/24/107 
107.1 
 

FULL/24/108 
108.1 
 

FULL/24/109 
109.1 
 

FULL/24/110 
110.1 
 
 

FULL/24/111 
111.1 
 

111.2 
 

111.3 
 

111.4 
 

111.5 
 

111.6 
 

111.7 
 

111.8 
 

111.9 
 

111.10 
 

111.11 
 

111.12 

APOLOGIES FOR ABSENCE  
Apologies received from Cllrs Sharp, Young, Linfield and Trundle. Cllr Lloyd absent. 
 

DECLARATIONS OF INTEREST  
None 
 

QUESTIONS FROM THE FLOOR {in summary} 
None 
 

MINUTES OF PREVIOUS MEETING 
Cllr Norcross proposed, seconded by Cllr S Alexander that the minutes for the meeting dated 
the 17th February 2025 be accepted as a true and fair record. Agreed.  
 

MATTERS ARISING – These items were taken as read 
Addendum amended and placed with the 20th January Minutes – Actioned 
 

SPC’s support for the Cricket Club’s desire to develop the clubhouse taken to F&GP – Actioned 
 

HDC Com. meeting to be convened in south of region, with more details via Cllr Finnegan – Actioned 
 

West Sussex health and wellbeing board details to be sent to the clerk for distribution – Actioned   
 

The digital display board potential transference of assets discussion taken to F&GP – Actioned   
 

Councillor to make progress towards sanctions resolution – See item 115.1  
 

Cllr Norcross to relay negative response from Councillor to the monitoring office – Actioned  
 

Potential webcam installation within clock tower idea taken to F&GP Committee – Actioned   
 

Publicity concerning tower clock renovations to be taken to Community Engagement Group– Actioned  
 

SPC meetings schedule to be published and distributed – Actioned   
 

Annual Parish meeting ‘Theme’ and presenters to be pursued and confirmed by the Clerk – Actioned  
  

Clerk to convene first ‘full’ N. Plan Steering Committee meeting on the 18th February – Actioned  
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FULL/24/114 
114.1 
 
114.2 
 
 
 

FULL/24/115 
115.1 
 
 
 

Police’s ‘Month of Action’ events information to be sent via the Clerk back to police (if any) – Actioned   
   

Further discussion about devolution asset acquisitions & potential restructuring – See Item 122   
 

Clerk to write to HDC to signal willingness to discuss any potential transfer of assets – Actioned   
  

NEIGHBOURHOOD WARDENS REPORT  
The Warden reports for February and March 2025 were received. Cllr Bell made a general 
observation that he felt there was more violent behaviour prevalent. Cllr Johnson raised 
points concerning Fly-tipping and Electric Scooters and it was noted that the Wardens would 
be in attendance for the next farmers market, to reassure people who were concerned as 
some youths on scooters had disrupted the last event.   
 

REPORT FROM DISTRICT COUNCILLORS (In Summary) 
Cllr Victoria Finnegan – (HDC) update,1. HDC Grants available – Victoria highlighted the fact 
that a number of potential grant awards were available once more including Climate Action 
and Nature Recovery Award, with £190,000 having already been distributed since 2020 {SPC 
was awarded £5K last year} 

2. Rampion Community Fund, and VE Day Funding - Could also be applied for presently, by 
community groups, to assist with energy conservation and VE day events respectively 
3. HDC Play Area inspections service is to be axed – Help is available to secure a new service 
4. Office Furniture available – Following the HDC office movement, there is subsequently 
surplus office furniture available for anyone who is interested  
5. Wi Fi on the High Street – Victoria has been coordinating this project, with WSCC, using or 
augmenting existing infrastructure. The large CCTV pole adjacent the Bus shelter has been 
confirmed as being owned by SPC and will be used as the main Wi-Fi triangulation pole.  
6. Devolution – Devolution papers have been submitted to the government, and double 
devolution asset transference policy is being discussed and agreed, with a new scrutiny 
committee being set up to oversee the transfer of assets from HDC to third tier councils.  
7. Paws on the Doors scheme has been launched – A health rating for local businesses 
associated with the care and sale of animals.   
8. Glebe Farm - Liaison with Vistry developers – The build sequence is to be anticlockwise, 
starting from the roundabout. Build heights are being discussed with lower heights adjacent 
Kings Barn Lane residents being preferred. S106 agreement for White bridge allocation to be 
finalised – could be a short term delay due to a technical hitch associated with one of the 
landowners currently not allowing full permissions. 
9. Local Plan update – HDC yet to receive a full response. 
10. Questions – Cllr I Alexander raised the point about the CCTV pole, when during the 
onsite working party discussion it was suggested that a new and better-looking option could 
be installed in its place. – Cllr Finnegan to follow this point up.   
 

Cllr Nicholas Marks {HDC Update} – Raised two points.  
1. Bike repair café and social community hub opening – Located at the north end of the 
High Street and available for all residents to use including for meetings.  
2. Raising the profile of the Council – Cllrs are welcome to come along to the May 4th 
Vintage Revival event, and could use the opportunity to talk about the Council, what it does, 
and what it can do in the future for the Steyning residents. 
 

GOVERNANCE  
To receive a statement from the Chair regarding any progress towards code of conduct 
sanctions resolution. Cllr Norcross stated that there had been no apology forthcoming as 
per the first sanction requirement, and that HDC had been informed.  
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FULL/24/116 
116.1  
 
 
 

116.2.1 
 
 
 
 
 
 
 

116.2.2 
 
 
 
 
 
 
 
 
 
 

116.2.3 
 
 
 
 
 
 
 
 
 
 
 
 

To approve payment to a contractor for Town Clock renewal. The invoice covered the 
balance payment to Smiths of Derby as per recommendation by the F&GP Committee.          
Cllr Norcross proposed, seconded by Cllr S Alexander that SPC approves payment to the 
contractor as per the recommendation from F&GP for the amount of £12,623.52. Agreed  
9 For, 1 Abstained. 
 

To consider pictures of Steyning Parish Councillors being used on the SPC website to help 
identification. Cllr Norcross proposed, seconded by Cllr Ballance that Cllrs have a 
photograph of themselves {preferably head and shoulders only} placed on the SPC Website 
and that photos are either sent to the Clerk, and or Cllr S Alexander assists with taking new 
photos. Agreed  
 

To consider a response to a police antisocial behaviour community consultation request  
The Clerk had sent out information to Cllrs previously, and it was felt that individual Cllrs 
could complete a response themselves as individuals if they had not done so already.  
 

REPORTS FROM OUTSIDE BODIES  
Cllrs Hanson & M Alexander – Isolation and Loneliness/ PPG – It was felt that the most 
recent PPG meetings had been more pleasant and productive than before, potentially due to 
new staff being involved at the Health Centre.  
 

Cllrs Johnson, Bell & M Alexander – Climate Action Group. –  Update from the Joint Parishes 
Climate Action Group who met on Monday, the 7th of April. A representative from Brighton 
and Hove buses attended to discuss any potential for increasing route frequency. Initially it 
seems, increased frequency seems unlikely without substantial investment. Members also 
received the LWCP consultation final draft, and this will be distributed to the Cllrs when the 
draft is endorsed by the Sustainable Travel Committee, and Councillors are then asked to 
feedback any comments to Councillor Johnson. 
 

Council has already supported the plans concept and initial draft text. The JPCAG will 
continue to work closely with the sustainable travel committee to agree an ongoing role in 
monitoring progress and coming up with an annual action plan with suggested priorities for 
the year ahead. 
Cllr Johnson proposed, seconded by Cllr Norcross that there are two main priorities for all 
four Parishes to action. These are: 

1. Installation of a safe pedestrian crossing of the A283 at Castle Lane  
2. Development of a safe cycle route from the White Bridge to Shooting field and the 

school. 
Agreed 
 

Other proposals were considered, and it was thought best that Cllrs further discuss them at 
the appropriate committee level. Cllr Johnson proposed, seconded by Cllr Hanson that three  
additional priorities are considered at the SPC Community Committee, these being: 
1. Receive a presentation on an ‘adopt the twitten scheme’ to try and keep our 
twittens well maintained and support the development of a twitten map and walking event 
to celebrate our twittens. 
2. To support the installation of 2 sets of bike racks, one at either end of the High 
Street, by requesting the necessary TROs and liaising with potential funding sources. 
3. To install a convex traffic mirror at the bottom of Newham Lane once the necessary 
permissions have been obtained. (An overgrown hedge obstructing pedestrians view has 
been reported to West Sussex). Agreed 
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FULL/24/118 
118.1 
 
 
 
 

118.2 
 
 
 
 

Cllrs S Alexander and Linfield – Joint Parishes Youth Committee {JPYC}. – Members 
discussed three supporting papers produced from the Youth Service and via the SPC Clerk 
and Youth Service Lead Worker. The first was the most recent JPYC draft minutes from the 
meeting dated 12th March 2025. Cllr S Alexander as Chair went through points from the 
meeting. A question arose about youth worker training and Cllr S Alexander reassured 
members that Safeguarding was one of many initiatives undertaken within an extensive 
training programme. There was also a new staff induction pack recently produced. 
The second document scrutinised was the Youth Club termly report which had been 
approved by the JPYC. It showed one session doing extraordinarily well with another 
showing few participants – this being for the older age group, which it was noted always 
took time to pick up. Concern was raised about this report being published by SPC as there 
were pictures of children included – albeit enjoying activities. The Chair reassured that prior 
permission was sought via signed consent forms. 
The last report detailed another extraordinary success involving the first ever JPYC Easter 
Holiday Activity Programme, which was very well supported and contained a wide variety of 
activities, and even included a day trip to London for a group of youngsters and youth staff. 
 

NEIGHBOURHOOD PLAN REVIEW 
Progress being made by the Neighbourhood Plan Steering Committee: Cllr Bell and the 
Clerk updated on a list of actions completed. In the space of only a few months there has 
been new terms of reference agreed; resident committee members advertised for, 
interviewed and selected, and these new members are already taking a very active role in 
working parties and committees; the group is actively engaged with the developers at Glebe 
farm (Vistry) in an attempt to positively influence some of their decisions before work 
commences, and has ensured that there is active engagement by them with the wider 
community, and then it is hoped the group becomes the conduit for these ongoing 
discussions.  
SPC has also won a grant award of £10K to assists with payment of the Consultants; work has 
begun on a comprehensive review of the entire existing Neighbourhood Plan, and the 
committee also has begun work on putting together a set of design codes for all potential 
future developers to follow – assuming the reviewed plan is then agreed after consultation. 
The most recent working party reviewed the plan’s Vision Statement, and the main plan is 
being reviewed via SharePoint on line to give members working flexibility, with all 
amendments needing to be agreed at Public meetings via all members present. The 
Committee are also very keen to work with other groups like Greening Steyning and the 
Sustainable Travel team to integrate as much as possible their work on documents such as 
the Cycling and Walking Plan. 
A concern was raised about an apparent lack of interest by residents in the plan review 
currently, and Cllr Bell said that the Committee were discussing ways of publicising some of 
their work in the future. 
 

COMMITTEE MINUTES TO BE RECEIVED BY FULL COUNCIL {As a procedural matter} 
Community Committee – To receive Minutes & Draft Minutes from recent meetings.  
Cllr Norcross proposed, seconded by Cllr S Alexander that SPC receive the Community 
Committee Minutes and Draft Minutes held on the 3rd September 2024,  5th November ’24,  
3rd December ’24, 4th February ’25 and the 4th March 2025. Agreed 
 

Finance and General Purposes Committee – To receive Minutes and Draft Minutes from 
recent meetings. Cllr Norcross proposed, seconded by Cllr S Alexander that SPC receive the 
Finance and General Purposes Committee Minutes and Draft Minutes held on the 9th July 
2024, 10th Sept. ’24, 8th Oct. ’24, 10th Dec. ’24, and the 11th March 2025. Agreed 
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FULL/24/122 
 
 
122.1 
 
 
 
 
122.2 
 
 

Planning and Premises Committee – To receive Minutes and Draft Minutes from recent  
meetings. Cllr Norcross proposed, seconded by Cllr Hanson that SPC receive the Planning 
and Premises Committee Minutes and Draft Minutes held on the 22nd July ’24, 19th Aug. ‘24. 
23rd Sept. ’24, 28th Oct. ’24, 25th Nov. ‘24, 16th Dec. ’24, 27th Jan. ’25, 24th Feb. ‘25 and the 
24th March 2025. Agreed  
 

Personnel Committee – To receive the Draft Minutes from the meeting held on the 13th 
November 2024. Cllr Norcross proposed, seconded by Cllr Bell that SPC receive the 
Personnel Committee Draft Minutes held on the 13th November 2024. Agreed 
 

Neighbourhood Planning Steering Committee - To receive the Minutes and Draft Minutes 
from recent meetings. Cllr Norcross proposed, seconded by Cllr Bell that SPC receive the    
Neighbourhood Planning Steering Committee Minutes and Draft Minutes held on the 5th and 
26th of March 2025. Agreed   
 

PROGRESS REPORT - To receive the following ongoing items  
Chair & Clerk to speak with representatives to discuss parish wide disability awareness & bring back to 
Full Council - Ongoing 
 

Youth service team to make future presentation to SPC Full Council - Ongoing 
 

Potential High St. Wi-Fi masts adoption to be explored by Cllr Finnegan and Clerk - Ongoing 
 

Working Practices Group to convene to discuss disposals policy amendment, and Financial Regulations 
update - Ongoing 
 

CORRESPONDENCE AND INFORMATION ITEMS  
Note from the Chairman- Reminder for Cllrs to complete their committee & representational 
preferences forms in advance of next Full Council meeting 
 

Bins at the MPF – The Clerk informed members that the large wheelie bins adjacent the 
changing rooms, had not been emptied for two weeks and were overflowing, due to a new 
bin crew refusing to access the Car Park, due to concerns that they would be unable to turn 
around. He reassured members that this was being dealt with, and that normal service 
would be resumed very soon. 
 

CONFIDENTIAL SESSION 
Cllr Norcross proposed, seconded by Cllr S Alexander to resolve that under the Public Bodies 
(Admissions to Meetings) Act 1960, in accordance with Standing Orders 3d to exclude the 
press and public on the grounds that the confidential matters to be discussed under agenda 
item 15 may involve disclosure of personal or privileged information which would be 
inappropriate to put in the public domain. Agreed, 8 For, 1 Against, 1 Abstained.   
 

POTENTIAL FUTURE STAFFING AND GOVERNANCE MATTERS  
To further consider potential restructuring of Steyning Parish Council in the light of 
matters arising from discussions concerning Local Government devolution.   
The Clerk updated on progress regards suggested actions from the last meeting of the 
Devolution Working Party. The first was for the Clerk to ascertain the intentions of 
neighbouring parishes at this early stage in the process. He reported on discussions with a 
number of Clerks and a few Cllrs from these parishes and described their general attitude 
was one of ‘Let’s wait and see’. 
If anything, it seemed potentially a Hub and Spoke system (as per discussed by Jane Eaton, 
the HDC CEO at the February SPC Full Council meeting) of localised working relations, 
seemed to be favoured, but that this could easily change. Some favoured or assumed that 
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Steyning PC might take a lead role in a similar way to the Wardens, Youth Service, and 
Climate Action Group committees / services. 
There seemed to be interest in ‘open discussions’, but it would likely need to be initiated by 
SPC, and members suggested the Clerk ‘signal’ this to the other parishes. The Clerk 
suggested this not be initiated until the final Asset List is received from HDC. 
The fourth action on the list was for the Clerk to attend webinar sessions to gain further 
information about what to expect with the devolution roll out. He had therefore attended 
one on Monday 7th April. There were 170 attendees from Parish and Town Councils across 
the country. Broadly speaking, the main takeaways from it were that Councils need to be 
prepared, unless you want to be left at the back of the queue, and that as per the working 
parties suggested action {point 3 within supporting papers}, which was to put together a 
Business Plan, and come up with a strategy which can then be sold to other parties. 
In previous cases, and subsequent to the new unitary authority needing to sort itself out 
first, there then begins potential devolvement of service deliveries to Parishes, Town and 
Borough Councils. It seems to be that the biggest councils are dealt with first as might be 
expected. This is where the working parties second recommendation comes into focus – that 
of exploring the idea that SPC become a Town Council – to allow for better leverage when it 
comes down to bargaining power for future negotiations with district, and unitary authority 
partners. No matter how big by population, or precept, it seems a Town Council is dealt with 
as a higher priority. Perceptions are important, when it comes to these discussions it seems. 
Some smaller parishes, post devolution taking place in other areas of the country, have been 
left waiting for service delivery resolution for many years whereas some Town Councils had 
been invited to be part of the initial discussions, before the same Unitary Authority even 
begins operating. There are more webinar sessions to be undertaken – the next at the end of 
May being a discussion about accomplishing ‘Asset Transference’ successfully. 
Members discussed a timeframe and a strategy, which will potentially cover the next two 
years. For example, if SPC was to become a Town Council, the transition could potentially 
happen next May 2026. There would be impacts on budgeting arrangements, and with 
assets being offered by HDC, SPC would need to ensure a strong case is made to WSCC/ 
Unitary Authority to ensure acceptance, plus a business case made to ensure residents agree 
with new or enhanced localised SPC led service provisions. Therefore, this is going to effect 
next year’s SPC budgetary discussions, and these will begin in September of this year. It was 
further suggested that SPC consider the movement towards being a Town Council, by 
agreement from all those present, at the June or July Full Council meeting.  
Members finally returned to the matter of asset transfers. Cllr Norcross proposed, seconded 
by Cllr S Alexander that SPC delegate the Clerk to write to Horsham District Council to signal 
SPC’s willingness to discuss any possible transfer of assets, this being subject to any terms of 
that transfer. Agreed 

 
DATE OF THE ANNUAL PARISH COUNCIL MEETING:            19th May 2025 at 7.30pm 
 

Meeting closed at 9.25 pm   

 
Signed by the Chairman    ……………………………………………  Date 19th May 2025                                                   
 

A recording of this meeting is available at - https://youtu.be/OLDJeURHG-Q 
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           Item 10 

Adoption of Standing Orders, Financial Regulations & 
Financial Risk Assessment 

Briefing Notes 

Working Practices was convened as there was a need to update three SPC policies due to 
new policy guidance from NALC. Please see notes and agreed motions from that meeting 
below  

Working Practices Notes 
Dated 29th April, @ 5.30pm 

In attendance:- Cllrs Norcross, Hanson and M Alexander 

And the Clerk 

Apologies from Cllrs S Alexander and Sharp 

Items for Discussion 

1. To receive new Finance Regulations based upon newly updated model NALC text and 
to agree to recommend to Full Council – to include agreeing options where necessary 
and to make appropriate amendments, plus agreeing financial limits. 

2. To amend accordingly the Finance section within the SPC Standing Orders as per latest 
NALC suggestions, plus to include an additional amendment regarding procedure for 
appointing Vice Chairmen of Standing Committee’s 

3. To agree 4 proposed changes to the SPC Financial Risk Assessment in accordance to 
Finance regs change plus a date change and fidelity cover increase to £500K  

 

Motions following discussion 

1. Cllr Norcross proposed, seconded by Cllr Hanson that working practices recommend 
to Full Council the new ‘Model Finance Regulations for Local Councils’ {produced 
March 2025} from NALC with agreed amendments are adopted. Agreed   

2. Cllr Norcross, proposed, seconded by Cllr M Alexander that it’s recommended that the 
amended SPC Finance Risk Assessment is taken to SPC Full Council for adoption. 
Agreed  

3. Cllr Norcross proposed, seconded by Cllr Hanson that the ‘Vice Chair non-voting’ 
amendment plus all the finance related amendments highlighted in supporting papers 
and in accordance with the new framework of finance regulations, within the SPC 
Standing Orders, are recommended for Full Council adoption. Agreed  
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INTRODUCTION 

These model standing orders update the National Association of Local Council 

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

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

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

orders were published. 

 

HOW TO USE MODEL STANDING ORDERS  

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

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

confirm or refer to various internal organisational and administrative arrangements. 

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

standing orders may refer to them.  

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

orders incorporate and reference many statutory requirements to which councils are 

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

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

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

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

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

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

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

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

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

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

councils in membership of NALC. 

 

DRAFTING NOTES 

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

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

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

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

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

will generally be suitable for councils.  

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

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

rights.  

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

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

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

determining standing orders.   
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 RULES OF DEBATE AT MEETINGS 

 

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

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

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

moved and seconded.  

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

the chairman of the meeting as withdrawn.  

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

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

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

negate the motion.  

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

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

may be moved. 

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

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

in writing to the chairman.  

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

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

the consent of the seconder and the meeting. 

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

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

meeting. 

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

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

meeting.  

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

meeting considers this expedient but each amendment shall be voted upon 

separately. 

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

substantive motion.  

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

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

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

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

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

in the debate on a motion except: 

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

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

amended since he last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. to exercise a right of reply. 

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

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

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

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

the proceedings of the meeting he is concerned by.  

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

decision shall be final.  

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

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

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

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

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

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

mandatory statutory or legal requirements. 

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

meeting shall be satisfied that the motion has been sufficiently debated and 

that the mover of the motion under debate has exercised or waived his right of 

reply.  

t Excluding motions moved under standing order 1(r), the contributions or 

speeches by a councillor shall relate only to the motion under discussion and 

shall not exceed (2  ) minutes without the consent of the chairman of the 

meeting. 
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 DISORDERLY CONDUCT AT MEETINGS 

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

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

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

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

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

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

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

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

meeting may take further reasonable steps to restore order or to progress the 

meeting. This may include temporarily suspending or closing the meeting. 

 

 MEETINGS GENERALLY 

 

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

 

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

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

are available free of charge or at a reasonable cost.  

● 

 

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

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

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

holiday or a day appointed for public thanksgiving or mourning. 

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

the day on which the notice was issued or the day of the meeting.  

● 

● 

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, ask and answer questions 

and give evidence, at a meeting which they are entitled to attend.  

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

more than (2  ) minutes. 

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

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

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

 i A person shall raise his hand when requesting to speak.  

 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. 
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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 (2.5 ) 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, which will include the following standing committees plus 

Neighbourhood Plan Steering Committee and the maximum membership for 

each  

Community Committee – 9 Councillors with a quorum of 4 Councillors  

         Planning and Premises Committee – 8 Councillors with a quorum of 3  

         Councillors    

Neighbourhood Plan Steering Committee – 8 Councillors and 4 Unelected     

members with a quorum of 5 members, of which no fewer than 3, must be SPC 

Cllrs.   

Finance and General Purposes Committee – 9 Councillors including the Chair 

of the Council, Chair of Community and Chair of Planning and Premises. With 

a quorum of 4 councillors.  

The Council:- 

i. 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; 

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

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

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

terms of office of members of such a committee; 

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

members of the committee confirm to the Proper Officer before the 

meeting that they are unable to attend; 

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

appoint the chairman and Vice-Chairman of the standing committee; 

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

own chairman at the first meeting of the committee;  

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

of a committee (see above) and a sub-committee which, shall be no 

fewer 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. 

 

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

becomes disqualified, shall hold office until immediately after the election 

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

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

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

meeting until a successor Chairman of the Council has been elected. The 

current Chairman of the Council shall not have an original vote in respect 

of the election of the new Chairman of the Council but shall give a casting 

vote in the case of an equality of votes. 

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

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

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

exercise an original vote in respect of the election of the new Chairman of 

the Council and shall give a casting vote in the case of an equality of 

votes. 

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

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

i. In an election year, delivery by the Chairman of the Council and 

councillors of their acceptance of office forms unless the Council 

resolves for this to be done at a later date. In a year which is not an 

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

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

done at a later date; 

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

Council; 

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

iv. Consideration of the recommendations made by a committee; 

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

and other local authorities; 

vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

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

ix. Review and adoption of appropriate standing orders and financial 

regulations; 

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

authorities, not-for-profit bodies and businesses. 

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

arrangements for reporting back; 
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xii. In an election year, to make arrangements with a view to the Council 

becoming eligible to exercise the general power of competence in the 

future; 

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

office equipment; 

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

insurable risks; 

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

xvi. Review of the Council’s complaints procedure; 

xvii. Review of the Council’s policies, procedures and practices in respect of 

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 (3 ) days of having been requested to do so by  

e ( 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].  
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 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 (8 ) 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. 

c This standing order does not apply to decisions made in the six months prior to 

polling day in an election year. 

 

 VOTING ON APPOINTMENTS 

          Where there are more persons nominated and prepared to stand for a 
          position than there are places available, then each councillor will have  
          available to them the number of votes as per the number of places,  
          e. g. if there are nine members of a committee each councillor will be           
          able to vote for up to nine representatives (which can include  
          themselves if they wish). Once all votes have been cast they will be  
          collated and counted by the Clerk and or Deputy Clerk and the nine  
          councillors with the greatest number of votes will then be proposed as  
          the members of the committee, working party or representative group  
          and ratified by Full Council. In the event that there are fewer than the  
          requisite number of councillors with a majority of the votes, then those  
          councillors who are not initially elected will be voted for a second time,  
          this time the number of votes being available being limited to the  
          number of places that are still to be filled. This process will continue 
          until all places have been filled by a majority of the votes cast. 
 
 

 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 
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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 (4) clear days before the meeting.  

e If the wording or subject of a proposed motion is considered improper, the 

Proper Officer shall consult with the chairman of the forthcoming meeting or, as 

the case may be, the councillors who have convened the meeting, to consider 

whether the motion shall be included in the agenda or rejected.  

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

the agenda shall be final.  

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

received. 

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

the reason for rejection.  

 

 MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE  

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

Proper Officer: 

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

ii. to move to a vote;  

iii. to defer consideration of a motion;  

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

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

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;  
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xiv. to temporarily suspend the meeting;  

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

statutory or legal requirements); 

xvi. to adjourn the meeting; or 

xvii. to close the meeting.  

 MANAGEMENT OF INFORMATION  

See also standing order 20. 

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

organisational measures to keep secure information (including personal 

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

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

personal data.  

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

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

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

policy shall confirm the period for which information (including personal 

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

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

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

shall not disclose or otherwise undermine confidential information or 

personal data without legal justification.  

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

confidential information or personal data without legal justification. 

 

 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 
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minutes relate.  

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

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

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

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

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

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

are confirmed as an accurate record of the proceedings.” 

● 

● 

● 

 

e The Council will  publish draft minutes on a website which is publicly 

accessible and free of charge not later than one month after the 

meeting has taken place has taken place and will endeavour to do so 

within five working days. 

 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 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.  

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;  
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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. 

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

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

i. without the dispensation the number of persons prohibited from 

participating in the particular business would be so great a 

proportion of the meeting transacting the business as to impede the 

transaction of the business;  

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

Council’s area; or 

iii. it is otherwise appropriate to grant a dispensation. 

 

 CODE OF CONDUCT COMPLAINTS  

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

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 (4 ) 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); 
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x. receive and send general correspondence and notices on behalf of the 

Council except where there is a resolution to the contrary; 

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

destruction of information held by the Council in paper and electronic 

form subject to the requirements of data protection and freedom of 

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

Limitation Act 1980); 

xii. arrange for legal deeds to be executed;  

(see also standing order 23); 

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

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

financial regulations; 

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

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

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

his absence Vice-Chairman (if there is one) 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 (if there is one) 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 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. 

 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 £60,000 due to 
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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 the “light touch” 

arrangements under Regulations 109-114 of the Public Contracts 

Regulations 2015 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 in a local newspaper and in 

any other manner that is appropriate;  

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

addressed to the Proper Officer;  

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

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

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

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

responsibility. 

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

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

tender. 

f. Where the value of a contract is likely to exceed the threshold specified 

by the Office of Government Commerce from time to time, the Council 

must consider whether the Public Contracts Regulations 2015 or the 

Utilities Contracts Regulations 2016 apply to the contract and , if either of 

those Regulations apply   contract is subject to the requirements of the 

current procurement legislation and, if so, the Council must comply with 

procurement rules.  NALC’s procurement guidance contains further 

details.  
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 HANDLING STAFF MATTERS 

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

the Personnel committee 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 Personnel 

Committee or, if he is not available, the vice-chairman if there is one of the 

Personnel committee of absence occasioned by illness or other reason and 

that person shall report such absence to the Personnel Committee at its next 

meeting. 

c Two councillors from the Personnel Committee, usually the chairman and vice-

chairman of the Personnel committee shall conduct a review of the 

performance and annual appraisal of the work of the Clerk. The reviews and 

appraisal shall be reported back to the Personnel Committee in writing and are 

subject to approval by resolution the Full Council 

d Subject to the Council’s policy regarding the handling of grievance matters, the 

Council’s most senior member of staff (or other members of staff) shall contact 

the chairman of Personnel committee or in his absence, the vice-chairman of the  

Personnel committee in respect of an informal or formal grievance matter, and 

this matter shall be reported back and progressed by resolution of Personnel 

committee.  

e Subject to the Council’s policy regarding the handling of grievance matters, if 

an informal or formal grievance matter raised by the Clerk or Deputy Clerk 

relates to the chairman or vice-chairman of the Personnel committee this shall 

be communicated to another member of Personnel committee, which shall be 

reported back and progressed by resolution of the Personnel committee. 

f Any persons responsible for all or part of the management of staff shall treat as 

confidential the written records of all meetings relating to their performance, 

capabilities, grievance or disciplinary matters. 

 
g In accordance with standing order 11(a), persons with line management 

responsibilities shall have access to staff records referred to in standing order 

19(f).  

 RESPONSIBILITIES TO PROVIDE INFORMATION  

See also standing order 21. 

a In accordance with freedom of information legislation, the Council shall 

publish information in accordance with its publication scheme and 

respond to requests for information held by the Council.   

b.  [If gross annual income or expenditure (whichever is the higher) exceeds 
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£200,000] The Council, shall publish information in accordance with the 

requirements of the Local Government (Transparency Requirements) 

(England) Regulations 2015. 

 RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION  

(Below is not an exclusive list).  
See also standing order 11. 

a The Council may appoint a Data Protection Officer. 

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.] 

 
 COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY 

COUNCILLORS 

a An invitation to attend a meeting of the Council shall be sent, together with the 

agenda, to the ward councillor(s) of the District and County Council OR Unitary 

Council representing the area of the Council.  

b Unless the Council determines otherwise, a copy of each letter sent to the 
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District and County Council OR Unitary Council shall be sent to the ward 

councillor(s) representing the area of the Council. 

 
 RESTRICTIONS ON COUNCILLOR ACTIVITIES 

a. Unless duly authorised no councillor shall: 

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 (8) 

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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MODEL FINANCIAL REGULATIONS FOR LOCAL COUNCILS 
 
 
This Model Financial Regulations template was produced by the National Association of 

Local Councils (NALC) in March 2025 for the purpose of its member councils and county 

associations. Every effort has been made to ensure that the contents of this document are 

correct at time of publication. NALC cannot accept responsibility for errors, omissions and 

changes to information subsequent to publication. 

Notes to assist in the use of this template: 

1) This document is a model for councils of all sizes to use to develop their own financial 

regulations, suitable for the size of the council and the activities it undertakes. 

2) Bold text indicates legal requirements, which a council cannot change or suspend. 

3) For the rest, each council needs to adapt the model to suit its size and structure.  For 

example, some councils have both a clerk and RFO, possibly with several more staff, 

while others have a single employee as clerk/RFO.  Some councils have committees, 

some have a high level of delegation and some make all decisions at full council 

meetings.  Many now use online payment methods, but others still rely on cheques. 

4) Curly brackets indicate words, sentences or sections that can be removed if not 

applicable, or amended to fit the council’s circumstances.  An example of this is the 

phrase {or duly delegated committee}, which can be deleted if there are no committees. 

5) Specific areas that may need adapting: 

a) In 1.5 – is the Clerk the RFO? 

b) In 3.3 and 3.4, the words “Governance and Accountability” do not apply in Wales 

c) In section 4, does the council have committees and how many years are forecast?  

d) In 5.6, does the council issue an open invitation to tender, or invite specific firms? 

e) In 5.9, are online prices acceptable evidence? 

f) In 5.13, 5.15 and 5.17, does the council have committees? 

g) In 5.16, will a councillor ever be instructed to place an order? 

h) In 5.20, is there a minimum level for official orders? 

i) Section 6 includes several alternatives to cover delegation to committees or to 

officers, approval of invoices individually or in batches, or for approval of regular 

contractual payments at the beginning of the year. 

j) Sections 7, 8 and 9 also includes several alternatives, including wording for where 

the clerk is a signatory.  These are intended to allow a council’s financial regulations 

to fit what they actually do, not to force any council to change what they do. 

k) Section 10 gives two alternatives, with or without petty cash. 

l) 13.6 has alternatives for VAT-registered and unregistered councils – only use one. 

m) 13.7 and 13.8 are removable if they don’t apply to the council. 



 

2 
 

n) Much of Section 16 can be deleted if not applicable. 

o) 17.3, is the Clerk the RFO or will the RFO consult the Clerk?   

6) Square brackets indicate where the council needs to specify who, or how much, or what 

the timescale is.  For example [£500] might need to be £100, or [October] might need to 

be November, or [the council] might need to say the Policy and Resources Committee. 

a) In 4.1 and 4.7, select the wording for England or Wales, based on your location. 

b) In Section 4, the council needs to determine the timescale for its budget setting.   

7) It is challenging to try to offer guidance on setting financial limits.  A council spending 

£1,000 a year is unlikely to delegate authority to spend £500 to its proper officer, but one 

spending £5 million a year might regard £5,000 as a reasonable limit.  Each council 

needs to determine its own limits, that help, rather than hinder, its operations.      

8) Key limits to set: 

a) In 5.6, at what limit will the council require a formal tender process to ensure fair 

competition, rather than just asking for quotes?  If this is set too low, it may 

discourage suppliers.  Many small councils might only use formal tenders once every 

few years. 

b) In 5.8, at what limit will the council require fixed-price quotes rather than estimates? 

c) In 5.9, at what level can smaller purchases be made without competition? 

d) In 5.15, at what level can purchases be made under delegated authority (having 

complied with the rules about obtaining prices)? 

e) In 5.18, how much can the clerk commit to spending in an emergency? 

f) In 6.9, can payment of invoices (for purchases that have already been authorised) be 

authorised by an officer under delegated authority as a general principle, or only to 

avoid problems? 

g) In Section 9, what are the limits for card payments? 

h) In 16.5, what value of assets can be bought or disposed of, without seeking council 

approval? 

9) The contents list is a table that extracts section headings from the document.  It can be 

updated by clicking on the contents list, whereupon a tab saying “update table” appears 

at the top of the list.  

10) Once this model has been tailored to fit the council’s needs, the resulting Financial 

Regulations (with the insertion of the council’s name at the top) should be adopted at a 

meeting of the full council.  The date of adoption should be inserted below the Contents.  

Any subsequent proposal for amendment should also be made to the full council. 

11) The council should keep abreast of developments in legislation that affect the local 

council sector and should review and update its Financial Regulations annually. 

12) Please ensure that the latest approved version is published on the council’s website. 
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1. General   

1.1. These Financial Regulations govern the financial management of the council and 

may only be amended or varied by resolution of the council. They are one of the 

council’s governing documents and shall be observed in conjunction with the 

council’s Standing Orders.  

1.2. Councillors are expected to follow these regulations and not to entice employees to 

breach them. Failure to follow these regulations brings the office of councillor into 

disrepute. 

1.3. Wilful breach of these regulations by an employee may result in disciplinary 

proceedings. 

1.4. In these Financial Regulations: 

• ‘Accounts and Audit Regulations’ means the regulations issued under Sections 

32, 43(2) and 46 of the Local Audit and Accountability Act 2014, or any 

superseding legislation, and then in force, unless otherwise specified.  

• “Approve” refers to an online action, allowing an electronic transaction to take 

place. 

• “Authorise” refers to a decision by the council, or a committee or an officer, to 

allow something to happen. 

• ‘Proper practices’ means those set out in The Practitioners’ Guide  

• Practitioners’ Guide refers to the guide issued by the Joint Panel on 

Accountability and Governance (JPAG) and published by NALC in England or 

Governance and Accountability for Local Councils in Wales – A Practitioners 

Guide jointly published by One Voice Wales and the Society of Local Council 

Clerks in Wales. 

• ‘Must’ and bold text refer to a statutory obligation the council cannot change.  

• ‘Shall’ refers to a non-statutory instruction by the council to its members and 

staff. 

 

1.5. The Responsible Financial Officer (RFO) holds a statutory office, appointed by the 

council. The Clerk has been appointed as RFO, and these regulations apply 

accordingly. 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 control systems; 

• ensures the accounting control systems are observed; 

• ensures the accounting records are kept up to date; 

• seeks economy, efficiency and effectiveness in the use of council resources; 
and 

• produces financial management information as required by the council. 
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1.6. The council must not delegate any decision regarding: 

• setting the final budget or the precept (council tax requirement); 

• the outcome of a review of the effectiveness of its internal controls 

• approving accounting statements; 

• approving an annual governance statement; 

• borrowing; 

• declaring eligibility for the General Power of Competence; and 

• addressing recommendations from the internal or external auditors  

1.7. In addition, the council shall: 

• determine and regularly review the bank mandate for all council bank accounts; 

• authorise any grant or single commitment in excess of [£5,000];  

2. Risk management and internal control 

2.1. The council must ensure that it has a sound system of internal control, which 

delivers effective financial, operational and risk management.  

2.2. The Clerk shall prepare, for approval by the council, a risk management policy 

covering all activities of the council. This policy and consequential risk management 

arrangements shall be reviewed by the council at least annually.  

2.3. When considering any new activity, the Clerk shall prepare a draft risk assessment 

including risk management proposals for consideration by the council.  

2.4. At least once a year, the council must review the effectiveness of its system 

of internal control, before approving the Annual Governance Statement.   

2.5. The accounting control systems determined by the RFO must include 

measures to: 

• ensure that risk is appropriately managed;  

• ensure the prompt, accurate recording of financial transactions; 

• prevent and detect inaccuracy or fraud; and 

• allow the reconstitution of any lost records; 

• identify the duties of officers dealing with transactions and  

• ensure division of responsibilities. 

2.6. At least once in each quarter, and at each financial year end, a member other than 

the Chair {or a cheque signatory} shall be appointed to verify bank reconciliations 

(for all accounts) produced by the RFO. The member shall sign and date the 

reconciliations and the original bank statements as evidence of this. This activity, 

including any exceptions, shall be reported to and noted by the council {Finance 

and General Purposes Committee}. 
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2.7. Regular back-up copies shall be made of the records on any council computer and 

stored either online or in a separate location from the computer.  The council shall 

put measures in place to ensure that the ability to access any council computer is 

not lost if an employee leaves or is incapacitated for any reason. 

3. Accounts and audit 

3.1. All accounting procedures and financial records of the council shall be determined 

by the RFO in accordance with the Accounts and Audit Regulations.  

3.2. The accounting records determined by the RFO must be sufficient to explain 

the council’s transactions and to disclose its financial position with 

reasonable accuracy at any time.  In particular, they must contain: 

• day-to-day entries of all sums of money received and expended by the 

council and the matters to which they relate; 

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

3.3. The accounting records shall be designed to facilitate the efficient preparation of the 

accounting statements in the Annual {Governance and Accountability} Return. 

3.4. The RFO shall complete and certify the annual Accounting Statements of the 

council contained in the Annual {Governance and Accountability} Return in 

accordance with proper practices, as soon as practicable after the end of the 

financial year.  Having certified the Accounting Statements, the RFO shall submit 

them (with any related documents) to the council, within the timescales required by 

the Accounts and Audit Regulations. 

3.5. The council must ensure that there is an adequate and effective system of 

internal audit of its accounting records and internal control system in 

accordance with proper practices.  

3.6. Any officer or member of the council must make available such documents 

and records as the internal or external auditor consider 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. 

3.7. The internal auditor shall be appointed by Steyning Parish Council and shall carry 

out their work to evaluate the effectiveness of the council’s risk management, 

control and governance processes in accordance with proper practices specified in 

the Practitioners’ Guide. 

3.8. The council shall ensure that the internal auditor: 

• is competent and independent of the financial operations of the council; 

• reports to council in writing, or in person, on a regular basis with a minimum of 

one written report during each financial year; 

• can demonstrate competence, objectivity and independence, free from any 

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

relationships; and 
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• has no involvement in the management or control of the council 

 

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

• perform any operational duties for the council; 

• initiate or approve accounting transactions; 

• provide financial, legal or other advice including in relation to any future 

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. 

3.10. For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and 

‘independence’ shall have the same meaning as described in The Practitioners 

Guide. 

3.11. 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 documents required by the Local 

Audit and Accountability Act 2014, or any superseding legislation, and the Accounts 

and Audit Regulations. 

3.12. The RFO shall, without undue delay, bring to the attention of all councillors any 

correspondence or report from internal or external auditors. 

4. Budget and precept 

4.1. Before setting a precept, the council must calculate its [council tax 

(England)/budget (Wales)] requirement for each financial year by preparing 

and approving a budget, in accordance with The Local Government Finance 

Act 1992 or succeeding legislation. 

4.2. Budgets for salaries and wages, including employer contributions shall be reviewed 

by Steyning Parish Council at least annually in October for the following financial 

year and the final version shall be evidenced by a hard copy schedule signed by the 

Clerk and the Chair of the Council or relevant committee. {The RFO will inform 

committees of any salary implications before they consider their draft budgets.}  

4.3. No later than December each year, the RFO shall prepare a draft budget with 

detailed estimates of all income and expenditure for the following financial year 

{along with a forecast for the following [three financial years]}, taking account of the 

lifespan of assets and cost implications of repair or replacement. 

4.4. Unspent budgets for completed projects shall not be carried forward to a 

subsequent year. Unspent funds for partially completed projects may only be 

carried forward (by placing them in an earmarked reserve) with the formal approval 

of the full council.  

4.5. Each committee shall review its draft budget and submit any proposed amendments 

to the council’s finance committee not later than the end of November each year.  
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4.6. The draft budget with any committee proposals and [three-year] forecast, including 

any recommendations for the use or accumulation of reserves, shall be considered 

by the finance committee and a recommendation made to the council. 

4.7. Having considered the proposed budget and [three-year] forecast, the council shall 

determine its council tax requirement by setting a budget.  The council shall set a 

precept for this amount no later than the end of January for the ensuing financial 

year.   

4.8. Any member with council tax unpaid for more than two months is prohibited 

from voting on the budget or precept by Section 106 of the Local Government 

Finance Act 1992 and must disclose at the start of the meeting that Section 

106 applies to them. 

4.9. The RFO shall issue the precept to the billing authority no later than the end of 

February and supply each member with a copy of the agreed annual budget.  

4.10. The agreed budget provides a basis for monitoring progress during the year by 

comparing actual spending and income against what was planned.  

4.11. Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the 

finance committee. 

5. Procurement 

5.1. Members and officers are responsible for obtaining value for money at all 

times. Any officer procuring goods, services or works should ensure, as far as 

practicable, that the best available terms are obtained, usually by obtaining prices 

from several suppliers. 

5.2. The RFO should verify the lawful nature of any proposed purchase before it is made 

and in the case of new or infrequent purchases, should ensure that the legal power 

being used is reported to the meeting at which the order is authorised and also 

recorded in the minutes.  

5.3. Every contract shall comply with the council’s Standing Orders and these Financial 

Regulations, and no exceptions shall be made, except in an emergency.  

5.4. For a contract for the supply of goods, services or works where the estimated 

value will exceed the thresholds set by Parliament, the full requirements of 

The Procurement Act 2023 and The Procurement Regulations 2024 or any 

superseding legislation (“the Legislation”), must be followed in respect of the 

tendering, award and notification of that contract. 

5.5. Where the estimated value is below the Government threshold, the council shall 

(with the exception of items listed in paragraph 5.12) obtain prices as follows:  

5.6. For contracts estimated to exceed [£60,000] including VAT, the Clerk shall seek 

formal tenders from at least [three] suppliers agreed by Steyning Parish Council 

Tenders shall be invited in accordance with Appendix 1. 

5.7. For contracts estimated to be over £30,000 including VAT, the council must 

comply with any requirements of the Legislation regarding the publication of 

invitations and notices. 
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5.8. For contracts greater than [£4,000] excluding VAT the Clerk RFO shall seek at least 

[3] fixed-price quotes;  

5.9. where the value is between [£1000] and [£4,000] excluding VAT, the Clerk shall try 

to obtain 3 estimates {which might include evidence of online prices, or recent 

prices from regular suppliers.} 

5.10. For smaller purchases, the Clerk shall seek to achieve value for money. 

5.11. Contracts must not be split to avoid compliance with these rules. 

5.12.  The requirement to obtain competitive prices in these regulations need not apply to 

contracts that relate to items (i) to (iv) below:  

i. specialist services, such as legal professionals acting in disputes; 

ii. repairs to, or parts for, existing machinery or equipment; 

iii. works, goods or services that constitute an extension of an existing contract; 

iv. goods or services that are only available from one supplier or are sold at a 

fixed price. 

5.13. When applications are made to waive this financial regulation to enable a price to 

be negotiated without competition, the reason should be set out in a 

recommendation to the finance committee. Avoidance of competition is not a valid 

reason.  

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

estimate.  

5.15. Individual purchases within an agreed budget for that type of expenditure may be 

authorised by: 

• the Clerk, under delegated authority, for any items below [£1,500] excluding 

VAT.  

• the Clerk, in consultation with the Chair of the Council {or Chair of the 

appropriate committee}, for any items below [£2,500] excluding VAT. 

• {a duly delegated committee of the council for all items of expenditure within 

their delegated budgets for items under [£5,000] excluding VAT} 

• in respect of grants, a duly authorised committee within any limits set by council 

and in accordance with any policy statement agreed by the council.  

• the council for all items over [£5,000];  

Such authorisation must be supported by a minute in the case of council or 

committee decisions or other auditable evidence trail. 

5.16. No individual member, or informal group of members may issue an official order 

unless instructed to do so in advance by a resolution of the council, or make any 

contract on behalf of the council. 

5.17. No expenditure may be authorised that will exceed the budget for that type of 

expenditure other than by resolution of the council except in an emergency. 
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5.18. In cases of serious risk to the delivery of council services or to public safety on 

council premises, the clerk may authorise expenditure of up to [£3,000] excluding 

VAT on repair, replacement or other work that in their judgement is necessary, 

whether or not there is any budget for such expenditure. The Clerk shall report such 

action to the Chair as soon as possible and to Steyning Parish Council as soon as 

practicable thereafter. 

5.19. No expenditure shall be authorised, no contract entered into, or tender accepted in 

relation to any major project, unless Steyning Parish Council is satisfied that the 

necessary funds are available and that where a loan is required, Government 

borrowing approval has been obtained first. 

5.20. An official order, email or letter shall be issued for all work, goods and services 

{above [£1,000] excluding VAT} unless a formal contract is to be prepared, or an 

official order would be inappropriate. Copies of orders shall be retained, along with 

evidence of receipt of goods. 

5.21. Any ordering system can be misused and access to them shall be controlled by the 

RFO. 

6. Banking and payments 

6.1. The council's banking arrangements, including the bank mandate, shall be made by 

the RFO and authorised by the council; banking arrangements shall not be 

delegated to a committee. The council has resolved to bank with HSBC and Unity 

Banks.  The arrangements shall be reviewed annually for security and efficiency.  

6.2. The council must have safe and efficient arrangements for making payments, to 

safeguard against the possibility of fraud or error.  Wherever possible, more than 

one person should be involved in any payment, for example by dual online 

authorisation or dual cheque signing. Even where a purchase has been authorised, 

the payment must also be authorised, and only authorised payments shall be 

approved or signed to allow the funds to leave the council’s bank. 

6.3. All invoices for payment should be examined for arithmetical accuracy, analysed to 

the appropriate expenditure heading and verified to confirm that the work, goods or 

services were received, checked and represent expenditure previously authorised 

by the council before being certified by the RFO. Where the certification of invoices 

is done as a batch, this shall include a statement by the RFO that all invoices listed 

have been ‘examined, verified and certified’ by the RFO. 

6.4. Personal payments (including salaries, wages, expenses and any payment made in 

relation to the termination of employment) may be summarised to avoid disclosing 

any personal information.  

6.5. All payments shall be made by online banking, in accordance with a resolution of 

the council or duly delegated committee or a delegated decision by an officer, 

unless Steyning Parish Council resolves to use a different payment method. 

6.6. For each financial year the RFO may draw up a schedule of regular payments due 

in relation to a continuing contract or obligation (such as Salaries, PAYE, National 

Insurance, pension contributions, rent, rates, regular maintenance contracts and 



 

11 
 

similar items), which the council {or a duly delegated committee} may authorise in 

advance for the year}.   

6.7. {A copy of this schedule of regular payments shall be signed by [two members] on 

each and every occasion when payment is made - to reduce the risk of duplicate 

payments.}  

6.8. {A list of such payments shall be reported to the next appropriate meeting of the 

council or Finance Committee} for information only. 

6.9. The Clerk and RFO shall have delegated authority to authorise payments {only} in 

the following circumstances: 

i. {any payments of up to [£1,500] excluding VAT, within an agreed budget}. 

ii. payments of up to [£2,500] excluding VAT in cases of serious risk to the 

delivery of council services or to public safety on council premises.  

iii. any payment necessary to avoid a charge under the Late Payment of 

Commercial Debts (Interest) Act 1998 {or to comply with contractual terms}, 

where the due date for payment is before the next scheduled meeting of the 

council, where the Clerk certifies that there is no dispute or other reason to 

delay payment, provided that a list of such payments shall be submitted to the 

next appropriate meeting of council {or finance committee}.  

iv. Fund transfers within the councils banking arrangements up to the sum of 

[£80,000], provided that a list of such payments shall be submitted to the next 

appropriate meeting of the finance committee.  

6.10. The RFO shall present a schedule of payments requiring authorisation, forming part 

of the agenda for the meeting, together with the relevant invoices, to the finance 

committee. The committee shall review the schedule for compliance and, having 

satisfied itself, shall authorise payment by resolution. The authorised schedule shall 

be initialled immediately below the last item by the person chairing the meeting. A 

detailed list of all payments shall be disclosed within or as an attachment to the 

minutes of that meeting. 

7. Electronic payments 

7.1. Where internet banking arrangements are made with any bank, the RFO shall be 

appointed as the Service Administrator. The bank mandate agreed by the council 

shall identify a number of councillors who will be authorised to approve transactions 

on those accounts and a minimum of two people will be involved in any online 

approval process.  The Clerk may be an authorised signatory, but no signatory 

should be involved in approving any payment to themselves, unless countersigned 

by at least one other signatory, and the Clerk. 

7.2. All authorised signatories shall have access to view the council’s bank accounts 

online.  

7.3. No employee or councillor shall disclose any PIN or password, relevant to the 

council or its banking, to anyone not authorised in writing by the council or a duly 

delegated committee. 
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7.4. The Service Administrator shall set up all items due for payment online.  A list of 

payments for approval, together with copies of the relevant invoices, shall be sent 

by email, or in person, to two authorised signatories.  

7.5. In the prolonged absence of the Service Administrator the Deputy Clerk shall set up 

any payments due before the return of the Service Administrator. 

7.6. Two councillors who are authorised signatories shall check the payment details 

against the invoices before approving each payment using the online banking 

system. 

7.7. Evidence shall be retained showing which members approved the payment online 

{and a printout of the transaction confirming that the payment has been made shall 

be appended to the invoice for audit purposes}. 

7.8. A full list of all payments made in a month shall be provided to the next Finance 

committee meeting {and appended to the minutes}. 

7.9. With the approval of Steyning Parish Council in each case, regular payments (such 

as gas, electricity, telephone, broadband, water, National Non-Domestic Rates, 

refuse collection, pension contributions and HMRC payments) may be made by 

variable direct debit, provided that the instructions are [signed/approved online] by 

[two authorised members]. The approval of the use of each variable direct debit 

shall be reviewed by Steyning Parish Council at least every two years.  

7.10. Payment may be made by BACS or CHAPS by resolution of Steyning Parish 

Council provided that each payment is approved online by two authorised bank 

signatories, evidence is retained and any payments are reported to the council at 

the next meeting. The approval of the use of BACS or CHAPS shall be renewed by 

resolution of the council at least every two years.  

7.11. If thought appropriate by the council, regular payments of fixed sums may be made 

by banker’s standing order, provided that the instructions are signed {or approved 

online} by [two members], evidence of this is retained and any payments are 

reported to council when made. The approval of the use of a banker’s standing 

order shall be reviewed by Steyning Parish Council at least every two years.  

7.12. Account details for suppliers may only be changed upon written notification by the 

supplier verified by the Clerk and a member.  This is a potential area for fraud and 

the individuals involved should ensure that any change is genuine.  Data held 

should be checked with suppliers every [two years].  

7.13. Members and officers shall ensure that any computer used for the council’s 

financial business has adequate security, with anti-virus, anti-spyware and firewall 

software installed and regularly updated. 

7.14. Remembered password facilities {other than secure password stores requiring 

separate identity verification} should not be used on any computer used for council 

banking.  
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8. Cheque payments 

8.1. Cheques or orders for payment in accordance with a resolution or delegated 

decision shall be signed by two members and countersigned by the Clerk.  

8.2. A signatory having a family or business relationship with the beneficiary of a 

payment shall not, under normal circumstances, be a signatory to that payment. 

8.3. To indicate agreement of the details on the cheque with the counterfoil and the 

invoice or similar documentation, the signatories shall also initial the cheque 

counterfoil and invoice. 

8.4. Cheques or orders for payment shall not normally be presented for signature other 

than at, or immediately before or after a council {or committee} meeting. Any 

signatures obtained away from council meetings shall be reported to the council {or 

Finance Committee} at the next convenient meeting. 

9. Payment cards 

9.1. Any Debit Card issued for use will be specifically restricted to the Clerk and the 

Deputy Clerk and will also be restricted to a single transaction maximum value of 

[£1,500] unless authorised by council or finance committee in writing before any 

order is placed. 

9.2. A pre-paid debit card may be issued to employees with varying limits. These limits 

will be set by Steyning Parish Council. Transactions and purchases made will be 

reported to the council and authority for topping-up shall be at the discretion of the 

council. 

9.3. Any corporate credit card or trade card account opened by the council will be 

specifically restricted to use by the Clerk and the Deputy Clerk and any balance 

shall be paid in full each month.  

9.4. Personal credit or debit cards of members or staff shall not be used under any 

circumstances.  

10. Petty Cash 

10.1. {The council will not maintain any form of cash float. All cash received must be 

banked intact. Any payments made in cash by the Clerk [or RFO] (for example for 

postage or minor stationery items) shall be refunded on a regular basis, at least 

quarterly.} OR  {The RFO shall maintain a petty cash float of [£75] and may provide 

petty cash to officers for the purpose of defraying operational and other expenses.   

a) Vouchers for payments made from petty cash shall be kept, along with receipts to 
substantiate every payment. 

b) Cash income received must not be paid into the petty cash float but must be 
separately banked, as provided elsewhere in these regulations. 

c) Payments to maintain the petty cash float shall be shown separately on any 
schedule of payments presented for approval. 
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11. Payment of salaries and allowances 

11.1. As an employer, the council must make arrangements to comply with the 

statutory requirements of PAYE legislation. 

11.2. Councillors allowances (where paid) are also liable to deduction of tax under 

PAYE rules and must be taxed correctly before payment.  

11.3. Salary rates shall be agreed by the council, or a duly delegated committee. No 

changes shall be made to any employee’s gross pay, emoluments, or terms and 

conditions of employment without the prior consent of the council. 

11.4. Payment of salaries shall be made, after deduction of tax, national insurance, 

pension contributions and any similar statutory or discretionary deductions, on the 

dates stipulated in employment contracts. 

11.5. Deductions from salary shall be paid to the relevant bodies within the required 

timescales, provided that each payment is reported, as set out in these regulations 

above. 

11.6. Each payment to employees of net salary and to the appropriate creditor of the 

statutory and discretionary deductions shall be recorded in a payroll control account 

or other separate confidential record, with the total of such payments each calendar 

month reported in the cashbook.  Payroll reports will be reviewed by the finance 

committee Chairman to ensure that the correct payments have been made. 

11.7. Any termination payments shall be supported by a report to the council, setting out 

a clear business case. Termination payments shall only be authorised by the full 

council. 

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

12. Loans and investments 

12.1. Any application for Government approval to borrow money and subsequent 

arrangements for a loan must be authorised by the full council and recorded in the 

minutes. All borrowing shall be in the name of the council, after obtaining any 

necessary approval.   

12.2. Any financial arrangement which does not require formal borrowing approval from 

the Secretary of State (such as Hire Purchase, Leasing of tangible assets or loans 

to be repaid within the financial year) must be authorised by the full council, 

following a written report on the value for money of the proposed transaction. 

12.3. The council shall consider the requirement for an Investment Strategy and Policy in 

accordance with Statutory Guidance on Local Government Investments, which must 

be written in accordance with relevant regulations, proper practices and guidance. 

Any Strategy and Policy shall be reviewed by the council at least annually.  

12.4. All investment of money under the control of the council shall be in the name of the 

council. 

12.5. All investment certificates and other documents relating thereto shall be retained in 

the custody of the RFO. 
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12.6. Payments in respect of short term or long-term investments, including transfers 

between bank accounts held in the same bank, shall be made in accordance with 

these regulations. 

13. Income 

13.1. The collection of all sums due to the council shall be the responsibility of and under 

the supervision of the RFO. 

13.2. The council will review all fees and charges for work done, services provided, or 

goods sold at least annually as part of the budget-setting process, following a report 

of the Clerk or Deputy Clerk. The RFO shall be responsible for the collection of all 

amounts due to the council. 

13.3. Any sums found to be irrecoverable, and any bad debts shall be reported to the 

council by the RFO and shall be written off in the year. The council’s approval shall 

be shown in the accounting records.  

13.4. All sums received on behalf of the council shall be deposited intact with the 

council's bankers, with such frequency as the RFO considers necessary.  The origin 

of each receipt shall clearly be recorded on the paying-in slip or other record. 

13.5. Personal cheques shall not be cashed out of money held on behalf of the council. 

13.6. The RFO shall ensure that VAT is correctly recorded in the council’s accounting 

software and that any VAT Return required is submitted from the software by the 

due date. OR {Any repayment claim under section 33 of the VAT Act 1994 shall be 

made {quarterly where the claim exceeds [£100] and} at least annually at the end of 

the financial year.} 

13.7. Where significant sums of cash are regularly received by the council, the RFO shall 

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 record such as ticket 

issues, and that appropriate care is taken for the security and safety of individuals 

banking such cash. 

13.8. {Any income that is the property of a charitable trust shall be paid into a charitable 

bank account. Instructions for the payment of funds due from the charitable trust to 

the council (to meet expenditure already incurred by the authority) will be given by 

the Managing Trustees of the charity meeting separately from any council meeting.} 

14. Payments under contracts for building or other construction works 

14.1. Where contracts provide for payment by instalments the RFO shall maintain a 

record of all such payments, which shall be made within the time specified in the 

contract based on signed certificates from the architect or other consultant engaged 

to supervise the works.  

14.2. Any variation of, addition to or omission from a contract must be authorised by the 

Clerk to the contractor in writing, with the council being informed where the final 

cost is likely to exceed the contract sum by 5% or more, or likely to exceed the 

budget available. 
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15. Stores and equipment 

15.1. The officer in charge of each section shall be responsible for the care and custody 

of stores and equipment [in that section] 

15.2. 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. 

15.3. {Stocks shall be kept at the minimum levels consistent with operational 

requirements.} 

15.4. The RFO shall be responsible for periodic checks of stocks and stores, at least 

annually. 

16. Assets, properties and estates 

16.1. The Clerk shall make arrangements for the safe custody of all title deeds and Land 

Registry Certificates of properties held by the council.  

16.2. The RFO shall ensure that an appropriate and accurate Register of Assets and 

Investments is kept up to date, with a record of all properties held by the council, 

their 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.   

16.3. 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. 

16.4. No interest in land 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.  In each case a written report 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 where required by 

law). 

16.5. 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, except where the estimated value of any one 

item does not exceed [£1000].  In each case a written report shall be provided to 

council with a full business case.  

17. Insurance 

17.1. The RFO shall keep a record of all insurances effected by the council and the 

property and risks covered, reviewing these annually before the renewal date in 

conjunction with the council’s review of risk management. 

17.2. The Deputy Clerk shall give prompt notification to the RFO of all new risks, 

properties or vehicles which require to be insured and of any alterations affecting 

existing insurances. 
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17.3. The RFO shall be notified of any loss, liability, damage or event likely to lead to a 

claim, and shall report these to Steyning Parish Council at the next available 

meeting. The RFO shall negotiate all claims on the council's insurers in consultation 

with the Clerk. 

17.4. 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 duly delegated 

committee. 

18. [Charities] 

18.1. Where the council is sole managing trustee of a charitable body the Clerk and RFO 

shall ensure that separate accounts are kept of the funds held on charitable trusts 

and separate financial reports made in such form as shall be appropriate, in 

accordance with Charity Law and legislation, or as determined by the Charity 

Commission. The Clerk and RFO shall arrange for any audit or independent 

examination as may be required by Charity Law or any Governing Document.] 

19. Suspension and revision of Financial Regulations 

19.1. The council shall review these Financial Regulations annually and following any 

change of clerk or RFO.  The Clerk shall monitor changes in legislation or proper 

practices and advise the council of any need to amend these Financial Regulations.  

19.2. The council may, by resolution 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 

presented to all members. Suspension does not disapply any legislation or permit 

the council to act unlawfully.  

19.3. The council may temporarily amend these Financial Regulations by a duly notified 

resolution, to cope with periods of absence, local government reorganisation, 

national restrictions or other exceptional circumstances.  
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Appendix 1 - Tender process  

1) Any 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.  

2) The invitation shall in addition state that tenders must be addressed to the Clerk in 

the ordinary course of post, unless an electronic tendering process has been agreed 

by the council.  

3) Where a postal process is used, each tendering firm shall be supplied with a 

specifically marked envelope in which the tender is to be sealed and remain sealed 

until the prescribed date for opening tenders for that contract.  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. 

4) Where an electronic tendering process is used, the council shall use a specific email 

address that will be monitored to ensure that nobody accesses any tender before the 

expiry of the deadline for submission.  

5) Any invitation to tender issued under this regulation shall be subject to Standing 

Order [insert reference of the council’s relevant standing order] and shall refer to the 

terms of the Bribery Act 2010. 

6) Where 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, 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.  



 

 

 
 

STEYNING PARISH COUNCIL FINANCIAL RISK ASSESSMENT 
 

TO ENSURE THERE IS NO POTENTIAL NON-COMPLIANCE WITH LAWS, REGULATIONS AND 
CODES OF PRACTICE 

 

1. Internal Audit 
The Internal Auditor to visit at least annually in order to ensure that the various accounting 
procedures are being adhered to.  Following the visit, the Responsible Financial Officer must advise 
the Council of the outcome. 
(a) Ensure the cash book is up to date, look at chequebook to see the number of the last cheque drawn, 

and there are no pre-signed blank cheques. 
 
(b) Ensure the cash book is totalled and balanced. Test arithmetic.  Check balancing to coincide with 

bank statements. 
 
(c) Inspect reconciliation and test arithmetic.  Check whether all unpresented cheques are cleared from 

the previous reconciliation. 
 

Reason:  To reduce risk of embezzlement, fraud, etc. 
 

 2. Internal Control 
 The Councillor responsible for Internal Control to inspect the accounts quarterly to ensure that the various 
 accounting procedures are being adhered to. Following his inspection, he should report to the Finance & 
 Community Committee.  Areas to be checked include: 

• Agreeing the reconciliation of the cash books balance with the bank accounts and ensuring that the 

  accounts are reconciled regularly. 

• Counting petty cash held in the office. 

• Checking the validity of payments 

• Testing a sample of credits received for validity and proper processing, 

• Checking vat payments and claims 

• Agreeing employers’ returns to HMRC 
 

Reason: To reduce the risk of embezzlement, fraud etc. 

 3. Standing Orders and Financial Regulations 
To review Standing Orders and Financial Regulations annually in order to ensure that they remain relevant to 
the work of the Council. – This is completed annually at SPC Full Council and is minuted 
 

Reason:  To ensure still relevant and sufficient safeguards in place. 
 

4. Expenditure and Payments 
The Clerk, following resolution of the Council, should authorise supply of goods and services and competitive 
prices to be sought in accordance with the Financial Regulations. 
Before payment of invoices is made all invoices should be checked to ensure that the figures are correct, and 
invoices are properly addressed to the Parish Council. 
 
Cheque Payments 
Two Councillors must sign all cheques, and they must initial the counterfoil. All cheques need Council 
approval or as per Standing Order. 
 



 

 

OR 
 

Bacs / Chaps Payments 
AS per SPC Financial regulations 6.9  7.10 
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 the RFO or Deputy 
Clerk and one authorised bank signatory are retained, and any payments are reported to council as made. 
The approval of the use of BACS or CHAPS shall be renewed by resolution of the council at least every two 
years 
 

Where it is necessary to make a payment before it has been authorised by the Council, such payment shall 
be certified as to its correctness and urgency by the Responsible Financial Officer.  Such payment shall be 
authorised by the committee, if any, having charge of the business to which it relates, or by the Proper 
Officer for payment with the approval of the Chairman or Vice-Chairman of the Council as per SPC financial 
regulations point 4.1  5.15,’ Budgetary control and authority to spend’. 
 

All payments ratified under Standing Order shall be separately included in the next schedule of payments 
before the Council. 
Expenditure under Local Government Act 1972, s.137 must be recorded in a separate column in the cash 
book and the use of this power should be recorded in the minutes. 
 

Where possible Petty Cash should not be used, but if it is required the Clerk should control the Petty Cash 
system and up to the sum of £100.00 per month is allowable.  An additional £100.00 may be had during a 
month in consultation with the Chairman or in his absence, the Vice-Chairman.   
 

All these processes are undertaken at SPC overseen by the SPC RFO. 
 

Reason:  To ensure public money not being misused. 
 

5. Insurance 
Ensure that all purchases of new equipment are referred to the insurers in order to obtain cover for these 
items. 
The Council or the relevant Committee shall review insurances annually to ensure that the sums insured are 
index linked where appropriate and adequate, especially Public Liability. 
Certificates of Insurance to be kept for 40 years. 
 

Reason:  In case Public Liability claims are made and to comply with the Law. 
 
The following table attempts to identify the risks involved and recommends the necessary actions.  The 
list is not exhaustive, and the Parish Council may consider other risks. 
 

Service Area Risk Recommendation 

Insurance Public Liability (statutory) Continue existing cover (£10m) 

 Employer’s Liability (statutory) Continue existing cover (£10M) 

 Money and assault Continue with existing cover (£1,000)* 

 Fidelity Guarantee Continue with existing cover 
(£400K)*(£500K) 

 
Insurance cont’d 

Property Continue with existing cover on 
buildings, contents, street furniture etc. 

 Revenue protection: 
Business interruption 
On gross revenue 
Increased cost of working 

 
Existing cover (£1M)* 
Existing cover (£90K)* 
Existing cover (£10K)* 

 Officials Indemnity Continue with existing cover (£500K)* 

 Libel and Slander Continue with existing cover (250K)* 

 Personal Accident Existing cover (£50K)* 



 

 

Payroll Loss of data on PC due to system 
fault. 

Data is backed up regularly to the 
Microsoft cloud. 

 Loss of services of employee. Immediately advertise any vacancy (if 
permanent loss) and request help from 
remaining employees to cover 
temporary loss. 

Administration Payment arrangements Continue with requirement to report 
all payments to Council for approval.  
Continue with requirement for 
signatories to initial cheque stubs or 
Bacs payments. 

 Reconciliation Continue with bank reconciliation to be 
carried out on the receipt of each 
statement. 

 Agency advice Continue with memberships of SALC 
and SLCC. 

Allotments Increase in net expenditure. Review allotment rents annually. 

Open Spaces and Play Areas Loss of use of play equipment. Continue with regular maintenance 
and safety checks and take unsafe 
equipment out of service until repairs 
carried out. 

Precept / Council Tax 
Benefit 
Grant  

Annual precept not the result of 
proper detailed consideration.  

Continue to present budget to every 
F&C Committee meeting. 

 Inadequate monitoring of 
performance. 

Continue to regularly consider budget 
monitoring report (monthly). 

 Illegal expenditure. Continue to ensure that all expenditure 
is within legal powers. 

 Reduction in income Budget in anticipation. 

Accounting Non-standard and/or non-
compliant records kept. 

Continue to require adequate, 
complete and statutory financial 
records and accounts 

 Non-compliance with statutory 
deadlines for the 
completion/approval/submission 
of accounts and other financial 
returns.  

Continue to ensure that all accounts 
and returns are completed and 
submitted by the deadlines. 

 Non-compliance with internal 
audit requirements. 

Appoint internal auditor and continue 
practice of appointing internal audit 
committee. 

Contracts Ensure continued value for money 
coupled with continuity of work. 

Approve the practice of seeking 
tenders for grounds maintenance every 
three years by advertising in local press 
and issuing specifications and tender 
documents to contractors expressing 
an interest. 
Tenders to be opened by the Chairman 
and Clerk and reported to next 
available Council meeting. 

 
* - These recommended cover amounts noted in the table above are indeed covered by the 2025 SPC insurance policy and in many 
cases the cover far exceeds minimum recommended levels as befits the need 

 
All elements noted as recommended actions in the table above are undertaken routinely by SPC. 
{In 2020/21 an exception has been the review of Allotment rents}   



 

 

 

6. Budget Procedures 
Ensure adoption of a Budget each year in order that the Council may set its Precept, and this should be 
properly minuted. -  A budget preparedness schedule is agreed annually at SPC. 
To monitor the expenditure against budget by Committees and Council. – Completed monthly at SPC 
Any items of expenditure not within the original Budget should be referred to the Finance Committee who 
should decide from where these monies would be taken. – Undertaken at F&GP committee  
 

Reason:  To ensure sufficient budgetary controls. 
 

7. Income 
Review charges annually.  Ensure that all charges are made for services provided.  Cash and cheques 
received should be given a written receipt and placed in a safe place until banked.  The reason for this is to 
ensure that all monies are properly banked.  These payments should be entered into the receipts and 
payments book and monthly checked with the bank statement.  All cash on the premises should be 
adequately secured. - Income and expenditure is reviewed and agreed monthly at SPC. Income is secured in 
locked cabinet and regular biweekly trips to post office bank the small amount of cash income. 
 

Reason:  To ensure money is not stolen. 
 

8. Salaries and Wages 
All payments of employees’ salaries should be authorized during the Budget process and all necessary PAYE, 
and NIC, deductions taken and conveyed to HMRC, including the annual return.  No payment to staff should 
be made without the deduction of Tax without the agreement of HMRC. - This is completed by the SPC 
Office and signed off by an SPC signatory 
 

Reason:  Otherwise, the Council could be liable for payment of such Tax not deducted. 
 

9. Asset / Land Registers 
The Asset register should be written up at least annually with details of acquisitions and disposals. The Land 
register should be reviewed annually. – These are checked and agreed by SPC annually 
 

Reason:  To ensure the Council is fully aware of their financial position. 
 

10. Annual Statement 
Year-end accounts to be prepared annually for audit. - These are checked and agreed by internal and 
external audit processes at SPC and then agreed and minuted at Council meetings 
 

Reason:  To comply with the Law. 
 

11. V.A.T. 
All incoming invoices should be checked to ensure that the correct VAT has been charged.  VAT claims for 
repayment should be made at least annually, and are in fact completed quarterly through HMRC’s digital 
VAT system by the SPC RFO 
 

Reason:  To ensure monies due to the Council are reclaimed regularly.  
 
 
 

JF/Risk Assessment/RA Financial / reviewed and agreed 19-05-2025 
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One of the Council's roles is to encourage community involvement and participation; publication of 
some personal information is integral to this aim. At the same time, such publication must minimise 
any potential negative impact on individuals, e.g. intrusive marketing or identity theft. 
 
The Council is bound by law to abide by the provisions of the Data Protection Act 1998. The eight 
principles of the act are given at the end of this Policy along with a link to the full online definition of 
the Act. It should be noted that any individual has the right to make a complaint to the Information 
Commissioner and that any upheld complaint against the Council could result in a fine. 
 
The simplest way of ensuring compliance is to adopt a simple set of over-arching principles, since 
individuals acting for the Council may not be familiar with the full Act. The following principles 
apply: 
 
Principle 1: Permission 
 
The Council will not gather or publish any personal data unless the purpose of the data is made 
clear to, and permission has been obtained from, the data owner. 
 
Principle 2: Single Use 
 
Any personal data gathered as above will not be used for any purpose other than that stated when 
it was obtained. For example, if the Council gathers personal data for a paper publication it may 
not subsequently publish that data on the internet, and vice versa. 
 
Principle 3: Protection of Electronic Data 
 
The Council will ensure the safe keeping of any electronic files containing personal data and will 
not release those files to any external party except for the purpose of printing or publication. The 
Council will require that any files thus released are deleted after use. 
 
As further protection, avoid presenting long lists of personal data. In general, contact information 
should be "dotted around" and presented in the context of other information. This is because there 
are always people who will use data from the internet for purposes other than that intended. An 
example would be gathering contact lists for onward sale; in this case, understanding the 
demographic or locality of contacts makes them more valuable. The way data is presented online 
may deter such misuse. 
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Email:spcclerk@btconnect.com 
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The Data Protection Act 1998 
For full information see: http://www.ico.gov.uk/for_organisations/data_protection.aspx 
The following are the eight principles of the Act reproduced from UK Government web site above: 
 
 
1. Personal data shall be processed fairly and lawfully and, in particular, shall not be 
processed unless: 
 
(a) at least one of the conditions in Schedule 2 is met, and 
(b) in the case of sensitive personal data, at least one of the conditions in Schedule 3 is 
also met. 
 
2. Personal data shall be obtained only for one or more specified and lawful purposes, and 
shall not be further processed in any manner incompatible with that purpose or those 
purposes. 
 
3. Personal data shall be adequate, relevant and not excessive in relation to the purpose or 
purposes for which they are processed. 
 
4. Personal data shall be accurate and, where necessary, kept up to date. 
 
5. Personal data processed for any purpose or purposes shall not be kept for longer than is 
necessary for that purpose or those purposes. 
 
6. Personal data shall be processed in accordance with the rights of data subjects under the 
Act. 
 
7. Appropriate technical and organisational measures shall be taken against unauthorised or 
unlawful processing of personal data and against accidental loss or destruction of, or 
damage to, personal data. 
 
8. Personal data shall not be transferred to a country or territory outside the European 
Economic Area unless that country or territory ensures an adequate level of protection for 
the rights and freedoms of data subjects in relation to the processing of personal data. 
 
 
 
 
 
 
 
 
Agreed:        May 2023 
Review:        May 2024 
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STEYNING PARISH COUNCIL SUBJECT ACCESS 

REQUEST POLICY 
1. Scope 

All personal data processed by Steyning Parish Council is within the scope of this procedure. This 

procedure excludes personal data that is asked for as a matter of routine by data subjects 

Data subjects are entitled to ask 

• Whether Steyning Parish Council is processing any personal data about that individual and, 

if so, to be given:  

 a description of the personal data;  

 the purposes for which it is being processed; and, 

 details of who will be allowed to see the personal data. 

 

• To be given a copy of the information and to be told about the sources from which Steyning 

Parish Council derived the information; and  

• Where appropriate, logic involved in any automated decisions relating to them. 

 

2. Responsibilities 

GDPR-info Ltd are responsible for the application and effective working of this procedure, and for 

reporting to the Parish Clerk on Subject Access Requests (SARs). 

GDPR-info Ltd is responsible for handling all SARs. 

3. Procedure  

3.1 Subject Access Requests must be made using our web page https://gdpr-info.com/data-

protection-contact-form/ 

3.2 The data subject must provide evidence as to identity. 

3.3 The data subject must identify the data that is being requested and where it is being held 

and this information must be shown on the SAR application form. Note that the data subject 

is entitled to ask for all data that Steyning Parish Council holds, without specifying that 

data. 

3.4 The date by which the identification checks, and the specification of the data sought must 

be recorded; Steyning Parish Council has one month from this date to provide the 

requested information. There are no circumstances in which an extension to that one month 

will be provided, and failure to provide the requested information within that one month is a 

breach of the GDPR. 

3.5 The SAR application is immediately forwarded to GDPR-info Ltd, who will ensure that the 

requested data is collected within the time frame.  

https://gdpr-info.com/data-protection-contact-form/
https://gdpr-info.com/data-protection-contact-form/
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Collection will entail either: 

3.5.1 Collecting the data specified by the data subject, or 

3.5.2 Searching all databases and all relevant filing systems (manual files) in Steyning 

Parish Council, including all back up and archived files, whether computerised or 

manual, and including all e-mail folders and archives. The Parish Clerk maintains a 

data map that identifies where all data in Steyning Parish Council is stored. 

 

3.6 GDPR-info Ltd maintains a record of requests for data and of its receipt, including dates. 

Note that data may not be altered or destroyed in order to avoid disclosing it. 

3.7 GDPR-info Ltd is responsible for reviewing all provided documents to identify whether any 

third parties are identified in it and for either excising identifying third party information 

from the documentation or obtaining written consent from the third party for their identity 

to be revealed. 

3.8 If the requested data falls under one of the following exemptions, it does not have to be 

provided:  

3.8.1 Crime prevention and detection. 

3.8.2 Negotiations with the requester. 

3.8.3 Management forecasts. 

3.8.4 Confidential references given by Steyning Parish Council (not ones given to Steyning 

Parish Council). 

3.8.5 Information used for research, historical or statistical purposes. 

3.8.6 Information covered by legal professional privilege. 

 

3.9 The information is provided to the data subject in electronic format unless otherwise 

requested and all the items provided are listed on a schedule that shows the data subject’s 

name and the date on which the information is delivered. 

3.10 The electronic formats used for responses to SARs are: 

3.10.1 .CSV file 



 

STEYNING PARISH COUNCIL  

CCTV POLICY AND CODE OF PRACTICE 

Introduction  
 
Closed circuit television (CCTV) is installed at the Council premises for the purpose of staff and 
premises security. Cameras are located at various places on the premises, and images from the 
cameras are recorded. 
 
The use of CCTV falls within the scope of the Data Protection Act 1998, the General Data 
Protection Regulation and the Data Protection Act 2018. In order to comply with the 
requirements of the law, data must be: 
 

• Fairly and lawfully processed 

• Processed for limited purposes and not in any manner incompatible with those 
purposes 

• Adequate, relevant and not excessive 

• Accurate 

• Not kept for longer than is necessary 

• Processed in accordance with individuals' rights 

• Secure 
 

Data Protection Statement 
 

1. Steyning Parish Council are the Data Controllers under the Act.  
2. CCTV is installed for the purpose of staff, and premises security. 
3. Access to stored images will be controlled on a restricted basis within the Council. 
4. Use of images, including the provision of images to a third party, will be in 

accordance with the Councils Data Protection registration. 
5. CCTV may be used to monitor the movements and activities of staff and visitors 

whilst on the premises. 
6. CCTV images may be used where appropriate as part of staff counselling or 

disciplinary procedures. 
7. External and internal signage are displayed on the premises stating of the presence 

of CCTV and indicating the names of the Data Controllers and a contact number 
during office hours for enquiries. 
 

 
 
 

Retention of Images 
 
Images from cameras are recorded a secure hard drive (“the recordings”). Where recordings are 
retained for the purposes of security of staff and premises, these will be held in secure storage, 



and access controlled. Recordings which are not required for the purposes of security of staff, and 
premises, will not be retained for longer than is necessary (14 day retention period).  
 
The system has / has not an automatic power backup facility which may operate in the event of a 
main supply power failure. 
 

Access to Images 
 
It is important that access to, and disclosure of, images recorded by CCTV and similar surveillance 
equipment is restricted and carefully controlled, not only to ensure that the rights of individuals 
are preserved, but also to ensure that the chain of evidence remains intact should the images be 
required for evidential purposes. 
 

Access to Images by Council Staff 
 

Access to recorded images is restricted to the Data Controllers, who will decide whether to allow 
requests for access by data subjects and/or third parties (see below).  
 
Viewing of images must be documented as follows: 

• The name of the person removing from secure storage, or otherwise accessing, the 
recordings  

• The date and time of removal of the recordings 

• The name(s) of the person(s) viewing the images (including the names and 
organisations of any third parties) 

• The reason for the viewing 

• The outcome, if any, of the viewing 

• The date and time of replacement of the recordings 
 

Removal of Images for Use in Legal Proceedings 
 
In cases where recordings are removed from secure storage for use in legal proceedings, the 
following must be documented:  

• The name of the person removing from secure storage, or otherwise accessing, the 
recordings 

• The date and time of removal of the recordings 

• The reason for removal 

• Specific authorisation of removal and provision to a third party 

• Any crime incident number to which the images may be relevant 

• The place to which the recordings will be taken 

• The signature of the collecting police officer, where appropriate 

• The date and time of replacement into secure storage of the recordings 
 

Access to Images by Third Parties  
 
Requests for access to images will be made using the ‘Application to access to CCTV images’ form 
(which is at Appendix 1). 



The data controller will assess applications and decide whether the requested access will be 
permitted. Release will be specifically authorised. Disclosure of recorded images to third parties 
will only be made in limited and prescribed circumstances. For example, in cases of the 
prevention and detection of crime, disclosure to third parties will be limited to the following:  
 

• Law enforcement agencies where the images recorded would assist in a specific 
criminal enquiry 

• Prosecution agencies 

• Relevant legal representatives 

• The press/media, where it is decided that the public's assistance is needed in order 
to assist in the identification of victim, witness or perpetrator in relation to a 
criminal incident. As part of that decision, the wishes of the victim of an incident 
should be taken into account 

• People whose images have been recorded and retained (unless disclosure to the 
individual would prejudice criminal enquiries or criminal proceedings) 
 

All requests for access or for disclosure should be recorded. If access or disclosure is denied, the 
reason should be documented as above. 
 

Disclosure of Images to the Media 
 
If it is decided that images will be disclosed to the media (other than in the circumstances 
outlined above), the images of other individuals must be disguised or blurred so that they are not 
readily identifiable.  
 
If the CCTV system does not have the facilities to carry out that type of editing, an editing 
company may need to be used to carry it out. If an editing company is used, then the data 
controller must ensure that there is a contractual relationship between them and the editing 
company, and: 
 
 

• That the editing company has given appropriate guarantees regarding the security 
measures they take in relation to the images 

• The written contract makes it explicit that the editing company can only use the 
images in accordance with the instructions of the data controllers 

• The written contract makes the security guarantees provided by the editing company 
explicit 
 

Access by Data Subjects 
 
This is a right of access under the 1998 Act, the GDPR and the DPA 2018. Requests for access to 
images will be made using the ‘Application to access to CCTV images’ form (which is at Appendix 
1). The requestor needs to provide enough information so that they can be identified in the 
footage, such as a specific date and time, proof of their identity and a description of themselves. 
Any footage provided may be edited to protect the identities of any other people. 
 
 



Procedures for Dealing with an Access Request 
 
All requests for access by Data Subjects will be dealt with by the Clerk/DPO. The data controller 
will locate the images requested. The data controller will determine whether disclosure to the 
data subject would entail disclosing images of third parties.  
 
The data controller will need to determine whether the images of third parties are held under a 
duty of confidence. In all circumstances the Council’s indemnity insurers will be asked to advise 
on the desirability of releasing any information.  
 
If third party images are not to be disclosed, the data controllers will arrange for the third-party 
images to be disguised or blurred. If the CCTV system does not have the facilities to carry out that 
type of editing, an editing company may need to be used to carry it out. If an editing company is 
used, then the data controller must ensure that there is a contractual relationship between them 
and the editing company, and: 
 

• That the editing company has given appropriate guarantees regarding the security 
measures they take in relation to the images 

• The written contract makes it explicit that the editing company can only use the 
images in accordance with the instructions of the data controllers 

• The written contract makes the security guarantees provided by the editing company 
explicit 

 
The Data Controller will provide a written response to the data subject within 30 days of receiving 
the request setting out the data controllers’ decision on the request.  
 
A copy of the request and response should be retained. 
 

Complaints 
 
Complaints must be in writing and addressed to the Clerk. Where the complainant is a third party, 
and the complaint or enquiry relates to someone else, the written consent of the data subject is 
required. All complaints will be acknowledged within seven days, and a written response issued 
within 21 days. 
 
 

 

 

 

 

  



Appendix 1 
Data Protection Act/General Data Protection Regulation 

 - Application for CCTV Data Access 
 

ALL Sections must be fully completed.  Attach a separate sheet if needed. 
 

Name and address of Applicant   
 
 

Name and address of “Data Subject” – 
i.e. the person whose image is 
recorded 

 
 

If the data subject is not the person 
making the application, please obtain a 
signed consent from the data subject 
opposite 

 
 
 
Data Subject signature………………………………. 

If it is not possible to obtain the 
signature of the data subject, please 
state your reasons 
 

 

Please state your reasons for 
requesting the image 
 
 
 

 

Date on which the requested image 
was taken 

 

Time at which the requested image 
was taken 

 

Location of the data subject at time 
image was taken (i.e. which camera or 
cameras) 
 

 

Full description of the individual, or 
alternatively, attach to this application 
a range of photographs to enable the 
data subject to be identified by the 
operator 
 

 

Please indicate whether you (the 
applicant) will be satisfied by viewing 
the image only 
 

 

 
 
 



On receipt of a fully completed application, a response will be provided as soon as possible 
and in any event within 30 days.  

 

COUNCIL USE ONLY COUNCIL USE ONLY 
Access granted (tick)  

 

Access not granted (tick) 
 

Reason for not granting access: 
 
 

Data Controller’s name: 
 
Signature: 
 
Date: 
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1.0 Background 
 

Under the Freedom of Information Act, individuals have the right to access information held 
by the Council.  The Council must also advise and assist the individual in making their 
request. 
 
The Freedom of Information Act 2000 (FOIA) was passed on 30th November 2000.  It gives 
a general right of access to all types of recorded information held by public authorities.  It 
sets out exemptions from that right and places a number of obligations on public authorities. 
 
The Act came into force in January 2005 and anyone wishing to exercise the right has to 
make a written request to the local authority.  If such a request is made the Council is under 
obligation to inform the person whether or not the requested information exists and to 
supply access to the information, unless it is subject to an exemption. 
 
Section 39 of the Freedom of Information Act exempts environmental information from 
being dealt with under the Freedom of Information Act and provides it should be dealt with 
under the Environmental Information Regulations [EIR], which also came into force on 1st 
January 2005. 
 
Environmental Information is defined in the EIR as information falling into one of the six 
categories below: 
 
1. the state of the elements of the environment, such as air and atmosphere, water, soil, 

land, landscape and natural sites including wetlands, coastal and marine areas, 
biological diversity and its components, including genetically modified organisms and 
the interaction among these elements. 
 

2. factors, such as substances, energy, noise, radiation or waste, including radioactive 
waste, emissions, discharges and other releases into the environment, affecting or likely 
to affect the elements of the environment referred to in 1. 

 

3. measures (including administrative measures), such as policies, legislation, plans, 
programmes, environmental agreements, and activities affecting or likely to affect the 
state of the elements and factors mentioned above, and as well as measures or 
activities designed to protect those elements. 

 

4. reports on the implementation of environmental legislation. 
 

5. cost-benefit and other economic analyses and assumptions used within the framework 
of the measures and activities referred to above. 

 

6. the state of human health and safety, including the contamination of the food chain, 
where relevant, conditions of human life, cultural sites and built structures in as much as 
they are or may be affected by the state of the elements of the environment or, through 
those elements by any of the factors or measures referred to above. 
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2.0 Procedure 
 

The FOIA requires that all requests must be made in writing (by letter or email) whereas the 
EIR also allow requests for environment information to be made verbally.  Requests must 
clearly indicate what information is being required and state the name of the applicant and 
contact details for correspondence.  Applicants do not have to state the purpose of their 
request. 

 
2.1 Any individual making an enquiry under the FOIA should be advised that all requests for 

information must: 

• be made in writing, including email. 

• include a name and address for the response to be sent to. 

• state clearly the information required. 
 
2.2 Any individual making an enquiry, written or verbal, under the EIR should be advised that all 

requests for information must: 

• include a name and address for the response to be sent to. 

• state clearly the information required. 
  
2.3 On receipt of a request for information under the FOIA or EIR, an acknowledgement should 

be sent out within three working days advising whether the information is subject to the Act 
or not and how the Council will be responding to the request. 

 
 Where the request is deemed to be contentious the Responsible Officer may convene an 

FOI panel to assist him with the compilation of the response 
 

Where the information is subject to the Act or Regulations, it should be dealt with 
accordingly and a response given to the enquirer within 20 working days.  The Act or 
Regulations allow the Council to extend this deadline if further clarification of the request is 
needed but must advise the individual accordingly. 

 
 Where the information is not subject to the Act, it should be dealt with in line with the 

Council’s complaints procedure. 
 
2.4 Most requests for information will be free of charge.  However, the Council reserves the 

right to charge the enquirer for photocopies or postage. 
 
 The individual may request that the information be given to them in a particular form and 

the Council may take into account the cost of providing the information in this form before 
complying with the request. 

 
 If the Council believes that it will cost more than £450 to find the information and prepare it 

for release, then the request can be refused.  However, in all such cases the Council will 
ask the enquirer to narrow down the request by being more specific. 

 
 
2.5 The FOIA and EIR do not place restrictions on how the individual may use the information, 

but does not transfer copyright in any information sent to the enquirer.  The Council should 
advise the enquirer in writing if any of the information is copyrighted. 
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2.6 Under Section 36 of the Freedom of Information Act 2000 the Clerk together with the 

Chairman/Chairman of the relevant committee will make decisions about the disclosure of 
information that is believed to prejudice the conduct of public affairs.  In the absence of the 
Clerk, this will be performed by the Deputy Clerk together with the Chairman / Chairman of 
the relevant committee. 

 
2.7 If the Council refuses a request or withholds some of the information that has been 

requested, the enquirer will be advised of the reasons for the refusal.  (see Section 3.0 
Exemptions). 

 
2.8 Under Section 16 of the FOIA and Section 9 of the EIR, the Clerk has a duty to provide 

advice and assistance to applicants.  The Council will provide advice and assistance so far 
as it would be reasonable to expect it to do so to anybody who proposes to make or have 
made an Information Request. 

 
2.9 Where the cost of compliance in providing the information to a number of related requests, 

whether from the same or different individuals, exceeds the “appropriate limit” the Council 
will not be obliged to comply with the request.  However, the Council may, on a 
discretionary basis, be prepared to offer assistance as to what could be disclosed in a more 
cost effective manner.  It will be a matter for the Council to determine whether the various 
requests are related and form part of an organised campaign. 

 
2.10 If the Council receives an Information Request for information that it does not hold, but is 

aware that another public authority holds this information, the Council will provide 
assistance to the applicant and transfer their request to the public authority known to hold 
the requested information.  If the Council holds any part of the information that has been 
requested by the applicant it will treat that part of the request as an official Information 
Request and process it accordingly. 

 
 
3.0 Exemptions 
 
3.1 In certain instances, the Council will withhold information if it considers an information 

disclosure would be subject to one or more of the exemptions included in the FOIA and 
EIR, e.g. 

• Regulation 12(3) Personal Information 
 

• Regulation 12(4) – exemptions based on the type of information: 
o Regulation 12(4)(a) – the Council does not hold the information 
o Regulation 12(4)(b) – the request for information is manifestly unreasonable 
o Regulation 12(4)(c) – the request is too general 
o Regulation 12(4)(d) – the request relates to information which is unfinished or in 

the course of being completed 
o Regulation 12(4)(e) – the request involves the disclosure of internal 

communications. 
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• Regulation 12(5) – exceptions based on the content of the information requested 
o Regulation 12(5)(a) – international relations, defence, national security and public 

safety. 
o Regulation 12(5)(b) – the course of justice, the ability of a person to obtain a fair 

trial or the ability of a public authority to conduct an inquiry of a criminal or 
disciplinary nature. 

o Regulation 12(5)(c) – Intellectual property rights. 
o Regulation 12(5)(e) – the confidentiality of commercial or industrial information 

where such confidentiality is provided by law to protect a legitimate economic 
interest. 

o Regulation 12(5)(f) – the interests of the supplier of the information 
o Regulation 12(5)(g) – Protection of the environment 

 

• Regulation 12(6) and (7) – Neither confirm nor deny 
 

• Regulation 12(9) – Emissions 
 
3.2 The Council will always explain its reasons for applying an exemption to the applicant within 

20 days. 
 
3.3 The Council will not classify information as exempt unless there are reasons for doing so.  

Where documents contain exempt information, the remaining information contained within 
the requested document will be available under the FOIA and EIR. 

 
3.4 Qualified exemptions will only be applied if the Council believes it is not in the public 

interest to disclose the information having considered the Public Interest Test. 
 
 
 
4.0 Public Interest Test 
 
4.1 The Public Interest Test (PIT) will apply to all qualified exemptions under the FOIA.  The 

PIT requires that information should be withheld under an exemption if, in all the 
circumstances of the case, the public interest in maintaining the exemption outweighs the 
public interest in disclosing the information. 

 
 
 
5.0 Appeals 
 
5.1 If the Council refuses a request for information, the individual has the right to appeal the 

decision and should, in the first instance, request an internal review of the decision in 
writing within 5 working days of notification of the refusal.  

 
5.2 The Council does have the right to refuse to review the decision. 
 
5.3 The review should be conducted by a panel of three Councillors who were not connected 

with the initial decision having been appointed by Full Council. The Chairman or Vice 
Chairman will Chair the review.  The individual should be advised of the outcome of the 
review within 15 working days. 
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5.4 If the individual is unhappy with the outcome of the review, or the Council has refused to 

undertake a review, the individual has the right to appeal directly to the independent 
Information Commissioner.  The Commissioner has the power to investigate the way the 
Council handled the request and the response given by the Council.  If the Commissioner 
agrees that the Council has wrongly withheld information, the Council can be ordered to 
disclose it. 

 
The Information Commissioner can be contacted as follows: 

 
Information Commissioner’s Office Helpline: 
08456 30 60 60   or   01625 54 57 45             Fax:  01625 524510  

By post: The Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, 
Cheshire, SK9 5AF 

           By email: If your enquiry is about a new or existing notification under the Data Protection  
           Act, please email notification@ico.gsi.gov.uk 
 
 
 
 

Adopted by Steyning Parish Council 
On 20th May 2024  

mailto:notification@ico.gsi.gov.uk
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              Steyning Parish Council  

           Dignity at Work / Bullying and Harassment Policy 

 

Purpose and Scope  

1.1 Statement: 

1. In support of our value to respect others, Steyning Parish Council will not tolerate bullying or 

harassment by, or of, any of its employees, councillors, contractors, visitors to the council or 

members of the public from the community which we serve.  

2. The Council is committed to the elimination of any form of intimidation in the workplace.  

3. This policy reflects the spirit in which the Council intends to undertake all of its business and 

outlines the specific procedures available to all employees and councillors in order to 

protect them from bullying and harassment and create a working environment where they 

have the confidence to raise a complaint. 

4. It should be read in conjunction with the Council’s policies on Grievance and Disciplinary 

handling, the Councillors’ Code of Conduct and the Council’s Social Media Policies. 

5. The Council will issue this policy to all employees as part of their induction and to all 

councillors as part of their Welcome Pack. The Council may share this policy with 

contractors, visitors and members of the public.  

1.2 Definitions: 

6. Bullying “Bullying may be characterised as a pattern of offensive, intimidating, malicious, 

insulting or humiliating behaviour; an abuse of the use of power or authority which tends to 

undermine an individual or a group of individuals, gradually eroding their confidence and 

capability, which may cause them to suffer stress.” 

7. Harassment is “unwanted conduct that violates a person’s dignity or creates an intimidating, 

hostile, degrading, humiliating or offensive environment.” This usually covers, but is not 

limited to, harassment on the grounds of sex, marital status, sexual orientation, race, colour, 

nationality, ethnic origin, religion, belief, disability or age. These definitions are derived from 

the ACAS guidance on the topic. 

8. Bullying and Harassment are behaviours which are unwanted by the recipient. They are 

generally evidenced by a pattern of conduct, rather than being related to one-off incidents.  

9. Bullying and harassment in the workplace can lead to poor morale, low productivity and 

poor performance, sickness absence, mental health issues, lack of respect for others, staff or 

councillor turnover, damage to the council’s reputation and ultimately, legal proceedings 

against the council and payment of legal fees and potentially unlimited compensation.  
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1.3 Examples of unacceptable behaviour are as follows: 

10. Spreading untrue or inflammatory claims, malicious rumours, insulting someone, ridiculing 

or demeaning someone, exclusion or victimisation, unfair treatment, overbearing 

supervision or other misuse of position or power, unwelcome sexual advances, making 

threats about job security, making threats of physical violence against a person or their 

family, deliberately undermining a competent worker by overloading work and/or constant 

criticism, blaming a person for others’ mistakes, preventing an individual’s promotion or 

training opportunities.  

11. Bullying and harassment may occur face-to-face, in meetings, through written 

communication, including electronic communication such as e-mail or on social media, by 

telephone or through automatic supervision methods. It can be verbal, non-verbal or 

physical in nature.  It may occur on or off work premises, during work hours or non-work 

time. 

1.4 Penalties/Sanctions: 

12. Bullying and harassment by any employed persons can be considered examples of gross 

misconduct which will be dealt with through the Disciplinary Procedure at Gross Misconduct 

level and may result in summary dismissal from the Council. 

13. If a councillor is bullying or harassing employees, contractors, other councillors or others 

then a referral through the Standards process in place at the time reported as a 

contravention of the Member’s Code of Conduct  will be the appropriate measure if any 

formal action with a potential sanction is considered appropriate. 

14. If an employee or a councillor is experiencing bullying or harassment from a third party the 

Council will act reasonably in upholding its duty of care towards its own employees and its 

duty to enforce this policy concerning councillors.  

15. Harassment can constitute a criminal offence or give rise to a damages claim and the Council 

will take appropriate legal advice, often available from the Council’s insurer, if such a matter 

arises. 

1.5 The Legal position:  

16. Councils have a duty of care towards all their workers and liability under common law arising 

out of the Employment Rights Act 1996 and the Health and Safety at Work Act 1974.  

17. If an employer fails to act reasonably with regard to this duty of care by allowing bullying or 

harassment to continue unchallenged an employee may decide to resign and claim 

‘constructive dismissal’ at an Employment Tribunal. 

18. Under the Equality Act 2010 bullying or harassment related to one of the protected 

characteristics covered by the Act (age, gender, marital status, sexual orientation, race, 

religion, belief, colour, disability) can be considered unlawful discrimination which could lead 

to an Employment Tribunal claim for discrimination against the corporate employer, the 

Council and the perpetrator(s) as individual named Respondents.  Any individual bringing a 

claim does not have to have the specific characteristic themselves. 
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19. In addition, the Criminal Justice and Public Order Act 1994 and Protection from Harassment 

Act 1997 created a criminal offence of harassment with a fine and/or prison sentence as a 

penalty and a right to damages for the victim.  

20. A harasser may be personally liable to pay damages if a victim complains to an Employment 

Tribunal on the grounds of discrimination.  

21. A ‘course of conduct’ needs to be established under the 1997 Act.  This can include linking 

incidents which are separated by long time periods. Damages for personal injury and distress 

can be awarded. 

22. While the Council does not have the same statutory duty of care towards its councillors it 

has resolved to apply the principles of this policy to councillors.   

1.6 Process for dealing with complaints of Bullying and Harassment  

Informal approach 

23. Anyone; employee, councillor, contractor or visitor, who feels they are being bullied or 

harassed should try to resolve the problem informally, in the first instance. It may be 

sufficient to explain to the person(s) involved in the unwanted behaviour, or an 

intermediary, that their conduct is unacceptable, offensive or causing discomfort as it is 

possible that the person is not aware that their behaviour is unwelcome. This may be 

explained verbally, or in writing if this is more comfortable. 

24. Anyone concerned about being bullied or harassed is encouraged to maintain a journal or 

other record of the incidents.  

 

Formal approach 

All complaints will be investigated with sensitively, fairly and objectively in strict confidence in 

order to uphold the rights of the complainant and the alleged perpetrator.  The outcome, and in 

particular any sanction, may not be kept confidential, however the views of a successful 

complainant will be given great weight before any information is disclosed. 

 

25 Employees: Where the employee feels unable to resolve the matter informally any complaint 

about harassment or bullying can be raised confidentially and informally, initially with the Chair 

of the Staffing/Personnel committee, their line manager, or another Councillor if more 

appropriate. It may be appropriate for the complaint to be put in writing after the initial 

discussion, as this will enable the formal Grievance Procedure to be invoked. The employee will 

be expected to provide evidence of the conduct about which he/she is complaining. If the 

employee is seeking any sanction against an individual councillor then this must be dealt with 

through the Members’ Code of Conduct process administered by Horsham District Council HDC) 

26  Councillors: Any councillor, who feels he or she is being bullied or harassed whether by another 

councillor, an employee or a member of the public should raise their complaint with the Council 

if an informal notification to the alleged perpetrator has been unsuccessful at eliminating the 

problem. The Council will give appropriate support and guidance  to enable the complainant to 

refer the matter to HDC under the Code of Conduct process if it concerns a councillor and may 

use its disciplinary procedure in the case of an employee. 
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27  A member of the public who feels he/she has been bullied or harassed by any councillor or 

officer of the Council should use the Council’s official Complaints Procedure if it concerns an 

employee, or the Code of Conduct procedure administered by HDC in the case of a councillor.  A 

formal approach to the Clerk or to the Chairman, as appropriate, is encouraged first in the hope 

of achieving informal resolution.  

28 Grievance –Employees only.  A meeting to discuss the complaint with the aggrieved party will 

normally be arranged within five working days of a written complaint being received and will be 

held under the provisions of the Council’s Grievance Procedure. This meeting will be to discuss 

the issues raised and a way forward for the member(s) of staff involved. Employees have a right 

to be accompanied by a work colleague or a trade union representative at this meeting.  

29 A full investigation of the complaint will be held by an officer, or other duly appointed person as 

appointed by the Finance and General Purposes Committee.  It may be appropriate for an 

external investigator to be involved in order to maintain objectivity and impartiality.  

30 The hearing panel will publish its recommendations following deliberation of the facts. An action 

plan should be made available to the aggrieved employee to demonstrate how the problem is to 

be resolved. It may be decided that mediation or some other intervention is required, and the 

Council should contact NALC, an employer’s body or ACAS to this effect, or the Council may offer 

counselling. The employee will have a right of appeal.  

31 At all times the confidentiality of the grievance will be of paramount importance in order to 

maintain trust in the process hence details of the full grievance will not be shared with the full 

Council without prior approval by the aggrieved party.  

32 The Council commits not to victimize the aggrieved for raising the complaint once the 

appropriate dispute resolution process has been concluded  however, if during the investigation 

a complaint is found to be vexatious, made with malicious intent and/or not made in good faith, 

then a grievance may be brought against that person in accordance with the Council’s Grievance 

Procedure or under its employment disciplinary procedures. 

33  Disciplinary Action Following a Grievance Hearing or investigation into allegations of bullying or 

harassment a full report will be made to all parties and this may result in disciplinary action 

being taken against the perpetrator of the alleged action/behaviour.  

34 For an Employee found to have been bullying/harassing others this will follow the Council’s 

Disciplinary procedure under the ACAS Code of Practice and would normally be treated as Gross 

Misconduct. 

35 For Councillors If informal resolution satisfactory to the other party cannot be achieved then any 

investigation and potentials action must use the Code of Conduct procedure administered by 

HDC. 

36 In some cases, counselling or training in appropriate skill areas e.g. inter-personal 

communication, assertiveness, chairmanship etc. on a voluntary basis may be more appropriate 

than a referral under the Code of Conduct process for investigation and possible penalty. 

Resolution may include (but are not limited to) voluntarily accepting an admonishment, issuing 

an apology or giving an undertaking not to repeat the behaviour, surrendering opportunities to 

further harass/bully such as resignation from a committee(s) where direct contact with the 

complainant or other affected parties or decision-making about that complainant may take 
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place, or resigning from representation on any outside bodies where there may be contact with 

the complainant or other affected parties. 

37 A referral under the Code of Conduct is usually the appropriate step. 

38 A referral to the Police or civil action under the Protection from Harassment Act 1997 may also 

be appropriate in the more extreme cases.  

39 For members of the Public The allegation will be dealt with under the SPC Unacceptable 

Behaviour Policy 

False or malicious allegations of harassment or bullying which damage the reputation of another 

employee/councillor will not be tolerated and will be dealt with as potentially serious misconduct 

 

Last Reviewed by Working Practices Group              4 June 2020 

Adopted by SPC Full Council 20th May 2024 
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         Communications Protocol 
 

1. INTRODUCTION 

This Protocol has been drawn up in accordance with the “Governance Toolkit for Parish and Town 

Councils” prepared as a partner publication by Association of Council Secretaries and Solicitors, 

Society of Local Council Clerks, and NALC.   

 

2. AIMS  

The Communications Protocol aims to help Steyning Parish Council communicate effectively and 

impartially. 

 

3. GENERAL PRINCIPLES (COMMUNICATIONS WITH THE MEDIA AND MEMBERS OF THE PUBLIC) 

3.1 The Council's communications will be open and transparent in dealing with the media. 

The purpose of press releases is to increase public awareness of the Parish Council’s activities.  All press 

releases must be submitted by the Clerk, who will consult the Chair or Vice-Chair, or the Parish Council 

as the corporate body when drafting the press release. 

 

3.2 Proactive media releases will be issued to promote a decision or work of the Parish Council. 

Reactive press releases will be prepared and issued in response to a specific question or as a rebuttal to 

an article already published. Such statements should be dealt with in a timely manner. 

Other press releases will report the decisions and outcomes of the Council's activities and explain the 

reasons for them. 

 

3.3 The media may on occasions attempt to by-pass the Clerk; however, it is essential that all 

communications are coordinated and managed through the Clerk.  Where Parish Councillors are 

contacted direct by the media, they should refer them to the Clerk. 

 

3.4 The Parish Council occasionally works with partners, mostly from the public sector, and in these 

circumstances, their contribution should be acknowledged. 

 

3.5 Press reports from the Parish Council, its committees or working groups shall, in general, be sent 

from the Clerk or via the reporter’s own attendance at a meeting.  

 

3.6 Unless a Parish Councillor has been authorised by the Council to speak to the media on a particular 

issue, Parish Councillors who are asked for comment by the press should make it clear that any views 

they express are personal and request that this be clearly reported as their personal view. 
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3.7 Unless a Parish Councillor is absolutely certain that he/she is reporting the view of the Council, they 

must make it clear to members of the public that they are expressing a personal view. [The only clear 

way of being aware of the Council’s view is if the matter has been discussed at a Parish Council meeting, 

and a decision made on that item.] 
 

3.8 Press releases will not be used to comment on national political debates unless of specific relevance 

to this Parish Council. 
 

3.9 All media releases issued by the Council will include a quotation from the Chairman (or, in his/her 

absence, the Vice-Chairman, if there is one); if it is not possible to contact the Chairman or Vice-

Chairman a quotation will be attributed to the Chairman. 
 

3.10 The Clerk will usually be the first point of contact for the media; however, where it is appropriate 

for an elected Member to represent the Parish Council, the Chairman or Vice-Chairman shall be 

authorised as the official spokesperson for the Council. 
 

3.11 Individual Members will not be permitted to issue media releases on behalf of the Parish Council. 

In the restricted period before an election, commonly known as “purdah” media releases will not 

include quotes from Members who are due for re-election.  

 
4. PARISH COUNCIL CORRESPONDENCE 

4.1 The first point of contact for the Parish Council is the Clerk and it is to the Clerk that all 

correspondence for the Parish Council should be addressed. 
 

4.2 The Clerk should deal with all correspondence following a meeting. 
 

4.3 No individual Parish Councillor should communicate directly with companies/individuals with which 

the Parish Council has a contractual relationship.  
 

4.4 No individual Parish Councillor should be the sole custodian of any correspondence or information in 

the name of the Parish Council (or its committees/sub-committees). [In particular, Parish Councillors do 

not have a right to obtain confidential information/documentation unless they can demonstrate a “need 

to know”.] See 5.1 
 

4.5 All official correspondence should be sent by the Clerk in the name of the Parish Council, using 

Council letter-headed paper or by e-mail. 
 

4.6 Where correspondence from the Clerk to a Councillor is copied to another person, the addressee 

should be made aware that a copy is being forwarded to that other person. 
 

4.7 Correspondence sent on behalf of the Parish Council to Horsham District Council shall also be copied 

to the two District Councillors.  
 

4.8 Any emails to external parties, from the Parish Council, should make it clear at the end of the email 

that it has come from the Parish Council. 
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5. PARISH COUNCILLOR CORRESPONDENCE WITH EXTERNAL PARTIES 

5.1 The Clerk sends out the Council’s correspondence to other bodies, and correspondence from 

individual Parish Councillors, on Parish Council business, should be avoided; however, there may be 

exceptional situations when it is appropriate for a Parish Councillor to issue correspondence in his/her 

own name.  Such correspondence must be authorised by the Parish Council and the correspondence 

must make it clear that it has been written in an official capacity.  All such correspondence should be 

copied to the Clerk (see 4.4 and 4.5). 

 

6. AGENDAS FOR PARISH COUNCIL MEETINGS 

6.1 In accordance with Paragraph 1 (4) (a) of the Public Bodies (Admission to Meetings) Act 1960, 

agendas will be published no later than 3 clear days before a meeting (this excludes the day of 

publication and the day of the meeting – Saturdays are included within this calculation). 

 

6.2 Where the Clerk or a Parish Councillor wishes fellow Councillors to receive matters “for information 

only” in respect of items on the agenda, this will be circulated via the Clerk. 

Note: This applies to items on the agenda only.  Parish Councillors are entitled to share any other 

information they wish, with their colleagues. In these circumstances, it can be helpful for the Clerk to be 

copied in.  

 

7. GENERAL GUIDANCE 

7.1 Steyning Parish Council is apolitical.  There should be no material used which attempts to  promote 

the personal image of a particular Councillor, promote an individual Councillors’ proposals or 

recommendations, or personalise issues. Nor should the Council assist in the publication of any material 

which does any of the above. 

 

8. LEGAL MATTERS 

8.1 Defamation: This term covers libel (written) and slander (spoken) and relates to the publication of 

any untrue statement about a person which is damaging to their reputation.  

 

8.2 Data Protection: Avoid publishing the personal data and/or images of individuals unless their 

written permission has been obtained.  When e-mailing two or more recipients, be sure to ‘blind copy’ 

all recipients in order to avoid making the contact details of others available to all. 

 

8.3 Prejudice and Pre-determination: Councillors should avoid expressing prejudice or pre-

determination on any topic due to be discussed and agreed by the Parish Council.  

 

8.4 Copyright: Placing images or text on the website, from a copy-righted source without permission is 

likely to breach copyright. Avoid publishing anything unless permission has been granted. Breach of 

copyright may result in an award of damages against the Parish Council. 

 

8.5 Obscene Material:  It is a criminal offence to publish or access obscene material. 
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9. CODE OF CONDUCT IMPLICATIONS:   

 

9.1 Councillors may have a social media account on which they comment as both an individual and a 

Councillor.  It must at all times be made clear whether Councillors are posting as individuals or in their 

capacity as a Councillor.  Aspects of the Members’ Code of Conduct apply as much to on-line activity as 

they do to other written or oral communication. On-line content should be objective, balanced, 

informative and accurate. What is written on the Internet is permanent. 

 

9.2 Comments should be respectful and informative, never condescending or “loud”.  “Loud” is when 

capital letters are used.  Use sentence-case format. 

 

9.3 Refrain from posting controversial or potentially inflammatory remarks.  Language which could be 

deemed as offensive, especially in respect of race, sexuality disability etc. should not be published on 

any social media website. 

 

9.4 Avoid personal attack, on-line fights and hostile communications. 

 

9.5 Never use a member of public’s name unless you have permission. 

 

9.6 Respect the privacy of other Councillors and residents. 

 

9.7 Be aware not to publish anything which violates laws or regulations. 

 

9.8 In the main, Councillors have the same legal duties on-line as anyone else, but failure to comply with 

the law may have more serious consequences. Extra care needs to be taken for electoral campaigning 

and when writing on planning matters. 

 

9.9   The Parish Council Newsletter and Website will remain the main tools for the purposes of 

communicating information regarding the Parish Council’s activities.  

 

 

Adopted by Full Council 20th May 2024 
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  STEYNING PARISH COUNCIL COMPLAINTS PROCEDURE 

 

1.This Complaints procedure covers complaints from the public or outside bodies about the 

administration of the council or its procedures and  

2. does not cover complaints about an employee of the Council i.e. the Clerk, Deputy Clerk or 

Caretakers. All complaints about employees are dealt with internally as an employment matter.  

3. does not cover complaints about a Councillor acting or giving the impression of acting as such as 

these come under the jurisdiction of the Code of Conduct and are dealt with directly by the Horsham 

District Council  

4. does not cover local electors’ statutory right to object to the Council’s audit of accounts (s.16 

Audit Commission Act 1998) 

5. does not cover criminal activity which is the responsibility of the police  

 This Complaints Procedure is intended to deal with those complaints that cannot be satisfied by 

less formal measures or explanations provided by the Clerk or other Proper Officer or Chairman of 

the Council. 

In normal circumstances on receipt of a complaint the Clerk will: 

1. Consult with the Chairman/Vice Chairman of the Parish Council and/or the Chairman of the 

relevant committee. 

2. Draft a response to the complainant and agree its content with the responsible Chairman/Vice 

Chairman. 

3. A full written response to the complainant will then be sent by the Clerk. 

4. If the complainant is not satisfied with this response and wishes to pursue the matter further then 

the following procedure will apply: 

A Review will be undertaken by a review panel of the Council which will be nominated by the 

Chairman and Vice Chairman as and when required. This review group will be as independent as 

possible and will not comprise of members of the committee under whose jurisdiction the complaint 

falls unless the complaint relates to the full council.  

The name of the complainant will only be made known to the review panel.  

Review Procedure 

Before the meeting. 

1.The complainant should be asked to put the complaint about the Council’s procedures or 

administration in writing to the Clerk (if this has already been done, the complainant should be 

asked to give any further new explanation as to why the original response is not acceptable). 
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2. If the complainant does not wish to put the complaint to the Clerk or other proper officer, they 

may be advised to put it to the Chairman of the Council. 

3.The Clerk or the Chairman of the Council shall acknowledge receipt of the complaint and advise 

the complainant when the matter will be considered by the review panel established for the 

purposes of hearing the complaint. 

4) The complainant shall be invited to attend the meeting of the panel and bring with them a 

representative, (normally no more than 2 other persons), in exceptional circumstances, and with 

prior agreement of the Chairman, more representatives may accompany the complainant. 

5) 7 clear working days prior to the meeting, the complainant shall provide the Council with copies 

of any additional documentation or other evidence, which they wish to refer to at the meeting. The 

Council shall similarly provide the complainant with copies of any documentation upon which they 

wish to rely at the meeting 

.At the Review Meeting 

1. Chairman to introduce everyone. 

2. Chairman to explain procedure. 

3. Complainant (or representative) to outline grounds for complaint. 

4. Members to ask any question of the complainant. 

5. If relevant, Clerk or other proper officer to explain on behalf of the Council, the Council’s position. 

6. Members to ask any question of the Clerk or other Proper Officer. 

7.  Clerk or other Proper Officer and complainant to be offered opportunity of last word (in this 

order). 

8. Clerk or other Proper Officer and complainant to be asked to leave room while panel decides 

whether or not the grounds for the complaint have been made (if a point of clarification is 

necessary, both parties to be invited back). 

9. Clerk or other Proper Officer and complainant return to hear decision or to be advised when 

decision will be made. 

10. Any decision of the review panel will be final and will be reported at the next Full Council 

meeting 

After the Meeting 

1.The decision of the review panel will be confirmed to the complainant in writing within seven 

working days together with details of any action to be taken. 

 

NOTE: A log of any written complaints or compliments will be kept. 

Last Reviewed by Working Practices Group    19 February 2020 

Adopted by SPC Full Council 20th May 2024 
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                           Social Media Policy  

What is Social Media? 

'Social media’ is the term commonly given to websites and online tools allowing users to 

interact with each other in some way – by sharing information, opinions, knowledge and 

interests. This interaction can be through computers, mobile phones and tablets.  

Examples of social media websites include: 

• social networking (e.g. www.facebook.com) 

• video sharing (e.g. www.youtube.com) 

• blogs (e.g. www.london2012.com/blog) 

• micro-blogging (e.g. www.twitter.com) 

• wikis (e.g. www.wikipedia.org) 

• social bookmarking (e.g. www.delicious.com) 

• Commenting on online news sites (e.g. https://www.wscountytimes.co.uk/) 

Council Use of Social Media  

Principles  

NB The principles of this policy apply to parish councillors and Council staff and also apply to 

others communicating with the Steyning Parish Council (SPC) 

• SPC supports the appropriate use of social media as a means of publishing and 

promoting its work to a wider audience. 

• To support, guide and protect councillors and staff members with regards to their own 

privacy and professional reputations and the reputation of SPC. 

• Councillors should refrain from entering into online debates on the work of the SPC. 

• With the exception of placing vacancy advertisements, social media must not be used 

in the recruitment process for employees or councillors as this could lead to breaches 

of privacy, potential discrimination claims and also data protection issues 

• The use of social media does not replace existing forms of communication 

• The policy sits alongside relevant existing policies which need to be taken into 

consideration 

• SPC’s Code of Conduct applies to online activity in the same way it does to other 

written or verbal communication 

• Individual councillors and council staff are responsible for what they post either in a 

council or a personal capacity and should always make it clear in which capacity they 

are doing so. 

 

http://www.facebook.com/
http://www.youtube.com/
http://www.london2012.com/blog
http://www.twitter.com/
http://www.wikipedia.org/
http://www.delicious.com/
https://www.wscountytimes.co.uk/
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Advice for Councillors using Social Media 

The HDC Monitoring Officer’s advice concerning the criteria / threshold to look at with regard 
to when a member is acting in that capacity is : - 

• A member is acting in his or her capacity as a member when he or she is clearly 
conducting authority business, when attending authority meetings and 
functions, and when dealing with constituents as ward councillor. 
  

• A member is probably acting in his or her capacity as a member when 
blogging, tweeting, commenting in newsletters and the like and the member 
uses the word “councillor” or equivalent in a heading or by signature. 
  

• A member is probably acting in his or her capacity as a member when he or 
she makes use of information obtained as a member, especially if the 
information could not have been obtained elsewhere. 

 

Approved Council Social Media 

• Parish Council website www.steyningpc.gov.uk 

• In accordance with the SPC’s adopted standing orders, the Parish Clerk is the SPC’s 

nominated Press Officer authorised to issue press releases. No other member of staff (except 

for the Deputy Clerk deputising for the Parish Clerk) is permitted to issue public statements 

on behalf of SPC. 

Guidance for Councillors and Council Employees on the Use of Social Media 

• The key to whether a councillor’s online activity is subject to the Council’s Code of 

Conduct is whether they are, or even appear to be, acting in their  capacity as a 

councillor rather than as a private individual 

• If a councillor is not, or may not be, acting as councillor but in their private capacity 

then posting, hosting or moderating concerning council matters using social media 

could still amount to breach of SPC’s Dignity at Work Policy.  

• When using social media (including email) parish councillors and council staff must be 

mindful of the information they post in both a personal and council capacity and keep 

the tone of any comments respectful and informative. 

• Online content should be accurate, objective, balanced, informative and transparent, 

and all persons posting should know the terms of use on third party websites, e.g. 

Facebook  

• While councillors and council staff are free to communicate in appropriate contexts, 

they should be careful not to say anything that they would not be comfortable 

justifying at a public meeting 

• Be mindful that this information may stay in the public domain indefinitely. 
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Councillors and Council employees should: 

• not post in haste. 

• not hide their identity by using false names or pseudonyms. 

• not present personal opinions as those of the Council. 

• not publish an untrue statement about a person which is damaging to their reputation, 

as that could result in libel action against the Council or the councillor. 

• not post any information that infringes the copyright of others without obtaining 

permission, as it is likely to breach copyright laws. 

• not publish the personal data of individuals without having their express permission. 

• not say anything through social media (or indeed anywhere) when  involved in making 

any decisions which suggests  predetermination on an issue that is due to be formally 

decided on. 

• not use social media to make personal attacks or indulge in rude, disrespectful, 

inflammatory, offensive or defamatory comments. 

• not post offensive language.  

• comply with equality laws relating to race, sexuality, disability, age, gender, religion 

and belief. 

• not bully, harass or intimidate anyone – including not saying anything, particularly if it 

is part of similar comments about a person or on a theme, that might be construed as 

bullying or intimidation, whether the comments relate to a SPC employee, another 

councillor or anyone else. 

• not publish anything that could reasonably be perceived as bringing SPC in general 

into disrepute. 

• not disclose information given in confidence by anyone, or information acquired  

which it is believed, or ought reasonably to be aware is of a confidential nature.  This 

includes all internal emails unless the reverse is expressly stated. 

• not publish or report on conversations internal to SPC without permission. 

• not publish photographs or videos of minors without parental permission. 

• not conduct any online activity that violates laws, regulations or which constitutes a 

criminal offence.  

• not reference other organisations without their approval.  When making a reference, 

link back to the source where possible. 

• not publish SPC related information that is not already in the public domain, e.g. 

already available on the SPC’s website or disclosed at a meeting held in public. 

• not publish anything that would not be acceptable in the workplace. 

• not use SPC’s facilities for personal or political blogs. 
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Councillors and council employees should  

• set appropriate privacy settings for any blog or networking site where a councillor or 

employee is responsible as publisher, controller or moderator. 

• remove threatening, defamatory, obscene, abusive or inflammatory posts made by 

others as soon as possible to avoid the perception that such views are condoned, while 

councillors and employees should never make such postings themselves.  

• be aware that the higher the profile as a councillor or employee, the more likely it will 

be seen as acting in an official capacity when blogging or networking, hosting or 

moderating. 

• when using an SPC provided blog site or social networking area councillors and 

employees should ensure the facilities are used appropriately as any posts are likely 

to be viewed as made in an official capacity. 

• be aware that by publishing information that could not have been accessed without 

being in the  position of a councillor or employee they are likely to be seen as acting 

in an official capacity 

• When making political points they should be careful about being too specific or 

personal if referring to individuals. An attack on individuals may be seen as 

disrespectful or worse, whereas general comments about another party or genuine 

political expression is less likely to be viewed as disrespect. 

 

Code of Conduct 

SPC has adopted a Code of Conduct and if using  social media in an official capacity as a parish 

councillor, or when it may be being perceived to be acting in an  official capacity, any author 

should be mindful of the seven Nolan principles of the public life: selflessness, integrity, 

objectivity, accountability, openness, honesty and leadership. 

 If posting in a personal capacity it is important for any author to have proper regard to the 

Council’s Dignity at Work and Unacceptable Behaviour Policies. 

 

Last Reviewed by Working Practices Group                                    4 June 2020 

With minor amendments by Cllrs Tim Lloyd and Paul Campbell                        6 June 2020 

 

Adopted by SPC Full Council 20th May 2024 
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             Unacceptable Behaviour Policy 

1.Introduction 

1.1 This policy sets out the Council’s approach to dealing with unacceptable behaviour by members 

of the public  

It is anticipated the application will be minimal. However, the Council has a duty to safeguard its 

employees from unacceptable behaviour.   It will similarly protect its councillors 

2.Policy Aims 

2.1 SPC aims to: 

2.1.1 Deal fairly, respectfully and consistently with all. Employees of the Council and its councillors 

have the right to expect this to be reciprocal. 

2.1.2 Manage an individual’s contact with SPC’s employees and/ or councillors where it is considered 

that a person’s behaviour or actions are unacceptable. 

2.1.3 Ensure that employees and councillors each enjoy the same level of protection. 

3.Definition 

3.1 Unacceptable Behaviour 

3.2.1 This includes the use of language (oral or written - including on social media) or behaviour that 

may cause employees or councillors to feel afraid, threatened, abused, bullied or the subject of 

harassment.  Examples include threats, physical aggression, abuse, rudeness and the use of insulting 

and offensive remarks. Untrue or inflammatory statements and unsubstantiated allegations can also 

be abusive behaviour. 

3.2.2 The Council has a zero-tolerance policy with regards to racist, sexist, ageist, homophobic or 

other prejudicial conduct related to ‘protected characteristics’ as defined in accordance with the 

Equality Act (2010). 

4. Managing Unacceptable Behaviour 

4.1 A person should almost always be given an opportunity to rectify their behaviour.  

4.1.1 Employees or councillors should explain (through a third party if necessary) that they find 

someone’s behaviour or language unacceptable and allow the person a chance to remedy, moderate 

or change the behaviour. 

4.2 If the behaviour continues, employees and councillors should: 

• End telephone calls if the caller is considered aggressive, abusive or offensive.  

• Report the matter to the Clerk to decide whether the police need to be contacted or to 

consider how to manage contact with the person. 

• Refuse to meet with someone/take a telephone call  

• Block an email address 

• Ask the person to leave the premises. 
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4.3 It may be appropriate to manage an individual’s contact with the Council. This is a very serious 

step.  Accordingly, the Policy must not be implemented by the Clerk without first consulting with the 

Chairman of the Council and in most cases securing a formal resolution from the F and GP 

Committee. 

4.4.1 After proper consultation, the Clerk may be authorised by the F and GP Committee or Full 

Council to write to the perpetrator advising them of the way(s) in which contact with employees 

and/or councillors will be restricted. The perpetrator will be advised of the period the restriction(s) 

will be in place - which in exceptional cases may be indefinite. 

4.4.2. The following are examples of possible restrictions.  The list is not exhaustive: 

• Restricting telephone calls to specified days/times/duration. 

• Requiring any personal contact to take place in the presence of an appropriate witness. 

• Requiring contact to take place with one named member of staff or councillor only. 

• Requiring contact to take place in a specified process or manner, for example, only by 

telephone, only by email, or only by letter. 

• Informing the perpetrator that the Council will not reply to or acknowledge any further 

contact from them on the specific topic (in this case, a designated member of staff should be 

identified who will read future correspondence). 

• Restricting the perpetrator from making contact by telephone except through a third party, 

for example, a solicitor, a councillor or a friend acting on their behalf. 

• Restricting the perpetrator from sending emails to an individual and/or all council 

officers/councillors and insisting they only correspond by letter or in an identified way. 

• Restricting the perpetrator from using certain council’s services, for example The Steyning 

Centre or Council owned open spaces such as allotments.   

• Restricting the perpetrator from entering any Council building except by appointment.  

 

4.4.3 Where restrictions are not complied with or where the behaviour may threaten the immediate 

safety and welfare of others the Council may report the matter to the police or take other 

safeguarding action including proceedings in the civil courts. In such cases the Council may not give 

the perpetrator warning of the action to be taken. 

5. Appealing and Reviewing a Decision to Manage Contact 

5.1 It is important that a person has an opportunity to appeal a decision to manage contact. Any 

appeal should be made in writing to the Clerk.  The appeal should be made within ten working days 

of the decision to manage contact unless there are exceptional circumstances as to why an appeal 

cannot be raised within this timeframe.   The procedure to be adopted thereafter will be the same as 

the review procedure in the SPC Complaints Policy and will be undertaken by a panel of councillors. 

5.2 A decision to manage contact may be reconsidered if the perpetrator demonstrates a more 

acceptable manner or if the circumstances that led to the original decision have changed. 

 

Last Reviewed by Working Practices Group                                  4 June 2020 

Adopted by SPC Full Council 20th May 2024 



     Overarching Protocol for Councillors’ Personal and Official Conduct 

    Including Social Media, Emails and Meetings 

Purpose 

The Code of Conduct and its sanctions applies only when a councillor is, or appears to be, acting as 

such.   

In contrast, this Protocol offers guidance to conduct which may not be regulated by the Code, but is 

distressing to staff, other councillors, or members of the public and/or the conduct risks bringing the 

Council or the councillor into disrepute. 

Dignity at Work 

The Council has an adopted Dignity at Work Policy. This applies to everyone, including staff, 

councillors and members of the public. 

 It applies to all interactions including social media, emails and meetings. 

Depending on the circumstances, an alleged breach of this can be dealt with as: - 

• a grievance (by a member of staff only)  

• a disciplinary issue (against a member of staff only)  

• a Code of Conduct issue (against a councillor acting or giving the impression of acting as 

such); or 

• under SPC’s Unacceptable Behaviour Policy (against a member of the public). 

Please refer to SPC’s Dignity at Work Policy and to SPC’s Unacceptable Behaviour Policy for details of 

the procedures and potential consequences. 

Social Media Policy 

The Council has an adopted Social Media Policy.  Breach of its principles may give rise to a breach of 

the Dignity at Work policy and hence to a Code Complaint. 

Email Policy 

The Council has an adopted Email Policy.  Breach of its principles may also give rise to a breach of 

the Dignity at Work Policy and hence to a Code Complaint. 

 

Last Reviewed by Working Practices Group                                               4 June 2020 

Adopted by SPC Full Council 15th May 2023 
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                      STEYNING PARISH COUNCIL  
 HEALTH AND SAFETY POLICY  

 
1. GENERAL STATEMENT OF POLICY 

 
1.1 Our policy is to provide and maintain safe and healthy working conditions, equipment 

and systems of work for all our employees, and to provide such information, instruction, 
training and supervision as they need for this purpose. 
 

1.2 The allocation of duties for safety matters and the particular arrangements which we will 
make to implement the policy are set out below. 

 

1.3 The policy will be kept up to date, particularly as the Council's activities change in nature 
and size. To ensure this, the policy, and the way in which it has operated will be reviewed 
every year by the Full Council.   
 

1.4 Although risk assessment is a continuing process, it shall form part of the Council’s annual 
review. 

 
2. RESPONSIBILITIES 

 
2.1 Overall and final responsibility for health and safety in the Council and for compliance 
with the Health and Safety at Work etc. Act and Regulations made under the Act and the 
Occupiers Liability Act is that of Steyning Parish Council. The Clerk is responsible for this policy 
being carried out at all the Council's premises and the Deputy Clerk will be responsible as 
his/her designated duties. 
 

2.2 The following supervisors are responsible for safety in particular areas: 
 

Supervisor Area Any Special Responsibility 
 

Deputy Clerk Steyning Centre 
 

 

Caretaker MPF Changing Rooms 
 

 

2.3 All employees have the responsibility to co-operate with supervisors and managers to 
achieve a healthy and safe workplace and to take reasonable care of themselves and others. 
 

2.4 Whenever an employee, supervisor or manager notices a health or safety problem which 
they are not able to put right, they must tell the appropriate person named above. 
 

2.5 Consultation between management and employees is provided by immediate day to day 
discussion with the Clerk. 
 

2.6 The Accident Record Book is kept in the Steyning Centre Office. 
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3. FIRST AID 
 
3.1 First Aid boxes are located as follows: 
 

Box 1: The Steyning Centre Office 
 

3.2 Appointed persons responsible for boxes are: 
 

Box 1: The Deputy Clerk 
 

4. FIRE SAFETY 
 

4.1 Fire extinguishers shall be visually inspected monthly in the Steyning Centre by the Deputy 
Clerk. Fire extinguishers shall be maintained annually. 
 
4.2 The fire alarm system at the Steyning Centre shall be tested monthly by the Deputy Clerk. 
A fire drill shall be held annually at the Steyning Centre. Annual electrical certificates shall be 
obtained on all Council occupied premises. 
 
4.3 Fire exits shall be kept free from obstructions. 
 
4.4 Notices shall be displayed giving directions for the evacuation of buildings in the event of 
fire. 
 
5. TRAINING 

 
5.1 The Parish Clerk has overall responsibility for training. 
 
6. GENERAL ADVICE 

 
6.1 General advice to all employees is attached. 
 
7. SPECIFIC POLICIES / RISK ASSESSMENTS 

 
Policies for particular premises and activities are attached as Annexes as follows:- 
 

1. Use of the Steyning Centre and Offices 
 

2. Use of MPF and changing rooms 
 

3. Use of the allotments 
 

4. Use of the public toilets and bus shelter. 
 

5. Caretaking and Cleaning – staff are provided with the following: 
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5.1    HSE Manual Handling at Work Guidance 
5.2    HSE Working at Height Guidance 
5.3    HSE Safe use of Ladders and Stepladders Guidance 
5.4    HSE Preventing Slips and Trips at Work Guidance 
5.5    HSE COSHH Guidance – Storing Chemical Products (small scale) 
5.6    HSE COSHH Guidance - Manual Cleaning and Disinfecting Surfaces. 
5.7    A Caretakers Products COSHH Guide is held in the office. 

 
8. EMPLOYMENT OF CONTRACTORS 
 
8.1 The notes to be given to contractors are attached. 
 
9. REPORTING AND RECORDING ACCIDENTS 

 
9.1 Accidents shall be reported to the Deputy Clerk who will record them in the Accidents 
Record Book. 
 
10. SMOKING 

 
10.1 Smoking is not allowed anywhere in the Steyning Centre, its offices or any other premises 
owned and managed by Steyning Parish Council. 
 
 

OFFICES 
 
1. HEATING, LIGHTING AND VENTILATION 

 
a) Temperature must reach a minimum of 60.8 degrees F after the first hour of working 

time and be maintained between 60.8 degrees F and 68 degrees F throughout the 
working day. 
 

b) Free standing heaters must not be used unless specifically authorised. When these are 
so authorised, they must comply fully with Fire Regulations and the area around them 
must be kept clear of any paper or other flammable materials and be sited away from 
desks and chairs. 

 
c) Office lighting. Desks should be placed to gain the maximum amount of light. Free-

standing desk lights should be avoided or placed so as to minimise the danger of 
trailing electrical leads. 

 
2. ELECTRICAL EQUIPMENT 

 
a) All electrical equipment shall be inspected in accordance with the Electricity at 

Work Regulations 1989 (SI 1989/635). 
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b) Mains must not be overloaded. It is important that the correct socket outlet and 
plug top face (where these are available) is used for each item of electrical 
equipment. 

c) 13 amp plugs can be used for appliances with a loading capacity maximum of 13 
amps. Plus fuses must be fitted to suit current load of the equipment being used, 
e.g. desk lamp, calculator, typewriter: 3 amp fuse; 2-bar heater, kettle: 13 amp fuse. 
Fuses are available with ratings of 3, 5, 7, 10 and 13 amps. The current load is 
normally shown on the item of equipment. When in doubt, do not guess, seek 
qualified advice. 

 

d) Only electrical equipment provided by the Council should be used and electric 
points must not be overloaded by means of multi-adaptors. All mains should be 
switched off when not in use, and plug tops removed from sockets overnight and 
at weekends.  All equipment used in the Steyning Centre should be PAT tested.   

 

e) Leads from points for various desk uses should not present a hazard by trailing 
across areas of access. Extension leads are for temporary use only and should not 
exceed 10 feet in length. All temporary extension leads must be secured to the floor 
with the appropriate hazard tape. 

 

f) Defective equipment must never be used. Staff should not attempt to effect repairs 
to electrical equipment, unless competent to do so. 

 
3. FURNITURE, FITTINGS AND EQUIPMENT 

 
a) Heavy equipment and furniture must not be moved by individuals. 

 
b) Office equipment whether manually or electrically operated, must not be used by 

unauthorised, untrained personnel. 
 

c) Filing cabinets should always have sufficient weight in the bottom drawer to prevent 
the cabinet from tipping when a full top drawer is opened. Filing cabinet and desk 
drawers must always be closed immediately after use. Drawer filing cabinets should 
be inspected at least every six months to ensure correct loading and smoothness of 
operation, with particular regard to the effectiveness of the drawer stops. Damaged 
or defective cabinets must not be used. 
 

d) High shelves should only be reached through the use of steps provided for that 
purpose. It is dangerous to stand on desks and chairs, particularly those fitted with 
castors and this should be avoided at all times. 

 
4. FIRE PRECAUTIONS 

 
a) All staff must be fully conversant with the "Fire Alert" system displayed in the 

offices. 
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b) Emergency exits, corridors, landings and staircases must be kept clear at all times. 
 

c) Flammable materials must not be stored, even for a temporary period, in the offices 
or corridors, unless the storage is in a fire-resistant structure such as a metal 
cupboard or bin, clearly marked "Flammable Materials". 

 

d) Wastepaper bins must be of Fire-resistant construction and be emptied each day. 
 

e) In the case of a fire emergency and the evacuation of the building, the meeting 
point will be the Fletchers Croft car park. 

 
 

GROUNDS MAINTENANCE  
 
1. Only contractors or authorised members of staff, who have received training and 

instruction in the operation of machinery and equipment may do so. 
 

2. All dangerous moving parts of machinery must be guarded. Guards must not be removed 
except for the purpose of repair and maintenance. All machinery must comply with 
statutory regulations for guarding and use. 

 
3. The engines of any motorised equipment must be stopped before any inspection or 

adjustment is carried out. In the case of electrically operated machines the plug lead must 
be disconnected. 

 
4. Children must not be allowed to play in an area where machinery is in use. Machinery 

must not be left unattended where children (or others) may interfere with them. 
 

5. Stones and similar objects must be cleared from the path of equipment to prevent such 
objects being projected from machinery. 

 

6. Fuel tanks must only be filled in the open, with the engine stopped. No risk of naked 
flames, or smoking is allowed in the vicinity of a fuel tank or storage can.  Fuel may only 
be stored in a safety can of a type approved, and in a store designated by the Fire Officer. 

 

7. The manufacturer’s instructions regarding the safe use of chemicals must be adhered to. 
 

8. Appropriate protective clothing such as gloves and overalls, face masks and boots must 
be used when operating with machinery and chemicals including herbicides and 
pesticides. 

 

9. Ladders and stepladders must be in good condition and free from defects and securely  
positioned at all times when in use. 
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ROOM HIRERS 
 
All persons hiring rooms must be given a copy of the Health & Safety Policy and must sign 
a copy to confirm that they understand and will comply with the policy. The signed copy 
will be retained by the Clerk 
 
It is the responsibility of hiring the room to ensure that they acquaint all the users of the 
room with the exits and meeting point in case of an emergency.  
It is the responsibility of the person hiring the room to ensure that all users have exited 
the room safely during an emergency and are accounted for. 
 
 

Agreed and adopted by Steyning Parish Council – 20th May 2024 
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                     Staff Grievance Policy 

 

1. PURPOSE AND SCOPE 

It is the policy of the council to give employees the opportunity to air and seek redress for any 

individual employment grievance which they may have. Grievances may be any concerns, problems 

or complaints employees wish to raise with the council. This document describes the procedure 

which aims to facilitate a speedy, fair and consistent solution to an individual employee’s 

employment grievance. This procedure is produced in line with the ACAS Code of Practice 2009 as 

set out in the Employment Act 2008. 

 

2. PRINCIPLES 

a) At every stage in the procedure the employee will be given the opportunity to state his or her 

case before any decision is made. 

b) Grievances will be dealt with promptly and consistently 

c) At all formal stages the employee will have the right to be accompanied by a work colleague or 

trade union representative during the Grievance Hearing. 

d) An employee will have the right to appeal against any outcome of a Grievance Hearing. 

e) At no time will an employee be penalised or victimised for having raised a Grievance against the 

council 

 

3. PROCEDURE 

3.1 Wherever possible, any grievance should be raised informally with the employee’s line manager, 

or if this is inappropriate with the Chairman.  In the case of the Clerk to the council raising a 

grievance this should be directed to the Chair of the council unless the complaint is about the Chair 

in which case another Member can be identified to handle the Clerk’s concerns.  The recipient of the 

grievance from a clerk should share the grievance with the relevant committee established to handle 

employment matters and the issues should be treated with discretion and confidentiality at all 

times. 

3.2 Written Statement: If the employee does not consider it appropriate to raise the grievance 

informally, or if requested by the person the employee spoke to informally, then the employee 

should submit a formal grievance in writing to their line manager, or if this is inappropriate to the 

next level of management.   
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3.3 Meeting or Hearing: Generally, within a reasonable period of time e.g. five working days of 

receipt of a written complaint, the line manager or Chair of the appropriately convened committee 

or hearing panel will arrange a meeting with the employee. The Hearing Manager will endeavour to 

make the meeting arrangements mutually convenient and will arrange a confidential location, free 

from interruptions. The manager will investigate the substance of the complaint and hear 

submissions from the employee concerned together with such other submissions or evidence as 

he/she shall consider appropriate and take such steps as s/he shall consider necessary to resolve the 

issue raised.  It may be necessary to adjourn the meeting in order for an investigation to take place.  

Careful consideration of the evidence and the necessary steps required to resolve the problems will 

be given to the grievance.  The employee may call witnesses by prior arrangement with the panel.   

There is no right for a Member or employee implicated in an employee’s grievance to cross examine 

the aggrieved during a grievance hearing but the panel may wish to make its own investigations 

through interviewing these individuals and/or other witnesses separately.  The Panel may ask the 

employee what he or she would like to happen as a result of raising the grievance and bear this in 

mind when preparing the response. 

 

3.4 Response: The Hearing Manager will advise the decision to the employee in writing and, where 

appropriate, include an action plan to assist in the resolution of the problem.   Councils which handle 

internal disputes effectively generally consider the options and costs in a timely fashion, then agree 

and publicise the workable solutions, monitor, review and learn from the experience.  There may be 

some value in exploring Mediation as a way in which to resolve differences between two parties.  

The SLCC can advise on approaches and bodies which may be able to assist (nb external 

organisations may levy a fee for such services) 

 

3.5 Appeal: If the employee is dissatisfied with the decision of the line manager on his/her 

complaint, he/she may appeal against the decision to the Chair/Mayor or other elected Member by 

written notice within five working days of the decision.  An Appeal may be raised if: 

 

▪ The employee thinks the finding, or action plan, is unfair 

▪ New evidence has come to light 

▪ The employee thinks that the procedure was not applied properly 

 

On receipt of the appeal the council’s Appeals Panel shall arrange to meet and consult with the 

employee, the line manager or Members concerned and any other persons, as s/he shall consider 

appropriate without unreasonable delay. The Appeal Hearing Chair shall consider the issues and 

shall then take all such steps, as s/he may consider necessary to resolve those issues. Where the 

council’s Chair or Mayor has chaired the initial grievance meeting the Vice Chair or Chair of another 

committee will hear the appeal as a hearing manager the decision of the Appeal Hearing will be final.  

The council will need to ensure that the Members involved in the hearings are able to act impartially 

and reasonably at all times.  The outcome of the appeal should be conveyed to the employee in 

writing in a timely manner. 
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3.6 Bullying or Harassment: If a grievance concerns alleged bullying or harassment the matter 

should be reported promptly to the employee’s Line Manager, or another manager/Member if more 

appropriate, with an indication of the required action. The complaint will then be investigated and 

any action taken and any resolution achieved will be reported back. If the solution is not satisfactory 

to the complainant, the matter will be discussed further and, if appropriate, an alternative solution 

agreed. The decision at this stage will generally conclude the enquiry. If a further appeal or review is 

available the employee will be notified.  As a result of an investigation into a claim of harassment 

disciplinary action may be instigated against any alleged perpetrators of the action or in the case of 

alleged perpetrators being elected Members a Code of Conduct complaint lodged by the council 

through the Standards process/Ombudsman in Wales 

Refer to the Dignity at Work/Bullying and Harassment Policy for further details 

 

3.7 Right to be Accompanied: At any formal stage of the procedure an employee may be 

accompanied by a fellow employee of their choice or their trade union representative or official of a 

trade union (appropriately accredited) but as this is an internal procedure, they will not be entitled 

to be accompanied by any external supporter e.g. partner, parent, solicitor etc.  This right to be 

accompanied is enshrined in the Employment Relations Act 1999.  To exercise this right the 

employee should make a reasonable request.  The companion will be allowed to address the 

hearing, put and sum up the employee’s case, respond to views expressed at the hearing and to 

confer with the employee during the hearing (sometimes in an adjournment) but is not allowed to 

answer questions on the employee’s behalf, address the hearing if the employee does not wish it or 

prevent the employer from explaining their case. 

 

3.8 Hearing Panels 

The SLCC advise that councils establish hearing panels to hear disciplinary and grievance hearings on 

an annual basis so that if a dispute does arise in the workplace the elected members involved are 

already trained and briefed on their duties as a hearing or appeal panel member.  In situations 

where individual members are implicated in the dispute or have undertaken an investigatory role 

then they will need to be substituted as panel members. 

 

3.9 Confidentiality: So far as is reasonably practicable, the council will keep any grievance or 

complaint of harassment confidential between the manager or Member investigating the grievance 

or complaint, the employee and the person about whom the grievance or complaint is made. If it is 

necessary to investigate the matter with any other employee or person, the employee will be so 

advised. 

 

3.9 Record Keeping: In all cases, written records of the nature of the grievance raised, the 

employer’s response, action taken (with reasons), details of any appeal and subsequent 

developments will be retained and kept in accordance with the Data Protection Act 1998. 
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3.10 Grievances raised during Disciplinaries 

In some circumstances when a disciplinary process has commenced an employee chooses to 

exercise his/her right to raise an internal grievance about the employment relationship with the 

council or individual Members.  The SLCC recommends, in line with ACAS advice, that disciplinary 

matters are placed on hold until grievances have been aired and actions towards a resolution have 

been progressed.  In exceptional circumstances it is pragmatic to deal with the two disputes 

concurrently but SLCC would advise caution and specialist advice should be sought if this arises. 

 

4. GETTING IT WRONG 

Following the repeal of the 2004 Dispute Resolution regulations employees no longer HAVE to raise 

a grievance before going to an employment tribunal.  However, establishing a mechanism for 

differences and disputes to be resolved internally can often allow the employment relationship to 

continue.  Failure to follow the ACAS Code of Practice (available at www.acas.org.uk) when dealing 

with grievances can lead to an Employment Tribunal awarding an uplift of an award against the 

council of up to 25%.  Tribunals dealing with constructive dismissal and discrimination claims are 

particularly interested in whether the employer followed a procedure when dealing with an internal 

dispute and whether the employer acted fairly and reasonably.  One way in which to avoid such a 

penalty is to have an agreed procedure, communicate that procedure to staff and Members, revisit 

and review the procedure regularly and have some training for those who are expected to operate 

the procedure. 

 

Adopted by SPC Full Council on 20th May 2024 

 

http://www.acas.org.uk/


 
 

Steyning Parish Council 
 

Staff Discipline Policy 
 

 

PURPOSE AND SCOPE 

 

This procedure is designed to help and encourage all council employees to achieve and 

maintain high standards of conduct whilst at work or representing the council. The aim is to 

ensure consistent and fair treatment for all. This procedure is prepared in accordance with 

the dismissal and dispute resolution procedures as set out in the Employment Act 2008 and 

the ACAS Code of Practice APR 2009 

 

PRINCIPLES 

 

a) No disciplinary action will be taken against an employee until the case has been fully 

investigated 

b) At every stage in the procedure the employee will be advised of the nature of the 

complaint against him or her and will be given the opportunity to state his or her case 

before any decision is made. 

c) At all formal stages the employee will have the right to be accompanied by a trade union 

representative or work colleague during the disciplinary interview. 

d) No employee will be dismissed for a first breach of discipline except in the case of gross 

misconduct when the penalty of dismissal without notice or payment in lieu of notice may 

be applied. 

e) An employee will have the right to appeal against any disciplinary penalty imposed. 

f) The procedure may be implemented at any stage if the employee’s alleged misconduct 

warrants such action. 

 

THE PROCEDURE FOR MISCONDUCT and GROSS MISCONDUCT  

 

3.1.1 The following list provides examples of misconduct which will normally give rise to 

formal disciplinary action: 

 

• Unauthorised absence from work  

• Persistent short-term and/or frequent absences from work without a medical 

reason 

• Lateness for work or poor time keeping  

• Inappropriate standard of dress 

• Minor breaches of Health and Safety or other Society rules or procedures 

• Failure to perform your job to the standard expected or in line with your job 

description/objectives 



• Time wasting 

• Disruptive behaviour 

• Misuse of the council’s facilities (e.g. telephones, computers, email or the 

internet) 

• Refusal to carry out reasonable requests or instructions  

• Smoking in unauthorised areas  

• Failure to follow an agreed council Procedure 

 

This list is not exhaustive and offences of a similar nature will result in disciplinary action 

being instigated N.B. persistent or frequent absence on medical grounds and long term 

sickness absence will be dealt with using a procedure for Incapacity, which is described in 

the Absence Policy. 

 

3.1.2 The following list provides examples of offences which are normally regarded as gross 

misconduct: 

 

• Theft, fraud, deliberate falsification of records, or other acts of dishonesty  

• Fighting, assault on another person 

• Deliberate damage to property of the council, its workers or members 

• Gross incompetence in the conduct of work 

• Gross negligence which results in the council or employees being put at risk. 

• Being under the influence of illegal drugs or excessive alcohol 

• Acts of incitement towards or actual acts of discrimination, harassment or 

victimisation including on the grounds of sex, race, colour, ethnic origin, disability, 

sexual orientation, age, religion or belief 

• Serious acts of insubordination 

• Serious breach of duty to keep information of the council, its service providers and its 

clients confidential 

• Unauthorised entry to computer records 

• Serious breach of the council’s Security Policy, Health & Safety Policy, Confidentiality  

or e-mail and Internet Policy 

• Any action, whether committed on or off the premises, that is likely to or does bring 

the council into disrepute 

• Serious negligence which causes or might causes significant loss, damage or injury 

• Accepting bribes or incentive payments from suppliers 

• Unauthorised use of Society funds or credit 

• Working with an external agency to provide information which would be detrimental 

to and cause commercial risk to the council. 

 

This list is not exhaustive and other offences of a similar gravity will result in disciplinary 

action being instigated at Gross Misconduct level which carries a potential penalty of 

dismissal.  Gross Misconduct is generally any conduct which places extreme pressure on 

the mutual trust which exists in an employment relationship. 

 

3.2 INFORMAL ACTION 

Minor misconduct will be dealt with informally usually in a confidential one-to-one meeting 

between the employee and line manager.  In the case of the Clerk being the individual 

against whom there is a complaint or allegation the matter should be handled discreetly by 

members of the Staffing (or similar) committee and involve an informal meeting initially.  



However, where the matter is more serious or informal action has not brought about the 

necessary improvement the following procedure will be used: 

 

3.3 FORMAL ACTION 

3.3.1 The level of warning you may receive for misconduct/gross misconduct will depend on 

how serious the council considers the alleged actions to be and your previous conduct in all 

the circumstances.  In the event of alleged gross misconduct the formal process may 

commence at Stage 4 –see 3.4 below. 

 

3.3.2 Disciplinary Letters 

If there is a concern about an employee’s conduct or behaviour then a letter will be given to 

the employee advising him/her of the allegation(s) and reasons why this is unacceptable. 

The letter should invite the employee to attend a meeting at which the alleged misconduct 

will be discussed and will inform the employee of their right to be accompanied to the 

meeting.  The letter will specify at which stage the disciplinary procedure is being invoked 

(see 4 stages below) and if invoked at Stage 4 for Gross Misconduct the letter will warn that 

a potential outcome could be dismissal.  The time, date and venue of the meeting will also 

be advised.  Any documents to be produced at the meeting will also be provided. 

 

3.3.3 Disciplinary Meetings 

The time and location of a disciplinary meeting should be agreed with the employee and it 

should be held in a private location with no interruptions.  This will normally be without undue 

delay but allowing the employee to prepare their case e.g. within 5 days of the letter being 

sent, where practically possible.  At the meeting the manager (or in the case of the Clerk 

being disciplined, the Chair of the hearing panel) will state the complaint against the 

employee and go through the evidence which has been gathered.  The employee will also 

be allowed to ask questions, present evidence and call witnesses if advance notice has been 

given that they will do so. 

 

If the employee is unable to attend the meeting due to unforeseeable reasons out of their 

control (e.g. illness) then the council will reasonably rearrange the meeting.  However, if the 

employee fails to attend the meeting without good reason the meeting can be held in the 

employee’s absence. 

 

3.4 OUTCOMES AND PENALTIES 
 

Stage 1 - Oral Warning 

 

In the instance of a first complaint that conduct does not meet acceptable standards, the 

employee will normally be given a formal ORAL WARNING. He or she will be advised of;  

• the reason for the warning,  

• that it is the first stage of the disciplinary procedure,  

• the improvement that is required and the timescales for achieving this improvement, 

• together with a review date and any support available (where applicable) and  

• his or her right of appeal.  

A brief note of the oral warning will be kept but it will be spent after 6 months, subject to 

satisfactory conduct. 

 

 

Stage 2 - Written Warning 



 

If the offence is a serious one, or if further to previous formal disciplinary action, a WRITTEN 

WARNING will be given to the employee by the Line Manager. This will give details of the 

complaint, the improvement required and the timescale. It will warn that action under Stage 3 

will be considered if there is no satisfactory improvement and will advise of the right of 

appeal. A copy of this written warning will be kept on file but it will be disregarded for 

disciplinary purposes after 12 months subject to satisfactory conduct.. 

 

Stage 3 – Final Written Warning 

 

If there is still a failure to improve and conduct or performance is still unsatisfactory, or the 

misconduct is sufficiently serious, a FINAL WRITTEN WARNING will normally be given to 

the employee. This will give details of the complaint, will warn that dismissal will result if 

there is no satisfactory improvement and will advise of the right of appeal. A copy of this final 

written warning will be kept by the Line Manager (or in the case of the Clerk being disciplined 

by the Chair of the Hearing Panel) but it will be spent after 12 months (in exceptional cases 

the period may be longer) subject to satisfactory conduct. 

 

Stage 4 – Dismissal or other sanctions 

If conduct is still unsatisfactory and the employee still fails to reach the prescribed standards, 

or where the Society reasonably believes Gross Misconduct has occurred, DISMISSAL may 

result. Only the appropriately convened hearing panel can take the decision to dismiss an 

employee. The employee will be given a written statement of allegations against him/her, 

invited to a meeting and then be notified in writing of the reasons for the decision taken at 

the hearing.  Penalties at this stage may include dismissal with notice or summary dismissal 

(i.e. without any notice), Final Written Warning with/without demotion, loss of pay or loss of 

seniority.  If dismissal is the outcome, the employee will be advised of the date on which 

employment will terminate.  In all cases the employee has a right of appeal. 

Very exceptionally, if an offence of Gross Misconduct is extremely serious an employee can 

be dismissed immediately without a meeting.  In this situation a letter setting out reasons for 

dismissal would be sent to the employee offering the opportunity for an appeal hearing. 

 

3.5 SUSPENSION 

 

If you are accused of an act of gross misconduct, you may be suspended from work on full 

pay while the council investigates the alleged offence.  Only the appropriately convened 

committee has the power to suspend. This enables a swift and thorough investigation to 

occur.  Whilst suspended pending disciplinary investigation regular contact with a nominated 

person at the council will be maintained although access to premises, equipment or systems 

may be denied.  The Investigator who compiles evidence for the disciplinary hearing must 

play no part in the subsequent decision-making to ensure impartiality.  Councils need to 

consider the implications of such arrangements on its hearing and appeal panel plans early 

on in the disciplinary process. 

 

 

3.6 APPEALS 

 



The Appeals stage of the disciplinary process is part of the Code of Practice to which an 

employee has a right.  It can be exercised after any of the stages of disciplinary action for 

Misconduct/Poor Performance or Gross Misconduct. 

 

An employee who wishes to appeal against a disciplinary decision should inform the 

Chair/Mayor (or Chair of the relevant committee) within five working days, in writing and 

giving reasons for the appeal. An Appeal may be raised if: 

▪ The employee thinks the finding or penalty is unfair 

▪ New evidence has come to light 

▪ The employee thinks that the procedure was not applied properly 

. 

Where possible the Appeal will be heard by a separate panel of elected members who have 

not been involved in the original disciplinary hearing, who will view the evidence with 

impartiality.  The employee will have the right to be accompanied by a colleague or 

accredited Trade Union official or lay member at the appeal hearing.  The outcome of the 

appeal and reasons for it will be advised to the employee as soon as possible after the 

meeting and be confirmed in writing.    At the Appeal hearing any disciplinary penalty 

imposed will be reviewed but it cannot be increased.  The decision taken at the Appeal 

hearing will be final. 

 

3.7 THE RIGHT TO BE ACCOMPANIED 

 

At each formal stage of disciplinary interview an employee has the right to be accompanied 

and can make a reasonable request for such a person to accompany them.  An employee 

can ask any other employee or a trade union representative or an appropriately accredited  

official employed by a trade union to accompany them, to give support and help them 

prepare for the disciplinary interview.  This right is enshrined in the 1999 Employment 

Relations Act.  As this is an internal process there is no provision to have any external 

person accompany or represent an employee e.g. partner, parent, solicitor etc.  the 

companion can address the hearing, put and sum up the employee’s case, respond on 

behalf of the worker to any views expressed at the meeting, confer with the employee.  The 

companion cannot however answer questions on the employee’s behalf or address the 

hearing if the employee does not wish him/her to or prevent the employee explaining their 

case. 

 

3.8 HEARING PANELS 

The SLCC advise that councils establish hearing panels to hear disciplinary and grievance 

hearings on an annual basis so that if a dispute does arise in the workplace the elected 

members involved are already trained and briefed on their duties as a hearing or appeal 

panel member.  In situations where individual members are implicated in the dispute or have 

undertaken an investigatory role then they will need to be substituted as panel members. 

 

3.9 NOTE-TAKING 

It is highly recommended that a note-taker be provided to every meeting/hearing which 

arises as a result of a disciplinary process as Employment Tribunals are particularly keen to 

view contemporaneous notes of events which have led to an employment dispute.  Councils 

will need to give this requirement careful consideration in order to respect employee 

confidentiality. 

 



3.10 GRIEVANCES RAISED DURING DISCIPLINARIES 

In some circumstances when a disciplinary process has commenced an employe chooses to 

exercise his/her right to raise an internal grievance about the employment relationship with 

the council or individual Members.  The SLCC recommends, in line with ACAS advice, that 

disciplinary matters are placed on hold until grievances have been aired and actions towards 

a resolution have been progressed.  In exceptional circumstances it is pragmatic to deal with 

the two disputes concurrently but SLCC would advise caution and specialist advice should 

be sought if this arises. 

 

 

3.11 CRIMINAL CHARGES OR CONVICTIONS 

If an employee is charged with or convicted of a criminal offence this does not automatically 

give rise to a disciplinary situation.  Consideration needs to be given to how a charge or 

conviction may affect an employee’s ability to undertake his or her job duties and their 

relationships with the employer, colleagues, subordinates or customers. 

 

4. GETTING IT WRONG 

Failure to follow the ACAS Code of Practice (available at www.acas.org.uk) can lead to an 

Employment Tribunal awarding an uplift of an award against the council of up to 25%.  

Tribunals dealing with unfair dismissal claims are particularly interested in whether the 

employer followed a procedure and whether the employer acted fairly and reasonably.  One 

way in which to avoid such a penalty is to have an agreed procedure, communicate that 

procedure to staff and Members, revisit and review the procedure regularly and have some 

training for those who are expected to operate the procedure. 

 

 

Adopted by Full Council 20th May 2024 
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                EQUALITY POLICY 

 
 

LEGAL POSITION 
 
It is unlawful to discriminate against an individual on the following grounds: 
 

• age 
• disability 
• gender reassignment 
• marriage and civil partnership 
• pregnancy and maternity 
• race 
• religion or belief 
• sex 
• sexual orientation 

 
Under the Equality Act 2010 these are known as ‘protected characteristics’ 
 

PURPOSE 
 
The purpose of this policy is to provide equal opportunities to all employees, irrespective of their 
characteristics (unless there are genuine occupational qualifications or objectively justified reasons 
for a different approach to be taken). We oppose all forms of unlawful and unfair discrimination 
whether it be direct or indirect discrimination, victimization or harassment on the grounds of any of 
the protected characteristics defined in the Equality Act 2010. 
 

SCOPE 
 
All employees whether full-time, part-time, fixed term contract, agency workers or temporary staff, 
will be treated fairly and equally. Selection for employment, promotion, training, remuneration or any 
other benefit will be on the basis of aptitude and ability. All employees will be helped and encouraged 
to develop their full potential and the talents and resources of the workforce will be fully utilised to 
maximise the efficiency of the council. 
 

OUR COMMITMENT 
 
Every employee is entitled to a working environment that promotes dignity and respect to all. No form 
of intimidation, bullying or harassment will be tolerated.  This is further defined in the Dignity at Work 
policy adopted by the council. 
 
The commitment to equal opportunities in the workplace is good management practice and makes 
sound business sense as it seeks to utilise the talents available from the local community, representing 
Society as a whole. 
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Breaches of our equal opportunities policy will be regarded as serious misconduct and could lead to 
disciplinary proceedings.  Employees are entitled to complain about discrimination or harassment or 
victimization through the council’s Grievance procedure. 
 
This policy is fully supported by all Members of the council and adopts the model contract as devised 
by the employee professional body in the local government sector (the Society of Local Council Clerks).  
 
The policy will be monitored and reviewed bi-annually.  Other Personnel policies will be reviewed 
against the values stated in this policy to ensure that the council strives to remain an Equal 
Opportunities employer. 
 
 

Uses of Policy – Staff Handbook (when drafted), Induction of staff and Members, decisions 

relating to Recruitment and Selection, Training and Development, Promotion, Remuneration, 
Retirement, cross-referenced to Grievance, disciplinary and Dignity at Work Policies. 
 
 
 

Adopted by SPC Full Council May 20th 2024 
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INTRODUCTION 
The purpose of this Protocol is to guide councillors and officers of the council in their 

relations with one another. The Protocol’s intention is to build and maintain good working 

relationships between councillors and officers as they work together. Employees who are 

required to give advice to councillors are referred to as “officers” throughout. 

A strong, constructive, and trusting relationship between councillors and officers is 

essential to the effective and efficient working of the council. 

This Protocol also seeks to reflect the principles underlying the Code of Conduct which 

applies to councillors and the employment terms and conditions of officers. The shared 

objective is to enhance and maintain the integrity (real and perceived) of local government. 

The following extract from the Local Government Association guidance on the 2020 Model 

councillor Code of Conduct states that: 

“Both councillors and officers are servants of the public and are indispensable to 

one another. Together, they bring the critical skills, experience and knowledge 

required to manage an effective local authority. 

At the heart of this relationship, is the importance of mutual respect. councillor-

officer relationships should be conducted in a positive and constructive way. 

Therefore, it is important that any dealings between councillors and officers should 

observe reasonable standards of courtesy, should show mutual appreciation of the 

importance of their respective roles and that neither party should seek to take unfair 

advantage of their position or seek to exert undue influence on the other party. 

councillors provide a democratic mandate to the local authority and are responsible 

to the electorate whom they represent. They set their local authority’s policy 

framework, ensure that services and policies are delivered and scrutinise local 

authority services. 

[Councillors of the executive,] Chairs and vice chairs of committees have additional 

responsibilities. These responsibilities will result in increased expectations and 

relationships with officers that are more complex. Such councillors must still respect 

the impartiality of officers and must not ask them to undertake work of a party-

political nature or compromise their position with other councillors or other officers. 

Officers provide the professional advice and managerial expertise and information 

needed for decision making by councillors and to deliver the policy framework 

agreed by councillors. They are responsible for implementing decisions of 

councillors and the day-to-day administration of the local authority. 

The roles are very different but need to work in a complementary way. 

It is important for both sides to respect these differences and ensure that they work 

in harmony. Getting that relationship right is an important skill. That is why the code 

requires councillors to respect an officer’s impartiality and professional expertise. In 

turn officers should respect a councillor’s democratic mandate as the people 
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accountable to the public for the work of the local authority. It is also important for a 

local authority to have a councillor-officer protocol which sets out how this 

relationship works and what both councillors and officers can expect in terms of 

mutual respect and good working relationships.” 

This Protocol covers:  

• The respective roles and responsibilities of the councillors and the officer;  

• Relationships between councillors and officers;  

• Where/who a councillor or an officer should go to if they have concerns;  

• Who is responsible for making decisions.  

 

BACKGROUND  
This Protocol is intended to assist councillors and officers, in approaching some of the 

sensitive circumstances which arise in a challenging working environment.  

The reputation and integrity of the council is significantly influenced by the effectiveness of 

councillors and the officer working together to support each other’s roles.  

The aim is effective and professional working relationships characterised by mutual trust, 

respect and courtesy.  Overly close personal familiarity between councillors and officers is 

not recommended as it has the potential to damage this relationship 

 

ROLES OF COUNCILLORS AND OFFICERS  
The respective roles of councillors and officers can be summarised as follows:  

• Councillors and officers are servants of the public and they are indispensable to one 

another, but their responsibilities are distinct.  

• Councillors are responsible to the electorate and serve only for their term of office.  

• Officers are responsible to the council. Their job is to give advice to councillors and 

to the council, and to carry out the council’s work under the direction and control of 

the council and relevant committees.  

Councillors  
Councillors have four main areas of responsibility:  

• To determine council policy and provide community leadership;  

• To monitor and review council performance in implementing policies and delivering 

services;  

• To represent the council externally; and  

• To act as advocates for their constituents.  

All councillors have the same rights and obligations in their relationship with the officer, 

regardless of their status and should be treated equally.  
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Councillors should not involve themselves in the day to day running of the council. This is 

the officer’s responsibility, and the officer will be acting on instructions from the council or 

its committees, within an agreed job description. 

In line with the councillors’ Code of Conduct, a councillor must treat others with respect, 

must not bully or harass people and must not do anything which compromises, or is likely 

to compromise, the impartiality of those who work for, or on behalf of, the council.  

Officers can expect councillors: 

• to give strategic leadership and direction and to seek to further their agreed policies 

and objectives with the understanding that councillors have the right to take the final 

decision on issues based on advice  

• to act within the policies, practices, processes and conventions established by the 

council 

• to work constructively in partnership with officers acknowledging their separate and 

distinct roles and responsibilities 

• to understand and support the respective roles and responsibilities of officers and 

their associated workloads, pressures and reporting lines  

• to treat them fairly and with respect, dignity and courtesy 

• to act with integrity, to give support and to respect appropriate confidentiality 

• to recognise that officers do not work under the instruction of individual councillors 

or groups 

• not to subject them to bullying, intimidation, harassment, or put them under undue 

pressure. 

• to treat all officers, partners (those external people with whom the council works) 

and members of the public equally, and not discriminate based on any 

characteristic such as age, disability, gender reassignment, marriage or civil 

partnership, pregnancy and maternity, race, religion or belief, sex, sexual 

orientation. 

• not to request officers to exercise discretion which involves acting outside the 

council’s policies and procedures 

• not to authorise, initiate, or certify any financial transactions or to enter into any 

contract, agreement or undertaking on behalf of the council or in their role as a 

councillor without proper and lawful authority 

• not to use their position or relationship with officers to advance their personal 

interest or those of others or to influence decisions improperly 

• to comply at all times with the councillors’ Code of Conduct, the law, and such other 

policies, procedures, protocols and conventions agreed by the council. 

• respect the impartiality of officers and do not undermine their role in carrying out 

their duties 

• do not ask officers to undertake work, or act in a way, which seeks to support or 

benefit a particular political party or gives rise to an officer being criticised for 

operating in a party-political manner 

• do not ask officers to exceed their authority where that authority is given 
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Chairs and vice-chairs of council and committees  
Chairs and vice-chairs have additional responsibilities as delegated by the council. These 

responsibilities mean that they may have to have a closer working relationship with 

employees than other councillors do. However, they must still respect the impartiality of 

officers and must not ask them to undertake work or anything else which would prejudice 

their impartiality.  

Officers  
The primary role of officers is to advise, inform and support all members and to implement 

the agreed policies of the council. 

Officers are responsible for day-to-day managerial and operational decisions within the 

council, including directing and overseeing the work of any more junior officers. councillors 

should avoid inappropriate involvement in such matters. 

In performing their role officers will act professionally, impartially and with neutrality. Whilst 

officers will respect a councillor’s view on an issue, the officer should not be influenced or 

pressured to make comments, or recommendations which are contrary to their 

professional judgement or views. 

Officers must: 

• implement decisions of the council and its committees which are lawful, which have been 

properly approved in accordance with the requirements of the law and are duly recorded. 

This includes respecting the decisions made, regardless of any different advice given to the 

council or whether the decision differs from the officer’s view. 

• work in partnership with councillors in an impartial and professional manner 

• treat councillors fairly and with respect, dignity and courtesy 

• treat all councillors, partners and members of the public equally, and not discriminate based 

on any characteristic such as age, disability, gender reassignment, marriage or civil 

partnership, pregnancy and maternity, race, religion or belief, sex, sexual orientation. 

• assist and advise all parts of the council. Officers must always act to the best of their 

abilities in the best interests of the authority as expressed in the council’s formal decisions. 

• respond to enquiries and complaints in accordance with the council’s standards protocol 

• be alert to issues which are, or are likely to be, contentious or politically sensitive, and be 

aware of the implications for councillors, the media or other sections of the public. 

• act with honesty, respect, dignity and courtesy at all times 

• provide support and learning and development opportunities for councillors to help them in 

performing their various roles in line with the council’s training and development policy 

• not seek to use their relationship with councillors to advance their personal interests or to 

influence decisions improperly 

• to act within the policies, practices, processes and conventions established by the council 

Officers have the right not to support councillors in any role other than that of councillor, 

and not to engage in actions incompatible with this Protocol.  

In giving advice to councillors, and in preparing and presenting reports, it is the 

responsibility of the officer to express his/her own professional views and 
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recommendations. An officer may report the views of individual councillors on an issue, but 

the recommendation should be the officer’s own. If a councillor wishes to express a 

contrary view they should not pressurise the officer to make a recommendation contrary to 

the officer’s professional view, nor victimise an officer for discharging his/her 

responsibilities. 

There are exceptional circumstances where a councillor can fulfil the role of officer, for 

example where there is a vacancy. This can only be done if the councillor is not paid for 

the role and should only ever be short-term while the council seeks to fill a vacancy. There 

will need to be a particular clear understanding of when the councillor is acting as a 

councillor and when acting as the Proper Officer.  

The Relationship: General 

Councillors and officers are indispensable to one another. However, their responsibilities 

are distinct. councillors are accountable to the public, whereas officers are accountable to 

the council as a whole. 

At the heart of this Protocol is the importance of mutual respect and also of civility. 

councillor/officer relationships are to be conducted in a positive and constructive way. 

Therefore, it is important that any dealings between councillors and officers should 

observe standards of courtesy and that neither party should seek to take unfair advantage 

of their position nor seek to exert undue influence on the other party. 

Individual councillors should not actively seek to undermine majority decisions of the 

corporate body, as this could then bring them into conflict with officers who have been 

charged with promoting and implementing the council’s collectively-determined course of 

action. 

Councillors should not raise matters relating to the conduct or capability of an officer, or of 

officers collectively, in a manner that is incompatible with this Protocol at meetings held in 

public or on social media. This is a long-standing tradition in public service. An officer has 

no means of responding to criticisms like this in public. 

A councillor who is unhappy about the actions taken by, or conduct of, an officer should: 

• avoid personal attacks on, or abuse of, the officer at all times 

• ensure that any criticism is well founded and constructive 

• ensure that any criticism is made in private 

• take up the concern with the chair   

Neither should an officer raise with a councillor matters relating to the conduct or capability 

of another councillor or officer or to the internal management of the council in a manner 

that is incompatible with the objectives of this Protocol. 

Potential breaches of this Protocol are considered below. 
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Expectations  
All councillors can expect:  

• A commitment from officers to the council as a whole, and not to any individual councillor, 

group of councillors or political group;  

• A working partnership; 

• Officers to understand and support respective roles, workloads and pressures;  

• A timely response from officers to enquiries and complaints;  

• Officer’s professional and impartial advice, not influenced by political views or personal 

preferences;  

• Timely, up to date, information on matters that can reasonably be considered appropriate 

and relevant to their needs, having regard to any individual responsibilities or positions that 

they hold;  

• Officers to be aware of and sensitive to the public and political environment locally;  

• Respect, courtesy, integrity and appropriate confidentiality from officers and other 

councillors;  

• Training and development opportunities to help them carry out their role effectively;  

• Not to have personal issues raised with them by officers outside the council’s agreed 

procedures;  

• That officers will not use their contact with councillors to advance their personal interests or 

to influence decisions improperly.  

Officers can expect from councillors:  

• A working partnership;  

• An understanding of, and support for, respective roles, workloads and pressures;  

• Leadership and direction;  

• Respect, courtesy, integrity and appropriate confidentiality;  

• Not to be bullied or to be put under undue pressure;  

• That councillors will not use their position or relationship with officers to advance their 

personal interests or those of others or to influence decisions improperly;  

• That councillors will at all times comply with the council’s adopted Code of Conduct.  

Some general principles 
Close personal relationships between councillors and officers can confuse their separate 

roles and get in the way of the proper conduct of council business, not least by creating a 

perception in others that a particular councillor or officer is getting preferential treatment. 

Special relationships with particular individuals are not recommended as it can create 

suspicion that an employee favours that councillor above others.  

The Proper Officer (usually called the Clerk) is the head of paid services and has a line-

management responsibility to all other staff.  Communications should be made directly 

with the Proper Officer, unless it is agreed by the Proper Officer that such communications 

may take place directly with other officers over a particular matter.  Councillors should not 

give instructions directly to the Proper Officer’s staff without the express approval of the 

Proper Officer.  
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COUNCILLORS’ ACCESS TO INFORMATION AND TO COUNCIL DOCUMENTS 
Councillors are free to approach officers to provide them with such information, 

explanation and advice as they may reasonably need in order to assist them in discharging 

their role as members of the council. This can range from a request for general information 

about some aspect of the council’s activities to a request for specific information on behalf 

of a constituent. Such approaches should normally be directed to the Officer.  

The legal rights of councillors to inspect council documents are covered partly by statute 

and partly by the common law. 

The common law right of councillors is based on the principle that any member has a 

prima facie right to inspect council documents so far as their access to the documents is 

reasonably necessary to enable the member properly to perform their duties as a member 

of the council. This principle is commonly referred to as the “need to know” principle. 

The exercise of this common law right depends therefore upon the councillor’s ability to 

demonstrate that they have the necessary “need to know”. In this respect a member has 

no right to “a roving commission” to go and examine documents of the council. Mere 

curiosity is not sufficient. The crucial question is the determination of the “need to know”. 

This question must be determined by the officer. 

In some circumstances (e.g. a committee member wishing to inspect documents relating 

to the functions of that committee) a councillor’s “need to know” will normally be presumed. 

In other circumstances (e.g. a councillor wishing to inspect documents which contain 

personal information about third parties) a councillor will normally be expected to justify the 

request in specific terms. Any council information provided to a councillor must only be 

used by the councillor for the purpose for which it was provided i.e. in connection with the 

proper performance of the councillor’s duties as a member of the council. 

For completeness, councillors do, of course, have the same right as any other member of 

the public to make requests for information under the Freedom of Information Act 2000. 

 

CORRESPONDENCE 
Correspondence between an individual councillor and an officer should not normally be 

copied (by the officer) to any other councillor. Where exceptionally it is necessary to copy 

the correspondence to another councillor, this should be made clear to the original 

councillor. In other words, a system of “silent copies” should not be employed. 

Acknowledging that the “BCC” system of e-mailing is used, it should be made clear at the 

foot of any e-mails if another councillor has received an e-mail by adding “CC councillor 

X.” 

Official letters or emails on behalf of the council should normally be sent out under the 

name of the officer, rather than under the name of a councillor. It may be appropriate in 

certain circumstances (e.g. representations to a Government Minister) for a letter or email 

to appear over the name of the chair, but this should be the exception rather than the 

norm. Letters or emails which, for example, create obligations or give instructions on 

behalf of the council should never be sent out in the name of a councillor. 
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Correspondence to individual councillors from officers should not be sent or copied to 

complainants or other third parties if they are marked “confidential”. In doing so, the 

relevant officer should seek to make clear what is to be treated as being shared with the 

councillor in confidence only and why that is so. 

 

PRESS AND MEDIA 
Councils are accountable to their electorate. Accountability requires local understanding. 

This will be promoted by the council, explaining its objectives and policies to the electors 

and customers. Councils use publicity to keep the public informed and to encourage public 

participation. The council needs to tell the public about the services it provides. Good 

effective publicity should aim to improve public awareness of the council’s activities. 

Publicity is a sensitive matter in any political environment because of the impact it can 

have. Expenditure on publicity can be significant. It is essential to ensure that decisions on 

publicity are properly made in accordance with the Code of Recommended Practice on 

Local Authority Publicity and the council’s Media Protocol.  

The officer may respond to press enquiries but should confine any comments to the facts 

of the subject matter and the professional aspects of the function concerned. On no 

account must an officer expressly or impliedly make any political opinion, comment or 

statement. 

Any press release that may be necessary to clarify the council’s position in relation to 

disputes, major planning developments, court issues or individuals’ complaints should be 

approved by the officer. 

The chair (or chair of a committee) may act as spokespersons for the council in 

responding to the press and media and making public statements on behalf of the council 

but should liaise with the officer on all forms of contact with the press and media. The 

council may also appoint individual councillors as spokespeople where there is an area of 

particular expertise but this should only be done with the agreement of the council.  

The council must comply with the provisions of the Local Government Act 1986 (“the Act”) 

regarding publicity. All media relations work will comply with the national Code of Practice 

for Local Government Publicity. The Code is statutory guidance and the council must have 

regard to it and follow its provisions when making any decision on publicity. 

The LGA has produced useful guidance on the Publicity Code - 

https://www.local.gov.uk/publications/short-guide-publicity-during-pre-election-period 

For more detailed information and guidance regarding the role of councillors in connection 

with the use of social media, reference should be made to the council’s Social Media 

Protocol where there is one in place. 
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IF THINGS GO WRONG                                            
Procedure for officers:                                                                                                                                             
In normal circumstances - From time to time the relationship between councillors and the officer (or 

other employees) may break down or become strained. Whilst it is always preferable to resolve matters 

informally, it is important that the council adopts a formal grievance protocol or procedure. The principal 

council’s monitoring officer may be able to offer a mediation/conciliation role, or it may be necessary to seek 

independent advice.                                                                                                                                        

The chair of the council should not attempt to deal with grievances or work-related performance or line 

management issues on their own. The council should delegate authority to a small group of councillors to 

deal with all personnel matters. The law requires all employers to have disciplinary and grievance 

procedures.                                                                                                                                                   

Adopting a grievance procedure enables individual employees to raise concerns, problems, or complaints 

about their employment in an open and fair way. Where the matter relates to a formal written complaint 

alleging a breach of the councillors’ Code of Conduct the matter must be referred to the principal council’s 

monitoring officer in the first instance in line with the Localism Act 2011. The council may however try to 

resolve any concerns raised informally before they become a formal written allegation.  

In exceptional circumstances - If a councillor behaves in the following way:                                         

1. Continually breaks SPC policy guidelines with impunity and without remorse                                                                                                               

2. Brings SPC into disrepute by undermining its processes, procedures, or officers’ integrity                                   

3. Sends communications to officers which are overly burdensome or unreasonably vexatious                              

4. Frequently uses language in communications which is harassing, bullying, gas-lighting, intimidating,          

.    threatening or disrespectful either directly or indirectly to an SPC officer/s.                                                                           

5. Is often within public meetings attempting to undermine the position of the clerk’s office.  

Then, in the first instance, the clerk needs to point out the nature of the problem, as he perceives it, to the 

councillor. If the councillor is not willing to modify his or her behaviour after several attempts by the Clerk and 

or other councillors, then the matter should be taken to the SPC Personnel Committee for resolution.                                                                                                                                                

If the Councillor does not abide by this committee’s suggested resolution, then the Personnel Committee 

should meet once again and in this exceptional circumstance should resolve to allow the Clerk not to 

communicate nor open any communication with that councillor for a period of 4 months by way of 

undertaking its duty of care to that officer.                                                                                                      

This resolution should not be taken lightly, neither should it however be seen as a sanction, as indeed it is 

not possible for a council to impose sanctions upon a councillor no matter how extreme the behaviour might 

be. Rather, a clerk is allowed to not reply anyway, and so this merely formalises the situation.                           

{This imposition should be termed ‘respect resolution’}.                                                                                                                                         

During this 4-month period the councillor is able to receive meetings summons, and associated paperwork 

and is able to undertake his or her parish councillor duties normally. Should this councillor require urgent 

business undertaken, then the Chair and or Deputy Clerk is charged with replying and ensuring the matter is 

dealt with appropriately if necessary to do so.                                                                                                 

After 4 months have elapsed, the councillor should be invited to meet directly with the Personnel Committee 

in order that modified behaviour can be agreed upon, and a more collaborative working relationship put in 

place, then a line should be drawn, and normal practice resumed.  

Procedure for councillors:                                                                                                                                     
If a councillor is dissatisfied with the conduct, behaviour or performance of the officer or another employee, 

the matter should be reported to the chair and then raised with the officer in the first instance.                                                                                                                                                   

If the matter cannot be resolved informally, it should be taken to the SPC Personnel Committee for an 

impartial judgement and thereby resolution and it may be necessary to invoke the council’s disciplinary 

procedure if that decision is in favour of the councillor’s complaint.                                                            

Either way, the Personnel Committee should agree upon a response to the Councillor and inform them of 

that decision – which should end the matter. 

 



        Steyning Scheme of Delegation  
 

To avoid Full Council having to make every decision the Council Scheme of Delegation is an 
essential policy to enable the Council to function efficiently and effectively, with decision making 
powers being given to both Committees and Officers to enable the Council to react to 
circumstances and operate effectively.  

Powers cannot be legally delegated to individual Councillors or Working Groups.  

Working parties are ordinarily established to investigate and or review a particular matter then 
report back to the relevant committee or Council with its findings which may include 
recommendations.   

 1      Council Functions 

 The following matters are to be dealt with by the Full Council: 

1.1 Approval of Budget and setting the Precept. 

1.2 Approval of the Annual Return and Audit of Accounts. 

1.3 Authorisation of borrowing. 

1.4 Adoption of or, changing all policies including Standing Orders, Financial 
Regulations and the Scheme of Delegation. 

1.5 Making of Orders under any statutory powers. 

1.6 Appointment of Standing Committees, their Chairs and Vice-Chairs. 

1.7 Appointment of Council representatives to outside bodies. 

1.8 Appointment of the Clerk and Deputy Clerk of the Council. 

1.9 Receive and adopt the minutes of committees and to consider and approve any 
recommendations. 

1.10 Approval of payments by committees for any single expenditure item over 
£5,000. (See Appendix 1 – 4.1 Financial Regs) 

1.11 Consider, review and monitor the Neighbourhood Plan, once approved, and any 
local development plans, for example regional, district or local plans. The review 
process being undertaken by a Steering Committee which has its own terms of 
reference – these having been approved by Full Council 

1.12 All other matters which must, by law, be reserved to the Full Council. 

 

2 Delegation to Committees 

 Committees are given decision-making powers in respect of specific matters 
delegated by Council. They must be exercised in accordance with the law, the Council’s 
Standing Orders and Financial Regulations and any approved policy framework and 
budget. 



 The Council may at any time, following resolution, revoke any delegated authority. 

 Committees may only ‘resolve’ those matters within their delegated powers, making 
‘recommendations’ to Council on all other matters. Committees may decide not to 
exercise delegated responsibilities and instead make a ‘recommendation’ to the 
Council.   

2.1 All Committees  

2.1.1 Power to create working parties and sub-committee, with power to 
appoint councillors and/or members of the public to either, and to appoint 
officers to working parties but not to sub-committees  

2.1.2 Appointment of Councillors to Working Groups by the Chair and Vice-Chair 
of the committee and the appointment of non-Councillor members to 
Working Groups where they bring additional expertise or knowledge, 
subject to confidentiality agreements consistent with those required of 
Councillors.     

 

2.2 Finance, General Purposes Committee 

All matters (except for creating Council Policy) relating to:  

2.2.1 Those responsibilities delegated in the absence of the Parish Clerk at  the 
table referred to in 3.2.1 

2.2.2 Review of budget position  

2.2.3 To recommend and oversea the Councils Reserves policy. 

2.2.4 Consideration of annual budget request from all standing Committees for 
recommendation to Council and to recommend to Council the precept 
for next financial year 

2.2.5 Approval and award of grants and donations. 

2.2.6 Ensure the Council meets its obligations to HMRC 

2.2.7 Approval of expenditure within the budget set for the committee up to a 
limit of £5,000 on any single item and any expenditure beyond the limit 
to be recommended to Council for approval, as per 4.1 of the financial 
regulations , see appendix 1. 
 

2.2.8 Monitor the availability of section 106 and Cil Funds and make 
recommendations to Council on non-Council applications for S106 and 
Cil Funding 
 

2.2.9 Consider and agree recommendations to Council on action to all Internal 
& External Audit reports 

2.2.10 Approval of Risk management strategy and review annual insurance 
policies.  



2.2.11 Review and agree all contractual matters regarding leases on the buildings 
owned by the Council or, land owned by the Council on which buildings 
are situated. 

2.2.12 Review annually the Council’s Fixed Asset Register and ensure that 
insurance cover is adequate. 

2.2.13 Oversee all maintenance contracts and where necessary make   
recommendations to Full Council. 

2.2.14 Review and make recommendations to Council on Standing Orders, all 
policies and protocols and other legal, administration or accounting 
matters. 

2.2.15 Oversee the Council’s media 

2.2.16 Neighbourhood Wardens 

2.2.17 To delegate authority to the Proper Officer actions as it deems necessary 
to ensure that the Council’s decisions are carried out efficiently and 
expediently and to ensure that the Proper officer reports back to the 
Council on what actions have been taken on its behalf. 

2.2.18 Matters specifically delegated by the Council or, any other committee  

2.2.19  More generally, to deal with any matter that it would serve to benefit the 
Council, by this committee making decisions related to Steyning Parish 
Council Finance and Governance that have not already been stated above, 
and as per agreed to be placed on an Agenda by the Clerk and the 
Committee’s Chair.   

2.3    Community Committee 

   All matters (except for creating Council Policy) relating to:   

   2.3.1    Those responsibilities delegated in the absence of the Parish Clerk at           
.                  the table referred to in 3.2.1  

2.3.2   Review and submit an annual budget to the F&GP committee 

2.3.3   Oversee the committee’s annual budget 

2.3.4   Approval of expenditure within the budget set for the committee up to    
.           a limit of £5000 on any single item and any expenditure beyond the  
             limit to be recommended to Council for approval, as per Financial  
             regulations 4.1, see Appendix 1. 
 

2.3.5  Review and make recommendations to F&GP on contracts pertaining 
            to the grass cutting of the playing fields and open spaces, the  
            street cleaning and bin emptying in the High Street and the Memorial  
             Playing Field.  



2.3.6  Oversee the management and maintenance of the playing fields,   
            Allotments and open spaces under the ownership of the Council and  
            oversee the Public Rights of Way 

2.3.7  Oversee in liaison with the Tree Warden the management and 
            maintenance of all trees and hedgerows on Council Land. 

2.3.8  Oversee the management of land, MPF Car Park and Changing rooms   
            and other resources and oversee all matters concerning these  
            premises including letting, maintenance, cleaning and Health and  
            Safety.  
 

2.3.9   Oversee the maintenance of all play areas and fitness/outdoor gym 
              areas.  

2.3.10 Report to and liaise with WSCC on strategic local highway matters  
               and flooding (These matters not being the responsibility of Steyning  
               Parish Council) 

2.3.11 Oversee the maintenance of Council (SPC) owned street lighting and  
               to liaise with HDC over the operation of all HDC owned car parks and  
               to oversee all other parking issues. 
 

2.3.12 Oversee maintenance contracts relevant to the committee and make     
any recommendations to F&GP. 

2.3.13 Matters specifically delegated by Council or, any other committee. 

2.3.14 More generally, to deal with any matter that it would serve to benefit the 
Council, by this committee making decisions, related to Steyning Parish 
Council’s Land Assets, the Parishs’ other open spaces and public rights of 
way / Highways (in so far as it is able to do so) or Council assets which are 
not held within buildings such as Street furniture, and that have not 
already been stated above, and as per agreed to be placed on an Agenda 
by the Clerk and the Committee’s Chair.   

 

2.4 Planning & Premises 

 All matters (except for creating Council Policy) relating to:   

2.4.1 Those responsibilities delegated in the absence of the Parish Clerk at 
the table referred to in 3.2.1  

2.4.2     Oversee the Committee budget and review and submit an annual    
budget to the F&GP committee 

2.4.3    Approval of expenditure within the budget set for the committee up to 
a limit of £5000 on any single item and any expenditure beyond the 
limit to be recommended to Council for approval, as per Financial 
regulations 4.1, see Appendix 1. 
 



2.4.4 Planning applications, making representations on all planning 
consultations, and making representations on all applications for public 
entertainment licences or liquor licences. 
 

2.4.5 Tree works applications. 
 

2.4.6 All other planning or highway matters the Parish Council is consulted 
on. 

 

2.4.7 Review of the Steyning Area Conservation Character Appraisal; 
ensuring that development is in accordance with national or, local 
Conservation Area Requirements, and seeking additional protection as 
appropriate. 

2.4.8    CCTV management, maintenance and renewal 

2.4.9    Oversee all matters concerning premises owned by Steyning Parish  
                  Council including letting, maintenance, Health & Safety, staffing                                                
.                 and cleaning. 

2.4.10 Matters specifically delegated by Council or, any other committee. 

2.4.11 Oversee maintenance contracts relevant to the committee and make 
any recommendations to F&GP. 
 

2.4.12 More generally, to deal with any matter that it would serve to benefit 
the Council, by this committee making decisions related to Parish 
Planning and Steyning Parish Council Premises/ Assets, that have not 
already been stated above, and as per agreed to be placed on an 
Agenda by the Clerk and the Committee’s Chair.   
 
 

2.5  Personnel Committee 

All matters (except for creating Council Policy) relating to:    

2.5.1 Those responsibilities delegated in the absence of the Parish Clerk at 
the table referred to in 3.1.2. 
 

2.5.2 All personnel matters not delegated to officers or Sub-Committees. 

2.5.3 Make recommendations to Council or F&GP on all staffing matters 
including salaries  

2.5.4 Oversee the recruitment and appointment of staff. 

2.5.5 To support and appraise the Clerk of the Council and ensure that as the 
Proper Officer and Financial Officer the Clerk is complying with the job 
description and delegated authority and make recommendations to 
Council as necessary. 

2.5.6 Amend staff structure to reflect the Council’s performance needs so 
long as within budget. Any changes requiring additional budget require 
Council approval.  



2.5.7 To manage the provision of training of Officers and all staff and 
Councillors. 

2.5.8  Consider and deal with all potential disciplinary matters relating to the 
Parish Clerk including the commissioning of external advisors and/or 
investigation in accordance with the provisions of the Council’s 
complaints and disciplinary procedures. 

2.5.9 Consider and resolve all staff appeals concerning grievance or 
disciplinary matters. 

2.5.10 Consider and resolve appeals to decisions relating to a Staff complaint, 
where this is unable to be dealt with by Officers. 

2.5.11 Consider all appeals against decisions relating to Staff where this is 
available within a policy.  

2.5.12 Matters specifically delegated by Council or, any other committee. 

2.5.13 Legal responsibility for the decisions and actions of the Committee 
remains with the Council as a whole. 

2.5.14 Consider agreement on Staff incremental pay rises subject to 
satisfactory performance, usually managed by a performance 
management system and appraisal.      

 

 

 

 

 

 

3     Delegation to Officers 

The following matters are delegated to the Council’s Officers to make decisions on 
behalf of the Council. These decisions must be exercised in accordance with the law, 
the Council’s Standing Orders and Financial Regulations and any approved policy 
framework and budget. 

The Council may at any time, following resolution, revoke any delegated authority. 

Officers may decide not to exercise delegated responsibilities and may instead make 
a recommendation to a Committee or the Council. Similarly, where Officers have no 
delegated power to make a decision, they report the matter to Committee or the 
Council for a decision.    

 

3.1 Parish Clerk – Proper Officer & Responsible Financial Officer 

3.1.1 The Parish Clerk shall be the Proper Officer and Responsible Financial 
Officer of the Council as defined in law. 
 

3.1.2 See the table at 3.1.23 for the Parish Clerk’s delegated responsibilities 
and for the delegation arrangements in the Parish Clerk’s absence  



3.1.3 Proper administration of the Council’s financial affairs. 

3.1.4 Report to External Auditor matters under Local Government Finance 
Act 1988 s114. 

3.1.5 Ensure compliance with Financial Regulations.  

3.1.6 Ensure compliance with all financial procedures. 

3.1.7 Determine accounting policies, records and control systems. 

3.1.8 Manage risk management of the Council. 

3.1.9 Overall responsibility, and the day to day management of all council 
employees. 

3.1.10 Arrange and manage the Council’s insurance arrangements. 

3.1.11 Day to day management of land, buildings and other resources. 

3.1.12 Management of maintenance contracts and where necessary, to enter 
into new contracts using the procedure laid out within the SPC ‘Finance 
Regulations Policy. 

3.1.13 Overall responsibility for Health & Safety across all Council owned sites 

3.1.14 Developing income generating activities for the Steyning Centre with 
the Deputy Parish Clerk.  

3.1.15 Responsible for the management of the budget in accordance with 
Council Policy.  

3.1.16 Ensure that employees and councillors follow the policies and 
protocols of the Council. 

3.1.17 Dealing with all FOI/SAR requests as per the FOI Policy and report these 
to F&GP. 

3.1.18 Dealing with all complaints as per the Complaints Policy.  
 

3.1.19 Management of recruitment and payroll of Council employees  in 
accordance with contracts of employment and the currently adopted 
staff structure and pay scales .  

 

3.1.20 Consider and resolve all staff grievances in accordance with Grievance 
Policy. 

 

3.1.21 Consider and deal with all staff disciplinary matters in accordance with 
Disciplinary policy.  

3.1.22 Consider potential disciplinary matters relating to the Deputy Parish 
Clerk and make recommendations to the Personnel Committee in 
accordance with the provisions of the Council’s complaints and 
disciplinary procedures  

3.1.23 The following responsibilities of the Parish Clerk are delegated as 
follows in the absence of the Parish Clerk   .  

 



Delegated responsibilities in the absence of the Parish Clerk: 

 Delegated Responsibility Responsible in Absence 

a. The responsibilities and duties of the role of Proper 
Officer as set out within law and Council policies. 

Deputy Parish Clerk 

b. Issue all statutory notifications. Deputy Parish Clerk 

c. Receive Declarations of Acceptance of Office. Deputy Parish Clerk 

d. Receive and record notices disclosing pecuniary 
interests. 

Deputy Parish Clerk 

e. Receive and retain documents and plans. Deputy Parish Clerk 

f. Hold the Council’s Seal and apply it to documents as 
approved. 

Deputy Parish Clerk 

g. Sign notices or other documents on behalf of the Council. Deputy Parish Clerk 

h. Receive copies of By-laws made by principal authority. Deputy Parish Clerk 

i. Prepare agendas and minutes for all committee 
meetings 

Deputy Parish Clerk 

j. Sign summons to attend meetings. Deputy Parish Clerk 

k. Ensure compliance with Standing Orders.  Deputy Parish Clerk 

l. Manage all Parish Council staff, either directly or 
indirectly. 

Deputy Parish Clerk 

m. Manage the provision of Council services, buildings, land 
and resources. 

Deputy Parish Clerk 

n. Incur expenditure in an emergency up to £1,000 whether 
budgeted or not. 

Deputy Parish Clerk 

o. Act on behalf of the Council in an urgent situation and 
report back to the Council as soon as practical. 

Deputy Parish Clerk 

p. Deal with dispensation requests from Members under 
the Code of Conduct. 

Deputy Parish Clerk 

q. Deal with matters specifically delegated by Council or 
Committee. 

Deputy Parish Clerk 

r. Take all decisions relating to the training of Councillors & 
staff. 

Council/Personnel 
Committee/Deputy Parish Clerk 

s. Appoint all employees in accordance with the Council’s 
staff structure. 

Council/Personnel 
Committee/D. Parish Clerk 

t. Authorise minor non-fiscal adjustments to contracts of 
employment and job descriptions to meet the needs of 
the Council.  

Council/Personnel 
Committee/Deputy Parish Clerk 

u. Appoint casual / temporary members of staff as needed 
to meet the business needs of the Council and within 
existing budgets. 

Council/Personnel 
Committee/Deputy Parish Clerk 



v. Authorise additional hours of work for existing staff on a 
temporary basis to support the business needs of the 
Council.    

Council/Personnel 
Committee/Deputy Parish Clerk 

w. Deal with all disciplinary matters and hearings in 
accordance with the Council’s Disciplinary Policy, 
including suspending employees as deemed necessary. 

Council/Personnel 
Committee/Deputy Parish Clerk 

x. Responsible for the overall management of all budgets in 
accordance with Council policies. 

Council/F&GP 
Committee/Deputy Parish Clerk 

y. Authorised to issue press releases on any Council activity 
exercised in accordance with Council policy.    

Deputy Parish Clerk 

z.. Overall responsibility for Health & Safety across all 
Council owned sites.  

Council/F&GP  
Committee/Deputy Parish Clerk 

aa. Matters specifically delegated within Council policies. (broadly speaking) 

Financial Policies – Council/F&GP 
Committee/Deputy Parish Clerk 

Personnel Policies – 
Council/Personnel Committee 

Freedom of information / 
Consultation Policies – Council/FOI 
Panel/ Deputy Parish Clerk 

To be assessed individually by 
Council as and when required. 

 

3.2 Deputy Parish Clerk 

3.2.1 Those responsibilities delegated in the absence of the Parish Clerk at 
the table referred to in 3.1.2. 

3.2.2 Dealing with and resolving complaints received by the Council (except 
those regarding the actions or conduct of Councillors or Council 
employees), in accordance with the Complaints Procedure. 

3.2.3 Day to day management of the Steyning Centre. 

3.2.4 Day to day management of the Council’s website and social media 
activities. 

3.2.5 Day to day management of caretakers. 

3.2.6 Authorising expenditure within budgeted levels in areas of 
responsibility and those delegated by the Parish Clerk. 

3.2.7 Developing income generating activities for the Steyning Centre with 
the Parish Clerk.  

3.2.8 Matters specifically delegated by Council or Committee. 

 

Steyning Parish Council – Adopted 20th May 2024                                                                
Amended 18th November 2024 



 
 

 

Appendix 1. 

{Excerpt from SPC Financial Regulations – Agreed 2020} 

 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.  

• prior approval by delegated committee for items - £1,000 to £5,000  

• Clerk can order goods and services before speaking with Chairman but making Chairman of 
committee or Finance & General Purposes aware of this decision for items - £500 - £1,000. 

 • Clerk has authority to spend within the budget heading for items - £0 - £500.  

When required, such authority is to be evidenced by a minute or by an authorisation slip duly 
signed by the RFO, and where necessary also by the appropriate Chairman. Contracts may not 
be disaggregated to avoid controls imposed by these regulation 
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Statement from Horsham District Council Standards Committee 

The role of Councillor across all tiers of local government is a vital part of our 

country’s system of democracy. It is important that as Councillors we can be held 

accountable, and all adopt the behaviours and responsibilities associated with the 

role. Our conduct as individual Councillors affects the reputation of all Councillors. 

We want the role of Councillor to be one that people aspire to. We also want 

individuals from a range of backgrounds and circumstances to be putting themselves 

forward to become Councillors. 

As Councillors, we represent local residents, work to develop better services and 

deliver local change. The public have high expectations of us and entrust us to 

represent our local area; taking decisions fairly, openly, and transparently. We have 

both an individual and collective responsibility to meet these expectations by 

maintaining high standards and demonstrating good conduct, and by challenging 

behaviour which falls below expectations. 

Importantly, we should be able to undertake our role as a Councillor without being 

intimidated, abused, bullied or threatened by anyone, including the general public. 

This Code has been designed to protect our democratic role, encourage good 

conduct and safeguard the public’s trust in local government. 
 

 

 

 

 

NB -    This Model Code of Conduct was agreed by HDC and distributed for adoption to  

            all Councils under its control to ensure continuity of service provision, and was  

            amended by SPC Councillors on the 21st February 2022 at the Full Council  

            meeting to suit the needs and requirements of SPC and then adopted at that  

            meeting 



Introduction 

The Local Government Association (LGA) has developed this Model Councillor Code 

of Conduct, in association with key partners and after extensive consultation with the 

sector, as part of its work on supporting all tiers of local government to continue to 

aspire to high standards of leadership and performance. It is a template for councils 

to adopt in whole and/or with local amendments. 

All councils are required to have a local Councillor Code of Conduct. 

The LGA will undertake an annual review of this Code to ensure it continues to be fit- 

for-purpose, incorporating advances in technology, social media and changes in 

legislation. The LGA can also offer support, training and mediation to councils and 

Councillors on the application of the Code and the National Association of Local 

Councils (NALC) and the county associations of local Councils can offer advice and 

support to Town and Parish Councils. The LGA have provided additional guidance 

notes, and these can be found on the link below: 

 
https://www.local.gov.uk/publications/guidance-local-government-association-model-councillor-code-conduct 

 

 
Definitions 

For the purposes of this Code of Conduct, a “Councillor” means a Member or co- 

opted Member of a Local Authority or a directly elected Mayor. A “co-opted 

Member” is defined in the Localism Act 2011 Section 27(4) as “a person who is not 

a Member of the authority but who 

a) is a Member of any committee or sub-committee of the authority, or; 

b) is a Member of, and represents the authority on, any joint committee or joint 

sub-committee of the authority; 

and who is entitled to vote on any question that falls to be decided at any meeting of 

that committee or sub-committee”. 

For the purposes of this Code of Conduct, “local authority” covers county councils, 

district councils, London borough councils, parish councils, town councils, 

neighbourhood councils, fire and rescue authorities, police authorities, joint 

authorities, economic prosperity boards, combined authorities and National Park 

authorities. 

 

 
Purpose of the Code of Conduct 

The purpose of this Code of Conduct is to assist you, as a Councillor, in modelling 

the behaviour that is expected of you, to provide a personal check and balance, and 

to set out the type of conduct that could lead to action being taken against you. It is 

also to protect you, the public, fellow Councillors, Local Authority officers and the 

reputation of local government. It sets out general principles of conduct expected of 

all Councillors and your specific obligations in relation to standards of conduct. The 

LGA encourages the use of support, training and mediation prior to action being 

taken using the Code. The fundamental aim of the Code is to create and maintain 

public confidence in the role of Councillor and local government. 

https://www.local.gov.uk/publications/guidance-local-government-association-model-councillor-code-conduct


General principles of Councillor conduct 

Everyone in public office at all levels; all who serve the public or deliver public 

services, including ministers, civil servants, Councillors and Local Authority 

officers; should uphold the Seven Principles of Public Life, also known as the 

Nolan Principles. 

Building on these principles, the following general principles have been developed 

specifically for the role of Councillor. 

In accordance with the public trust placed in me, on all occasions: 

• I act with integrity and honesty 

• I act lawfully 

• I treat all persons fairly and with respect; and 

• I lead by example and act in a way that secures public confidence in the role 

of Councillor. 

In undertaking my role: 

• I impartially exercise my responsibilities in the interests of the local community 

• I do not improperly seek to confer an advantage, or disadvantage, on any 

person 

• I avoid conflicts of interest 

• I exercise reasonable care and diligence; and 

• I ensure that public resources are used prudently in accordance with my 

Local Authority’s requirements and in the public interest. 

 

Application of the Code of Conduct 

This Code of Conduct applies to you as soon as you sign your declaration of 

acceptance of the office of councillor or attend your first meeting as a co-opted 

Member and continues to apply to you until you cease to be a councillor. 

This Code of Conduct applies to you when: 

• you are acting in your capacity as a Councillor and/or as a representative 

of your Council 

• you are claiming to act as a Councillor and/or as a representative of 

your council 

• you are giving the impression that you are acting as a Councillor and/or as 

a representative of your Council 

• you refer publicly to your role as a Councillor or use knowledge you could 

only obtain in your role as a Councillor. 

 

 

 

 

 

https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2


The Code applies to all forms of communication and interaction, including: 

• at face-to-face meetings 

• at online or telephone meetings 

• in written communication 

• in verbal communication 

• in non-verbal communication 

• in electronic and social media communication, posts, statements and 

comments. 

You are also expected to uphold high standards of conduct and show leadership at 

all times. 

Your Monitoring Officer has statutory responsibility for the implementation of the 

Code of Conduct, and you are encouraged to seek advice from your Monitoring 

Officer on any matters that may relate to the Code of Conduct. Town and Parish 

Councillors are encouraged to seek advice from their Clerk, who may refer matters 

to the Monitoring Officer. 

 
 

Standards of Councillor conduct 

This section sets out your obligations, which are the minimum standards of conduct 

required of you as a Councillor. Should your conduct fall short of these standards, a 

complaint may be made against you, which may result in action being taken. 

Guidance is included to help explain the reasons for the obligations and how they 

should be followed. 

General Conduct 

1. Respect 

As a Councillor: 

1.1 I treat other Councillors and members of the public with respect. 

 
1.2 I treat Local Authority employees, employees and representatives of 

partner organisations and those volunteering for the Local Authority 

with respect and respect the role they play. 

Respect means politeness and courtesy in behaviour, speech, and in the written 

word. Debate and having different views are all part of a healthy democracy. As a 

Councillor, you can express, challenge, criticise and disagree with views, ideas, 

opinions and policies in a robust but civil manner. You should not, however, subject 

individuals, groups of people or organisations to personal attack. 



In your contact with the public, you should treat them politely and courteously. Rude 

and offensive behaviour lowers the public’s expectations and confidence in 

Councillors. 

In return, you have a right to expect respectful behaviour from the public. If members 

of the public are being abusive, intimidatory or threatening you are entitled to stop 

any conversation or interaction in person or online and report them to the Local 

Authority, (you can contact the Monitoring Officer or Standards Team) and/or the 

relevant social media provider or the police. This also applies to fellow Councillors, 

where action could then be taken under the Councillor Code of Conduct, and Local 

Authority employees, where concerns should be raised in line with the Local 

Authority’s Councillor-officer protocol. 

2. Bullying, harassment and discrimination 

As a Councillor: 

2.1 I do not bully any person. 

 
2.2 I do not harass any person. 

 
2.3 I promote equality and do not discriminate unlawfully against any 

person. 

The Advisory, Conciliation and Arbitration Service (ACAS) characterises bullying as 

offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power 

through means that undermine, humiliate, denigrate or injure the recipient. Bullying 

might be a regular pattern of behaviour or a one-off incident, happen face-to-face, on 

social media, in emails or phone calls, happen in the workplace or at work social 

events and may not always be obvious or noticed by others. 

The Protection from Harassment Act 1997 defines harassment as conduct that 

causes alarm or distress or puts people in fear of violence and must involve such 

conduct on at least two occasions. It can include repeated attempts to impose 

unwanted communications and contact upon a person in a manner that could be 

expected to cause distress or fear in any reasonable person. 

Unlawful discrimination is where someone is treated unfairly because of a protected 

characteristic. Protected characteristics are specific aspects of a person's 

identity defined by the Equality Act 2010. They are age, disability, gender 

reassignment, marriage and civil partnership, pregnancy and maternity, race, religion 

or belief, sex and sexual orientation. 

The Equality Act 2010 places specific duties on local authorities. Councillors have a 

central role to play in ensuring that equality issues are integral to the Local Authority's 

performance and strategic aims, and that there is a strong vision and public 

commitment to equality across public services. 

 

 

 

 

 



3. Impartiality of officers of the council 

As a Councillor: 

3.1 I do not compromise, or attempt to compromise, the impartiality of 

anyone who works for, or on behalf of, the Local Authority. 

Officers work for the Local Authority as a whole and must be politically neutral 

(unless they are political assistants). They should not be coerced or persuaded to 

act in a way that would undermine their neutrality. You can question officers in order 

to understand, for example, their reasons for proposing to act in a particular way, or 

the content of a report that they have written. However, you must not try and force 

them to act differently, change their advice, or alter the content of that report, if doing 

so would prejudice their professional integrity. 

4. Confidentiality and access to information 

As a Councillor: 

4.1 I do not disclose information: 

a. given to me in confidence by anyone 

b. acquired by me which I believe, or ought reasonably to be 

aware, is of a confidential nature, unless 

i. I have received the consent of a person authorised to give 

it; 

ii. I am required by law to do so; 

iii. the disclosure is made to a third party for the purpose of 

obtaining professional legal advice provided that the third 

party agrees not to disclose the information to any other 

person; or 

iv. the disclosure is: 

1. reasonable and in the public interest; and 

2. made in good faith and in compliance with the 

reasonable requirements of the Local Authority; 

and 

3. made in consultation with either the Clerk in the 

first instance and or the Monitoring Officer prior 

to its  release. 

 
4.2 I do not improperly use knowledge gained solely as a result of my role 

as a Councillor for the advancement of myself, my friends, my family 

members, my employer or my business interests. 

 
4.3 I do not prevent anyone from getting information that they are entitled 

to by law. 

Local authorities must work openly and transparently, and their proceedings and 

printed materials are open to the public, except in certain legally defined 

circumstances. You should work on this basis, but there will be times when it is 

required by law that discussions, documents and other information relating to or held 

by the Local Authority must be treated in a confidential manner. Examples include 

personal data relating to individuals or information relating to ongoing negotiations. 

 



5. Disrepute 

As a Councillor: 

5.1 I do not bring my role or Local Authority into disrepute. 

As a Councillor, you are trusted to make decisions on behalf of your community 

and your actions and behaviour are subject to greater scrutiny than that of ordinary 

members of the public. You should be aware that your actions might have an 

adverse impact on you, other Councillors and/or your Local Authority and may 

lower the public’s confidence in your or your Local Authority’s ability to discharge 

your/ its functions. For example, behaviour that is considered dishonest and/or 

deceitful can bring your Local Authority into disrepute. 

You are able to hold the Local Authority and fellow Councillors to account and are 

able to constructively challenge and express concern about decisions and processes 

undertaken by the council whilst continuing to adhere to other aspects of this Code of 

Conduct. 

6. Use of position 

As a Councillor: 

6.1 I do not use, or attempt to use, my position improperly to the advantage 

or disadvantage of myself or anyone else. 

Your position as a Member of the Local Authority provides you with certain 

opportunities, responsibilities and privileges, and you make choices all the time that 

will impact others. However, you should not take advantage of these opportunities to 

further your own or others’ private interests or to disadvantage anyone unfairly. 

7. Use of Local Authority resources and facilities 

As a Councillor: 

7.1 I do not misuse Council resources. 

 
7.2 I will, when using the resources of the Local Authority or authorising 

their use by others: 

a. act in accordance with the Local Authority's requirements; and 

b. ensure that such resources are not used for political purposes 

unless that use could reasonably be regarded as likely to 

facilitate, or be conducive to, the discharge of the functions of the 

Local Authority or of the office to which I have been elected or 

appointed. 

You may be provided with resources and facilities by the Local Authority to assist 

you in carrying out your duties as a Councillor. 

Examples include: 

• office support 

• stationery 

• equipment such as phones, and computers 

• transport 

• access and use of Local Authority buildings and rooms. 



These are given to you to help you carry out your role as a Councillor more 

effectively and are not to be used for business or personal gain. They should be 

used in accordance with the purpose for which they have been provided and the 

Local Authority’s own policies regarding their use. 

8. Complying with the Code of Conduct 

As a Councillor: 

8.1 I undertake Code of Conduct training provided by my Local Authority. 

 
8.2 I cooperate with any Code of Conduct investigation and/or 

determination. 

 
8.3 I do not intimidate or attempt to intimidate any person who is likely to 

be involved with the administration of any investigation or proceedings. 

 
8.4 I comply with any sanction imposed on me following a finding that I 

have breached the Code of Conduct. 

It is extremely important for you as a Councillor to demonstrate high standards, for 

you to have your actions open to scrutiny and for you not to undermine public trust in 

the Local Authority or its governance. If you do not understand or are concerned 

about the Local Authority’s processes in handling a complaint you should raise this 

with your Monitoring Officer. 

Protecting your reputation and the reputation of the Local Authority 

9. Interests 

As a Councillor: 

9.1 I register and declare my interests. 

You need to register your interests so that the public, Local Authority employees and 

fellow Councillors know which of your interests might give rise to a conflict of 

interest. The register is a public document that can be consulted when (or before) an 

issue arises. The register also protects you by allowing you to demonstrate 

openness and a willingness to be held accountable. You are personally responsible 

for deciding whether or not you should declare an interest in a meeting, but it can be 

helpful for you to know early on if others think that a potential conflict might arise. It 

is also important that the public know about any interest that might have to be 

declared by you or other Councillors when making or taking part in decisions, so that 

decision making is seen by the public as open and honest. This helps to ensure that 

public confidence in the integrity of local governance is maintained. 

You should note that failure to register or declare a disclosable pecuniary (i.e. 

financial) interest is a criminal offence under the Localism Act 2011. 

Appendix B sets out the detailed provisions on registering and declaring interests. If 

in doubt, you should always seek advice from your Monitoring Officer. 



10. Gifts and hospitality 

As a Councillor: 

10.1 I do not accept gifts or hospitality, irrespective of value, which 

could give rise to a reasonable suspicion of influence on my part to 

show favour from persons seeking to acquire, develop or do business 

with the Local Authority or from persons who may apply to the Local 

Authority for any permission, licence or other significant advantage. 

 
10.2 I register with the Monitoring Officer any gift or hospitality with an 

estimated value of at least £50 within 28 days of its receipt. 

 
10.3 I register with the Monitoring Officer any significant gift or 

hospitality that I have been offered but have refused to accept. 

In order to protect your position and the reputation of the Local Authority, you should 

exercise caution in accepting any gifts or hospitality which are (or which you 

reasonably believe to be) offered to you because you are a Councillor. The 

presumption should always be not to accept significant gifts or hospitality. However, 

there may be times when such a refusal may be difficult if it is seen as rudeness in 

which case you could accept it but must ensure it is publicly registered. However, 

you do not need to register gifts and hospitality which are not related to your role as 

a Councillor, such as Christmas gifts from your friends and family. It is also 

important to note that it is appropriate to accept normal expenses and hospitality 

associated with your duties as a Councillor. If you are unsure, do contact your 

Monitoring Officer for guidance. 



 

Appendices 

Appendix A – The Seven Principles of Public Life 

The principles are: 

Selflessness 

Holders of public office should act solely in terms of the public interest. 

Integrity 

Holders of public office must avoid placing themselves under any obligation to 

people or organisations that might try inappropriately to influence them in their work. 

They should not act or take decisions in order to gain financial or other material 

benefits for themselves, their family, or their friends. They must declare and resolve 

any interests and relationships. 

Objectivity 

Holders of public office must act and take decisions impartially, fairly and on merit, 

using the best evidence and without discrimination or bias. 

Accountability 

Holders of public office are accountable to the public for their decisions and actions 

and must submit themselves to the scrutiny necessary to ensure this. 

Openness 

Holders of public office should act and take decisions in an open and transparent 

manner. Information should not be withheld from the public unless there are clear 

and lawful reasons for so doing. 

Honesty 

Holders of public office should be truthful. 

Leadership 

Holders of public office should exhibit these principles in their own behaviour. They 

should actively promote and robustly support the principles and be willing to 

challenge poor behaviour wherever it occurs. 



Appendix B 

Registering interests 

1. Within 28 days of this Code of Conduct being adopted by the Local Authority 

or your election or appointment to office (where that is later) you must register 

with the Clerk the interests which fall within the categories set out in Table 1 

(Disclosable Pecuniary Interests) and Table 2 (Other Registerable Interests). 

Disclosable Pecuniary Interests means issues relating to money and 

finances. 
 

2. You must ensure that your register of interests is kept up-to-date and within 

28 days of becoming aware of any new interest, or of any change to a 

registered interest, notify the Clerk. 
 

3. A ‘sensitive interest’ is as an interest which, if disclosed, could lead to the 

Councillor/Member or co-opted Member, or a person connected with the 

Member or co-opted Member, being subject to violence or intimidation. 
 

4. Where you have a ‘sensitive interest’ you must notify the Clerk                with the 

reasons why you believe it is a sensitive interest. If the Clerk agrees they 

will withhold the interest from the public register. 

 

Declaring interests 

5. Where a matter arises at a meeting which directly relates one of your 

Disclosable Pecuniary Interests, you must declare the interest, not participate 

in any discussion or vote on the matter and must not remain in the room 

unless you have been granted a dispensation. If it is a ‘sensitive interest’, you 

do not have to declare the nature of the interest, just that you have an 

interest. 
 

6. Where a matter arises at a meeting which directly relates to one of your Other 

Registerable Interests, you must declare the interest. You may speak on the 

matter only if members of the public are also allowed to speak at the meeting 

but otherwise must not take part in any discussion or vote on the matter and 

must not remain in the room unless you have been granted a dispensation. If 

it is a ‘sensitive interest’, again you do not have to declare the nature of the 

interest. 
 

7. Where a matter arises at a meeting which directly relates to your financial 

interest or well-being (and is not a Disclosable Pecuniary Interest) or a 

financial interest or well-being of a relative or close associate, you must 

declare the interest. You may speak on the matter only if members of the 

public are also allowed to speak at the meeting but otherwise must not take 

part in any discussion or vote on the matter and must not remain in the room 

unless you have been granted a dispensation. If it is a ‘sensitive interest’, you 

do not have to declare the nature of the interest. 

 

 

 

 



 

8. Where a matter arises at a meeting which affects – 

a. your own financial interest or well-being; 

b. a financial interest or well-being of a friend, relative, close associate; or 

c. a financial interest or wellbeing of a body included under Other 

Registrable Interests as set out in Table 2   

you must disclose the interest. In order to determine whether you can 
remain in the meeting after disclosing your interest  the following test should 
be applied. 

 

 

9. Where the matter affects the financial interest or well-being of a person or body 
referred to in paragraph 8 above: 

a.  to a greater extent than it affects the financial interests of the majority 

of inhabitants of the ward or parish affected by the decision and; 

b. a reasonable member of the public knowing all the facts would believe 

that it would affect your view of the wider public interest 

you must declare the interest. You may speak on the matter only if members 

of the public are also allowed to speak at the meeting but must not take part 

in any discussion or vote on the matter and must not remain in the room 

unless you have been granted a dispensation. If it is a ‘sensitive interest’, 

you do not have to declare the nature of the interest. 

 

 

 

 
Table 1: Disclosable Pecuniary Interests 

This table sets out the explanation of Disclosable Pecuniary Interests as set out in 

the Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012. 
 

Subject Description 

Employment, office, trade, 
profession or vocation 

Any employment, office, trade, 
profession or vocation carried on for 
profit or gain. 
 

Sponsorship Any payment or provision of any other 
financial benefit (other than from the 
council) made to the Councillor during 
the previous 12-month period for 
expenses incurred by him/her in 
carrying out his/her duties as a 
Councillor, or towards his/her election 
expenses. 
This includes any payment or financial 
benefit from a trade union within the 
meaning of the Trade Union and Labour 
Relations (Consolidation) Act 1992. 

https://www.legislation.gov.uk/uksi/2012/1464/made


Contracts Any contract made between the 
Councillor or his/her spouse or civil 
partner or the person with whom the 

Councillor is living as if they were 
spouses/civil partners (or a firm in which 
such person is a partner, or an 
incorporated body of which such person 
is a director* or a body that such person 
has a beneficial interest in the securities 
of*) and the council — 
(a) under which goods or services are 
to be provided or works are to be 
executed; and 
(b) which has not been fully 
discharged. 

Land and Property Any beneficial interest in land which is 
within the area of the Council. 
(a) ‘Land’ excludes an easement, 

servitude, interest or right in or over 
land which does not give the 
Councillor or his/her spouse or civil 
partner or the person with whom the 
Councillor is living as if they were 
spouses/ civil partners (alone or jointly 
with another) a right to occupy or to 
receive income. 

Licences Any licence (alone or jointly with others) 
to occupy land in the area of the council 
for a month or longer 

Corporate tenancies Any tenancy where (to the 
Councillor’s knowledge)— 
(a) the landlord is the Council; and 
the tenant is a body that the Councillor, 
or his/her spouse or civil partner or the 
person with whom the Councillor is living 
as if they were spouses/ civil partners is 
a partner of or a director* of or has a 
beneficial interest in the securities* of. 



Securities Any beneficial interest in securities* of a 
body where— 
(a) that body (to the Councillor’s 
knowledge) has a place of business or 
land in the area of the council; and 
(b) either— 
(i) the total nominal value of the 
securities* exceeds £25,000 or one 
hundredth of the total issued share 
capital of that body; or 
(ii) if the share capital of that body is of 
more than one class, the total nominal 
value of the shares of any one class in 
which the Councillor, or his/ her spouse 
or civil partner or the person with whom 
the Councillor is living as if they were 
spouses/civil partners has a beneficial 
(b) interest exceeds one hundredth of 
the total issued share capital of that 
class. 

* ‘director’ includes a member of the committee of management of an industrial and 

provident society. 

* ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, units of 

a collective investment scheme within the meaning of the Financial Services and 

Markets Act 2000 and other securities of any description, other than money 

deposited with a building society. 

Table 2: Other Registerable Interests 

You must register as an Other Registerable interest: 
 

A: Any unpaid Directorships 

B: Any Body of which you are a member or in a position of general control or 
management and to which you are appointed or nominated by the council; 

C: Any Body - (i) exercising functions of a public  nature; 

(ii) directed to charitable purposes; or 

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

of which you are a member or in a position of general control or management. 



Appendix C – the Committee on Standards in Public Life 

The LGA has undertaken this review whilst the Government continues to consider 

the recommendations made by the Committee on Standards in Public Life in their 

report on Local Government Ethical Standards. If the Government chooses to 

implement any of the recommendations, this could require a change to this Code. 

The recommendations cover: 

• Recommendations for changes to the Localism Act 2011 to clarify in law when 

the Code of Conduct applies 

• The introduction of sanctions 

• An appeals process through the Local Government Ombudsman 

• Changes to the Relevant Authorities (Disclosable Pecuniary Interests) 

Regulations 2012 

• Updates to the Local Government Transparency Code 

• Changes to the role and responsibilities of the Independent Person 

• That the criminal offences in the Localism Act 2011 relating to Disclosable 

Pecuniary Interests should be abolished 

The Local Government Ethical Standards report also includes Best Practice 

recommendations. These are: 

Best practice 1: Local authorities should include prohibitions on bullying and 

harassment in codes of conduct. These should include a definition of bullying and 

harassment, supplemented with a list of examples of the sort of behaviour covered 

by such a definition. 

Best practice 2: Councils should include provisions in their code of conduct requiring 

Councillors to comply with any formal standards investigation and prohibiting trivial or 

malicious allegations by Councillors. 

Best practice 3: Principal authorities should review their code of conduct each year 

and regularly seek, where possible, the views of the public, community organisations 

and neighbouring authorities. 

Best practice 4: An authority’s code should be readily accessible to both Councillors 

and the public, in a prominent position on a council’s website and available in council 

premises. 

Best practice 5: Local authorities should update their gifts and hospitality register at 

least once per quarter, and publish it in an accessible format, such as CSV. 

Best practice 6: Councils should publish a clear and straightforward public interest 

test against which allegations are filtered. 

Best practice 7: Local authorities should have access to at least two Independent 

Persons. 

 

 

 

 

 

https://www.gov.uk/government/publications/local-government-ethical-standards-report


Best practice 8: An Independent Person should be consulted as to whether to 

undertake a formal investigation on an allegation, and should be given the option to 

review and comment on allegations which the responsible officer is minded to dismiss 

as being without merit, vexatious, or trivial. 

Best practice 9: Where a Local Authority makes a decision on an allegation of 

misconduct following a formal investigation, a decision notice should be published as 

soon as possible on its website, including a brief statement of facts, the provisions of 

the code engaged by the allegations, the view of the Independent Person, the 

reasoning of the decision-maker, and any sanction applied. 

Best practice 10: A Local Authority should have straightforward and accessible 

guidance on its website on how to make a complaint under the code of conduct, the 

process for handling complaints, and estimated timescales for investigations and 

outcomes. 

Best practice 11: Formal standards complaints about the conduct of a Parish 

Councillor towards a clerk should be made by the chair or by the Parish Council as 

a whole, rather than the clerk in all but exceptional circumstances. 

Best practice 12: Monitoring Officers’ roles should include providing advice, support 

and management of investigations and adjudications on alleged breaches to Parish 

Councils within the remit of the principal authority. They should be provided with 

adequate training, corporate support and resources to undertake this work. 

Best practice 13: A Local Authority should have procedures in place to address 

any conflicts of interest when undertaking a standards investigation. Possible 

steps should include asking the Monitoring Officer from a different authority to 

undertake the investigation. 

Best practice 14: Councils should report on separate bodies they have set up or 

which they own as part of their annual governance statement and give a full picture 

of their relationship with those bodies. Separate bodies created by local authorities 

should abide by the Nolan principle of openness and publish their board agendas 

and minutes and annual reports in an accessible place. 

Best practice 15: Senior officers should meet regularly with political group leaders or 

group whips to discuss standards issues. 

 

 
The LGA has committed to reviewing the Code on an annual basis to ensure it is still 

fit for purpose. 
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        STEYNING PARISH COUNCIL 

DISPENSATIONS SCHEME 

1 Applicability 

The following arrangements for seeking dispensations from prohibitions on 

participation apply from 1 July 2012. The statutory basis for the rules is to be found in 

the Localism Act 2011 sections 33 and 31(1) and (4). 

The authority may on a written request made to the proper officer by a member or co-

opted member of the authority grant a dispensation (a) relieving the member or co-

opted member from either or both of the restrictions in section 31(4) of the Localism 

Act in cases described in the dispensation and/or (b) relieving the member or co-opted 

member from the restrictions in Paragraph 12 of the Code of Member’s Conduct in 

cases described in the dispensation. 

2 Legal Criteria 

2.1 If a member or co-opted member of the authority (a) is present at a meeting of 

the authority, or of any committee, sub-committee, joint committee of the authority (b) 

has a disclosable pecuniary interest and/or a prejudicial interest in any matter to be 

considered, or being considered at the meeting, and (c) is aware that the condition in 

paragraph (b) is met the member or co-opted member may not participate in the 

matter.  

2.2 These rules apply:  

2.2.1  to either or both of the prohibitions from participation set out in the 

Localism Act 2011 section 31(4) concerning the matter in which a member or co-opted 

member has a disclosable pecuniary interest; and 

2.2.2 to prohibitions from participation concerning a matter in which a 

member or co-opted member has a prejudicial interest. 

Section 31(4) of the Localism Act 2011 provides in relation to disclosable pecuniary 

interests:    “(4)   The member or co-opted member may not - 

         (a)   participate, or participate further, in any discussion of the matter at  

               the meeting, or (b) participate in any vote, or further vote, taken on  

               the matter at the meeting but this is subject to section 33” 
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Paragraph 12 (1) of the Code of Member’s Conduct provides in relation to prejudicial 

interests: 

“(1) Where you have a prejudicial interest in any business of your 

authority: 

(a) you must withdraw from the room or chamber where a meeting 

considering the business is being held (i) in a case where sub-

paragraph (2) applies, immediately after making representations, 

answering questions or giving evidence; (ii) in any other case, whenever 

it becomes apparent that the business is being considered at that 

meeting; unless you have obtained a dispensation from your authority.” 

2.3 A dispensation can only be granted if after having had regard to all relevant   

circumstances the authority: 

2.3.1 considers that without the dispensation the number of persons 

prohibited by section 31(4) from participation in any particular business would be 

so great a proportion of the body transacting the business as to impede the 

transaction of the business, or 

2.3.2 considers that without the representation of different political groups on 

the body transacting any particular business would be so upset as to alter the likely 

outcome of any vote relating to the business, or] 

2.3.3 considers that granting the dispensation is in the interests of persons 

living in the authority’s area, or 

2.3.4 considers that it is otherwise appropriate to grant a dispensation. 

3 Maximum period 

A dispensation will specify the period for which it has effect and the period specified 

may not last for more than 4 years from the date of the giving of the dispensation. 

4 How to apply for a dispensation 

If a member wishes to seek dispensation to enable him or her to participate in the 

consideration of a matter from which he or she would be excluded by the provisions of 

section 31(4) of the Localism Act 2011 or the Code, he or she should write to or email 

the Clerk a request for a dispensation explaining why it is desirable for a dispensation 

to be granted. At least fourteen days’ notice must be given before the dispensation is 

required to enable the appropriate committee together with all necessary consultations 

to be undertaken.   
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5 Records 

The authority will record the existence, duration and nature of any dispensation and 

the record is to be kept with the register of members’ interests and a copy provided to 

the authority’s monitoring officer. 

6 The authority’s Finance & Community Committee’s consideration     

of an application for dispensation 

 The following is a summary of what might be regarded as good practice in considering 

an application for a dispensation: 

6.1 Dispensations should be granted only in exceptional circumstances. 

6.2 Dispensations cannot be granted other than in the circumstances set out in 

the Localism Act 2011 Section 33(2) set out in paragraph 2.3 above. 

6.3    A dispensation cannot authorise a member to act unlawfully. 

6.5 Any dispensation that has already been granted will be ignored when 

applying    the legal criteria in paragraph 2. 

6.6 The interest of the member seeking the dispensation will be balanced 

against the potential effect of the outcome of the vote if the member is 

unable to participate. 

6.7 A dispensation may be granted to enable a member to speak only or to 

speak and vote. 

6.8 A dispensation should not be granted where the dispensation would conflict 

with the general principles which underlie the Code of Members’ Conduct: 

6.8.1 Selflessness—members should serve only the public interest 

and should never improperly confer an advantage or 

disadvantage on any person. 

6.8.2 Integrity—members should not place themselves in situations 

where their integrity may be questioned, should not behave 

improperly and should on all occasions avoid the appearance of 

such behaviour. 

6.8.3 Objectivity—members should make decisions on merit, 

including when making appointments, awarding contracts, or 

recommending individuals for rewards or benefits. 

6.8.4 Accountability—members should be accountable to the public 

for their actions and the manner in which they carry out their 

responsibilities and should co-operate fully and honestly with 

any scrutiny appropriate to their particular office. 
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6.8.5 Openness — members should be as open as possible about 

their actions and those of their authority and should be prepared 

to give reasons for those actions. 

6.8.6 Honesty – Members should not place themselves in situations 

where their honesty may be questioned, should not behave 

dishonestly and should on all occasions avoid the appearance 

of such behaviour. 

6.8.7 Leadership – members should promote and support these 

principles by leadership, and by example, and should act in a 

way that secures or preserves public confidence. 

6.9 A dispensation should not be granted where the nature of the member’s 

interest would damage public confidence in the conduct of the authority’s 

business were the dispensation to be granted. 

6.10 If a dispensation is granted it should usually be for one specific item of 

business at one meeting of the authority. 

6.11 Consideration must take account of any legal requirement or statutory 

guidance issued by the Department for Communities and Local 

Government. 

6.12 Section 31(4) of the Localism Act 2011 does not apply in relation to anything 

done for the purposes of deciding whether to grant a dispensation under 

this section. 

7 Help 

Further assistance can be obtained from the Clerk at clerk@steyningpc.gov.uk 

 

 

Adopted by Full Council 20th May 2024 

 

  
 



                     GRANT AWARDING POLICY 
 

Introduction  
A Parish Council is empowered to incur expenditure in the execution of any works in order to exercise 
its statutory powers.  There is also a power to incur expenditure for the benefit of the area, for some 
or all of its residents (Local Government Act 1972, section 137). Under these powers Steyning Parish 
Council makes annual provision for grant aid for its residents. 
 
As part of this commitment, the Council has for example, designated funds for two local organisations 
in order to support their work in the past. The first of these groups is Steyning in Bloom, which does 
so much to brighten up the look of our local community, and especially the High Street. Secondly, the 
Vintage Years Group which is a very significant partner in the Council’s work to help combat ‘Isolation 
and loneliness’ in the Steyning Parish Community.  
The remaining monies will be distributed to deserving volunteer groups and local charities to assist in 
their work within the parish of Steyning. The distribution of these general grant funds will be based 
upon their requirements and the compelling nature of their applications.  
 
To qualify, the applicant must be able to demonstrate that funding will benefit the Parish, or residents 
of the Parish. Grants will normally be considered quarterly by Finance & General Purposes Committee 
(March, June, September, December), unless there are special circumstances which require more 
immediate consideration. In determining the validity of an application, the Council will refer to the 
following guidelines: 
 

 

Examples of applications which will be considered include: 
 

1. The purchasing of equipment either in part or in full. 
2. The funding of transport (especially sustainable transport) to enable members to partake in a 

group trip or outing. 
3. For training activities. 
4. For activities that raise the profile of the area. 
5. For temporary running costs of a viable group, that is experiencing a period of hardship. 
6. For hosting special events or celebrations. 
7. For the provision of recreational facilities. 
 
NB   As the Parish Council has declared a climate emergency, it will look favourably upon schemes,   
        projects, equipment, or provision that help create biodiversity or climate resilience, or which  
        would help reduce energy or waste or water consumption.  

 
 
 

 
 
 
 
 



Conditions: 
 

1. Grants will not be awarded to individuals. 
2. Additional applications within a 12-month period will not normally be considered 
3. The award must be used for the purpose for which the application was made. 
4. If the group is unable to use the award before the proposed end date, then an explanation 

should be provided to the Parish Council. 
5. Awards must be accounted for, and evidence of expenditure should be supplied as requested.  If 

the council is not satisfied that the grant has been spent as defined; they reserve the right to 
require a refund. 

6. Any grant must only be used for the purpose for which it was awarded unless the written 
approval of the Parish Council has been obtained for a change in use of the grant monies. 

7. Any unspent portion of the grant must be returned to the Parish Council within 6 months after 
the proposed end date of the project. 

8. Successful applicants that receive a grant are asked to submit a report within one year of the 
award date detailing how the grant has been used and the respective project costs. The report 
may include photos (if relevant to the project and use). 

9. This policy may be amended at any time by the Council following a motion having been 
published on the agenda. 
 

 

Eligibility: 
 

Any Charity, Voluntary Group or Community Organisation operating within the parish that are of 
benefit to the local community, with the following two provisos: 
i,  The Parish Council will NOT fund activities that it considers to be the responsibility of a 
Statutory Authority. 
ii,  Applications from schools for an activity that takes place within the school day will not be 
considered. 
 
The Parish Council will not fund activities outside its powers and functions, nor will it fund 
activities or services which are undertaken outside the Steyning Parish. 

 

Submission of the Application: 
 

1. Applications must be submitted to the Clerk via email or delivered to the Steyning Centre: 
Using and completing the grant application template attached.  

2. Applications for grants over £250 should be supported by a copy of the latest set of annual 
accounts, these will be for the scrutiny of the Clerk and the F&GP Chair only. 

 

 

 
 
 
Adopted by Full Council on the 18 th September 2023 



SPC Grant Application 

 

 

 

 

  Steyning Parish Council has recognised there is a Climate Crisis and so it is desirable, though not essential, that your 

project, equipment, installation or other reason for funding focuses on one of the following - (please tick all that apply) 

     Biodiversity - Rewilding to create more and better spaces for wildlife

       Carbon Reduction - Radically reducing carbon emissions

     Climate Resilience - Improving resilience to changing climate

     Energy - Transitioning to clean secure, affordable energy, or energy conservation

     Food - Developing a fairer or more sustainable food source

     Transport - Shifting to sustainable transport and improving air quality

     Waste Reduction - Reducing waste, increasing reuse, recycling and composting

     Water - Improving water quality and reducing consumption

     I hereby certify that to the best of my knowledge the above information is correct and that the grants eligibility 

     criteria and the terms and conditions are complied with 

     I confirm that I will submit updates to the Council informing how the Grant was used to improve Steyning

     Signed       …............................................................              Dated        ….............................................

     Please return to the Council Office in person, by post or by email











Obtaining the General Power of Competence    Item 14.4 

Briefing Notes 

At the September 2023 Full Council Meeting it was agreed that SPC would obtain the 

‘General Power of Competence’ via the following motion 

  To agree that SPC obtain the Power of Competence – Supporting papers explained what the 
General Power of Competence meant for this council and detailed how the Council had now become 
eligible to obtain this additional ‘power’. Cllr Young proposed, seconded by Cllr S Alexander, that as 
SPC fulfill the criteria for obtaining the ‘General Power of Competence’, it’s proposed that SPC 
agrees to use it should the need arise. Agreed 

 
   A local council must decide, at a full meeting of the council, that it meets the criteria for eligibility at 

that particular point in time. A resolution to this effect must be written clearly in the minutes of that 
meeting. The council is then required to revisit that decision and make a new resolution at every 
‘relevant’ annual meeting of the council to confirm that it still meets the criteria (if it does). This 
means that eligibility remains in place until the first annual meeting of the council after the ordinary 
election even if the condition of the eligibility criteria has changed. 

 
   
  We compiled the following information so that members and residents can understand 

what the ‘Power of Competence’ means. This is the same information I supplied at last 
year’s meeting – as background reading for you if you so wish. 
 

The Freedom of the General Power of Competence {GPC} 

 

Councils no longer need to ask whether they have a specific power to act. GPC (LA 2011 s1(1)) gives 

local authorities, including eligible local councils, “the power to do anything that individuals generally 

may do” as long as they don’t break other laws. It is a ‘power of first resort’; this means that when 

searching for a power to act, the first question you ask is whether you can use GPC. To find the 

answer, you ask whether an individual is normally permitted to act in the same way. For example: 

• An individual can’t put someone in prison – and neither can a local council (although, like an 

individual, the council can press for a prosecution). 

• An individual can’t impose taxes on other people – so a local council can’t use GPC to raise taxes. 

on the other hand, an individual 

• could run a community shop or post office (provided they abide by relevant rules) – so a local 

council can do likewise; 

• can set up a company to provide a service. GPC clearly permits a local council to engage in 

commercial activity as long as it sets up a company or co-operative society (s4) for this purpose 

Sometimes a council can do things that an individual can’t do – such as creating byelaws, raising a 

precept or issuing fixed penalty notices – but it must do so using the specific original legislation. GPC 

does not mean that the council can delegate decisions to individual councillors – this is a procedural 

matter that remains enshrined in law. 



The Government hopes that GPC gives local councils confidence in their legal capacity to act for their 

communities. It encourages councils to use this power to work with others in providing cost-effective 

services and facilities in innovative ways to meet the needs of local people. The council can lend or 

invest money; it can trade; it can even sell energy to the National Grid. If another authority has a 

statutory duty, then it remains their duty to provide that service (eg education, waste collection, 

social services) but local councils can still help out. For example, a local council can support a school 

in many ways, just as an individual might. It could even help a community trust to run a local school. 

The council can undertake activities using GPC anywhere – not just in the parish (s1(4a)). It isn’t 

necessary to worry whether the activity is for the benefit of the council, the area or the community 

(s1(4c)) although, in practice, parishioners might object if they can’t see the benefit! And unlike the 

Local Government Act 1972, s137, it doesn’t matter whether there are any other specific powers 

permitting the council to take action (s1(5)). So, for example, a council can use GPC to build a sports 

facility even though there is another power enabling it to do the same thing (Local Government 

(Miscellaneous Provisions) Act 1976 s19). 

As always, the council is expected to act in accordance with the general principle of ‘reasonableness’ 

established by the Wednesbury court case in 1948. The judgement made it clear that a council can 

exercise reasonable discretion when interpreting legislation provided that it justifies its decision in 

terms of relevant, rather than irrelevant, matters. 

 

The Two Criteria for Eligibility 

 

1. Elected Councillors 

At the precise moment that the council resolves that it meets the criteria, the number of councillors 

elected at the last ordinary election, or at a subsequent by-election, must equal or exceed two thirds 

of its total number of councillors. 

Elected councillors include all councillors who stood for election (including at a bye-election) 

whether or not the election was contested. Co-opted or appointed councillors do not count as they 

are not elected. 

Elected councillors include all councillors who stood for election whether or not the election was 

contested. Co-opted or appointed councillors do not count as they are not elected. 

The total number of councillors means the number of seats on the council including those that might 

be vacant. If two thirds is not a whole number, then it must be rounded up to the next whole 

number. For example, if the number of councillors in total is 8 and two thirds is approximately 5.3, 

then the number of councillors that must be elected is 6. 

 

2. A Qualified Clerk 

The clerk must hold at least one of the sector-specific qualifications and should have completed the 

relevant training designed as part of the National Training Strategy for local councils. From April 

2012, this training is undertaken as part of a clerk’s preparation for one of the recognised sector-

specific qualifications. Where a clerk studied for one of these qualifications before April 2012, they 



undertake the relevant training and must pass Section 7 in Isolation Module in order to be fully 

qualified for the purposes of the GPC (see CiLCA Section 7 & GPC section at top of this page). 

The recognised sector-specific qualifications are: 

1. The Certificate in Local Council Administration (CiLCA) awarded by Ascentis (or previously by 

Monitoring and Verification Board or the AQA). If the CiLCA certificate was awarded pre 2012, you 

must also hold GPC Section 7 in Isolation Module certificate. 

2. Or one of the following higher education qualifications awarded by the University of 

Gloucestershire or its predecessor institutions, namely: 

• The Certificate of Higher Education in Local Council Administration 

• The first level of the Foundation Degree in Community Engagement 

• The Certificate of Higher Education in Local Policy and Governance (the Level Four course) 

• Any equivalent successor qualification 

It is important that the council pays attention to the advice of its trained and qualified clerk when 

taking decisions to ensure that it acts lawfully. 

Since GPC can be used for most of the activities of the council rather than for unusual one-off 

projects, the council cannot employ a clerk on a short-term contract specifically for using the power. 

If the council loses its qualified clerk or has insufficient elected councillors, then it must record its 

ineligibility at the next ‘relevant’ annual meeting of the council (after the ordinary election). If it has 

already started an activity under GPC for which there is no other specific power, it remains eligible 

for the purpose of completing that activity, but it can’t start anything new under the power until it is 

in a position to make the formal decision that it meets the criteria. The council must go back to 

identifying whether it has a specific power to act and use the restricted s137 if there is no 

appropriate specific power. When entering into a contract under GPC, a council should be cautious if 

the contract lasts beyond the next annual meeting when the council might no longer be eligible to 

use GPC. There is a risk of legal action if the council ends the contract unexpectedly. It is wise to seek 

legal advice when setting up the contract. 

 

Risks and Restrictions Limiting GPC 

 

There are some risks associated with using GPC. Inadequate community support or insufficient 

funding are significant risks while there are several statutory or legal restrictions that a local council 

should consider before using the power. Clerks and councillors should be aware of the following 

restrictions that potentially could limit the use of GPC. 

• If a council is already subject to a statutory duty, then that duty remains in place. So, for 

example, a local council that is eligible to use the GPC must continue to abide by its 

duties.  For example: 

– The council has a duty to act with regard to the likely effect on crime and disorder and to do all it 

can to prevent crime and disorder in its area (Crime and Disorder Act 2006 s17). 

– The Natural Environment and Communities Act 2006 s40 imposes a duty on local councils to 

consider conserving biodiversity in exercising its functions. 

– The Smallholding and Allotments Act 1908 s23(1) gives councils a duty to provide allotments if 

they are of the opinion that there is a demand for them. 



• There are also many procedural and financial duties that remain in place for regulating the 

governance of a local council. 

• Furthermore, the council must comply with employment law, Health and Safety legislation, 

equality legislation and duties related to data protection and freedom of information for 

example. 

• The council must set up a company or co-operative society of it wishes to trade. If the council 

sets up a company or co-operative society, it must abide by company law. Councils are 

advised to refer to more detailed Government guidance on trading and on charging (see links 

below). The council can charge for services provided under GPC . 

• Remember, if another authority has a statutory duty, then it remains their duty to provide 

that service (eg education). If you are worried that you might be encroaching on another 

authority’s duty, then ask whether an individual, a private company or a community trust 

might be able to step in and help. If they can, then so can the local council (although it might 

need to set up an appropriate delivery body first). 

• If the action, the council wishes to take is also covered by a specific power then any 

restrictions that apply to the overlapping power are still in force. So if existing legislation 

requires the council to ask permission before acting, then it must do so. For example, the 

council asks permission from the Highways Authority before doing work on roadside verges. 

 

GPC is a power and not a source of money. It cannot be used to raise the precept and if loans are 

needed then normal procedures apply. The council can seek other sources of finance such as the 

Community Infrastructure Levy, grant funding, sponsorship, commercial activity and agreements with 

other authorities. As always, the council should ensure support from local taxpayers. 

So councils cannot use GPC primarily to raise money, but they can receive income as a consequence 

of using the power for a different primary purpose. For example, a council could give financial 

assistance to a struggling local enterprise by purchasing share capital just as any individual could. 

Similarly the council could lend money to support a local activity and earn interest on the loan and it 

can raise sponsorship for a community project. 

Although councils are encouraged to be innovative, they should be aware of the risks involved in 

using the power in addition to a lack of money or community support. For example: 

• There is a risk of being challenged 

• Trading activities could damage competing local activities 

The council risks its reputation and public money if a project goes wrong. 

 

 

 

 



















Smaller authority name: Steyning Parish Council 
 

 NOTICE OF PUBLIC RIGHTS AND PUBLICATION 
OF UNAUDITED ANNUAL GOVERNANCE & 

ACCOUNTABILITY RETURN 

ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2024 
 

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        Monday 2 June 2025 _(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 2023, these documents will be available 
on reasonable notice by application to: 
 

(b)                       John Fullbrook – The Clerk and Responsible Finance Officer 
                  Steyning Parish Council 
                  Fletchers Croft, BN44 3XZ 
 

commencing on (c)            Tuesday 3 June 2025 
 

and ending on (d)               Monday 14 July 2025    
[the 30th working day after (c) above] 

 
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: 

Moore (Ref AP/HD)                                    
Rutland House  
Minerva Business Park  
Lynch Wood  
Peterborough 
PE2 6PZ 
 

5. This announcement is made by (e) John Fullbrook,  
                                                                Steyning Parish Council 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 extends for a single period of 
30 working days (inclusive) ending on the 
date appointed in (d) below 

 

(d) The inspection period between (c) 
and (d) must also 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 

 



                                               Item 16.4 

To consider Neighbourhood Plan Steering Committee recommendation 

Briefing Note 

At the last public meeting of the Steering Committee on the 1st of May the members discussed 
the changed circumstances involved in this field of endeavor. The withdrawal of the HDC Local 
Plan from further examination and consultation, plus the withdrawal of Locality Grant Funding 
opportunities for Neighbourhood Plan compilations and reviews has altered the necessity to 
complete our review in the previously stated and agreed timescale. As has the speed of the 
Glebe Farm developers move towards their final reserved matters planning submission 
document. 

After a considerable and productive discussion, the nine members present unanimously agreed 
the following motion. 

Cllr Richard Bell proposed, seconded by Paul Cotton that the Steering Committee 
recommends to Full Council that due to a change in circumstances, the Neighbourhood Plan 
Steering Committee review of the existing plan should now include all elements not yet included 
{such as the determination of a Housing Allocation or likely infrastructure development}. 
However that this is undertaken as a two-stage review, the first stage review being as per the 
original plan {to review and update existing text and to include design codes} and to take this to 
public consultation. The second stage should continue alongside this with the Steering 
committee engaging in a fully inclusive review. Agreed 

Knowing that the first stage of this review is now likely to cost in the region of £14K (without any 
external funding resource available to us at this stage), and the second stage review is going to 
be in the region of another £20K+, the members thought it important enough for the Council to 
consider this an important priority project for 2025/26. 

It will be down to F&GP to determine in its July meeting the final strategy and project 
priority for 2025/26  (inc. to June 2026) 

Council needs to agree or otherwise this statement of intent at this meeting – dates for 
target completion being determined by F&GP in July. 




