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	LITTLE STANNEY & DISTRICT PARISH COUNCIL
SCHEME OF DELEGATION



This scheme of delegation gives authority to the Proper Officer/Responsible Financial Officer and sets out the responsibilities of the full Council with regard to setting up Standing Committees and ad hoc Working Groups/Advisory Groups of the Council.  
[bookmark: _Toc13403]Responsible Financial Officer (RFO)  
The Clerk to the Council shall be the Responsible Financial Officer (RFO) to the Council and shall be responsible for the Parish Council’s accounting procedures, in accordance with the Accounts and Audit Regulations in force at any given time.  
[bookmark: _Toc13404]Proper Officer  
The Clerk to the Council as the Proper Officer of the Council is specifically authorised to: 
· Receive declarations of acceptance of office  
· Receive and record members’ interests  
· Receive and grant dispensations according to the Council’s Code of Conduct; details of all dispensations received and granted to be reported to the Council at the next available meeting.  
· Receive and retain plans and documents  
· Sign notices or other documents on behalf of the Council  
· Receive copies of byelaws made by a primary local authority  
· Sign summons to attend meetings of the Council  
· Institute and appear in any legal proceedings authorised by the Council 
In addition, the Clerk has the delegated authority to undertake the following matters on behalf of the Council 
· Day to day administration of services 
· Implementation of national pay awards and conditions of service in line with the National Joint Council Scheme of Conditions of Service as amended by Local Agreement  
· Calling any extraordinary meetings of the Council, having consulted with the Chairman of the Council. 
· The immediate response to any correspondence requiring or requesting information or relating to previous decisions of the Council, but not correspondence requiring an opinion to be taken by the Council. 
· The authorisation of routine recurring expenditure within the agreed budget according to the Council’s financial regulations  
· The authorisation of emergency expenditure up to £500 outside of the agreed budget according to financial regulations.  
· To act as the Council’s designated officer for the purposes of the Freedom of Information Act 2000 
[bookmark: _Toc13405]The Council
The Council (seven Members) may appoint one or more Committees or Working Groups for the purpose of discharging its functions. A Committee may make recommendations for the Council’s consideration on the following matters, which are reserved to the Council for decision.: 
· Setting the Precept  
· Borrowing money  
· Approval of the Council’s Annual Accounts and completion of the Annual Return  
· Making, amending or revoking Standing Orders, Financial Regulations or this Scheme of Delegation  
· Making, amending or revoking byelaws  
· Making of Orders under any statutory powers  
· Matters of principle or policy  
· Nomination and appointment of representatives of the Council to any other authority, organisation or body (except approved conferences or meetings)  
· Any proposed new undertakings  
· Prosecution or defence in a court of law  
· Nomination or appointment of representatives of the Council at any inquiry on matters affecting the Parish, excluding those matters specific to a Committee  
· All other matters which must by law be reserved to the full Council 
Standing Committees of the Council  
· These are permanent committees and are responsible to the full Council for managing delegated areas of the Council’s business.  
· Standing Committees will report to the full Council as required. 
· Expenditure proposed by any Standing Committee must be approved by full Council.  
· Minutes of meetings of Standing Committees will be published on the Council website.
· Membership and terms of reference of Standing Committees will be reviewed annually at the Annual Meeting of the Council. 
Working Groups and Advisory Groups  
· These may be set-up by a Standing Committees or full Council to support their work by carrying out specific tasks. 
· The work of such Groups will be decided upon at the time of their formation.  
· Some Groups may be permanent others maybe ad hoc. 
· Working Groups and Advisory Groups will report to the appropriate Standing Committee or full Council as required. 
· Members of the community may be invited to join Groups as advisory members.  
· Working and Advisory Group action plans and notes will be made available to Members of the Council through the website. 
· Action plans/notes from Working and Advisory Groups will be made available for members of the Councillor Members section of the website. 
[bookmark: _Toc13408]Urgent Matters  
In the event of any matter arising which requires an urgent decision, the Parish Clerk shall consult the Chairman of the Council and, with his/her agreement, shall have delegated power to act on behalf of the Council in respect of the particular matter under consideration.  Before exercising the delegated powers, the Parish Clerk and the Chairman of the Council shall consider whether the matter is of sufficient importance to justify the summoning of a special meeting of the Council.  Any action that is taken as a matter of urgency shall be reported to the next meeting of the Council.  
[bookmark: _Toc13409]Delegation-Limitations  
Any Committees established by the Council, and the Parish Clerk, shall at all times act in accordance with the Council’s Standing Orders, Financial Regulations and this Scheme of Delegation and, where applicable, any other rules, regulations, schemes, statutes, byelaws or orders made, and with any directions given by the Council. The following matters that are reserved for the full Council may not be delegated to a Committee:  
· The adoption of Standing Orders and Financial Regulations. 
· The appointment of permanent representatives to outside bodies. 
· The setting of the annual budget and precept. 
· The approval of final accounts and statutory return. 
· The noting of the report of the Internal Auditor.  
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