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TO MEMBERS OF THE TOWN COUNCIL  

  
  Cllr Adelson     Cllr Holdcroft Cllr O’Nolan     Cllr Sutton 
  Cllr Bale     Cllr Jewers  Cllr Page  Cllr Sylvester 
  Cllr Lady Blois    Cllr Mapey  Cllr Rawlings  Cllr Walsh 
  Cllr Gillard     Cllr Miller  Cllr Sanders  Cllr Wilks 

 
You are hereby summoned to attend the MEETING of the TOWN COUNCIL to be held 
at ST MARY’S CHURCH, WOODRIDGE on: TUESDAY 22ND JUNE 2021 at 7.00PM 

 
Greg Diaper 
Locum Town Clerk  
16th June 2021 
 

Public Attendance 
Members of the public and press are welcome to attend.  The public will be invited to 
give their views/question the Town Council on issues on the agenda, or raise issues for 
consideration of inclusion at future meetings.  This item will be limited to 30 minutes 
duration. 

 
 

AGENDA 
 
 

1. APOLOGIES 
 
2. TO RECEIVE DECLARATIONS OF INTEREST 

Members and officers are invited to make any declarations of Disclosable 
Pecuniary or Local Non-Pecuniary Interests that they may have in relation to 
items on the Agenda and are also reminded to make any declarations at any 
stage during the meeting if it becomes apparent that this may be required when 
a particular item or issue is considered. 
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3. TO CONSIDER REQUEST FOR DISPENSATIONS 
Councillors with a Pecuniary Interest in an item on this Agenda, who wish to 
remain, speak, and/or vote during consideration of that item, may apply for a 
dispensation in writing to the Town Clerk prior to the meeting.  Applications may 
also be considered at the meeting itself should the nature of the interest become 
apparent to a Councillor at the time of the meeting. 

 
4. PUBLIC QUESTION TIME 

For the public to ask questions of the Council or raise issues for consideration at 
a future meeting of the Council. Thirty minutes maximum.  
 

5. TO NOTE THE RECEIPT OF A WRITTEN REPORT FROM COUNTY COUNCILLOR 
PAGE 

 
6. TO NOTE THE RECEIPT OF A WRITTEN REPORT FROM DISTRICT COUNCILLORS 

MAPEY AND YULE 
 
7. FOR MEMBERS TO QUESTION THE DISTRICT AND COUNTY COUNCILLORS ON 

MATTERS CONTAINED IN THEIR WRITTEN REPORTS 
 
8. TO AGREE AND APPROVE THE MINUTES OF THE MEETING HELD 4th MAY 2021  

 
9. TO CONSIDER, QUESTION AND AGREE THE FOLLOWING FINANCIAL REPORTS 
 

a. Income to 31st May 2021 
b. Expenditure to 31st May 2021 
c. Income and Expenditure against Budget to May 2021 
d. Bank Reconciliation and Supporting Bank Statements to 30th April 2021 

& 31st May 2021  
e. The Accounts and Payments List for June 2021 
f. The HSBC Net report for June 2021 
g. The HSBC Corporate Card report for April & May 2021 
h. Summary of Direct Debit payments to 30th April & 31st May 2021 
i. Debtors Report to 31st May 2021 
j.  The Community Infrastructure Levy (CIL) payment of £36,105.23                

received on 20th April 2021 
k.  The Precept amount of £171,550.50 & Local Council Tax Support Grant 

of £5703.00 making a total of £177,253.50 received on 30th April 2021  
 
10. TO REVIEW THE MEMBERSHIP OF COMMITTEES AND SUB-COMMITTEES - 

ATTACHED 
To review the membership of Committees and Sub-Committees 
 

11. TO REVIEW STANDING ORDERS - ATTACHED 
To review Standing Orders 
 
 



 
12. TO REVIEW FINANCIAL REGULATIONS - ATTACHED 

To review Financial Regulations 
 

13. TO REVIEW REPRESENTATION ON EXTERNAL BODIES AND ARRANGEMENTS FOR 
REPORTING BACK - ATTACHED 

 
14. TO REVIEW THE COUNCIL’S COMPLAINTS PROCEDURE - ATTACHED 

 
15. TO REVIEW THE COUNCIL’S POLICIES, PROCEDURES AND PRACTICES IN RESPECT 

OF ITS OBLIGATIONS UNDER THE FREEDOM OF INFORMATION, GENERAL DATA 
PROTECTION REGULATIONS AND DATA PROTECTION LEGISLATION - ATTACHED 

 
16. TO REVIEW THE COUNCIL’S EMPLOYMENT POLICIES AND PROCEDURES – 

ATTACHED 
 
17. TO CONFIRM THE DECISIONS MADE BY THE TOWN CLERK UNDER DELEGATED 

POWERS FROM 5th MAY 2021 - ATTACHED 
 

18. TO AGREE TO FORMALISE THE RELATIONSHIP WITH THE TIDE MILL TRUST – 
ATTACHED 

 
19. TO CONSIDER WHETHER TO ASCERTAIN WHETHER THERE IS PUBLIC INTEREST IN 

FORMING A TOWN TWINNING ASSOCIATION INDEPENDENT OF THE TOWN 
COUNCIL 

 
20. TO CONSIDER WHETHER TO SEEK AN AUTHORISED GUARANTEE AGREEMENT 

(AGA) ON THE TRANSFER OF THE LEASE OF THE MUSEUM BUILDING – 
ATTACHED 

 
21. TO CONSIDER MAKING AN EXCEPTIONAL GRANT PAYMENT TO THE SUFFOLK 

REFUGEE SERVICE – ATTACHED 
 
22. TO AGREE TO STAGE A ONE-DAY EVENT IN ELMHURST PARK USING THE 

BALANCE OF MONIES SET ASIDE FOR POST-COVID RECOVERY AND EVENTS – 
ATTACHED 
 

23. TO NOTE AND APPROVE THE SCHEDULE OF REGULAR DIRECT DEBIT AND 
STANDING ORDER PAYMENTS – ATTACHED 
 

24. TO CONSIDER WHETHER TO COMMENT ON THE PROPOSED COUNTY COUNCIL 
WARD BOUNDARIES AS PROPOSED BY THE BOUNDARY COMMISSION – 
ATTACHED 
 

25. TO EXCLUDE THE PUBLIC AND PRESS FROM THE REMAINDER OF THE MEETING 
IN ACCORD WITH THE PUBLIC BODIES (ADMISSIONS TO MEETINGS) ACT 1960 
BECAUSE OF THE CONFIDENTIAL INFORMATION BEING DISCUSSED 



 
26. TO CONSIDER AN ALTERNATIVE PROPOSAL FOR THE DISPOSAL OF THE THEATRE 

STREET TOILETS SITE – SEPARATE CONFIDENTIAL REPORT TO FOLLOW 
 

27. TO CONSIDER THE URGENT MAINTENANCE REQUIRED ON THE COMMUNITY 
HALL AND FURTHER ASSOCIATED LEGAL ADVICE – SEPARATE CONFIDENTIAL 
REPORT 
 

28. TO CONSIDER OFFERING SHORT-TERM FINANCIAL SUPPORT TO A COMMUNITY 
ASSET – SEPARATE CONFIDENTIAL ATTACHED 
 

29. CLOSURE 
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WOODBRIDGE TOWN COUNCIL 
 
Minutes of an on-line ANNUAL GENERAL MEETING of the TOWN COUNCIL held on TUESDAY 4TH MAY 

 2021 at 7pm  
 
Councillors:    
 
Present:   S Bale, Lady C Blois, P Gillard, G Holdcroft, J Jewers, S Miller, S Rawlings,  

  R Sanders, M Sutton (except part item 42), M Sylvester, C Walsh and M Wilks 
   

In Attendance: Locum Town Clerk, Locum Deputy Town Clerk and five members of the public 
 
Apologies: E O’Nolan and C Mapey 
 
1. TO ELECT THE TOWN MAYOR FOR THE CIVIC YEAR COMMENCING 5TH MAY 2021 

 
The Council re-elected Councillor Bale as Mayor for the 2021/2022 Civic Year.   
 
Councillor Bale signed the Declaration of Acceptance of Office and thanked the Council for 
re-electing her.   
 
Councillor Miller thanked Councillor Bale for her service during what had proved to be a 
difficult year. 
 

2. TO ELECT THE DEPUTY MAYOR FOR THE CIVIC YEAR COMMENCING 5th MAY 2021 
 
The Council elected Councillor Miller as Deputy Mayor for the 2021/2022 Civic 
Year. 
 

3. APOLOGIES 
 

Apologies for absence had been received from Councillors Mapey and O’Nolan. 
 

4. TO RECEIVE DECLARATIONS OF INTEREST 
 
Councillor Sutton declared a pecuniary interest in item 42 as a Director of Woodbridge 
Riverside Trust.   
 
Councillor Holdcroft declared non-pecuniary interests in item 22 as Chairman of the Regatta 
Association, item 23 as a Director of Choose Woodbridge, and item 39 as Treasurer of the 
Dementia Project and Governor of the Seckford Foundation.  
 
No other Members had any interest in matters on the agenda. 
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5. TO CONSIDER REQUEST FOR DISPENSATIONS 

 
Councillor Sutton sought, and was granted, a dispensation to remain, speak, but not vote on 
item 42.  No other Councillors sought a dispensation. 
 

6. TO AGREE AND APPROVE THE MINUTES OF THE MEETING HELD 26th APRIL 2021 
 
The minutes of the meeting held 26th April 2021 were agreed and signed as a true record. 
 

7. TO NOTE THE RECEIPT OF THE MINUTES OF THE PLANNING COMMITTEE HELD 27th APRIL 
2021 
 
The Council noted the receipt of the minutes of the Planning Committee held 27th April 
2021. 
 

8. PUBLIC QUESTION TIME 
 
A member of the public spoke about the issues at Broomheath and indicated that no changes 
should be made to the car park, that cctv was not a good idea but that more (and more 
detailed) signage was required, indicating what was not permitted on the site. 
 
Another member of the public also spoke regarding Broomheath, again suggesting that 
signage was essential, but also that cctv was required together with fencing off the lower 
part of the site. 
 

9. TO NOTE THE RECEIPT OF A WRITTEN REPORT FROM DISTRICT COUNCILLORS MAPEY AND 
YULE 
 
No report had been received from the District Councillors. 
 

10. TO NOTE THE RECEIPT OF A WRITTEN REPORT FROM COUNTY COUNCILLOR PAGE 
 
The Clerk reported that a report had been received from County Councillor Page but was 
being withheld owing to the imminent elections. 
 

11. FOR MEMBERS TO QUESTION THE DISTRICT AND COUNTY COUNCILLORS ON MATTERS 
CONTAINED IN THEIR WRITTEN REPORTS 
 
There were no questions of either the District or County Councillors. 

 
With the Council’s agreement the Mayor indicated that agenda item 37 would be considered 
next. 
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12. TO CONSIDER MEASURES TO REDUCE ANTI-SOCIAL BEHAVIOUR AT BROOMHEATH 
 
The Council considered the ongoing issues of anti-social behaviour at Broomheath and 
agreed:- 
 

a) That the Clerk arrange a meeting onsite with neighbouring landowners, to 
which Councillors were invited, to review the issues of trespass onto and 
from neighbouring land. 

b) That the Clerk arrange for comprehensive signage indicating actions which 
were not permitted on Broomheath to be erected as soon as possible. 

c) That the Council provide “firebeaters” at appropriate locations within the 
site. 

d) That the Council establish a dialogue with schools regarding the anti-social 
behaviour issues. 

e) That the Council investigate the option of installing fencing and cctv on site. 
 

13. TO REVIEW THE SCHEME OF DELEGATION TO COMMITTEES AND SUB-COMMITTEES  
 

The Council reviewed the Scheme of Delegation and agreed that the Youth Group become a 
Working Party rather than a Committee.  No further changes were made to the Scheme of 
Delegation. 
 

14. TO REVIEW THE TERMS OF REFERENCE FOR COMMITTEES AND SUB-COMMITTEES 
 
The Council reviewed the terms of reference for Committees, Sub-Committees and Working 
Parties and agreed that no changes were required. 
 

15. TO DEFER THE REVIEW THE MEMBERSHIP OF COMMITTEES AND SUB-COMMITTEES 
 

The Council agreed that the review of the Membership of Committees, Sub-Committees and 
Working Parties would be deferred to the next meeting of the Council in view of the 
forthcoming by-elections. 
 

16. TO REVIEW STANDING ORDERS 
 

The Council agreed to delegate the initial review of Standing Orders to the Standing Orders 
Working Party with a timescale for completion of the review as 31st August 2021. 
 

17. TO REVIEW FINANCIAL REGULATIONS 
 

The Council agreed to delegate the initial review of Financial Regulations to the Standing 
Orders Working Party with a timescale for completion of the review as 31st August 2021. 
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18. TO REVIEW EXISTING ARRANGEMENTS WITH OTHER LOCAL AUTHORITIES, NOT FOR PROFIT 
BODIES AND BUSINESSES 

 
The Council noted the existing arrangements with other local authorities, not for profit 
bodies and businesses. 

 
19. TO REVIEW REPRESENTATION ON EXTERNAL BODIES AND ARRANGEMENTS FOR REPORTING 

BACK 
 

The Council agreed to review its representation on external bodies, and arrangements for 
reporting back, at its next meeting in view of the forthcoming by-elections. 
 

20. TO REVIEW EXISTING WORK WITH EXTERNAL BODIES 
 

The Council noted its position as Corporate Trustee of the Tide Mill, Kingston Field and 
Elmhurst Park. 
 

21. TO REVIEW THE COUNCIL’S INVENTORY OF LAND AND OTHER ASSETS 
 

The Council noted that this review had been undertaken at the March 2021 meeting of the 
Council and that no further changes had occurred since then. 
 

22. TO CONFIRM THE ARRANGEMENTS FOR INSURANCE COVER IN RESPECT OF ALL INSURABLE 
RISKS 

 
The Council noted that it had reviewed its arrangements for insurance cover in September 
2020 and agreed that no further changes to its cover were required. 
 

23. TO REVIEW THE COUNCIL’S AND STAFF’S SUBSCRIPTIONS TO OTHER BODIES 
 
The Council reviewed the Council’s and staff’s subscriptions to other bodies and approved 
that they continue for a further year. 
 

24. TO REVIEW THE COUNCIL’S COMPLAINTS PROCEDURE 
 
The Council agreed to delegate the initial review of its Complaints Procedure to the Standing 
Orders Working Party with a timescale for completion of the review as 31st August 2021. 
 

25. TO REVIEW THE COUNCIL’S POLICIES, PROCEDURES AND PRACTICES IN RESPECT OF ITS 
OBLIGATIONS UNDER THE FREEDOM OF INFORMATION, GENERAL DATA PROTECTION 
REGULATIONS AND DATA PROTECTION LEGISLATION 
 
The Council agreed to delegate the initial review of its policies, procedures and practices in 
respect of its obligations under the Freedom of Information, General Data Protection 
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Regulations and data protection legislation to the Standing Orders Working Party with a 
timescale for completion of the review as 31st August 2021. 
 

26. TO REVIEW THE COUNCIL’S POLICY FOR DEALING WITH THE PRESS 
 
The Council agreed to delegate the initial review of its policy for dealing with the press to the 
Standing Orders Working Party with a timescale for completion of the review as 31st August 
2021. 
 

27. TO REVIEW THE COUNCIL’S EMPLOYMENT POLICIES AND PROCEDURES 
 
The Council agreed to delegate the initial review of its Employment Policies and Procedures 
to the Standing Orders Working Party with a timescale for completion of the review as 31st 
August 2021. 
 

28. TO REVIEW THE COUNCIL’S HEALTH & SAFETY POLICY STATEMENT  
 
The Council agreed to delegate the initial review of its Health & Safety Policy Statement to 
the Standing Orders Working Party with a timescale for completion of the review as 31st 
August 2021. 
 

29. TO DETERMINE THE TIME AND PLACE OF COUNCIL MEETINGS UP TO THE DATE OF THE NEXT 
ANNUAL MEETING 

 
The Council agreed that Ordinary Full Council meetings be scheduled to occur on the 
following dates: 
 
June 22nd   
July 20th   
August 17th  
September 21st   
October 19th  
November 16th  
December 14th  
January 18th  
February 15th  
March 15th 

April 19th  
May 17th (Annual General Meeting of the Council) 
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30. TO NOTE AND TAKE ACTION AS APPROPRIATE THE INTERNAL AUDIT REPORT FOR THE 
PERIOD ENDED 31st MARCH 2021 

 
The Council noted the receipt of the report of the Independent Internal Auditor for the 
period to 31st March 2021 and that, apart from a recommendation that the future minute 
approving the precept could be expanded, there was no action to take on the report. 
 

31. TO REVIEW THE EFFECTIVENESS OF THE INTERNAL AUDIT PROCESS  
 
The Council reviewed the effectiveness of the Internal Audit Process and agreed that there 
were no changes required to the process. 
 

32. TO REVIEW THE APPOINTMENT OF THE INDEPENDENT INTERNAL AUDITOR  
 

The Council reviewed the appointment of the Independent Internal Auditor and agreed to 
re-appoint the Suffolk Association of Local Councils as its Independent Internal Auditor for 
2021/2022. 
 

33. TO CONSIDER AND AGREE THE COMPLETION OF THE RESPONSES TO THE GOVERNANCE 
STATEMENTS IN PART 1 OF THE ANNUAL GOVERNANCE AND ACCOUNTANCY REPORT 
(AGAR) FOR 2020/2021 

 
The Council considered its responses to the Governance Statements in Part 1 of the Annual 
Governance and Accountability Report for 2020/2021 and agreed to answer “Yes” to every 
question except statement 4 as in the previous year the period for the exercise of public 
rights had commenced before the Annual Governance and Accountability Report had been 
considered by Council.  The report was signed by the Mayor. 
 

34. TO CONSIDER AND AGREE THE FINANCIAL STATEMENT IN PART 2 OF THE ANNUAL 
GOVERNANCE AND ACCOUNTANCY REPORT (AGAR) FOR 2020/2021 

 
The Council considered and agreed the Financial Statement in Part 2 of the Annual 
Governance and Accountancy Report for 2020/21.  The report was signed by the Mayor. 
 

35. TO AGREE TO OPT TO TAX THE SHIRE HALL 
 

The Council agreed to opt to tax the Shire Hall. 
 

36. TO AGREE TO PUT THE UPGRADE OF KINGSTON FIELD PLAY AREA ONTO THE CONTRACTS 

FINDER WEBSITE 

 
The Council agreed the wording to be put on the Contracts Finder website as “to supplement 
and enhance the existing play area with new equipment including accessible equipment” 
with a total contract value of £89,000. 
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37. TO AGREE TO PUT THE KINGSTON FIELD PATH ONTO THE CONTRACTS FINDER WEBSITE 
 
The Council agreed the wording to be put on the Contracts Finder website as “the provision 
of a hard-surfaced edged pathway 1.8 metres wide from the play area entrance to the site 
of the bridge, with an 8 metre x 4 metres area immediately outside and within the play area, 
and a 10 metre x 10 metre area outside the pavilion”.   
 

38. TO CONSIDER AND AGREE ANY COMMENTS ON THE CONSULTATION FOR A TEMPORARY 

PAVEMENT LICENSE FOR THE BULL HOTEL 

 
The Council agreed that they had no objections to this application. 
 

39. TO CONSIDER AND AGREE A REQUEST FROM THE WOODBRIDGE DEMENTIA PROJECT TO 

USE LAND ON ELMHURST PARK FOR PATIENT AND VOLUNTEER GARDENING 

 
The Council agreed to grant a licence to the Woodbridge Dementia Project to use part of 
Elmhurst Park for patient and volunteer gardening. 
 

40. TO AGREE TO EXCLUDE, IN ACCORD WITH THE PUBLIC BODIES (ADMISSION TO MEETINGS) 
ACT 1960, THE PUBLIC AND PRESS ON ACCOUNT OF THE CONFIDENTIAL MATTERS TO BE 
DISCUSSED 
 
The council agreed to exclude, in accord with the Public Bodies (Admission To Meetings) Act 
1960, the public and press on account of the confidential matters to be discussed. 
 

41. TO AGREE TO THE TERMS FOR THE DISPOSAL OF THE THEATRE STREET TOILETS 

 
The Council considered the issue and agreed to offer to sell the site to the Galley Restaurant 

at the price set by the District Valuer, subject to:- 

 
a) The Galley Restaurant building at their expense, two replacement public toilet 

cubicles (one of which to be accessible) on the Theatre Street frontage. 

b) The Council having a right of access over and under the land for 

servicing/maintenance purposes. 

c) The Council retaining the freehold of the area of land occupied by the two 

toilet cubicles. 
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42. TO CONSIDER THE REQUEST FROM WOODBRIDGE RIVERSIDE TRUST TO VARY THE 

CONDITIONS OF THEIR LEASE 

 
The Council agreed to vary the condition of the lease to permit a greater percentage of the 

floor area to be occupied by an associated party subject to:- 

 
a) this Council’s legal advisor confirming there were no impediments to such a 

change. 

b) The Woodbridge Riverside Trust agreeing to pay the legal fees of this Council 

in both seeking that advice and varying the lease terms. 

 

43. CLOSURE 
 

The meeting was closed at 9.29pm. 
                
 
                 Councillor Bale 

Chair 



 

 
ITEM 10 
TO REVIEW THE MEMBERSHIP OF COMMITTEES AND SUB-COMMITTEES 
 
The current membership is as follows:- 
 

Amenities Climate 
Emergency 

Finance Staffing Planning Emergency 
Response 

Group 

Gillard O’Nolan Bale* Bale * Miller O’Nolan 

Bale * Bale * Gillard Blois Bale * Bale * 

Blois Blois Holdcroft Gillard Blois Gillard 

Jewers Sanders O’Nolan Holdcroft Holdcroft Holdcroft 

Mapey Wilks Sanders Miller Mapey Jewers 

Miller Wilks Sutton O’Nolan O’Nolan Miller 

Rawlings Vacancy Sylvester Rawlings Sanders Sanders 

Sanders  Walsh Sutton Sutton Walsh 

Walsh  Vacancy Walsh Walsh Wilks 

Wilks  Vacancy Vacancy Vacancy Vacancy 

 
 

Standing Orders 
Working Party 

Youth Forum Highways and 
Transport 

Disciplinary/ 
Grievance Sub-

Committee 

Appeals 
Sub-

Committee 

Gillard Sutton Gillard   

Bale * Holdcroft Blois   

Holdcroft Jewers O’Nolan   

Jewers  Vacancy   

O’Nolan  Sylvester   

Wilks  Vacancy   

  County Councillor 
Page 

  

 
Town Mayor* 
 
There are six non-Councillors on the Climate Emergency Committee; Jane Healey, Gaia 
Rodgers, Eve Garayalde, David Thomas, Pam Watson and Laura Hussey. 
 
The Council has a policy that the pro-rata distribution of Committee places between 
political parties be based on the membership of Committees being 9 (or for smaller 
Committees 5), the ex-officio Mayor not being counted for these purposes. 
 
Members are recommended to review of Membership for the Civic Year 2021/2022  
 



 
 
ITEM 11 
TO REVIEW STANDING ORDERS 
 
The Council has a Standing Orders Working Party which has reviewed Standing Orders 
and recommended that the following words “The chairman of the meeting may invite 
Councillors to question the member of the public in order to clarify their understanding 
of the matter” to item 3(h), and to add “In the absence of a Chairman a tie in votes is 
to be settled by the candidates drawing lots” to paragraph 8(a). 
 
Members are recommended to adopt Standing Orders as recommended by the 
Standing Orders Working Party  
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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.  

1. RULES OF DEBATE AT MEETINGS 

 

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

b A motion (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 
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substantive motion.  

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

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

o Unless permitted by the chairman of the meeting, a councillor may speak once 
in the debate on a motion except: 

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

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

2. DISORDERLY CONDUCT AT MEETINGS 

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

offensively or improperly. If this standing order is ignored, the chairman of the 
meeting shall request such person(s) to moderate or improve their conduct. 

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

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

 

3. MEETINGS GENERALLY 

 

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

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

● 
 

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

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

● 
● 

d Meetings shall be open to the public unless their presence is prejudicial 
to the public interest by reason of the confidential nature of the 
business to be transacted or for other special reasons. The public’s 

exclusion from part or all of a meeting shall be by a resolution which 
shall give reasons for the public’s exclusion. 

 e Members of the public may make representations, answer questions and give 
evidence at a meeting which they are entitled to attend in respect of the 
business on the agenda, or raise issues for future consideration by the 
Council. 

 f The period of time designated for public participation at a meeting in 
accordance with standing order 3(e) shall not exceed 30 minutes at a Full 
Council Meeting and 15 minutes at a committee meeting unless directed by 
the chairman of the meeting. 

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

 h In accordance with standing order 3(e), a question shall not require a 
response at the meeting nor start a debate on the question. The chairman of 
the meeting may direct that a written or oral response be given. The chairman 
of the meeting may invite Councillors to question the member of the public in 
order to clarify their understanding of the matter 

 i A person shall raise his hand when requesting to speak. The chairman of the 
meeting may at any time permit a person to be seated when speaking. 

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

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

● 
● 

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to the 
public. To “report” means to film, photograph, make an audio recording 

of meeting proceedings, use any other means for enabling persons not 
present to see or hear the meeting as it takes place or later or to report 
or to provide oral or written commentary about the meeting so that the 
report or commentary is available as the meeting takes place or later to 
persons not present. 

● 
● 

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

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.  

Generally 

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

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

● 
● 
● 

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

● 
● 
● 

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

See standing orders 5(h) and (i) for the different rules that apply in the 
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 
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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.  

● 
● 
● 

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

 x A meeting shall not exceed a period of 2 hours but may be extended at the 
discretion of the Chairman.. 

 

4. COMMITTEES AND SUB-COMMITTEES 

 

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

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

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

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

i. shall determine their terms of reference; 

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

iv. shall permit a committee to appoint its own chairman at the first meeting 
of the committee;  

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

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

 

5. ORDINARY COUNCIL MEETINGS  

 

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

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

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

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

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

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

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

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



TCP 16 – Standing Orders 
 
 

Standing Orders  
Adopted: 22 June 2021 
Review: Annually 

10 
 

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; 

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 
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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.  

 

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

 

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

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

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

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

 

7. PREVIOUS RESOLUTIONS 
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a A resolution shall not be reversed within six months except either by a special 
motion, which requires written notice by at least 9 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. 

 

8. VOTING ON APPOINTMENTS 

 

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

 

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

 

a A motion shall relate to the responsibilities of the meeting for which it is tabled 
and in any event shall relate to the performance of the Council’s statutory 

functions, powers and obligations or an issue which specifically affects the 
Council’s area or its residents.  

b No motion may be moved at a meeting unless it is on the agenda and the 
mover has given written notice of its wording to the Proper Officer and 
Chairman at least 12 clear days (which includes Saturdays and Sundays) 
before the meeting. Clear days do not include the day of the notice or the day 
of the meeting. 

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

d If the Proper Officer considers the wording of a motion received in accordance 
with standing order 9(b) is not clear in meaning, the motion shall be rejected 
until the mover of the motion resubmits it, so that it can be understood, in 
writing, to the Proper Officer and Chairman at least 7 clear days (which 
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includes Saturdays and Sundays) 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.  

 

10. MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE  

 

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

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

ii. to move to a vote;  

iii. to defer consideration of a motion;  

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

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

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

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

viii. to require a written report; 

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

x. to extend the time limits for speaking; 

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

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

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

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

xvi. to adjourn the meeting; or 

xvii. to close the meeting.  

 

11. MANAGEMENT OF INFORMATION  

See also standing order 20. 

 

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

b The Council shall have in place, and keep under review, policies for the 
retention and safe destruction of all information (including personal data) 
which it holds in paper and electronic form. The Council’s retention 

policy shall confirm the period for which information (including personal 
data) shall be retained or if this is not possible the criteria used to 
determine that period (e.g. the Limitation Act 1980).  

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

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

 

12. DRAFT MINUTES  

 

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

 

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

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

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

 d If the chairman of the meeting does not consider the minutes to be an 
accurate record of the meeting to which they relate, he shall sign the minutes 
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 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 shall be destroyed. 

 

13. CODE OF CONDUCT AND DISPENSATIONS 

See also standing order 3(u).  

 

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

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

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

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

e A decision as to whether to grant a dispensation shall be made by a meeting of 
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the Council, or committee or sub-committee for which the dispensation is 
required and that decision is final. 

f A dispensation request shall confirm: 

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

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

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 at the beginning of the meeting of the Council, or committee or sub-
committee for which the dispensation is required. 

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

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

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

iii. it is otherwise appropriate to grant a dispensation. 

 

14. CODE OF CONDUCT COMPLAINTS  

 

a Upon notification by the District Council that it is dealing with a complaint that a 
councillor or non-councillor with voting rights has breached the Council’s code 

of conduct, the Proper Officer shall, subject to standing order 11, report this to 
the Council. 

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

 

15. PROPER OFFICER  

 

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

b The Proper Officer shall: 

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

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

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

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

ii. subject to standing order 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 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 
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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. act as the Council’s Data Protection Officer; 

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; 

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 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). 
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16. RESPONSIBLE FINANCIAL OFFICER  

 

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

 

17. ACCOUNTS AND ACCOUNTING STATEMENTS 

 

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

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

regulations.  

c The Responsible Financial Officer shall supply to each councillor as soon as 
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 



TCP 16 – Standing Orders 
 
 

Standing Orders  
Adopted: 22 June 2021 
Review: Annually 

20 
 

presented to all councillors at least 14 days prior to anticipated approval by the 
Council. The annual governance and accountability return of the Council, which 
is subject to external audit, including the annual governance statement, shall 
be presented to the Council for consideration and formal approval before 30 
June. 

 

18. FINANCIAL CONTROLS AND PROCUREMENT 

 

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

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

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

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

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

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

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

c. A public contract regulated by the Public Contracts Regulations 2015 with 
an estimated value in excess of £25,000 but less than the relevant 
thresholds in standing order 18(f) is subject to Regulations 109-114 of the 
Public Contracts Regulations 2015 which include a requirement on the 
Council to advertise the contract opportunity on the Contracts Finder 
website regardless of what other means it uses to advertise the 
opportunity. 

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

g. A public contract in connection with the supply of gas, heat, electricity, 
drinking water, transport services, or postal services to the public; or the 
provision of a port or airport; or the exploration for or extraction of gas, 
oil or solid fuel with an estimated value in excess of £363,424 for a 
supply, services or design contract; or in excess of £4,551,413 for a 
works contract; or £820,370 for a social and other specific services 
contract (or other thresholds determined by the European Commission 
every two years and published in OJEU) shall comply with the relevant 
procurement procedures and other requirements in the Utilities Contracts 
Regulations 2016. 

 

19. HANDLING STAFF MATTERS 
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a A matter personal to a member of staff that is being considered by a meeting of 
the Staffing Committee or a Staffing Sub Committee is subject to standing 
order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s 

most senior member of staff shall notify the chairman of the Staffing Committee 
or, if he is not available, the vice-chairman (if there is one) of the Staffing 
Committee of absence occasioned by illness or other reason and that person 
shall report such absence to the Staffing Committee at its next meeting. 

c The chairman of the Staffing Committee or in his absence, the vice-chairman 
shall conduct a review of the performance and annual appraisal of the work of 
the Town Clerk. The reviews and appraisal shall be reported in writing and any 
actions arising therefrom are subject to approval by resolution by the Staffing 
Committee. 

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 the Staffing Committee or in his absence, the vice-chairman of 
Staffing Committee in respect of an informal or formal grievance matter, and this 
matter shall be reported back and progressed by resolution of the Staffing Sub-
Committee. 

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

an informal or formal grievance matter raised by the Town Clerk relates to the 
chairman or vice-chairman of the Staffing Committee this shall be 
communicated to another member of the Staffing Committee which shall be 
reported back and progressed by resolution of the Staffing Sub-Committee. 

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

an informal or formal grievance matter raised by the Town Clerk relates to the 
chairman or vice-chairman of the Staffing Sub Committee this shall be 
communicated to another member of the Staffing Sub Committee which shall 
be reported back to the Staffing Committee and progressed by resolution of the 
Staffing Committee. 

g 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. 

h The Chair of the Staffing Committee shall act as the Town Clerk’s day-to-day 
line manager 

i In accordance with standing order 11(a), persons with line management 
responsibilities shall have access to staff records referred to in standing order 
19(g).  
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20. RESPONSIBILITIES TO PROVIDE INFORMATION  

See also standing order 21. 

 

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

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

 

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

See also standing order 11. 

 

a The Council shall 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. 

 

22. RELATIONS WITH THE PRESS/MEDIA 

 

Relations with the Press/Media are as set out in the Council’s Press and Media 

Policy. 
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23. EXECUTION AND SEALING OF LEGAL DEEDS  

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

 

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

b Subject to standing order 23(a), 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. 

 

24. COMMUNICATING WITH DISTRICT AND COUNTY 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 
representing the area of the Council.  

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

 

a. Unless duly authorised no councillor shall: 

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

ii. issue orders, instructions or directions. 

 

26. STANDING ORDERS GENERALLY 

 

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

b A motion to add to or vary or revoke one or more of the Council’s standing 

orders, except one that incorporates mandatory statutory or legal requirements, 
shall be proposed by a special motion, the written notice by at least 9 
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. 

 



ITEM 12 
TO REVIEW FINANCIAL REGULATIONS 
 
The Council has a Standing Orders Working Party which has reviewed Financial 
Regulations and recommended the Town Clerk institute a rota for all Councillors to 
participate in the rotation of duties as set out in paragraph 5.10, and that the 
regulations be amended by the phrase “Where appropriate payment made be made 
against a pro-forma invoice” as a new paragraph between current paragraphs 6.5 and 
6.6. 
 
Members are recommended to adopt Financial Regulations as recommended by the 
Standing Orders Working Party 
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These Financial Regulations were adopted by the council at its meeting held on 22nd June 
2021. 
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1. General 

1.1. These financial regulations govern the conduct of financial management by the council 
and may only be amended or varied by resolution of the council. Financial regulations are 
one of the council’s three governing policy documents providing procedural guidance for 

members and officers. Financial regulations must be observed in conjunction with the 
council’s standing orders and any individual financial regulations relating to contracts. 

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

risk. 

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

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

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

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

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

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

1.8. The Clerk has been appointed as RFO for this council and these regulations will apply 
accordingly. 

1.9. The RFO; 

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

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

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

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

resources; and 
• produces financial management information as required by the council. 

1.10. The accounting records determined by the RFO shall be sufficient to show and explain 
the council’s transactions and to enable the RFO to ensure that any income and expenditure 

account and statement of balances, or record of receipts and payments and additional 
information, as the case may be, or management information prepared for the council from 
time to time comply with the Accounts and Audit Regulations. 

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

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

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

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

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

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

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

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

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

• measures to ensure that risk is properly managed. 

 

1.13. The council is not empowered by these Regulations or otherwise to delegate certain 
specified decisions. In particular any decision regarding: 

• setting the final budget or the precept (council tax requirement); 
• approving accounting statements; 
• approving an annual governance statement; 
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• borrowing; 
• writing off bad debts; 
• declaring eligibility for the General Power of Competence; and 
• addressing recommendations in any report from the internal or external auditors, 

shall be a matter for the full council only. 

1.14. In addition, the council must: 

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

• approve any grant or a single commitment in excess of £5,000; and 
• in respect of the annual salary for any employee have regard to recommendations 

about annual salaries of employees made by the relevant committee in accordance 
with its terms of reference. 

1.15. In these financial regulations, references to the Accounts and Audit Regulations or ‘the 

regulations’ shall mean the regulations issued under the provisions of section 27 of the Audit 

Commission Act 1998, or any superseding legislation, and then in force unless otherwise 
specified. 

In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall refer to 

guidance issued in Governance and Accountability for Local Councils - a Practitioners’ 

Guide (England) issued by the Joint Practitioners Advisory Group (JPAG), available from the 
websites of NALC and the Society for Local Council Clerks (SLCC). 

2. Accounting and audit (internal and external) 

2.1. All accounting procedures and financial records of the council shall be determined by 
the RFO in accordance with the Accounts and Audit Regulations, appropriate guidance and 
proper practices. 

2.2. On a regular basis, at least once each month, and at each financial year end, a member 
plus the Chairman shall be appointed to verify bank reconciliations (for all accounts) 
produced by the RFO. The members shall sign the reconciliations and the original bank 
statements (or similar document) as evidence of verification. This activity shall on conclusion 
be reported, including any exceptions, to and noted by the council. 

2.3. The RFO shall complete the annual statement of accounts, annual report, and any 
related documents of the council contained in the Annual Return (as specified in proper 
practices) as soon as practicable after the end of the financial year and having certified the 
accounts shall submit them and report thereon to the council within the timescales set by the 
Accounts and Audit Regulations. 
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2.4. The council shall ensure that there is an adequate and effective system of internal audit 
of its accounting records, and of its system of internal control in accordance with proper 
practices. Any officer or member of the council shall make available such documents and 
records as appear to the council to be necessary for the purpose of the audit and shall, as 
directed by the council, supply the RFO, internal auditor, or external auditor with such 
information and explanation as the council considers necessary for that purpose. 

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

2.6. The internal auditor shall: 

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

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

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

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

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

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

employees have been appropriately assigned to assist the internal auditor. 

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

‘independence’ shall have the same meaning as is described in proper practices. 

2.9. The RFO shall make arrangements for the exercise of electors’ rights in relation to the 

accounts including the opportunity to inspect the accounts, books, and vouchers and display 
or publish any notices and statements of account required by Audit Commission Act 1998, or 
any superseding legislation, and the Accounts and Audit Regulations. 

2.10. The RFO shall, without undue delay, bring to the attention of all councillors any 
correspondence or report from internal or external auditors. 

3. Annual estimates (budget) and forward planning 

3.1. Each committee shall review its three-year forecast of revenue and capital receipts and 
payments. Having regard to the forecast, it shall thereafter formulate and submit proposals 
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for the following financial year to the Finance Committee not later than the end of November 
each year including any proposals for revising the forecast. 

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

3.3. The council shall consider annual budget proposals in relation to the council’s three year 

forecast of revenue and capital receipts and payments including recommendations for the 
use of reserves and sources of funding and update the forecast accordingly. 

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

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

4. Budgetary control and authority to spend  

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

• the council for all items over £5,000; 
• a duly delegated committee of the council for items over £1,000; or 
• the Clerk, in conjunction with Chairman of Council or Chairman of the appropriate 

committee, for any items below £1,000. 

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

Contracts may not be disaggregated to avoid controls imposed by these regulations. 

4.2. No expenditure may be authorised that will exceed the amount provided in the revenue 
budget for that class of expenditure other than by resolution of the council, or duly delegated 
committee. During the budget year and with the approval of council having considered fully 
the implications for public services, unspent and available amounts may be moved to other 
budget headings or to an earmarked reserve as appropriate (‘virement’). 

4.3. Unspent provisions in the revenue or capital budgets for completed projects shall not be 
carried forward to a subsequent year. 
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4.4. The salary budgets are to be reviewed at least annually in November for the following 
financial year and such review shall be evidenced by a hard copy schedule signed by the 
Clerk and the Chairman of Council or relevant committee. The RFO will inform committees 
of any changes impacting on their budget requirement for the coming year in good time. 

4.5. In cases of extreme risk to the delivery of council services, the clerk may authorise 
revenue expenditure on behalf of the council which in the clerk’s judgement it is necessary to 

carry out. Such expenditure includes repair, replacement or other work, whether or not there 
is any budgetary provision for the expenditure, subject to a limit of £25,000. The Clerk shall 
report such action to the chairman as soon as possible and to the council as soon as 
practicable thereafter. 

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

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

4.8. The RFO shall regularly provide the council with a statement of receipts and payments 
to date under each head of the budgets, comparing actual expenditure to the appropriate 
date against that planned as shown in the budget. These statements are to be prepared at 
least at the end of each financial quarter and shall show explanations of material variances. 
For this purpose “material” shall be in excess of £100 or 15% of the budget, whichever is the 
greater. 

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

5. Banking arrangements and authorisation of payments 

5.1. The council's banking arrangements, including the bank mandate, shall be made by the 
RFO and approved by the council; banking arrangements may not be delegated to a 
committee. They shall be annually reviewed for safety and efficiency.  

5.2. The RFO shall prepare a schedule of payments requiring authorisation, forming part of 
the Agenda for the Meeting and, together with the relevant invoices, present the schedule to 
council. The council shall review the schedule for compliance and, having satisfied itself 
shall authorise payment by a resolution of the council. The approved schedule shall be ruled 
off and initialled by the Chairman of the Meeting. A detailed list of all payments shall be 
disclosed within or as an attachment to the minutes of the meeting at which payment was 
authorised. Personal payments (including salaries, wages, expenses and any payment 
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made in relation to the termination of a contract of employment) may be summarised to 
remove public access to any personal information. 

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

5.4. The RFO shall examine invoices for arithmetical accuracy and analyse them to the 
appropriate expenditure heading. The RFO shall take all steps to pay all invoices submitted, 
and which are in order, at the next available council meeting. 

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

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

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

c) fund transfers within the councils banking arrangements up to the sum of £30,000, 
provided that a list of such payments shall be submitted to the next appropriate 
meeting of council [or finance committee]. 

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

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

5.8. In respect of grants a duly authorised committee shall approve expenditure within any 
limits set by council and in accordance with any policy statement approved by council. Any 
Revenue or Capital Grant in excess of £5,000 shall before payment, be subject to ratification 
by resolution of the council. 
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5.9. Members are subject to the Code of Conduct that has been adopted by the council and 
shall comply with the Code and Standing Orders when a decision to authorise or instruct 
payment is made in respect of a matter in which they have a disclosable pecuniary or other 
interest, unless a dispensation has been granted. 

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

5.11. Any changes in the recorded details of suppliers, such as bank account records, shall 
be approved in writing by a Member. 

6. Instructions for the making of payments 

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

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

6.3. All payments shall be effected by cheque or other instructions to the council's bankers, 
or otherwise, in accordance with a resolution of council. 

6.4. Cheques or orders for payment drawn on the bank account in accordance with the 
schedule as presented to council or committee shall be signed by two member[s] of council 
in accordance with a resolution instructing that payment. A member who is a bank signatory, 
having a connection by virtue of family or business relationships with the beneficiary of a 
payment, should not be a signatory to the payment in question. 

6.5. To indicate agreement of the details shown on the cheque or order for payment with the 
counterfoil and the invoice or similar documentation, the signatories shall each also initial the 
cheque counterfoil. 

6.6. Where appropriate payment made be made against a pro-forma invoice.  

6.7 Cheques or orders for payment shall not normally be presented for signature other than 
at a council (including immediately before or after such a meeting). Any signatures obtained 
away from such meetings shall be reported to the council at the next convenient meeting. 

6.8. If thought appropriate by the council, payment for utility supplies (energy, telephone and 
water) and any National Non-Domestic Rates may be made by variable direct debit provided 
that the instructions are signed by two members and any payments are reported to council 
as made. The approval of the use of a variable direct debit shall be renewed by resolution of 
the council at least every two years. 
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6.9. If thought appropriate by the council, payment for certain items (principally salaries) may 
be made by banker’s standing order provided that the instructions are signed, or otherwise 

evidenced by two members are retained and any payments are reported to council as made. 
The approval of the use of a banker’s standing order shall be renewed by resolution of the 
council at least every two years. 

6.10. 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 two authorised bank signatories, 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. 

6.11. If thought appropriate by the council payment for certain items may be made by 
internet banking transfer provided evidence is retained showing which members approved 
the payment. 

6.12. Where a computer requires use of a personal identification number (PIN) or other 
password(s), for access to the council’s records on that computer, a note shall be made of 

the PIN and Passwords and shall be handed to and retained by the Chairman of Council in a 
sealed dated envelope. This envelope may not be opened other than in the presence of two 
other councillors. After the envelope has been opened, in any circumstances, the PIN and / 
or passwords shall be changed as soon as practicable. The fact that the sealed envelope 
has been opened, in whatever circumstances, shall be reported to all members immediately 
and formally to the next available meeting of the council. This will not be required for a 
member’s personal computer used only for remote authorisation of bank payments. 

6.13. No employee or councillor shall disclose any PIN or password, relevant to the working 
of the council or its bank accounts, to any person not authorised in writing by the council or a 
duly delegated committee. 

6.14. Regular back-up copies of the records on any computer shall be made and shall be 
stored securely away from the computer in question, and preferably off site. 

6.15. The council, and any members using computers for the council’s financial business, 

shall ensure that anti-virus, anti-spyware and firewall software with automatic updates, 
together with a high level of security, is used. 

6.16. Where internet banking arrangements are made with any bank, the Clerk shall be 
appointed as the Service Administrator. The bank mandate approved by the council shall 
identify a number of councillors who will be authorised to approve transactions on those 
accounts. The bank mandate will state clearly the amounts of payments that can be 
instructed by the use of the Service Administrator alone, or by the Service Administrator with 
a stated number of approvals. 
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6.17. Access to any internet banking accounts will be directly to the access page (which may 
be saved under “favourites”), and not through a search engine or e-mail link. Remembered 
or saved passwords facilities must not be used on any computer used for council banking 
work. Breach of this Regulation will be treated as a very serious matter under these 
regulations. 

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

6.19. Any Debit Card issued for use will be specifically restricted to the Clerk and will also be 
restricted to a single transaction maximum net value of £500. 

6.20. Any corporate credit card or trade card account opened by the council will be 
specifically restricted to use by the Clerk and shall be subject to automatic payment in full at 
each month-end. Personal credit or debit cards of members or staff shall not be used under 
any circumstances. 

6.21. The Finance Assistant may provide petty cash to officers for the purpose of defraying 
operational and other expenses. Vouchers for payments made shall be forwarded to the 
RFO with a claim for reimbursement. 

a) The Finance Assistant shall maintain a petty cash float of £200 for the purpose of 
defraying operational and other expenses. Vouchers for payments made from petty 
cash shall be kept to substantiate the payment. 

b) 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 the 
schedule of payments presented to council under 5.2 above.] 

7. Payment of salaries 

7.1. As an employer, the council shall make arrangements to meet fully the statutory 
requirements placed on all employers by PAYE and National Insurance legislation. The 
payment of all salaries shall be made in accordance with payroll records and the rules of 
PAYE and National Insurance currently operating, and salaries shall be as agreed by council 
following a recommendation from the Staffing Committee. 

7.2. Payment of salaries and payment of deductions from salary such as may be required to 
be made for tax, national insurance and pension contributions, or similar statutory or 
discretionary deductions must be made in accordance with the payroll records and on the 
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appropriate dates stipulated in employment contracts, provided that each payment is 
reported to the next available council meeting, as set out in these regulations above. 

7.3 Overtime is only payable if pre-approved by the employee’s line manager, and a monthly 

report on overtime is to be submitted to Council. 

7.4. No changes shall be made to any employee’s pay, emoluments, or terms and conditions 

of employment without the prior consent of the council. 

7.5. Each and every payment to employees of net salary and to the appropriate creditor of 
the statutory and discretionary deductions shall be recorded in a separate confidential record 
(confidential cash book). This confidential record is not open to inspection or review (under 
the Freedom of Information Act 2000 or otherwise) other than: 

a) by any councillor who can demonstrate to the clerk a need to know; 

b) by the internal auditor; 

c) by the external auditor; or 

d) by any person authorised under Audit Commission Act 1998, or any superseding 
legislation. 

7.6. The total of such payments in each calendar month shall be reported with all other 
payments as made as may be required under these Financial Regulations, to ensure that 
only payments due for the period have actually been paid. 

7.7. An effective system of personal performance management should be maintained for 
officers. 

7.8. Any termination payments shall be supported by a clear business case and reported to 
the council. Termination payments shall only be authorised by council. 

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

8. Loans and investments 

8.1. All borrowings shall be effected in the name of the council, after obtaining any 
necessary borrowing approval. Any application for borrowing approval shall be approved by 
Council as to terms and purpose. The application for borrowing approval, and subsequent 
arrangements for the loan shall only be approved by full council. 

8.2. Any financial arrangement which does not require formal borrowing approval from the 
Secretary of State (such as Hire Purchase or Leasing of tangible assets) shall be subject to 
approval by the full council. In each case a report in writing shall be provided to council in 
respect of value for money for the proposed transaction. 
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8.3. The council will arrange with the council’s banks and investment providers for the 
sending of a copy of each statement of account to the Chairman of the council at the same 
time as one is issued to the Clerk. 

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

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

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

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

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

9. Income 

9.1. The collection of all sums due to the council shall be the responsibility of and under the 
supervision of the RFO. 

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

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

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

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

9.6. The origin of each receipt shall be entered on the paying-in slip. 

9.7. Personal cheques shall not be cashed out of money held on behalf of the council. 
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9.8. The RFO shall promptly complete any VAT Return that is required. Any repayment claim 
due in accordance with VAT Act 1994 section 33 shall be made at least annually coinciding 
with the financial year end. 

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

10. Orders for work, goods and services 

10.1. An official order, email or letter shall be issued for all work, goods and services unless 
a formal contract is to be prepared or an official order would be inappropriate. Copies of 
orders, emails and letters shall be retained. 

10.2. Order books shall be controlled by the RFO. 

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

10.4. A member may not issue an official order or make any contract on behalf of the 
council. 

10.5. The RFO shall verify the lawful nature of any proposed purchase before the issue of 
any order, and in the case of new or infrequent purchases or payments, the RFO shall 
ensure that the statutory authority shall be reported to the meeting at which the order is 
approved so that the minutes can record the power being used. 

11. Contracts 

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

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

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

ii. for specialist services such as are provided by legal professionals; 
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iii. for work to be executed or goods or materials to be supplied which consist 
of repairs to or parts for existing machinery or equipment or plant; 

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

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

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

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

shall comply with the relevant requirements of the Regulations1. 

c) The full requirements of The Regulations, as applicable, shall be followed in 
respect of the tendering and award of a public supply contract, public service contract 
or public works contract which exceed thresholds in The Regulations set by the 
Public Contracts Directive 2014/24/EU (which may change from time to time)2. 

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

e) Such invitation to tender shall state the general nature of the intended contract and 
the Clerk shall obtain the necessary technical assistance to prepare a specification in 
appropriate cases. The invitation shall in addition state that tenders must be 
addressed to the Clerk in the ordinary course of post. 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. 

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

 

1 The Regulations require councils to use the Contracts Finder website to advertise contract opportunities, set out the 
procedures to be followed in awarding new contracts and to publicise the award of new contracts 
2 Thresholds currently applicable are: 

a) For public supply and public service contracts 209,000 Euros (£181,302) 
b) For public works contracts 5,225,000 Euros (£4,551,413) 
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g) Any invitation to tender issued under this regulation shall be subject to Standing 
Orders18(d), and shall refer to the terms of the Bribery Act 2010. 

h) When it is to enter into a contract of less than £25,000 in value for the supply of 
goods or materials or for the execution of works or specialist services other than such 
goods, materials, works or specialist services as are excepted as set out in 
paragraph (a) the Clerk shall strive to obtain 3 quotations (priced descriptions of the 
proposed supply); where the value is below £5,000 and above £1,000 the Clerk shall 
strive to obtain 3 estimates. Otherwise, Regulation 10.3 above shall apply. 

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

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

 

12. Payments under contracts for building or other construction works 

12.1. Payments on account of the contract sum shall be made within the time specified in the 
contract by the RFO upon authorised certificates of the architect or other consultants 
engaged to supervise the contract (subject to any percentage withholding as may be agreed 
in the particular contract). 

12.2. Where contracts provide for payment by instalments the RFO shall maintain a record 
of all such payments. In any case where it is estimated that the total cost of work carried out 
under a contract, excluding agreed variations, will exceed the contract sum of 5% or more a 
report shall be submitted to the council. 

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

13. Assets, properties and estates 

13.1. The Clerk shall make appropriate arrangements for the custody of all title deeds and 
Land Registry Certificates of properties held by the council. The RFO shall ensure a record 
is maintained of all properties held by the council, recording the location, extent, plan, 
reference, purchase details, nature of the interest, tenancies granted, rents payable and 
purpose for which held in accordance with Accounts and Audit Regulations. 
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13.2. No tangible moveable property shall be purchased or otherwise acquired, sold, leased 
or otherwise disposed of, without the authority of the council, together with any other 
consents required by law, save where the estimated value of any one item of tangible 
movable property does not exceed £500. 

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

13.4. No real property (interests in land) shall be purchased or acquired without the authority 
of the full council. In each case a report in writing shall be provided 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). 

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

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

14. Insurance 

14.1. Following the annual risk assessment (per Regulation 17), the RFO shall effect all 
insurances and negotiate all claims on the council's insurers. 

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

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

14.4. 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. 

15. Risk management 
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15.1. The council is responsible for putting in place arrangements for the management of 
risk. The Clerk shall prepare, for approval by the council, risk management policy statements 
in respect of all activities of the council. Risk policy statements and consequential risk 
management arrangements shall be reviewed by the council at least annually. 

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

16. Suspension and revision of Financial Regulations 

16.1. It shall be the duty of the council to review the Financial Regulations of the council from 
time to time. The Clerk shall make arrangements to monitor changes in legislation or proper 
practices and shall advise the council of any requirement for a consequential amendment to 
these Financial Regulations. 

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

 



ITEM 13 
TO REVIEW REPRESENTATION ON EXTERNAL BODIES AND ARRANGEMENTS FOR 
REPORTING BACK 
 
The current representation on external bodies is as follows:- 
 

Committee/Outside 
Body 

Current WTC 
Representation: 
Councillors 

Reporting 
to 

Frequency 
of 
Reporting 

Suggested 
Manner of 
Reporting 

Choose Woodbridge  Bale and O’Nolan Town 
Council 

6 monthly  

Community Hall 
Management 
Committee 

Gillard and 
Jewers 

Finance 6 monthly Circulation of 
minutes 

Greenprint 
Environmental 
Forum 

Wilks Amenities 6 monthly Circulation of 
minutes 

Leiston and District 
CAB Steering Group 
(incorporating the 
Woodbridge 
Outreach CAB 

Town Mayor Town 
Council 

Annual Circulation of 
Annual Report 

Parish Tree Warden  Blois and 
Semmens 

Amenities 6 monthly Circulation of 
written report 

Public Transport 
Liaison Officer  

Sanders Town 
Council 

6 monthly Circulation of 
written report 

Regatta Committee  Deputy Mayor Town 
Council 

Annually in 
November 

Circulation of 
accounts 

SALC  Town Mayor and 
Deputy Mayor 

Town 
Council 

After each 
meeting 

Circulation of 
meeting 
agendas and 
minutes 

Woodbridge in 
Bloom Committee 

Blois and Walsh Amenities As required  

Woodbridge SNT 
Forum (ESC meeting) 

Blois, and Sanders 
plus Town Clerk 

Town 
Council 

3 monthly Confidential 
circulation of 
agreed action 

Woodbridge 
Museum Trustees 

Blois and 
Rawlings 

Amenities Annual Circulation of 
Annual Report 

Melton, Woodbridge 
and Deben Peninsula 
Community 
Partnership 

Two Councillors 
(to be appointed) 

Town 
Council 

Quarterly Circulation of 
Agendas and 
Minutes 

Seckford Foundation  Holdcroft and 
Sylvester  

Town 
Council  

Annual Circulation of 
Annual Report 



Tide Mill Bale, Holdcroft, 
Gillard and ex-
Councillor 
Semmens,  

Town 
Council 

Annual Circulation of 
Annual Report 

 
Following the election of two new Councillors it is recommended that these 
appointments be reviewed.  It is apparent that there still needs to be a further review, 
as the reporting mechanisms appear not to be working as envisaged.   
 
Councillor Sylvester’s appointment to the Seckford Foundation ends in January 2022 
and according to their constitution he cannot continue to serve, having done so for 
three consecutive four-year period. 
 
Members are recommended to agree to such a review before May 2022. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ITEM 14 
TO REVIEW THE COUNCIL’S COMPLAINTS PROCEDURE 
 
The Council has a Standing Orders Working Party which has reviewed the Complaints 
Procedure and has recommended that no changes be made.   
 
Members are recommended to accept and agree the Complaints Procedure as 
recommended by the Standing Orders Working Party 
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Complaints Procedure 
 

Introduction 
 
Woodbridge Town Council is committed to providing a quality service for the benefit 
of the people who live or work in its area or are visitors to the locality.  If you are 
dissatisfied with the standard of service you have received from this council, or are 
unhappy about an action or lack of action by this council, this Complaints Procedure 
sets out how you may complain to the council and how we shall try to resolve your 
complaint. 

 
1. This Complaints Procedure applies to complaints about council administration 

and procedures and may include complaints about how council employees 
have dealt with your concerns. 
 

2. This Complaints Procedure does not apply to:  
 

2.1. Complaints by one council employee against another council employee, 
or between a council employee and the council as employer.  These 
matters are dealt with under the council’s disciplinary and grievance 
procedures. 

   
2.2. Complaints against Councillors.  All Town Councillors must abide by the 

Suffolk Local Code of Conduct adopted by the Council on 15 May 2018. 
Complaints against Councillors should be referred directly to the 
Monitoring Officer of Suffolk Coastal District Council. Further information 
on how to make a complaint and the procedure in this situation is 
available on the East Suffolk website here: 
http://www.eastsuffolk.gov.uk/yourcouncil/councillors/complaints-about-
the-conduct-of-a-district-town-or-parish-councillor/  

 
3. You may make your complaint about the council’s procedures or administration 

to the Clerk.  You may do this in person, by phone, or by writing to or emailing 
the Clerk.  The addresses and numbers are set out below. 
 

4. Wherever possible, the Clerk will try to resolve your complaint immediately.  If 
this is not possible, the Clerk will normally try to acknowledge your complaint 
within five working days. 

http://www.eastsuffolk.gov.uk/yourcouncil/councillors/complaints-about-the-conduct-of-a-district-town-or-parish-councillor/
http://www.eastsuffolk.gov.uk/yourcouncil/councillors/complaints-about-the-conduct-of-a-district-town-or-parish-councillor/
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Making a Formal Complaint 

 
5. If a complaint about procedures or administration is notified orally to a 

Councillor or the Clerk and it is not possible to satisfy the complainant fully 
forthwith, the complainant or their representative shall be asked to put his 
complaint in writing to the Clerk and be assured that it will be dealt with promptly 
after receipt. 

 
6. If the complainant or their representative does not wish to put the complaint to 

the Clerk or other proper officer, they are advised to put it to the Mayor (as 
Chairman of the Council). 

 
7. The Clerk shall acknowledge the receipt of the complaint and advise the 

complainant or their representative when the matter will be considered by the 
Town Council’s Appeals Committee. 

 
8. The complainant shall be invited to attend the relevant meeting and bring with 

them such representative as they wish. 
 
9. Seven clear working days prior to the meeting, the complainant or their 

representative shall provide the Council with copies of any documentation or 
other evidence, which they wish to refer to at the meeting.  The Council shall 
similarly provide the complainant or their representative with copies of any 
documentation upon which they wish to rely at the meeting. 

 
At the Meeting 
 
10. The Appeals Committee shall consider whether the circumstances of the 

meeting warrant the exclusion of the public and the press.  Any decision on a 
complaint shall be announced at the next meeting of the Town Council in public. 

 
11. Chairman to introduce everyone. 
 
12. Chairman to explain procedure. 
 
13. Complainant or their representative to outline grounds for complaint. 
 
14. Members to ask any question of the complainant or their representative 
 
15. If relevant, Clerk or other proper officer to explain the Council’s position. 
 
16. Members to ask any question of the Clerk or other proper officer. 
 
17. Clerk or other proper officer and complainant or their representative to be 

offered opportunity of last word (in this order). 
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18. Clerk or other proper officer and complainant or their representative to be asked 
to leave room while Members decide whether or not the grounds for the 
complaint have been made.  (If a point of clarification is necessary, both parties 
to be invited back.) 

 
19. Clerk or other proper officer and complainant or their representative return to 

hear decision, or to be advised when decision will be made. 
 
 
 
After the Meeting 
 
20. Decision confirmed in writing within seven working days together with details of 

any action to be taken. 
 
21. If you are dissatisfied with the response to your complaint, you may ask for your 

complaint to be referred to the full Council and (usually within eight weeks) you 
will be notified in writing of the outcome of the review of your original complaint. 

 
 
 
Contacts 
 
Town Clerk 
 
Address:  Woodbridge Town Council 

Shire Hall 
  Market Hill 
  WOODBRIDGE 
  Suffolk 
  IP12 2BA 
   
Telephone: 01394 383599 
Email:  townclerk@woodbridge-suffolk.gov.uk  
 
Town Mayor 
 
Address:  Woodbridge Town Council 

Shire Hall 
  Market Hill 
  WOODBRIDGE 
  Suffolk 
  IP12 2BA 
   
Telephone: 01394 383599 
Email:  townclerk@woodbridge-suffolk.gov.uk  

 

mailto:townclerk@woodbridge-suffolk.gov.uk
mailto:townclerk@woodbridge-suffolk.gov.uk


ITEM 15 
TO REVIEW THE COUNCIL’S POLICIES, PROCEDURES AND PRACTICES IN RESPECT OF ITS 
OBLIGATIONS UNDER THE FREEDOM OF INFORMATION, GENERAL DATA PROTECTION 
REGULATIONS AND DATA PROTECTION LEGISLATION 
 
The Council has a Standing Orders Working Party which has reviewed the Council’s 
policies, procedures and practices in respect of its obligations under the Freedom of 
Information, General Data Protection Regulations and Data Protection legislation and 
has recommended that the current Freedom of Information Publication Scheme remain 
unchanged and that the Data Protection Policy be amended only to remove 
typographical errors in it.   
 
The other documents (Privacy Notice and Document and Electronic Data Retention 
Policy) will be reviewed at a future meeting. 
 
Members are recommended to accept and agree the Council’s policies, procedures and 
practices in respect of its obligations under the Freedom of Information Publication 
Scheme, and Data Protection legislation as recommended by the Standing Orders 
Working Party 
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Freedom of Information Act 
Publication Scheme  

  
This model publication scheme has been prepared and approved by the Information Commissioner. It has been adopted without 
modification by Woodbridge Town Council and is valid until further notice.  
  
This publication scheme commits an authority to make information available to the public as part of its normal business activities. 
The information covered is included in the classes of information mentioned below, where this information is held by the authority. 
Additional assistance is provided to the definition of these classes in sector specific guidance manuals issued by the Information 
Commissioner.  
  
The scheme commits an authority:  
  

• To proactively publish or otherwise make available as a matter of routine, information, including environmental information, 
which is held by the authority and falls within the classifications below.  

• To specify the information which is held by the authority and falls within the classifications below.  
• To proactively publish or otherwise make available as a matter of routine, information in line with the statements contained 

within this scheme.  
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• To produce and publish the methods by which the specific information is made routinely available so that it can be easily 
identified and accessed by members of the public.  

• To review and update on a regular basis the information the authority makes available under this scheme.  
• To produce a schedule of any fees charged for access to information which is made proactively available.    
• To make this publication scheme available to the public.  
• To publish any dataset held by the authority that has been requested, and any updated versions it holds, unless the authority 

is satisfied that it is not appropriate to do so; to publish the dataset, where reasonably practicable, in an electronic form that is 
capable of re-use; and, if any information in the dataset is a relevant copyright work and the public authority is the only owner, 
to make the information available for re-use under the terms of the Re-use of Public Sector Information Regulations 2015, if 
they apply, and otherwise under the terms of the Freedom of Information Act section 19.    The term ‘dataset’ is defined in 
section 11(5) of the Freedom of Information Act. The term ‘relevant copyright work’ is defined in section 19(8) of that Act.  

 
Classes of information  
 

Who we are and what we do?         
Organisational information, locations and contacts, constitutional and legal governance.      
     
What we spend and how we spend it         
Financial information relating to projected and actual income and expenditure, tendering, procurement, and contracts.    
 
What our priorities are and how we are doing         
Strategy and performance information, plans, assessments, inspections,   and reviews.  
 
How we make decisions        
Policy proposals and decisions. Decision making processes, internal criteria and procedures, consultations.  
  
 
 



TCP 9 – Freedom of Information Act 

 

Freedom of Information Act/Publication Scheme 
Model Publication Scheme V1.2 
Approved: 22nd June 2021 
Review: Annually 

 
3 

 

Our policies and procedures    
Current written protocols for delivering our functions and responsibilities.  Lists and registers.   Information held in registers 
required by law and other lists and registers relating to the functions of the authority.  
 
The services we offer        
Advice and guidance, booklets and leaflets, transactions, and media    releases. A description of the services offered.  
 

The classes of information will not generally include:  
  

• Information the disclosure of which is prevented by law, or exempt under the Freedom of Information Act, or is otherwise 
properly considered to be protected from disclosure.   

• Information in draft form.   
• Information that is no longer readily available as it is contained in files that have been placed in archive storage or is difficult 

to access for similar reasons. 
 
The method by which information published under this scheme will be made available  
  
The authority will indicate clearly to the public what information is covered by this scheme and how it can be obtained.  
  
Where it is within the capability of a public authority, information will be provided on a website. Where it is impracticable to make 
information available on a website or when an individual does not wish to access the information by the website, a public authority 
will indicate how information can be obtained by other means and provide it by those means.   
  
In exceptional circumstances some information may be available only by viewing in person. Where this manner is specified, contact 
details will be provided. An appointment to view the information will be arranged within a reasonable timescale.   
  
Information will be provided in the language in which it is held or in such other language that is legally required. Where an authority 
is legally required to translate any information, it will do so.  
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Obligations under disability and discrimination legislation and any other legislation to provide information in other forms and formats 
will be adhered to when providing information in accordance with this scheme.  
  
Charges which may be made for information published under this scheme  
  
The purpose of this scheme is to make the maximum amount of information readily available at minimum inconvenience and cost to 
the public. Charges made by the authority for routinely published material will be justified and transparent and kept to a minimum.   
  
Material which is published and accessed on a website will be provided free of charge.   
  
Charges may be made for information subject to a charging regime specified by Parliament.   
  
Charges may be made for actual disbursements incurred such as:  
  

• photocopying   
• postage and packaging  
• the costs directly incurred as a result of viewing information 

 
Charges may also be made for information provided under this scheme where they are legally authorised, they are in all the 
circumstances, including the general principles of the right of access to information held by public authorities, justified and are in 
accordance with a published schedule or schedules of fees which is readily available to the public.  
  
Charges may also be made for making datasets (or parts of datasets) that are relevant copyright works available for re-use. These 
charges will be in accordance with the terms of the Re-use of Public Sector Information Regulations 2015, where they apply, or with 
regulations made under section 11B of the Freedom of Information Act, or with other statutory powers of the public authority.    
  
If a charge is to be made, confirmation of the payment due will be given before the information is provided. Payment may be requested 
prior to provision of the information.  
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Written requests  
  
Information held by a public authority that is not published under this scheme can be requested in writing, when its provision will be 
considered in accordance with the provisions of the Freedom of Information Act. 
 

Information available from Woodbridge Town Council under the model publication scheme: 

 

Information to be published  

Class1 - Who we are and what we do 

(Organisational information, structures, locations and contacts, constitutional and legal 
governance) This will be current information only.   

How the information 
can be obtained 

Cost 

 

Who’s who on the Council and its Committees Website Free 

Contact details for Town Clerk and Council members (named contacts where possible 
with telephone number and email address (if used)) 

Website  Free 

Location of main Council office and accessibility details Website Free 

Staffing structure Website Free 
 

Class 2 – What we spend and how we spend it   
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(Financial information relating to projected and actual income and expenditure, 
procurement, contracts, and financial audit) 

Current and previous financial year as a minimum 

Website  

 

Website 
 

Free 

 

Free 
 

Annual return form and report by auditor Website  
 

Free 

Finalised budget Website Free 

Precept Website Free 

Borrowing Approval letter Hard copy from the Town 
Council offices.  

10p per sheet + 
second class postage  

Standing Orders and Financial Regulations Website Free 

Grants given and received Website Free 

List of current contracts awarded and value of contract Hard copy from the Town 
Council offices.  

10p per sheet + 
second class postage  

Members’ allowances and expenses Hard copy from the Town 
Council offices.  

10p per sheet + 
second class postage  
 
 
 
  

Class 3 – What our priorities are and how we are doing 

(Strategies and plans, performance indicators, audits, inspections, and reviews) 

How the information 
can be obtained 

Cost 
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Annual Report to Parish or Community Meeting (current and previous year as a 
minimum) 

Website  
 

Free 

Audit Reports Website Free 

Class 4 – How we make decisions 

(Decision making processes and records of decisions) 

Current and previous council year as a minimum 

How the information 
can be obtained 

 

Cost 

 

 

Timetable of meetings (Council and any committee/sub-committee meetings and parish 
meetings) 

Website Free 

Agendas of meetings (as above) Website Free 

Minutes of meetings (as above) – n.b. this will exclude information that is properly 
regarded as private to the meeting. 

Website Free 

Reports presented to council meetings – n.b. this will exclude information that is 
properly regarded as private to the meeting. 

Website Free 

Responses to consultation papers Website Free 

Responses to planning applications These are included in 
minutes and available in the 
Planning website.  

Free 

Free 
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Byelaws Hard copy from 
the Town 
Council offices.  

 

 

10p per sheet + second 
class postage 

Class 5 – Our policies and procedures 

(Current written protocols, policies, and procedures for delivering our services and 
responsibilities) 

Current information only 

How the information 
can be obtained 

Cost 

 

Policies and procedures for the conduct of council business:  

Procedural standing orders 

Committee and sub-committee terms of reference 

Delegated authority in respect of officers 

Code of Conduct 

Policy statements 

Website Free 

Policies and procedures for the provision of services and about the employment of staff: 

Internal instructions to staff and policies relating to the delivery of services 

Equality and diversity policy 

Health and safety policy 

Recruitment policies (including current vacancies)  

Website or hard copy Free 
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Policies and procedures for handling requests for information 

Complaints procedures (including those covering requests for information and operating 
the publication scheme)  

Information security policy Website Free 

Records management policies (records retention, destruction and archive) Website Free 

Data protection policies  Website Free 

Schedule of charges (for the publication of information) Website Free 

Class 6 – Lists and Registers 

 

Currently maintained lists and registers only 

How the information 
can be obtained 

 

Cost 

 

 

Assets register Website Free 

Register of members’ interests Website Free 

Register of gifts and hospitality Hard copy from the Town 
Council offices 

10p per sheet + second 
class postage 

 
 

Class 7 – The services we offer 

(Information about the services we offer, including leaflets, guidance and newsletters 
produced for the public and businesses) 

How the information 
can be obtained 

Cost 

 



TCP 9 – Freedom of Information Act 

 

Freedom of Information Act/Publication Scheme 
Model Publication Scheme V1.2 
Approved: 22nd June 2021 
Review: Annually 

 
10 

 

Current information only   

Public Toilets Website Free 

Allotments Website Free 

Burial grounds and closed churchyards Website Free 

Community centres and village halls Website Free 

Parks, playing fields and recreational facilities Website Free 

Seating, litter bins, clocks, memorials and lighting Website Free 

Bus shelters Website Free 

Agency agreements Hard copy from the Town 
Council offices 

10p per sheet + second 
class postage 

Services for which the council is entitled to recover a fee, together with those fees (e.g. 
burial fees) 

Website Free 

 

 

 

 

Contact details:  Woodbridge Town Council, Shire Hall, Market Hill, Woodbridge, IP12 4LP 

Tel: 01394 383599  Email: townclerk@woodbridge-suffolk.co.uk  

mailto:townclerk@woodbridge-suffolk.co.uk
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SCHEDULE OF CHARGES 

 

TYPE OF CHARGE DESCRIPTION BASIS OF CHARGE 

Disbursement cost Photocopying @ 10p per 
sheet (black & white) 

Actual cost * 

 Photocopying @ 25p per 
sheet (colour) 

Actual cost 

 Postage Actual cost of Royal Mail 
standard 2nd class 

Statutory Fee  In accordance with the 
relevant legislation (quote 
the actual statute) 

Others None - 
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DATA PROTECTION POLICY 
 
 
Woodbridge Town Council (‘The Council') aims to ensure that personal 
information/data is treated lawfully and correctly. 

 
The lawful and correct treatment of personal information is extremely important in 
maintaining the confidence of those with whom the Council deals and in achieving 
its objectives. 

 
This policy applies to all officers, Members and those engaged undertaking 
business with or on behalf of the Council. 

 
The Council fully endorses and adheres to the Data Protection principles set out 
below: - 

 
DATA PROTECTION PRINCIPLES 

 
Personal Information shall be: 

 
• Processed fairly, lawfully and in a transparent manner; 

• Collected for specific, explicit and legitimate purposes; 

• Adequate, relevant and limited to what is necessary to meet the purpose; 

• Accurate and up to date; 

• Kept for no longer than is necessary; 

• Kept secure to maintain integrity and confidentiality; 

• Processed in an accountable manner; 
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Policy Aim 
 
To ensure the Council continuously complies with all relevant legislation and 
good practice in order to successfully protect the data it holds and processes. 

 
Policy Objectives 

 
To achieve the overall aim the Council will: 

 
• Provide adequate resources to support an effective corporate approach to 

Data Protection; 

• Ensure all staff are appropriately trained to perform their roles; 

• Comply with all relevant statutory obligations; 

• Respect the confidentiality of all personal data, irrespective of source; 

• Publicise the Council's commitment to Data Protection; 

• Compile and maintain appropriate policies, procedures and 
documentation; 

• Promote general awareness and provide specific training, advice and 
guidance at all levels to ensure standards are met; 

• Monitor and review compliance with legislation and introduce changes 
where necessary; 

• Assist the Regulator and auditors as necessary 

 
Processing of Information: 

 
The Council, through appropriate management controls will, when processing 
personal information on any individual: 

 
• Observe fully conditions regarding the collection and use of information 

meet the Council's legal obligations under Data Protection legislation; 

• Collect, process and retain data only to the extent that it is needed to fulfil 
operational needs or to comply with any legal requirement; 

• Ensure that the rights of people about whom information is held can be 
fully exercised including: - 

o The right to be informed that processing is being undertaken; 
o The right of access to personal information; 
o The right to withdraw or amend consent for processing*; 
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o The right to correct, amend or erase information*; 
o The right to be forgotten*. 

 
• Ensure staff are reminded that data covered by Data Protection legislation 

is exempt from disclosure under the Freedom of Information Act 2000. 

• *Ensure where an individual exercises their right to be forgotten or 
withdraws permission for their data to be processed, the Council will inform 
the subject of the potential impact of this decision, as it may prevent the 
Council being able to provide a service which the subject has requested. 

• Note: The right to be forgotten or withdraw permission for processing does 
not apply where the Council has a statutory obligation or requirement to 
process that information. 

 
Fair Obtaining/Processing 

 
Individuals whose data is collected by the Council must be made aware at the time 
of collection of all the processes that data may be subject to. No manual or 
automatic processing of an individual's data can take place unless reasonable 
steps have been taken to make that individual aware of that processing. 

 
Individuals must also be informed of likely recipients of their information, both 
internal and external, and also be given details of who to contact in order to query 
the use or content of their information (Data Protection Officer). 

 
When consent is used as the lawful basis for processing data, it must be explicit 
and granular to allow the subject to ‘opt-in’ to any processing activity. The Privacy 
Notice where this data is collected should also explain how a subject’s data will be 
used, how they can amend or withdraw their consent, and whom they should 
contact to do so. 

 
Data Uses and Purposes 

 
• All processing performed must only be for the purpose that is necessary to 

enable the Council to perform its duties and services, and which has been 
notified by the Council to the Information Commissioner. Personal data can 
only be processed in line with notified purposes. 

• No new processing may take place unless the data subjects have been 
informed and, their consent obtained. 
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• All personal data should be regarded as confidential and only disclosed to 
persons (internal and external) who are listed for the purpose concerned in 
the Council's current notification AND whose authority to receive it has been 
explicitly established. 

• Information owned by the Council must not be used for non-Council 
purposes. This applies when Council data is being processed at employees' 
homes. Employees will be held responsible for any misuse or unauthorised 
disclosures while the data is in their control. 

 
What counts as Personal Data? 

 
The term ‘personal data’ applies to any information relating to an identifiable 
person who can be directly or indirectly identified in particular by reference to an 
identifier. 

This definition provides for a wide range of personal identifiers to constitute 
personal data, including name, identification number, location data or online 
identifier, reflecting changes in technology and the way organisations collect 
information about people. 

The regulations apply to both automated personal data and to manual filing 
systems where personal data are accessible according to specific criteria. This 
could include chronologically ordered sets of manual records containing personal 
data. 

Personal data that has been pseudonymised – e.g. key-coded – can fall within the 
scope of the regulations depending on how difficult it is to attribute the pseudonym 
to a particular individual. Likewise, anonymised data that can be ‘reverse 
engineered’, or manipulated on its own or in conjunction with other data sources 
to identify an individual, will also be classified as personal data. 

A name and address, or information attached to a reference number that we can 
use to look someone up, are both personal data. So is a company e-mail address 
if it includes a person’s name. 

 
Data Quality & Document Retention 

 
Information processed shall not be excessive or irrelevant to the notified purposes. 

 
Information will be held only for as long as is necessary for the notified purposes, 
after which it shall be deleted or destroyed in accordance with the Council’s 
Document Retention periods. 
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Whenever information is processed, reasonable measures shall be taken to 
ensure that it is up-to-date and accurate. A data subject has the right to request 
that any errors or omissions are rectified. 

 
Organisational Responsibilities and Security 

 
All personal data should be kept secure, in a manner appropriate to its sensitivity 
and the likely harm should a breach occur. Security shall be applied to all stages 
of processing to prevent unauthorised access or disclosure (internal or external), 
damage (accidental or deliberate) or loss. 

 
Personal data must not be left on display or unsecured when unattended. 
Computer software shall be kept secure when not in use. System entry passwords 
should be known only to the holder and be changed regularly. 

 
Everyone managing and handling personal information is appropriately trained to 
do so. 

 
Everyone managing and handling personal information is appropriately 
supervised. 

 
Anybody wanting to make enquiries about handling personal information knows 
what to do. 

 
Queries about handling personal information are promptly and courteously dealt 
with. 

 
Methods of handling personal information are clearly described. 

 
A bi-annual review and audit is made of the way personal information is managed.  
 
Methods of handling personal information are assessed and evaluated on an on-
going basis by the Data Controller. 
 
Performance with handling personal information is assessed and evaluated on an 
on-going basis by the Data Controller. 
 
All Council employees and Members will be provided with a copy of the Policy as 
adopted by the Council together with appropriate training. Employees have a duty 
to follow the Policy and procedures and to co-operate with the Council to ensure 
this Policy is effective. 

 
Action may be taken against any employee/Member who fails to comply or 
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commits breach of the Policy. 
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It is the duty of individual employees and Members to ensure that personal 
information held by them is dealt with in accordance with Data Protection 
legislation. 

 
Processing carried out by a third party on behalf of the Council shall be subject to 
a contract, which stipulates compliance with Data Protection regulations and this 
policy. 

 
Similarly, when the Council is processing personal data on behalf of a third party 
it will need to demonstrate that the data is subject to the same standards of care. 

 
Any breaches of security shall be reported to the Town Clerk 

 
Complaints & Queries 

 
Queries regarding this policy should be addressed to the Town Clerk at 
townclerk@woodbridge-suffolk.gov.uk 

 
If you are not happy with the Council’s response to a Data Protection request, you 
can complain using the Council’s complaints system. 

 
You can speak to your local Councillor(s) to see if they can resolve the issue for 
you. 

 
If you are unclear who this is telephone the Council Officers (01394 383599) or 
visit our website (www.woodbridge-suffolk.gov.uk). 

You can complain to the Information Commissioner at: 

Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK9 5AF 

 
Tel: 01625 545 700 

 
Web: www.ico.gov.uk 

mailto:townclerk@woodbridge-suffolk.gov.uk
http://www.ico.gov.uk/


 
ITEM 16 
TO REVIEW THE COUNCIL’S EMPLOYMENT POLICIES AND PROCEDURES 
 
The Council’s employment policies are being reviewed by our legal advisors prior to 
recruitment of the Town Clerk.   
 
Members are recommended to defer adoption its Employment Policies and Procedures 
until they have been updated by Birketts. 
 
 
ITEM 17 
TO CONFIRM THE DECISIONS MADE BY THE TOWN CLERK UNDER DELEGATED POWERS 
FROM 5th MAY 2021 

 

The Council authorised the Town Clerk to take such decisions are normally made by 

Council or Committee from 5th May 2021 to 21st June 2021. 

 

This is a schedule of those decisions made in accordance with that scheme of 

delegation:- 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Decisions taken under delegated powers

ID Item Details Decision Date

1 Request for a grant payment from the Tide Mill Trust for £8,000 WTC budgetted £7,500 in this financial year in the expectation of the grant request Granted - £7,500 19.05.21

2 Summer educational sessions organised by Suffolk Wildlife Trust SWT to organise events in Elmhurst Park and Fen Meadow Agreed - CEEC committee to fund £2420 25.05.21

3 Deep Clean of the Shire Hall prior to wedding season Shire Hall has been closed and not proffesionally cleaned since the beginning of the pandemic. Agreed - £1,373.55 10.06.21

plus grants (see separate file)



Woodbridge Town Council - Assessment of Grant Applications 2021

ID Charity
Grant award             

2020      

Grant 

Requested             

2021     

Accounts 

year ended

Cash 

reserves
WTC tenant Grant allocated

1 5th Woodbridge Sea Scouts 1,500.00 1,000.00 31.03.20 28,737.48 0

2 Access Community Trust - Family Fun days 0.00 1,500.00 1,500.00

3 Access Community Trust - Picnic at the Pavilion 0.00 500.00 500.00

4 Disability Advice Service 1,000.00 1,000.00 31.12.20 147,145.00 0

5 Just42 600.00 1,000.00 31.08.20 103,893.00 0

6 Noise of Art (Festival of Light) 0.00 2,000.00 31.03.20 1,251.00 1,500.00

7 Suffolk Festival of Performing Arts 75.00 75.00 31.03.20 28,872.87 0

8 Sutton Hoo Ships Company 0.00 1,750.00 30.09.19 12,283.00 1,500.00

9 The Container Project 0.00 2,000.00 19.05.21 3,560.23 1000

10 The Rotary Club of Woodbridge 0.00 500.00 30.06.20 1,434.00 400

11 Woodbridge Art Club 0.00 1,650.00 31.12.21 31,057.00 500

12 Woodbridge Choral Society 0.00 770.00 31.05.20 28,352.14 770

13 Woodbridge Cricket Club 500.00 2,000.00 03.09.20 5,058.74 0

14 Woodbridge Festival of Art and Music - Festival application 0.00 1,500.00 31.03.20 1,251.00 1,250

15
Woodbridge Festival of Art and Music - Save the Riverside and 

other events application
0.00 1,500.00 31.03.20 1,251.00 1,250

16 Woodbridge Riverside Trust (c/o Woodbridge Opera) 0.00 1,000.00 31.12.19 80,843.00 1000

Total 19,745.00 11,170.00



 

ITEM 18 

TO AGREE TO FORMALISE THE RELATIONSHIP WITH THE TIDE MILL TRUST  
 

During investigations into lease arrangements with other bodies it became apparent 
that there is no formal agreement between the Town Council (as Corporate Trustee of 
the Tide Mill) and the Tide Mill Trust (the management committee for the Tide Mill). 
 
For the sake of clarity and understanding Members are recommended to agree to 
formalise the relationship with the Tide Mill Trust, setting out respective responsibilities 
and financial commitments. 

 
 

ITEM 19 
TO CONSIDER WHETHER TO ASCERTAIN WHETHER THERE IS PUBLIC INTEREST IN 
FORMING A TOWN TWINNING ASSOCIATION INDEPENDENT OF THE TOWN COUNCIL 
 
Interest has been expressed in re-establishing town twinning with Mussidan (France). 
 
In other towns the arrangement would appear to be that the Association is 
independent from the Town Council, but has Town Council support.  The Felixstowe 
Town Clerk has provided details of the Felixstowe Town Council’s relationship:- 

1. What involvement do the councillors and officers have in the arrangement? 

Mayor is the President of the Felixstowe-Wesel Association during their term of 
office and the Town Council also appointed 2 councillors to the executive 
committee. Other than this, very little from a governance or administrative 
perspective. Though there is a fair amount of work involvement in planning the 
Civic events between the two towns. 

2. is there good local support i.e. does a local community group take charge of 
the initiative? 

Yes the Felixstowe-Wesel Association http://felixwesel.onesuffolk.net/ really do 
take charge and maintain a strong relationship with its Wesel counterpart. 
Weselers often take part in the Felixstowe carnival and Felixstowe folks are 
often in Wesel during Hansefest and other celebrations. There have been 
exchanges between the Level Two youth group here and the Wesel Fire Cadets 
(Wesel has its own firefighting service) as well as sporting exchanges such as 
tennis, football, running etc. 

This is all taking place despite German not being taught in the local high school 
and no other formal exchange opportunities. 

3. What do you think are the benefits to the town? 

http://felixwesel.onesuffolk.net/


Hard to evaluate or comment on the tangible or financial benefits. But the 
cultural exchange, broadening of horizons and kinship is highly valued by those 
involved. It is clear that there is a strong bond between the two Associations, 
without which the impetus around twinning would certainly be difficult to 
maintain.  

4. What kind of joint activities /events take place? 

From the Council’s side there is an annual Civic trip to Wesel, which usually 
involves the Mayor, Deputy Mayor and Town Clerk (or other council officer) 
visiting for a weekend and participating in some public events. A reciprocal 
arrangement is in place for a Civic party from Wesel to come to Felixstowe. We 
discuss a programme with the local Association and confirm this with Wesel 
before putting plans in to place.  

The trips, whilst enjoyable, are quite full-on and hard work! Far from being ‘a 
jolly’ as you are acutely aware of representing the town and cannot help but 
treat it formally even if some of it is intended to be sociable.  

‘Official’ events aside, there are many other events and trips organised 
between the Associations and their members. For example, the local caravan 
park often accommodates a group from Wesel and puts on a BBQ for them and 
local residents.  

5. Roughly how much does the council budget for its contribution to the scheme? 

Budget £3,000 a year which is more than enough to cover travel to and any 
events/hosting here. (Council pays travel to Wesel, Wesel covers food and 
accommodation there, and vice-versa for the return trip). Plus small grants 
from time to time to support the Association.  

6. Do you work alongside the Town Twinning organisation? Or get help from 
them? 

Bit of both. The Association is independent, well-organised and dedicated. We 
see the Council role as helping to endorse the twinning (really via the Mayor) 
and to provide a platform for the Association to build on.  
 

Members are to consider whether to ascertain whether there is public interest in 
forming a Town Twinning Association independent of the Town Council.  Whilst there 
is no financial commitment by the Council at this stage it should be recognised that in 
the event of such an association being formed there may be an ongoing commitment 
on the Mayor (and Council) to be part of a civic party. 
 
 
Members are to consider whether to ascertain whether there is public interest in 
forming a Town Twinning Association independent of the Town Council. 
 



 
ITEM 20 
TO CONSIDER WHETHER TO SEEK AN AUTHORISED GUARANTEE AGREEMENT (AGA) ON 
THE TRANSFER OF THE LEASE OF THE MUSEUM BUILDING 
 
Full Council agreed the transfer of the lease between the current Museum Charity and 
a Charitable Incorporated Organisation (CIO) with the same aims as the Museum.  We 
have been liaising with our Solicitors over the transfer of the lease.  As our advisors they 
have, quite rightly, indicated that it is normal in these circumstances to protect the 
lessor from any default in the lease by the new tenant to write into the new lease an 
undertaking (an Authorised Guarantee Agreement (AGA)) binding on the previous 
tenant to indemnify the lessor from any failure to uphold the lease by the new tenant. 
 
This is standard practice – in the email from Birketts our advisor indicates that the 
Museum’s Solicitor should have raised the matter with them. 
 
The current lease contains these provisions, which were agreed by both parties before 
signing:- 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
The Museum 
Chairman has 

expressed concern about the inclusion of such a clause in the new lease as it would still 
leave the current Trustees exposed to financial risk should the new CIO default on the 
lease at any stage in the future.  However, it should be recognised that the lease was 
freely entered into. 
 
Charities, depending upon the wording of their governing document and constitution, 
can insure their Trustees from any personal liabilities arising from acts or omissions 
arising as a result of the Trustees’ decisions.  According to the Government flowchart 
for Charities wishing to become Charitable Incorporated Organisations, Charities 
without a substantial interest in property (which the Museum has by way of a lease) 
can, if their governing documents permit, offer indemnity to Trustees of the former 
unincorporated Charity. 
 
However, the Museum has a lease on the building, which would seem to preclude this 
option. 
 
Town Council-appointed Trustees are indemnified under the Town Council’s Insurance 
for any acts or omissions whilst serving as Trustees. 
 
It would normally be inappropriate to ignore the advice from the Council’s legal advisor. 
 
However on this occasion Members are recommended not to seek an AGA as a 
condition of the lease assignment 
 
 
 



ITEM 21 
TO CONSIDER MAKING AN EXCEPTIONAL GRANT PAYMENT TO THE SUFFOLK REFUGEE 
SERVICE 
 
As members are aware this charity will be providing ongoing support to the refugees 
awaiting determination of their asylum requests and have recruited additional 
volunteers to assist the refugees in settling into Woodbridge. 
 
Although outside the normal grant cycle, members are recommended to make an 
annual grant of £2,000 to this charity for the duration of the refugees’ use of 
Woodbridge accommodation. 
 
 
ITEM 22 
TO AGREE TO STAGE A ONE-DAY EVENT IN ELMHURST PARK USING THE BALANCE OF 
MONIES SET ASIDE FOR POST-COVID RECOVERY AND EVENTS 
 
Members will recall that, at their meeting held 26th April 2021 the Council received a 
report and agreed that the budgets for “Post-covid events” and “Christmas Events” be 
amalgamated and ring-fenced for supporting organisations wishing to stage events on 
the Council’s land, and that the combined budget be held by the Amenities Committee.  
At the Finance Committee meeting held 23rd February 2021 the Committee agreed that 
priority would be given to 2021/2022 grant applications which supported post-covid 
recovery, particularly amongst the Council’s tenants. 
 
All outstanding grant applications have been processed and there is a net balance of 
£830. 
 
The planned date of the Festival falls within the Deben Festival period and the Council 
has been approached to formally sponsor a road closure of the Thoroughfare, Church 
Street and Quay Street on that day, the costs to be met from the grants budget. 
 
Authority is sought to utilise the balance from the general grants fund, plus the budgets 
for “post-covid events” and “Christmas events” to hold a one-day festival on Elmhurst 
Park during the summer and to fund a Town Centre road closure on the same day. 



 
ITEM 23 
TO NOTE AND APPROVE THE SCHEDULE OF REGULAR DIRECT DEBIT AND STANDING ORDER PAYMENTS 
 
The Council is required to note and approve direct debit and standing order payments.  These are shown below:- 

Name Reference Amount Date Paid 
Frequency of 
Payment 

Details 
Nominal 
Code 

East Suffolk Council   
 £                                    
-    

1st 
 Monthly April-
January  

SH Rates 4450 

BT 31/3/17 
 £                                
7.00  

1st  Monthly  SH Mobile Phone Contract 4510 

BT WM40877799 

Static IP Address 
£5.80/month 
Business Broadband 
£50.95/month 
Cloud Phone £26/month 

June, Sept, Dec, 
Mar 

 Quarterly  Broadband/Cloud Phone System 4510 

BNP Paribas Z0034096 
 £                           
269.00  

Apr, July, Oct, Jan  Quarterly  SH Copier Lease 4660 

Corona Corporate Solutions A7R0021041415 Variable pending number 
of copies used 

May, Aug, Nov, 
Feb 

 Quarterly  SH Copier Charges 4660 

HSBC.net   

Migration Fee 
£10.00/Month 
FBP Rec'd .20/transaction 
BACS pay .24/transaction 

May, Aug, Nov, 
Feb 

 Quarterly  HSBC.net Online Banking Charges  4900 

Information Commissioner's 
Office 

Z5069580 
 £                             
35.00  

October  Annually  Data Protection Subscription 4915 

Suffolk Keysafe Scheme SK001668/001400 
 £                             
36.00  

March  Annually  SH KeySAFE Annual Membership 4915 

SSE SWALEC 7142668213  Variable  
May, Aug, Nov, 
Feb 

 Quarterly  Theatre Street Toilet Electric 4100/140 

River Deben Association Standing Order 
 £                             
15.00  

April  Annually  
River Deben Association Annual 
Membership 

4915 

 
Members are recommended to approve these direct debit and standing order payments



ITEM 24 
TO CONSIDER WHETHER TO COMMENT ON THE PROPOSED COUNTY COUNCIL WARD BOUNDARIES AS PROPOSED BY THE BOUNDARY 
COMMISSION 
 
The Boundary Commission consultation closes tomorrow.  The proposed boundary for the Woodbridge County Council Ward is shown below:- 

 
 
Members are to determine whether to comment on these proposals 


