
 
 

STAPLEFORD TOWN COUNCIL 
COUNCIL MEETING – 24 JULY 2020 
 

Report title SCHEME OF DELEGATION  

Purpose of report To consider and approve the proposed Scheme of 
Delegation. 

Implications: 
 
Financial/Staff 
 
 
Risk Management  
 
 
Equalities Impact 
Screening  
 
Human Rights  
 
Data Protection 
/FOI Implications 
 
Crime and Disorder 
Implications 
 

 
 
Clear responsibilities will be established and will make 
decision making more efficient. 
 
The Council’s internal controls will be strengthened by the 
introduction of this scheme and this will lower risk overall. 
 
There are no implications relating to the Equality Act 2010 
arising from this report. 
 
No implications arising from this report. 
 
No implications arising from this report. 
 
 
There are no implications arising from this report. 

Recommendations That Council approve the proposed Scheme of 
Delegation as set out at Appendix 1 to the report. 

 

 
1.0 Introduction 
 
1.1 Under s101 (1), (5) and (6) of the Local Government Act 1972 the Town Council 

may arrange for any of its functions to be discharged either by a committee, 
sub-committee or officer.  Powers cannot be delegated to individual Councillors 
or working parties. 
 

1.2 The reasons for delegation of functions centre around efficiency and ensuring 
that the Town Council can operate effectively without having to refer every 
decision back to a Full Council meeting. 
 
 

1.3 It has been custom and practice for the Town Clerk to be allowed to undertake 
certain managerial decisions without referring back to committee for spending 
powers eg purchase of stationery and cleaning supplies.  Expenditure is then 
reported to the next appropriate Town Council Meeting for ‘sign off’ as part of 
the approval of the payments schedule.   
 
 

1.4 The current Standing Orders (which are under review) hold conflicting 
instructions on payments and whilst it would be difficult to argue against simple 



 
 

actions being taken by the Clerk, it is not strictly correct practice where a proper 
scheme of delegation does not exist.  A Scheme of Delegation setting out 
approved actions would clearly set out responsibilities and ensure that the 
Council’s internal controls are robust and effective. 
 

 
2.0 The proposed scheme 

 
2.1 Using examples of best practice and documenting existing legislative directions 

a draft scheme of delegation has been prepared for Councillors to consider at 
Appendix 1 of the report. 

 
2.2 The scheme covers what actions officers may take as well as setting out 

delegations to committees. 
 
 

2.3 Delegation to committees is essential if the Town Council agendas are to be 
reduced in length and issues are to be given the focus and attention that they 
deserve. 
 
 

2.4 It should be noted that Committee and Sub-Committee meetings are subject to 
the same protocols as a Full Council meeting in that they are open to the public 
and press and are therefore as accountable as Full Council. 
 
 

2.5 There is no requirement on a committee to determine a matter if the Councillors 
attending feel that it is something important enough to go to a Full Council 
meeting.  There is nothing preventing a referral back to Council for a decision,  
nor Councillors attending a committee meeting, as any member of the public 
could, in order to give their opinion on a matter on the agenda. 
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Appendix 1 

 
 

Stapleford Town Council 
 

Scheme of Delegation to Officers, 
Committees and Sub-Committees 

 
This Scheme of Delegation authorises the Proper Officer and Responsible 
Finance Officer (which may be one and the same person), Standing 
Committees and Sub-Committees of the Council to act with delegated 
authority in the specific circumstances detailed. 

  



2 
 

Contents 
 

Section Page no. 
1. Introduction 3 
2. Discharge of the Scheme 4 
3. Powers reserved to Council 5 
4. Delegations to Committees 6 
5. Officer Delegations 9 
6. Officer Conflicts of Interest 11 
7. Emergency Provisions 12 

 
  



3 
 

1. INTRODUCTION 
 
1.1 The Council scheme of delegation is an essential policy to enable the Council 

to function efficiently and effectively. Without this every decision would have 
to be taken by the Full Council. Decision making powers are given to both 
Committees and officers to enable the Council to react to circumstances and 
operate effectively. 
 

1.2 Powers cannot be legally delegated to individual Councillors or Working 
Parties. 
 

1.3 Working parties are ordinarily established to investigate and or review a 
particular matter then report back to the relevant committee or Council with its 
findings which may include recommendations.  Some working parties are 
established as an ongoing liaison with members of the public and/or local 
groups and will inevitably meet on a longer term basis. 

 
1.4 The Council may at any time, following resolution, revoke any delegated 

authority. 
 
1.5 This scheme forms part of the Council’s Budget and Policy Framework and 

should be read in conjunction with the Town Council’s Standing Orders and 
Financial Regulations. 

 
1.6 This scheme will be reviewed on a regular basis, as required, and at least 

annually to ensure that it remains fit for purpose.   
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2. DISCHARGE OF THE SCHEME 
 
2.1 All delegated functions shall be deemed to be exercised for, and on behalf of, 

the Town Council. 
2.2 Powers shall be exercised within the confines of the Town Council’s Budget 

and Policy Framework, notwithstanding the emergency provisions described 
at section 7 of the scheme. 

2.3 The Council may at any time, following resolution, revoke any delegated 
authority, without prejudice to executive action already taken. 

2.4 Officers and Committees may decide not to exercise delegated 
responsibilities and may instead make a recommendation to the Council. 
Similarly, where a Committee has no delegated power to make a decision it 
makes a recommendation to Council. 

2.5 All actions decided upon by Committee, within their powers, shall be carried 
out by the Town Clerk. 

2.6 Provided that such authorisation is not prohibited by statute the Town Clerk 
may authorise another Officer to exercise that power, duty or function, subject 
to:  

• such authorisations being in writing  

• only be given to an Officer below the delegating officer in the 
organisational structure  

• only being given where there is significant administrative convenience in 
doing so  

• the Officer authorised by the Town Clerk acting in the name of the Town 
Clerk 

2.7 A delegation to a subordinate Officer shall not prevent the Town Clerk from 
exercising the same power or duty at the same time. 

2.8 Any deviation from this scheme should be reported to Council at the earliest 
opportunity with an explanation of the circumstances in which the breach 
occurred. 
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3. POWERS RESERVED TO COUNCIL 
 
The following matters are reserved to the Council for decision, notwithstanding that 
the appropriate committee(s) may make recommendations for the Council’s 
consideration.   This list is not exclusive and shall incorporate all matters which must, 
by law, be reserved to the full Council whether listed here or not. 
 
(a) Setting the Town Precept and adopting the Budget  

(b) Setting the Council’s Corporate Priorities and determining the Delivery Plan 

(c) Borrowing money  
(d) Setting fees and charges  
(e) Adoption and changes to all policies including making, amending or revoking 
Standing Orders, Financial Regulations or this Scheme of Delegation  
(f) Approving any virement between budgets (exceeding £2,000)  

(g) Making of orders under any statutory powers  
(h) Approve any grant in excess of £1,000. 
(i) Making, amending or revoking by-laws 
(j) Appointment of representatives of the Council to any other authority, organisation 
or body (excepting approved conferences or meetings) 
(k) Any proposed new undertakings or matters of principle 
(l) Prosecution or defence in a court of law 
(m) Appointment of Standing Committees 
(n) Approval of the Annual Return and Audit of Accounts 
(o) Nomination or appointment of representatives of the Council at any inquiry on 
matters affecting the Town, excluding those matters specific to a committee 
(p) The adoption of a Neighbourhood Plan 
(q) The appointment or dismissal of the Town Clerk 
(r) Dismissal of members of staff 
(s) Changes to the Council’s staffing structure including establishment of new posts 
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4. DELEGATION TO COMMITTEES 
 
4.1 This section of the scheme captures the Terms of Reference for each 

committee and allows the Council’s committees to make decisions on behalf 
of the Council. 

4.2 Delegated decision making by committees must be exercised in accordance 
with the law, Council’s Standing Orders and Financial Regulations and any 
applicable approved policy and budget. 

4.3 The Council may, at any time, following resolution, revoke any delegated 
authority, without prejudice to executive action already taken. 

4.4 Committees may decide not to exercise delegated responsibilities and may 
instead make a recommendation to the Council.  Similarly, where a 
Committee has no delegated power to make a decision it makes a 
recommendation to Council. 
 

4.5 Powers relevant to all committees 
a) Each committee is authorised to establish Sub-Committee and working 

groups from amongst its membership and to appoint advisers as and when 
necessary to assist in its work. 

b) The work of a working group will be decided upon at the time it is formed 
and its terms of reference shall be minuted. 

c) Each working group will report back with recommendations to the Council 
or the Committee that formed it. 

d) Each committee is authorised to approve and sign its own minutes as true 
and correct records. 

e) Any expenditure to be committed can only be approved within the 
available budget for that committee. 

f) A committee chairperson may, in conjunction with the Town Clerk, cancel 
a meeting or call an additional meeting of the committee they represent. 

g) A committee may consider and determine any other matter referred to it by 
Council 

 

4.6 Finance and General Purposes Committee 
4.6.1 Powers to determine all matters (except for creating council policy) relating to: 
 a) Allotments 

b) Carnegie Civic & Community Centre 
c) Any other land the Council accepts responsibility for. 

4.6.2 To consider and approve grants upto £1,000 
4.6.3 Monitor spend against the approved budget 
4.6.4 Consider and agree additional expenditure requests within budget or make 

recommendations to Council in accordance with the Council’s 
financial regulations  

4.6.5 Consider the budget requirements for the next financial year and make 
recommendations to Council on the precept demand 

4.6.6 Periodically review the council’s standing orders and financial regulations and 
make recommendations to Council 

4.6.7 To approve changes to signatories on bank accounts, the opening and closing 
of bank accounts and transfer of funds between accounts  

4.6.8 Undertake an annual review of fees and charges  
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4.6.9 Oversee all legal matters pertaining to leases, mortgage, insurance claims, 
easements, tenancies, contracts, loans, insurance cover, damage to property, 
vehicle insurance, specification of work for tenders and debt recovery and 
make recommendations to Council. 

4.6.10 To oversee the work of the Responsible Financial Officer and ensure an 
adequate system of internal controls is adhered to. 

4.6.11 To formulate a vision and strategy for the Council’s aims and objectives and 
develop a 3-5 year plan for recommendation to Council 

4.6.12 To be responsible for risk management across the Council and determine 
insurances required. 

4.6.13 To receive and determine the response to formal complaints made to the 
Council. 

4.6.14 To consider proposals for the devolution of services from the Borough and 
County Council and make recommendations to Council. 

 

4.7  HR and Policy Review Committee 
4.7.1 Annually review staff salary levels, contracts of employment, job 

descriptions and conditions of service and make recommendations to Council  
4.7.2 To advise and make recommendations to the Council about the pension 

provision for the staff  
4.7.3 To determine the staffing levels and positions that will efficiently discharge the 

work of the Council and review workloads periodically.  Additional posts to be 
recommended to Council 

4.7.4 To annually review and appraise the performance of the Clerk  
4.7.5 To ensure that the Council complies with all legislative requirements relating 

to the employment of staff  
4.7.6 To respond to any staff disciplinary matter in accordance with the Council’s 

Disciplinary policy and procedure.  
4.7.7 To respond to any staff grievance in accordance with the Council’s Grievance 

policy and procedure and to report to Council on the outcome. 
4.7.8 To periodically review all of the Council’s policies and procedures (except 

Standing Orders and Financial Regulations) and make recommendations to 
Council  

4.7.9 To provide that the Council has relevant policies and procedures to ensure 
compliance with all relevant legislative requirements.  

4.7.10 To oversee the appointment and recruitment process of Council employees in 
accordance with the Councils recruitment policy and procedures 

4.7.11 To recommend the appointment or termination of contract for all staff 
4.7.12 To promote and lead the continuous professional development and training of 

both staff and councillors 
 

4.7.13 Grievance, Disciplinary and Appeals Panels/Sub-Committees:  
(i) To appoint a grievance or disciplinary sub-committee comprising of no less 

than three members to consider grievance or disciplinary matters (not 
including any appeals) in accordance with the council’s grievance or 
disciplinary policies/procedures.  

(ii) To be responsible for any appeals which must be heard by a panel of three 
members of the HR committee who have not previously been involved in 
the case. There may be insufficient members of the HR committee who 
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have not previously been involved. If so, the appeal panel will be a 
committee of three council members who may include members of the HR 
committee to be appointed by full Council.  

 

4.8 Planning and Environment Committee 
4.8.1 To determine the Town Council’s response to planning application 

consultations 
4.8.2 To determine the Town Council’s response to other environmental 

consulations eg Waste Plan and Local Plan/Core Strategy 
4.8.3 To develop the Council’s response to climate change and recommend to 

Council 
4.8.4 To work with the Borough and County Council on improving the Environment 

of Stapleford.  
4.8.5 To provide information in the form of posters and leaflets on Environmental 

issues and projects. 
4.8.6 To work with schools and relevant community groups to improve the 

Environment of Stapleford. 
4.8.7 To be responsible for green initiatives, including biodiversity, sustainability, 

litter, trees and wildlife areas  
4.8.8  To agree and submit external funding bids for Environmental Projects. 
4.8.9 To oversee provision of dog and litter bins, refuse and litter picking issues 

4.8.10 To provide and maintain bus shelters, seats, noticeboards, litterbins and dog 
waste bins  

4.8.11 To consider any maintenance and repair works on footpaths and public rights 
of way. This should not include pavements on the highway. 

4.8.12 To consider issues relating to community and public transport services  

4.8.13 To consider issues relating to traffic calming and signage, car parking, street 
lighting and other highway matters, subject to any recommendations to full 
council  

 

4.9 Arts, Events and Heritage Committee 
4.9.1 To organise and promote approved events, entertainments, the arts, 

recreational matters and tourism by or on behalf of the Town Council and in 
liaison or partnership with external bodies  

4.9.2 Monitor spend against the approved committee budget   
4.9.3 Consider and agree expenditure requests within the 

committee’s budget or make recommendations to Council in accordance with 
the Council’s financial regulations  

4.9.4 prepare an arts, events and heritage programme for recommendation to 
Council.  

4.9.5 Consider the Committee’s budget requirements for the next financial year and 
make recommendations to Council as part of the budget preparations 
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5. OFFICER DELEGATIONS 
 
5.1 The following matters are delegated to the Council’s Officers to make 

decisions on behalf of the Council. These decisions must be exercised in 
accordance with the law, the Council’s Standing Orders and Financial 
Regulations and any approved policy framework and budget. 

 
5.2 Officers may decide not to exercise delegated responsibilities and may 

instead make a recommendation to a Committee or the Council. Similarly 
where Officers have no delegated power to make a decision they report the 
matter to Committee or the Council for a decision. 

 
5.3 The Town Clerk is the Proper Officer and as such is specifically authorised to: 

a) Receive declarations of acceptance of office  
b) Retain a copy of every Councillor’s register of interests  
c) Receive and retain plans and documents  
d) Sign Notices or other documents on behalf of the Council  
e) Receive and retain copies of by-laws made by Cornwall Council  
f) Certify copies of by-laws made by the Council and other such Orders as   

adopted by the Council  
g) Sign summonses to attend meetings of the Council  
h) Keep proper records for all meetings; and  
i) Receive from Broxtowe Borough Council’s Monitoring Officer any 

documents in relation to complaints received under the Members’ Code of 
Conduct and report this at the next convenient meeting of the Council.  

 

5.4 In addition, the Town Clerk, has the delegated authority to undertake the 
following matters on behalf of the Council:  
a) The day to day administration of services, together with routine inspection 

and control  
b) Manage all Council staff, either directly or indirectly  
c) Authorisation of routine expenditure within the agreed budget  
d) Proper administration of the Council’s financial affairs 
e) Manage accounting policies, records and control systems 
f)  Management of the Carnegie Civic and Community Centre inclusive of 

bookings, authorisation of routine maintenance and equipment purchases 
as required. 

g) Emergency expenditure up to £5,000 outside the agreed budget (sums 
greater than £5,000 only in consultation with the Mayor and the Chairman 
of the Finance & General Purposes Committee, with full report to the next 
meeting of the Council).  

h) Act on behalf of the Council in an urgent situation and report back to the 
Council as soon as practicable  

i)  Authorisation to call any extra meetings of the Council or any Committee as 
necessary, having consulted with the Mayor and/or the Chairman of the 
appropriate Committee.  

j) Authorisation to respond immediately to any correspondence requiring or 
requesting information or relating to previous decisions of the Council, but 
not correspondence requiring an opinion to be taken by the Council or its 
Committees.  
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k) Manage the provision of Council services, buildings, land and resources 
including granting allotment tenancies and issue of improvement notices  

l)  Hold the Council’s Seal and apply it to documents as approved  
m) Deal with dispensation requests from Members under the Code of Conduct  
n) Deal with matters specifically delegated by Council or Committee  
o) Oversee the appointment of all employees in accordance with the Council’s 

staff structure and the provisions set out below:  
a. Town Clerk to be appointed by the Council (the Council may delegate 

this task to a recruitment panel of specific Councillors)  
b. Service Managers to be appointed by a recruitment panel of the Town 

Clerk, Town Mayor and Chairman of the relevant Committee  
c. All other staff to be appointed by the Town Clerk, relevant Service 

Manager and Chairman of the relevant Committee  
p) Deal with all disciplinary hearings in accordance with the Council’s 

Disciplinary Policy  
q) Responsible for the overall management of all budgets in accordance with 

Council policies  
r) Authorised to issue press releases on any Council activity exercised in 

accordance with Council policy  
s) Editorial control of the Council’s website and social media 
t) To decide arrangements for the closure of the Council offices in the 

Christmas/New Year period. 
u) To enter into contracts in relation to events inclusive of service providers for 

road closures etc, artistes and promotors. 
v) To seek professional advice and assistance, as required, to support the 

Council in its decision making 
 

5.5 The Town Clerk may do anything pursuant to the delegated power or duty 
which it would be lawful for the Council to do including anything reasonably 
implied or incidental to that power or duty.  
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6. OFFICER CONFLICTS OF INTEREST 
 
6.1 Under the Local Government Act 1972, section 117; Officers must make a 

formal declaration about council contracts where the employee has a financial 
interest. Every officer is responsible for identifying whether he/she has any 
conflict of interest in any matter which is under consideration, actual or 
perceived, within the Council, and notifying the Town Clerk. 

 
6.2 Where an employee is unsure whether an interest should be declared, they 

should speak to Town Clerk in the first instance. If the employee is advised 
not to declare their interest, a record of the discussion should be kept by both 
parties. Failure to disclose such an interest, may result in disciplinary action 
being taken which could lead to dismissal.  

 
6.3 Employees are also required to disclose any other employment that they wish 

to undertake in addition to their primary post with the Council.  
 
6.4 All employees must identify and disclose any actual or potential personal, 

financial, business, or other interest or close personal relationship which might 
reasonably be perceived as a conflict of interest  

 
6.5 Where an Officer has a conflict of interest in any matter, he/she shall not 

participate in that matter in his/her capacity as an Officer except with the prior 
approval of the Town Clerk. Any approval granted by the Town Clerk shall be 
formally recorded in the Council minutes. Where such approval has been 
granted for the Officer to participate in a Council meeting of that subject 
matter, he/she must ensure that the disclosure of interest is also declared at 
the start of the Council meeting under the disclosures of interests for 
members and officers.  
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7. EMERGENCY PROVISIONS 
 
5.5.1 In the event of any matter arising which requires an urgent decision the Town 

Clerk will consult with the Mayor and Deputy Mayor (and also with the Chair 
and Vice-Chair of the Finance and General Purposes Committee if the matter 
involves expenditure not provided for in the annual budget or other decision of 
the Council), before acting on behalf of the Council in respect of the particular 
matter then under consideration.  

5.5.2 Before the Town Clerk exercises the delegated powers granted by the above 
paragraph, those Members consulted shall consider whether the matter is of 
sufficient interest to justify the summoning of an extra meeting of either the 
Council or the appropriate Committee. 

5.5.3 In the case of a national emergency requiring meetings to be suspended the 
Clerk and relevant Chair of Committee must, where timescales allow, consult 
with the relevant members, before actions are taken.  Actions, including 
expenditure, are to be reported in writing to the next meeting of the Council or 
relevant Committee. 

 


