Chesham Town Council
Bill Richards
Town Clerk

Tel: 01494 774842
Fax: 01494 582908

www.chesham.gov.uk
Email: admin@chesham.gov.uk

13th March 2017

Dear Councillor

I hereby give you notice that a Meeting of the POLICY AND RESOURCES COMMITTEE to be held in the
Council Chamber, The Town Hall, Chesham, on
MONDAY 20th MARCH 2017 AT 7.30pm
when the business set out below is proposed to be transacted:
AGENDA
1.
2.
3.
4.

5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.

Apologies for absence.
Declarations of Interests.
To receive and confirm the Minutes of the meeting of 9th January 2017.
To receive and consider the Minutes of:
Chesham & District Transport Users’ Group of the 10th January 2017.
Staff and Strategy Working Party of the 26th January 2017.
Finance Working Group of the 23rd February 2017.
Complaints Policy and Procedure Review.
Bullying and Harassment Policy Review.
Disciplinary Policy and Procedure Review.
Grievance & Collective Grievance Policy Review.
Whistleblowing Policy & Procedure Review.
Adoption of Reserves Policy.
Internal Auditor’s Report.
Annual Review of Standing Orders and Financial Regulations.
Financial Report to 28th February 2017.
Exclusion of the Public and the Press.
Leasing Agreement for Parks and Premises vehicle.

Yours sincerely,
Bill Richards
Town Clerk

Chesham Town Council, Town Hall, Chesham, Bucks HP5 1DS
Twinned with Friedrichsdorf Germany; Houilles France; Archena Spain
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CHESHAM & DISTRICT TRANSPORT USERS’ GROUP
Minutes of a Meeting held at
Chesham Town Hall on
th
Tuesday, 10 January 2017 at 7.30pm

Present:

In Attendance:

Chris Emery(Chairman)
Alan Wallwork (Secretary)
Cllr.Rod McCulloch

(CE)
(KR)
(RM)

Barry Grattan
Georgina Lomnitz
Andrea Polden
Maureen Winders
Peter Crabb-Wyke

(BG)
(GL)
(AP)
(MW)
(PCW)

Action
17/01

Apologies for Absence
Apologies were received from Mark Brookes and Jenny Richardson.

17/02

Minutes of the Previous Meeting
th

The Minutes of the Meeting held on 13 December 2016 were approved
and signed.
17/03

Matters Arising






17/04

CE was still awaiting a response to his FOI request regarding
the Chorleywood landslide incident.
It was noted that CE was still chasing Nick Dent for an update
on the re-siting of the leaflet rack at Chesham Station.
AW was still awaiting an update from Mark Shaw at Bucks CC
as to when the new bus indicators installed during the summer
at Lycrome Road would be operational.
Similarly an update was awaited on the non-functioning
indicator board in Chesham Broadway.
AW reported that following the last Meeting, he had written to
Cheryl Gillan MP and all the other MPs in Buckinghamshire
regarding the proposed funding cuts to local bus services.
Cheryl had replied that she would contact the Minister
responsible at the Dept. for Communities & Local Government
and would revert shortly. A positive response had also been
received from Dominic Grieve, the MP for Beaconsfield.

CE

AW
AW

AW

Report From The Treasurer
In the absence of KR, this Report was held over to the next Meeting. It
was agreed that subscriptions for 2017 would be collected at that
Meeting.

17/05

CE

KR

Federation of Met Line User Committees Association (FOMLUC)
It was noted that the next FOMLUC Meeting was due to be held on
th
26 January 2017 with senior members of Met Line management.
AW and CE had submitted items for consideration.

Initials ……

17/06

Step-Free Access at Amersham Station
AW reported that he had contacted the Mayor of London for clarification
as to the identity of the stations to be included in the recently reported
£200m investment programme and a reply had been received that a
further announcement on this would be made in early 2017.
In passing, AW referred to documents issued by LU in connection with a
st
public meeting held in Chesham Town Hall on 1 February 2005 where
amongst other things, the interchanges at Chalfont & Latimer and
Amersham for mobility-impaired passengers when travelling
Northbound were noted as being poor and LU themselves indicated a
need to address this issue. However, some 12 years on, nothing had
been done to alleviate the position.

17/07

Ongoing Operational Issues



17/08

Members reported that the Met Line had operated more or less
th
normally during the strike called for on 9 January 2017 and
with so many people choosing not to travel, loadings were
lighter than normal.
It was reported that S7+1 units continued to appear on
Chesham services from time to time.

Mobile Phone Coverage on London Underground
The Meeting considered an article which appeared in the Sunday
st
Telegraph on 1 January 2017 indicating that plans to introduce mobile
phone coverage on LU had been held up in a dispute over how the
necessary technology upgrades should be funded.

17/09

Friends of Capital Transport Newsletter
The Meeting discussed various issues raised in the latest Newsletter
sent by Andrew Bosi.

17/10

Links With Other Local Groups
AW tabled a printout from the Bucks CC website containing details of a
number of other transport groups locally, notably the Aylesbury Vale
Transport Users’ Group, the Milton Keynes Bus Users’ Group and the
Tring Bus Users’ Group.
Given the successful partnership with Amersham Action Group on the
Step-Free Access at Amersham Station Campaign, it was agreed that
contact should be made with these groups as there were issues which
were clearly of mutual interest.

17/11

AW

Any Other Business



BG enquired about the route taken by the new Chiltern
Railways service to Oxford and CE provided a detailed answer.
PCW commented on the strange stopping patterns involved.
AW made reference to a booklet entitled “Fit for the Future”
published by TfL in June 2014 outlining its plans for
modernising London Underground, London Overground, Trams
and the DLR in which with regard to the Met Line, it shows the
existing Watford Station closing in 2016 and the new

Initials ……

Metropolitan Line Extension to Watford Junction becoming
operational in 2017. AP tabled an extract from the Construction
th
News dated 5 January 2017 regarding the concerns expressed
by TfL over the escalating costs of the MLE project which was
now forecast not to be completed until 2020.
17/12

Date of Next Meeting
st

Tuesday 21 February 2017 at Chesham Town Hall, starting at 7.30pm.

Signature

Chairman
Distribution

Those Present + Apologies + Keith Raeburn + Ian Bartlett + Cllr. David MacBean +
Anthony Wood + Phil Folly + Nick Southworth + Mike Armstrong + John Horsman + Ray
Delahunty + Michael Dear + Bill Richards + Maria McGwynn + Andrew Bosi + Andrew
McCallum + Roger Smith

Initials ……

STAFFING AND STRATEGY REVIEW
Minutes of the Meeting held on the 26th January 2017

Present:
Cllr Alan Bacon
Cllr Jane MacBean
Cllr Fred Wilson
Kathryn Graves (Policy & Projects Officer)
1.
Apologies for Absence
Apologies were received from Bill Richards.
2.
Minutes of the Meeting held on 22nd November 2016
The minutes of the meeting were accepted as a correct record.
3.
Review of Patch Media Report and Presentation to Council
Alan felt that Danny Essex and Mark Barnes should be present as the managers of the two facilities.
However, Jane said that she has been in discussion with both managers. It was envisaged that this
meeting would determine the group’s recommendations for priorities, what actions should be
undertaken and how much should be spent to form the final segment to the presentation from
Patch to Council.
The group would like Patch Media to show them what they plan to present to Council, which would
be a 10 to 15 minutes précis of their report. Jane will talk to Matt from Patch Media and schedule a
meeting.
The presentation to Council should include Patch Media’s summary of the report and its findings,
followed by this group’s recommendations. The full report could be dispatched to Council as private
and confidential.
The group discussed the three priority areas for action:
(i)
New Elgiva web site, plus minor improvements to the Gym & Swim web site, including SEO
work for both sites.
(ii)
Ensuring that all CTC web sites are kept up to date.
(iii)
Gym & Swim and The Elgiva to undertake one proactive marketing campaign of their choice
(and will be provided with the funds to run them).
Jane said that in addition to (ii) other housekeeping beyond the web sites is required, e.g. ensuring
that email templates are filled out correctly with clear branding and exciting content. The idea of an
agency, or a part-time worker who would keep all three web sites up to date was discussed. It was
agreed that there would be a benefit to having someone who had a focus on the sites and was able
to regularly work on them
It was noted that Patch Media is willing to run one free marketing campaign as a test. Jane will talk
to Matt about what sort of campaign this might be. Danny and Mark will be involved in this
discussion.
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Staffing & Strategy Review – 28/01/17

There is £19,000 left in this year’s budget and the web site work could cost up to £14,000. Jane said
that it looks as though the current Iris software has all the features The Elgiva requires, but we need
to look at staff training to maximise use of its features. There should be sufficient funds left in the
budget to cover proactive marketing campaigns for each centre
The group agreed that priorities (i) and (ii) should be resolved before (iii) is undertaken and that (iii)
will require agreement from Danny and Mark before it is confirmed as a recommendation.
In relation to (i), we need to talk to different web designers and look at web sites of similar theatres.
Jane recommended talking to Iris to see which companies they have worked with in the past. Jane
will talk to a local IT person about the integration of the new Elgiva site with the backend system.
She suggested that other local people with expertise may be able to help, e.g. contacts within the
Chiltern Chamber.
Bill and Jane will talk to the agency Ten2Two to get an idea of recruitment costs.
The group asked for their appreciation of Jane’s work in this area to be recorded.
4.
Date of Next Meeting
The date will be set by email.
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Staffing & Strategy Review – 28/01/17

MINUTES OF A MEETING OF THE FINANCE WORKING GROUP
HELD ON THURSDAY 23RD FEBRUARY 2017 AT 4.00PM
PRESENT
Councillors Alan Bacon (AB), David MacBean (DM) and Fred
Wilson (FW); Chesham Town Council.
Bill Richards (BR); Chesham Town Clerk.
Steve Pearson (SP); Finance and Contracts Manager.
Apologies for absence were received from Roderick McCulloch
(RM) & Bernie Whitfield (BW)

1. SUCCESSION PLANNING
Members discussed the medium to long term future of the finance section and succession
planning as both finance officers are eligible for retirement and it was agreed that the Clerk be
authorised to proceed in line with the suggestions made at the meeting.
Note: SP then joined the meeting for the rest of the agenda items.
2. CURRENT YEAR FIGURES TO TEN MONTHS – ELGIVA AND CHESHAM MOOR GYM
AND SWIM CENTRE
The Working Group considered the income figures for the first ten months, both at the Elgiva
and Gym and Swim.
In respect of the Elgiva, the performance comparison shows an increase in the subsidy of
nearly £10k compared to the same ten months last year. This is due mainly to lower income
with profit on live streaming down £12k, shows £3.5k and sundry income £4.5k offset by
increased hire fees and associated costs £10k.
It was noted that last year ended up at an adjusted subsidy of around £73k using the new
accounting policy, including £13k charged to the revenue repairs budget. It appeared that this
year would be around £83k plus the £3k for professional fees relating to the possible extension
but this will depend on how and when certain maintenance works are to be completed e.g.
roofing £20k.
The original overall target for this using the new accounting policy was £95,770, and has a
target of £90k for 2017/18. These figures included an annual provision from the former
Renewal & Repairs budget (nearly £38k out of the total annual provision of £126k).
The Chesham Moor Gym and Swim Centre ten months’ income is showing a 3% increase
against the same period last year even with the closure of the pool for several weeks.
The original target for this using the new accounting policy was £80,710, which was forecast at
£98k during the recent budgetary process and has a target of £90k for 2017/18. These figures
included the old annual provision for Renewal & Repairs (£21.5k out of the total annual
provision of £126k) which has been well exceeded due to the dilapidation works and fire
officer’s report, previously reported to various Committees.

A brief discussion took place on use of the general reserve to pay for the general expenditure
needed to be done at the Gym and Swim above the budgets originally allocated (as well as
major capital expenditure upcoming for the new boilers there and roof repairs at the Elgiva).
3. RESERVES POLICY
BR advised that he, SP and DM had met recently to confirm a Reserves Policy (previously
circulated) to that reflected the new accounting system and which needed to be considered
and adopted by the Policy and Resources Committee.
AB questioned as to whether service centres would retain any repairs underspends for a
following financial year, if they weren’t utilised. DM replied it was proposed that any surpluses
would simply be returned to the General Fund. However service centres’ budget would be
retained rather than lost/reduced on the occasions that underspends occurred.
In respect to the Capital Expenditure Reserve, it was agreed that a budget for capital
expenditure for the replacement of ‘vehicles, equipment and infrastructure assets’ be changed
to ‘capital assets’ to allow greater flexibility and be equivalent to the ‘net’ rather than ‘market’
value of 20% of the overall figure.
SP clarified whether the FWG still wished to implement an ‘Emergency Reserve’ as initially
mooted by BW and it was agreed that a further £25k be allocated for this.
Based on this discussion, it was agreed to recommend that the Council aim to have an overall
reserve of £625k - with anything in excess of this to be used for investments into infrastructure.
4. REDUCING CASH TO RESERVES RATIO
The FWG considered the officers’ briefing paper on the cash to reserves ratio (previously
circulated).
It was apparent that there was still a difference of opinion between the Chairman and officers
on to whether the ratio of cash to reserves ratio was too high so it was agreed that it would be
prudent to view the actual end of year figures before the matter was assessed again.
5. RIALTAS REPORT ON BETTER USE OF SOFTWARE AND IMPROVING FINANCIAL
SYSTEMS
BR advised that DM had suggested that the current software providers investigate whether the
Council’s accounting software could be used more efficiently to save on officers’ time. The
report from Rialtas (previously circulated) suggested that the current accounting package
was not sophisticated enough to deliver the income returns directly from the Elgiva and Gym
and Swim to the Town Hall and any such system would cost a figure of several thousands of
pounds to design and install.
It was accepted little could be done to improve the current system in this respect in the shortterm but DM agreed to pass on to BR details of companies he was aware of who provided
possible suitable comprehensive software packages.
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6.

FINANCIAL RISK ASSESSMENT AND CASH HANDLING

Members were reminded that the FWG had been tasked to review the Financial Risk
Assessment and Cash Handling procedures as presented to full Council last week.
It was agreed that this be looked in at detail at the next meeting when there could be more time
allocated to it.
7. INTERNAL AUDITOR’S REPORT
The FWG was pleased to acknowledge an unqualified internal auditor’s report. DM suggested
that, while welcome, it might be prudent to obtain quotes from other auditing firms to see
whether a ‘fresh pair of eyes’ would be affordable and appropriate.
8. REVIEW OF SIGNIFICANT TRANSACTIONS IN THE MONTH
There were no significant transactions upcoming though BR advised that no tenders had been
received for the Gym and Swim boilers following a detailed specification drawn up and
distributed by a bespoke company as agreed and commissioned by the Recreation and Arts
Committee.
DM opined it would be useful for the receipts of payments also to be presented to full Council
along with the payments made. SP confirmed this was now a requirement of the recently
adopted model Financial Regulations.
9. PENSION UPDATE
SP reported that the new pension rates from BCC had finally been confirmed and will cost less
than £10k a year based on current number of employees opted into the scheme. The Council
had previously agreed a £20k provision for investment/pension increase.
10. NEW FINANCE COMMITTEE
A brief discussion took place on the make-up and operation of the new Finance Committee as
agreed at Council. It was noted it would consist of 9 Members with a quorum of 5 and would be
open to the public. Members were reminded one further meeting of the FWG in its current guise
would take place in April.
11. DATE OF NEXT MEETING
The next meeting is scheduled for the 3rd April 2017 (time tbc).
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Bill Richards
Town Clerk

Report of the Officers to a meeting of the Policy and Resources Committee
on Monday 20th March 2017

AGENDA ITEM NO: 5 - COMPLAINTS POLICY &
PROCEDURE REVIEW
Reporting Officer: Kathryn Graves (01494 583798)
Summary
1.

To review the Council’s Complaints Policy and Procedure.
Background Information

2.

Pursuant to the Local Government Act 1974, the Local Government Ombudsman
has no jurisdiction over town councils in England. Consequently there are no
statutory mechanisms in place should complaints be made against local councils.
Therefore, Chesham Town Council devised its own Complaints Policy &
Procedure.

3.

Chesham Town Council first adopted its Complaints Policy & Procedure in
February 2005 and are thereafter reviewed on a four year cycle.
Financial Implications

4.

None pertaining to this report.
Strategic Objectives

5.

None pertaining to this report.
Equality Act Implications

6.

In line with the Disability Discrimination Act (2000), the Complaints Procedure
allows for complainants to be assisted in making a written complaint and to have
a representative at a Complaints Meeting should they require help.
Detailed Consideration

7.

Stage Two of the Complaints Procedure has not yet been used since its
introduction in 2009, which suggests that complaints are being effectively handled
at the earliest opportunity.

8.

As the Policy & Procedure appears to be working well, no changes are proposed
other than to substitute the Staffing Committee for the Executive Committee in
Stage Two of the procedure in light of the current restructuring of the Council’s
committees. The revised policy is attached.

Recommendation
That the revised policy be adopted, subject to any amendments
the Committee wishes to make.

CHESHAM TOWN COUNCIL
COMPLAINTS POLICY & PROCEDURE

1.

PURPOSE

Chesham Town Council is committed to providing the best quality of service to the
residents that it serves, but appreciates that there may be times when things go
wrong. The purpose of our complaints procedure is to put things right in such
situations. The Council will take all complaints seriously.
At all times, all parties will be treated fairly and the complaints process will be
reasonable, accessible and transparent.
2.

SCOPE

2.1
Definition of a Complaint
For the purpose of this policy, the following definition of a complaint will be used:
“A complaint is an expression of dissatisfaction by one or more members of the
public about the Council’s action or lack of action or about the standard of service,
whether the action was taken or the service provided by the Council itself or a
person or body acting on behalf of the Council.”
2.2
When the Complaints Procedure is Not Appropriate
The Town Council’s Complaints Procedure will not be used in respect of the following
types of complaint:
i.
Financial Irregularity
The Town Clerk or Responsible Financial Officer (RFO) should endeavour to provide
an explanation of the item.
If the complainant is not satisfied, the Town Clerk or RFO will advise the complainant
of their statutory right to object to the Council’s audit of accounts pursuant to S16
Audit Commission Act 1998. On other matters, it may be necessary for the Town
Clerk or RFO to consult the auditor/Audit Commission.
ii
Criminal Activity
The Town Clerk should refer the complainant to the Police.
Chesham Town Council
Complaints Policy and Procedure V.4
1
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iii.
Member Conduct
In the event of a complaint relating to a Member’s failure to comply with the Code of
Conduct, the complainant will be advised to make their complaint to Chiltern District
Council’s Audit and Standards Committee.
iv.
Employee Conduct
A complaint relating to the conduct of an employee will be dealt with via the
Council’s Disciplinary Policy and Procedure.
Complaints that an employee may have about a colleague will be dealt with in
accordance with the Council’s Grievance Procedure and Whistleblowing Policy.
Complaints that an employee may have about a Member will be referred to Chiltern
District Council’s Audit and Standards Committee.
3.

COMPLAINTS PROCEDURE

3.1
Stage One
In the first instance, a complaint about a service, procedure or administration of the
Council will be dealt with in the following way:
a.

Contact the member of staff who you have been dealing with and tell them
about the problem. This can be done in person at the Town Hall, Elgiva or
Chesham Moor Gym & Swim, by phone, by email, by letter or by using the
complaints form attached to this policy document. Contact information for
the Council’s premises is available at the end of this policy document.

b.

Every effort will be made to resolve the complaint straight away. We aim to
reply to all correspondence within ten working days.

c.

Should the complaint not be resolved by staff, complainants will be advised
that they may instigate stage two of the complaints procedure, which will
result in a complaints meeting being held.

3.2

Stage Two

Prior to the Complaints Meeting
a.
The complainant should be asked to put the complaint in writing (letter, fax,
email or complaints form) to the Town Clerk or other nominated officer. This
may be done by the complainant, or someone acting for him/her; it may be
done by a Council officer if the complainant needs help. If the complainant
does not wish to put the complaint to an officer of the Council, he/she will be
advised to put the complaint to the Town Mayor.
b.

Following receipt of the complaint, the Council officer or Town Mayor will
immediately refer the written complaint to the Council’s Staffing Committee.
Chesham Town Council
Complaints Policy and Procedure V.4
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c.

The Council officer or Town Mayor will provide a written acknowledgement
of the complaint within seven working days. The letter will advise the
complainant when the matter will be considered by the Staffing Committee.
The complainant will also be advised whether the complaint will be treated
as confidential or whether notice of it will be given in the usual way. The
complainant will be invited to attend the meeting and will be informed that
they may bring a representative with them.

d.

The complainant will be notified that they must provide the Council with
copies of any documentation or evidence relied on, seven clear working days
prior to the Staffing Committee meeting.

e.

The Council will provide the complainant with copies of any documentation
upon which it wishes to rely at the meeting, and shall do so promptly,
allowing the complainant the opportunity to read the material in good time
for the Staffing Committee meeting.

At the Complaints Meeting
a.
The Staffing Committee shall consider whether the circumstances of the
meeting warrant the exclusion of the public and the press. It is general
practice that the public and press will be excluded due to the confidential
nature of many complaints.
b.

The Chairman will introduce everyone and explain the procedure.

c.

The complainant, or their representative, will outline the grounds for
complaint and then questions may be asked (i) by the Town Clerk or other
nominated officer, and then (ii) by Members.

d.

The Town Clerk or other nominated officer may then explain the council’s
position and questions may be asked (i) by the complainant and then (ii) by
Members.

e.

The Town Clerk or other nominated officer should be offered the opportunity
to summarise their position.

f.

The complainant is then given the opportunity to summarise their position.

g.

The Town Clerk, or other nominated officer, and the complainant will be
asked to leave the room while Members decide whether or not the grounds
for the complaint have been made. If a point of clarification is necessary,
both parties will be invited back.

h.

The Town Clerk, or other nominated officer, and the complainant will be
given the opportunity to wait for the decision, but if the decision is unlikely to
be finalised on that day they will be advised when the decision is likely to be
Chesham Town Council
Complaints Policy and Procedure V.4
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made and when it is likely to be communicated to them.
i.

The decision will be confirmed in writing within seven working days of it
having been made, together with details of any action to be taken.

j.

The decision will be reported to the next full Council Meeting, which will be
open to the public and the press.

After the complaints procedure has been followed, the complainant has no right to
further appeal and it remains the position that the Local Government Ombudsman
has no jurisdiction over the Town Council.
3.3
Confidentiality
The Council will take care to maintain confidentiality where circumstances demand,
e.g. where matters concern sensitive information, or where third parties are
concerned.
3.4
Council Representation
If the Town Clerk or other nominated officer represents the position of the Council at
the meeting, putting forward justification for the action or procedure complained of,
he/she should not advise the Staffing Committee, as they need to determine the
matter themselves.
3.5
Analysis
Stage Two complaints will be analysed annually by the Town Clerk to spot patterns
of serious complaints and lessons for service improvement, as well as assessing how
well the complaints procedure is being followed.
3.6
Unreasonable and Vexatious Complaints
There will be circumstances when a complainant persists in wishing to proceed when
the complaint clearly has no reasonable basis, or when the Council has already taken
reasonable action in response, or where some other procedure should or has been
taken.
These matters will be referred to the Town Clerk with a summary of the issues and of
the attempts made to resolve the complaint. The Town Clerk may, in such
circumstances, decide that no further action can usefully be taken in response to the
complainant and will inform the complainant to this effect, making it clear that only
new and substantive issues will merit a response.
3.7
Anonymous Complaints
Anonymous complaints will be referred to the Town Clerk, and may be dismissed at
their discretion, according to the type and seriousness of the allegation.

Chesham Town Council
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4.
POLICY REVIEW
This policy will be reviewed on a four-year cycle. However, the policy will also be
examined when a formal complaint is made to identify any areas requiring
improvement.
Version Four Adopted:
Policy Due for Review:

Chesham Town Council
Complaints Policy and Procedure V.4
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Contact Details for Chesham Town Council
Chesham Town Council
Chesham Town Hall
Chesham
Buckinghamshire
HP5 1DS
Telephone: 01494 774842
Fax: 01494 582908
Email: admin@chesham.gov.uk
Web: www.chesham.gov.uk
Opening Hours: Monday to Friday, 10 am to 4.30 pm
Contact details for the Town Mayor are available on the web site.
The Elgiva Theatre
St. Mary’s Way
Chesham
Buckinghamshire
HP5 1HR
Telephone: 01494 582900
Email: boxoffice@elgiva.com
Web: www.elgiva.com
Opening Hours: available on the web site
Chesham Moor Gym & Swim
Moor Road
Chesham
Buckinghamshire
HP5 1SE
Telephone: 01494 776975
Email: ctcpool@chesham.gov.uk
Web: www.cheshammoorfitness.org.uk
Opening Hours: available on the web site

Chesham Town Council
Complaints Policy and Procedure V.4
6

6

CHESHAM TOWN COUNCIL
COMPLAINTS & COMMENTS FORM

Please use this form for comments and complaints. Thank-you.
Name:
Address:

Daytime phone no:
Email:
Name of person/department in the
Council that you have been dealing with:
(if relevant)
Details of your comment/complaint: (please continue on a separate sheet if
necessary)

If you are making a complaint, what would you like the Council to do to put things
right?

Chesham Town Council
Complaints Policy and Procedure V.4
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Report of the Officers to a meeting of the Policy and Resources Committee
on Monday 20th March 2017

AGENDA ITEM NO: 6 - BULLYING & HARASSMENT
POLICY REVIEW
Reporting Officer: Kathryn Graves (01494 583798)
Summary
1.

To review the Council’s Bullying and Harassment Policy.
Background Information

2.

The Bullying and Harassment Policy was first adopted on the 16th October 2006,
following recommendations by the National Association of Local Councils and
the Society of Local Council Clerks that such a policy be adopted by town and
parish councils.
Financial Implications

3.

None pertaining to this report.
Strategic Objectives

4.

None pertaining to this report.
Equality Act Implications

5.

Bullying and harassment as defined within the policy includes unwarranted
behaviour relating to the protected characteristics of age, sex, race, disability,
religion & belief, gender reassignment and sexual orientation as defined within
the Equality Act (2010).
Detailed Consideration

6.

Since the policy was last reviewed in 2012, the use of social media sites has
become more common, increasing the potential for cyber bullying. An additional
section has been added to the policy to make it clear that the policy covers cyber
bullying that occurs out of office hours and away from the workplace. The revised
policy is attached.

Recommendation
That the revised policy be adopted, subject to any amendments
the Committee wishes to make.

CHESHAM TOWN COUNCIL
BULLYING AND HARASSMENT POLICY

STATEMENT OF COMMITMENT
Chesham Town Council fully supports the right of all people to be treated with
respect and dignity in the workplace. The Council recognises that bullying is not only
unacceptable on moral grounds and harassment on legal grounds, but that either
can have a negative affect on both individuals and operational efficiency. Under the
Health & Safety at Work Act 1974, employers have a general duty of care to protect
employees’ health, safety and welfare whilst at work. Prolonged harassment or
bullying can cause both serious psychological and physical health problems, such as
stress and depression. Chesham Town Council is therefore committed to promoting
a working environment free from any form of bullying or harassment.
All employees and Councillors will be made aware of Chesham Town Council’s policy
forbidding bullying and all employees and Councillors are expected to adhere to this
policy. Bullying and harassment will not be tolerated by anyone at Chesham Town
Council. Appropriate disciplinary action may be taken against employees who
breach this policy. This policy applies to staff both on and off the premises during
the course of their employment, as well as Councillors.
All employees and Councillors are required to help create a working environment in
which bullying and harassment are unacceptable. Employees and Councillors should
in particular ensure that they do not collude with bullying or harassing behaviour
and that they fully co-operate with any complaints procedure. Managers are
responsible for raising awareness of the issue, responding constructively to any
complaints, and challenging and stopping bullying and harassment at work.
Chesham Town Council also recognises that it has a responsibility to protect
employees and Councillors from bullying or harassment at work by members of the
public. Bullying and harassment of staff and Councillors by the public will be dealt
with separate to this policy.
DEFINITION OF BULLYING AND HARASSMENT
Bullying and harassment may occur ‘face-to-face’, by written communications
(including email, texts and the internet), phone and automatic supervision methods
if these are not applied universally to all staff, e.g. recording of telephone
conversations or computer recording of downtime from work.
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Bullying
Bullying is generally behaviour that is identified as a misuse of power. Bullying is
primarily intimidating in nature, but may also be insulting, offensive or malicious. It
is frequently recognised through the abuse or misuse of power through means
intended to undermine, humiliate, denigrate or create a detriment for the employee.
Bullying may occur as an isolated incident, but is commonly persistent.
Examples of bullying covered by this policy are:












physical violence against a person
damage or theft of personal belongings
spreading malicious rumours
ridiculing or demeaning someone
exclusion or victimisation
persistent, unnecessary criticism
making inappropriate, personal comments
blocking leave or training applications without valid reasons
shouting at colleagues in public or in private
overbearing supervision
making threats or comments about job security without foundation

Harassment
Harassment is generally described as conduct or behaviour that is unwelcome,
unwarranted and is detrimental to the well-being and self-esteem of the person
affected.
Harassment may be related to age, sex, sexual orientation, race, disability, gender
reassignment, religion and belief, race or any personal characteristic of the
individual. Harassment is normally unlawful, as it is commonly unwarranted
behaviour covered by legislation. In addition to the Protection from Harassment Act
1997, specific types of harassment relating to those protected characteristics listed
above will be in breach of the Equality Act (2010).
Cyber Bullying or Harassment
Social media tools, such as smart phones and social networking sites, make it easier
for bullying and harassment to be conducted outside of working hours and away
from work premises. This policy covers cyber bullying and harassment that takes
place outside the workplace and out of working hours.
PREVENTION OF BULLYING AND HARASSMENT
Informal Approach
A few people are not aware that their behaviour is unacceptable and an informal
discussion can lead to greater understanding and an agreement that the behaviour
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will cease. It may be that the individual will choose to do this themselves, or they
may obtain support from a colleague, or an external source in the case of a
Councillor.
Contact Officers
An employee may approach one of the council’s designated Contact
Officers/Member for advice and assistance. The Contact Officer/Member will be able
to:





provide sympathetic assistance to employees with complaints of
bullying/harassment
explain to the employee how the grievance procedure operates
establish the main details of the complaint
channel the complaint to the appropriate manager for action if the employee
decides to take the matter further

The Contact Officer/Member will discuss cases in complete confidence and will not
divulge information to any other person without the agreement of the employee.
Any employee who talks to the Contact Officer/Member about bullying is not under
any obligation to take further action.
The designated Contact Officers/Members are:
The Town Mayor
The Town Clerk
The Policy and Projects Officer
An employee may initiate the Council’s Grievance Procedure with or without having
approached a Contact Officer/Member.
Grievance Procedures
In the event that an employee wishes to make a formal complaint, the Council’s
Grievance Procedure will be implemented immediately and complaints will be
investigated swiftly in an objective and independent manner. If it has been proven
through the Grievance Procedure that bullying or harassment has occurred,
appropriate disciplinary action will be taken following the Council’s Disciplinary
Procedure.
Disciplinary Procedures
All complaints of bullying and/or harassment, or information from staff relating to
such complaints, will be taken seriously and dealt with fairly, sensitively and
confidentially in line with the Council’s Disciplinary Policy and Procedure.
Protection of Employees
In the event of a case which appears to involve serious misconduct, the Council
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recognises that it has a duty to ensure that the complainant is safeguarded and
arrangements must be put in place; generally this will be to ensure that the
complainant is not left alone at any time so that the course of unacceptable conduct
cannot continue behind closed doors. Colleagues who witness another colleague
being harassed or bullied will be able to report it to the appropriate manager,
without fear of reprisal. Any victimisation arising from making a complaint (informal
or formal) will not be tolerated.
Bullying or Harassment by Councillors
If the Grievance Procedure has proven that a Councillor has bullied or harassed an
employee, the Council has sanctions within its power:




admonishment and an undertaking not to repeat the conduct
banning from all committees of the Council and representation on all outside
bodies
a formal complaint by the Council to Chiltern District Council’s Audit and
Standards Committee, which is also the prerogative of the aggrieved
employee

Unfounded Allegations of Bullying or Harassment
If an employee makes an unfounded allegation of bullying or harassment for
malicious reasons, this will be investigated and dealt with fairly and objectively
under Chesham Town Council’s Disciplinary Procedure.
Policy Monitoring and Revision
This policy will be reviewed every four years, and will also be revised in the light of
changing needs, changes in legislation and guidance.
Furthermore, whenever a case of bullying or harassment arises, Chesham Town
Council will take the opportunity to examine its policy, procedures and working
methods to see if they can be improved.
Version 4 Adopted:
Policy Due for Review:
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Report of the Officers to a meeting of the Policy and Resources Committee
on Monday 20th March 2017

AGENDA ITEM NO: 7 - DISCIPLINARY POLICY &
PROCEDURE REVIEW
Reporting Officer: Kathryn Graves (01494 583798)
Summary
1.

To review an updated version of the Council’s Disciplinary Policy & Procedure.
Background Information

2.

As of 1st October 2004, all employers are required to have a formal Disciplinary
Procedure in place. The Council’s is reviewed on a four year cycle

3.

The Policy & Procedure incorporate guidance from the ACAS Code of Practice.
Financial Implications

4.

Whilst it is not a legal requirement to follow the ACAS Code of Practice, an
employee can be awarded up to 25% more if they win an employment tribunal
and the code has not been followed.
Strategic Objectives

5.

None pertaining to this report.
Equality Act Implications

6.

The Council’s Disciplinary Policy makes provision for employees who have
difficulties reading English. This will assist employees with certain protected
characteristics, e.g. a mental disability.
Detailed Consideration

7.

The only changes proposed are to amend the policy and procedure in line with the
current restructuring of the council’s committees. Therefore, reference to the
Executive Committee has been changed to the Staffing Committee and the
decision to dismiss the Town Clerk must now be approved by a meeting of the
full council. The revised policy is attached.

Recommendation
That the revised policy & procedure be adopted, subject to any
amendments the Committee wishes to make.

CHESHAM TOWN COUNCIL
DISCIPLINARY POLICY & PROCEDURE

PURPOSE AND SCOPE
This procedure is designed to help and encourage all employees to achieve and
maintain standards of conduct, attendance and job performance. The aim is to
ensure consistent and fair treatment for employees whilst promoting orderly
employment relations.
Formal disciplinary action will not normally be considered as a first step (except in
cases of potential Gross Misconduct). Informal discussions will be used to seek to
resolve problems in the first instance. However, there will be recourse to the formal
procedure for persistent breaches of conduct, if there is no improvement in
performance within a reasonable period, or if the required improvement fails to be
maintained.
Examples of misconduct that could result in disciplinary action are listed in Appendix
One.
INFORMAL PROCEDURE
Minor problems will be dealt with informally, and the employee will be clearly told
why and how their performance/conduct needs to change and the consequences of
failing to improve. A brief note of the date on which the issue was discussed and
what action was agreed will be made in the personnel records of the employee and a
copy will be issued to the employee. Subject to satisfactory conduct and
performance, the note will be disregarded for disciplinary purposes after 6 months
and the employee notified accordingly. Where the matter is more serious or where
informal discussions and counselling have not succeeded in achieving the required
result, the formal disciplinary procedure will be used.
PRINCIPLES OF THE DISCIPLINARY PROCEDURE
(i)

The Town Clerk has overall responsibility for the management and discipline
of all council staff. However, where the Town Clerk is the subject of
disciplinary action the Chairman of the Staffing Committee is responsible for
discipline.
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(ii)

The council acknowledges that there is a distinction between the conduct of
an employee and their capability. In the case of a problem resulting from the
employee’s capability, contributory factors will be carefully considered, such
as ill health, serious home-based problems or a lack of skill or knowledge. If
the matter is due to a lack of skill or knowledge, the council will ensure that
by appropriate training, mentoring and guidance, the employee has the
opportunity to improve. The improvement required will be clearly explained
to the employee, along with what support will be given and how
performance will be monitored and reviewed.

(iii)

An employee will have the right to appeal against any disciplinary penalty
imposed during the disciplinary procedure.

(iv)

The disciplinary procedure is comprised of three stages. However, after
proper consideration, the procedure may be implemented at any stage if the
employee's alleged misconduct warrants such action.

(v)

No employee will be dismissed for a first breach of discipline, except in the
case of Gross Misconduct, when the penalty is usually dismissal without
notice or payment in lieu of notice.

(vi)

If the employee has difficulty reading, or if English is not their first language,
any written documentation, e.g. invitations to Disciplinary Hearings or
written warnings, will also be explained to them orally by their line manager.
Additional support that may be required at a Disciplinary Hearing will also be
taken into consideration and provided as appropriate.

DISCIPLINARY INVESTIGATIONS
No disciplinary action will be taken against an employee until the case has been fully
investigated by an unbiased investigator. This will usually be the employee’s line
manager, or a Member of the Staffing Committee in the case of the Town Clerk.
However, if the manager or Member was in some way involved in the matter,
wherever possible another manager or Member will conduct the investigation.
Investigatory meetings may be held to establish the facts; in this instance it will be
made clear to the employee that these meetings are not Disciplinary Hearings. The
employee may be represented at investigatory meetings by a Trade Union
representative, employee representative or work colleague. The person in charge of
the investigation should be advised in advance by the employee if they are to be
accompanied.
All relevant facts should be accurately recorded promptly before memory fades,
including anything that the employee wishes to say. Where there are witnesses to
the alleged misconduct, statements should be obtained from them at the earliest
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opportunity.
In any investigations involving allegations of criminal acts, the Town Clerk will
consult in confidence with the Chairman of the Staffing Committee and Trade Union,
if appropriate, before a decision is made to put the case in the hands of the police.
Where the Town Clerk is the subject of the investigation, the Chairman of the
Staffing Committee, in consultation with another member of the Staffing Committee,
shall decide.
Whilst an investigation is taking place, it may be necessary to suspend the employee
on full pay pending the outcome of the investigation. Suspension may only be
warranted in certain cases, e.g. where relationships have broken down or there are
risks to council property and/or to other persons. However, a suspension will only be
imposed after careful consideration and will be reviewed to ensure that it is kept as
brief as possible. It will be made clear to the employee that the suspension is not
considered a disciplinary action and does not involve any pre-judgement.
If it is decided, following investigation, that there is a case to answer, the below
Disciplinary Hearing procedure will be employed.
DISCIPLINARY HEARINGS
(i)
Definition
A meeting which could result in a formal warning that an employee must improve
their conduct or performance, some other sanction as provided for within this
procedure, or which may result in dismissal, other than in the circumstances set out
under “Exceptions, Other Cases”, is referred to as a Disciplinary Hearing.
(ii)
Notification
For every stage in the disciplinary procedure, the employee will be given adequate
notice (five working days) in writing of the Disciplinary Hearing to be held, including
the nature and basis of the complaint against them and provided with copies of any
supporting evidence, including any witness statements. The letter will contain
enough information for the employee to be able to understand both what it is they
are alleged to have done and the reasons why this is not acceptable. The notice will
give details of the time and venue for the hearing and remind the employee of the
right to be accompanied. It will be made clear that the employee has the right to
appeal any decision taken at the hearing.
Where the presenting manager or employee intends to call relevant witnesses, they
should give advance notice that they intend to do this to the person conducting the
hearing.
(iii)
Timing
Where possible, the timing and location of the Disciplinary Hearing will be agreed
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with the employee. The hearing will be held without unreasonable delay, but the
employee will be given reasonable time to prepare their case (a minimum of five
working days). Hearings will be held in privacy, where there will be no interruptions.
If the employee fails to attend without good reason, the council may decide to
proceed with the hearing in their absence. If the employee fails to attend through
circumstances outside their control and unforeseeable at the time the meeting was
arranged, e.g. through illness, another meeting will be arranged. However, should
the employee fail to attend the re-arranged meeting without good reason, the
hearing will proceed and a decision will be taken in their absence based on the
available evidence.
(iv)
Representation
The employee has the right to be accompanied by a Trade Union representative who
has been certified by their union as being competent to accompany a worker, an
official employed by a trade union or a work colleague during any Disciplinary or
Appeal Hearing. The line manager or member of the Staffing Committee who called
the Hearing should be advised in advance by the employee if they are to be
accompanied. The employee’s representative, or colleague, will be given all the
documentation that has been given to the employee. If the employee’s
representative cannot attend on the proposed date, the council will postpone the
hearing to another date suggested by the employee, so long as it is reasonable and
not more than five working days after the date originally proposed by the council.
However, the five-day limit can be extended by mutual agreement.
(v)
Conducting the Hearing
Where practicable, the Disciplinary Hearings will be conducted by a manager or
Member who did not conduct the Disciplinary Investigation and has not had previous
involvement in the case (this includes conducting a hearing at a previous stage).
Those conducting Disciplinary Hearings will keep an open mind and not pre-judge
the matter.
The precise allegations will be read out at the start of any Disciplinary Hearing.
The hearing will proceed as follows:
1. The presenting manager will state their case, including presenting any
evidence and calling witnesses.
2. The employee (or their representative) and the manager/Member
conducting the hearing have the opportunity to ask questions of the
presenting manager and their witnesses.
3. The employee (or their representative) presents their case, including
presenting any evidence and calling witnesses.
4. The presenting manager and the manager/Member conducting the hearing
have the opportunity to ask questions of the employee, their representative
and their witnesses.
5. Both parties have the opportunity to sum up.
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TAKING DISCIPLINARY ACTION
(i)
Deciding Upon Disciplinary Action
Following the investigation and the Disciplinary Hearing, the manager/Member
conducting the hearing will decide if disciplinary action is necessary.
Before taking disciplinary action, the following factors must be considered: the
employee’s disciplinary and general record, length of service, any current warnings,
actions taken in any previous similar case, the explanations given by the employee,
including any mitigating circumstances, and whether the disciplinary action is
reasonable under the circumstances.
(ii)
Notification
If it is decided that disciplinary action is not justified, the employee will be notified of
this decision in writing within five working days.
If disciplinary action is to be taken following a Disciplinary Hearing, the employee will
be told in writing within five working days of the disciplinary action to be imposed,
the time period of the warning, why and how their conduct or performance needs to
change, the timescale for the required improvement, a review date (where
appropriate), any support the council will offer to improve performance (where
appropriate), the consequences of failing to improve conduct or performance within
the required time period and their right to appeal against the decision if they are not
satisfied with it. A copy of this letter will also be sent to the employee’s
representative. A copy will be held on the employee’s personnel file for disciplinary
purposes for the relevant period according to the level of warning. The employee
will be notified within the letter for how long the warning will remain current. The
records will be disregarded for disciplinary purposes once the time limit on the
warning has expired.
DOCUMENTATION
During the disciplinary process, written records will be kept. These will include: the
complaint against the employee, the employee’s defence, findings made and actions
taken, the reasons for action taken and if an appeal was lodged and the outcome of
the appeal.
Records will be treated as confidential. Records will be discarded for disciplinary
purposes after set periods, depending upon the stage of the procedure that they
relate to. Copies of meeting records will be provided to the employee, although in
certain circumstances some information may be withheld by the council, e.g. to
protect a witness.
For employees working in a role subject to an enhanced DBS check for working with
children, a record of substantiated allegations relating to harm to children must be
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kept for 10 years, or until the employee reaches normal pensionable age, whichever
is longer. Substantiated allegations must be referred to in any reference that the
Council supplies for the individual concerned.
THE DISCIPLINARY PROCEDURE
Stage One – First Level Warning
The employee will be invited in writing to a Disciplinary Hearing in accordance with
the procedures set out earlier in this policy. If the employee doesn’t give a
satisfactory explanation, a formal First Level Warning may be given. They will be
advised in writing of the reason for the warning and that it is the first stage of the
formal disciplinary procedure. The warning letter will also give details of the
improvement required, the timescale for improvement and a review date. The letter
will also inform the employee of the right to appeal and that action under Stage Two
will be considered if there is no satisfactory improvement within the specified time
period.
A copy of this warning will be kept in the employee’s personnel file and used as the
basis for monitoring and reviewing conduct/performance. The warning will be
discarded for disciplinary purposes after 6 months, subject to satisfactory conduct or
performance.
Stage Two – Final Warning or Disciplinary Suspension
If there is a failure to improve following Stage One, and conduct or performance of
the same nature is still unsatisfactory, or if the misconduct is sufficiently serious to
warrant only one written warning, but insufficiently serious to justify dismissal (in
effect both the first and final written warning), a Disciplinary Hearing will be held to
which the employee will receive a written invitation. If the employee is unable to
give a satisfactory explanation, a FINAL WRITTEN WARNING will normally be given to
the employee. This will give details of the complaint, the improvement required and
timescale involved and will warn that further disciplinary action, including potential
dismissal, will result if there is no satisfactory improvement and will advise of the
right of appeal. A copy of this final written warning will be kept on the employee’s
personnel file and used as the basis for monitoring and reviewing
conduct/performance, but will normally be disregarded for disciplinary purposes
after 12 months, subject to satisfactory conduct or performance. However, a longer
final warning may be issued where there is a pattern of misconduct where the
employee is repeatedly able to maintain good standards for the period of the
warning, but commits misconduct again shortly after the expiry of the warning
period.
Alternatively, consideration will be given to imposing the penalty of suspension
without pay for up to a maximum of five days. A record of this suspension will be
kept on the employee’s personnel file and used as the basis for monitoring and
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reviewing conduct/performance, but it will be disregarded for disciplinary purposes
after 12 months, subject to satisfactory conduct or performance.
Stage Three – Dismissal
Following Stage Two, if the particular conduct or performance is still unsatisfactory
and the employee still fails to reach the prescribed standards, the employee will
receive a written invitation to a Disciplinary Hearing. If the employee is unable to
give a satisfactory explanation, DISMISSAL will normally result. The decision to
dismiss is taken by the Town Clerk. Where the Town Clerk is the subject of the
disciplinary action, the decision to dismiss will be taken by members of the Staffing
Committee (the full committee will not be involved in the decision to dismiss to
enable an unprejudiced Appeals Panel to operate in the event of an appeal) and will
be approved by a meeting of the full Council. The employee will be provided with
written reasons for dismissal within five working days, the date on which
employment will terminate, the appropriate period of notice or payment in lieu of
notice and their right of appeal.
APPEALS
If an employee wishes to appeal against disciplinary action which has been taken
against them the following procedure will apply:
(i)

The employee will give Notice of Appeal to the Town Clerk or Chairman of the
Staffing Committee (where the Town Clerk is the appellant) within five
working days of the date on which they received the decision notice of the
disciplinary action to be taken against them, setting out their grounds for
appeal. The Town Clerk or Chairman of the Staffing Committee will arrange
for the matter to be considered by an Appeals Panel at an agreed time and
place wherever possible. The Appeals Panel will not include Members or
officers who have previously been involved in the case.

(ii)

The employee, in consultation if they wish with their trade union or staff
representative, should provide the Town Clerk or Chairman of the Staffing
Committee with a full written statement of their case, no later than five
working days prior to the appeal hearing. The presentation of the written
statement above shall not preclude elaboration or additions by either party
at the Appeal Hearing. However, management should not introduce new
evidence at the appeal stage to justify an earlier disciplinary decision.

(iii)

The Appeal will be heard as soon as possible and normally this will be within
three weeks of receipt of Notice of Appeal. However, the Appeal Hearing
need not take place before the disciplinary action takes effect. The employee
will be issued with a letter, inviting them to attend the Appeal Hearing and
notifying them of the time and venue for the hearing, their right to call
witnesses and to be accompanied. The employee should notify the council of
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who their representative is to be and whether they will be calling any
witnesses. The employee may present their case in person or be represented
by their trade union representative or workplace colleague and may call
witnesses and produce documents relevant to their case.
The Appeal Hearing will be conducted as follows:
1. The presenting manager will state their case, including presenting any
evidence and calling witnesses.
2. The employee (or their representative) and the Member conducting the
hearing have the opportunity to ask questions of the presenting manager and
their witnesses.
3. The employee (or their representative) present their case, including
presenting any evidence and calling witnesses.
4. The presenting manager and the Member conducting the hearing have the
opportunity to ask questions of the employee, their representative and their
witnesses.
5. Both parties have the opportunity to sum up.
(iv)

At the conclusion of the hearing the Appeals Panel shall adjourn to consider
their decision. It is possible that disciplinary penalties may be increased on
appeal. The Panel may announce their decision verbally, but, in any event,
will confirm their findings in writing to the employee concerned within five
working days of the Appeal Hearing. There will be no further right of appeal.

SPECIAL SITUATIONS
1.

DISCIPLINARY PROCEDURE RELATING TO TRADE UNION ACTIVITIES

No disciplinary action will be taken against a Shop Steward until the circumstances of
the case have been discussed with the Town Clerk and a full time official of the Trade
Union concerned. No disciplinary action will be taken against any employee in
respect of alleged misdemeanours which stem from Trade Union activities until such
matters have been discussed with the Town Clerk and Trade Union Secretary as
appropriate. In the event that the employee concerned is the Town Clerk, no action
will be taken against them until the matters have been discussed with the Chairman
of the Staffing Committee and Trade Union Secretary as appropriate.
2.

CRIMINAL CHARGES OR CONVICTIONS NOT RELATED TO EMPLOYMENT

If an employee is charged with, or convicted of, a criminal offence that is unrelated
to their work, this is not in itself a reason for disciplinary action. The Town Clerk will
establish the facts of the case and will consider whether the employee’s conduct
merits further investigation or action under this procedure. Where the Town Clerk is
the employee in question, the Chairman of the Staffing Committee will take the
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decision whether further investigation or action under this procedure is required.
The main considerations will be whether the offence or alleged offence makes the
employee unsuitable for their type of work and the impact it will have on their
relationship with their employer, work colleagues and customers. An employee
should not be dismissed solely because they are absent from work as a result of
being remanded in custody.
3.

OVERLAPPING GRIEVANCE AND DISCIPLINARY CASES

If an employee raises a grievance during the disciplinary process, the disciplinary
process may be temporarily suspended in order to deal with the grievance. However,
where the grievance and disciplinary cases are related it may be appropriate to deal
with both issues concurrently.
EXCEPTIONS
1.

GROSS MISCONDUCT

Gross misconduct is regarded as misconduct serious enough to destroy the trust
within the employment contract, thus making any further working relationship
impossible.
The following list provides examples of offences which are normally regarded as
gross misconduct:


theft, fraud, deliberate falsification of records;



physical violence, assault on another person;



deliberate and serious damage to council property;



serious misuse of the council’s property or name;



serious incapability through alcohol or being under the influence of illegal
drugs;



serious breach of health and safety regulations;



serious negligence which causes unacceptable loss, damage or injury;



serious act of insubordination;



unlawful discrimination or harassment;



bringing the council into serious disrepute;
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criminal offence, whether committed on or off duty, which is of such a
nature that it fundamentally breaches the trust which is the basis of the
contractual relationship.

The standard Disciplinary Procedure does not apply in cases of Gross Misconduct.
If an employee is accused of an act of Gross Misconduct, he/she may be suspended
from work on full pay while the alleged offence is investigated. Suspension may only
be warranted in certain cases, e.g. where relationships have broken down or there
are risks to council property and/or to other persons. However, a suspension will
only be imposed after careful consideration and will be reviewed to ensure that it is
kept as brief as possible. It will be made clear to the employee that the suspension is
not considered a disciplinary action and does not involve any pre-judgement. The
investigation will be conducted by a manager or Member, who wherever possible
was not involved in the matter.
If, on completion of the investigation, it is decided that there is a case to answer, the
employee will receive a letter informing them of the allegations and inviting them to
attend a Disciplinary Hearing, where they will have the opportunity to put their case.
The conditions of the Disciplinary Hearing in the case of Gross Misconduct are the
same as for hearings held as part of the standard disciplinary procedure.
If, on completion of the investigation and the Disciplinary Hearing, the manager or
Member conducting the hearing is satisfied that Gross Misconduct occurred, the
result will normally be summary dismissal without notice or payment in lieu of
notice. The decision to dismiss is taken by the Town Clerk. Where the Town Clerk is
the subject of the disciplinary action, the decision to dismiss will be taken by
members of the Staffing Committee (the full committee will not be involved in the
decision to dismiss to enable an unprejudiced Appeals Panel to operate in the event
of an appeal) and approved by a meeting of the full Council. Within five working
days, the employee will be provided with a letter specifying the misconduct which
has led to the dismissal and their right of appeal, following the Appeals Procedure
outlined earlier in this document.
2.
OTHER CASES
The Disciplinary Procedure does not apply to termination of employment in the
following cases:
(i)

on termination of a fixed-term or temporary contract;

(ii)

in the event of redundancy, including if making more than twenty people
redundant at one establishment in a period of ninety days when a different
statutory regime applies;
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(iii)

where dismissal arises from unsuitability for confirmation of employment.
(N.B. although this period is normally up to six months this may be extended
for up to a further six months);

(iv)

where the employee cannot continue in the particular position without
contravening a statutory requirement

REVISIONS
The policy will be reviewed every four years. In the event that a disciplinary event
arises, Chesham Town Council will take the opportunity to examine its policy,
procedures and working methods to see if they can be improved.
Version 4 Adopted:
Policy Due for Review:
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APPENDIX ONE – Examples of Conduct and Performance Issues Resulting in
Disciplinary Action










Unsatisfactory attendance or timekeeping
Failure to follow health and safety regulations
Breaches of council policies
Unauthorised absence from the work place
Unwillingness to carry out reasonable duties
Negligence in the use of council property or equipment
Failings in preserving the dignity, respect and privacy of others
Failure to follow instructions
Failure to comply with workplace targets

This list is not exhaustive.
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Report of the Officers to a meeting of the Policy and Resources Committee
on Monday 20th March 2017

AGENDA ITEM NO: 8 - GRIEVANCE &
COLLECTIVE GRIEVANCE POLICIES REVIEW
Reporting Officer: Kathryn Graves (01494 583798)
Summary
1.

To review the Council’s Grievance and Collective Grievances Policies.
Background Information

2.

As of the 1st October 2004, all employers are required to have a formal Grievance
Procedure in place.

3.

The Grievance Policy & Procedure is based on the ACAS Code of Practice.
Financial Implications

4.

None pertaining to this report.
Strategic Objectives

5.

None pertaining to this report.
Equality Act Implications

6.

The Grievance Policy is designed to deal with instances of discrimination against
people with protected characteristics.

7.

The policies are explicit that reasonable adjustments will be made during the
procedures to accommodate people with disabilities.

8.

If an employee with a grievance has difficulty reading or writing English, or if
English is not their first language, any written documentation will be explained
orally. Additional support that may be required at meetings will also be taken into
consideration and provided if appropriate.
Detailed Consideration

9.

No changes are proposed to these policies beyond substituting the Staffing
Committee for the Executive Committee in light of the current changes to the
council’s committee structure. The revised policies are attached.

Recommendation
That the revised policies be adopted, subject to any
amendments the Committee wishes to make.

CHESHAM TOWN COUNCIL
GRIEVANCE POLICY AND PROCEDURE

PURPOSE AND SCOPE
The purpose of this policy is to specify the formal procedure by which employees can
raise a grievance, whilst encouraging employees to use informal discussions to
resolve problems in the first instance.
This policy applies to all employees of Chesham Town Council.
This policy does not apply to grievances raised on behalf of two or more employees
by a representative of a recognised trade union or other appropriate workplace
representative. Such grievances will be dealt with using the council’s collective
grievance process.
This policy does not apply where the council has no control over the matter,
although the council will give information and advice where possible, to help an
employee resolve the issue.
This policy does not apply where the procedure has been invoked within six months
of the completion of any action under the grievance procedure of the same or
similar issue, unless the original action agreed to redress the grievance has not been
implemented.
DEFINITION OF GRIEVANCE
For the purpose of this policy, grievances are defined as concerns, problems or
complaints over work-related matters that an employee raises with the council.
Examples of grievances include concerns over employment terms and conditions,
contractual or statutory rights, health and safety, work relations, the working
environment, new working practices, bullying and harassment, organisational
change and discrimination.
For instances of bullying and harassment, employees are also advised to refer to the
council’s Bullying and Harassment Policy.
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INFORMAL PROCEDURE
Chesham Town Council recommends that all employees talk to their manager
informally to try to resolve a problem before raising a formal grievance. However, if
the informal approach fails to resolve the matter, employees can use the procedure
outlined in this document to raise a grievance formally. The grievance should be
raised without unreasonable delay.
PRINCIPLES OF THE GRIEVANCE PROCEDURE
(i)

All grievances will be treated fairly and objectively.

(ii)

Employees will not be dismissed or suffer disadvantage as a result of raising a
genuine grievance.

(iii)

If the employee has difficulty reading and writing, or if English is not their first
language, any written documentation, e.g. a letter explaining the outcome of
a meeting, will also be explained to them orally. Additional support that may
be required at meetings will also be taken into consideration and provided as
appropriate.

(iv)

Any action taken as a result of a grievance will be monitored and reviewed, as
appropriate, to ensure that issues are dealt with effectively.

FORMAL GRIEVANCE PROCEDURE
1.

Write a Letter

The grievance should be raised with a manager/Member (as appropriate) who is not
the subject of the grievance, by writing a letter detailing the nature of the grievance.
In most circumstances, the employee should write the letter to their Line Manager. If
this is not possible, the employee may write to the Town Clerk or a Member of the
Staffing Committee, as appropriate.
If the employee has difficulty writing the letter, e.g. if English is not their first
language, they are advised to seek help from a trade union representative or
colleagues.
The letter should be dated and the employee should keep a copy for themselves.
2.

Investigation (Optional)

Upon receipt of a grievance it may be necessary to conduct an investigation. If
appropriate, an investigatory meeting will be held to gather all relevant facts and
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evidence.
The employee will be invited to this investigatory meeting as soon as possible, in
writing. It will be made clear that the purpose of the meeting is to establish the facts
and that the employee may be accompanied by one colleague or trade union
representative. Due consideration will be given to whether any reasonable
adjustments are necessary for a person who is disabled; this includes colleagues or
trade union representatives accompanying the person with a grievance.
The investigatory meeting will usually be conducted by the employee’s Line
Manager. However, if the Line Manager is the subject of the grievance, the meeting
will be conducted by the Town Clerk or a Member of the Staffing Committee.
The investigation will be conducted as soon as possible and will normally be
completed within five working days of receiving the grievance. However, if the
matter is particularly complex, this can be extended to 15 working days. If it is not
possible to complete the investigation within this timeframe, the employee will
receive a written explanation of the delay and when the investigation is expected to
be completed.
As soon as reasonably practicable after the conclusion of the investigation (usually
five working days), the employee will be notified in writing that the investigation has
been completed.
3.

Grievance Meeting

A grievance meeting will be held to discuss the grievance with the employee. The
meeting will be conducted by a Manager/Staffing Committee Member (henceforth
referred to as the ‘employer’) who has not been involved in any investigation that
may have been undertaken. Wherever possible, the meeting will be arranged within
five working days after the grievance is received or within five working days of the
conclusion of an investigatory meeting if one has been held. The employee will be
notified in writing of the date, time and location of the meeting, who will conduct
the Grievance Meeting and the statutory right of employees to be accompanied at
Grievance Meetings. Due consideration will be given to whether any reasonable
adjustments are necessary for a person who is disabled; this includes colleagues or
trade union representatives accompanying the person with a grievance.
The employee can take one colleague or trade union representative into the
meeting. If the employee wishes to be accompanied in this way, they should notify
the employer in advance. The employee has the right to call relevant witnesses to
the meeting, but should notify the employer of their intention to do so in advance of
the meeting.
The meeting will be held at a reasonable time and place. The employee, their
companion and the employer should make every effort to attend the meeting. If the
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employee or their companion cannot attend the meeting, another meeting will be
arranged to take place within five working days of the original date. This timescale
may be extended by mutual agreement. The meeting will be held in private, where
there will not be interruptions.
The purpose of the meeting is to establish the facts of the grievance and find a way
to resolve the problem. The employee will be given the opportunity to explain their
grievance and how they think it should be resolved.
Copies of meeting records will be given to the employee, including any formal
minutes. However, Chesham Town Council may withhold some information in
certain circumstances, e.g. to protect a witness.
If deemed necessary, the employer may adjourn the meeting until after further
investigation has been conducted. The meeting will be rescheduled as soon as is
reasonably practical.
4.

Decision and Notification

The employer will decide what action, if any, to take after the meeting. A letter will
be sent to the employee, notifying them of the decision within five working days of
the initial meeting. Where appropriate, the letter will set out what action the
employer intends to take to resolve the grievance. Where an employee’s grievance is
not upheld, the reasons for this will be clearly explained. The letter will also specify
that the employee can appeal if they are not content with the decision/action taken.
APPEALS PROCEDURE
If the employee feels that their grievance has not been satisfactorily resolved, they
can appeal in writing to the employer, specifying the grounds for their appeal, within
five working days of receiving notification of the decision.
An Appeal Hearing will be held, wherever possible, within five working days of
receiving notification of the appeal from the employee. The employee will be
notified in writing of the date and location of the hearing in advance. They will also
be informed that they have the right to be accompanied at the hearing. Due
consideration will be given to whether any reasonable adjustments are necessary for
a person who is disabled; this includes colleagues or trade union representatives
accompanying the person with a grievance.
At the hearing, an Appeals Panel will consider any representations made by the
employee and/or their companion, those of the investigating Manager/Member and
the Manager/Member who conducted the grievance meeting and made the
decision. Wherever possible the Appeals Panel will not include Members or officers
who have previously been involved in the case.
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The appeal will be dealt with impartially.
Copies of meeting records will be given to the employee, including any formal
minutes. However, Chesham Town Council may withhold some information in
certain circumstances, e.g. to protect a witness.
The outcome of the appeal will be communicated to the employee in writing within
five working days of the hearing. The letter will also specify that there will be no
further right of appeal.
POST-EMPLOYMENT GRIEVANCES
Wherever possible a grievance should be dealt with before an employee leaves their
employment with the council. However, where an employee had already left
employment and the procedure has not been commenced or completed, the
employee is encouraged to attend any meetings in accordance with this procedure
so a final decision can be made. If an employee refuses to attend any meetings, the
council will proceed with the meeting in their absence and make a decision based on
all the information and evidence available.
DOCUMENTATION
During the grievance process, written records will be kept. These will include: the
nature of the grievance, what was decided and actions taken, the reasons for action
taken, whether an appeal was lodged, the outcome of the appeal and any
subsequent developments.
Records will be treated as confidential and kept no longer than necessary in
accordance with the Data Protection Act (1998).
OVERLAPPING GRIEVANCE AND DISCIPLINARY CASES
If an employee raises a grievance during a disciplinary process, the disciplinary
process may be temporarily suspended in order to deal with the grievance. However,
where the grievance and disciplinary cases are related it may be appropriate to deal
with both issues concurrently.
POLICY MONITORING AND REVISION
This policy will be reviewed every four years, and will also be revised in the light of
changing needs, changes in legislation and guidance, or in the light of experience.
Version 4 Adopted:
Policy Due for Review:
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CHESHAM TOWN COUNCIL
COLLECTIVE GRIEVANCE POLICY & PROCEDURE

PURPOSE AND SCOPE
The purpose of this policy is to specify the formal procedure by which a trade union
representative or other appropriate workplace representative may raise a grievance
on behalf of a group of employees, whilst encouraging employees to use informal
discussions to resolve problems in the first instance.
This policy applies to all employees of Chesham Town Council.
This policy does not apply to grievances raised by individual employees. Such
grievances will be dealt with using the council’s Grievance Policy and Procedure.
DEFINITION OF GRIEVANCE
For the purpose of this policy, grievances are defined as concerns, problems or
complaints over work-related matters that a group of employees raises with the
council. Examples of grievances include concerns over employment terms and
conditions, contractual or statutory rights, health and safety, work relations, the
working environment, new working practices, bullying and harassment,
organisational change and discrimination.
For instances of bullying and harassment, employees are also advised to refer to the
council’s Bullying and Harassment Policy.
INFORMAL PROCEDURE
Chesham Town Council recommends that all employees talk to their manager
informally to try to resolve a problem before raising a formal grievance. However, if
the informal approach fails to resolve the matter, representatives can use the
procedure outlined in this document to raise a grievance formally on behalf of more
than one employee. The grievance should be raised without unreasonable delay.
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PRINCIPLES OF THE GRIEVANCE PROCEDURE
(i)

All grievances will be treated fairly and objectively.

(ii)

Employees will not be dismissed or suffer disadvantage as a result of raising a
genuine grievance.

(iii)

If the employee has difficulty reading and writing, or if English is not their first
language, any written documentation, e.g. a letter explaining the outcome of
a meeting, will also be explained to them orally. Additional support that may
be required at meetings will also be taken into consideration and provided as
appropriate.

(iv)

Any action taken as a result of a grievance will be monitored and reviewed, as
appropriate, to ensure that issues are dealt with effectively.

NOMINATED REPRESENTATIVES
Employees wishing to pursue a collective grievance should nominate individuals to
represent their interests throughout the process. These people will be referred to as
‘nominated representatives’.
These need not necessarily be the same individuals at each stage of the process and
may or may not be trade union representatives.
Nominated individuals will be responsible for representing the interests of all
employees in the collective grievance, including presenting the case at meetings.
The maximum number of nominated representatives allowed throughout the
grievance procedure is as follows:
Number of employees with grievance:
2 to 5
6 to 12
13 to 20
21+

Maximum number of nominated reps:
2
3
4
5

FORMAL COLLECTIVE GRIEVANCE PROCEDURE
1.

Write a Letter

The grievance should be raised with a manager/Member (as appropriate) who is not
the subject of the grievance, by writing a letter detailing the nature of the grievance.
In most circumstances, the nominated representatives should write the letter to a
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relevant Line Manager. If this is not possible, the nominated representatives may
write to the Town Clerk or a Member of the Staffing Committee, as appropriate.
The grievance letter must include the name, job title and contact details of the
nominated representatives, and whether they are acting in a capacity of a trade
union representative.
The grievance letter must be signed by all employees to whom the grievance applies
to confirm that they give their consent to be represented by the nominated
representatives.
The letter should be dated and a copy kept by the nominated representatives.
To assist with this process, nominated representatives may use the town council’s
collective grievance letter template.
2.

Investigation (Optional)

Upon receipt of a grievance it may be necessary to conduct an investigation. If
appropriate, an investigatory meeting will be held to gather all relevant facts and
evidence.
The nominated representatives will be invited to this investigatory meeting as soon
as possible, in writing. It will be made clear that the purpose of the meeting is to
establish the facts and that the nominated employees have a statutory right to be
accompanied at the meeting. Under this policy, accompaniment will normally be
complied with due to the number of nominated representatives permitted to
represent the employees concerned. Due consideration will be given to whether any
reasonable adjustments are necessary for nominated representatives who are
disabled.
The investigatory meeting will usually be conducted by an appropriate Line Manager.
If this is not possible, the meeting will be conducted by the Town Clerk or a Member
of the Staffing Committee.
The investigation will be conducted as soon as possible and will normally be
completed with five working days of receiving the grievance. However, if the matter
is particularly complex, this can be extended to 15 working days, If it is not possible
to complete the investigation within this timeframe, the nominated representatives
will receive a written explanation of the delay and when the investigation is
expected to be completed.
As soon as reasonably practicable after the conclusion of the investigatory meeting
(usually five working days), the nominated representatives will be notified in writing
that the investigation has been completed.
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3.

Formal Collective Grievance Meeting

A grievance meeting will be held to discuss the grievance with the nominated
representatives. The meeting will be conducted by a Manager/Staffing Committee
Member (henceforth referred to as the ‘employer’) who has not been involved in
any investigation that may have been undertaken. Wherever possible, the meeting
will be arranged within five working days after the grievance is received or within
five working days of the conclusion of an investigatory meeting if one has been held.
The nominated representatives will be notified in writing of the date, time and
location of the meeting, who will conduct the Grievance Meeting and the statutory
right of employees to be accompanied at Grievance Meetings.
Employees have a statutory right to be accompanied at formal grievance meetings.
Under this policy, accompaniment will normally be complied with due to the number
of nominated representatives permitted to represent the employees concerned. Due
consideration will be given to whether any reasonable adjustments are necessary for
nominated representatives who are disabled.
The meeting will be held at a reasonable time and place. The nominated
representatives and the employer should make every effort to attend the meeting. If
the nominated representatives cannot attend the meeting, another meeting will be
arranged to take place within five working days of the original date. This timescale
may be extended by mutual agreement. The meeting will be held in private, where
there will not be interruptions.
Prior to the meeting, the nominated representatives must inform the employer of
the names of the people attending the meeting in their capacity as nominated
representatives and any witnesses they wish to attend.
The purpose of the meeting is to establish the facts of the grievance and find a way
to resolve the problem. During the meeting, both the nominated representatives
and a responding manager will be allowed to present their cases.
If deemed necessary, the employer may adjourn the meeting until after further
investigation has been conducted.
Copies of meeting records will be given to the nominated representatives, including
any formal minutes. However, Chesham Town Council may withhold some
information in certain circumstances, e.g. to protect a witness.
4.

Decision and Notification

The employer will decide what action, if any, to take after the meeting. A letter will
be sent to the nominated representatives notifying them of the decision within five
working days of the initial meeting. Where appropriate, the letter will set out what
action the employer intends to take to resolve the grievance. Where the grievance is
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not upheld, the reasons for this will be clearly explained. The letter will also specify
that the employees can appeal if the majority are not content with the
decision/action taken.
APPEALS PROCEDURE
If the majority of employees (50% + one) feel that their grievance has not been
satisfactorily resolved, they can appeal in writing to the employer, specifying the
grounds for their appeal, within five working days of receiving notification of the
decision. To assist with this process, nominated representatives may use the town
council’s collective grievance appeal letter template.
An Appeal Hearing will be held, wherever possible, within five working days of
receiving notification of the appeal from the nominated representatives. The
nominated representatives will be notified in writing of the date and location of the
hearing and the name of the person(s) conducting the hearing in advance. They will
also be informed of the statutory right of employees to be accompanied at
Grievance Appeal Hearings. Under this policy, accompaniment will normally be
complied with due to the number of nominated representatives permitted to
represent the employees concerned. Due consideration will be given to whether any
reasonable adjustments are necessary for nominated representatives who are
disabled.
Prior to the meeting, the nominated representatives must inform the employer of
the names of the people attending the meeting in their capacity as nominated
representatives and any witnesses they wish to attend.
At the hearing, an Appeals Panel will consider any representations made by the
employee and/or their companion, those of the investigating Manager/Member and
the Manager/Member who conducted the grievance meeting and made the
decision. Wherever possible the Appeals Panel will not include Members or officers
who have previously been involved in the case.
The appeal will be dealt with impartially.
Copies of meeting records will be given to the nominated representatives, including
any formal minutes. However, Chesham Town Council may withhold some
information in certain circumstances, e.g. to protect a witness.
The outcome of the appeal will be communicated to the nominated representatives
in writing within five working days of the hearing. The letter will also specify that
there will be no further right of appeal.
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DOCUMENTATION
During the grievance process, written records will be kept. These will include: the
nature of the grievance, what was decided and actions taken, the reasons for action
taken, whether an appeal was lodged, the outcome of the appeal and any
subsequent developments.
Records will be treated as confidential and kept no longer than necessary in
accordance with the Data Protection Act (1998).
POLICY MONITORING AND REVISION
This policy will be reviewed every four years, and will also be revised in the light of
changing needs, changes in legislation and guidance, or in the light of experience.
Version 3 Adopted:
Policy Due for Review:
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Report of the Officers to a meeting of the Policy and Resources Committee
on Monday 20th March 2017

AGENDA ITEM NO: 9 - WHISTLEBLOWING
POLICY & PROCEDURE REVIEW
Reporting Officer: Kathryn Graves (01494 583798)
Summary
1.

To review the Council’s Whistleblowing Policy.
Background Information

2.

The development of a whistleblowing policy was recommended by the Council’s
external auditor and as a result, a policy and procedure was adopted by the Policy
and Resources Committee on the 16th October 2006 (Min no. 33). The policy was
formulated using “Speaking Out Without Fear: UNISON Guide to
Whistleblowing”.
Financial Implications

3.

None pertaining to this report.
Strategic Objectives

4.

None pertaining to this report.
Equality Act Implications

5.

The Grievance Procedure gives the whistleblower the option to make a written or
verbal statement. This can be beneficial to whistleblowers who have difficulty
reading or writing English, or if English is not their first language.
Detailed Consideration

6.

No changes are proposed to this policy and procedure beyond substituting the
Staffing Committee for the Executive Committee in light of the current changes to
the council’s committee structure. The revised policy is attached.

Recommendation
That the revised policy be adopted, subject to any amendments
the Committee wishes to make.

WHISTLEBLOWING POLICY
AND PROCEDURE
DEFINITION OF WHISTLEBLOWING
The word “whistleblowing” in this policy refers to a disclosure made in the public
interest by employees, contractors, volunteers or Members, of malpractice, illegal
acts or omissions at work.
A whistleblower is a witness and not a complainant. Whistleblowing is not the same
as making a complaint or raising a grievance, where the individual is saying that they
have been personally poorly treated. A whistleblower is usually not directly or
personally affected by the matter concerned.
STATEMENT OF COMMITMENT
Chesham Town Council is committed to achieving the highest possible standards of
service and the highest possible ethical standards in public life and in all of its
practices. As such, malpractice and wrongdoing are taken very seriously by the
Council.
Chesham Town Council recognises that in many cases, the Council’s employees,
Members, volunteer helpers or contractors will be the people most likely to become
aware of wrongdoing or malpractice. In the light of this, the Council encourages its
staff, Members, contractors and volunteers to use the mechanisms specified within
this policy to report malpractice by its Members, employees or ex-employees with
confidence and without having to worry about being victimised, discriminated
against or disadvantaged in any way as a result.
Where Council employees or Members are aware of or suspect malpractice, the
Council expects them to report their suspicions. The Council will treat failure to
report wrongdoing or malpractice as a serious matter.
Chesham Town Council will not tolerate any harassment or victimisation of a
whistleblower (including informal pressures), and will treat this as a serious
disciplinary offence. Appropriate disciplinary action may be taken in accordance with
the Council’s Disciplinary Procedure.
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COVERAGE OF THIS POLICY
Chesham Town Council has a range of policies and procedures in place to deal with
standards of behaviour at work, including a Grievance Policy & Procedure,
Disciplinary Policy & Procedure and Bullying & Harassment Policy. Employees are
encouraged to use the provisions of these procedures when appropriate. Service
users should make complaints or raise concerns through the Complaints Procedure.
Therefore, the Whistleblowing Policy and Procedure should not be used to deal with
complaints that employees may have about their employment in most
circumstances. The aim of the Whistleblowing Policy and Procedure is to enable
employees/members/contractors/volunteers to report an issue if they feel that it
cannot be done using the existing procedures, particularly if the matter is not about
their personal employment position. Whistleblowing refers to issues that are of such
importance that the public interest is served by reporting the issue.
Whilst volunteers are not covered by the Public Interest Disclosure Act, this Council’s
policy has been written to encompass Members and volunteers.
PROTECTED DISCLOSURES
Workers who make a “protected disclosure” have statutory protection against
victimisation (both by their employers and fellow employees) and dismissal.
A disclosure is protected if the person reasonably believes that it is in the public
interest, has been made to an appropriate recipient and is about any of the
following:







a criminal act
failure to comply with a legal obligation
miscarriages of justice
danger to health and safety
any damage to the environment
an attempt to cover up any of the above

The following is a list of examples when this policy may be used (please note that
this list is not exhaustive):





any unlawful act, whether criminal or a breach of civil law, has been
committed, is being committed or is likely to be committed
suspected corruption or fraud
disregard for legislation, particularly that of health & safety at work
a breach of a code of conduct misuse of assets, including stores, equipment,
vehicles, buildings, computer hardware and software
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causing damage to the environment
breach of financial regulations
showing undue favour over a contractual matter or to a job applicant
breach of, or failure to implement or comply with any policy determined by
the Council
failure to take reasonable steps to report and rectify any situation which is
likely to give rise to a significant avoidable cost, or loss of income, to the
Council or would otherwise seriously prejudice the Council
abuse of power, or the use of the Council's powers and authority for any
unauthorised or ulterior purpose
deliberately concealing information in relation to any of the items on this list

WHO A DISCLOSURE CAN BE MADE TO (APPROPRIATE RECIPIENTS):
1.
The Town Council
The Public Interest Disclosure Act directs workers towards raising matters internally
in the first instance, and to use internal whistleblowing policies.
2.
A Legal Advisor
A disclosure of information for the purpose of obtaining legal advice is protected.
3.
Prescribed Persons (Regulatory Bodies)
Whilst the Town Council strongly encourages disclosures to be made internally, if a
whistleblower feels unable to use the procedure outlined within this policy they can
make a disclosure to other people/organisations as prescribed by government. The
most relevant prescribed people relating to the Town Council are:






Health and Safety Executive and Chiltern District Council for health and safety
risks
Environment Agency
Serious Fraud Office, Inland Revenue, Customs & Excise
National Audit Office, Audit Commission
Information Commissioner

To make a protected disclosure to a prescribed person, the whistleblower must:



reasonably believe that the information is substantially true
reasonably believe that the information is being disclosed to the right person
or organisation

4.
Wider Disclosures
A whistleblower would also be protected if they made wider disclosures, e.g. to a
professional body, the Police or an MP, if the whistleblower:
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reasonably believes that the information is substantially true
does not act for personal gain
acts reasonably taking into account the circumstances

In order to make a protected wider disclosure, the whistleblower must either:




reasonably believe that the Council would treat them unfairly if they made a
disclosure internally or to a prescribed person
reasonably believe that an internal disclosure would result in the destruction
or cover-up of evidence
have previously disclosed the same or very similar information internally or
to a prescribed person

WHEN A DISCLOSURE IS NOT PROTECTED IN LAW
A whistleblower will not be protected under the Act if:
 they break the law when making a disclosure
 the disclosure is made to a body or person not prescribed by legislation
 the pre-conditions applying to a disclosure are not met (i.e. public interest,
reasonable belief in the truth of the information disclosed, etc.)
 the whistleblower is not a ‘worker’ within the meaning of the Public Interest
Disclosure Act
 the whistleblower makes allegations instead of disclosing information
 the whistleblower’s disclosure amounts to a grievance
OUR WHISTLEBLOWING PROCEDURE
Confidentiality
If the whistleblower requests confidentiality, the Council will not reveal the
whistleblower’s name or position without their permission. It is, however, easier to
pursue and verify complaints if the whistleblower provides his/her name.
Unsupported, anonymous complaints and allegations will be treated with caution.
There may be circumstances when the Council is legally obliged to disclose the name
of a whistleblower, e.g. when ordered to by court.
Protection for Whistleblowers
If an employee, Member, volunteer or contractor raises a concern which they
believe to be true, the Council will take all reasonable steps to protect the individual
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from harassment, victimisation and bullying. Chesham Town Council will not tolerate
any harassment or victimisation of a whistleblower (including informal pressures),
and will treat this as a serious disciplinary offence.
Employees who raise a genuine concern under this policy will not be at risk of losing
their job. However, a whistleblower will not be protected from the consequences of
making a disclosure if, by doing so, they commit a criminal offence (see section on
When A Disclosure is Not Protected in Law).
Involvement of Trade Unions
Chesham Town Council recognises the right of whistleblowers to be advised and
represented by their union when raising concerns under the whistleblowing
procedure.
Designated Officer
The Town Clerk is the Designated Officer to be a point of contact for concerns raised
under this procedure.
1.
Raising a Concern
An employee should normally raise their concerns about wrongdoing or malpractice
with his/her immediate line manager. Whilst the whistleblower is not expected to
prove the truth of the information provided or to investigate the matter themselves,
the whistleblower should have a reasonable belief and some evidence to back it up
before raising their concerns. The manager will notify the Designated Officer within
two working days whenever possible.
Where it is not appropriate to go via normal management reporting channels,
because the matter is serious and sensitive (e.g. if the whistleblower believes that
his or her manager is involved), he/she should contact the Designated Officer.
Members, volunteers and contractors should contact the Designated Officer.
The Designated Officer and line managers must take all concerns seriously.
Where, exceptionally, the concern is about the Designated Officer, the concerns
should be reported to the Chairman of the Council’s Staffing Committee, who will
decide how the investigation will proceed. This may include an external
investigation.
2.
Employer’s Response
Within ten working days, the Designated Officer will arrange an initial interview to
ascertain the nature of the whistleblower’s concern. The interview will be
confident
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ial if requested by the whistleblower. The whistleblower has the right to bring a
friend or union representative along with them, who must also observe
confidentiality.
At this stage, the whistleblower will be asked whether he/she wishes his/her identity
to be disclosed and will be reassured about protection from possible reprisals or
victimisation.
The whistleblower will be asked if they wish to make a written or verbal statement.
In either case, the Designated Officer will write a brief summary (dated) of the
interview, which will be agreed by both parties.
The Designated Officer will be responsible for the commission of any further
investigation.
3.
Investigation
The investigation may need to be carried out under strict confidentiality, i.e. the
subject of the investigation will not be informed until, or if, it becomes necessary to
do so. This may be appropriate in cases of suspected fraud.
The Designated Officer will offer to keep the whistleblower informed about the
investigation and its outcome.
If the investigation finds that there is a case to be answered by any employee,
Chesham Town Council’s Disciplinary Procedure will be used.
If the investigation identifies that there is no case to answer, the matter will be
closed. The Designated Officer will ensure that the whisteblower suffers no reprisals
or victimisation.
If the investigation discovers that an employee has deliberately made false
accusations with malicious intent, appropriate disciplinary action may be taken in
accordance with the Council’s Disciplinary Procedure.
If the concern raised is very serious or complex, it may be necessary for an inquiry to
be held. The Designated Officer may refer the issue to the police or other agencies in
serious cases.
4.
Following the Investigation
The Designated Officer will arrange a meeting with the whistleblower within ten
working days of the conclusion of the investigation in order to feedback any action
taken. This will not include details of any disciplinary action, as this is confidential.
If the whistleblower is not satisfied with the outcome of the investigation, the
whistleblower may make disclosures to prescribed persons, or wider disclosures,
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under the conditions outlined in the section “Who a Disclosure Can be Made To”.
POLICY REVIEW
The policy will be reviewed every four years. In the event that an incident of
whistleblowing takes place, Chesham Town Council will take the opportunity to
examine its policy, procedures and working methods to see if they can be improved.
Version 4 Adopted:
Due for review:
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Report of the Officers to a meeting of the Policy and Resources Committee
on Monday 20th March 2017

AGENDA ITEM NO: 10 - ADOPTION OF NEW RESERVES
POLICY
Reporting Officers: Steve Pearson (01494 583825) and Bill Richards (01494 583824)
Summary
1.

To consider and adopt a new Reserves Policy.
Background Information

2.

The Finance Working Group has requested that a Reserves Policy be agreed and be
implemented for the financial year 2016/17 and beyond so the utilisation of the Council’s
Reserves, as and when appropriate, can be more easily considered.
Financial Implications

3.

As outlined within the report.
Strategic Objectives

4.

Accords with Strategic Aim 6 – ‘Chesham Town Council will ensure that the money entrusted
to it by the residents of Chesham is securely managed and spent effectively on achieving the
above strategic objectives.’
Equality Act Implications

5.

None pertaining to this report.
Detailed Consideration

6.

A copy of the draft Reserves Policy to date is attached for the Committee’s consideration. As
has been previously reported, the purpose of the new financial budgetary reporting and
accounting is to try and give more flexibility to the centre managers. To that end, certain
additional ‘maintenance’ monies are included to the ongoing revenue budgets to allow the
managers to instigate minor repairs and upgrades without recourse to Committee approval. The
Finance Working Group is also keen to have a robust policy which sets a target at the end of
each financial year to which the Reserve should not fall below, while allowing any surplus
monies to be more readily used for ‘investment’ projects for the Council. The figure proposed
for 2017/18 is displayed as appendix I at the end of the draft policy.

7.

As can be seen, the Reserves are intended to be broken into a number of sub-categories that are,
hopefully, self-explanatory. However some further clarification/concerns has been sought from
Members before adoption which can be summarised thus:



Lack of clarity between what is defined as repairs and maintenance (revenue) and
replacement/investment (reserves).

This is not an easy one to determine as often there is a blurred line between what an obvious
maintenance item is and what an enhanced replacement is. It is possible to argue that the
recently considered Elgiva roof repairs is a ‘repair and maintenance’ issue but, clearly, the costs
involved for this alone would effectively account for well over half the revenue maintenance
budget for the Elgiva. Perhaps the easiest way would be to put a monetary figure with the
revenue spend limited to £5,000 per item. This would accord with the Financial Regulations
which gives the Section Heads delegated authority to spend up to £5,000 without Member
input. The Replacement/Investment budget to be over £5,000 and to be defined as major
repairs/maintenance, vehicles and major equipment replacement and investment schemes
designated to generate income.


Guidance on what is appropriate to go in Earmarked Reserves and what is not
required.

The Council has always had an earmarked reserve and, indeed, the draft new policy proposes
that: ‘The Council shall also retain an ‘Earmarked Reserve’ budget for specific future projects
the Council has been made aware of. The amount committed to this budget to be confirmed
annually during the budget setting cycle, following scrutiny by appropriate Working Groups or
Committees and confirmed by full Council at its January Precept setting meeting.’. This would
suggest therefore that Members would be fully entitled to have very limited or indeed no
‘earmarked’ reserves on a year-to-year basis and perhaps those proposed during the budget
setting time would require greater scrutiny. Examples of current ‘earmarked’ reserves that have
been previously agreed by Council include a sinking fund for a new cemetery; dredging of
Skottowes Pond; play area renovation and monies to cover future election costs. The Chairman
of the Finance Working Group has also suggested that ‘grants received in advance’ could also
be placed in an earmarked reserve.


Role of the Responsible Financial Officer.

One Member, having viewed other town and parish councils’ Reserves Policy, has noted the
stated role of the Responsible Financial Officer (RFO) in it and has suggested it might be
prudent to have reference to the Council’s RFO and his or her responsibility in overall control
of the Reserves Policy. The RFO (currently the Finance and Contracts Manager) roles and
responsibilities are specifically stated in the adopted Financial Regulations but the Committee
may agree that reference to the RFO in the policy would be sensible.


Monitoring of Reserves Finances.

It has been suggested the Reserves financial position be reviewed quarterly. Officers have no
issues with this other than to state the obvious in that balances can change rapidly.

Recommendation
That the draft Reserves Policy be considered and adopted subject to any amendments Members
may wish to make.

Chesham Town Council Reserves policy
1. The Council has a statutory requirement to manage the financial
risks facing it. The reserves held by the Council are used to
manage this risk and ensure funds are available to discharge the
council’s obligations to staff and suppliers.
2. As there is no legal requirement in respect to the amount of
reserves, almost all town and parish councils follow the guidance
emanating from the ‘The Practitioners’ Guide to Proper Practices to
be applied by smaller authorities in England in the preparation of
statutory annual accounts and governance statements’ issued by
the Joint Practitioners Advisory Group. In it, the following is stated.
‘As councils have no legal powers to hold revenue reserves other
than those for reasonable working capital needs or for specifically
earmarked purposes, whenever a council’s year-end general
reserve is significantly higher than the annual precept, an
explanation should be provided to the auditor.
Earmarked reserves, which are set aside for specific purposes and
for savings for future projects, should be realistic and approved by
the council. It is generally accepted that general (i.e. un-earmarked)
revenue reserves usually lie within the range of three to twelve
months of gross expenditure. However, the amount of general
reserve should be risk assessed and approved by the Council.’
3. In accordance with the above therefore, the Council shall work to
the principle that its annual General Reserve shall be maintained at
six months of its annual precept figure at the end of the financial
year.
4. The Council accepts that, on occasions when unforeseen major
capital expenditure is required and/or times of extreme financial
economic circumstances, there may be a period when significant
recourse to the utilisation of the reserves is required and the
reserve balance will fall below the six month precept amount. On
such occasions, the Council shall commit itself to restoring the
reserve figure to the stated level as soon as practicably possible,
without materially affecting the Council’s operation and services.
5. In addition, it is the Council’s position that a further Capital
Expenditure Reserve be maintained to allow for large repairs or
enhancements of a building or service and a separate, smaller,
Emergency Repairs Reserve be maintained annually. The amount
committed to these two budgets to be confirmed annually during

the budget setting cycle, following scrutiny by appropriate Working
Groups or Committees and confirmed by full Council at its January
Precept setting meeting.
6. Any surplus budget at the end of the current year shall be
transferred to the General Fund unless agreed otherwise by the
Council.
7. The Council shall also retain an ‘Earmarked Reserve’ budget for
specific future projects the Council has been made aware of. The
amount committed to this budget to be confirmed annually during
the budget setting cycle, following scrutiny by appropriate Working
Groups or Committees and confirmed by full Council at its January
Precept setting meeting.
8. It is also good practice and/or dictated by legislation to have further
Reserve Budgets in the form of ‘Usable Capital Receipts’;
‘Revaluation Reserve’ and a ‘Capital Financing Account’.
General Fund
9. The Council shall maintain a prudent level of a General Reserve
(see above) sufficient to ensure it can meet its on-going
commitments, respond to any need for major unplanned
expenditure, and overcome any cash flow difficulties which might
arise. In addition, there shall be a smaller ‘Emergency Fund’ for
immediate access for unforeseen emergencies.
Capital Expenditure Reserve
10. The Council shall have a budget for expenditure for the
replacement of capital assets and equivalent to the net value of
20% of the overall figure at the year end.
Earmarked Reserves
11. The Council will keep such sums in earmarked reserves as shall be
considered necessary to support future expenditure on specific
projects within a segregated fund.
Useable Capital Receipts
12. This reserve account represents funds received following the sale
of assets. This reserve is restricted by legislation and, must be kept
and used only for new capital expenditure or for the repayment of

loans. Interest earned on the Capital Receipts is taken to ordinary
reserves.
Revaluation Reserve
13. This reserve recognises the change in the value of fixed assets
held on the balance sheet since recognition of the asset. This
account does not represent funds that can be expended by the
council, but does show the change in the value of fixed assets held.
No revaluations have been carried out since the accounting
changes in 2008.
Capital Financing Account
14. This account represents revenue and capital resources applied to
finance capital expenditure or for the repayment of external loans. It
also includes the reversal of depreciation to ensure it does not
impact upon the amount to be met from precept. It does not
represent a reserve that the Council can use to support future
expenditure.

APPENDIX I – PROPOSED RESERVES FIGURE – 2017/18

General Fund
Capital Expenditure
Earmarked Reserves
Emergency Fund

2017/18
£425,000
£125,000
£50,000
£25,000

Report of the Officers to a meeting of the Policy and Resources Committee
on Monday 20th March 2017

AGENDA ITEM NO: 11 - INTERNAL AUDITOR’S REPORT
Reporting Officer:

Steve Pearson (01494 583825)

Summary
1.

To consider the internal auditor’s reports.
Background Information

2.

The Accounts and Audit Regulations 2003 state that ‘a relevant body shall maintain an
adequate and effective system of internal audit of its accounting records and of its systems of
internal control in accordance with the proper internal audit practices’.
Financial Implications

3.

The internal audit costs for 2016/17 are budgeted at £2,100.
Strategic Objectives

4.

Accords with Strategic Aim 6 – ‘Chesham Town Council will ensure that the money entrusted
to it by the residents of Chesham is securely managed and spent effectively on achieving the
above strategic objectives.’
Equality Act Implications

5.

None pertaining to this report.
Detailed Consideration

6.

A copy of the internal auditor’s interim report on the 2016/17 financial year is attached and
officers are pleased to report that no major issues have been identified warranting formal
comment.

7.

The comment on page 3 of the Auditor’s Report is addressed in the new Financial Regulations
to be adopted at this Committee which states under reg. 2.2.
‘On a regular basis, at least once in each quarter, and at each financial year end, a Member other
than the current mandated cheque signatories shall be appointed to verify bank
reconciliations (for all accounts) produced by the RFO. The member 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 Policy
and Resources Committee’.
Accordingly therefore the Committee is asked to appoint the said signatory.

8.

As part of Section 1 of the Annual Governance Statement 2016, the Council is required to have
maintained an adequate system of internal control, including measures designed to prevent and
detect fraud and corruption and reviewed its effectiveness.

9.

To this end, the Council has adopted a set of Standing Orders and Financial Regulations and
appointed an independent internal auditor. Both the Standing Orders and Financial Regulations
are reviewed annually (see agenda item 10). A copy of the internal auditor’s plan is attached.

11.

While there is no longer any regulatory requirement for an annual effectiveness review of
internal audit, it is considered good practice to carry out a review at least once a year and the
Finance Working Group, at its meeting on the 23rd February 2017, suggested that it might be
prudent to obtain quotes from other auditing firms to see whether a ‘fresh pair of eyes’ would
be affordable and appropriate. Officers are therefore beginning the process of obtaining these to
bring to the Finance Working Group for consideration.

Recommendation
1. That the internal auditor’s report be noted.
2. That the Committee appoint a Member to verify bank reconciliations (for all accounts)
produced by the Responsible Financial Officer.

Chesham Town Council
Internal Audit Report 2016-17 (Interim update)

Prepared by Adrian Shepherd-Roberts

For and on behalf of
Auditing Solutions Ltd
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Background
All town and parish councils are required by statute to make arrangements for an independent
internal audit examination of their accounting records and system of internal control and for
the conclusions to be reported each year in the Annual Return. Auditing Solutions Ltd has
provided this service to Chesham Town Council since 2006-2007.
This report sets out the work undertaken in relation to the 2016-17 financial year, during our
visits on 14th September 2016 and 7th & 8th February 2017, together with the matters arising
and recommendations for action, where appropriate.

Internal Audit Approach
In undertaking our reviews for this year, we have had regard to the materiality of transactions
and their susceptibility to potential mis-recording or misrepresentation in the year-end
Statement of Accounts/Annual Return. We have employed a combination of selective
sampling techniques (where appropriate) and 100% detailed checks in a number of key areas
in order to gain sufficient assurance that the Council’s financial and regulatory systems and
controls are appropriate and fit for the purposes intended.
Our programme of cover has been designed to afford appropriate assurance that the Council’s
financial systems are robust and operate in a manner to ensure effective probity of
transactions and to afford a reasonable probability of identifying any material errors or
possible abuse of the Council’s own and the national statutory regulatory framework. The
programme is also designed to facilitate our completion of the ‘Annual Internal Audit Report’
in the Council’s Annual Return, which requires independent assurance over a number of
internal control objectives.

Overall Conclusion
We are pleased to conclude that no significant concerns or issues have been identified during
the course of our review process in the current financial year to date: any minor queries have
been raised with officers, and satisfactorily resolved, during the visits. Consequently, no
matters are considered necessary for formal recommendation.
We would also wish to thank the Responsible Finance Officer and staff for the
comprehensive accounting information and detailed records maintained in the areas that we
have reviewed.

This report has been prepared for the sole use of Chesham Town Council. To the fullest extent permitted by law, no responsibility
or liability is accepted by Auditing Solutions Ltd to any third party who purports to use or rely, for any reason whatsoever, on this
report, its contents or conclusions.
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Detailed Report
Maintenance of Accounting Records & Bank Reconciliations
The Council continues to use the Omega software to maintain its accounting records,
with annual Statement of Accounts support being provided by third party contract
accountants (DCK Beavers Ltd). Two combined cashbooks are operated, with four
separate bank accounts still being held at Lloyds Bank. In addition, these are
supplemented by occasional, periodic Term deposits and two interest bearing Reserve
accounts at Lloyds Bank and NatWest Bank.
Our objective here is to ensure that the accounting records are being maintained
accurately and currently and that no anomalous entries appear in cashbooks or
financial ledgers. We have consequently:  Checked and agreed the opening trial balance detail in the Omega software for
2016-17 to the closing Statements of Accounts and Annual Return for 2015-16
to ensure that all detailed balances have been properly rolled forward;
 Ensured that the cost centre and nominal ledger income and expenditure
coding structure remains appropriate for purpose;
 Checked and agreed detail in each of the two combined cashbooks, examining
three sample months’ transactions (April, July and December 2016) in full on
the four Current, Call, Electronic Tariff and 30 Day Notice accounts to
relevant bank statements, including the daily inter-account “sweep” transfers
between the Current and Call accounts; and
 Checked and agreed detail on the bank reconciliations for the same three
sample month-ends as above to ensure that no long standing, uncleared or
other anomalous entries arise.
Conclusions
There are no issues arising to warrant any formal comment or recommendation in
this area of our review process. We would however consider as mentioned in our
first report that for good housekeeping, the bank account reconciliation statements
and/or bank statements, reflecting the month end closing balances, are submitted to
Council or the Chair of Finance or an elected Council nominee for approval.

Review of Corporate Governance
Our objective is to ensure that the Council has a robust series of corporate governance
documentation in place; that Council and Committee meetings are conducted in
accordance with the adopted Standing Orders and that, as far as we may be reasonably
expected to ascertain, no actions of a potentially unlawful nature have been or are
being considered for implementation.
The following work has been undertaken and we have: -

Chesham TC: 2016-17 (Interim update)

9th/Feb/2017

Auditing Solutions Ltd
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 Noted from previous year’s audit reports that the Council’s extant corporate
documentation such as Standing Orders, Financial Regulations and Members’
Code of Conduct are subject to ongoing review. Financial Regulations were
reviewed and approved by Policy and Resources Committee in September
2016 and subsequently approved by Full Council in October 2016; and
 Continued our review of the Council’s minutes, examining those for the Full
Council and its Standing Committee meetings (with the exception of
Development & Planning) for the year to date.
Conclusions
There are no issues arising to warrant any formal comment or recommendation in
this area of our review process. We will undertake further work at our final visit.

Review of Expenditure
Our aim here is to ensure that:  Council resources are released in accordance with the Council’s approved
procedures and approved budgets;
 Payments are supported by appropriate documentation, either in the form of an
original trade invoice or other appropriate form of document confirming the
payment as due and/or an acknowledgement of receipt, where no other form of
invoice is available;
 That an official order is raised for all relevant goods and / or services: we
acknowledge that this will not be necessary for all items of expenditure, which
are regularly the subject of contracts (e.g. grounds maintenance) or legal
requirements (e.g. non domestic rates);
 All discounts due on goods and services supplied are identified and
appropriate action taken to secure the discount;
 The correct expense codes have been applied to invoices when processed; and
 VAT has been appropriately identified and coded to the control account for
periodic recovery.
We have continued our testing in this area, reviewing a sample of all payments
individually in excess of £4,000 together with a more random sample of every 40th
cashbook transaction, irrespective of value, to December 2016. Our sample comprised
of 58 items, which totalled just over £418k and represented 39% of all non-pay costs
to that date.
VAT Returns, are submitted in a timely manner, electronically, in accordance with
extant legislation and we have sample checked and agreed the payments made in
relation to the period from April to December 2016 including a sample review of the
VAT control account to the listing of the payments noted above.
.

Chesham TC: 2016-17 (Interim update)
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Conclusions
There are no issues arising in this area to warrant formal recommendation. We will
undertake further work at future visits.

Assessment and Management of Risk
Our aim here is to ensure that the Council has put in place appropriate arrangements
to identify all potential areas of risk of both a financial and health and safety nature,
whilst also ensuring that appropriate arrangements exist to monitor and manage those
risks in order to minimise the opportunity for their coming to fruition. Consequently:  We note that detailed Risk Registers have again been reviewed for 2016-17
and have yet to be submitted for formal approval. We also note that Ellis
Whittam have been appointed to undertake Health and Safety and Risk
Management Policies for a three-year period.
 We note that the Council’s insurance cover continues to be provided by Aon
and have examined the current year’s policy schedule (to end March 2017).
Both Employers’ and Public Liability remain at £10 million, Fidelity
Guarantee cover is at £750,000 and Loss of Revenue remains in place at
£557,000, all of which is considered adequate to meets the need of the Council
at present given the existing levels of control and the substantial sums held in
Treasury deposits not being available for general usage.
Conclusions
There are no issues arising in this area to warrant formal recommendation.
We take this opportunity to remind the Clerk and members of the now mandatory
requirement for financial and associated risk registers to be the subject of at least
annual review and formal adoption by Full Council.

Budgetary Control & Reserves
We aim in this area of our work to ensure that the Council has appropriate procedures
in place to determine its future financial requirements leading to the adoption of an
approved budget and formal determination of the amount of the precept placed on the
Unitary Authority and that effective arrangements are in place to monitor budgetary
performance throughout the financial year. We will also confirm that the Council has
identified and retains appropriate reserve funds to meet future spending plans.
At this interim update, we have:
 Noted that the Council’s deliberations in relation to the 2017-18 Budgets and
Precept had been concluded by both Policy & Resources Committee and the
Full Council in January 2017, with the latter formally adopting the precept of
£887,012; and
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 Also, noted from our examination of minutes and other documentation
provided that the Responsible Finance Officer continues to provide members
with sound management accounts (generally quarterly) at Committee and Full
Council level.
We are pleased to note that members continue to receive regular budget monitoring
reports with over/under-spends and the level of earmarked reserves the subject of
regular review.
Conclusions
There are no matters requiring formal comment or recommendation in this area of
our review process currently. We will undertake further work at our year end visit.

Review of Income
The Council receives income from a variety of sources including of course the Pool &
Gym Centre, Elgiva Theatre and Town Hall lettings, together with less significant
sums from Allotments, the Cemetery and Bank Deposits.
Our objective is to ensure that robust procedures are in place to ensure that all income
due to the Council is identified and invoiced (where applicable) appropriately with
recovery effected within a reasonable time span.
With regard to the scales of fees and charges for activities such as the Cemetery,
Allotments, office services, pitch & pavilion lettings, the Elgiva and the Gym and
Swim Centre for 2016-17, we note that these were subject to an appropriate annual
review.
 We have, as detailed earlier in this report, checked and agreed three sample
months’ cashbook receipt transactions in full to relevant bank statements;
 We have undertaken a review of the burial and memorial records on both the
written and Pear Technology records together with the fees collected and their
subsequent banking, in a timely manner.
 We have also completed a review of income records from the Gym in relation
to till receipts and cash/payments taken at both the reception desk and the cafe
which is banked on a daily basis together with the resultant paperwork
collected from the Gym and retained at the Council offices; and
 Visually examined the Aged Debtors report as at 31st December 2016 with no
significant issues of concern / delay identified.
Conclusions
We are pleased to report that the systems for identification and recording of income
appear to be continuing to work effectively and there are no matters arising to
warrant formal recommendation.

Chesham TC: 2016-17 (Interim update)
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We have, however, noted from the records maintained for the Gym & Swim that
there are sometimes discrepancies between the till totals and the banking totals of
which the RFO and Accounts Administration Officer are aware and monitor daily;
currently with a shortfall equating to circa £2.00 per day.
We will also, at our year end visit, update our year-on-year analytical review of
income arising across the Council’s activities.

Petty Cash and Charge Card Accounts
As a result of the previously noted transition from the full “Code” audit to the “limited
assurance” regime, we are now required to express a view on the operation of petty
cash accounts as part of the Internal Audit Certificate.
The Council continues to operate three principal petty cash accounts in the Town Hall
and the Elgiva Theatre in addition to the various till floats held. We have tested a
sample month’s transactions (July/August 2016) on both accounts to ensure that
payments were supported by an appropriate supplier invoice / till receipt and that the
Omega accounting records had been properly updated by journal entry as and when
the cheque re-imbursements were raised, based on the Excel control sheets.
At this interim update visit we have undertaken a review of the Credit Card operated
by the Council noting that the use of the card is monitored through purchase orders
approved by the departmental managers which are the subject of a reconciliation
process against the monthly statements. It was noted that VAT receipts were obtained
where possible.
We have also reviewed the use of the fuel cards and are satisfied that there are
adequate controls in operation to monitor the fuel usage in relation to the respective
vehicles.
Conclusions
There are no issues arising in this area to warrant formal recommendation.

Review of Salaries
The Council employs a number of staff (approximately 50 in all) at its various sites
and continues to utilise bespoke payroll software (IRIS) installed at the Town Hall,
payments to staff being made electronically by Lloyds Bank’s Telepay facility.
In examining the Council’s payroll function, we aim to confirm that extant legislation
is being appropriately observed as regards adherence to the Employee Rights Act
1998 and the requirements of HM Revenue and Customs (HMRC) legislation as
regards the deduction and payment over of income tax and NI contributions, together
with meeting the requirements of the local government pension scheme, as further
amended from 1st April 2014 to revise the salary bandings, now based on actual
salaries and not whole-time equivalents and to include overtime previously excluded.
Chesham TC: 2016-17 (Interim update)
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We have examined a sample of the detail of the payroll procedures in place and the
physical payments made to staff to date in 2016-17 by reference to the August 2016
documentation. Consequently:
 PAYE Tax Codes have been checked to ensure that appropriate allowances are
being applied for the year following the annual budgetary increases in personal
allowances with effect from April 2016;
 National Insurance Table deduction rates have been checked to ensure that
computations would be made accurately depending on whether the employee
was a member of the pension scheme or not;
 Local Government Pension Scheme deduction rates have been checked to
ensure they are in accord with the revisions to the bases of employee
contributions effective from 1st April 2016;
 Variable hours and expenses have been verified to individuals’ timesheets and
claim forms;
 We have checked and agreed the net pay computations on pay slips to the
payroll summaries, Lloyds Telepay instructions and resultant bank statement
and cashbook transactions; and
 We note that electronic monthly returns are made in a timely and accurate
manner in accord with current HMRC legislation (aka Real Time Initiative).
Conclusions
We are pleased to note that no issues have been identified in this area of our review
to warrant formal comment or recommendation.

Investments and Loans
Our objectives here are to ensure that the Council is investing “surplus funds”, be they
held temporarily or on a longer term basis, in appropriate banking and investment
institutions, that an appropriate investment policy is in place, that the Council is
obtaining the best rate of return on any such investments made, that interest earned is
brought to account correctly and appropriately in the accounting records and that any
loan repayments due to or payable by the Council are transacted in accordance with
the relevant loan agreements. Therefore:
 We have checked and agreed detail of the periodic Treasury Term deposits
placed via Lloyds Bank to the reinvestment dates of November 2016 and
January 2017 to the bank’s third party confirmatory advice notices, also the
repayment of same together with the receipt of interest arising thereon to the
Omega cashbooks and relevant bank statements; and
 We have also noted the two additional Reserve accounts for Lloyds and
NatWest Banks, although these are effectively open-ended, liquid funds and
are not considered to be investments as such.
 We have checked and agreed the first bi-annual instalment repayment of the
Council’s PWLB loans from the relevant bank statements and cashbook
Chesham TC: 2016-17 (Interim update)
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entries to their third party direct debit settlement advice notes and will verify
the residual balance disclosures at Box 10, Section 2 in the Annual Return.
Conclusions
There are no issues arising in this area to warrant formal recommendation. We will
undertake further work at our final visit.
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Report of the Officers to a meeting of the Policy and Resources Committee
on Monday 20th March 2017

AGENDA ITEM NO: 12 - ANNUAL REVIEW OF STANDING
ORDERS AND FINANCIAL REGULATIONS
Reporting Officers: Steve Pearson (01494 583825) and Bill Richards (01494 583824)
Summary
1.

To carry out the annual review of the Council’s Standing Orders and Financial Regulations.
Background Information

2.

The internal auditor recommended that the Council should review its Standing Orders and
Financial Regulations on a regular basis to ensure that they are in line with the latest changes in
local government legislation and local working practices and this was agreed by this Committee
on 28th November 2005.
Financial Implications

3.

None pertaining to this report.
Strategic Objectives

4.

Non applicable.
Equality Act Implications

5.

None pertaining to this report
Detailed Consideration

6.

Members will recall that revisions to the proposed Standing Orders were put before this
Committee at its last meeting and again at the last Council meeting in line with the restructuring
of the Council reports. New Financial Regulations, based upon the National Association of Local
Councils’ model set of Financial Regulations, were considered and adopted at this Committee at
its meeting of the 26th September 2016.

7.

In light of the revisions suggested at the above meetings, both the Standing Orders and Financial
Regulations have been amended accordingly. Most of the changes reflect the names of the
Committees but Members may wish to give special consideration to Standing Order 26 and the
re-instatement of Standing Order 31. The Financial Regulations have had minor changes, again
largely reflecting changes to the names of the new Committees but also marrying up tenders and
contracts figures with Standing Orders. Both are duly attached.

8.

Also attached for information are the terms of reference for the new Committees; the criteria for
delegation of planning application comments by the Town Clerk in liaison with Ward Member(s)
and the calendar of meetings for 2017/18.

9.

As the standing orders and financial regulations need to be ratified by full Council, it is proposed
that these regulations as amended be resolved to recommend.

Recommendation
That the Council’s Standing Orders and Financial Regulations be
amended and adopted as presented, subject to any changes
Members may wish to make.

CHESHAM TOWN COUNCIL
FINANCIAL REGULATIONS

INDEX

1.
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2.
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These Financial Regulations were adopted by the Council at its Policy and Resources
Meeting held on 26th September 2016.
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 orders1 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
responsibilities and requirements.

how the

Council meets these

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 Responsible Financial Officer (RFO) holds a statutory office to be appointed by
the Council. The Finance and Contracts Manager 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;



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 Regulations2.

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 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;



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.

1.15.

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 £60,000; 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.
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 in each quarter, and at each financial year end, a
Member other than the current mandated cheque signatories shall be appointed to
verify bank reconciliations (for all accounts) produced by the RFO. The Member
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 Finance Committee.

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.

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



have 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.
3.1.

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING
The RFO must each year, by no later than December, 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
Finance Committee and the Council.

3.2.

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.

3.3.

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.

3.4.

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 £30,000;

•

a duly delegated committee of the Council for items over £10,000 and below
£30,000

•

the Clerk, in consultation with Chairman of Council or Chairman of the
appropriate committee, for any items over £5,000 but below £10,000.
Such authority is to be evidenced by a minute or by an authorisation slip duly
signed by the Clerk, and where necessary also by the appropriate Chairman.

•

An authorised Section Head for any item below £5,000.

Contracts may not be disaggregated to avoid controls imposed by these regulations.
4.2.

During the budget year and, 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 without prior approval from the relevant
Committee or Council meeting.

4.4.

The salary budgets are to be reviewed at least annually in December 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 £10,000. The Clerk shall report such action to the chairman or appropriate

working group 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 £500 or 15% of the budget.

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 regularly reviewed for safety and
efficiency.

5.2.

The RFO shall prepare a schedule of payments requiring ratification, forming part of
the Agenda for the Meeting and, together with the relevant invoices, present the
schedule to the Council. The Council shall review the schedule for compliance and,
having satisfied itself shall authorise payment by a resolution of the committee. 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 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 authorised Section Heads 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 within 30 days.

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 the
Finance Committee. 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 the Council; or
b)

fund transfers within the Council’s banking arrangements up to the sum of
£500,000, provided that a list of such payments shall be submitted to the next
appropriate meeting of the Council.

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 Finance Committee
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 the Council. 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.

5.7.

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 £60,000 shall before payment,
be subject to ratification by resolution of the Council.

5.8.

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.

5.9.

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.

5.10.

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

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 or RFO 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 the 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 in accordance with
the bank mandate. 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, under normal circumstances, 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 sign the cheque payment schedule.

6.6.

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.

6.7.

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, in accordance with the Council’s Bank Mandate.
The approval of the use of BACS or CHAPS shall be renewed by resolution of the
Council at least every two years.

6.8.

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.

6.9.

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 Town
Clerk in a sealed dated envelope. This envelope may not be opened other than in
the presence of the Town Clerk. 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.

6.10.

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.

6.11.

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.

6.12.

Where internet banking arrangements are made with any bank, the Clerk or RFO
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.

6.13.

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.
6.14.

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.

6.15.

Any Debit Card issued for use will be specifically restricted to the Clerk and will also
be restricted to a single transaction maximum value of £500 unless authorised by
Council or Finance Committee in writing before any order is placed.

6.16.

A pre-paid debit card may be issued to employees with varying limits. These limits
will be set by the Finance Committee. Transactions and purchases made will be
reported to the Finance Committee and authority for topping-up shall be at the
discretion of the Council following recommendations from the Finance Committee.

6.17. Any corporate credit card or trade card account opened by the Council will be
specifically restricted to use by Section Heads only 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.
6.18.

7.

The RFO may provide petty cash to Section Heads 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 Section Heads shall maintain a petty cash float of up to £500 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.

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 salary rates shall
be as agreed by Council, or duly delegated 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 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.

No changes shall be made to any employee’s pay, emoluments, or terms and
conditions of employment without the prior consent of the Staffing Committee.

7.4.

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 confidential
record. 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 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.

7.5.

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.

7.6.

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

7.7.

Before employing interim staff, the Staffing Committee and/or delegated Working
Party 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.

8.3.

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.

8.4.

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.

8.5.

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

8.6.

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

8.7.

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.

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

9.3.

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

9.4.

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.

9.5.

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

9.6.

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

9.7.

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.

9.8.

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 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 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.

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 solicitors, accountants,
surveyors and planning consultants;

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 Regulations.

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).

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.

g.

Any invitation to tender issued under this regulation shall be subject to any
relevant Standing Order 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 or RFO shall obtain 3 quotations (priced
descriptions of the proposed supply); where the value is below £10,000 and

above £100 the Clerk or RFO 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/working group,
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. ASSETS, PROPERTIES AND ESTATES
12.1.

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.

12.2.

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.

12.3.

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).

12.4.

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).

12.5.

Subject only to the limit set in Reg. 12.2 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.

12.6.

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.

13. INSURANCE
13.1.

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

13.2.

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

13.3.

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.

13.4.

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 by the Council, or duly delegated
Committee/working group.

14. RISK MANAGEMENT
14.1.

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.

14.2.

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

15. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS
15.1.

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.

15.2.

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.

16.
16.1

OPENNESS OF LOCAL BODIES REGULATIONS 2014
The value that is deemed to ‘materially’ affect the Council under the Openness of
Local Bodies Regulations 2014 and therefore, when exceeded, would require any
decisions made by officers under their delegated powers to be recorded (this
recording to include the decision taken, and the date the decision was made, the
reasons for the decision, any alternative options considered and rejected and any
other background documents) be set at £8,000.

CHESHAM TOWN COUNCIL
STANDING ORDERS
PROCEEDINGS AND BUSINESS
* 1.

MEETINGS OF THE COUNCIL
(a)

2.

Meetings of the Council shall be held in the Council Chamber at the Town Hall,
Chesham, as directed in the Official Notice convening each meeting, commencing at
19.30 hours, unless the Council otherwise decides at a previous meeting.

THE STATUTORY ANNUAL MEETING
(a)

in an election year shall be held on the Monday next following the fourth day after the
ordinary day of elections to the council. *
in a year which is not an election year shall be held on such day in May as the Council
may fix.*
in addition to the Annual Meeting, there shall be three other Statutory Council
Meetings.*
additional meetings of the Council shall be held on such dates as approved by the
Council.

(b)
(c)
(d)

3.

TOWN MAYOR
(a)

4.

The election of the Town Mayor shall be the first business transacted at the Annual
Meeting.*

DEPUTY TOWN MAYOR
(a)
(b)

5.

The Deputy Town Mayor shall be appointed at the Annual Meeting.
If the Town Mayor is absent from a meeting of the Council the Deputy Town Mayor
shall preside.

CHAIRMAN OF MEETING
(a)

(b)

6.

See No. 43 (a) for explanation

In these standing orders, the expression 'Chairman' means Town Mayor or in his or her
absence the Deputy Mayor but any power or duty of a Chairman in relation to the
conduct of the meeting may be exercised by the person presiding at the meeting.*
The ruling of the Chairman of the meeting as to the construction or application of any
of these Standing Orders, or as to any procedural matters of the Council, shall not be
challenged at any meeting of the Council or of any committee or sub-committee.

PROPER OFFICER
Where a statute, regulation or order confers functions or duties on the proper officer of the
Council in the following cases, he shall be the Town Clerk:(a) To receive declarations of acceptance of office
(b) To receive and record notices disclosing personal interests
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(c) To receive and retain plans and documents
(d) To sign notices or other documents on behalf of the Council
(e) To receive copies of byelaws made by the Chiltern District Council
(f) To certify copies of byelaws made by the Council
(g) To sign summons to attend meetings of the Council
In any other cases the proper officer shall be the person nominated by the Council and, in
default of nomination, the Town Clerk.
7.

QUORUM
a)
b)

8.

VOTING
(a)
(b)
(c)

(d)

(e)
9.

A quorum for any meeting of the Council shall be six.
If a quorum is not present when the Council meets or if during a meeting the number of
Councillors present falls below the quorum, the business not transacted at that meeting
shall be transacted at the next meeting or on such other day as the Chairman may fix.

Members shall vote by show of hands or, if at least two members so request, by signed
ballot.
If a member so requires, the Town Clerk shall record the names of the members who
voted on any question so as to show whether they voted for or against it.*
Subject to (d) and (e) below, the Chairman may give an original vote on any matter put
to the vote and in the case of an equality of votes may give a casting vote even if he
gave no original vote.*
If the person presiding at the Annual Meeting would have ceased to be a member of the
Council but for the statutory provisions which preserve the membership of the
Chairman and Vice Chairman until the end of their term of offices he may not give an
original vote in an election for Chairman. *
The person presiding must give a casting vote whenever there is an equality of votes in
an election for Chairman. *

ORDER OF BUSINESS
(In an election year Councillors should execute Declarations of Acceptance of Office in the
presence of the proper officer before the Annual Meeting commences).
(a)

At each Annual Meeting the first business shall be:(i)
To elect a Town Mayor.*
(ii)
To receive the Town Mayor's declaration of acceptance of office or, if not then
received, to decide when it shall be received.
(iii) In the ordinary year of election of the Council to fill any vacancies left unfilled
at the election by reason of insufficient nominations.
(iv)
To decide when any declarations of acceptance of office and written
undertakings to observe the code of conduct adopted by the Council which have
not been received as provided by law, shall be received.
(v)
To elect a deputy Mayor.
(vi)
To appoint statutory or standing committees.
(vii) To inspect any deeds and trust instruments in the custody of the Council, if any
member so requires, and shall thereafter follow the order set out in (c) below.

(b)

At every meeting other than the Annual Statutory Meeting the first business shall be to
appoint a Chairman if the Chairman and Vice-Chairman be absent and to receive such

2

declarations of acceptance of office (if any) and undertaking to observe the Council's
code of conduct as are required by law to be made, or if not then received, to decide
when they shall be received.*

10.

(c)

After the first business has been completed, the order of business, unless the Council
otherwise decides on the ground of urgency, shall be as follows:
(i) To receive apologies for absence.
(ii) To read and consider the Minutes.
(iii) After consideration to approve the signature of the Minutes by the presiding
Chairman as a correct record.*
(iv) To deal with business expressly required by statute to be done.*
(v) To receive such communications as the presiding Chairman may wish to lay
before the Council.
(vi) To answer questions under Standing Order No. 12.
(vii) To dispose of business, if any, remaining from the last meeting.
(viii) To receive and consider reports and minutes of committees and advisory
committees.
(ix) To receive and consider reports from officers of the Council.
(x) To authorise the sealing of documents
(xi) To authorise the signing of orders for payment.
(xii) To consider motions or recommendations in the order in which they have been
notified.
(xiii) Any other business specified in the summons.

(d)

A motion to vary the order of business on the grounds of urgency
(i)
may be proposed by the Chairman and may be put to the vote without being
discussed, and
(ii)
if proposed by any member shall be put to the vote with discussion.

RESOLUTIONS MOVED ON NOTICE
(a)

Except as provided by these Standing Orders, no resolution may be moved unless the
mover has given notice in writing of its terms and has delivered the notice to the Town
Clerk at least twelve clear days before the next meeting of the Council.

(b)

The Town Clerk shall date every notice motion or recommendation when received by
him, shall number each notice in the order in which it was received and shall enter it in
a book which shall be open to the inspection of every member of the Council.

(c)

The Town Clerk shall insert in the summons for every meeting all notices of motion or
recommendation properly given in the order in which they have been received unless a
member giving a notice of motion has stated in writing that he intends to move at some
later meeting or that he withdraws it.

(d)

If a resolution or recommendation specified in the summons be not moved, either by the
member who gave notice of it or by any other member, it shall, unless postponed by the
Council, be treated as withdrawn and shall not be moved without fresh notice.

(e)

If the subject matter of a resolution comes within the province of a committee of the
Council, it shall, upon being moved and seconded, stand referred without discussion to
such committee or to such other committees as the Council may determine for report;
provided that the Chairman, if he considers it to be a matter of urgency, may allow it to
be dealt with at the meeting at which it was moved.
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(f)

11.

Every resolution or recommendation shall be relevant to some question over which the
Council has power or which affects its area.

RESOLUTIONS MOVED WITHOUT NOTICE
Resolutions dealing with the following matters may be moved without notice:
(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)
(j)
(k)
(l)
(m)
(n)
(o)
(p)
(q)
(r)
(s)
(t)

12.

To appoint a Chairman of the meeting
To correct the Minutes
To approve the Minutes
To alter the order of business
To proceed to the next business
To close or adjourn the debate
To refer a matter to a committee
To appoint a committee or any members thereof, or a Standing Member or his Deputy
To adopt a report
To authorise the sealing of documents
To amend a motion
To give leave to withdraw a motion or an amendment
To extend the time limit for speeches
To adjourn the meeting
To suspend Standing Orders
To consider otherwise than in committee a question affecting an employee of the
Council
To give the consent of the Council where such consent is required by these Standing
Orders.
To exclude the press and public. (See Standing Order 38).
To silence or eject from a meeting a member named for misconduct. (See Standing
Order 16).
To invite a member having an interest in the subject matter under debate to remain. (See
Standing Order 33 (a), (b) and (c).

QUESTIONS
A member may ask the Chairman any question concerning the business of the Council
providing notice of the question has been given to the person to whom it is addressed before the
meeting.
(a)

(b)
(c)
13.

A member with or without notice may ask the Chairman of a committee any question
upon the proceedings of the committee then before the Council, but only if the question
put before the Council's consideration of those proceedings is finished.
Every question shall be put and answered without discussion, except that the Chairman
may at his discretion allow the questioner to put a supplementary question.
A person to whom a question has been put may decline to answer.

QUESTIONS FROM THE PUBLIC
(a)
(b)

A period of fifteen minutes shall be allowed for Public Questions at the beginning of
the Statutory or Ordinary Meeting of the Council.
A member of the Public present at a meeting of the Council may ask the Town Mayor
any question on any matter in relation to which Council has powers or duties or which
affects the town.
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(c)
(d)

(e)

Every question shall only be put during the item on the Agenda which refers
specifically to "Questions from the Public".
Every question shall be put and answered without discussion by the Mayor or, at his/her
invitation, by the Chairman of any Committee or Sub-Committee, but the person to
whom a question has been put may decline to answer. Any Member of the Council
who wishes to contribute to, or amplify the answer given, may do so at the discretion of
the Mayor.
An answer may take the form of :(i)
(ii)
(iii)

(f)
14.

a direct oral answer or
where the desired information is contained in a publication of the Council, a
reference to that publication, or
where the reply to the question cannot conveniently be given orally, a written
answer sent to the questioner, copies of which shall be circulated to Members of
the Council.

Each question should be limited to a maximum of five minutes discussion.

RULES OF DEBATE
(a)

(b)

(c)
(d)
(e)
(f)

(g)
(h)

(i)
(j)
(k)

(l)

No discussion shall take place upon the Minutes except upon their accuracy.
Corrections to the Minutes shall be made by resolution and must be initialled by the
Chairman.
A resolution or amendment shall not be discussed unless it has been proposed and
seconded, and unless proper notice has already been given, it shall, if required by the
Chairman, be reduced to writing and handed to him before it is further discussed or put
to the meeting.
A member when seconding a resolution or amendment may, if he then declares his
intention to do so, reserve his speech until a later period of the debate.
A member shall direct his speech to the question under discussion or to a personal
explanation or to a question of order.
No speech shall exceed five minutes, except by consent of the Chairman.
An amendment shall be either
(i)
To leave out words
(ii)
To leave out words and insert or add others
(iii) To insert or add words
An amendment shall not have the effect of negating the motion before the Council.
If an amendment be carried, the resolution, as amended, shall take the place of the
original resolution and shall become the resolution upon which any further
amendment may be moved.
A further amendment shall not be moved until the Council has disposed of every
amendment previously moved.
The mover of a resolution or of an amendment shall have a right of reply.
A member other than the mover of a resolution, shall not, without leave of the
Council, speak more than once on any resolution except to move an amendment or
further amendment, or on an amendment, or on a point of order or in personal
explanation, or to move the closure.
A member may rise to make a point of order or a personal explanation. A personal
explanation shall be confined to some material part of a former speech by him which
may have been misunderstood. A member rising for these purposes shall be heard
forthwith.
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(m)

(n)

(o)
(p)
(q)
(r)
(s)

15.

A motion or amendment may be withdrawn by the proposer with the unanimous
consent of the Council, which shall be signified without discussion, and no member
may speak upon it after permission has been asked for its withdrawal unless such
permission has been refused.
When a resolution is under debate no other resolution shall be moved except the
following:
(i)
To amend the resolution
(ii)
To proceed to the next business
(iii) To adjourn the debate
(iv)
That the question be now put
(v)
That a member named be not further heard
(vi)
That a member named does leave the meeting
(vii) That the resolution be referred to a committee
(viii) To exclude the public or the press or both
(ix)
To adjourn the meeting
A member shall stand when speaking unless permitted by the Chairman to sit on
account of infirmity.
The ruling of the Chairman on a point of order or on the admissibility of a
personal explanation shall not be discussed.
Members shall address the Chairman.
If two or more members rise, the Chairman shall call upon one of them to speak and the
others shall resume their seats.
Whenever the Chairman rises during a debate all other members shall be seated and
silent.

CLOSURE
At the end of any speech a member may, without comment, move "that the question be now
put", "that the debate be now adjourned" or "that the Council do now adjourn". If such motion
is seconded and if the Chairman is of the opinion that the question before the Council has been
sufficiently debated (but not otherwise), he shall forthwith put the motion. If the motion "that
the question be now put" is carried, he shall call upon the mover to exercise or waive his right
of reply and shall put the question immediately after that right has been exercised or waived.
The adjournment of a debate or of the Council shall not prejudice the mover's right of reply at
the resumption.

16.

DISORDERLY CONDUCT
(a)
(b)

(c)

(d)

All members must observe the Code of Conduct which was adopted by the Council on
the 3rd September 2012.*
No member shall, at a meeting, persistently disregard the ruling of the Chairman,
wilfully obstruct business or behave irregularly, offensively, improperly or in such a
manner as to bring the Council into disrepute.
If, in the opinion of the Chairman, a member has acted in a manner contrary to that
required, the Chairman shall express that opinion to the Council and thereafter any
member may move that the member named be no longer heard or that the member
named do leave the meeting, and the motion, if seconded, shall be put forthwith and
without discussion. If a member reasonably believes another member is in breach of the
code of conduct, that member is under a duty to report the breach to the Standards
Board.
If the motion mentioned in paragraph (c) is disobeyed, the Chairman may adjourn the
meeting or take such further steps as may reasonably be necessary to enforce them.
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(e)

17.

In accordance with the Bullying and Harassment Policy, adopted by the Council on 30th
October 2006, if a member is proved to have bullied or harassed an employee the
Council has the power to admonish the member and obtain an undertaking from them
not to repeat the conduct. The Council can also ban the member from all committees of
the Council and representation on all outside bodies. Additionally, the Council has the
power to make a formal complaint to the District Council.

RIGHT OF REPLY
The mover of a resolution shall have a right of reply immediately before the resolution is put to
the vote. If an amendment is proposed the mover of the amendment shall be entitled to reply
immediately before the amendment is put to the vote. A member exercising a right of reply
shall not introduce new matter. After the right of reply has been exercised or waived, a vote
shall be taken without further discussion.

18.

ALTERATION OF RESOLUTION
A member may, with the consent of his seconder, move amendments to his own resolution.

19.

RESCISSION OF PREVIOUS RESOLUTION
(a)

(b)

20.

A decision whether (affirmative or negative) of the Council shall not be reversed within
six months save by a special resolution, the written notice whereof bears the names of at
least five members of the Council.
When a special resolution has been disposed of, no similar resolution may be moved
within a further six months.

VOTING ON APPOINTMENTS
When more than two persons have been nominated for any position to be filled by the Council
and of the votes given there is not an absolute majority in favour of one person, the names of
the person having the least number of votes shall be struck off the list and a fresh vote taken,
and so on until a majority of votes is given in favour of one person.

21.

DISCUSSIONS AND RESOLUTIONS AFFECTING EMPLOYEES OF THE COUNCIL
If at a meeting there arises any question relating to the appointment, conduct, promotion,
dismissal, salary or conditions of service, of any person employed by the Council, it shall not
be considered until the Council or committee (as the case may be) has decided whether or not
the public shall be excluded. (See Standing Order No. 38 (d)).

22.

EXPENDITURE
Orders for the payment of money shall be ratified or authorised by resolution of the Council
and signed by one member and a nominated Officer. *

23.

SEALING OF DOCUMENTS
(a)
(b)

A document shall not be sealed on behalf of the Council unless its sealing has been
authorised by a resolution.
The Council's Common Seal shall alone be used for sealing documents. It shall be
applied by the proper officer in the presence of two members who shall sign the
documents as witnesses.
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24.

APPOINTMENT OF COMMITTEES/WORKING GROUPS
The Council may, at the Annual Meeting, appoint standing committees and working groups
and parties and may at any time appoint such other committees and/or working groups and
parties as are necessary to carry out the work of the Council, but subject to any statutory
provision in that behalf:
(a)
(b)
(c)

25.

Shall not appoint any member of a committee or working groups and parties so as to
hold office later than the next Annual Meeting of the Council
May appoint persons other than members of the Council to any committee or working
groups and parties
May, subject to the provisions of Standing Order 19 at any time dissolve a committee or
working groups and parties or alter its membership.

CERTAIN PROCEEDINGS TO BE CONFIDENTIAL
All proceedings of the Council and of committees taken whilst the public and the press are
excluded from a meeting by Resolution passed under the Public Bodies (Admission to
Meetings) Act 1960 with the exception of a decision taken under powers delegated by the
Council shall be treated as confidential until the Minutes of the proceedings of that meeting
shall have been circulated to members of the Council. No disclosure shall in any circumstances
be made of any matter, fact, statement or report which has at any meeting of any committee
(including the Council) been indicated as confidential.

26.

CONSTITUTION OF COMMITTEES
The following shall be committees of the Council:
(a) Recreation and the Arts Committee; Finance Committee; Planning Committee and
Staffing Committee.
(b) The Planning Committee shall have power to make representations on planning matters on
behalf of the Council.
(c) Certain planning applications (as agreed at the Council Meeting of the 20th February
2017) will be delegated to the Town Clerk in liaison with ward Member(s) to make
recommendations to the Planning Authority directly but any Member of the Council may
request in advance that any named application be referred to the Planning Committee
directly for consideration.
(d) The Constitution of the committees shall be based on a reasonable balance of political or
other groupings.
(e) All committees shall have executive powers as expressed in their respective terms of
reference but any Member of the Council (either at that committee or in writing in
advance of the meeting) may request that the matter be referred to Full Council for
determination. This request may be made even after a Motion has been passed or lost at
the committee, but before the close of the meeting, by any Member of the Council.

27.

ELECTION OF CHAIRMAN AND VICE CHAIRMAN OF COMMITTEES
Every committee shall, at its first meeting, before proceeding to any other business, elect a
Chairman for the year, and may at any time elect a Vice Chairman both of whom shall hold
office until the next Annual Meeting of the Council. In the absence from a meeting of the
Chairman (and Vice Chairman if elected) a Chairman for that meeting shall be appointed.
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28.

ATTENDANCE OF MEMBERS AT COMMITTEE AND WORKING GROUP
MEETINGS
(a)

(b)

(c)

(d)

(e)

29.

ADVISORY COMMITTEES AND/OR WORKING PARTIES
(a)

(b)
(c)

30.

There may be advisory committees and/or working parties, whose name, and number of
members, and the bodies to be invited to nominate members shall be as determined
from time to time by the Council.
The Clerk shall inform the members of each advisory committee/working party of the
terms of reference of the committee.
An advisory committee/working party may make recommendations and give notice
thereof to the Council.

VOTING IN COMMITTEES AND WORKING GROUPS
(a)
(b)

31.

All Members of the Council shall have the right to attend any meetings of any standing
committee or working groups of the Council and shall have the right to speak at such
meetings, but not to vote at committees or working groups of which they are not
members.
The Chairman of a committee or the Town Mayor may summon a special meeting of
that committee at any time. A special meeting shall also be summoned on the
requisition in writing of not less than a quarter of the members of the committee. The
summons shall set out the business to be considered at the special meeting and no other
business shall be transacted at that meeting.
Every committee may appoint sub-committees for purposes to be specified by the
committee. The Chairman and Vice-Chairman of the committee shall be members of
every sub-committee unless they signify that they do not wish to serve.
Except where ordered by the Council in the case of a committee, the quorum of a
committee shall be not less than half of its members. If a committee does not reach the
stated quorum, then no formal minutes shall be taken and no matters shall be
determined though notes of any discussion arising from Members who are present may
be presented to Council for consideration.
The Standing Orders on rules of debate (except those parts relating to standing and
speaking more than once) and the Standing Order on interests of members in contracts
and other matters shall apply to committee meetings in so far as they are appropriate.

Members of committees shall vote by show of hands.
Chairmen of committees shall have a second or casting vote. *

FUNCTIONS OF DEPUTIES
Anything authorised or required to be done by, to or before the Town Mayor, the Chairman of
a committee or working group may if necessary be done by, to or before the Deputy Town
Mayor, the Vice-Chairman of the committee or working group, as the case may be.

32.

ACCOUNTS AND FINANCIAL STATEMENT
(a)
(b)

Except as provided in paragraph (b) of this Standing Order or by Statute, all accounts
for payment and claims upon the Council shall be laid before the Council.
All payments by cheque, BACS, Direct Debit or instructions for payment by Standing
Order will be certified as to their correctness and signed by the Town Clerk, or
approved deputy in his absence, prior to being checked and signed by any one
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(c)

(d)

33.

INTERESTS
(a)

(b)

(c)
(d)

(e)
34.

Councillor who have been authorised for this purpose at the Annual Meeting of the
Council.
All payments authorised under paragraph (b) of this Standing Order or made without
authority of the Council shall be separately included in the next schedule of payments
laid before the Council.
The RFO shall be responsible for completing the annual accounts of the Council as
soon as practicable after the end of the financial year and shall submit them, and report
thereon, to the Council in accordance with the timescale required by the Accounts and
Audit Regulations.

If a Member has a personal interest as defined by the Code of Conduct adopted by the
Council on 3rd September 2012, then he shall declare such interest as soon as it becomes
apparent, disclosing the existence and nature of that interest as required.
If a Member who has declared a personal interest then considers the interest to be
prejudicial, he must withdraw from the room or chamber during consideration of the
item to which the interest relates. Similarly he must withdraw from the room or
chamber if he has a Disclosable Pecuniary Interest (as defined in ‘The Relevant
Authorities (Disclosable Pecuniary Interests) Regulations 2012’ (The Regulations)) in
an item of business being considered at that meeting unless a Dispensation has been
granted pursuant to, and in accordance with, Section 33 of the Localism Act 2011.
The Clerk shall be required to compile and hold a Register of Members' Interests, or a
copy thereof, that shall be available for inspection by any member.*
If a candidate for any appointment under the Council is to his knowledge related to any
member of or the holder of any office under the Council, he and the person to whom he
is related shall disclose the relationship in writing to the Clerk. A candidate who fails
so to do shall be disqualified for such appointment and, if appointed, may be dismissed
without notice. The Clerk shall report to the Council or the appropriate committee any
such disclosure. Where relationship to a member is disclosed the Standing Orders on
interests of Members in contracts and other matters shall apply.
The Clerk shall make known the purport of this Standing Order to every candidate.

CANVASSING OF AND RECOMMENDATIONS BY MEMBERS
(a)

(b)

Canvassing of Members or of any committee, directly or indirectly, for any
appointment under the Council shall disqualify the candidate for such appointment. The
Town Clerk shall make known the purport of this sub-paragraph of this Standing Order
to every candidate.
A Member of the Council shall not solicit for any person any appointment under the
Council or recommend any person for such appointment or for promotion; but,
nevertheless, a Member may give a written testimonial of a candidate's ability,
experience or character for submission to the Council with an application for
appointment.

35.

Standing Order 34 shall apply to tenders as if the person making the tender were a candidate
for an appointment.

36.

INSPECTION OF DOCUMENTS
(a)

A Member may for the purpose of his duty as such (but not otherwise), inspect any
document in possession of the Council or a committee or working group, and if copies
are available shall, on request, be supplied for the like purpose with a copy.
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(b)
(c)

37.

All minutes kept by the Council and by any committee shall be open for the inspection
by any member of the Council.*
The minutes of the Council shall be open to inspection by any local government elector
of the town without charge.

UNAUTHORISED ACTIVITIES
No Member of the Council or of any committee or working group shall in the name of, or on
behalf of the Council –
(a)
(b)

38.

Inspect any lands or premises which the Council has a right or duty to inspect or
Issue orders unless authorised to do so by the Council or the relevant committee

ADMISSION OF THE PUBLIC AND PRESS TO MEETINGS
(a)

The public and the press shall be admitted to all meetings of the Council and its
committees, which may, however, temporarily exclude the public or the press or both
by means of the following resolution: *

“that in view of the confidential nature of the business about to be transacted, it is advisable in
the public interest that the press and public be temporarily excluded and they are instructed to
withdraw". The Council committee or sub-committee shall state the special reason for
exclusion.
(b)
(c)

(d)

39.

LIAISON WITH COUNTY AND DISTRICT COUNCILLORS
(a)
(b)

40.

The Town Clerk shall afford to the press reasonable facilities for making their report of
any proceedings at which they are entitled to be present.
If a member of the public interrupts the proceedings at any meeting, the Chairman may,
after warning, order that he be removed from the Council Chamber or that the part of
the Chamber open to be public be cleared.
At all meetings of the Council (including committees), the Chairman may at his/her
discretion, and at a convenient time in the transaction of business, allow any members
of the public to make representations, answer questions and give evidence in relation to
the business to be transacted for a period of time, not exceeding three minutes. Such
sessions form part of the Council meeting in law and shall be duly minuted.

A notice of meeting shall be sent together with an invitation to attend, to the County
Councillors and to the District Councillors who represent part of the Town of Chesham.
Unless the Council otherwise orders, a copy of each letter ordered to be sent to the
County or District Council shall be transmitted to the County Councillor(s) for the
division or to the District Councillor(s) for the ward as the case may require.

PLANNING APPLICATIONS
The Clerk shall, as soon as it is received, enter in a book or a record electronically kept for the
purpose, the following particulars of every planning application notified to the Council:
(a)
(b)
(c)
(e)

the date on which it was received;
the name of the applicant;
the place to which it relates;
the summary of the nature of the application.
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41.

COMPLAINTS
The Council shall deal with complaints of maladministration allegedly committed by the
Council or by any officer or Member in such manner as outlined in its revised Complaints
Procedure as adopted by the Council on 20th March 2017.

42.

TENDERS AND CONTRACTS
(a)

(b)

(c)

43.

VARIATION, REVOCATION AND SUSPENSION OF STANDING ORDERS
(a)
(b)

44.

For expenditure of above £100 and below £10,000 in value the officers be delegated
executive powers, striving to obtain three quotations. When exceeding £10,000 but not
exceeding £25,000 in value the Officers shall invite three firms to quote.
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 Regulations. 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).
A notice issued under this standing order shall contain a statement of the effect of
Standing Orders 34 and 35.

Any part of the Standing Orders except those marked with an asterisk may be
suspended by resolution in relation to any specific item of business.
A motion permanently to vary or revoke a Standing Order shall, when proposed and
seconded, stand adjourned without discussion to the next Ordinary Meeting of the
Council.

STANDING ORDERS TO BE GIVEN TO MEMBERS
A printed copy of these Standing Orders shall be given to each Member by the Town Clerk
upon delivery to him of the member's declaration of acceptance of office.

45.

DELEGATION TO TOWN CLERK
The Town Clerk, in consultation with the Chairman and Vice-Chairman of the appropriate
Committees, to take action deemed desirable on any matters which the Committee concerned
has delegated powers but which require urgent action.
The situation regarding the Town Clerk’s holiday carry over, etc., to be agreed in consultation
with the Chairman of the Council.
In addition to those powers already listed in Standing Order 6, the Town Clerk shall have full
day to day authority to deal with the business of the Council, within the agreed policies and
budgets of the Council, subject to the adherence with Financial Regulations / Standing Orders.
This is specifically defined as follows:
(a)

purchase of goods and services within the confines of the approved budget;
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(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)
(j)
(k)
(l)
(m)
(n)
(o)
(p)

to implement decisions of the Council / Standing Committees, subject to the adherence
of Financial Regulations / Standing Orders;
to institute proceedings under the Council’s byelaws;
appointment and dismissal of staff;
authorisation of annual leave carry-over;
the authorisation of compassionate leave up to seven days a year;
authorisation of overtime working;
approval of training courses / study leave;
urgent action to ensure or safeguard staff welfare;
arranging official courtesy receptions / entertainment of guests, or advisers to the
Council;
letting of Council facilities;
payment of salaries, wages, pension and taxes of staff employed by the Council or
retired from service;
negotiation of insurance agreements for Council property and services;
authorisation of payment from funds of Council-initiated Groups, e.g. Friends of
Lowndes Park;
to deal with the provision and maintenance of allotments and cemeteries;
dealing with the provision and maintenance of:











(q)
(r)
(s)
(t)
(u)
(v)
(w)
(x)
(y)
(z)

litter bins
seats
bus shelters
notice-boards
footpaths
town clocks
hanging baskets
Christmas lights
War memorial
children’s playgrounds

the management and maintenance of grounds maintenance contracts;
responsibility for managing delegated functions from Buckinghamshire County
Council, Chiltern District Council and other agencies;
the management of maintenance of The Elgiva and dealing with other leisure,
entertainment, community and tourism issues that affect the town;
dealing with the production and publication of the Town Guide, related promotional
publications and publicity matters;
certain responses to Planning Applications as directed by the Council.
co-ordinating and directing the Council’s involvement in annual events in the town;
to be responsible for the maintenance of an approved list of contractors;
to co-ordinate the Council’s agreed civic and tourism role;
to manage the Council’s office premises, including all operational issues and budgets;
to administer compliance with the Code of Conduct, Standing Orders and related
matters.
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RESTRUCTURING OF COUNCIL AND COMMITTEES
PROPOSALS
1. Council
It is intended that the Council meet every six weeks with all 19 Members to fulfil both its
legal requirements; takes recommendations from the Committees and receives other policy
matters directly for debate and adoption.
Terms of reference
1. To receive and approve the Minutes from standing committees.
2. To raise loans and to set the town precept.
3. To have the power of incurring significant costs of capital expenditure not specifically
included in the Council's approved estimate of expenditure (current Financial
Regulations state: ‘all items over £60,000 be determined by Council’ but recommending
£30,000.)
4. Appoint committee members and working groups/parties and their members and at
any other times appoint such other standing committees. Dissolve, fill vacancies or
alter the membership of any committee and working group/parties.
5. To appoint to or co-opt onto working group/parties a person who is not a Member of
the Council.
6. To approve Standing Orders and the functions and constitution of committees.
7. To approve dates of meetings of the Council.
8. To appoint or nominate persons to fill vacancies on outside bodies arising during the
Council year.
9. To approve the appointment or dismissal of the Town Clerk.
10. To consider the recommendations of the standing committees, working groups and
working parties when matters have not been determined.
11. In the event of a local emergency or contingency to convene and as required appoint
a smaller working party to respond to the immediate problem
12. To oversee and monitor the implementation of the Council’s Vision and Strategic
Objectives.
13. Ensure that appropriate plans are in place to achieve the Council’s Strategic
Objectives.
14. Receive regular reports from the Town Clerk of performance against Strategic
Objectives and address any shortcomings.
15. Review the Town Clerk’s annual objectives and ensure that they are aligned with the
Council’s Strategic Objectives.
16. Regularly review and recommend changes, as and when appropriate, to the
Council’s Vision and Strategic Objectives.
17. Regularly review staffing levels and organisation structure, and recommend changes
as and when appropriate to ensure that the Council is able to achieve its Strategic
Objectives cost effectively.
18. To oversee the Council’s Town Partner Scheme.
19. Regularly review the Town Partner Scheme and make changes as and when
appropriate.

20. Arrange an annual meeting to recognize the contribution of our Town Partners to
Chesham.
21. Where appropriate work jointly with Town Partners to achieve the Council’s
Strategic Objectives.
22. Oversee and make recommendations to the Town Council regarding grants to Town
Partners and other community and charitable organisations in Chesham.
The full Council meeting will be supported by committees as outlined below.
2. Finance Committee
Nine Members with appropriate political proportionality. Quorum of five. Will meet every
two months.
Terms of reference
1. Develop mid-term financial strategy over the course of the Council to align to the
quantitative and qualitative strategy developed by the full Council.
2. Limited powers of agreeing spends up to £30,000 unless delegated specifically by full
Council to agree more.
3. Review monthly Management Information and assess performance of Council assets
and financial health.
4. Review any financial items (expenditure over £25k) that are to be presented to the
Council. All proposals to consider cost and benefit implications
5. Approve the annual recommendations for fees and charges increases to ensure fit
into the overall financial plan.
6. Review of significant transactions incurred in the month.
7. Annual review of the investment policy for financial assets and effectiveness of any
borrowing.
8. Provide scrutiny of, and support when appropriate, for the completion of the
External/Internal Audit.
9. Review and recommend the annual budget prior to presentation at the Council.
10. To recommend the fees and charges for the use and letting of Council managed
properties.
11. To consider the Council's staffing structure where it specifically has a significant
financial impact.
3. Recreation and Arts Committee
Nine Members with appropriate political proportionality. Quorum of five. Will meet every
two months.
Terms of reference
1. Within the context of the Council's overall policy, to receive reports from management
representative of each of the main facilities noted above. These reports should
consider any operational problems, customer feedback, concerns with facilities,
business performance and mid- term business development plans.
2. Make recommendations to provide, maintain and manage the Council’s major leisure,
recreational facilities and all Council owned facilities.
3. To deal with such matters as may be referred to this Committee by the Council.

4. Regular review of existing contracts and operating procedures to ensure they remain
value for money and adopting modern working practices.
4. Planning Committee
Nine Members with appropriate political proportionality. Quorum of five. Will meet on a
three cycle.
Terms of reference
1. To respond to planning applications as a statutory consultee where they have not
being delegated to the Town Clerk in liaison with the Ward Member(s).
2. To consider and monitor Development Plans and Strategic Planning issues and
proposals by statutory undertakings and to respond as a consultee to any
consultation document relating to planning issues.
3. To consider all planning aspects of development and matters of transportation
within the town.
4. To deal with such matters as may be referred to this Committee by the Council or
where individual Members have referred specific planning applications to be
considered by the Committee rather than delegating a response to officers and the
Ward Members.
5. Staffing Committee
Nine Members with appropriate political proportionality. Quorum of five. Will meet twice a
year and on ad-hoc basis as required.
Terms of reference
1. The, superannuation, remuneration, recruitment, training, qualifications, health
and safety aspects and other conditions of service of all employees.
2. To consider schemes for the employment of people under government or other
similar programmes.
3. To hear and determine matters of appeal in cases of discipline and other
adopted policies and appeals forthcoming from appraisals.
4. To approve essential and casual user car allowances.
5. Approve the objectives and assess performance of all officers.
Status of Committees
All Committees will have Executive (delegated) powers but, in accordance with Standing
Orders: ‘Any Member of the Council (either at that Committee or in writing in advance of the
meeting) may request that the matter be referred to Full Council for determination. This
request may be made even after a Motion has been passed or lost at the Committee, but
before the close of the meeting, by any Member of the Council.’
All Committees shall have agendas and shall be open to the public and the press.
Working Parties
Existing Working Parties will continue until they are considered to be no longer required.

Delegation to Town Clerk
The Town Clerk, in consultation with the Mayor and Deputy Mayor to take action deemed
desirable on any matters which require urgent action.

DELEGATION OF PLANNING APPLICATION COMMENTS TO TOWN CLERK IN LIASION WITH WARD
MEMBER(S)
Power/Duty

Qualifications

Designation of
Officer by
whom
power/duty is
exercisable

Submission to the
District Council of the
Town Council's
comments in respect of
applications, including
retrospective
applications, falling into
any of the categories
described below.

Subject (a) to consultation with
the relevant ward Member(s) (or
the Chairman of the Planning
Committee in the absence of the
ward Members); (b) to no
request having been made by a
Member for the application to be
referred to the Planning
Committee for consideration;
and (c) to details of comments
submitted to the District Council
being reported to the next
appropriate meeting of the
Planning Committee.

Town Clerk

Submission to the
District Council of the
Town Council's
comments on Tree
Preservation Orders.

Subject to consultation with the
relevant Ward Members

Town Clerk

(Categories of Application)
1. Extensions, improvements or other alterations to dwelling houses;
2. Development for domestic purposes within the curtilage or incidental to the enjoyment
of a dwelling house (eg garages, carports, outbuildings, hardstandings, satellite
antennae, etc);
3. Walls, fences, gates and other means of enclosure;
4. Vehicular and pedestrian accesses to trunk or classified roads or alterations to existing
vehicular and pedestrian accesses to trunk or classified roads;
5. The erection or stationing of any temporary buildings for a period not exceeding two
years;
6. The temporary use of any land or buildings for a period not exceeding two years;
7. Alterations to and installation of new shop fronts;
8. Alterations to industrial, commercial, business and other non-residential buildings
where there is no increase in floor space;
9. All landscaping matters, including trees in a conservation area;
10. Engineering works, including drainage works, balancing ponds and earthworks;
11. Erection of satellite dishes and telecommunications antennae;
12. Substitution of house types/variation of housing layouts.
13. Conservation Area consent to demolish unlisted buildings (including walls and other
means of enclosure) in Conservation Areas;
14. Alteration, extension, demolition or partial demolition of Listed Buildings excluding
those which are associated with applications for planning permission which cannot be
determined under delegated powers;

15. Express consent to display any advertisements submitted under the Town and Country
Planning (Control of Advertisements) Regulations;
16. The erection of buildings, extensions and plant for industrial, commercial, business and
other non-residential purposes, subject to a floor space maximum (gross) of 1,000 sq
metres and under 12 metres in height;
17. The change of use of land and buildings including the change of use to and sub-division
of dwellings;
18. The renewal of previous permissions, consents or other approvals which have not
expired and where the planning circumstances have not materially changed.
Added to the above could be ‘Certificate of Lawfulness - unless any Member has specific
information on them, they will be recorded automatically as no comment.’

CHESHAM TOWN COUNCIL
Calendar of Meetings of the Council and Committees
May 2017 to May 2018

All meetings commence at 7.30pm except where indicated and are held in the Council Chamber
May 2017
11
Annual Town Meeting (Thursday)
15
ANNUAL COUNCIL (New Mayor)
22
Planning Committee

June 2017
12
12
26
26
July 2017
17
24
24

Planning Committee
Recreation & Arts Committee
Planning Committee
COUNCIL
Finance Committee
Planning Committee
COUNCIL

August 2017
14
Planning Committee
14
Recreation & Arts Committee

Sept 2017
4
4
18
25

Planning Committee
COUNCIL
Finance Committee
Planning Committee

October 2017
16
16
30

Planning Committee
COUNCIL
Recreation & Arts Committee

November 2017
6
Planning Committee
6
Staffing Committee
13
Finance Committee
December 2017
4
4
11
18
18
January 2018
15
15

Planning Committee
COUNCIL
Finance Committee
Planning Committee
Recreation & Arts Committee
Planning Committee
COUNCIL (PRECEPT)

February 2018
5
5
12
26
26
March 2018
19
19

Planning Committee
Staffing Committee
Recreation & Arts Committee
Planning Committee
COUNCIL
Planning Committee
Recreation & Arts Committee

April 2018
16
16
23

Planning Committee
COUNCIL
Finance Committee

May 2018
10
14
14
21

Annual Town Meeting (Thursday)
Planning Committee
Recreation & Arts Committee
ANNUAL COUNCIL (New Mayor)

Report of the Officers to a meeting of the Policy and Resources Committee
on Monday 20th March 2017

AGENDA ITEM NO : 13 - FINANCIAL REPORT TO
28th FEBRUARY 2017
Reporting Officer:

Steve Pearson (01494 583825)

Summary
1.

Attached is a simple summary of the Actual Income and Expenditure of the Council for the
eleven months ended 28th February 2017 shown against the annual budget for 2016/17.
Background Information

2.

The Council’s financial regulation 3.3 states: ‘The RFO shall periodically provide the
Policy & Resources Committee with a statement of income and expenditure to date under
each head of the approved annual revenue and capital budgets.’
Financial Implications

3.

Included within this report.
Strategic Objectives

4.

Financial control will assist with strategic aim 6 – ‘Chesham Town Council will ensure that
the money entrusted to it by the residents of Chesham is securely managed and spent
effectively on achieving the above strategic objectives.’
Equality Act Implications

5.

None pertaining to this report.
Detailed Information

6.

The report attached shows individual cost centres’ total expenditure and income to 28th
February 2017 against the annual budget using the new format whereby repairs & renewals
costs are now incorporated into the individual cost centres and some costs like the central
administration charges and works depot are shown as cost centres in their own right rather
than charged out to other services.

7.

On page 2 you will see the total of all the cost centres, which shows an actual year-to-date
expenditure total of £1,528,995 (£1,550,914 February 2016) against the original annual
budget expenditure total of £1,866,849. You will also see actual year-to-date total income of
£1,684,632 (£1,798,574 February 2016) against the original annual budget income total of
£1,866,849.

8.

Most budgets are on target apart from the Moor Gym & Swim Centre but the following
should be noted:










To date only £5,185 has been spent of the £25k marketing budget
The Elgiva (excluding the investment, repairs & renewals) is forecast to come in on target
around £58k.
The Moor Gym & Swim (excluding the investment, repairs & renewals) is forecast to come
in around £77k against the original target of £59k despite income being up £10k (even
though the pool was closed for over a month) mainly due to wages and maintenance.
The Council’s contribution to the local parking review scheme has yet to paid - £20k
provision within budget.
To date nearly £96k (net of any grants) has been spent of the £126,590 investment, repairs
& renewals provision but there are still more works to be done including replacing the
boilers at the Moor Gym & Swim Centre, plus the other services still have works
outstanding – Codmore Pavilion £10k, Elgiva Roof Repairs £20k, Town Hall improvements
£13k and the Works Depot improvements £12.4k. Some of these works are not expected to
take place until next year now but any overspends will be funded from the reserves. This
also assumes no additional play areas are to be renovated this financial year and no
contribution is made towards the new local 3G sports pitch.
There is still some minor health & safety works and fire improvements works to be
completed following the review carried out Ellis Whittam Ltd. and Ardenlea respectively.
Works on additional outside services by the Parks & Premises team have already started
with an agreement being secured with Chiltern District Council to undertake the installation
of new and replacement road signs within the local area. Works commenced early in
February and the additional income generated in this financial year is being used to fund the
investment in the additional equipment required to provide such a service and enhance the
operational capabilities of the Parks team.

Recommendation
That the Financial report be noted.

Bill Richards
Town Clerk

13/03/2017
11:56

Page No 1

CHESHAM TOWN COUNCIL YEAR END 31.03.2017
Summary Income & Expenditure by Budget Heading 28/02/2017

Month No : 11

Cost Centre Report

Actual Year
To Date

Current
Variance
Committed
Annual Bud Annual Total Expenditure

Funds
Available

101 CENTRAL SUPPORT SERVICES

Expenditure
Income

223,332
232

246,452
50

23,120
182

23,120

102 CIVIC ACTIVITIES

Expenditure

13,468

13,740

272

272

103 C C T V

Expenditure

272

255

-17

-17

104 CHESHAM CEMETERY

Expenditure
Income

23,640
11,921

28,770
8,645

5,130
3,276

5,130

105 ST MARYS CLOSED CHURCHYD

Expenditure

1,208

1,590

382

382

Income

3,075

2,670

405

107 HOUSING

Expenditure
Income

-1,258
13,173

4,465
13,380

5,723
-207

5,723

108 CORPORATE MANAGEMENT

Expenditure

54,925

77,040

22,115

22,115

109 DEMOCRATIC MANAGEMENT

Expenditure

6,799

7,690

891

891

117 SECTION 137 EXPENDITURE

Expenditure

342

260

-82

-82

201 CHESHAM MOOR GYM & SWIM

Expenditure
Income

380,353
283,742

388,710
308,000

8,357
-24,258

8,357

202 CODMORE PAVILION

Expenditure
Income

2,697
0

16,430
10,020

13,733
-10,020

13,733

203 FOOTBALL PITCHES

Expenditure
Income

2,605
490

2,140
3,000

-465
-2,510

-465

206 AMENITIES

Expenditure
Income

75,046
2,570

31,500
1,900

-43,546
670

-43,546

207 OPEN SPACES

Expenditure
Income

7,111
4,452

10,935
4,885

3,824
-433

3,824

208 LOWNDES PARK TOILETS

Expenditure

11,418

17,925

6,507

6,507

209 AGENCY WORK

Expenditure
Income

126
14,105

0
13,690

-126
415

-126

218 WORKS DEPOT

Expenditure
Income

157,265
1,866

221,555
225

64,290
1,641

64,290

301 THE ELGIVA

Expenditure
Income

466,931
402,342

657,550
561,780

190,618
-159,438

190,618

106 INTEREST INCOME

Continued on Page 2
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CHESHAM TOWN COUNCIL YEAR END 31.03.2017

11:56

Summary Income & Expenditure by Budget Heading 28/02/2017

Month No : 11

Cost Centre Report

Actual Year
To Date

Current
Variance
Committed
Annual Bud Annual Total Expenditure

Funds
Available

303 TEMPERANCE HALL
Income

100

100

0

304 TOWN HALL

Expenditure
Income

79,614
40,491

92,390
37,025

12,776
3,466

12,776

402 ALLOTMENTS

Expenditure
Income

2,879
6,216

2,895
4,105

16
2,111

16

503 TOWN CENTRE

Expenditure
Income

12,649
4,148

23,830
3,100

11,181
1,048

11,181

504 DEVOLVED SERVICES

Expenditure
Income

7,574
20,851

4,075
19,000

-3,499
1,851

-3,499

599 ASSET MANAGEMENT

Expenditure

0
2,844

200
3,260

200
-416

200

Income
Expenditure

0

16,452

16,452

16,452

Income

872,014

872,014

0

INCOME - EXPENDITURE TOTALS Expenditure

1,528,995

1,866,849

337,854

Income

1,684,632

1,866,849

-182,217

Net Expenditure over Income

-155,637

0

155,637

601 INVESTMENT

702 PRECEPT AND GRANT

0

337,854

