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Minutes of the Town Council meeting  

held at Bollington Cross School 

5th April 2022 

 

Present: Town Mayor Cllr Johanna Maitland (JM) 

Cllrs: Angela Williams (AW), Ken Edwards (KE), Amanda Stott (AS), James 

Nicholas (JN), Helen Ellwood (HE), Roland Edwards (RE), John Stewart (JCS), Judy 

Snowball (JS) 

Town Manager: Harriet Worrell 

 

Declarations of Interest 

Cllr JN due to being Chair of the CEC Northern Planning Committee 

 

Apologies 

Cllr M Fearn due to work commitments 

The resignation of Cllr J Weston and Cllr S Knowles was noted. 

 

Public Forum 

There were three members of the public: 

A member of the public asked what practical support the Council could offer for 

hosting Ukrainian refugees in Bollington and commented that there is currently a lot 

of will in the community to help. 

A member of the public spoke on the proposed development of St John Church and 

her support in principle for the restoration of the building but that the churchyard is 

still in regular use. 

A member of the public spoke at length on behalf of Transition Bollington on 

concerns over the St John Church development, mentioning: number of apartments, 

insufficient parking, no provision for EV charging points, no cycle racks or cycle 

shelter, no e-bike charging facilities or shelter, reliance on fossil fuels for energy 

supply, impact of external lighting on wildlife, lack of swift survey, confirmation that 

bats have been seen in the area, felling of mature trees, insufficient bin/recycling 
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store and impact on the highway during development. The development is supported 

in principle but if carried out sustainably. 

The members of the public were thanked. 

 

48/22 To receive the minutes of the meeting on 1st March 2022 (minute ref Nos 

35-22 – 47/22) 

Resolved: The minutes were accepted as a true and accurate record. 

 

49/22 To receive updates from the minutes 

The total cost of the jubilee tree and plaque at £240 and the revised cost of the EPC 

survey at £732 was noted. 

 

50/22 To receive the Town Mayor’s announcements 

The following announcements were noted: 

Community & Environment Committee    12/04/22 10.00am 

Planning & Town Development Committee   19/04/22 10.00am 

Personnel & Assets      20/04/22 10.00am 

Full Council        03/05/22 7.00pm 

Councillor Surgery (Cllr MF & Cllr AS)    07/05/22 10.00 am 

 

Post meeting update – the Community & Environment Committee is scheduled for 

12/04/22 at 7pm 

 

51/22 To consider planning applications which require comments before the 

next Planning and Development meeting: 

22/0722M 

46, CHURCH STREET, BOLLINGTON SK10 5PY  

Listed building consent for conversion of grade II listed Church to 18 apartments and 

associated works 

Resolved: That the Planning Task Group formulate a response to this application for 

consideration at the Planning & Development Committee on 19/04/22 including a 

recommendation that this application is ‘called in’ to CEC Northern Planning. 

It was noted that there were concerns on access to the churchyard, impact on 

wildlife, parking provision, heritage and impact to the local area during development. 
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22/0721M  

46, CHURCH STREET, BOLLINGTON SK10 5PY  

Listed building consent for conversion of grade II listed Church to 18 apartments and 

associated works 

Resolved: That the Planning Task Group formulate a response to this application for 

consideration at the Planning & Development Committee on 19/04/22 including a 

recommendation that this application is ‘called in’ to CEC Northern Planning. 

It was noted that there were concerns on access to the churchyard, impact on 

wildlife, parking provision, heritage and impact to the local area during development. 

 

22/0699M 

THE OLD STABLES, JACKSON LANE, KERRIDGE, SK10 5BE 

Construction of a detached dwelling 

Resolved: That Full Council objects to this application and reiterates from its 

response to 19/3800M a recommendation for refusal of this application due to the 

Greenbelt status of the land and therefore contrary to the Bollington Neighbourhood 

Plan. The proposed new access would also cut into a section of stone wall within the 

conservation area which contributes to the character of the area. 

 

It was noted that the site plan is incorrect as the property shown as Hollin Farm 

Cottage is, in fact 17A Jackson Lane. Hollin Farm Cottage is the semi-detached 

property adjoining the Old Stables. 

 

 

22/1078M 

15, OVENHOUSE LANE, BOLLINGTON, MACCLESFIELD, CHESHIRE, SK10 5EZ 

Single storey rear extension 

Resolved: That Full Council objects to this application due to overdevelopment; the 

proposed extension exceeds 30% of the property size. 

 

 

22/1095M 

11, IRWELL RISE, BOLLINGTON, CHESHIRE, SK10 5YE 

single storey side and rear extensions, external insulation and cladding of existing 

house 

Resolved: No objection 

 

 

52/22 To receive the report from Cheshire East Councillors 

The report was noted with Cllr AS clarifying the work on the CEC Planning review is 

in response to the volume of planning applications submitted in recent months. 

Cllr JM asked whether the Jubilee grants funding was from central government as 

residents had asked if the funds could be diverted to pothole repairs.  
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Cllr AS clarified that funds used to repair potholes was a ringfenced fund from central 

government and that the grants available for Jubilee celebrations is a CEC 

community funding programme. 

 

53/22 To receive the minutes from the Council Committees and resolve to 

accept the contents and accept their recommendations. 

 

Finance & Grants Committee 14/03/22 (FG 01/22 - FG 07/22) 

Resolved: The minutes were accepted as a true and accurate record. 

 

To review the grants allocations in 2021/22 

Resolved:  The grant allocation was accepted. 

 

Planning & Town Committee 15/03/22 (PT24/22 - PT34/22) 

Resolved: The minutes were accepted as a true and accurate record. 

Resolved: That a task group (PT 28/22) is set up to oversee details of larger 

planning applications, with St John Church planning applications (22/0721M 

and 22/0722M) as the first applications being considered (see minute ref 

51/22). 

Cllr KE reported back from the CEC CGR meeting on 4th April – the 

boundaries between Bollington and Prestbury and Bollington and Macclesfield 

and Bollington and Rainow are not likely to change. The CGR is due to be 

considered at the CEC Corporate Policy Committee meeting on 14/04/22.  

 

Community & Environment Committee 22/03/22 (CE29/22 - CE41/22) To 

RATIFY all the resolutions from the Community & Environment 

Committee meeting held on as held virtually    

RESOLVED when all resolutions were revisited by Full Council the 

decisions were approved.  

Resolved: The minutes were approved as a true record. 

 

CE 32/22 To approve a three-day first aid carried out due to changes 

with legislation from Cheshire East Council when holding events. 

Resolved: That contact is made with other local councils to seek interest in 

securing places on the training and to share the cost. The response(s) will be 

shared at the next available Community & Environments Committee. 
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CE 36/22 To receive an update from Cllr J Nicholas on hanging baskets 

Resolved: That if monies were forth coming from ITV the Town Council would 

assist in the planting with the company instructed. 

 

CE 37/22 To note the clearance of the Civic Hall gardens and the next 

stages 

Resolved: For the Clerk to make enquiries and feedback at the next 

Committee meeting. 

 

CE 40/22 To accept the circulated leaflet devised from Cllr RE 

Resolved: That a number of leaflets would be printed by BTC for the doctor’s 

surgery and the library and shared on social media. 

 

Community & Environment Committee 22/03/22 (CE29/22-42/22) 

Resolved: The minutes were accepted as a true and accurate record. 

 

 

54/22 To accept the new Committee structure including Working Groups and 

dates for meetings for 2022/23 

Resolved: That the committee structure, working groups and dates for meetings are 

accepted subject to the following: 

i. Membership is reviewed following the election/co-option of the two new 

councillors, 

ii. Cllr Responsibilities is changed to Cllr Representatives, 

iii. Bollington Festival is removed from the list of Cllr Representatives, 

iv. Section s106 monies is removed from the list of Cllr Representatives. 

Cllr AS sought clarification on the procedure for members of other bodies to report 

back to council and if this can be added to the next available Community and 

Environment Committee.  

Cllr JS sought clarification on the continuance of the Equality, Diversion and 

Inclusion Working Group. Cllr JM recommended it was reviewed later in the year. 

 

55/22 To note the balance of accounts Co-op Current £474.00, Co-op Deposit 

£20,049.00, Natwest Current £64,398.67 Santander Deposit £70,000.00 = 

£154,921.67. 
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To Resolve to approve the Accounts for Payment dated 05/04/22 at £40,598.66 

+ £2,233.62 = £40,832.28 

The information to be inspected by the Town Mayor Cllr Jo Maitland and the 

Chair of Finance & Grants Committee Cllr Amanda Stott 

Resolved: That the balance of accounts and accounts for payment dated 05/04/22 

were approved, having been inspected by the Town Mayor Cllr Jo Maitland and the 

Chair of Finance & Grants Committee Cllr Amanda Stott. 

 

56/22 To agree actions to be taken, if any, from the Town Council to support 

the war in Ukraine 

As agreed by members and for the benefit of the public speaker on this subject, this 

item was brought forward in the agenda and discussed after Item 4 (minute ref 

51/22).  

 

It was noted that there is an existing active group in Bollington but, as raised by the 

member of the public who spoke in the public session, there may be other 

groups/individuals who wish to offer support.  It was also noted that Cheshire East 

Council and Refugees Welcome in Macclesfield are making preparations to support 

Ukrainian refugees. It was felt that coordinating a response with the different groups 

would be beneficial to all organisations and that a meeting between CEC and local 

councils may also be of benefit. 

Resolved: That a report is prepared by Cllr JM and Cllr RE for the next available 

Community & Environment Committee for further discussion and consideration. 

 

 

57/22 It was noted that the next Full Council meeting is to be held on 3rd May 2022 

and that it will be held at the Civic Hall as it is also Mayor Making. 

 

 

Meeting closed at 20:57 

 

 

 

Signed:……………………………………………….  Date:…………………………… 
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Cheshire East Councillors’ report to Bollington Town Council – 21 April 2022 

 
We would like to thank Cllr Johanna Maitland for her service to the Community as Mayor, 
through yet another challenging year. We warmly congratulate Cllr John Stewart on his 
appointment as Mayor for the forthcoming year, and Cllr Helen Ellwood as his deputy. Cllr 
James Nicholas and myself are sorry not to be able to attend the meeting. 
 
 
Cheshire East is holding their Annual General Meeting and Mayor Making ceremony on 18 
May at Tatton Park. The ceremonial element of the meeting will start at 11am, followed by 
the council meeting at 2pm. 
 
 
Northern Planning is to be held on 8 June and the agenda will be published five working 
days beforehand. 
 
Link to the Cheshire East consultations page: Consultations in Cheshire East 
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Council and Committee Dates 2022-23
Date Council/Committee Time Date Council/Committee Time
May-22 Nov-22

03/05/2022 Full Council 7.00pm 01/11/2022 Full Council 7.00pm

10/05/2022 Community & Environment 7.00pm 08/11/2022 Community & Environment 7.00pm

17/05/2022 Planning & Town Dev. 7.00pm 22/11/2022 Planning & Town Dev. 7.00pm

23/05/2022 Finance & Audit 10.00am 28/11/2022 Finance & Audit 10.00am
Jun-22 Dec-22

07/06/2022 Full Council 7.00pm 06/12/2022 Full Council 7.00pm

13/06/2022 Facilities 10.00am 12/12/2022 Facilities 10.00am

14/06/2022 Community & Environment 7.00pm 13/12/2022 Community & Environment 7.00pm

22/06/2022 Personnel, Policy & Gov. 10.00am 20/12/2022 Planning & Town Dev. 7.00pm

28/06/2022 Planning & Town Dev. 7.00pm 21/12/2022 Personnel, Policy & Gov. 10.00am
Jul-22 Jan-23

05/07/2022 Full Council 7.00pm 03/01/2023 Full Council 7.00pm

12/07/2022 Community & Environment 7.00pm 10/01/2023 Community & Environment 7.00pm

19/07/2022 Planning & Town Dev. 7.00pm 17/01/2023 Planning & Town Dev. 7.00pm

25/07/2022 Finance & Audit 10.00am 23/01/2023 Finance & Audit 10.00am
Aug-22 Feb-23

09/08/2022 Community & Environment 7.00pm 07/02/2023 Full Council 7.00pm

15/08/2022 TOWN HALL CLOSED 14/02/2023 Community & Environment 7.00pm

22/08/2022 TOWN HALL REOPEN 21/02/2023 Planning & Town Dev. 7.00pm

23/08/2022 Planning & Town Dev. 7.00pm 27/02/2023 Facilities 10.00am

30/08/2022 Facilities 10.00am
Sep-22 Mar-23

06/09/2022 Full Council 7.00pm 07/03/2023 Full Council 7.00pm

13/09/2022 Community & Environment 7.00pm 14/03/2023 Community & Environment 7.00pm

20/09/2022 Planning & Town Dev. 7.00pm 15/03/2023 Personnel, Policy & Gov. 10.00am

26/09/2022 Finance & Audit 10.00am 21/03/2023 Planning & Town Dev. 7.00pm

27/09/2022 Personnel, Policy & Gov. 10.00am 27/03/2023 Finance & Audit
Oct-22 Apr-23

04/10/2022 Full Council 7.00pm 04/04/2023 Full Council 7.00pm

11/10/2022 Community & Environment 7.00pm 11/04/2023 Community & Environment 7.00pm

18/10/2022 Planning & Town Dev. 7.00pm 18/04/2023 Planning & Town Dev. 7.00pm

31/10/2022 Facilities 10.00am 24/04/2023 Facilities 10.00am
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Minutes of the Meeting of the  
Community & Environment Committee 
held at the Town Hall  
At 7.00pm on Tuesday 12th April 2022 
 
Those Present: 
 
Members with voting rights: 
Town Mayor; Cllr Johanna Maitland (JM)  
Cllrs: Ken Edwards (KE), Roland Edwards (RE), James Nicholas (JN)  
Town Clerk: Julie Mason  
Chair: Cllr Johanna Maitland 
 
Public:  
Two members of the public attended as observers. 
 
To receive and approve apologies for absence:  
Cllr M Fearn due to work commitments. 
 
To receive any Declarations of Interest:  
None declared  
 
CE 43/22 To receive and confirm the minutes (CE29/22 – 42/22) of the 
Community & Environment Committee meeting held on the 22nd March 2022.  
The Committee RESOLVED to approve the minutes as a correct record. 
It was noted these had been approved at Full Council on 5th April 2022.  
 
CE 44/22 To receive updates from the minutes. 
The health advice leaflet had been published in the Bridgend newsletter, the Clerk 
had organised them to be placed in the doctors, library, and schools. 
 
CE 45/22 To receive the minutes from the Events Working Group held on 21st 
March 2022 
The Clerk noted that the Fire Service in Bollington would attend the lighting of the 
brazier at the Queens Jubilee. 
The Town Manager had approached several other Councils to attend the First Aid 
course and there had only been one acceptance.  
RESOLVED the first aid course would be instructed as proposed at Full Council.  
The Town Manager had found some bunting and it was agreed it would be placed 
outside the Town Hall only.  
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RESOLVED the deadline for applicants to apply for the Town Awards would be 
extended and promoted better.  
RESOLVED the minutes were accepted as a true an accurate record. 
 
CE 46/22 To note the appointment of the Youth Consort 
The incoming Mayor had interviewed the only applicant and proposed he was 
appointed.  
RESOLVED the Youth Consort appointment was agreed.   
The committee were concerned if the position was still of a position of interest in the 
community. It was agreed that the position would be advertised to the best of the 
Council’s ability and make a decision next year.  
 
CE 47/22 To approve and resolve to renew Town Warden traffic management 
qualification. 
RESOLVED the Town Council would renew the traffic management qualification at a 
cost of £600 plus VAT and an additional registration fee of £35 each candidate and it 
would be taken from the Christmas budget. 
The Clerk was asked to approach the Royal British Legion for a financial 
contribution.  
 
CE 48/22 To note the meeting with Bollington 2030 Working Group on 30Th 
March 2022 
There had been no minutes circulated but Cllr RE reported there were plans for the 
Town Council to put a news item on the website to help the public with energy 
savings advice. 
Cllr JM was going to organise public online sessions with another member of the WG 
to educate members of the public on energy saving techniques. 
 
CE 49/22 To receive an update from the Clerk on hanging baskets 
The Clerk had ordered the hanging baskets and they had now been delivered at a 
cost of £1,644.91. She had organised the installation at a cost £300 and planting at 
£32.50 each. 
RESOLVED this cost was accepted.  
There was still concern about the hanging baskets at Market Place and a proposal 
was asked by Cllr KE to revisit the decision. The committee would not agree to 
planting the baskets outside resident’s homes. 
RESOLVED if monies were forth coming from ITV filming in the area in March the 
monies could be transferred to the Town Council and the Clerk would arrange the 
removal, planting, and reinstating if the residents would maintain them.  
 
CE 50/22 To agree the next stages of improving the Civic Hall Gardens  
The Clerk had met with the recommended gardener from Cllr KE, there were already 
weeds growing back following the clearance in February. The gardener 
recommended the topsoil was scraped back and the weed seeds removed. This was 
labour intensive work but necessary as the soil had not been worked for decades. 
The beds at the front needed planting with low maintenance shrubs but not at the 
rear and sides at this stage.  
The Committee agreed with the proposals and asked that the Covid budget was 
reviewed.  
 
CE 51/22 To discuss the lack of actions at the War Memorial Gardens  

12



3 
Community & Environment Committee Minutes 12/04/22 
 

In 2021 the Clerk and Cllr KE had met with Ms R Burgess ANSA to discuss the 
improvement of the War Memorial Gardens and she had agreed to improve the 
gardens by filling in beds and replanting if the TC agreed to contribute £400 towards 
the costs from Section 106 monies. 
The Clerk had pursued this agreement as nothing had happened over the winter, but 
the rulings had changed, and ANSA had requested an extra £1,000. The committee 
felt this was very disappointing and not acceptable. 
RESOLVED the Clerk and Cllr KE would arrange a site visit again with Ms Ruth 
Morgan.  
 
CE 52/22 To receive a report from the from the PCSO on Police, Crime and 
Disorder and to receive a report from Cllr K Edwards following attending 
police commissioners meeting on 06-04-2022 in Alsager. 
It was noted how detailed and informative the report was and the Clerk was asked to 
thank the PCSO.  
RESOLVED the report was accepted.  
It was noted the meeting in Alsager had been cancelled. 
 
CE 53/22 To receive a report from the Bollington Fire Service and note a 
scheduled visit on 30th May at 6.30pm.  
There had been no report submitted but Cllr JN noted the following: a new vehicle 
had been delivered to the station, the Chief Officer had retired, and the station had 
contributed goods to Ukraine which had been of great value.  
The Clerk had arranged a visit to the station on the 30th May at 6.30pm.  
 
CE 54/22 To receive the Town Assembly draft minutes 23rd March 2022. 
The minutes were noted, and the Committee discussed all recommendations and 
actions to be undertaken.  
RESOLVED the minutes would be placed on the website.  
 
CE 55/22 To discuss the possibility of Bollington Town Council recruiting a 
Youth Council in the new electoral year  
The Clerk had retrieved inforamtion from Holmes Chapel Parish Council about their 
Youth Council. It was successful in gaining information, but it was hard work to 
manage, needed adult supervision and then safeguarding training. The process 
needed setting up with liaison with the local schools, youth bodies in the town with a 
presence of engaging from Cllrs.  
The Chair was a member of the British Youth Council which would assist  
the process.   
RESOLVED the Mayor and the Clerk would draft a plan to begin the process.  
 
CE 56/22 To note the date of the next meeting is on Tuesday 10th May 2022. 
 
Meeting closed at 8.15pm  
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Minutes of the Meeting of the  

Planning and Development 

Executive Committee of the Town Council  
Held in the Town Hall  

on Tuesday 19th April 2022 

 

Present 
Cllrs Ken Edwards (KE), Roland Edwards (RE), Helen Ellwood (HE), Angela Williams (AW).   
Officer - Julie Mason Town Clerk. 
 
To Elect a Chair  
Resolved Cllr HE was elected as Chair for this meeting.  
 
Apologies for absence  
Cllr J Stewart due to a prior social engagement.   
 
Declarations of Members Interests 

None declared 
 
Public Forum Time  
There were two members of the public present which had attended in relation to the 
planning application 22/0721M.  
Presentation from the developer ‘Simply Planning’ to 46 Church Street, Bollington SK10 
5PY  
There had been planning approval gained for 13 apartments in 2013 but no actions had 
been undertaken as the Church stood on peat and there was a lightweight frame which had 
proved to be costly to manage in the new build.  To effectively make the project cost 
effective they had increased the number of apartments to 18. The entrance had already 
been approved with open access with the church. The owner had it in a pension fund and 
Simply Developers were the name of the developers. It was clarified that the housing was 
not social housing and would be managed by Simply Development.  
The committee asked some questions and if the developer would work with the Town 
Council in the future as the works progressed. As it was usually the case all enquires came 
to the Town Council.  
 
 
PT 36/22. To approve the minutes of the Planning and Town Committee Meeting on 

15th March 2022 

Resolved the minutes were accepted as a true and accurate.  
 
PT 37/22 Updates from the minutes 
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18/3938M Land opposite Lowerhouse Mill, Albert Road, Bollington – erection of 30 
dwellings and associated works to include open space and, play area and flood mitigation.   

It was noted there had bene no reply from the planning officer.  
It was noted there had been a reply letter from Mr D Malcom in reference to Ingersley Vale 
and the Committee requested the Clerk ask about the repair to one boundary fence as it 
had open access and was a dangerous site.   

 
PT 38/22 To receive the Decisions on Planning Applications and Notifications from 
Cheshire East Council:  
 

a. Planning Applications Granted: 

 
• 21/5318M  

114 BOLLINGTON ROAD, BOLLINGTON, SK10 5EL  
Two storey side extension, porch  
BTC – resolved no objection  

  

• 21/4726M  
8 FOXGLOVE CLOSE, BOLLINGTON, SK10 5DH  

Single storey extension to the rear  
BTC – resolved no comment due to no response from the Conservation Officer  

  

• 21/3649D  
NAB QUARRY, LONG LANE, POTT SHRIGLEY,   
Discharge of conditions 4 and 5 on 20/4535M – Proposed extension to side elevation of 
existing warehouse  
BTC – no comment made  

  

• 21/5596M  
GRIMSHAW LANE, BOLLINGTON, SK10 5LY  

Extend the single storey west lean-to extension by 2.4m from the existing gable.  Add a 
glazed selection to the front door to allow natural light into the entrance hall.  Widen 
opening between kitchen and dining room.  New window to rear elevation to serve a 
new ground floor WC.  Remove front garden wall.  Landscaping alterations to the east 
side garden.  Add a shed/garden office to east side garden.  
BTC – no comment made  

  

• 21/5118M  
           37 CEDARWAY, BOLLINGTON, SK10 5NR  

Rear dormer extension and replacement flat roof to single storey extension.  
BTC – resolved no objection  
  

• 21/6051M  
23 BISHOP ROAD, BOLLINGTON, SK10 5NX  

Positive Certificate  
Certificate of lawful proposed development of garage conversion, internal changes 
and new windows/doors to the rear of the dwelling.  
BTC – no comment made  

  

• 21/4196T  
MOUNT HALL NURSING HOME, FLASH LANE, BOLLINGTON, SK10 5AQ  
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Consent for works in TPO with conditions.  
BTC – no comment made  

 

 
b. Planning decisions WITHDRAWN: None 

 
 

c. Planning decisions PART APPROVED / PART REFUSED: 
 

• 21/5310D  
THE CROWN, 96 CHURCH STREET, BOLLINGTON, SK10 5QD  
Discharge of conditions 3, 4, 6, 8, 10, 11, 12, 13, 14, 17, 18, 19, 20 of app 20/3162M 
– Proposed erection of three dwellings together with associated access and car 
parking.  
BTC – Resolved Objection to the amendment of condition 10.  The construction 
method statement is not satisfactory.  It does not mention dust, operating hours and 
mitigation statements.  The details of the main sewage on the site has been 
challenged before as it stipulates a 3-metre access either side but one house 
actually goes over the sewage line.  
 
REFUSED 
 

• 21/3314M  
CLARENCE MILL, SYNERGIST EXPRESS LIMITED, CLARENCE ROAD, 
BOLLINGTON, SK10 5JZ  
New external air handling unit including fixing of pipework to building  
BTC – resolved objection  
  

• 21/3315M  
CLARENCE MILL, SYNERGIST EXPRESS LIMITED, CLARENCE ROAD, 
BOLLINGTON, SK10 5JZ  
Listed building consent for a new external air handling unit including fixing of 
pipework to building  
BTC – resolved objection  
  

• 22/0733M  
THE COACH HOUSE, 1 FLASH LANE, BOLLINGTON, SK10 5AQ  
Prior approval for conversion of agricultural building to a single dwelling.  
BTC – resolved no objection  
  

• 21/1446M  
8 BEESTON CLOSE, BOLLINGTON, SK10 5RQ  
Erection of a two-storey side extension with additional single storey extension to the 
rear.  
BTC – no comment made  

  
d. Appeals Notified: None 

 
PT 39/22 To make observations on Planning Applications currently on 
deposit:  

• 22/0721M  
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46 CHURCH STREET, BOLLINGTON, SK10 5PY  
Conversion of grade II listed Church to 18 apartments and associated works.  
RESOLVED NO OBJECTION WITH CONDITIONS  
SUBJECT TO THE FOLLOWING. 

• To note the ‘affordable’ housing wording was misleading as it was not social 
housing. 

• To accept an Archaeological Survey being completed.  

• To accept a completed Bat Survey  

• To ensure electrical chargers are in place  

• There is a plan for the plant machinery has access and storage when the site 
is under completion.  

• There is a Heritage Impact assessment not only for the building but the 
graveyard and the column bearings.  

• There is a consideration when funerals take place for access.   

• To consider parking for the apartments    
                      

• 22/0721M  
46 CHURCH STREET, BOLLINGTON, SK10 5PY  
Listed building consent for conversion of grade II listed Church to 18 apartments and 
associated works.  
 
As Above  
 
TO AGREE THE MEMBERS OF THE SUB COMMITTEE 
RESOLVED Cllr H Ellwood, Cllr J Stewart, Cllr J Snowball. 
RESOLVED if agreed Cllr HE would speak at the Northern Planning Committee  

                      
• 22/1142M  

8 SOUTH WEST AVENUE, BOLLINGTON, SK10 5DS  
Demolition of existing conservatory and the single-storey rear extension, two-storey 
front extension along with associated internal remodelling.                            
RESOLVED OBJECTION  
  

• 22/1110M  
OAK FOLD COTTAGE, 9 OAK FOLD, KERRIDGE, SK10 5AW  
Conversion and extension of redundant outbuilding to domestic annexe.    
RESOLVED NO OBECTION  
  

• 21/4168M  
POOL HOUSE, CLARKE LANE, BOLLINGTON, SK10 5AH  
Proposed that the fence from Hobson House to the entrance gate to my property is 
reduced from 1.85m to 1.2m, length of fence is reduced by 3.5m to make the 
entrance to the property wider, both enhancing the safety and visual aspects. The 
longer run of fencing from the gate to the stone bridge which crosses Middlewood 
Way is reduced by 4m at the entrance gate, likewise, to enhance safety and visual 
aspects. The fence is then lowered for a total distance of 49.6m to a natural break 
where there is a large tree. At this point the fence remains the same height, 1.85m. A 
new internal fence is to be erected 2m from the pavement which is in keeping with 
the style of the local area and not obvious from the pavement. A substantial 
investment in trees have been planted behind the fence line.   
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RESOLVED NO COMMENT DUE TO NO AVAILABLE CONSERVATION 
REPORT   

 
• 22/1072M  

104 PALMERSTON STREET, BOLLINGTON, SK10 5PW  
Re-roofing including new rooflights and raised ridge height.  
 

RESOLVED NO OBJECTION   
  

PT 40/22 To agree the Terms of Reference for the Task Group for larger 
developments  
The TOR were discussed and Cllr RE suggested an amendment of which all 
communication should be sent though the Clerk.  
RESOLVED subject to agreed amendments the TOR were agreed.  
 
PT 41/22 To receive feedback from Cllr Ken Edwards on the Community Governance 
Review following the attendance of a meeting on 4th April and 14th April  
Cllr KE had attended both meetings and reported back to the Committee. The 
recommendations on the Ward boundary changes were accepted and the boundary line 
along the Silk Road would remain the same.  
The next meeting of the Full Council will be on 27th April 2022 where the decision was 
finalised, he felt there would be no more changes and it would be accepted in its format but 
would attend.  
 
PT 42/22 To agree the next stages on the revisit of the Neighbourhood Plan – Cllr K 
Edward 
Cllr KE proposed the NP was revisited but it would not taken to full Council until July. The 
Working Group would apply for the funding from LCG and then a plan would be formulated 
on the process of events .  
 
PT 43/22 To receive the report from Cllr R Edwards on Section 106 monies  
The Committee were in agreement that the report was very good but unsure as to the 
reasons this process had to be followed after the last bid was submitted and rejected.  
Resolved the report would be sent to Ruth Morgan and Matt Smith both from ANSA for 
approval and then this would then be taken to the stake holders for consultation.  
Resolved the Clerk would enquire the next stages with the approved solar lights.  
 
PT 44/22 To receive feedback on the improvements for Ashbrook Road junction  
The Clerk had met with two contractors for quotes on improvements. Sadly, one contractor 
was not road street accredited and could not carry out the works. The contractors wanted a 
drawing of the site and specific measurements.  
It was agreed the Clerk and Cllr H Ellwood would devise a plan to scale for the junction.  
 
PT 45/22 To note no meeting has been held in March of the Transport & Travel 
Working Group and to note the next meeting is being held on Friday 29th April at 
10am in the Town Hall.  
The meeting date was noted.  
 
PT 50/22 To receive a report from the Clerk on footpaths and to discuss the concerns 
in relation to the Gritstone footpath along the top of Kerridge.   
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The committee agreed a footpath report would be advantageous. 
Resolved the Chair and the Clerk would arrange and feedback at the next committee. 
Cllr KE was concerned the footpath along the Kerridge gritstone trail had been neglected 
and the hogging needed attention to be completed in the section which got waterlogged 
every year.   
 
To note the date of the next Planning and Town Development Committee Meeting on 
Tuesday 17th May 2022 at 7.00pm at Bollington Town Hall.     
 
   
Any applications which require comments prior to that date will be considered at the Council 
Meeting on Tuesday 3rd May 2022.  

 
Meeting closed at 8.50pm  
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Minutes of the Meeting of the  

Personnel & Asset Management  

Committee 
This meeting was held in the Chambers at the Town Hall   
at 10am on Monday 7th March 2022 
 
Those Present: 
 
Members with voting rights:  
Town Mayor Cllr Johanna Maitland (JM)  
Deputy Town Mayor Cllr John Stewart (JCS) 
Cllrs: Amanda Stott (AS), Angela Williams (AW).  
Town Clerk: Julie Mason 
Chair: Town Mayor Cllr Johanna Maitland  
 
Declarations of Interest:  
None were declared. 
 
Members of the Public  
No members of the public present.  
 
Apologies  
It was noted Cllr S Knowles and Cllr J Weston had resigned. 
 
PA 11/22 To approve the minutes from the Personnel and Assets Committee 
on 19th January 2022  
Resolved the minutes were agreed as a true and accurate record. 
 
PA 12/22 Matters raised from the minutes  
It was noted the garage roof had been repaired at a cost of £354.00  
Resolved the cost was accepted.  
It was noted the Clerk had been given delegated responsibility to carry out the 
remedial asbestos works, and this was being completed at the Civic Hall on 7th & 
10th March 2022.  
The storage area behind the seating area in the Civic Hall was full, disorganised and 
needed attention to allow the works to take place. The Clerk had organised clearing 
with the relevant users. The Committee agreed that the Clerk was to ensure the 
users were not allowed to damage the ceiling after the works had taken place or they 
would be charges incurred by the users. 
 
PA 13/22 To agree the maternity cover for BTC employers to enter in the 
handbook  
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This was deferred until the next meeting until the Clerk had undertaken more 
research.  
 
PA 14/22 To accept a motion on Compassion in Politics  
The Chair proposed the TC accepted this motion which enabled members to have 
respect for each other in their working council life. Ms. J Weaver – CHALC was an 
ambassador for Compassion in Politics. Cllr JCS thought in his Mayoral year he 
wished to drive values, respect, honesty, and trust within the Council. It was noted 
there would be a new Code of Conduct soon and this would go together with the 
adoption of the Compassion in Politics.  
The Committee felt it would be a valuable motion and wished it to be adopted by Full 
Council. 
 
PA 15/22 To agree the overtime for the Town Wardens for outside events. 
It had been previously agreed the Town Wardens would be paid overtime for outside 
events of which BTC sponsored e.g., Bollington Love Markets, Well Dressing and 
the Kerridge Parade. 
Resolved the Town Wardens would be paid time and half for Saturdays and double 
time for Sundays.  
Resolved the Clerk would organise in 2022/23 that the outside bodies would include 
the road closure cost in their grant application.  
 
PA 16/22 To note the Town Hall carpets had been cleaned at a cost of £200 
Resolved this cost was accepted.  
 
PA 17/22 To agree the Mayoral Allowance 
Both Cllr JM and Cllr JCS wished to dispute the method the allowance of £978 was 
paid. The Clerk had gained advice from SLCC and the allowance could be left under 
a budget heading and not paid through the payroll but allocated to the Chairman’s 
allowance but this was specific on its allocation e.g. it could not be utilized for 
childcare or clothing costs for events but it would be suitable to be for travel 
expenses.  
Cllr AS thought it should be the Mayor’s choice. 
Resolved it would be the incoming Mayor’s option if they wished the allowance to be 
paid through the payroll or a budget allowance which they would produce receipts. 
Resolved   Cllr JM would have to accept the second tranche of 2021/22 allowance. 
Resolved Cllr JCS would not have the Mayor’s allowance paid through the payroll in 
2022/23.   
    
PART B 
Under Standing Orders 3d - Exclusion of the Public. 
Meetings shall be open to the public unless their presence is 
prejudicial to the public interest by reason of the confidential 
natures of the business to be transacted or for other special 
reasons.  
The public’s exclusion from part or all a meeting shall be by a 
resolution which shall give reasons for the public’s exclusion. 
It was Resolved to move to Part B   
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Resolved the Committee would start the process of recruiting a Finance Assistant to 
commence in the new financial year as agreed at Full Council.   
 
The Clerk noted to the committee that the salary increase for the sector had been 
approved and the staff would have it back dated to the beginning of the financial 
year.  The staff which had left would also be entitled to the increase.  
 
  
PA 18/22 To note the next meeting is on Wednesday 30th March 2022 
in the Town Hall Chambers.  
 
Meeting closed at 11.20 am  
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Minutes of the Meeting of the  

Personnel & Asset Management  

Committee 
This meeting was held in the Chambers at the Town Hall   
at 10am on Wednesday 20th April 2022 
 
Those Present: 
 
Members with voting rights:  
Town Mayor Cllr Johanna Maitland (JM)  
Deputy Town Mayor Cllr John Stewart (JCS) 
Cllrs: Amanda Stott (AS), Angela Williams (AW).  
Town Clerk: Julie Mason 
Chair: Town Mayor Cllr Johanna Maitland  
 
Declarations of Interest:  
None were declared. 
 
Members of the Public  
Cllr K Edwards was present to discuss the land transfer from BTC to Bollington 
Health & Leisure and the associated blocked drain at Heath Road. He also wished to 
express his views on the land transfer for allotments.  
 
Apologies  
Nil  
 
PA 19/22 To approve the minutes from the Personnel and Assets Committee 
on 7th March 2022  
Resolved the minutes were agreed as a true and accurate record. 
 
PA 20/22 Matters raised from the minutes  
RESOLVED To note the asbestos works costs – Civic Hall = £890.00 and 
storage area £890.00 Total £1,780.00 subject to VAT.   
To note a letter has been filed with the Canary Club, BLOG and the Art 
Club.  

 
PA 21/22 To receive an update on the insurance works at the Civic Hall.  
The false ceiling had been replaced and the majority of the plaster work completed 
but there was still a gap in the wall which needed replacing and painting. The sensor 
to the fire alarm sensor was not replaceable and the fire alarm company had advised 
that to upgrade the Protec system it would be £4,500 (the was a verbal cost and not 
yet received). There had been two other quoted received at.  
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• £5,121.58 plus VAT – Commercial Fire Systems Ltd  

• XXXX 
 

Resolved the Committee recommend replacing the system with Commercial fire 
Systems subject to retrieving some of the monies from the insurance company. 
 
 

PA 22/22To agree the maternity cover ruling for BTC employees to enter into 
the handbook.  
The options were. 

• The Green Book enhanced maternity pay scheme states that if a pregnant 
employee has more than one year’s continuous service at the point of the 
11th week before the expected week of childbirth will be entitled to enhanced 
Maternity pay as follows: 

• 6 weeks’ leave payable at 90% of normal pay; 
• 12 weeks’ leave payable at 50% of normal pay, plus Statutory 

Maternity Pay at the relevant rate; (capped at 100% of normal 
pay) and 

• 21 weeks’ leave payable at the relevant rate of Statutory 
Maternity Pay  

 
If an employer has an enhanced maternity pay scheme then they should offer 
the same enhanced pay to an employee going on adoption leave to avoid 
discrimination claims. This is because same sex couples are likely to adopt. 

• Statutory Maternity Pay (SMP is paid for up to 39 weeks. You get: 

90% of your average weekly earnings (before tax) for the first 6 weeks. 
£151.97 or 90% of your average weekly earnings (whichever is lower) for the 
next 33 weeks SMP is paid in the same way as your wages (for example 
monthly or weekly). Tax and National Insurance will be deducted. 

Resolved the Committee recommended the Green Book enhanced maternity cover 
subject to Full Council approval. 

  
PA 23/22 To accept the minutes from Cllr Ken Edwards from the meeting with 
Thorneycroft Solicitors on 30th March in reference to the Bollington Health & 
Leisure land transfer and to make the committee aware of progress with the 
land drain.  
The notes were accepted by the Committee and the explanation about the  
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It was noted the garage roof had been repaired at a cost of £354.00  
Resolved the cost was accepted.  
It was noted the Clerk had been given delegated responsibility to carry out the 
remedial asbestos works, and this was being completed at the Civic Hall on 7th & 
10th March 2022.  
The storage area behind the seating area in the Civic Hall was full, disorganised and 
needed attention to allow the works to take place. The Clerk had organised clearing 
with the relevant users. The Committee agreed that the Clerk was to ensure the 
users were not allowed to damage the ceiling after the works had taken place or they 
would be charges incurred by the users. 
 
PA 24/22 To agree the maternity cover for BTC employers to enter in the 
handbook  
This was deferred until the next meeting until the Clerk had undertaken more 
research.  
 
PA 25/22 To accept a motion on Compassion in Politics  
The Chair proposed the TC accepted this motion which enabled members to have 
respect for each other in their working council life. Ms. J Weaver – CHALC was an 
ambassador for Compassion in Politics. Cllr JCS thought in his Mayoral year he 
wished to drive values, respect, honesty, and trust within the Council. It was noted 
there would be a new Code of Conduct soon and this would go together with the 
adoption of the Compassion in Politics.  
The Committee felt it would be a valuable motion and wished it to be adopted by Full 
Council. 
 
PA 26/22 To agree the overtime for the Town Wardens for outside events. 
It had been previously agreed the Town Wardens would be paid overtime for outside 
events of which BTC sponsored e.g., Bollington Love Markets, Well Dressing and 
the Kerridge Parade. 
Resolved the Town Wardens would be paid time and half for Saturdays and double 
time for Sundays.  
Resolved the Clerk would organise in 2022/23 that the outside bodies would include 
the road closure cost in their grant application.  
 
PA 27/22 To note the Town Hall carpets had been cleaned at a cost of £200 
Resolved this cost was accepted.  
 
PA 28/22 To agree the Mayoral Allowance 
Both Cllr JM and Cllr JCS wished to dispute the method the allowance of £978 was 
paid. The Clerk had gained advice from SLCC and the allowance could be left under 
a budget heading and not paid through the payroll but allocated to the Chairman’s 
allowance but this was specific on its allocation e.g. it could not be utilized for 
childcare or clothing costs for events but it would be suitable to be for travel 
expenses.  
Cllr AS thought it should be the Mayor’s choice. 
Resolved it would be the incoming Mayor’s option if they wished the allowance to be 
paid through the payroll or a budget allowance which they would produce receipts. 
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Resolved   Cllr JM would have to accept the second tranche of 2021/22 allowance. 
Resolved Cllr JCS would not have the Mayor’s allowance paid through the payroll in 
2022/23.   
    
PART B 
Under Standing Orders 3d - Exclusion of the Public. 
Meetings shall be open to the public unless their presence is 
prejudicial to the public interest by reason of the confidential 
natures of the business to be transacted or for other special 
reasons.  
The public’s exclusion from part or all a meeting shall be by a 
resolution which shall give reasons for the public’s exclusion. 
It was Resolved to move to Part B   
  
Resolved the Committee would start the process of recruiting a Finance Assistant to 
commence in the new financial year as agreed at Full Council.   
 
The Clerk noted to the committee that the salary increase for the sector had been 
approved and the staff would have it back dated to the beginning of the financial 
year.  The staff which had left would also be entitled to the increase.  
 
  
PA 29/22 To note the next meeting is on Wednesday 30th March 2022 
in the Town Hall Chambers.  
 
Meeting closed at 11.20 am  
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Provided by Neil Holroyd 

Address 

Telephone: 07483 843 915

Email:

Web: 

Ref No: CFS-22-021-NAH

Issues No: rev01 

Issue Date 19 April 2022

Customer Julie Mason 

All our terms and conditions can be found using your own customer portal on our 

management system or by request in writing 
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QUOTATION 

Commercial Fire Systems Ltd 

Unit 1 Ewood Bridge Mill 

Ewood Bridge 

Rossendale 

Lancashire 

BB4 6LB

Customer 

Address 
Town Clerk 

Bollington Town Council 

Commercial Fire Systems Ltd Registered in England No. 13119921. Registered Office: 11 Dalton Court, 

Commercial Road, Darwen, BB3 0DG

info@commercialfire-systems.co.uk

wwww.commercialfire-systems.co.uk
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1

2

1 of Specific required equipment £1,418.12

1 of Materials, cables or sundries £1.69

1 of Labour and travel expenses £353.25

As discussed onsite the existing fire alarm panel is an obsolete panel no loner supported by the 

manufactorer will offer a replacement of the 6500 model when any works or programming is required 

Please adhere to all our payment terms detailed in the quotation or agreed in writing 

Sub total excluding VAT £1,773.05

https://www.protec.co.uk/our-products/fire-detection/digital-addressable/system-upgrades/6300-6500-

The control panel and sounder will be replaced 

Acceptance of this quotation must be validated with an official purchase order sent to Commercial Fire Systems 

Ltd

We have a 10 working days lead time on projects and installations please allow this in your program of works, 

variations in the lead time must be discussed prior to change with Commercial Fire System Ltd 

The site must be available with access to all areas We will not be held responsible for any equipment that has 

to be moved onsite. This may lead to downtimes and additional cost being incurred   

All our work will be covered with site Specific Risk and Method Statements 

Under the Asbestos at Work Regulations (reg 4) the duty holder, usually the owner or occupier, has a duty to 

manage any asbestos on the premises. 

Work to be carried out 
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The following quotation is to carry out the works at:

Site Address: Civic Hall, Bollington 

Area of work Fire alarm panel

Quotation 

Our quotation is valid for 30 days only. Acceptance of the quotation beyond 30 days may results in additional 

costs 

Only items listed in the quotation are included, additional items required will require a further quotation and 

authorisation before being agreed to by Commercial Fire Protection Ltd

Protec Link relating to old panel 

This quotation is based upon all works being carried out during normal office hours which are between the 

hours of 8am until 4.30pm Monday to Friday 

Any variation outside the limits quotation must be accompanied by a variation order approved by an authorised 

person and agreed in writing 

We do not accept a retention values held by the client on a small works quotation of this nature. A purchase 

order must reflect this 

Cost Sumary 

All our quotations are valid for 30days from date of issue after which they maybe subject to a supplier 

surcharge 

All our quotations are exclusive of VAT, which will be added to each invoice at the current % rate 

30

https://www.protec.co.uk/our-products/fire-detection/digital-addressable/system-upgrades/6300-6500-panel-upgrade/
https://www.protec.co.uk/our-products/fire-detection/digital-addressable/system-upgrades/6300-6500-panel-upgrade/
https://www.protec.co.uk/our-products/fire-detection/digital-addressable/system-upgrades/6300-6500-panel-upgrade/
https://www.protec.co.uk/our-products/fire-detection/digital-addressable/system-upgrades/6300-6500-panel-upgrade/
https://www.protec.co.uk/our-products/fire-detection/digital-addressable/system-upgrades/6300-6500-panel-upgrade/
https://www.protec.co.uk/our-products/fire-detection/digital-addressable/system-upgrades/6300-6500-panel-upgrade/
https://www.protec.co.uk/our-products/fire-detection/digital-addressable/system-upgrades/6300-6500-panel-upgrade/
https://www.protec.co.uk/our-products/fire-detection/digital-addressable/system-upgrades/6300-6500-panel-upgrade/
https://www.protec.co.uk/our-products/fire-detection/digital-addressable/system-upgrades/6300-6500-panel-upgrade/


C

O

M

M

E

R

C

I

A

L

 

F

I

R

E

 

S

Y

S

T

E

M

S

 

L

T

D

 
Commercial Fire Systems Ltd Registered in England No. 13119921. Registered Office: 11 Dalton Court, 

Commercial Road, Darwen, BB3 0DG
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Regular Users – Civic Hall Scale of Charges from 30th May 2022 
 

Description Mon - Fri 
9am – 
6pm 

Mon - Fri 
6pm – 
12am 

Sat - Sun 
9am – 
6pm 

Sat - Sun 
6pm – 
12am 

 
Main Hall – price per hour 

 
13.00 

 
20.00 

 
20.00 

 
25.00 

 
Kitchen – light use – per session 

 
10.00 

 
10.00 

 
10.00 

 
10.00 

 
Kitchen – full use – per session 

 
20.00 

 
20.00 

 
20.00 

 
20.00 

 
Bar – per session 

 
30.00 

 
30.00 

 
30.00 

 
30.00 

Caretaker’s help – per session 
(set up / take down chairs and tables) 

 
50.00 

 
50.00 

 
50.00 

 
50.00 

Retractable seating 
(extend and retract) 

 
60.00 

 
60.00 

 
60.00 

 
60.00 

Stage 
(construction and dismantle) 

 
60.00 

 
60.00 

 
60.00 

 
60.00 

 

 

 

 

One-Off Users – Civic Hall Scale of Charges from 30th May 2022 
 

Description Mon - Fri 
9am – 
6pm 

Mon - Fri 
6pm – 
12am 

Sat - Sun 
9am – 
6pm 

Sat - Sun 
6pm – 
12am 

 
Main Hall – price per hour 

 
20.00 

 
25.00 

 
25.00 

 
30.00 

 
Kitchen – light use – per session 

 
10.00 

 
10.00 

 
10.00 

 
10.00 

 
Kitchen – full use – per session 

 
20.00 

 
20.00 

 
20.00 

 
20.00 

 
Bar – per session 

 
30.00 

 
30.00 

 
30.00 

 
30.00 

Caretaker’s help – per session 
(set up / take down chairs and tables) 

 
50.00 

 
50.00 

 
50.00 

 
50.00 

Retractable seating 
(extend and retract) 

 
60.00 

 
60.00 

 
60.00 

 
60.00 

Stage 
(construction and dismantle) 

 
60.00 

 
60.00 

 
60.00 

 
60.00 

 

 

Prices will be subject to review / increase in 12 months’ time. 
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Standing Orders 

Index  

 

1. Rules of debate at meetings   
2. Disorderly conduct at meetings  
3. Meetings generally  
4. Member Attendance  
5. Committees and sub-committees  
6. Ordinary Council meetings   
7. Extraordinary meetings of the Council and Committees and sub-

Committees   
8. Previous resolutions  
9. Voting on appointments  

10. Motions for a meeting that require written notice to be given to the Proper 
Officer  

11. Motions at a meeting that do not require written notice   
12. Handling confidential or sensitive information  
13. Draft minutes   
14. Code of conduct and dispensations   
15. Code of conduct complaints   
16. Proper Officer   
17. Responsible Financial Officer    
18. Accounts and accounting statements  
19. Financial controls and procurement    
20. The Mayoralty – Code of Practice 
21. Handling staff matters  
22. Requests for information     
23. Responsibilities Under Data Protection Legislation  
24. Relations with the press/media  
25. Execution and sealing of legal deeds  

26. Communicating with District and County or Unitary Councillors          
27. Restrictions on Councillor activities  
28. Standing orders generally  

 
Appendices 

 
A. Financial Regulations 
B. Code of Conduct Policy  
C. Protocol for holding Virtual Meetings  
D. Protocol for Town Councillors and Staff Relations 
E. Social Media for Town Councillors and Staff 
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F. The Role of a Case Worker acting for an Elected Member 
 

 

1. Introduction 
1.1 These Standing Orders were adopted by Council on dd mm yy and replace all 
previous versions. 

1.2 Standing orders are the written rules of a local council and are essential to 
regulate the proceedings of a meeting. The Council also use these standing orders 
to confirm or refer to various internal organisational and administrative 
arrangements. The standing orders are not the same as the policies of a council but 
may refer to them. 

1.3 Local councils operate within a wide statutory framework and these Standing 
Orders reference many statutory requirements to which councils are subject. The 
statutory requirements to which a council is subject apply whether or not they are 
incorporated in a council’s standing orders. 

 

1.4 Standing Orders are one of the council’s three principal governing policy 
documents providing procedural guidance for members and officers. They must 
be observed in conjunction with the council’s Financial Regulations.  

 
1.5 Standing orders that are in bold type contain legal and statutory 
requirements, such standing orders may not be suspended. Standing orders not 
in bold are designed to help councils operate effectively but they do not contain 
statutory requirements. 

1.6 The word “councillor” is used in the standing orders and, unless the context 
suggests otherwise, includes a non-councillor with or without voting rights. 

 

1.2. Rules of debate at meetings 
 

Applies to all council, committees and sub-committees. 
a Motions on the agenda shall be considered in the order that they appear unless the 

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

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

c A motion on the agenda that is not moved by its proposer may be treated by the Chair 
of the meeting as withdrawn. 

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

proposer only with the consent of the seconder and the meeting. 
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e An amendment is a proposal to remove or add words to a motion. It shall not negate 
the motion.  

 
f If an amendment to the original motion is carried, the original motion becomes the 

substantive motion upon which further amendment(s) may be moved. 
 
g An amendment shall not be considered unless early verbal notice of it is given at the 

meeting and, if requested by the Chair of the meeting, is expressed in writing to the 
Chair.  

 
h A Councillor may move an amendment to their own motion if agreed by the meeting. If 

a motion has already been seconded, the amendment shall be with the consent of the 
seconder and the meeting. 

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

amendments shall be moved in the order directed by the Chair. 
 

j Subject to standing order 21(k) below, only one amendment shall be moved and 
debated at a time, the order of which shall be directed by the Chair of the meeting.  
 

k One or more amendments may be discussed together if the Chair of the meeting 
considers this expedient, but each amendment shall be voted upon separately. 
 

l A Councillor may not move more than one amendment to an original or substantive 
motion.  

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

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

original motion shall have a right of reply either at the end of debate of the first 
amendment or at the very end of debate on the final substantive motion immediately 
before it is put to the vote. 
 

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

 
i. to speak on an amendment moved by another Councillor;  
ii. to move or speak on another amendment if the motion has been amended since 

they last spoke;  
iii. to make a point of order;  
iv. to give a personal explanation; or  
v. in exercise of a right of reply. 
 

p During the debate of a motion, a Councillor may interrupt only on a point of order or a 
personal explanation and the Councillor who was interrupted shall stop speaking. A 
Councillor raising a point of order shall identify the standing order which they consider 
has been breached or specify the other irregularity in the proceedings of the meeting 
they are concerned by.  

 
q A point of order shall be decided by the Chair of the meeting and their decision shall 

be final.  
 

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

i. to amend the motion; 
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ii. to proceed to the next business; 
iii. to adjourn the debate; 
iv. to put the motion to a vote; 
v. to ask a person to be no longer heard or to leave the meeting; 
vi. to refer a motion to a committee or sub-committee for consideration;  
vii. to exclude the public and press; 
viii. to adjourn the meeting; or 
ix. to suspend particular standing order(s) excepting those which reflect mandatory 

statutory requirements. 
 

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

 
t Excluding motions moved under Standing Order 21(r) above, the contributions or 

speeches by a Councillor shall relate only to the motion under discussion and shall not 
exceed 5 minutes without the consent of the Chair of the meeting. 

 

 

2.3. Disorderly conduct at meetings 
 

a No person shall obstruct the transaction of business at a meeting or behave 
offensively or improperly. If this standing order is ignored, the Chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 
 

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

 
c If a resolution made under standing order 32(b) above is ignored, the Chair of the 

meeting may take further reasonable steps to restore order or to progress the meeting. 
This may include temporarily suspending or closing the meeting. 
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3.4. Meetings generally 
 

Full Council meetings 

Committee meetings  

Sub-committee meetings  
 
 





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

 



 

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

 



 

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



 

d Meetings shall be open to the public unless their presence is prejudicial to 
the public interest by reason of the confidential nature of the business to 
be transacted or for other special reasons. The public’s exclusion from 
part or all of a meeting shall be by a resolution which shall give reasons for 
the public’s exclusion. 

 

 
e Bollington Town Council is committed to transparency, clarity and courtesy in all 

its relations with of the public. Members of the public are warmly welcomed to 
attend and observe Bollington Town Council meetings and subject to the 
following to make contribution. 

 
f When members of the public attend the Town Mayor or Chair will ask them if 

they wish to make a contribution. 
 

 
g Members of the public who wish to speak will be invited to do so at the beginning  

of the relevant item on the agenda giving their name and interest in the item. 
Members of the public may make representations, answer questions and give 
evidence at a meeting which they are entitled to attend in respect of the business 
on the agenda. 
 

gh The period of time designated for public participation at a meeting in accordance 
with standing order 4 d shall not exceed 30 minutes unless directed by the chair 
of the meeting. The chair may permit other interactions should that become 
necessary at other points on the agenda. 
 
 

 
hi Members of the public who speak will be limited to 5 minutes. Where there are a 

group of people the Town MayorChair will ask for a spokesperson so as not to 
have  
information repeated. Where the item is complex the ChairTown Mayor can give 
a special dispensation to exceed 5 minutes. 
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ij Members of the public will not be expected to engage in the Council debate and 

if they wish to speak again or reply to an issue raised, they will request 
permission from the Town Mayor Chair to speak.  
 

 
jk The Town Mayor or Chair, as always, has absolute control over the meeting and 

any member of the public who ignores a Chair’s ruling on an issue of behaviour 
will be asked to leave.  
 

 
kl Members of the public should not be invited to sit alongside Councillors unless  

specific permission is granted by the Town Mayor or Chair. Two seats will be 
reserved on the front row adjacent to the window of the Council Chamber for 
speakers to occupy when they are addressing the Council.  
 

 
lm In accordance with standing order 43(g) above, a question shall not require a 

response at the meeting nor start a debate on the question. The Chair of the 
meeting may direct that a written or oral response be given. 

 

 
mn A person who speaks at a meeting shall direct their comments to the Chair of the 

meeting. 
 

 
no Only one person is permitted to speak at a time. If more than one person wants 

to speak, the Chair of the meeting shall direct the order of speaking. 
 



 

p Subject to standing order 43(nm), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to the public. 
To “report” means to film, photograph, make an audio recording of 
meeting proceedings, use any other means for enabling persons not 
present to see or hear the meeting as it takes place or later or to report or 
to provide oral or written commentary about the meeting so that the report 
or commentary is available as the meeting takes place or later to persons 
not present. 
 

q The Chair should have regard if filming takes place, that members of the public 
may not wish to be filmed. This right must be taken up without disturbing the 
meeting. 
o  
 



 

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



 

qs The press shall be provided with reasonable facilities for the taking of their 
report of all or part of a meeting at which they are entitled to be present.  



 

rt Subject to standing orders which indicate otherwise, anything authorised 
or required to be done by, to or before the Town Mayor of the Council may 
in their absence be done by, to or before the Deputy Town Mayor of the 
Council. 

 



 

su The Town Mayor, if present, shall preside at a meeting. If the Town Mayor 
is absent from a meeting, the Deputy Town Mayor, if present, shall preside. 
If both the Town Mayor and the Deputy Town Mayor are absent from a 
meeting, a Councillor as chosen by the Councillors present at the meeting 
shall preside at the meeting. 
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tv Subject to a meeting being quorate, all questions at a meeting shall be 
decided by a majority of the Councillors or Councillors with voting rights 
present and voting.  



 

uw The Chair of a meeting may give an original vote on any matter put to the 
vote, and in the case of an equality of votes may exercise their casting vote 
whether or not they gave an original vote. 
See standing orders 76(i) and 7 (kj) below for the different rules that apply in the 
election of the Town Mayor of the Council at the annual meeting of the Council. 

 

 
vx Unless standing orders provide otherwise, voting on a question shall be by 

a show of hands. At the request of a Councillor, the voting on any question 
shall be recorded so as to show whether each Councillor present and 
voting gave their vote for or against that question. Such a request shall be 
made before moving on to the next item of business on the agenda. 

 

 
wy The minutes of a meeting shall include an accurate record of the following: 

i. the time and place of the meeting;  
ii. the names of Councillors present and absent;  
iii. interests that have been declared by Councillors and non-Councillors with 

voting rights; 
iv. the grant of dispensations (if any) to Councillors and non-Councillors with 

voting rights; 
v. whether a Councillor or non-Councillor with voting rights left the meeting 

when matters that they held interests in were being considered; 
vi. if there was a public participation session; and  
vii. the resolutions made. 
 



 

xz A Councillor or a non-Councillor with voting rights who has a disclosable 
pecuniary interest or another interest as set out in the Council’s code of 
conduct in a matter being considered at a meeting is subject to statutory 
limitations or restrictions under the code on their right to participate and 
vote on that matter. 
 

 
yaa No business may be transacted at a meeting unless at least one-third of 

the whole number of members of the Council are present and in no case 
shall the quorum of a meeting be less than three. 

See standing order 65d (viii) below for the quorum of a committee or sub-
committee meeting.  
 


bb If a meeting is or becomes inquorate no business shall be transacted and 

the meeting shall be closed. The business on the agenda for the meeting shall 
be adjourned to another meeting.  

cc A meeting shall not exceed a period of 2.5 hours, unless the Council or 
Committee vote to continue beyond this period. 
z  

 
 

Note: 
 Following the publication of The Local Authorities and Police and Crime Panels 
(Coronavirus) (Flexibility of Local Authority and Police and Crime Panel Meetings) 
(England and Wales) Regulations 2020 on 2 April 2020 the Council may now hold 
Council, Committee and sub-committee meetings virtually.  These regulations came 
into force on 4 April 2020 
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4.5. Members Attendance 

a.  There is a legal requirement of Town Councillors not only to give apologies for 
absence but to give reasons for apologies. 

b.  A Councillor who fails to attend a meeting of the whole Council, Committee, 
Sub Committee or Joint Committee for a period of six consecutive months and 
the reason for this absence is not approved will be contacted in writing by the 
Town Mayor, immediately the six-month period of absence is met.  At the next 
Council meeting Councillors will be updated and a decision made whether to 
give the six-month absent Councillor a dispensation. 

c.  Members have an obligation to be a member of Committees normally a 
minimum of two per Councillor and they have an obligation to the Council and 
constituents to make every effort to attend them. 

d.   Councillors have an obligation to their constituents to regularly represent them. 

e.   Should circumstances arise where a Councillor could not attend meetings for a  
period of time due to work, illness or family responsibilities the Councillor would 
be expected to inform the Town Mayor and the Proper Officer and to agree a 
future course of action. 

f.   Should the occasion arise where a Councillor is not fulfilling expectations 
without  explanation the Councillor will be requested to attend a meeting with 
the Town Mayor and the Proper Officer to resolve the situation. 

g.  If necessary, the Councillor will be invited to resign and a process of securing a  
replacement member will be initiated. 

 

5.6. Committees and sub-committees 
 
a Unless the Council determines otherwise, a committee may appoint a sub-

committee whose terms of reference and members shall be determined by the 
committee. 
 

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

 
cb Unless the Council determines otherwise, all the members of an advisory 

committee and a sub-committee of the advisory committee may be non-
Councillors. 

 
c Substitutes may be used by Councillors.  It is their responsibility to find a substitute 

and notify the Proper Officer and Chair of the relevant meeting. Substitutes must be a 
Councillor and will be afforded voting rights at the meeting. 
d  

 
ed The Council may appoint committees, or other committees or working groups as may 

be necessary, and: 
 

i. shall determine their terms of reference; 
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ii. shall determine the number and time of the ordinary meetings of a committee up 
until the date of the next annual meeting of full Council; 

iii. shall permit a committee, other than in respect of the ordinary meetings of a 
committee, to determine the number and time of its meetings; 

iv. shall, subject to standing orders 65(b) and (c) above, appoint and determine the 
terms of office of members of such a committee; 

v. may, subject to standing orders 65(b) and (c) above, appoint and determine the 
terms of office of the substitute members to a committee whose role is to replace 
the ordinary members at a meeting of a committee if the ordinary members of 
the committee confirm to the Proper Officer prior to the start of the meeting that 
they are unable to attend; 

vi. shall, after it has appointed the members of a committee, appoint the Chair of the 
committee; 

vii. shall permit a committee to appoint its own Chair at the first meeting of the 
committee;  

viii. the Chair shall determine the place, notice requirements and quorum for a 
meeting of a committee and a sub-committee which shall be no less than three; 

ix. the Chair shall determine if the public may participate at a meeting of a 
committee; 

x. the Chair shall determine if the public and press are permitted to attend the 
meetings of a sub-committee and also the advance public notice requirements, if 
any, required for the meetings of a sub-committee;  

xi. the Chair shall determine if the public may participate at a meeting of a sub-
committee that they are permitted to attend;  

xii. the Council shall request that timely minutes are provided by the Proper Officer 
or delegated member of staff, and 

xiii. the Council may dissolve a committee. 
 

6.7. Ordinary Council meetings  

 
a In an election year, the annual meeting of the Council shall be held on or within 

14 days following the day on which the new Councillors elected take office. 
 
b In a year which is not an election year, the annual meeting of a Council shall be 

held on such day in May as the Council may direct. 
 
c If no other time is fixed, the annual meeting of the Council shall take place at 

76pm. 
 
d In addition to the annual meeting of the Council, at least three other ordinary 

meetings shall be held in each year on such dates and times as the Council 
directs. 

 
e The first business conducted at the annual meeting of the Council shall be the 

election of the Town Mayor and Deputy Town Mayor of the Council. 
 
f The Town Mayor of the Council, unless they have resigned or becomes 

disqualified, shall continue in office and preside at the annual meeting until their 
successor is elected at the next annual meeting of the Council.  

 
g The Deputy Town Mayor of the Council, unless they resign or becomes 

disqualified, shall hold office until immediately after the election of the Town 
Mayor of the Council at the next annual meeting of the Council. 
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h In an election year, if the current Town Mayor of the Council has not been re-

elected as a member of the Council, they shall preside at the meeting until a 
successor Town Mayor of the Council has been elected. The current Town Mayor 
of the Council shall not have an original vote in respect of the election of the new 
Town Mayor of the Council but must give a casting vote in the case of an equality 
of votes. 

 
i In an election year, if the current Town Mayor of the Council has been re-elected 

as a member of the Council, they shall preside at the meeting until a new Town 
Mayor of the Council has been elected. They may exercise an original vote in 
respect of the election of the new Town Mayor of the Council and must give a 
casting vote in the case of an equality of votes. 

 
j Declarations by councillors of any interests they may have in items on the 

agenda, clearly stating the kind of interest as set out in the Councillor Code of 
Conduct. 

i  
 
jk Following the election of the Town Mayor of the Council and Deputy Town Mayor of 

the Council at the annual meeting of the Council, the business of the annual meeting 
shall include Following the declaration of interests at the annual meeting, the business 
(unless agreed at a previous Councjl meeting or to be conducted as business at the 
next meeting of Council) shall include: 
 

i. In an election year, delivery by the Town Mayor of the Council and 
Councillors of their acceptance of office forms unless the Council resolves 
for this to be done at a later date. In a year which is not an election year, 
delivery by the Town Mayor of the Council of their acceptance of office 
form unless the Council resolves for this to be done at a later date; 

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

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

iv. Consideration of the recommendations made by a committee; 

v. Review of delegation arrangements to committees, sub-committees, staff and 
other local authorities; 

vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

viii.vi. Appointment of any new committees in accordance with standing order 65 
above; 

ix.vii. Review and adoption of appropriate standing orders and financial regulations; 
Review of appropriate standing orders, standing orders in relation to contracts 
and financial regulations, or confirmation that such a review has taken place 
within the previous year; 

x.viii. Review of arrangements (including legal agreements) with other local authorities, 
not-for-profit bodies and businesses; 

xi.ix. Review of representation on or work with external bodies and arrangements for 
reporting back; 

xii.x. In an election year, to make arrangements with a view to the Council becoming 
eligible to exercise the general power of competence in the future; 

xiii. Review of inventory of land and assets including buildings and office equipment; 

xiv. Confirmation of arrangements for insurance cover in respect of all insured risks; 

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

xvi. Review of the Council’s complaints procedure; 

xvii.xi. Review of the Council’s policies, procedures and practices in respect of its 
obligations under freedom of information and data protection legislation; 

Formatted: List Paragraph,  No bullets or numbering,
Widow/Orphan control, Hyphenate, Adjust space between Latin
and Asian text, Adjust space between Asian text and numbers,
Font Alignment: Auto, Tab stops: Not at  2 cm

Formatted: Strikethrough

Formatted: Strikethrough

42



 11 

xviii.xii. Review of the Council’s policy for dealing with the press/media;  

xiii. Determining the time and place of ordinary meetings of the Council up to and 
including the next annual meeting of the Council; 

i. To consider motions with notice in the order in which they have been 
notified, unless the Town Mayor rules otherwise. 

ii. To receive and consider reports from officers of the Council. 

iii. To consider reports from councillors representing the authority on outside 
bodies and from Ward Councillors. 

iv. To authorise the approval of payments unless considered as part of a 
Report from Finance & Audit Committee. 

i.v. . 

 
 

7.8. Extraordinary meetings of the Council and committees and 
sub-committees 
 

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

 
b If the Town Mayor of the Council does not or refuses to call an extraordinary 

meeting of the Council within seven days of having been requested in writing to 
do so by two Councillors, any 2 Councillors may convene an extraordinary 
meeting of the Council. The public notice giving the time, place and agenda for 
such a meeting must be signed by the 2 Councillors. 

 
c The Chair of a committee or a sub-committee may convene an extraordinary meeting 

of the committee or the sub-committee at any time after taking advice from a Proper 
Officer.  

 
d If the Chair of a committee or a sub-committee does not or refuses to call an 

extraordinary meeting within 7 days of having been requested by to do so by 2 
members of the committee or the sub-committee, any 3 members of the committee 
and the sub-committee may convene an extraordinary meeting of a committee and a 
sub-committee.  

8.9. Previous resolutions 
 

a A resolution shall not be reversed within six months except either by a special motion, 
which requires written notice by at least 5 Councillors to be given to the Proper Officer 
in accordance with standing order 10 below, or by a motion moved in pursuance of the 
recommendation of a committee or a sub-committee. 

 
b When a motion moved pursuant to standing order 98(a) above has been disposed of, 

no similar motion may be moved within a further six months. 

9.10. Voting on appointments 
 

a Where more than two persons have been nominated for a position to be filled by the 
Council and none of those persons has received an absolute majority of votes in their 
favour, the name of the person having the least number of votes shall be struck off the 
list and a fresh vote taken. This process shall continue until a majority of votes is given 
in favour of one person. A tie in votes may be settled by the casting vote exercisable 
by the Chair of the meeting. Voting shall normally be by a show of hands unless at 
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least two members request a signed secret ballot. 
 

10.11. Motions for a Council meeting that require written notice 
to be given to the Proper Officer  

 

a A motion shall relate to the responsibilities of the meeting which it is tabled for and in 
any event shall relate to the performance of the Council’s statutory functions, powers 
and obligations or an issue which specifically affects the Council’s area or its residents.  

 
b No motion may be moved at a meeting unless it is on the agenda and the mover has 

given written notice of its wording to the Proper Officer at least 5 clear days before the 
meeting. Clear days do not include the day of the notice or the day of the meeting. 

 
c The Proper Officer may, before including a motion on the agenda received in 

accordance with standing order 110(b) above, correct obvious grammatical or 
typographical errors in the wording of the motion.  

 
d If the Proper Officer considers the wording of a motion received in accordance with 

standing order 110(b) above is not clear in meaning, the motion shall be rejected until 
the mover of the motion resubmits it in writing to the Proper Officer so that it can be 
understood at least 5 clear days before the meeting.  

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

Officer shall consult with the Chair of the forthcoming meeting or, as the case may be, 
the Councillors who have convened the meeting, to consider whether the motion shall 
be included in the agenda or rejected.  

 
f Subject to standing order 110(e) above, the decision of the Proper Officer as to 

whether or not to include the motion on the agenda shall be final.  
 
g Motions received shall be recorded and numbered in the order that they are received. 

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

rejection.  

 

11.12. Motions at a Council meeting that do not require written 
notice  
 

a The following motions may be moved at a meeting without written notice to the Proper 
Officer; 
i. to correct an inaccuracy in the draft minutes of a meeting; 
ii. to move to a vote;  
iii. to defer consideration of a motion;  
iv. to refer a motion to a particular committee or sub-committee; 
v. to appoint a person to preside at a meeting; 
vi. to change the order of business on the agenda;  
vii. to proceed to the next business on the agenda;  
viii. to require a written report; 
ix. to appoint a committee or sub-committee and their members; 
x. to extend the time limits for speaking; 
xi. to exclude the press and public from a meeting in respect of confidential or 

sensitive information which is prejudicial to the public interest; 
xii. to not hear further from a Councillor or a member of the public; 
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xiii. to exclude a Councillor or member of the public for disorderly conduct;  
xiv. to temporarily suspend the meeting;  
xv. to suspend a particular standing order (unless it reflects mandatory statutory 

requirements); 
xvi. to adjourn the meeting; or 

xvii. to close a meeting. 

  

12.13. Management of Information  
 

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

b The Council shall have in place, and keep under review, policies for the retention 
and safe destruction of all information (including personal data) which it holds in 
paper and electronic form. The Council’s retention policy shall confirm the 
period for which information (including personal data) shall be retained or if this 
is not possible the criteria used to determine that period (e.g. the Limitation Act 
1980).  
 

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

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

13.14. Draft minutes  
 

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

 
b There shall be no discussion about the draft minutes of a preceding meeting except in 

relation to their accuracy. A motion to correct an inaccuracy in the draft minutes shall 
be moved in accordance with standing order 121(a)(i) above. 

 
c The accuracy of draft minutes, including any amendment(s) made to them, shall be 

confirmed by resolution and shall be signed by the Chair of the meeting and stand as 
an accurate record of the meeting to which the minutes relate.  

 
d If the Chair of the meeting does not consider the minutes to be an accurate record of 

the meeting to which they relate, they shall sign the minutes and include a paragraph 
in the following terms or to the same effect: 

“The Chair of this meeting does not believe that the minutes of the meeting 
of the (   ) held on [date] in respect of (   ) were a correct record but their view 
was not upheld by the meeting and the minutes are confirmed as an 
accurate record of the proceedings.” 

 

e If the Council’s gross annual income or expenditure (whichever is higher) does 
not exceed £25,000, it shall publish draft minutes on a website which is publicly 
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accessible and free of charge not later than one month after the meeting has 
taken place. 

 
f Subject to the publication of draft minutes in accordance with standing order 13(a) and 

standing order 21(a) and following a resolution which confirms the accuracy of the 
minutes of a meeting, the draft minutes or recordings of the meeting for which 

approved minutes exist shall be destroyedF.ollowing a resolution which confirms 
the accuracy of the minutes of a meeting, the draft minutes for which approved 
minutes exist shall be destroyed and removed from the website. The approved 
minutes will be published on the Council’s website within 2 weeks of approval 

fg  
 

14.15. Code of conduct and dispensations 

 
See also standing order 43(zt) above.  

 
 
a All Councillors and non-Councillors with voting rights shall observe the code of conduct 

adopted by the Council. 
b All councillors must, in accordance with the Code of Conduct currently adopted by the 

Council, register in Cheshire East Council’s Register of Councillors’ Interests, details of 
their Disclosable Pecuniary Interests and other interests stated in the Code, by 
completing the appropriate form and delivering this to the Proper Officer, who will 
forward it to the Monitoring Officer.  
 
a Councillors must keep their registered interests up to date by completing the 
appropriate form and delivering this to the Proper Officer, who will forward it to the 
Monitoring Officer.The Proper Officer will send out forms prior to the Annual Town 
Council meeting each year, to give members the opportunity to update their interests 
in the Register. 

c  
  
a Unless they have been granted a dispensation, a Councillor or non-Councillor with 
voting rights shall withdraw from a meeting when it is considering a matter in which they 
have a disclosable pecuniary interest. They may return to the meeting after it has considered 
the matter in which they had the interest. 
 
ba Unless they have been granted a dispensation, a Councillor or non-Councillor with 

voting rights shall withdraw from a meeting when it is considering a matter in which 
they have another interest if so required by the Council’s code of conduct. They may 
return to the meeting after it has considered the matter in which they had the interest. 

 
cb Dispensation requests shall be in writing and submitted to the Proper Officer as 

soon as possible before the meeting, or failing that, at the start of the meeting for 
which the dispensation is required. 

 
dc A decision as to whether to grant a dispensation shall be made by the Proper Officer 

and that decision is final. 
 

ed A dispensation request shall confirm: 
i. the description and the nature of the disclosable pecuniary interest or other 

interest to which the request for the dispensation relates;  
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ii. whether the dispensation is required to participate at a meeting in a discussion 
only or a discussion and a vote; 

iii. the date of the meeting or the period (not exceeding four years) for which the 
dispensation is sought; and  

iv. an explanation as to why the dispensation is sought. 
 

fe Subject to standing orders 154(fd) and (hf) above, dispensations requests shall be 
considered by the Proper Officer before the meeting or, if this is not possible, at the start 
of the meeting for which the dispensation is required. 

  
gf A dispensation may be granted in accordance with standing order 154(ge) above 

if having regard to all relevant circumstances the following applies: 
 

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

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

iii. it is otherwise appropriate to grant a dispensation. 

 

15.16. Code of conduct complaints  
 

a Upon notification by Cheshire East Council that it is dealing with a complaint that a 
Councillor or non-Councillor with voting rights has breached the Council’s code of 
conduct, the Proper Officer shall, subject to standing order 154 above, report this to 
the Council. 

 
b Where the notification in standing order 165(a) above relates to a complaint made by 

the Proper Officer, the Proper Officer shall notify the Town Mayor of Council of this 
fact, and the Town Mayor shall nominate another staff member to assume the duties of 
the Proper Officer in relation to the complaint until it has been determined and the 
Council has agreed what action, if any, to take in accordance with standing order 
165(d) below. 

 
c The Council may: 

i. provide information or evidence where such disclosure is necessary to progress 
an investigation of the complaint or is required by law; 

ii. seek information relevant to the complaint from the person or body with statutory 
responsibility for investigation of the matter; 
 

d Upon notification by the District or Unitary Council that a Councillor or non-
Councillor with voting rights has breached the Council’s code of conduct, the 
Council shall consider what, if any, action to take against them. Such action 
excludes disqualification or suspension from office. 

16.17. Proper Officer  
 
a The Proper Officer shall be either (i) the Town Clerk or (ii) other staff member(s) 

nominated by the Council to undertake the work of the Proper Officer when the Proper 
Officer is absent.  

 
b The Proper Officer shall: 
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i. at least three clear days before a meeting of the Council, a committee,  
serve on Councillors by delivery or post at their residences or by email 
authenticated in such manner as the Proper Officer thinks fit, a signed 
summons confirming the time, place and the agenda (provided the 
Councillors have consented to service by email), and provide, in a 
conspicuous place, public notice of the time, place and agenda (provided 
that the public notice with agenda of an extraordinary meeting of the 
Council convened by Councillors is signed by them). 
See standing order 43(b) above for the meaning of clear days for a meeting of a 
full Council and standing order 43(c) above for a meeting of a committee. 

ii. subject to standing order 110 above, include on the agenda all motions in the 
order received unless a Councillor has given written notice at least 1 day before 
the meeting confirming their withdrawal of it; 

iii. convene a meeting of full Council for the election of a new Town Mayor of 
the Council, occasioned by a casual vacancy in their office; 

iv. facilitate inspection of the minute book by local government electors; 
v. receive and retain copies of byelaws made by other local authorities; 
vi. hold acceptance of office forms from Councillors; 
vii. hold a copy of every Councillor’s register of interests; 
viii. assist with responding to requests made under the freedom of information and 

rights exercisable under data protection legislation, in accordance with and 
subject to the Council’s policies and procedures; 

ix. liaise, as appropriate, with the Council’s Data Protection Officer; 
x. receive and send general correspondence and notices on behalf of the Council 

except where there is a resolution to the contrary; 
xi. assist in the organisation of, storage of, access to, security of and destruction of 

information held by the Council in paper and electronic form subject to the 
requirements of data protection and freedom or information legislation and other 
legitimate requirements (eg the Limitation Act 1980); 

xii. arrange of legal deeds to be executed;  
See also standing order 265 below. 

xiii. arrange or manage the prompt authorisation, approval, and instruction regarding 
any payments to be made by the Council in accordance with the Council’s 
Ffinancial Rregulations; 

xiv. record every planning application notified to the Council and the Council’s 
response to the local planning authority in a book for such purpose; 

xv. refer a planning application received by the Council to the Chair of the Planning 

For planning applications received by the Council where the closing date for 

comments requires consideration before the next Planning & Town Development 

committee meeting or Full Council meeting, the Chair of Planning, Town Mayor 

and Town Clerk shall have delegated authority to submit a response 
xvi.xiv.  If necessary, convene an Executive Committee within two working days of 

receipt to facilitate an extraordinary meeting if the nature of a planning 
application requires consideration before the next ordinary meeting of the 
Committee. 

xvii.xv. manage access to information about the Council via the publication scheme; 
and 

xviii.xvi. retain custody of the seal of the Council (if any) which shall not be used 
without a resolution to that effect. 
See also standing order 265 below. 
 

17.18. Responsible Financial Officer  
 

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

 

18.19. Accounts and accounting statements 
 

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

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

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

practicable after 30 June, 30 September and 31 December in each year a statement to 
summarise: 
i. the Council’s receipts and payments for each quarter;  
ii. the Council’s aggregate receipts and payments for the year to date; 
iii. the balances held at the end of the quarter being reported 
 
and which includes a comparison with the budget for the financial year and highlights 
any actual or potential overspends. 

 
d As soon as possible after the financial year end at 31 March, the Responsible 

Financial Officer shall provide: 
i. each Councillor with a statement summarising the Council’s receipts and 

payments for the last quarter and the year to date for information; and  
ii. to the full Council the accounting statements for the year in the form of Section 1 

of the annual return, as required by proper practices, for consideration and 
approval. 

 
e The year end accounting statements shall be prepared in accordance with proper 

practices and applying the form of accounts determined by the Council (receipts and 
payments, or income and expenditure) for a year to 31 March. A completed draft 
annual return shall be presented to each Councillor before the end of the following 
month of May. The annual return of the Council, which is subject to external audit, 
including the annual governance statement, shall be presented to Council for 
consideration and formal approval before 30 June. 

19.20. Financial controls and procurement 
 

a The Council shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall include detailed arrangements in respect of 
the following: 
i. the keeping of accounting records and systems of internal controls; 
ii. the assessment and management of financial risks faced by the Council; 
iii. the work of the independent internal auditor in accordance with proper practices 

and the receipt of regular reports from the internal auditor, which shall be 
required at least annually; 

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

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

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

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

 
d Subject to additional requirements in the financial regulations of the Council, the tender 

process for contracts for the supply of goods, materials, services or the execution of 
works shall include, as a minimum, the following steps: 
i. a specification for the goods, materials, services or the execution of works shall 

be drawn up; 
ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 

(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) the prohibition on prospective 
contractors contacting Councillors or staff to encourage or support their tender 
outside the prescribed process; 

iii. the invitation to tender shall be advertised on Public Contracts website and in 
any other manner that is appropriate;  

iv. tenders are to be submitted in writing in a sealed marked envelope addressed to 
the Proper Officer;  

v. tenders shall be opened by the Proper Officer in the presence of at least one 
Councillor after the deadline for submission of tenders has passed;  

vi. tenders are to be reported to and considered by the appropriate meeting of the 
Council or a committee or sub-committee with delegated responsibility. 

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

for considering tenders, is bound to accept the lowest value tender. 
 
f A public contract  regulated by the Public Contracts Regulations 2015 with an 

estimated value in excess of £213,447£181,302 for a public service or supply 
contract or in excess of £5,336,937 £4,551,413 for a public works contract (or 
other thresholds determined by the European Commission every two years and 
published in the Official Journal of the European Union (OJEU)) shall comply 
with the relevant procurement procedures and other requirements in the Public 
Contracts Regulations 2015 which include advertising the contract opportunity 
on the Contracts Finder website, Find-a-Tender and in OJEU.1 
 

g A public contract in connection with the supply of gas, heat, electricity, drinking 
water, transport services, or postal services to the public; or the provision of a 
port or airport; or the exploration for or extraction of gas, oil or solid fuel with an 
estimated value in excess of £363,424 for a supply, services or design contract; 
or in excess of £5,336,937£4,551,413 for a works contract; or £820,370 for a 
social and other specific services contract (or other thresholds determined by 
the European Commission every two years and published in OJEU) shall comply 
with the relevant procurement procedures and other requirements in the Utilities 
Contracts Regulations 2016. 

20.21. The Mayoralty – Code of Practice 
 

a General 
The Mayoralty is the most exalted position within the gift of the Authority and 
members, officers and staff must, at all times, respect the Town Mayor and show 

 
1 Changes to contract thresholds are advised by CHALC 
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deference to the office. The Town Mayor’s authority is derived from the Local 
Government Act of 1972, Section 14, and the Town Mayor’s construction or application 
of any of the Standing Orders or as to the proceedings of the Council, should not be 
challenged. 
 
Should the Town Mayor be unable to continue in office, then the Deputy Town Mayor 
will commence their term of office as Town Mayor; will be installed in the usual way at 
the next full meeting of the Council, and will serve as Town Mayor until both the end of 
the current year and the end of the following year when their expected term as Town 
Mayor has been completed. At the same meeting a Deputy Town Mayor will be 
elected, following the procedure set out in paragraph g. below. This procedure will also 
be used if there is a need to replace a Deputy Town Mayor for any reason during the 
year. 
 

b Policy Developments 
The Town Mayor, throughout their term of office, should remain impartial in all matters 
of policy and should not be involved in the direction of affairs unless, exceptionally, in 
their opinion it would clearly be in the public interest to do so. 
 

c Political Events 
The Town Mayor and Deputy Town Mayor should take no active involvement in 
political events, particularly political meetings, and should not attend group meetings 
during their year of office. A group meeting is defined as a meeting held by Councillors 
of any one political party convened to discuss agenda items relevant to a forthcoming 
meeting of the Town Council. The only exception to this being the period immediately 
prior to an election when the holder of the office is standing for re-election. 
 

d Selection of Town Mayor 
The Deputy Town Mayor in any year will succeed to the Mayoralty the following year 
subject to their holding office. 
 

e Town Mayor’s Public Functions 
The Town Mayor shall, during the year of office, hold two Civic Functions to which the 
public are invited:  

i) A Civic Service 

ii) A Civic Dinner 

f Mayoral Regalia 
The Town Mayor and Deputy Town Mayor should wear their Chains and Badges of 
Office at all Council Meetings and on all formal occasions within the town. 
They should also wear their regalia when attending functions within the Town 
boundary. When attending functions outside the Town boundary the wearing of the 
Chains and Badges of Office will be with the prior permission of the Authority(ies) in 
which the function is taking place.  
All invitations to the Town Mayor to attend functions at which the public have also been 
invited, must be addressed to the Town Mayor or otherwise notified to him/her by the 
Town Mayor’s Secretary,Manager so that a reply can be given and the event noted in 
a diary kept for that purpose. 
In the event when neither the Town Mayor nor the Deputy Town Mayor is available for 
civic duty, a previous Town Mayor (with medallion), currently serving on the Council, 
will be requested to deputise subject to the prior agreement of the organisation or 
person who issued the invitation. 

 

g The Deputy Town Mayor Elect  
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Process and Criteria for Selection  
At the December meeting of the Council the Agenda will include a reminder to 
members that nominations are requested for the position of Deputy Town Mayor Elect. 
Nominations must be made on or before the Tuesday preceding the January Council 
meeting. These should be in writing or by email to the Proper Officer 
 
Nomination Criteria: 

 

• Nominations must be made by the individual wishing to be Deputy Town Mayor 
Elect  
 

 
At the January Council meeting nominated members will be asked to give a short 
presentation regarding their suitability for the role. 

 
In selecting the Deputy Town Mayor Elect the Council will take the following into 
account:  

 

• Experience gained 

• Other Community Activities 
 

In arriving at their choice of Deputy Town Mayor Elect the members will vote by a 
secret ballot. The Town Mayor will use their casting vote where there is a tie. 

 

h The Town Mayor’s Consort 
There is no legal status for this office, the appointment being made on the invitation of 
the Town Mayor. 
 

i The Town Mayor’s Chaplain 
There is no legal status for this office, the appointment being made on the invitation of 
the Town Mayor. 
 

j Civic Ceremonial and Procedure 
The former Town Mayor will be presented with a medallion as a memento of the year 
of office and this will be worn at the Annual Council Meeting, on Civic Sunday, at the 
Civic Dinner and on any other Civic occasions. A photograph of the past or present 
Town Mayor may be hung in the Council Chamber at the discretion of the member 
concerned. 
 

k Christmas Cards 
The design of the Christmas cards is the choice of the Town Mayor.  The Town Mayor 
has discretion to send cards to a number of individuals in addition to the official list. 
 

l Should the Town Mayor or Deputy Town Mayor bring the Council into disrepute by 
reason of arrest, prosecution or proven misconduct, the Proper Officer in consultation 
with the Town Mayor or Deputy, as appropriate in the circumstances, will place an item 
on the next available Council Meeting to debate the matter. At that meeting the matter 
will be discussed with the public excluded.  At this meeting the Council may do one or 
more of the following:  

• Suspend the member from being the Town Mayor or Deputy Town Mayor until 
the matter is resolved  

• Install a replacement Town Mayor or Deputy Town Mayor for that interim period 
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• Replace the Town Mayor or Deputy Town Mayor for the remainder of their year 
in office. 
 

The choice of any temporary replacement will be decided by the Council based on 
nominations and a secret ballot as in the proposed amended 210 (g)  

 
Should the Deputy or Town Mayor be unable to continue in office for any other reason 
than listed in SO19l then the Council will choose a new Town Mayor or Deputy Town 
Mayor also based upon nominations and a secret ballot as in the proposed amended 
210 (g). 

21.22. Handling staff matters 
 

a A matter personal to a member of staff that is being considered by a meeting of 
Council or the Personnel Committee is subject to standing order 132 above. 

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

senior member of staff shall notify the Chair of the Personnel Committee or, if they are 
not available, a member of the Personnel Committee of actual or likely prolonged 
periods of absence or repeated absences occasioned by illness or other reason and 
that person shall report such absence to the Personnel Committee at its next meeting. 

 
c The Chair of Personnel Committee or in their absence, a member shall upon a 

resolution conduct a review of the performance and annual appraisal of the work of the 
Proper Officer. The reviews and appraisal shall be reported in writing and is subject to 
approval by resolution by Personnel Committee.  

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

Council’s most senior employee (or other employees) shall contact the Chair of 
Personnel Committee or in their absence, the vice-Chair of Personnel Committee in 
respect of an informal or formal grievance matter, and this matter shall be reported back 
and progressed by resolution of Personnel Committee. 

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

grievance matter raised by an employee relates to the Chair of the Personnel 
Committee, this shall be communicated to another member of Personnel Committee, 
which shall be reported back and progressed by resolution of Personnel Committee.  

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

confidential the written records of all meetings relating to their performance, 
capabilities, grievance or disciplinary matters. 

  
g In accordance with standing order 132(a), persons with line management 

responsibilities shall have access to staff records referred to in a standing order 221(f) 
 

22.23. Responsibilities to Provide Information 
 

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

information in accordance with its publication scheme and respond to requests 

for information held by the Council.   
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b The Council shall publish information in accordance with the requirements of 

the Local Government (Transparency Requirements) (England) Regulations 

2015. 

23.24. Responsibilities Under Data Protection Legislation 
(Below is not an exclusive list) 
 

a The Council shall appoint a Data Protection Officer. 

b The Council shall have policies and procedures in place to respond to an 

individual exercising statutory rights concerning theirhis personal data.  

c The Council shall have a written policy in place for responding to and managing 

a personal data breach. 

d The Council shall keep a record of all personal data breaches comprising the 

facts relating to the personal data breach, its effects and the remedial action 

taken. 

e The Council shall ensure that information communicated in its privacy notice(s) 

is in an easily accessible and available form and kept up to date. 

f The Council shall maintain a written record of its processing activities. 

 

24.25. Relations with the Press/Media 
 

 
a Requests from the press or other media for an oral or written comment or statement 

from the Council, its councillors or staff shall be handled in accordance with the 

Council’s policy in respect of dealing with the press and/or other media. 

 

25.26. Execution and sealing of legal deeds  
 

See also standing orders 176(b)(xii) and (xvii) above. 
 
a A legal deed shall not be executed on behalf of the Council unless authorised by a 

resolution. 
 
b Subject to standing order 265(a) above, the Council’s common seal shall alone 

be used for sealing a deed required by law. It shall be applied by the Proper 
Officer in the presence of two Councillors who shall sign the deed as witnesses. 
 

26.27. Communicating with District and County or Unitary 
Councillors 
 

a An invitation to attend a meeting of the Council shall be sent, together with the agenda, 
to the ward Councillor(s) of Cheshire East Council representing the area of the 
Council.  
 

b Unless the Council determines otherwise, a copy of each letter sent to the Cheshire 
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East Council shall be sent to the ward Councillor(s) representing the area of the 
Council. 

27.28. Restrictions on Councillor activities 
 

a. Unless authorised by a resolution, no Councillor shall: 
 
i. inspect any land and/or premises which the Council has a right or duty to inspect; 

or 
ii. issue orders, instructions or directions. 

 

28.29. Standing orders generally 
 

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

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

except one that incorporates mandatory statutory requirements, shall be proposed by 
a special motion, the written notice by at least 5 Councillors to be given to the Proper 
Officer in accordance with standing order 10 above. 

 
c The Proper Officer shall provide a copy of the Council’s standing orders to a Councillor 

as soon as possible after they has delivered their acceptance of office form. 
 

d The decision of the Chair of a meeting as to the application of standing orders at the 
meeting shall be final. 

Training and development 

a. The Council will maintain a Training and Development Policy for members 
and officers. They will determine and execute an annual training plan for 
members. 

30. Prayers at Council 

a. If the Council has adopted the General Power of Competence, it may if it 
wishes include prayers as part of the Council meeting. 

b. If the Council is not eligible to adopt the General Power of competence and 
it wishes to hold prayers, prayers may take place before commencement of 
the meeting, but Members cannot be summoned to attend. 

33. Complaints against the Council or an officer 
c. The Council shall deal with complaints made against it in accordance with 

its Complaints Policy adopted by the Council, except for those complaints 
which should be properly directed to the Monitoring Officer or to any other 
regulatory body listed in the Complaints Procedure for consideration. (see 
also Standing Order 15 regarding Code of Conduct complaints) 

dd.  
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1. GENERAL 

 

1.1. These financial regulations govern the conduct of financial management by the council 

and may only be amended or varied by resolution of the council. Financial regulations 

are one of the council’s three governing policy documents providing procedural 

guidance for members and officers. Financial regulations must be observed in 

conjunction with the council’s standing 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 how the council meets these responsibilities 

and requirements. 

1.5. At least once a year, prior to approving the Annual Governance Statement, the council 

must review the effectiveness of its system of internal control which shall be in 

accordance with proper practices. 

1.6. A breach of these Regulations by an employee is gross misconduct. 

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.   

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; 

 
1 Model standing orders for councils are available in Local Councils Explained © 2013 National Association 
of Local Councils 
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• ensures the accounting control systems are observed; 

• maintains the accounting records of the council up to date in accordance with 

proper practices; 

• assists the council to secure economy, efficiency and effectiveness in the use 

of its resources; and  

• produces financial management information as required by the council. 

1.10. The accounting records determined by the RFO shall be sufficient to show and 

explain the council’s transactions and to enable the RFO to ensure that any income 

and expenditure account and statement of balances, or record of receipts and 

payments and additional information, as the case may be, or management 

information prepared for the council from time to time comply with the Accounts and 

Audit 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 

not submitted to the council for approval to be written off except with the 

approval of the RFO and that the approvals are shown in the accounting 

records; and 

• measures to ensure that risk is properly managed. 

 
2 In England - Accounts and Audit (England) Regulations 2011/817 
 In Wales - Accounts and Audit (Wales) Regulations 2005/368  
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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. In addition, the council must: 

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

accounts;  

• approve any grant; and 

• in respect of the annual salary for any employee have regard to 

recommendations about annual salaries of employees made by the relevant 

Committee in accordance with its terms of reference. 

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

‘the regulations’ shall mean the regulations issued under the provisions of section 

27 of the Audit Commission Act 1998, or any superseding legislation, and then in 

force unless otherwise specified. 

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

refer to guidance issued in Governance and Accountability for Local Councils – a 

Practitioners’ Guide (England) issued by the Joint Practitioners Advisory Group 

(JPAG), available from the websites of NALC and the Society for Local Council 

Clerks (SLCC) or Governance and Accountability for Local Councils in Wales - A 

Practitioners’ Guide, available from the websites of One Voice Wales (OVW) and 

SLCC as appropriate. 

 

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.  
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2.2. On a regular basis, at least once in each quarter, and at each financial year end, the 

Clerk shall 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 Audit and Accounts Advisory 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 
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Commission Act 1998, or any superseding legislation, and the Accounts and Audit 

Regulations.  

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

correspondence or report from internal or external auditors. 

 

3. ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING 

 

3.1. Each committee (if any) shall review its onethree-year forecast of revenue and capital 

receipts and payments. Having regard to the forecast, it shall thereafter formulate and 

submit proposals for the following financial year to the council not later than the end of 

September each year including any proposals for revising the forecast. 

3.2. The RFO must each year, by no later than DecemberNovember, 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 and Audit Advisory Committee. The Finance and Audit Committee shall, 

no later than December, consider a draft budget for the Council (taking into account 

recommendations from relevant committees) and make recommendations to Council 

no later than January. 

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

year forecast of revenue and capital receipts and payments including 

recommendations for the use of reserves and sources of funding and update the 

forecast accordingly. 

3.4. The council shall fix the precept (council tax requirement), and relevant basic amount 

of council tax to be levied for the ensuing financial year not later than by the end of 

January each year. The RFO shall issue the precept to the billing authority and shall 

supply each member with a copy of the approved annual budget. 

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

year. 

 

4. BUDGETARY CONTROL AND AUTHORITY TO SPEND 

 

4.1. Expenditure on revenue items may be authorised up to the amounts included for that 

class of expenditure in the approved budget.  This authority is to be determined by: 

• the council approves spending over £1000 £500; 

• a duly delegated committee of the council within its approved budget for items 

under £1000 or 

• the Clerk, in conjunction with Mayor or Chairman of the appropriate committee, 

for any items below £500.   
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Such authority is to be evidenced by a Minute to the next council meeting or by an 

authorisation slip duly signed by the Clerk, and where necessary also by the 

appropriate Chairman. 

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

 

4.2. No expenditure may be authorised that will exceed the amount provided in the revenue 

budget for that class of expenditure other than by resolution of the council, or duly 

delegated committee. During the budget year and with the approval of council having 

considered fully the implications for public services, unspent and available amounts 

may be moved to other budget headings or to an earmarked reserve as appropriate 

(‘virement’). 

4.3. Unspent provisions in the revenue or capital budgets for completed projects shall not 

be carried forward to a subsequent year.  

4.4. In cases of extreme risk to the delivery of council services, the Cclerk may authorise 

revenue expenditure on behalf of the council which in the Cclerk’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 £2,500. The Clerk shall report such action to the Mayor as soon as possible and to 

the council as soon as practicable thereafter. 

4.5. 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. 

4.6. All capital works shall be administered in accordance with the council's standing orders 

and financial regulations relating to contracts. 

4.7. The RFO shall regularly provide the council with a statement of receipts and payments 

to date under each head of the budgets, comparing actual expenditure to the 

appropriate date against that planned as shown in the budget. These statements are 

to be prepared at least at the end of each financial quarter and shall show explanations 

of material variances. For this purpose, “material” shall be in excess of £100 or 15% 

of the budget. 

4.8. 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. 
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5.2. The RFO shall prepare a schedule of payments requiring authorisation, forming part 

of the Agenda for the Meeting and, together with the relevant invoices, present the 

schedule to council. The council shall review the schedule for compliance and, having 

satisfied itself shall authorise payment by a resolution of the council. The approved 

schedule shall be ruled off and signedinitialled by the Town Mayor and Chair of the 

Finance and Audit Committee Mayor 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 RFO shall examine invoices for arithmetical accuracy and analyse them to the 

appropriate expenditure heading. The RFO shall take all steps to pay all invoices 

submitted, and which are in order, at the next available council meeting. 

5.5. The Clerk/ and RFO shall have delegated authority to authorise the payment of items 

only in the following circumstances: 

a) If a payment is necessary to avoid a charge to interest under the Late Payment 

of Commercial Debts (Interest) Act 1998, and the due date for payment is before 

the next scheduled Meeting of council, where the Clerk and RFO certify that there 

is no dispute or other reason to delay payment, provided that a list of such 

payments shall be submitted to the next appropriate meeting of council; 

b) An expenditure item authorised under 5.6 below (continuing contracts and 

obligations) provided that a list of such payments shall be submitted to the next 

appropriate meeting of council; or  

c) fund transfers within the councils banking arrangements up to the sum of 

£100,000, provided that a list of such payments shall be submitted to the next 

appropriate meeting of 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 council, may authorise 

payment for the year provided that the requirements of regulation 4.1 (Budgetary 

Controls) are adhered to, provided also that a list of such payments shall be submitted 

to the next appropriate meeting of council.  

5.7. A record of regular payments made under 5.6 above shall be drawn up and be signed 

by two members on each and every occasion when payment is authorised - thus 

controlling the risk of duplicated payments being authorised and / or made. 

63



 

 
9 

5.8. In respect of grants a duly authorised committee shall approve expenditure within any 

limits set by council and in accordance with any Policy statement approved by council.  

Any Revenue or Capital Grant shall before payment, be subject to ratification by 

resolution of the council.  

5.9. Members are subject to the Code of Conduct that has been adopted by the council 

and shall comply with the Code and Standing Orders when a decision to authorise or 

instruct payment is made in respect of a matter in which they have a disclosable 

pecuniary or other interest, unless a dispensation has been granted. 

5.10. The council will aim to rotate the duties of members in these Regulations so that 

onerous duties are shared out as evenly as possible over time. 

5.11. Any changes in the recorded details of suppliers, such as bank account records, shall 

be approved in writing by a Member. 

 

6. INSTRUCTIONS FOR THE MAKING OF PAYMENTS 

 

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

6.2. Following authorisation under Financial Regulation 5 above, the council, a duly 

delegated committee or, if so delegated, the Clerk or RFO shall give instruction that a 

payment shall be made. 

6.3. All payments shall be effected by bank transfer, cheque or other instructions to the 

council's bankers, or otherwise, in accordance with a resolution of Council.  

6.4. Cheques or orders for payment drawn on the bank account in accordance with the 

schedule as presented to council or committee shall be signed by two members of 

council, in accordance with a resolution instructing that payment. If a member who is 

also a bank signatory has declared a disclosable pecuniary interest, or has any other 

interest, in the matter in respect of which the payment is being made, that Councillor 

shall be required to consider Standing Orders, and thereby determine whether it is 

appropriate and / or permissible to be a signatory to the transaction in question. 

6.5. To indicate agreement of the details shown on the cheque or order for payment with 

the counterfoil and the invoice or similar documentation, the signatories shall each also 

initial the cheque counterfoil. 

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

than at a council or committee meeting (including immediately before or after such a 

meeting). Any signatures obtained away from such meetings shall be reported to the 

council at the next convenient meeting.  

6.7. 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 
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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. 

6.8. If thought appropriate by the council, payment for certain items (principally Salaries) 

may be made by Banker’s Standing Order provided that the instructions are signed, 

or otherwise evidenced by two members are retained and any payments are reported 

to council as made. The approval of the use of a Banker’s Standing Order shall be 

renewed by resolution of the council at least every two years. 

6.9. If thought appropriate by the council, payment for certain items may be made by BACS 

or CHAPS methods provided that the instructions for each payment are signed, or 

otherwise evidenced, by two authorised bank signatories are retained and any 

payments are reported to council as made. The approval of the use of BACS or 

CHAPS shall be renewed by resolution of the council at least every two years. 

6.10. 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. 

6.11. 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 Mayor of 

Council in a stored in a secure location in a sealed dated envelope.  This envelope 

may not be opened other than in the presence of two other councillors. After the 

envelope has been opened, in any circumstances, the PIN and / or passwords shall 

be changed as soon as practicable. The fact that the sealed envelope has been 

opened, in whatever circumstances, shall be reported to all members immediately and 

formally to the next available meeting of the council. This will not be required for a 

member’s personal computer used only for remote authorisation of bank payments. 

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

of the council or its bank accounts, to any person not authorised in writing by the 

council or a duly delegated committee. 

6.13. 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. 

6.14. 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. 

6.15. Where internet banking arrangements are made with any bank, the Clerk and 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. 
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6.16. 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. 

6.17. 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 RFO. A programme of regular checks of 

standing data with suppliers will be followed. 

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

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

specifically restricted to use by the Clerk and RFO and shall be subject to automatic 

payment in full at each month-end. The credit limit should be set at £2,000. Personal 

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

6.20. The RFO may provide petty cash to officers for the purpose of defraying operational 

and other expenses. Vouchers for payments made shall be forwarded to the RFO with 

a claim for reimbursement. 

a) The RFO shall maintain a petty cash float of £250 for the purpose of defraying 

operational and other expenses. Vouchers for payments made from petty cash 

shall be kept to substantiate the payment. 

b) Income received must not be paid into the petty cash float but must be separately 

banked, as provided elsewhere in these regulations. 

c) Payments to maintain the petty cash float shall be shown separately on the 

schedule of payments presented to council under 5.2 above.  

 

7. PAYMENT OF SALARIES 

 

7.1. As an employer, the council shall make arrangements to meet fully the statutory 

requirements placed on all employers by PAYE and National Insurance legislation. 

The payment of all salaries shall be made in accordance with payroll records and the 

rules of PAYE and National Insurance currently operating, and 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 
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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 Council.  

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 separate confidential 

record (confidential cash book). This confidential record is not open to inspection or 

review (under the Freedom of Information Act 2000 or otherwise) other than: 

a) by any councillor who can demonstrate 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. An effective system of personal performance management should be maintained for 

the senior officers. 

7.7. Any termination payments shall be supported by a clear business case and reported 

to the council. Termination payments shall only be authorised by council. 

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

 

8. LOANS AND INVESTMENTS 

 

8.1. All borrowings shall be effected in the name of the council, after obtaining any 

necessary borrowing approval. Any application for borrowing approval shall be 

approved by Council as to terms and purpose. The application for Borrowing Approval, 

and subsequent arrangements for the Loan shall only be approved by full council. 

8.2. Any financial arrangement which does not require formal Borrowing Approval from the 

Secretary of State/Welsh Assembly Government (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. The council will arrange with the council’s Banks and Investment providers for the 

sending of a copy of each statement of account to the Mayor of the council at the same 

time as one is issued to the Clerk or RFO. 
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8.4. All loans and investments shall be negotiated in the name of the Council and shall be 

for a set period in accordance with council policy.  

8.5. The council shall consider the need for an Investment Strategy and Policy which, if 

drawn up, shall be in accordance with relevant regulations, proper practices and 

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

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

council. 

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

custody of the RFO. 

8.8. Payments in respect of short term or long-term investments, including transfers 

between bank accounts held in the same bank, or branch, shall be made in 

accordance with Regulation 5 (Authorisation of payments) and Regulation 6 

(Instructions for payments). 

 

9. INCOME 

 

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

the supervision of the RFO. 

9.2. Particulars of all charges to be made for work done, services rendered or goods 

supplied shall be agreed annually by the council, notified to the RFO and the RFO 

shall be responsible for the collection of all accounts due to the council. 

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

Clerk.  

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

and shall be written off in the year. 

9.5. All sums received on behalf of the council shall be banked intact as directed by the 

RFO. In all cases, all receipts shall be deposited with the council's bankers with such 

frequency as the RFO considers necessary. 

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

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

9.8. The RFO shall promptly complete any VAT Return that is required. Any repayment 

claim due in accordance with VAT Act 1994 section 33 shall be made at least annually 

coinciding with the financial year end. 

9.9. Where any significant sums of cash are regularly received by the council, the RFO 

shall take such steps as are agreed by the council to ensure that more than one person 

is present when the cash is counted in the first instance, that there is a reconciliation 
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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. 

9.10. Any income arising which is the property of a charitable trust shall be paid into a 

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

charitable trust to the council (to meet expenditure already incurred by the authority) 

will be given by the Managing Trustees of the charity meeting separately from any 

council meeting (see also Regulation 16 below). 

 

 

 

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 (I) below. 

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

10.5. The RFO shall verify the lawful nature of any proposed purchase before the issue 

of any order, and in the case of new or infrequent purchases or payments, the RFO 

shall ensure that the statutory authority shall be reported to the meeting at which the 

order is approved so that the Minutes can record the power being used. 

 

11. CONTRACTS 

 

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

a. Every contract shall comply with these financial regulations, and no exceptions 

shall be made otherwise than in an emergency provided that this regulation need 

not apply to contracts which relate to items (i) to (vi) below: 

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

ii. for specialist services such as are provided by solicitors, accountants, 

surveyors and planning consultants; 
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iii. for work to be executed or goods or materials to be supplied which consist of 

repairs to or parts for existing machinery or equipment or plant; 

iv. for work to be executed or goods or materials to be supplied which constitute 

an extension of an existing contract by the Council; 

v. for additional audit work of the external Auditor up to an estimated value of 

£500 (in excess of this sum the Clerk/ and RFO shall act after consultation 

with the Mayor and Deputy Mayor 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; 

vi.vii. in cases where genuine competition is not available because of the specialist 

nature of the work or goods, subject to a resolution of Council which embodies 

the reason for the exemption.. 

b. Where it is intended to enter into a contract exceeding £25,000 in value for the 

supply of goods or materials or for the execution of works or specialist services 

other than such goods, materials, works or specialist services as are excepted 

as set out in paragraph (a) the Clerk shall invite tenders from at least three firms. 

to be taken from the appropriate approved list. 

c. 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. 

d. 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. 

e. 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. 

f. If less than three tenders are received for contracts above £25,000 or if all the 

tenders are identical the council may make such arrangements as it thinks fit for 

procuring the goods or materials or executing the works. 

g. Any invitation to tender issued under this regulation shall be subject to Standing 

Order 2019c, 3 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 

 
3 Based on NALC’s model standing order 18d in Local Councils Explained © 2013 National Association of 
Local Councils 
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paragraph (a) the Clerk or RFO shall obtain 3 quotations (priced descriptions of 

the proposed supply); where the value is above £3,000 the Clerk or RFO shall 

strive to obtain 3 quotations. Otherwise, Regulation 10 (3) above shall apply. 

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

estimate. 

j. Should it occur that the council, or duly delegated committee, does not accept 

any tender, quote or estimate, the work is not allocated and the council requires 

further pricing, provided that the specification does not change, no person shall 

be permitted to submit a later tender, estimate or quote who was present when 

the original decision making process was being undertaken. 

k. The European Union Procurement Directive shall apply and the terms of the 

Public Contracts Regulations 2006 and the Utilities Contracts Regulations 2006 

including thresholds shall be followed.  

 

12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION 

WORKS 

 

12.1. Payments on account of the contract sum shall be made within the time specified in 

the contract by the RFO upon authorised certificates of the architect or other 

consultants engaged to supervise the contract (subject to any percentage withholding 

as may be agreed in the particular contract). 

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

of all such payments. In any case where it is estimated that the total cost of work 

carried out under a contract, excluding agreed variations, will exceed the contract sum 

of 5% or more a report shall be submitted to the council. 

12.3. Any variation to a contract or addition to or omission from a contract must be approved 

by the council and Clerk to the contractor in writing, the council being informed where 

the final cost is likely to exceed the financial provision. 

12.4. Thresholds currently applicable are: 

12.4.1. For public supply and public service contracts £213,447, 

12.3.12.4.2. For public works contracts £5,336,937. 

 

13. STORES AND EQUIPMENT 

 

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

stores and equipment in that section. 
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13.2.      Delivery Notes shall be obtained in respect of all goods received into store or 

otherwise delivered and goods must be checked as to order and quality at the time 

delivery is made. 

13.3. Stocks shall be kept at the minimum levels consistent with operational requirements. 

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

annually. 

 

14. ASSETS, PROPERTIES AND ESTATES 

 

14.1. 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. 

14.2. 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 £1,500. Such a disposal must be authorised by the 

Town Clerk and reported to the appropriate committee or Council. 

14.3. 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). 

14.4. 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). 

14.5. Subject only to the limit set in Reg. 14.2 above, no tangible moveable property shall 

be purchased or acquired without the authority of the full council. In each case a Report 

in writing shall be provided to council with a full business case. 

14.6. 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. 
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15. INSURANCE 

 

15.1. Following the annual risk assessment (per Financial Regulation 17), the RFO shall 

effect all insurances and negotiate all claims on the council's insurers in consultation 

with the Clerk. 

15.2. The Clerk shall give prompt notification to the RFO of all new risks, properties or 

vehicles which require to be insured and of any alterations affecting existing 

insurances. 

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

and risks covered thereby and annually review it. 

15.4. 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. 

15.5. All appropriate members and employees of the council shall be included in a suitable 

form of security or fidelity guarantee insurance which shall cover the maximum risk 

exposure as determined annually by the council, or duly delegated committee. 

 

16. CHARITIES 

 

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

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

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

with Charity Law and legislation, or as determined by the Charity Commission. The 

Clerk and RFO shall arrange for any Audit or Independent Examination as may be 

required by Charity Law or any Governing Document. 

 

17. RISK MANAGEMENT 

 

17.1. The council is responsible for putting in place arrangements for the management of 

risk. The Clerk with the RFO 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. 

17.2. When considering any new activity, the Clerk with the RFO shall prepare a draft risk 

assessment including risk management proposals for consideration and adoption by 

the council.  

 

18. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS 
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18.1. 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. 

 

18.2. 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. 

 

19. CAPITAL EXPENDITURE 

19.1. For the purpose of these procedure rules “capital expenditure” means the acquisition 

of land or buildings, the erection of buildings, the erection of permanent works, the 

purchase or vehicles, plant, machinery, equipment and furniture and any related fees, 

which are not financed from the Revenue budget. Items or groups of items under the 

value of £1,000 would not normally be classified as capital expenditure. 

19.2.  

20. GRANTS INCOME 

20.1. Officers should ensure that all grants and external funding income is promptly claimed 

and proper records and working papers are retained to justify claims.  

20.2. 20.2. The Clerk/RFO must inform the Finance and Audit Committee of any new bids 

for grant funding.  

18.2.20.3.  
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Publication Scheme 
Freedom of Information Act 2000 
 
 

It is important for public authorities to conduct their business as openly and 
transparently as possible.  
 
This publication scheme commits Bollington Town Council to make information 
available to the public as part of its normal business activities. The information covered 
is included in the classes of information mentioned below, where this information is held 
by the Council.  Additional assistance is provided to the definition of these classes in 
sector specific guidance manuals issued by the Information Commissioner. 
 

The scheme commits Bollington Town Council  
 
• To proactively publish or otherwise make available as a matter of routine, information 

which is held by the Council and falls within the classifications below. 

• To specify the information which is held by the Council and falls within the 
classifications below. 

• To proactively publish or otherwise make available as a matter of routine, information 
in line with the statements contained within this scheme. 

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

• To review and update on a regular basis the information the Council makes available 
under this scheme. 

• To produce a schedule of any fees, if any, charged for copies of information which is 
made proactively available. 

• To make this publication scheme available to the public. 
 

Classes of Information - see the table on page 5 
 
The classes of information will not generally include: 

 
• Information Tthe disclosure of informationof which is prevented by laws such as the 

Data Protection Act 2018 of 1998, or exempt under the Freedom of Information Act, 
or is otherwise properly considered to be protected from disclosure. 

• Information in draft form. 

• Information that is no longer readily available as it is contained in files that have been 
placed in archive storage or is difficult to access for similar reasons. 
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The method by which information published under this scheme will 
be made available 
 
The Council will indicate clearly to the public what information is covered by this 
scheme and how it can be obtained. 
 
Where it is within the capability of the Council, information will be provided on our 
website.  Where it is impracticable to make information available on our website or 
when an individual does not wish to access the information by the website, the Council 
will provide a hard copy for viewing free of charge at the Town Hall or will post a copy, 
see charges below.  
 
In exceptional circumstances some information may be available only by viewing in 
person and in such circumstances an appointment will be made to do so. If a person 
is physically unable to visit the Town Hall and lives in Bollington or the immediate 
surrounding area the Town Clerk will discuss with the person what practicable 
provisions can be made for them to view the information. the Town Clerk will arrange 
for a visit to be made to the person with the information.  
 
Information will be provided in the language in which it is held or in such other 
language that is legally required. Where the Council is legally required to translate any 
information, it will do so. 
 
Obligations under disability and discrimination legislation and any other 
legislation to provide information in other forms and formats will be adhered to 
when providing information in accordance with this scheme. 
 

Reasonable charges which may be made for Information published 
under this scheme 
 
The purpose of this Publication Scheme is to make the maximum amount of information 
readily available at minimum inconvenience and cost to the public. 
All charges will have regard to the general principles of the right of access to 
information held by public authorities. Costs will be justified and in accordance with a 
published schedule of fees (see below). 
 
Charges may be made for:  

• photocopying 

• postage and packaging 

No charges will be made for: 

o viewing the information at the Town Hall 
o Material published on the website or sent by email  

 
Charges may also be made for information provided under this scheme where the 
Council isare legally authorised or obliged to charge.  If a charge is to be made, 
confirmation of the payment due will be given before the information is provided. 
Payment may be requested prior to provision of the information. 
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Written Requests for Other Information  
 
The Council has tried to ensure that as much information as possible is available within 
this Publication Scheme, however if information held by the Council is not detailed here 
it can be requested in writing by letter or email. 
 
In such circumstances its provision will be considered in accordance with the provisions 
of the Freedom of Information Act 2000. If the Council has this information in a form that 
can be supplied and it can legally be provided it will supply it within the 20 working day 
period required by the Act.  If the information cannot be supplied either practically or 
legally the Council will respond to that effect within the 20 day period.  Every attempt will 
be made to response well within the 20 day limit.    

Classes of Information 

Information to be published How the information can 
be obtained 

Cost 

Class1 - Who we are and what we do 
(Organisational information, structures, 
locations and contacts) 

  

Who’s who on the Council and its 
Committees 

Website or email 
Hard Copy – Contact Clerk 

Free 
Free 

Contact details for Town Clerk and Council 
members  

Website or email  
Hard Copy – Contact Clerk 

Free 
Free 

Location of main Council office and 
accessibility details 

Website 
Hard Copy – Contact Clerk 

Free 
Free 

Staffing structure Website 
Hard Copy – Contact Clerk 

Free 
10p per sheet 

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

  

Annual return form and report by auditor Website or email 
Hard Copy – Contact Clerk  

Free 
10p per sheet 

Finalised budget Website  or email  
Hard Copy – Contact Clerk 

Free 
10p per sheet 

Precept Website  
Hard Copy – Contact Clerk 

Free 
10p per sheet 

Financial Standing Orders and Regulations Website or email 
Hard Copy – Contact Clerk 

Free 
10p per sheet 

Grants given and received  Website or email 
Hard Copy – Contact Clerk 

Free 
10p per sheet 

List of current contracts awarded and value 
of contract 

Hard Copy – Contact Clerk 10p per sheet 

Members’ allowances and expenses Hard Copy – Contact Clerk 10p per sheet 
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Class 3 – What our priorities are and how 
we are doing 
(Strategies and plans, performance 
indicators, audits, inspections and reviews) 

  

Neighbourhood Plan Website 
Hard Copy – Contact Clerk 

Free 
Free 

Town Plan Website 
Hard Copy – Contact Clerk 

Free 
Free 

Annual Report to Town Assembly 
(current and previous year as a minimum) 

Website 
Hard Copy – Contact Clerk 

Free 
10p per sheet 

Class 4 – How we make decisions 
(Decision making processes and records of 
decisions) 

  

Timetable of meetings (Council, committee 
and working group meetings) 

Website or email 
Hard Copy – Contact Clerk 

Free 
10p per sheet 

Agendas of meetings (as above) Website or email 
Hard Copy – Contact Clerk  

Free 
10p per sheet 

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

Website or email  
Hard Copy – Contact Clerk 

Free 
10p per sheet 

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

Website or email 
Hard Copy – Contact Clerk 

Free 
10p per sheet 

Responses to consultation papers Website or email  
Hard Copy – Contact Clerk 

Free 
10p per sheet 

Responses to planning applications Can be obtained from 
Cheshire East Council’s on-
line planning system 
www.cheshireeast.gov.uk 
(link from our website) 
or email 
Hard Copy – Contact Clerk 

 
 
 
    Free 
 
 
10p per sheet 

Class 5 – Our policies and procedures 
(Current written protocols, policies and 
procedures for delivering our services and 
responsibilities) 

  

Policies and procedures for the conduct of 
council business:  
Procedural standing orders 
Committee and sub-committee terms of 
reference 
Delegated authority in respect of officers 
Code of Conduct 
Policy statements 

Website 

Hard Copy – Contact Clerk 

Webs 
  

Free  
10p sheet   
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Policies and procedures for the provision of 
services and about the employment of staff:  
Internal policies relating to the delivery of 
services  
Equality and diversity policy 
Health and safety policy 
Recruitment policies (including current 
vacancies)  
Policies and procedures for handling 
requests for information  
Complaints procedures (including those 
covering requests for information and 
operating the publication scheme)  

Website  
Hard copy – Contact Clerk 
  

Free   
10p per 
sheet  

Information security policy  Website 
Hard Copy – Contact Clerk 

Free 
10p per 
sheet 

Records management policies (records 
retention, destruction and archive) 

Website 
Hard Copy – Contact Clerk 

Free 
10p per 
sheet 

Data protection policies  Website 
Hard Copy – Contact Clerk 

Free 
10p per 
sheet 

Schedule of charges (for the publication of 
information) 

Website 
Hard Copy – Contact Clerk 

Free 
10p per 
sheet 

Class 6 – Lists and Registers 
(Any information we are currently legally 
required to hold in publicly available 
registers) 

  

Any publicly available register or list  Inspection at Town Hall – 
Contact Clerk 

 

Assets Register  Hard Copy – Contact Clerk 10p per 
sheet 

Register of members’ interests Inspection at Town Hall – 
Contact Clerk 

 

Register of gifts and hospitality Inspection at Town Hall – 
Contact Clerk 

 

Class 7 – The services we offer 
(Information about the services we offer, 
including leaflets, guidance and newsletters 
produced for the public and businesses 

  

Allotments Website 
Hard Copy – Contact Clerk 

Free 
10p per 
sheet 

Burial grounds and closed churchyards Website 
Hard Copy – Contact Clerk 

Free 
10p per 
sheet 
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Community centres and village halls Website 
Hard Copy – Contact Clerk 

Free 
10p per 
sheet 

Parks, playing fields and recreational 
facilities 

Website 
Hard Copy – Contact Clerk 

Free 
10p per 
sheet 

Seating, litter bins, memorials and lighting Website 
Hard Copy – Contact Clerk 

Free 
10p per 
sheet 

A summary of services for which the council 
is entitled to recover a fee 

Website  
Hard Copy – Contact Clerk 

Free 
10p per 
sheet 

 

 

Schedule of Charges 
 

Type of Charge Description Basis of Charge 

Disbursement cost Photocopying @ 10p per 
A4 sheet (black & white) 

Actual cost 10p including ink 
paper and staff time  

 
Postage Actual cost of Royal Mail 

standard 2nd class 

Statutory Fee 
 

In accordance with the relevant 
legislation, if applicable. 

 

 

Contact details:  
 
Mr David Naylor  
Town Clerk 
Bollington Town Council 
Town Hall 
Wellington Road 
Bollington 
Cheshire 
SK10 5JR 
 
Website www.bollington-tc.gov.uk      email clerk@bollington-tc.gov.uk 
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Item
Payment 

Method
Description Net VAT Total Amount Due

Administration

BT DD Phone and Broadband £92.94 £18.59 £111.53

Indeed BACS Job Advert - Finance Assistant £15.15 £0.00 £15.15

Axon DD Microsoft Monthly Licencing £186.80 £37.36 £224.16

Viking BACS Stationery £93.73 £18.75 £112.48

NO.9 BACS Website £250.00 £0.00 £250.00

Canda Copying Ltd BACS Photocopier Contract £86.09 £17.22 £103.31

Roal Images BACS Picture of  HM The Queen £37.00 £7.40 £44.40

Zurich Insurance BACS Insurance Premium Renewal £3,329.88 £0.00 £3,329.88

Total Administration £4,091.59 £99.32 £4,190.91

Town Hall

WME - Gas DD 01/02/2022-28/02/2022 £263.70 £52.74 £316.44

WME - Elec DD 01/02/2022-28/02/2022 £82.16 £4.11 £86.27

Waterplus BACS 01/04/2022-31/03/2023  Annual Charge (Payment 1 of 12 x 17.34) £17.34 £0.00 £17.34

Bollington Office and Window Cleaning BACS Town Hall Cleaning £132.00 £0.00 £132.00

Total Town Hall £495.20 £56.85 £552.05

Civic Hall

WME - Gas DD 01/02/2022-28/02/2022 £292.28 £58.46 £350.74

WME - Elec DD 01/02/2022-28/02/2022 £130.78 £6.54 £137.32

Water Plus BACS 01/04/2022-31/03/2023 Annual Charge (Payment 1 of 2 x 886.89) £886.89 £0.00 £886.89

JA Hyde BACS Repairs and Maintenance £148.00 £29.60 £177.60

Green Contract Services BACS Asbestos Abatement at CivicHall £1,780.00 £356.00 £2,136.00

Total Civic Hall £3,237.95 £450.60 £3,688.55

Communications

O2 DD Town Warden Mobile £21.10 £4.22 £25.32

O2 DD Town Warden Mobile £21.21 £4.24 £25.45

Total Communications £42.31 £8.46 £50.77

Library

Water Plus BACS Water and Waste £297.57 £0.00 £297.57

Total Library £297.57 £0.00 £297.57

Civic and Community Events

I Am Print Bacs Jubilee Banners £76.00 £15.20 £91.20

Total Civic and Community Events £76.00 £15.20 £91.20

Projects

Amberol BACS Horticulture- Self Watering Units £1,370.76 £274.15 £1,644.91

Bollington Office and Window Cleaning BACS Public Toilets Cleaning £300.00 £0.00 £300.00

Total Projects £1,670.76 £274.15 £1,944.91

Personnel

Staff Salaries BACS Salaries April 2022 £6,253.36 £0.00 £6,253.36

Cheshire West & Chester BACS Pensions April  2022 £2,213.10 £0.00 £2,213.10

Total Personnel £8,466.46 £0.00 £8,466.46

Total Payments For April 2022 £18,377.84 £904.58 £19,282.42

Bank Transfer Nat West to Co-Op £25,000.00

Receipts

Civic Hall Bookings- Monthly Regular £2,743.75

Civic Hall Bookings- Individual Events £258.25

Cheshire East Library Recharges £885.60

Bridgend Centre Loan £306.32

Cheshire East - Precept £110,000.00

HMRC - VAT Reclaim £13,877.59

Total Receipts For April 2022 £128,071.51

Approved by: Councillors:

Bollington Town Mayor                                                                                                          Cllr Johanna Maitland 3rd May 2022

Chair of Finance and Grants                     Cllr Amanda Stott 3rd May 2022
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