AGENDA FOR THE MEETING OF COUNCIL MATTERS COMMITTEE
MONDAY 20TH APRIL 2026 AT 6.30PM IN THE GUILDHALL

There are stairs to the Council Chamber but if any member of the public has mobility issues the
Council can relocate to the lower Guildhall.

You are hereby SUMMONED to attend the Council Matters Committee on Monday 20" April 2026
at 6.30pm in the Guildhall for the purpose of transacting the following business:

Committee Members: Councillors L Auletta, C Beavis, T Bennett, J Chinnock, ] Hannam, D Peters, E
Price and M Trant.

1. WELCOME AND APOLOGIES FOR ABSENCE
The Chair will read out the following statement:

Welcome to everyone attending and observing the meeting.

A reminder that open proceedings of this meeting will be video recorded. If members of the public
make presentations, they will be deemed to have consented to being recorded. By entering the
Council Chamber attendees are also consenting to being recorded.

This meeting is limited to 90 minutes and therefore members are asked to raise their points
succinctly and not repeat the same view expressed by colleagues if it does not add to the debate.

To receive apologies and to confirm that any absence has the approval of the Council.
The Committee will adjourn for the following items:

PUBLIC QUESTION TIME
A period of 15 minutes will be allowed for members of the public to ask questions or make comment
regarding the work of the Committee or other items that affect Totnes.

The Committee will convene to consider the following items:

2. CONFIRMATION OF MINUTES
To approve the minutes of 9" March 2026 and update on any matters arising. Document attached

[page 3].

3. STRATEGY DELIVERY WORKING GROUPS

To consider any budgetary recommendations from the following (document attached, page 6):
a. Community Working Group, 14 April 2026.

b. Economy Working Group, 8" April 2026.
c. Environment and Public Realm Working Group, 18" March 2026.

4. MAYOR’S ENGAGEMENTS AND BUDGET
To consider the Mayor’s engagements since October 2025 and the current budget. Document
attached [page 7].

5. STANDING ORDERS REVIEW
To review Standing Orders and make a recommendation to Full Council. Document attached [page 9.
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6. RISK REGISTER
To review the Risk Register. Document attached [page 34].

7. RESPONSIBLE AND SAFE USE OF ARTIFICIAL INTELLIGENCE POLICY
To consider any updates to the Responsible and Safe Use of Artificial Intelligence Policy for the
Council to adopt. Document attached [page 47].

8. ELECTION OF CHAIR AND DEPUTY

To:

a. Make a recommendation to Full Council for the Chair of Council Matters Committee for
2026/27 (effective May 2026); and

b. Elect a deputy chair for the Committee (from May 2026). No document.

9. YEAR END TIMELINE
To note the year end timeline for financial year 2025/26. Document attached [page 47].

10. DATE OF NEXT MEETING
To note the date of the next meeting of the Council Matters Committee — Monday 18" May 2026 at
6.30pm in the Guildhall. No document.

The Committee will be asked to RESOLVE to exclude the press and public “by reason of the
confidential nature of the business” to be discussed and in accordance with the Public Bodies
(Admission to Meetings) Act 1960. (CONFIDENTIAL by virtue of relating to legal and/or commercial
matters, staffing and/or the financial or business affairs of a person or persons other than the
Council)

11. BANK STATEMENTS AND RECONCILIATIONS (Standing Item)
To consider the bank statements and reconciliations for March (financial). Documents attached.

12. TOTNES MUSEUM LEASE
To consider a request to extend the lease on 70 Fore Street/Totnes Museum (financial and legal).
Document attached.

13. GUILDHALL INVENTORY
To consider updates to the Guildhall inventory (financial). Document attached.

14. STAFF ATTENDANCE
To note sickness and overtime balances (staffing). Verbal update.

15. STAFFING UPDATE
For any general or urgent updates that required confidential sharing with Councillors (staffing).
Verbal update.

Catherine Marlton
Town Clerk
15 April 2026

USE OF SOUND RECORDINGS AT COUNCIL & COMMITTEE MEETINGS
The open proceedings of this Meeting will be audio and video recorded. If members of the public
make a representation, they will be deemed to have consented to being recorded. By entering the
Council Chamber or Zoom meeting, attendees are also consenting to being recorded.

Televised, vision and sound recordings or live broadcastings by members of the press or public at
Council or Committee debates are permitted and anyone wishing to do so is asked to inform the
Chairman of the respective Committee of their intention to record proceedings.



ITEM 2 — CONFIRMATION OF MINUTES

DRAFT MINUTES FOR THE MEETING OF COUNCIL MATTERS
MONDAY 9™ MARCH 2026 AT 6.30PM IN THE GUILDHALL

Present: Councillors D Peters (Chair), L Auletta, C Beavis, J Chinnock, E Price and M Trant.
Apologies: Cllrs Bennett and Hannam.
In Attendance: Devon Community Foundation representative, C Marlton (Town Clerk).

1. APOLOGIES FOR ABSENCE
The Chair read a statement about how the meeting would be conducted and recorded. The
apologies were accepted.

The Committee adjourned for the following item:

PUBLIC QUESTION TIME

The Devon Community Foundation representative spoke to members about the draft
Community Audit report and feedback from Councillors was discussed, including: other
funding streams coming into the voluntarily sector; lack of primary care/NHS details in the
report; possible gaps in local provision around the condition of housing; opportunity to
recruit volunteers from retired community members; and how useful deprivation
information is for future funding applications.

The Committee reconvened.

2. CONFIRMATION OF MINUTES
To approve the minutes of 9t" February 2026 and update on any matters arising.
The minutes were AGREED unanimously as an accurate record of the proceedings.

3. BUDGET MONITOR
To consider the Budget Monitor.
The budget monitor was AGREED unanimously.

4, EARMARKED RESERVES

To review the Council’s Earmarked Reserves at the end of financial year 2025/26 and
considering allocation for FY 2026/27.

It was AGREED that there is a need to ensure that Ear Marked Reserves (EMR) are for set
projects and potential risks, with some amendments to the proposed list being made. To
RECOMMEND to Full Council the following proposed list of EMR for 2026/27:

Review of EMR

2025/26 | Original Recommend

Detail/comments
EMR proposals £ it/
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£ from WG
2026/27 £
Green Travel & S106 monies | 5993 | 5993 5993 Earmarked monies from Baltic
Wharf
Van Replacement 20000 20000 20000 Existing EMR
New EMR for upgrading both the
Council Websites 8000 15000 15000 Town Council and Visit Totnes
websites.
Christmas Lights 30000 | 35000 35000 Existing EMR, added £5k from
underspend
Civic Funeral 1000 1000 1000 Existing EMR
Existing EMR, added £40k from
Emergency Capital Repairs | 100000 | 100000 140000 underspend for known asset work
required and to protect against
unexpected remedial works.
Suggested removal of this budget
Community Facilities 15000 15000 0 as £15,000 is insufficient for
community facility projects
Existing EMR for localism/LGR work
Devolution Transfer of Assets | 50000 50000 50000 and possible reactive spend outside
of budget setting.
New EMR for implementation of
Community Economic Fund 0 22000 22000 Community Economic Plan projects,
including new Business Forum.
- New EMR from underspend in
Transport Feasibility 0 10000 10000 Economy WG for known project.
New EMR from underspend in the
Active Travel 0 12000 12000 Economy WG. Possible VAS/Cycle
paths contributions.
. . No detail provided from Working
Climate Change Projects 0 7500 0 Groups on the creation of this EMR.
No projects currently in train,
Town Improvement Fund 0 40000 0 reallocated to the Emergency
Capital Repairs EMR given known
asset work
Total 229993 | 333493 310993
5. COMMUNITY AUDIT REPORT

To consider the findings of the Community Audit report.

The report presented was in draft form, and feedback had been made in the public session
(see above). The Committee felt the format of the report was good, and the content,
particularly the data, would be useful for funding applications and shaping future grant
funding, but asked for a session to discuss and understand the report more fully.

It was RECOMMENDED that the updated report go directly to Full Council for consideration.

6. COUNCIL GRANTS REPORT

To consider a summary of the reports on the Council Grants awarded in June 2025.

Noted.




7. COMMUNITY FUNDING POLICY
To consider the draft Community Funding Policy.
To RECOMMEND to Full Council that the draft Community Funding Policy is adopted.

8. TOWN COUNCIL BUSINESS CONTINUITY PLAN
To review the Business Continuity Plan for the Town Council
It was RESOLVED to agree the Business Continuity Plan.

9. CIVIC BUDGET AND MAYORAL ALLOWANCE POLICY

To review the Civic Budget and Mayoral Allowance Policy.

To RECOMMEND to Full Council that the draft Civic Budget and Mayoral Allowance Policy is
adopted.

10. WORKING TIME AND LEAVE POLICY

To review the Working Time and Leave Policy.

It was RESOLVED to agree the Working Time and Leave Policy, subject to an amendment to
reflect paid time off for employees for Hospital appointments from 1st April 2026, on
receipt of written confirmation.

11. DATE OF NEXT MEETING

To note the date of the next meeting of the Council Matters Committee — Monday 20t
April 2026 at 6.30pm in the Guildhall.

Noted.

The Committee RESOLVED to exclude the press and public “by reason of the confidential
nature of the business” to be discussed and in accordance with the Public Bodies (Admission
to Meetings) Act 1960. (CONFIDENTIAL by virtue of relating to legal and/or commercial
matters, staffing and/or the financial or business affairs of a person or persons other than
the Council)

12. BANK STATEMENTS AND RECONCILIATIONS (Standing Item)
To consider the bank statements and reconciliations for February (financial).
These were reviewed and AGREED unanimously.

13. COUNCIL ASSETS
To receive an update on the condition of Council assets (legal).
The Town Clerk gave a verbal update on the Council’s property holdings which was noted.

14. STAFFING UPDATE

For any general or urgent updates that required confidential sharing with Councillors
(staffing).

Noted.

The meeting closed at 8.25pm
Catherine Marlton

Town Clerk
March 2026



ITEM 3 — STRATEGY DELIVERY WORKING GROUPS

a. Community Working Group, 14t™ April 2026.

Caring Town - It is RECOMMENDED to Council Matters (for ratification by May Full Council
given the amount) that the attached request for £13,500 from Caring Town be granted as
part of the £50,000 Strategic Funding budget. Members felt that the request was urgent
given the transition period Caring Town is currently in, and that it is essential to support the
core facilitation and coordination of the VCSE sector in Totnes, as outlined in the
Community Audit report from Devon Communities Foundation (DCF). The balance of that
budget would therefore be £36,500 if agreed. It was felt this award should be subject to the
Town Council having the opportunity to shape and be involved with the recruitment process
for the proposed Coordinator/Project Manager.

Members should note that the remainder of the strategic community funding budget is not
yet decided and that a proposal will be taken to May Full Council on how to best to allocate
funds to maximise benefit, taking into consideration the Community Audit report, and
taking advice from DCF.

Devon Communities Foundation - It is RECOMMENDED to Council Matters that £1000 be
agreed from the professional fees budget to allow some limited additional work by Devon
Communities Foundation (DCF) to shape both the remainder of the 2026/27 strategic
community funding allocation, how to develop a successful partnership with Caring Town,
and looking ahead to 2027/28 in terms of community support, funding and otherwise.

b. Economy Working Group, 8™ April 2026.
No recommendations.

C. Environment and Public Realm Working Group, 18™ March 2026.

Cemetery — Wild Area Maintenance. To RECOMMEND to the Council Matters Committee
that Parklife is contracted to undertake the following wild area maintenance tasks around
the chapel and on the circle in 2026/27 totalling £2275 plus VAT:

a. Late summer / early autumn 2026 full cut and rake (leaving selected area for over
wintering - cut in April) / frame with volunteers £750 plus £80 coordination for
volunteers.

b. This autumn/winter 2025/26, mowing and scarifying some areas in roundabout and
churchyard chapel meadow - £495, Seed £100

c. Bulb planting day- £300 staff / coordination time and £200 for bulbs

d. New signs around both areas, designed, printed and installed x 6 - £200 staff / £150
for materials.

Benches — the Weir. To RECOMMEND to the Council Matters Committee that is allocates
funding for South Hams District Council to purchase and install another bench at the weir.

Notice Board outside of the Guildhall. To RECOMMEND to the Council Matters Committee
that a thin red metal-framed notice board 4 x A4 size is purchased for the gate to the
Council Offices (to be installed when work on the wall is complete). Cost to be confirmed
but anticipated to be no more than £400.



ITEM 4 — MAYOR’S ENGAGEMENTS AND BUDGET

Mayoral Engagements January — March 2026

January

21°t - Meeting with Pastor of Totnes United Free Church

23" - TAODS pantomime at Civic Hall

27t - KEVICC Foundation Governors Meeting

31°t - Mayor's Charity event at Civic Hall

February
15t - Mayor of Totnes - Civic Service

March

17t - Funeral of Former Mayor at St Mary's
19t - Guildhall Volunteers Coffee Morning
25t - KEVICC Foundation Governor's Meeting

Civic Events Budget 25/26

Emily Price
Allocation

Expenditure
Y/E adjustment
Poppy wreath
Medal ribbons

Balance remaining to c/f

Tim Bennett
Allocation

B/f

Civic Event income

Expenditure
Elizabethan Society reception

Food for Mayor Making 2025

Buffet for Mayor Making 2025

Medal engraving

Mayoral board signwriting

Installation of Judy's memorial bench
Poppy wreaths x 2

Refreshments for parish cluster meetings
Sherry for Remembrance reception

GH Volunteers thank you tea

As at 31/03/26

1/4/25 -

-10.00
20.00
4.96

Mavyoral travel Budget 25/26

Allocation
Expenditure
TB rail fare

PB travel claim

464.49

21/5/25 -
31/3/26

3020.55
464.49
7.00

8.18
100.44
281.60

42.00
95.00
28.59
55.00
94.89
29.16
60.48

Balance remaining

210.00

32.00
6.75

38.75

171.25



Xmas cards

Pizzas

Civic Service bell ringers

Civic Service organist

Civic Service food & drink

GH Volunteers coffee morning
Wine for Mayor Making 2026
Balance remaining

Event costs
Mayor Making 2025
Civic Service

20.00
112.08
120.00

70.00
199.98

8.79

17.50

2148.35

382.04
389.98



ITEM 5 —STANDING ORDERS REVIEW

STANDING ORDERS

TOTNES TOWN COUNCIL
Last reviewed May 2025

Amendments May 26 [shown in red]

e No NALC updates to the Standing Orders since 2025.

e Section 13(b)xvi updated to reflect the Council’s General Power
of Competence.

e Annex A new introduction to set out the Council’s General
Power of Competence and the Clerk’s professional qualification
in the conduction of Council business.

e Annex A update to section 3.6.f — Clerk authorisation for
emergency expenditure is £10000 (not £5000).

e Annex A new section 3.7 to reflect the Clerk’s professional
qualification and decision taking in in cases of urgency.

e Annex A update to ‘Overview’ table — deletion of the
Communications and Marketing Manager position.



STRUCTURE

4 )

Full Council
held the first Monday of the
month at 7pm (public
session prior at 6.30pm)

f Traffic and

6.30pm
*Steering Group held
K monthly as required

~

Transport Forum*
Held every 3 months at

)

Council Matters
Held the second Monday
of the month at 6.30pm

Town Matters
Held the fourth
Monday every other
month at 6.30pm

Financial recommendations go
from Working Group direct to the
Council Matters Committee

~
~
~
~

~J Strategy Delivery
Working Groups

Held bi-monthly,

C
\ TBC)

hybrid meeting (day

)
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Planning
Held the third Monday
of the month at 6.30pm
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Text in bold is required by statute

1. 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) Councillors are expected to attend meetings.
d) Meetings shall be open to the public unless their presence is prejudicial to the public interest by reason of the
confidential nature of the business to be transacted or for other special reasons. The public’s exclusion from part or
all of a meeting shall be by a resolution which shall give reasons for the public’s exclusion.
e) Members of the public may make representations, raise questions, give evidence during a 30 minute open and
informal session prior to Full Council, and 15 minute session at the beginning of Committee meetings. The period of
time designated for public participation at a meeting shall not be exceeded unless directed by the chair of the meeting.
An individual member of the public shall not speak for more than 3 minutes.
f) Any items raised by members of the public that require a decision will be referred by the Chair to the relevant
committee for consideration by the usual committee process. Questions requiring a factual answer may be answered by
the Chair or be referred by the Chair to the Clerk or a relevant Councillor.
g) Subject to standing order 1(h), 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.
h) A person present at a meeting may not provide an oral report or oral commentary about a meeting as it takes
place without permission.
i) 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.
j) Subject to Standing Orders which indicate otherwise, anything authorised or required to be done by, to or before
the Chair of the Council may in their absence be done by the Deputy Chair.
k) The Chair, if present, shall preside at a meeting. If the Chair is absent from a meeting, the Deputy Chair, if present,
shall preside. If both the Chair and the Deputy Chair are absent from a meeting, a Councillor as chosen by the
Councillors present at the meeting shall preside at the meeting.
1) Subject to a meeting being quorate, all questions at a meeting shall be decided by a majority of the Councillors
present and by voting thereon.
m) The Chair 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.
n) 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.
o) The minutes of a meeting shall record the following:

i. the time and place of the meeting;

ii. the names of councillors who are present and the names of councillors who are absent;

iii. interests that have been declared by councillors and non-councillors with voting rights;

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

v. whether a councillor or non-councillor with voting rights left the meeting when matters that they held interests in

were being considered;

vi. if there was a public participation session; and

vii. the resolutions made.
p) The code of conduct adopted by the Council shall apply to Councillors in respect of the entire meeting.
d) A 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.
r) No business may be transacted at a meeting unless at least one third of the whole number of members of the
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Council are present and in no case shall the quorum of a meeting be less than three.

s) If a meeting is or becomes inquorate no business shall be transacted and the meeting shall be adjourned.

t) Full Council meetings will not exceed 120 minutes in length unless there are exceptional circumstances, at which time
Members vote by majority to extend the length of the meeting. Committee, Working Group and Forum meetings should
not exceed 90 minutes in length unless there are exceptional circumstances, at which time Members vote by majority to
extend the length of the meeting.

2. 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 7.00pm.
d) In addition to the annual Town Council meeting of the Council, at least three other ordinary meetings shall be held
on such dates and times as the Council directs.
e) The election of the Chair and appointment of the Deputy Chair of the Council shall be the first business completed
at the annual meeting of the Council. The Mayor appoints a Deputy without the need for an election.
f) The Chair of the Council, unless they have resigned or become 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 Chair of the Council, if any, unless they resign or become disqualified, shall hold office until
immediately after the election of the Chair of the Council at the next annual meeting of the Council.
h) In an election year, if the current Chair of the Council has not been re-elected as a member of the Council, they
shall preside at the meeting until a successor Chair of the Council has been elected. The current Chair of the Council
shall not have an original vote in respect of the election of the new Chair 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 Chair of the Council has been re-elected as a member of the Council, they shall
preside at the meeting until a successor Chair of the Council has been elected. They may exercise an original vote in
respect of the election of the new Chair of the Council and must give a casting vote in the case of an equality of votes.
j) Following the election of the Chair of the Council and Deputy Chair of the Council at the annual meeting of the
Council, the order of business will include:
i. In an election year, delivery by Councillors of their declarations of acceptance of office forms and to grant
permission for absent Councillors to sign their declarations in the presence of the Clerk outside of the Annual
Meeting.
ii. In a non-election year, delivery by the Chair of their acceptance of office form.
i. Review delegation arrangements to committees and sub-committees and make appointments where
appropriate;
v. Review terms of reference for committees;
vi. Appointment of members to existing committees;
vii. Review the Council’s Standing Orders;
viii. Review of representation on or work with external bodies and arrangements for reporting back;
ix. Set the dates, times and place of ordinary meetings of the Council and any committees and sub-committees
agreed for the year ahead.

3. Extraordinary meetings of the Council
a) The Chair of the Council may convene an extraordinary meeting of the Council at any time.
b) If the Chair of the Council does not to call an extraordinary meeting of the Council within seven days of having
been requested in writing to do so by two Councillors, any two Councillors may convene an extraordinary meeting.
The statutory public notice giving the time, venue and agenda for such a meeting shall be signed by the two
Councillors.

4. Committees, sub-committees and working groups
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. Unless the Council determines otherwise, all the members of an advisory committee and a sub-committee of the
advisory committee may be non-councillors.
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¢) The Council may appoint standing committees and sub-committees at any meeting.

d) Terms of reference, membership and Chair of any committee or sub-committee shall be approved by Council and
form part of the Standing Orders.

e) The Council will determine whether the public may participate at a meeting of the committee or sub-committee.

f) The Council may dissolve a committee, sub-committee or Working Group at any meeting.

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

h) Subject to Standing Order 4 (g) above, the Council and Standing Committees may appoint working groups without
delegated powers comprising between a minimum of three Councillors and a maximum of nine Councillors with powers
to co-opt non-Councillors on a nonvoting basis. The quorum of any working party must be at least three Councillors.

i) Working groups do not have any delegated authority in terms of decision making or expenditure but instead are a way
of discussing issues and projects informally and including members of the community.

j) All non-Councillor members of a Working Group are allowed on a non-voting basis only and must agree to abide by
the Town Council Code of Conduct.

k) A Working Group must appoint a Chair and produce brief action notes to be fed back to the appropriate Council
committee for further discussion and decision making.

I) Chairs of committee are required to undertake DALC training ‘Chairing Local Council Meetings’ within 2 months of
starting the role.

m) A Scheme of Delegation at Annex A sets out the delegated powers and financial delegations held by the various
Committees and Working Groups.

5. Motions

a) A motion shall relate to the responsibilities of the meeting for which it is tabled and in any event shall relate to the
performance of the Council’s statutory functions, powers and obligations or an issue which specifically affects the
Council’s area or its residents.
b) No motion may be moved at a meeting unless it falls under an item on the agenda. Best practice states that the
mover has given written notice of its wording to the Proper Officer at least three clear working days before the meeting.
Clear days do not include the day of the notice or the day of the meeting. Verbal motions will be allowed in exceptional
circumstances at the discretion of the Chair.
c) If the wording or nature of a proposed motion is considered unlawful or improper, the Proper Officer shall consult
with the Chair of the forthcoming meeting, or the Councillors that have convened the meeting, to consider whether the
motion shall be included or rejected.
d) Subject to Standing Order above, the decision of the Proper Officer as to whether or not to include the motion on the
agenda shall be final.
e) The following motions may be moved at a meeting without written notice to the Proper Officer;

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

ii. to approve the absences of Councillors;

iii. to approve the accuracy of the minutes of the previous meeting;

iv. to dispose of any business remaining from the last meeting;

v. to alter the order of business on the agenda;

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

vii. to close or adjourn debate;

viii. to move to a vote;

ix. to defer consideration of a motion;

X. to require a written report;

xi. to extend the time limits for speaking;

xii. to exclude the press, public and non-committee Councillors for all or part of a meeting;

xiii. to silence or exclude from the meeting a Councillor or a member of the public for disorderly conduct;

xiv. to temporarily suspend the meeting;

xv. to suspend any Standing Order except those which are mandatory by law;

Xvi. to appoint representatives to outside bodies and to make arrangements for those representatives to report

back;

xvii. to adjourn the meeting;

xviii. to close a meeting.
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6. Rules of debate at meetings

a) A motion shall not be considered unless it has been proposed and seconded.
b) Motions must be clear and concise.
c¢) The Chair shall decide the order in which amendments are considered and dealt with.
d) Only one amendment shall be moved at a time.
e) The mover of a motion or the mover of an amendment shall have the right of reply.
f) During the debate of a motion, a Councillor may interrupt only on a point of order or if the Chair asks for an
explanation. 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 identify any irregularity.
g) A point of order shall be decided by the Chair and their decision shall be final.
h) The Chair shall be satisfied that a motion has been sufficiently debated before it is put to a vote.
i) When a motion is under debate no other motion shall be moved except:

i. To amend the motion;

ii. To proceed to the next business;

iii. To adjourn the debate;

iv. To put the motion to a vote;

v. To ask a person to be silent or for them to leave the meeting;

vi. To exclude the public, press and non-committee Councillors;

vii. To adjourn the meeting;

viii. To suspend any Standing Order, except those which are mandatory.
j) If the Chair stands up during a meeting all discussion and debate shall cease.

7. Code of Conduct and Dispensations

a) All Councillors and non-Councillors with voting rights shall observe the code of conduct adopted by the Council on
May 15% 2023. All Councillors and Working Group members will adhere to the 7 Nolan Principles as outlined under
section 29.

EXPLANATION OF PECUNIARY INTEREST TAKEN FROM CODE OF CONDUCT
Disclosable Pecuniary Interests
7. The interests you must register are:
7.1 Those disclosable pecuniary interests defined by the Regulations, namely:
(a) Employment - any employment, office, trade, profession or vocation carried on for profit or gain by you or a relevant
person;
(b) Sponsorship - any payment or provision of any other financial benefit (other than from the Council) made or provided
within the relevant period in respect of any expenses incurred in carrying out your duties as a Member, or towards your
expenses, including any payment or financial benefit from a trade union within the meaning of the Trade Union and Labour
Relations (Consolidation) Act 1992;
(c) Contracts - any contract which is made between you or, so far as you are aware, a relevant person (as defined at
Paragraph 2 above) (or a body in which the relevant person has a beneficial interest) and the Council:
(1) under which goods or services are to be provided or works are to be executed; and
(2) which has not been fully discharged
(d) Land - any beneficial interest in land held by you, or so far as you are aware, a relevant person, which is within the area
of the Council;
(e) Licence - any licence (alone or jointly with others) to occupy land held by you, or so far as you are aware, a relevant
person in the area of the Council which will last for a month or longer
(f) Corporate Tenancies -any tenancy where (to your knowledge):
(1) the landlord is the Council; and
(2) the tenant is a body in which you or, so far as you are aware, a relevant person has a beneficial interest.
(g) Securities - any beneficial interest that you or, so far as you are aware, a relevant person has in securities of a body
where:
(1) that body (to your knowledge) has a place of business or land in the area of the Council and
(2) either:
(a) the total nominal value of the securities exceeds £25,000 or one hundredth of the total issued share capital of that
body; or
(b) if the share capital of that body is of more than one class, the total nominal value of the shares of any one class in
which the relevant person has a beneficial interest exceeds one hundredth of the total issued share capital of that class.
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b) 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.
c) 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.
d) Dispensation requests shall be in writing and submitted to the Proper Officer as soon as possible before the
meeting, or failing that, at the start of the meeting for which the dispensation is required.
e) A decision as to whether to grant a dispensation shall be made by a meeting of the Council, or committee or sub-
committee for which the dispensation is required and that decision is final.
f) A dispensation request shall confirm:
i. the description and the nature of the disclosable pecuniary interest or other interest to which the request for the
dispensation relates;
ii. whether the dispensation is required to participate at a meeting in a discussion only or a discussion and a vote;
iii. the date of the meeting or the period (not exceeding four years) for which the dispensation is sought; and
iv. an explanation as to why the dispensation is sought.
g) Subject to standing orders 7(d) and (f), a dispensation request 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] OR [at the beginning
of the meeting of the Council, or committee or sub-committee for which the dispensation is required].
h) A dispensation may be granted in accordance with Standing Order 7(e) 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.

8. Disorderly Conduct
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 be excluded from the meeting. The motion, if
seconded, shall be put to the vote without discussion.
c) If a resolution made in accordance with Standing Order 8(b) is ignored, the Chair may take further reasonable steps to
restore order or to progress the meeting. This may include temporarily suspending or closing the meeting.

9. Minutes
a) Minutes, including any amendment to correct their accuracy shall be confirmed by resolution at the subsequent
Council meeting.
b) A motion to correct an inaccuracy can be moved and agreed amendments shall be made to the final minutes.
c) 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 accessible and free of charge not later than one month after the meeting
has taken place.

10. Voting on appointments
a) Where two or more persons have been nominated for a position by the Council and none of those persons has an
absolute majority of votes in their favour, the person having the least number of votes shall be struck off the list and a
fresh vote taken.
b) This process shall continue until a majority of votes is given in favour of one person. Any tie may be settled by the
Chair’s casting vote.

11. 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 3 Councillors to be given to the Proper Officer.
b) When a motion moved pursuant to Standing Order 11(a) above has been disposed of, no similar motion may be
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moved within a further six months.

12. Management of Information including handling confidential or sensitive 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.
e) Councillors and staff will not disclose information given to them in confidence, or which they believe or ought to be
aware, is of a confidential nature. Any confidential papers issued should be returned to the Clerk at the end of each
meeting for appropriate disposal.

13. Proper Officer
a) The Council shall appoint a Proper Officer who shall be the Town Clerk. The management team will undertake the
work of the Proper Officer when the Proper Officer is absent.
b) The Proper Officer shall:
i. give public notice of the time, date, venue and agenda at least three working clear days before a meeting of the
Council or a meeting of a committee or subcommittee (provided that the public notice with agenda of an
extraordinary meeting of the Council convened by Councillors is signed by them);
ii. serve on councillors by delivery or post at their residences or by email authenticated in such manner as the
Proper Officer thinks fit, a sighed summons confirming the time, place and the agenda (provided the councillor
has consented to service by email),
iii. convene a meeting of Council for the election of a new Chair of the Council, occasioned by a casual vacancy in
their office;
iv. attend Council meetings OR delegate to the a member of the management team;
v. make the minutes of meetings available for inspection by the public;
vi. receive and retain copies of byelaws made by other local authorities;
vii. receive and retain declarations of acceptance of office forms from Councillors;
viii. process all requests made under the Freedom of Information Act 2000 and General Data Protection Regulation;
ix. receive and send general correspondence and notices on behalf of the Council except where there is a resolution
to the contrary;
X. manage the organisation, storage of, access to and destruction of information held by the Council in paper and
electronic form;
xi. arrange for legal deeds to be executed;
Xii. arrange authorisation, approval, and instruction regarding any payments to be made by the Council in
accordance with the Council’s financial regulations;
xiv. have overall managerial responsibility for the organisation, including staff;
xv. implement the decisions of the Council via delegated authority;
xvi. provide objective, professional and lawful advice on all matters within the statutory powers of the Council,
including matters exercised under the General Power of Competence.

14. Financial Matters
The Council shall appoint the Proper Officer to be the Responsible Financial Officer. The Finance and HR Manager shall
undertake the work of the Responsible Financial Officer when the Responsible Financial Officer is absent.
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
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from the internal auditor, which shall be required at least annually; and
iv. the inspection and copying by Councillors and local electors of the Council’s accounts and/or orders of payments.
b) Financial regulations shall be reviewed regularly and at least every 2 years for fitness of purpose (Appendix B).

15. 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.  theinspection 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 [60,000] due to special circumstances are exempt from a
tendering process or procurement exercise.

b) Financial regulations shall be reviewed regularly and at least annually for fitness of purpose.
c) 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. tenders are to be submitted in writing in a sealed marked envelope addressed to the Proper Officer or
electronically by email to the Proper Officer;

iv. 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;

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

d) Neither the Council, nor a committee or a sub-committee with delegated responsibility for considering tenders, is
bound to accept the lowest value tender.

e) Where the value of a contract is likely to exceed the threshold specified by the Office of Government Commerce
from time to time, the Council must consider whether the Public Contracts Regulations 2015 or the Utilities Contracts
Regulations 2016 apply to the contract and, if either of those Regulations apply, the Council must comply with
procurement rules. NALC’s procurement guidance contains further details.

16. 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 (England).
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) As soon as possible after the financial year end at 31 March, the Responsible Financial Officer shall provide:
i. The Council Matters Committee with a budget spreadsheet summarising the Council’s receipts and payments for the
last 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.
f) 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.

17. Annual budget and precept
a) At least one community participatory budget process (event/survey) will take place per Council term (i.e. once every
four years) prior to the annual budget setting by the Council.
b) The Council shall approve a budget for the coming financial year before the end of January and instruct the
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Responsible Financial Officer to submit the precept demand to the District Council.

18. Execution and sealing of legal deeds
a) A legal deed shall not be executed on behalf of the Council unless authorised by a resolution.
b) Subject to standing order 18(a) above, any two Councillors may sign, on behalf of the Council, any deed required by
law and the Proper Officer shall witness their signatures.

19. Allegations of Breaches of the Code of Conduct
a) Upon notification by the Principal 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.
b) Where that notification relates to a complaint made by the Town Clerk, the Governance and Projects Manager will
assume the duties of the Town Clerk in relation to the complaint.
c) Where a notification relates to a complaint made by an employee (not being the Town Clerk), the Town Clerk will
ensure that the employee in question does not deal with any aspect of the complaint.
d) The subject matter of notifications will be confidential.

20. Handling staff matters
a) A matter personal to a member of staff that is being considered by a meeting of Council OR the Council Matters
Committee is subject to Standing Order 12 above.
b) In relation to matters of staff absence and sickness all staff will conform to the Absence Management Policy adopted
in July 2021. In the case of the Town Clerk (Proper Officer) being absent the Chair of the Council and a Councillor of the
Proper Officers preference will undertake the management role and report back to the Council Matters Personnel Sub
Committee.
¢) The Chair of the Council and a Councillor of the Proper Officers preference shall conduct a review of the performance
and annual appraisal of the work of the Proper Officer.
d) Subject to the Council’s policy regarding the handling of grievance matters, the Council’s most senior employee shall
contact the Chair of the Council or in their absence, the Deputy Chair of the Council in respect of an informal or formal
grievance matter, and this matter shall be reported back and progressed by the Council Matters Committee.
e) Subject to the Council’s policy regarding the handling of grievance matters, if an informal or formal grievance matter
raised by the Proper Officer relates to the Chair or Deputy Chair of the Town Council, this shall be communicated to
another member of the Council Matters Committee which shall be reported back and progressed by resolution of the
Council Matters committee OR the Town Council.
f) Any persons responsible for all or part of the management of staff shall treat the written records of all meetings
relating to their performance, capabilities, grievance or disciplinary matters as confidential and secure.
g) The Council shall keep all written records relating to employees secure.
h) Only persons with line management responsibilities shall have access to staff records referred to in Standing Orders
20(f) and (g) above if so justified.
i) Access and means of access to records of employment referred to in Standing Orders 20(f) and (g) above shall be
provided only to the Clerk and the Finance and HR Manager.

21. 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.
b) The Council shall publish information in accordance with the requirements of the Local Government (Transparency
Requirements) (England) Regulations 2015.

22. Responsibilities under Data Protection Legislation
a) The Council shall have policies and procedures in place to respond to an individual exercising statutory rights
concerning their personal data.
b) The Council shall have a written policy in place for responding to and managing a personal data breach.
c) 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.
d) 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.
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e) The Council shall maintain a written record of its processing activities.

23. Restrictions on Councillor activities
a) No individual Councillor will, in the name or on behalf of the Council, a committee or a sub-committee:
i. inspect any land and/or premises which the Council has a right or duty to inspect; or
ii. make decision or issue orders, instructions or directions.

24. 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 3 Councillors to
be given to the Proper Officer in accordance with Standing Order 9 above or by recommendation of the Town Clerk in
relation to national best practice, to be considered by Full Council.
c) The Proper Officer shall provide a copy of the Council’s Standing Orders to a Councillor as soon as possible after they
have 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.

25. Matters that must be Resolved only by Council
a) These include:
i. Agreeing the Strategic Plan, the annual work programme, and the annual budget
ii. Setting the precept demand
iii. Borrowing money
iv. Approving the end of year Accounts and approving submission of the Annual Return to the External Auditors

26. Committee Terms of Reference
26.1 Council Matters Committee
1. Authority
The Council Matters Committee is a Principal Committee of the Town Council and its membership is appointed by the
Town Council annually. The Committee’s remit is defined and agreed by the Full Council. These powers will be exercised
in accordance with any policy adopted or directions given by the Town Council and subject to the Council’s Standing
Orders, Standing Orders on Contracts and Financial and Administrative Regulations and Personnel Policies. Meetings of
the Council Matters Committee will be held monthly.
A Personnel Sub-Committee will be formed, consisting of the Chair and 3/4 other elected members of the standing
committee and will meet only when needed. For example; staffing appeals committee. The quorum of this committee
will be a third of the agreed membership.
2. Membership
The Committee will consist of no fewer than 6 elected Town Councillors and a maximum of 8, and its membership and
the Chair will be elected by the Full Council annually. Both the Chair and Committee members will be re-elected each
year in March/April. A Deputy Chair can be elected by the committee to fulfil the role of the Chair in their absence (if
both are absent then any elected member can take the chair by agreement of the committee).
The quorum will be a minimum of a third of the elected committee membership (not less than three).
3. Remit
The Council Matters Committee will act as the Scrutiny Committee of the Council, monitoring the operational, civic,
administrative, staffing and financial responsibilities as well as the assets of the Council. The day to day management of
Council matters rests with the Town Clerk. The Council Matters Committee will be responsible for initiating, developing
and monitoring any policies required for the Town Council to carry out its functions.
The Committee will be responsible (and have delegated authority) for all staff appointments; annual appraisal; training
and development; the setting of staff salaries, hours of work and all matters relating to their individual contracts;
sickness and staff welfare issues; and grievance and disciplinary matters.
The Committee must ensure that matters relating to the personal matters of staff are not published and that all staff
records are held securely.
The Committee will consider actions related to expenditure from the notes of the Strategy Delivery Working Groups as
required.
4. Operating Principles
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The Council Matters Committee will meet monthly to accept reports, raise issues and act as a conduit to the Full Council
on all of its responsibilities.
The Committee will be able to recommend the creation of subcommittees which need to be constituted to aid the
work of the Committee. Membership of the subcommittee would come from the membership of the Council Matters
Committee. However, it is envisaged that most work will be done by the Committee itself, as it is from the Committee
that recommendations to Full Council need to emerge.
The Committee may, of course, ask individual members to undertake any work which needs to be undertaken in
relation to the workings of the committee e.g. developing a proposal, implementing tasks, working with the Clerk etc.
The Council Matters Committee may also recommend establishing Working Groups to undertake specific tasks within
the responsibilities of the Committee (or across committee responsibilities) as defined within Standing Orders. Working
groups are constituted with fixed terms of reference, and are time limited to the Council year they are constituted in.
If they are to continue they will need to be reconstituted. Working groups may include Councillors not on the Council
Matters Committee and members of the public, and their membership will be agreed at Full Council. They may be a
task and finish group, or have a broader remit e.g. cemetery.

All committees, subcommittees and working groups are subject to the Town Council Standing Orders. The quorum for
subcommittees and working groups would be a third of the agreed membership (not less than 3 Councillors present).
Prior to the commencement of the Committee meeting members of the public will have the opportunity to speak to the
Committee, as defined within Standing Orders. With the agreement of the Committee, the Chair may suspend Standing
Orders, if appropriate, to enable any interested parties to speak on a particular issue during the meeting.

5. Delegated Powers

The Council Matters Committee may approve the income and expenditure of the Council on behalf of the Council,
within the remit of existing agreed Town Council financial regulations.

The Council Matters Committee has delegated powers to act on behalf of the Council in all matters relating to staff
appraisals, staff appointments, staff grievances, the setting of staff salary scales and staff training.

6. Records of Proceedings

Written minutes will be taken to record the Committee’s deliberations and decisions. They will be received at the next
Full Council meeting. Formal adoption of minutes and any matters arising would be brought up at the next Council
Matters Committee meeting.

The minutes of any subcommittee will be included into the Council Matters Committee minutes to inform Council of the
workings of that subcommittee. Working groups are not required to publish minutes, but are expected to prepare a
report for consideration by the Council Matters Committee on completion of their work, and may choose to prepare
interim reports if they wish.

Full Council minutes will be agreed and signed at the following Full Council meeting, and minutes of committees will be
noted.

7. Administrative Support

The Town Clerk will be or will nominate an officer to be responsible for the support and administrative duties of that
Committee.

26.2 Town Matters Committee

1. Authority

The Town Matters Committee is a Principal Committee of the Town Council and its membership is appointed by the
Town Council annually. The Committee’s remit is defined and agreed by the Full Council. These powers will be exercised
in accordance with any policy adopted or directions given by the Town Council and subject to the Council’s Standing
Orders, Standing Orders on Contracts and Financial and Administrative Regulations and Personnel Policies.

Meetings of the Town Matters Committee will be held every other month (where possible) on a set date.

2. Membership

The Committee will consist of no fewer than 6 elected Town Councillors, and a maximum of 10 and its membership and
the Chair will be elected by the Full Council annually. Both the Chair and Committee members will be re-elected each
year in March/April. A Deputy Chair can be elected by the Committee to fulfil the role of the Chair in their absence (if
both are absent then any elected member can take the chair by agreement of the committee).

The quorum will be a minimum of a third of the elected committee membership (not less than three).

3. Remit

The Town Matters Committee will consider on behalf of the Town Council any matters, excluding the physical nature of
the town, and anything concerning the quality of life of people who live, work in or visit the town. This will include:

e The welfare of the elderly and vulnerable.
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e Enrichment for children and young people

e Provision of social, leisure, sporting and recreational facilities.

e Provision of adult education, cultural and library services.

e Employment Strategy.

e Tourism Development.

e Crime and anti-social behaviour.

e (Climate Emergency.

e Community Arts.

The Committee will consider non-expenditure actions from the notes of the Strategy Delivery Working Groups. n.b.
where these areas overlap with services provided by the Town Council e.g. the Civic Hall, the Council Matters
Committee will deal with the issue.

4. Operating Principles

The Town Matters Committee will meet every two months to consider any significant issues in relation to its remit. The
Town Matters Committee may consider any matter referred to it by a member of the public. The Committee will work in
partnership with relevant organisations in the town and where necessary will seek to provide leadership or coordination
for the activities of individuals or organisations involved in quality of life issues. In issues in conjunction with outside
groups and with a Council mandate it can act in an advocacy capacity to support specific issues.

The Committee may, of course, ask individual members to undertake any work which needs to be undertaken in
relation to the workings of the Committee e.g. developing a proposal, implementing tasks, working with the Clerk
etc.

The Town Matters Committee will also be able to recommend the creation of Working Groups to undertake specific
tasks within the responsibility of the Committee (or across Committee responsibilities) as defined within Standing
Orders. Working groups are constituted with fixed terms of reference and are time limited to the Council year they
are constituted in. If they are to continue they will need to be reconstituted. Working groups may include Councillors
not on the Committee and members of the public, and their membership will be agreed at Full Council.

All committees, subcommittees and working groups are subject to the Town Council Standing Orders. The quorum for
subcommittees and working groups would be 50% of the membership and in no case less than 3 Councillors present.
Prior to the commencement of the Committee meeting members of the public will have the opportunity to speak to the
Committee, as defined within Standing Orders. With the agreement of the Committee, the Chair may, during the
Committee meeting suspend Standing Orders, if appropriate, to enable any interested parties to speak on a particular
issue during the meeting.

5. Delegated Powers

The Committee does not have delegated authority, and will be expected to make recommendations to Full Council for
consideration.

6. Records of Proceedings

Written minutes will be taken to record the Committee’s deliberations and decisions, will be received at the next Full
Council meeting. Formal adoption of minutes and any matters arising will be brought up at the next Town Matters
Committee meeting.

The minutes of any subcommittee will be included into the Town Matters Committee minutes to inform Full Council of
the workings of that subcommittee. Working groups are not required to publish minutes, but are expected to prepare a
report for consideration by the Town Matters Committee on completion of their work, and may choose to prepare
interim reports if they wish.

7. Administrative Support

The Governance and Projects Manager be responsible for the support and administrative duties of that Committee.

26.3 Planning Committee

1. Authority

The Planning Committee is a Principal Committee of the Town Council and its membership is appointed by the Town
Council annually. The Committee’s remit is defined and agreed by the Full Council. These powers will be exercised in
accordance with any policy adopted or directions given by the Town Council and subject to the Council’s Standing
Orders, Standing Orders on Contracts and Financial and Administrative Regulations and Personnel Policies.
Meetings of the Planning Committee will be held every month to allow any urgent planning applications to be
considered by Full Council.

2. Membership
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The Committee will consist of no fewer than 6 elected Town Councillors, and a maximum of 10 and its membership and
the Chair will be elected by the Full Council annually. Both the Chair and Committee members will be re-elected each
year in March/April. A Deputy Chair can be elected by the Committee to fulfil the role of the Chair in their absence (if
both are absent then any elected member can take the chair by agreement of the committee).

The quorum will be a minimum of a third of the elected committee membership (not less than three).

All Planning Committee Councillors will undertake DALC training ‘Responding to Planning Applications’ within 2 months
of joining the Committee.

3. Remit

The Planning Committee will consider on behalf of the Town Council any matters, including the physical nature of the
town, and anything concerning the quality of life of people who live, work in or visit the town. This will include:

e Planning applications, tree orders, licensing applications etc

e Traffic and Transport.

Housing.

Neighbourhood Plan review and inputs to Joint Local Plan review.

n.b. Where these areas overlap with services provided by the Town Council e.g. the Civic Hall, the Council Matters
Committee will deal with the issue.

4. Operating Principles

The Planning Committee will meet every month to consider any significant issues in relation to its remit e.g. planning.
The Planning Committee will consider all but only matters referred to it by the Full Council by letter evidence. The
Planning Committee may consider any matter referred to it by a member of the public. The Committee will work in
partnership with relevant organisations in the town and where necessary will seek to provide leadership or coordination
for the activities of individuals or organisations involved in quality of life issues. In issues in conjunction with outside
groups and with a Council mandate it can act in an advocacy capacity to support specific issues.

The Committee may, of course, ask individual members to undertake any work which needs to be undertaken in
relation to the workings of the Committee e.g. developing a proposal, implementing tasks, working with the Clerk
etc.

The Planning Committee will also be able to recommend the creation of Working Groups to undertake specific tasks
within the responsibility of the Committee (or across Committee responsibilities) as defined within Standing Orders.
Working groups are constituted with fixed terms of reference and are time limited to the Council year they are
constituted in. If they are to continue they will need to be reconstituted. Working groups may include Councillors not
on the Committee and members of the public, and their membership will be agreed at Full Council.

All committees, subcommittees and working groups are subject to the Town Council Standing Orders. The quorum for
subcommittees and working groups would be one third of the agreed membership and in no case less than 3
Councillors.

Prior to the commencement of the Committee meeting members of the public will have the opportunity to speak to the
Committee, as defined within Standing Orders. With the agreement of the Committee, the Chair may, during the
Committee meeting suspend Standing Orders, if appropriate, to enable any interested parties to speak on a particular
issue during the meeting.

5. Delegated Powers

The Planning Committee has full delegated powers to make a Council decision regarding representations to South
Hams District Council or other appropriate bodies on all planning applications in the town re Standing Orders, unless
the Committee decides, following Council guidelines, that the application should be passed to Full Council due to its
size, controversial nature or potential effect on local people.
The Committee may also comment on behalf of the Town Council on licenses or street naming if requested to do so.
On all other aspects of its activity, the Committee does not have delegated authority, and will be expected to make
recommendations to Full Council for consideration.

6. Records of Proceedings

Written minutes will be taken to record the Committee’s deliberations and decisions, will be received at the next Full
Council meeting. Formal adoption of minutes and any matters arising would be brought up at the next Planning
Committee meeting.
The minutes of any subcommittee will be included into the Planning Committee minutes to inform Full Council of the
workings of that subcommittee. Working groups are not required to publish minutes, but are expected to prepare a
report for consideration by the Planning Committee on completion of their work, and may choose to prepare interim
reports if they wish.

7. Administrative Support
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The Governance and Projects Manager be responsible for the support and administrative duties of that Committee.

27. Terms of Reference for Link Councillors
1. Link Councillors
The Town Council seeks to appoint Link Councillors annually. It is open to any Councillor to put themselves forward to
be elected to a link Councillor role or to propose new areas of interest. The areas currently are:

Business and Employment Arts

Cultural Links Traffic and Transport

Elderly and Vulnerable People Environment, Sustainability and Air Quality
Young People/Youth Open Space, Sports Provision and Leisure
Heritage Disability

Links on outside bodies

TADPOOL Caring Town
Totnes Allotments Association Network of Wellbeing
Vire Twinning Association Bridgetown Alive
Totnes Municipal Charities Friends of Totnes Museum
KEVICC Foundation Governors Daisy and Rainbow Childcare
Parish Paths Partnership Inclusive Totnes
Totnes Hospital League of Friends Police and Crime Commissioner Advocate
Devon Association of Local Councils Committee Totnes Community Builders
Dart Harbour Community Group Devon Countryside Forum
Totnes Chamber of Commerce Rural Services Network
Totnes Fairtrade Friends of Salfit
Museum Trust TQ9 Partnership
Stepping Stones Schools Engagement

2. Aims

The Town Council created these roles in order to provide nominated Councillors who can:
a) develop particular knowledge about each key area;
b) liaise with groups in the town with relevant interests to be aware of current issues and activity;
c) take up particular cases for individuals with an issue in their remit;
d) develop relationships with relevant service providers;
e) take information and views from the Town Council back to the groups;
f) take matters for consideration back to Full Council via a motion or report.

28. Terms of Reference for the Strategy Delivery Working Groups
Strategy DeliveryWorking Groups: Community; Devolution; Economy; and Environment and Public Realm
Purpose: Each Working Group’s role is to discuss the detail, prioritise and deliver the objectives as set out in the
Council’s Strategic Plan under the three themes of: community; devolution; economy; and environment and public
realm.
There is a budget allocation foreach Working Group to allocate. However, the budget allocation will be held by the
Council Matters Committee who will consider recommendations from the Working Group. The working group does not
have any delegated authority but is a way of discussing issues and projects informally and including members of the
community when relevant.
Membership: The community, economy and environment and public realm Working Groups will be made up of a
minimum of three Councillors and a maximum of eight Councillors with powers to co-opt as required other Councillors
and/or named members of the community (with relevant experience) on a non-voting basis who must agree to abide by
the Town Council Code of Conduct. A Chair and Deputy will be elected.
The Devolution Working Group will be made up of the Mayor, Deputy Mayor, Chairs of Committee and two members.
Quorum: Three Councillors.
Power: Local Government Act 1972, section 145.
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Delegated Authority: no delegated authority, recommendations to the Town Matters Committee, or Council Matters
Committee where it concerns a budgetary matter, for consideration.

1. Terms

1.1 The Council’s Standing Orders apply to all meetings of the Working Group.

1.2 The Working Group shall be appointed on an annual basis at the Annual Meeting of the Town Council.

1.3 The first order of business of the first meeting of the Working Group after its annual appointment will be to
elect a Chair.

1.4 The Mayor and Deputy Mayor of the Council shall be ex-officio, non-voting members of the Working Group.
1.5 The Working Group will meet bi-monthly or as required, in person or as a hybrid meeting as required.

1.6 Meetings shall not be open to the public, but it is the intention of members to liaise and involve relevant
members of the community as required.

1.7 The Working Group will be allocated an officer whose role will be to act as a link, particularly with the Chair.
The link officer will attend the Working Group meetings on an as required basis.

1.8 Brief bullet points of actions will be required for Committee discussion and forming recommendations/making
decisions

2. Responsibilities
2.1 To prioritise the objectives set out in the Strategic Plan which aim to support and improve the social, economic,
environment quality, and cultural life of the town for the benefit of its residents, businesses and visitors.

2.2 To deliver the objectives of the Strategic Plan, including providing details on how these objectives will be
investigated or taken forward.
2.3 To consider the matter of local government reform and devolution on the Town Council and the impact that

such changes may have on its operation, the town and wider community.

29. Terms of Reference for Advisory Bodies (Forums)
Advisory:
There is currently one group operating as an advisory body to the Town Council. This is:
e The Traffic and Transport Forum, which reports through the Planning Committee
The forum has developed its own Terms of Reference which indicate why it exists and how it wishes to operate. These
Terms of Reference do not wish to cut across those stated aims, and are written solely to clarify the nature of the
relationship with the Town Council, to whom each acts as an advisory body only.
1. The Town Council will nominate at least one Councillor to act as a link point with each forum.
2. The Council will seek the views of its advisory body on all matter of relevance to them.
3. Where an issue needs further consideration, the Town Council could request consideration of the issue by the forum.
Or the Council could set up a working group, asking the forum if they would nominate members to join with the Council
on the working group to consider the relevant issues.
4. It must be noted that ultimately responsibility lies with Councillors, and they may not always choose to take the
advice of the forum.
5. The Town Council values the forum members. It will encourage people from across the town to join the Forum, as the
recognised place for members of the community to air their detailed concerns and become involved on matters of
relevance to the forum. A Forum may establish a smaller Steering Group drawn from the community which meets on a
monthly basis (as required) to progress work, with the wider public Forum meetings held on a quarterly basis. In return
it expects the Forums to:
e Regularly promote their meetings and seek to encourage individuals and community groups to join them, in order to
make them as representative as possible.
e Achieve transparency and openness by holding open meetings, publicising the agenda and reporting on their
activity.
e Recognise the right of any individual or organisation to operate unilaterally, respecting everyone’s opinions.

30. Terms of Reference for the Mayor and Deputy Mayor
The Mayor should provide a visible and strong presence in the town representing the Town and the Council. The Mayor
should act within their role as a way for the Town Council to engage with the community as agreed by the Council and set
out within Town Council policies and procedures. They act as an independent advocate for both Totnes and the Council
on all occasions both within and outside of the Town.
The Mayor’s role in all Civic events is to act as the senior public face of the Town/Council, representing its continuity and
heritage and using the dress and regalia of the Town Mayor when appropriate. They are expected to attend events.
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In undertaking the role of community leader the Mayor should help to develop partnerships with all sectors of the
community for the benefit of Totnes. In achieving this they will reflect policies and recommendations of the Council in an
independent manner, to further the interests of Totnes.

As Chair of the Council the Mayor fulfils both the statutory responsibilities of the Chair of the Council and the specific
responsibilities of the role as directed by the Council within its Standing Orders. Their principal role is to preside at
meetings of the Town Council:

a) To determine that the meeting is properly constituted and that a quorum is present;

b) To inform themself as to the business and objects of the meeting;

c) To preserve order in the conduct of those present;

d) To confine discussion within the scope of the meeting and reasonable limits to time;

e) To decide whether proposed motions and amendments are in order;

f)  To formulate for discussion and decision questions which have been moved for the consideration of the meeting;

g) To decide points of order and other incidental questions which require decision at the time;

h) To ascertain the sense of the meeting by:

e putting relevant questions to the meeting and taking the vote thereon (and if so minded giving a casting vote);

. declaring the result

. To approve the draft of the minutes or other record of proceedings (with the consent of the meeting);

k) To adjourn the meeting when circumstances justify or require that course; and

I) To declare the meeting closed when its business has been completed.

Additionally, together with the Committee Chairs, all Councillors and the Town Clerk, the Mayor through the Council
committee meetings who report to Full Council, will oversee the effective management of all the resources of the Town
Council, to deliver services to achieve the greatest benefit for the residents and businesses, including support for health
and wellbeing, infrastructure, heritage and the economy of the town.

In undertaking the role of the Mayor they will receive support in their Civic role and in communications by the
Administrator. In their statutory and non-civic role, the Mayor will be supported by the Clerk, including through regular
one-to-one meetings.

The policy in relation to Mayoral expenditure is attached as Appendix D.

31. Operational Support Group
The Operational Support Group (previously Mayors and Chairs) will consist of the Clerk, Chair of the Council, Deputy
Chair of the Council and Chairs of Town Matters, Council Matters and Planning.
The group will meet as required by the Clerk. These meetings are not open to the public. The Clerk will also liaise
directly on a one to one with the Mayor and/or Chairs of Committees on individual operational issues if required.
The quorum for this group will be half of the agreed membership and in no case less than 3.
This is an informal meeting to discuss current and upcoming issues within and impacting the Town Council and to review
agenda items for consideration. This group is advisory only and does not have delegated authority to make decisions.

32. Nolan Principles
All Councillors will adhere to the 7 principles of public life:
1. Selflessness
Holders of public office should act solely in terms of the public interest.
2. Integrity
Holders of public office must avoid placing themselves under any obligation to people or organisations that might try
inappropriately to influence them in their work. They should not act or take decisions in order to gain financial or other
material benefits for themselves, their family, or their friends. They must declare and resolve any interests and
relationships.
3. Objectivity
Holders of public office must act and take decisions impartially, fairly and on merit, using the best evidence and without
discrimination or bias.
4. Accountability
Holders of public office are accountable to the public for their decisions and actions and must submit themselves to the
scrutiny necessary to ensure this.
5. Openness
Holders of public office should act and take decisions in an open and transparent manner. Information should not be
withheld from the public unless there are clear and lawful reasons for so doing.
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6. Honesty

Holders of public office should be truthful.

7. Leadership

Holders of public office should exhibit these principles in their own behaviour. They should actively promote and
robustly support the principles and be willing to challenge poor behaviour wherever it occurs.
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Annex A

TOTNES TOWN COUNCIL SCHEME OF DELEGATION
Adopted: October 2024
Review date: May 2026

Introduction

This Scheme of Delegation operates within the Council’s statutory powers and, where adopted, the General
Power of Competence. Delegations to the Town Clerk (Proper Officer) are made recognising the Clerk’s
professional qualification (CiLCA) and responsibility to act lawfully, proportionately and in the best interests of
the Council.

1. THE POWER TO DELEGATE

1.1 The power to delegate function by local councils is set out in the Local Government Act 1972 S.101 as
follows:
a. that a council may delegate its powers (except those incapable of delegation) to a committee or an
officer (not a working group, forum or individual councillor).
a committee may delegate its powers to an officer.
c. the delegating body may exercise Powers that have been delegated (i.e. Full Council).

1.2 Any delegation to a Committee or the Proper Officer shall be exercised in compliance with the Council’s
Standing Orders, any other policies or conditions imposed by the Council and within the law.

1.3 The Proper Officer may nominate another named Officer to carry out any powers and duties which have
been delegated to that Officer.

1.4 Where officers are contemplating any action under delegated powers which is likely to have a significant
impact in a particular area, they should also consult the Members and must ensure that they obtain
appropriate legal, financial, and other specialist advice before action is taken.

2. FINANCIAL REGULATIONS (EXCERPT)

2.1 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:

a. the Council for all items over £10,000;

b. the Council Matters Committee for items over £5,000; or

28



c. the Clerk/RFO for any items below £5,000.

d. members of the management team for specific budget lines as decided by the Clerk/RFO for any items
below £1000.

e. The Town Maintenance Officer for the TMO Tools & Consumables budget up to £100 excluding VAT.

3. DELEGATION TO OFFICERS

3.1 The following matters are delegated to the Council’s Officers to make decisions on behalf of the Council.
These decisions must be exercised in accordance with the law, the Council’s Standing Orders and Financial
Regulations and any approved policy framework and budget.

3.2 The Council may at any time, following resolution, revoke any delegated authority.

3.3 Officers may decide not to exercise delegated responsibilities and may instead make a recommendation
to a Committee or the Council. Similarly, where Officers have no delegated power to make a decision, they
report the matter to Committee or the Council for a decision.

Responsible Financial Officer (currently Town Clerk)
3.4 The Responsible Financial Officer to the Council shall be responsible for the Town Council’s accounting
procedures in accordance with the Accounts and Audit Regulations in force at any given time.

Proper Officer (Town Clerk)

3.5 The Town Clerk shall be the Proper Officer of the Council and as such is specifically authorised to:
To receive Declarations of Acceptance of Office.

To receive and record notices disclosing personal and prejudicial interests.
To receive and record notices of requests for dispensations.

To receive and retain plans and documents.

To sign notices or other documents on behalf of the Council.

To receive copies of by-laws made by the local authority.

To certify copies of by-laws made by the Council.

To sign summonses to attend meetings of the Council.

To arrange insurance.
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3.6 In addition, the Town Clerk has the delegated authority to undertake the following matters on behalf of
the Council:
a. The day-to-day operation of services, together with routine inspection and control.
b. Day-to-day supervision and control of all staff employed by the Council.
c. The day-to-day administration and oversight for organised events and activities.
d. Authorisation of routine expenditure within the agreed budget (up to £5,000 unless otherwise
resolved by Council).
f. Emergency expenditure up to £10,000 5,800 outside the agreed budget (see Financial Regulations).
g. Matters and increased expenditure specifically delegated by Council or Committee.
h. Payment of authorised continuing contracts, including but not limited to monthly salary payments.

3.7 The Town Clerk may, in cases of urgency where delay would be prejudicial to the Council’s interests, take
decisions and incur expenditure within delegated limits under the General Power of Competence, reporting
such action to the next appropriate meeting.

4. FULL COUNCIL

4.1 The following matters are reserved to the Council for decision, notwithstanding that the appropriate
Committee(s) may make recommendations for the Council’s consideration:
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Approval of the budget.
Setting the precept.
Approval of the Annual Return and Audit of Accounts.
Agreement to write off bad debts.
Approval by resolution, before payment, of any grant or single commitment in excess of £10,000.
Authorisation as to terms and purpose for any application for Borrowing Approval and subsequent
arrangements for the loan.
g. Approval of any financial arrangement which does not require formal borrowing approval from the
Secretary of State (eg hire purchase or leasing of tangible assets).
h. Approval of purchase, acquisition by other means, sale, lease or disposal of tangible moveable
property £10,000 or over.
i. Approval of purchase, acquisition by other means, lease, sale or disposal of real property (interests in
land).
j. Approval of changes in earmarked reserves as part of the budgetary process.
Making, amending or revoking Standing Orders, Financial Regulations or this Scheme of Delegation.
Making, amending or revoking by-laws.
. Making of orders under any statutory powers.
Matters of principle or policy.
Appointment of Standing Committees.
Appointing Council Representatives to outside bodies.
Confirming the appointment of the Proper Officer (Town Clerk) — all other appointments can be agreed
by Council Matters.
r. Elect Chairs of committee.
s. All other matters which must, by law, be reserved to the Full Council.
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5. COMMITTEES

5.1 The following matters are delegated to the Council’s Committees to make decisions on behalf of the
Council. They must be exercised in accordance with the law, the Council’s Standing Orders and Financial
Regulations and any approved policy framework and budget.

5.2 The Council may at any time, following resolution, revoke any delegated authority.

5.3 Committees may decide not to exercise delegated responsibilities and may instead make a
recommendation to the Council. Similarly, where a Committee has no delegated power to make a decision it
makes a recommendation to Council.
All Committees are authorised to:
a. Elect a deputy Chair from within the membership of that Committee.
b. Approve the Minutes of the last meeting of the Committee.
c. Spend money from budget headings under that Committee’s remit up to the limit of the budget
and/or named reserve.
d. Make recommendations on the budget requirement for the Committee for the coming Financial Year.
e. Delegate any of their functions to a Sub Committee or Officer of the Council (not a working group,
forum or individual Councillor)

Overview

Committee/Working Group Delegation
Full Council Detail above.

Approval of single expenditure over £10K.
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Council Matters Committee

The Council Matters Committee will act as the Scrutiny Committee of the Council,
monitoring the operational, civic, administrative, staffing and financial
responsibilities as well as the assets of the Council.

The Council Matters Committee may approve the income and expenditure of
the Council on behalf of the Council, within the remit of existing agreed Town
Council financial regulations (single commitment over £5K up to £10K). The
Council Matters Committee has delegated powers to act on behalf of the
Council in all matters relating to staff appraisals, staff appointments, staff
grievances, staff disciplinaries and dismissals, the setting of staff salary scales
and staff training.

Planning Committee

The Planning Committee will consider on behalf of the Town Council any matters,
including the physical nature of the town, and anything concerning the quality of
life of people who live, work in or visit the town. This will include:

planning applications, tree orders; Neighbourhood Plan; Traffic and Transport;
Housing; licensing.

The Planning Committee has full delegated powers to make a Council decision
regarding representations to South Hams District Council or other appropriate
bodies on all planning applications in the town unless the Committee decides,
following Council guidelines, that the application should be passed to Full
Council due to its size, controversial nature or potential effect on local people.
The Committee may also comment on behalf of the Town Council on licenses or
street naming if requested to do so.

On all other aspects of its activity, the Committee does not have delegated
authority, and will be expected to make recommendations to Full Council for
consideration.

Town Matters Committee

Town Matters Committee will consider on behalf of the Town Council any matters,
excluding the physical nature of the town, and anything concerning the quality of life of
people who live, work in or visit the town. This will include: welfare of the elderly and
vulnerable; enrichment for children and young people; provision of social, leisure,
sporting and recreational facilities; provision of adult education, cultural and library
services; employment strategy; tourism development; crime and anti-social behaviour;
climate emergency; community arts.

The Committee does not have delegated authority, and will be expected to make
recommendations to Full Council for consideration.

Strategy Delivery Working
Groups:

- Community

- Devolution

- Economy

- Environment and Public
Realm

None. Actions/recommendations to the Council Matters Committee or Town
Matters Committee for consideration.

Traffic and Transport Forum

None. Advisory group to the Town Council. Any recommendations to the
Planning Committee.

Mayor

Civic Budget for: the funding of formal and informal civic events associated with

the role of Mayor; civic events supported by the Council; cost of events attended
or hosted by the Mayor; supporting the Mayor in raising money for their chosen

charity. Appoint a Deputy Mayor.

Civic Budget - Up to £500 (through reimbursement) with authorisation by the
Town Clerk. Amounts of £500 and over need to be agreed by the Council
Matters Committee in advance of agreement.
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Council Officers

Delegation

Clerk/Responsible Financial
Officer (RFO)/Proper Officer

As above, management of day-to-day operation of Council services and staff
management matters. Approval of payments and expenses up to £5K. Emergency
expenditure up to £10,000 in liaison with the Chair (if possible).

Finance and HR Manager

Approval of payments up to £1K on the following budget lines: staff training,
travel & expenses; office supplies; Guildhall cleaning; Guildhall marketing &
licences; Civic Hall caretaking, cleaning & supplies; Civic Hall Misc and marketing

expenditure; Civic events; civic regalia; mayoral travel.

Marketing 8- Compmunications | Aeprovaletpaymentsupte-£lllonthefsllowing budgatlines:

v Tourict ion.C T - uide 8 Wabsite.

Governance & Projects Approval of payments up to £1K on the following budget lines: Clir IT equipment;
Manager ClIr training & travel; cemetery grounds maintenance; cemetery maintenance.

Town Maintenance Officer

Approval of payments up to £100 (excluding VAT) on the following budget line:
TMO Tools & Consumables.

Contracts Over £1K and up to £5K — 3 estimates (ideally)
Over £5K (ex VAT) — 3 quotations
Over £50K (ex VAT) — tender process and award.
Legal Deeds Authorisation through Council resolution.

Signed by 2 x Councillors or the Chair and Clerk as required.
Witnessed by the Proper Officer [Clerk]
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Chart showing the Council's scheme of delegation including reporting chains for working groups and forums to committees and Full Council.

TTC SCHEME OF DELEGATION & REPORTING CHAINS

TOWN MATTERS COMMITTE

does not have delegated authority, and
will be expected to make
recommendations to Full Council for
consideration

Strategy Delivery
Working Groups:
- Community

- Devolution

- Economy

- Environment & Public Realm

suoIsipaq |elduBUI

Council Officers
Clerk — approval up to £5K
Management Team — specific
budget lines up to £1K
TMO — Tools & Consumables
line up to £100 (ex VAT)

Contracts
f1K-5K — three estimates
Over £5K (ex VAT) — three
quotes
Over £50K (ex VAT) — tender
process

FULL COUNCIL
Spend over £10K

COUNCIL MATTERS COMMITTEE

Approval of single commitment over £5K up to
£10K. Delegated powers in all matters relating to
staff appraisals, staff appointments, staff

grievances, the setting of staff salary scales and

staff training
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PLANNING COMMITTEE

full delegated powers regarding
planning applications, tree works
applications, licenses and street
naming

Traffic & Transport

Forum
None

MAYOR

Up to £500 through
reimbursement
Over £500 to Council Matters




ITEM 6 — RISK REGISTER

Likelihood

TOTNES TOWN COUNCIL

RISK REGISTER — April 2026

Risk Scores Matrix

Impact
Low Medium
High Medium
Medium Low Medium
Low Low Low Medium
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No.

Risk description

Likelihood

Potential
Impact

Gross Risk

Risk owner

Management/Control of Risk

Residual
risk

Assets

Al

Inadequate insurance cover or
over insurance increasing
costs unnecessarily.

Medium

High

A2

Fire in council owned/leased
property.

Medium

High

A3

Poor security of
buildings/property leading to
vandalism, theft, fire, flood,

Low

High

Medium

Town Clerk and

Council
Matters
Committee.

Insurance cover reviewed annually with brokers.
Buildings reinstatement valuation survey carried
out July 2022.

Annual review of asset register by Clerk.

Low

Town Clerk

Insurance includes cover for fire.

Fire risk assessments carried out for all council run
buildings annually.

Fire alarms fitted in all council run buildings and
testing done weekly.

Fire extinguishers in place in all council run
buildings and serviced annually.

Emergency evacuation procedures notified to all
staff and users of the buildings.

A contract is in place for an emergency response
out of hours.

Town Maintenance Officer (TMO) has
responsibility for ensuring hazardous substances
are stored safely and buildings are kept free from
fire hazards.

Copies of fire risk assessments are requested from
the Museum leaseholders and confirmation of any
corrective action needed is obtained. A fire alarm
is fitted at the museum and fire extinguishers are
in place.

Medium

Town Clerk.

All buildings/properties and contents are insured.
Insurance is reviewed annually.
Buildings secured outside working hours.

Low
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leaks, weather and accidental
damage.

Burglar alarm systems and external CCTV is
installed at the Guildhall and external CCTV is
installed at the Civic Hall.

Fire alarm systems in all properties. Regular fire
alarm checks carried out. Annual servicing of fire
extinguishers.

A contract is in place for an emergency response
out of hours.

Security at the Museum is the responsibility of the
leaseholders.

A4

Maintenance of assets:
Inadequate maintenance of
buildings etc.

Low

Medium

Low

Town Clerk.

TMOQ's role includes monitoring and maintaining
council buildings.

Buildings conditions surveys carried out every 4-6
years with latest carried out in September 2024.
The annual budgets include allocations for general
maintenance of all the Council’s buildings and an
Earmarked Reserve has been established for
Emergency Capital Repairs.

Low

A5

Loss or theft due to poor
security of valuables and cash
(e.g. civic regalia).

Low

High

Medium

Town Clerk.

All valuables and cash are insured. Insurance is
reviewed annually.

In the Guildhall, valuables stored in locked strong
room out of hours.

Building alarmed and a contract is in place for an
emergency response out of hours.

Building has external CCTV.

Medium

A6

Risk to the public in council
owned open spaces
(Cemetery, Castle Meadow
and Coronation Rd).

Medium

High

Town Clerk,
TMO and
Governance
and Projects
Manager.

Tree risk assessment carried out by a professional
tree surgeon every 4 years and any
recommendations actioned.

TMO monitors trees for safety and inspects after
any storm/high winds.

The Governance and Projects Manager has
undertaken the training required to carry out
headstone risk assessments and completes these
on the recommended frequency. Any

Low
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recommendations from the risk assessments are
actioned.

As part of the role, the Caretaker and
Maintenance Assistant is required to check the
Cemetery and Castle Meadow weekly for rubbish
and hazards, and the safety of the exterior of
Cemetery Chapel.

A7

Damage or theft of Council
vehicle and equipment.

Medium

Medium

Medium

Town Clerk and
TMO.

The Council van and tools & equipment are
insured.
The van is parked where it is covered by CCTV.

Medium

Finance

F1

Precept sum inadequate.
Requirement not submitted in
time.

Low

Medium

Low

Town Clerk and
Councillors.

Budget and Precept considered by Council
Matters Committee in December and Full Council
in January each year.

Precept is set as a result of a full report detailing
requirements for the forthcoming year has been
reviewed by the Council Matters Committee.
The precept deadline is noted and complied with
by the Clerk/RFO.

The adequacy of reserves are reviewed annually
at year end.

Low

F2

Inadequate budget
preparation leading to
inability to fulfil obligations.

Low

Medium

Low

Town Clerk and
Councillors.

A fully costed budget proposal with alternative
precept options is considered by Council Matters
Committee and Full Council annually. The impact
of the different precept options on proposed
activities of the council are considered.

Low

F3

Devolution and inadequate
financing of devolved assets.

High

High

Town Clerk and
Councillors.

The Council has established an Asset Transfer
Policy which provides a framework and set of
guidelines for the Council to evaluate the transfer
of assets or services from other authorities or
organisations. It outlines the due diligence
requirements, assessment criteria for both assets
and services, and essential initial questions to
develop a comprehensive business case.

37



Council reserves are being kept high in the budget
setting process to provide a buffer against any
additional costs that may arise from the
devolution of assets in the coming years, and a
£50k Earmarked Reserve has been established for
Devolution Transfer of Assets.

F4 Poor security of Funds at Bank | Low High Medium Town Clerk and | The Council’s Bank is a large high street bank Low
due to failure of bank Councillors. which has the minimum credit rating specified in

the Financial Regulations.

Invested funds are only placed in interest bearing
savings accounts with FSCS approved
organisations.

F5 Lack of an agreed investment | Low Medium Low Town Clerk and | The Council has an Investment strategy which is Low
policy for surplus funds. Council reviewed every year.

Matters
Committee.

F6 Bank errors and/or Low High Medium Town Clerk and | Bank reconciliation are completed each month by | Low
inadequate checks leading to Council the Finance Manager and are reviewed by the
financial irregularities. Matters Clerk. They are submitted to the Council Matters

Committee. Committee meetings and are signed as reviewed
by the Mayor or Committee Chair quarterly.
There is a Primary User (Clerk) and a Secondary
User (Finance Manager) set up on internet
banking with appropriate authorities.
Suitable controls are in place for use of the Debit
card.
Annual Internal Audit of controls is carried out
annually by Independent firm.

F7 Inadequate financial records Low High Medium Town Clerk and | Clerk appointed as the Proper Financial Officer. Low
leading to financial Finance Financial Regulations adhered to and reviewed
irregularities. Manager annually.

Loss through theft or Annual Internal Audit of controls carried out by
dishonesty. Independent firm.

Payments for goods or Bank reconciliation completed each month by the
services not received. Finance Manager and are reviewed by the Clerk.
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Unauthorised payments.
Income due to the Council not
collected or banked.

They are submitted to the Council Matters
Committee meetings and are signed as reviewed
by the Mayor or Committee Chair quarterly.
Budget monitor report reviewed by Clerk monthly
and by the Council Matters Committee at each
meeting.

Invoices raised monthly and receipts issued for all
cash income.

F8 Loss of data through system Low High Medium Town Clerk and | Finance and Payroll packages are backed-up to the | Low
failure or theft. Finance icloud on completion of each input session.
Manager. Anti-virus software installed.
Contractor used for all hardware and software
issues.
F9 Best value not achieved for Low Low Low Town Clerk and | Financial regulations detail procedures to be Low
contracts. Finance followed when buying goods or services and
Breach of the Public Contracts Manager. awarding contracts.
Regulations. Annual Internal Audit of controls carried out by
Independent firm.
F10 Payroll: Low Medium Low Town Clerk and | Monthly wages spreadsheet prepared by Finance | Low
Incorrect payments to staff. Finance Manager and checked by the Clerk. Casual staff
Incorrect deductions made. Manager. hours and additional staff payments are
Non-compliance with Pension authorised by the Clerk
Regulations. SAGE payroll software package used which
Payments not made to HMRC. calculates wages and deductions monthly.
Full payment submission to HMRC made monthly
via SAGE.
BACS payments of wages processed by Secondary
User and checked and authorised by Primary User.
Annual Internal Audit of controls carried out by
Independent firm.
Pensions Auto-enrolment rules adhered to.
F11 Inability to meet election Low Low Low Town Clerk and | Provision made in budget annually. Sufficient Low

costs

Councillors.

reserves held to cover any costs in excess of the
budget allocation.
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F12 VAT: Medium Medium Medium Town Clerk and | Compliance with HMRC regulations. Professional Low
Errors in calculation. Finance advice sought where correct VAT treatment is not
Payments not made/claimed Manager. known.
to/from HMRC. Input VAT only claimed where proper VAT invoices
Wrong treatment of VAT are held.
resulting in a fine or liability. Clerk and Finance Manager have attended
training.
Quarterly returns made.
RBS Software used to compile returns.
Returns reviewed by Internal Audit.
F13 Annual Return not submitted | Low Medium Low Town Clerk and | Clerk/RFO aware of date. Low
on time. Finance Clerk and Finance Manager have attended
Incorrectly completed. Manager. training.
Accounts prepared by RBS Software Accounts.
Annual Return must be signed off by the Internal
Auditor.
Liability
L1 Legal proceedings against the | Medium High Town Clerk and | Access to legal advice through NALC, SLCC, Medium
Council causing the Councillors. and independent solicitors.
reputation of the Council to Insurance cover gives financial protection.
be put at risk, officers / Council protocols and procedures designed to
Members being personally prevent actions outside the law.
accountable, and possible
significant
resource implication.
L2 Poor procedures for Health Medium Medium Medium Town Clerk. Public Liability insurance in place (limit of Low

and Safety of staff, visitors
and contractors leading to risk
of financial liability if Council
found to be at fault.

indemnity £10m). Insurance cover reviewed
annually with brokers.

Health & Safety Policy and Lone Working Policy in
place.

Risk assessment programme in place and risk
assessments are completed for all events put on
by the Council.
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Where events are run by an external contractor
on behalf of the Council the contract includes H&S
responsibilities.

All new staff, Councillors and Volunteers are
issued with an Induction booklet and relevant
policies.

H&S and risk assessment requirements included in
facilities bookings terms and condition which are
on the Council’s website.

Fire instructions for Civic Hall users are on the
Council’s website.

PAT testing carried out annually.

Asbestos register in place.

L3 Non-compliance with Low Medium Low Town Clerk and | Employer Liability insurance in place (limit of Low
Employment Law. Finance indemnity £10m). Insurance cover reviewed
Acts outside the Employment Manager. annually with brokers.
Law could lead to financial Contract held with South West Councils to provide
liability. HR support and advice.
Additional professional advice purchased when
considered necessary.
L4 Risk that the Council does not | Medium Low Low Town Clerk and | Clerk to verify legal position for any new proposal. | Low
act within its legal powers. Councillors. Use of advice from NALC/DALC/SLCC.
Ultra Vires Acts incurring Members Code of Conduct in place and reviewed
financial liability. regularly.
L5 Failure to comply with Low Low Low Town Clerk. Clerk to verify legal position for any new proposal. | Low
key legislative Use of advice from NALC/DALC/SLCC.
requirements Clerk keeps up-to-date with changes in legislation
by networking and attending
meetings/conferences with other Clerks.
L6 Legal costs attributed to Low Low Low Town Clerk. The access width and uneven terrain at the Low

removal of trespassers
from Council owned land

Cemetery and Castle Meadow would make them
an unattractive site for travellers with caravans.
Both sites offer very little shelter from the
weather and would therefore not be attractive to
rough sleepers.
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‘ No issues of this kind have arisen to date.

Governance

Gl Conflict of interest - Council Medium Low Low Town Clerk and | All Councillors complete the Register of Interests. | Low
members or staff making Governance & | Regular reminders are given to members to
decisions that benefit their Projects update their register entry if required.
personal interests rather than Manager Standing agenda item for Full Council meetings.
the community. Induction programmes in place for new

Councillors.

G2 Inadequate oversight - Low Medium Low Town Clerk and | The Full Council meets monthly (excluding August | Low
Weak monitoring and review Councillors when a Recess Committee can meet if required)
processes for council and receives reports from the three Committees.
activities, potentially allowing The Council Matters Committee and the Planning
issues to go undetected. Committee meet monthly (excluding August). The

Town Matters Committee meets approximately
every two months.

Working Groups are established to feed into the
Committees with recommendations.

The Clerk meets weekly with the Mayor.
Councillors have the opportunity to attend
training as required and are kept informed of
available courses.

G3 Poor decision-making - Low High Medium Town Clerk and | Standing Orders and Financial Regulations are in Low
Lack of clear guidelines or Councillors place and reviewed annually.
procedures for decision- Council Policies are kept up-to-date with a set
making, leading to programme of review.
inconsistent or biased The Clerk keeps Councillors informed of advice
outcomes. and guidance from various sources such as NALC,

DALC and SLCC, and policies are updated for any
new developments.

Councillors have the opportunity to attend
training as required and are kept informed of
available courses.

G4 Poor leadership - Low High Medium Town Clerk and | The Clerk holds the CiLCA qualification, has Low
Ineffective leadership from Councillors several years of experience in the role and
council members or senior networks with other experienced Clerks. She
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staff, leading to poor morale,
lack of direction, and
operational issues.

attends training and conferences to stay up-to-
date with latest developments.

The Clerk meets weekly with the Mayor and
attends the monthly Full Council and Council
Matters Committee meetings.

Councillors have the opportunity to attend
training as required and are kept informed of
available courses.

G5

Political interference -
Excessive influence from
external political actors,
potentially compromising the
council's ability to make
impartial decisions.

Low

Medium

Low

Town Clerk and
Councillors

The Council has 16 Councillors and all have a vote
on decisions when in attendance at meetings.

All Councillors complete the Register of Interests
which includes any membership of political
parties.

Regular reminders are given to members to
update their register entry if required.

Standing agenda item for Full Council meetings.
Each new Councillor receives an induction from
the Clerk or member of the management team
which includes sharing a number of guides,
including NALC’s “The Good Councillor’s Guide’
which sets out the party politics isn’t appropriate
at Town Council meetings.

There is very little external political influence at
Town & Parish Council level of government.

Low

Reputation a

nd Administration

R1

Breach of confidentiality by
staff or councillors.

Medium

Medium

Medium

Town Clerk

Code of Conduct in place.

Data Protection Policy and Privacy Policy in place
which all staff and councillors have been made
aware of.

Regular reminders issued to Councillors/staff and
Data Protection training undertaken.

Included in new Councillors’ and staff Inductions.

Low

R2

Improper and untimely
reporting of meetings via the
minutes.

Low

Medium

Low

Town Clerk and
Governance

Full Council meetings are held monthly and
receive the minutes of Committee meetings held
in the interim.

Low
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and Projects
Manager.

The Governance and Projects Manager has
responsibility to ensure the minutes are made
available to press and public via the Council
website within a month of a meeting.

R3 Lack of business continuity Medium High Town Clerk. The Council has a Business Continuity Plan thatis | Medium
planning resulting in the risk regularly reviewed.
that Council business cannot IT systems backed-up to i-cloud. IT support
operate due to fire, flood, provided by contractor who would be able to
extreme weather event, reinstate systems.
power outage, act of Insurance cover in place and reviewed annually.
terrorism, or any other Internal staff cover arrangements identified where
significant event. possible although budgetary constraints do not

allow a staffing structure with cover for all staff.
Written procedure documents established for
financial processes and cemetery procedures.

R4 Loss of or incorrect recording | Low Medium Low Town Clerk and | Staff involved in managing the Cemetery and Low
in Cemetery records. Governance completing the records have had appropriate

and Projects training.

Manager. Cemetery records are kept in locked filing cabinets
with access restricted to specific staff.
Scanned copies of burial records from 1856 to
2025 are kept.

R5 Risk to business continuity Medium Medium Medium Town Clerk The staffing structure is reviewed annual when Medium
through inadequate staffing the draft budget is prepared to ensure capacity is
capacity and cover. sufficient and appropriate for the coming year.

Insurance cover in place for long term staff
absence from accidents.
Budgetary constraints do not allow a staffing
structure with cover for all staff roles. External
support would need to be sought and brought in
as cover for any business critical duties arising
from long term absence.
Written procedures have been established for
financial processes and cemetery procedures.
R6 Failure to effectively Low Medium Low Town Clerk The Council website is kept up-to-date. Low
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manage media relations.

The Clerk vets all communications with the public
and media.

A Communications and Media Protocol is in place
and is reviewed every 2 years.

R7

Risk to reputation from a
qualified audit being
returned.

Low

Low

Low

Town Clerk.

Financial Regulations and Standing Orders are in
place and reviewed regularly.

The requirements for the completion of the
Annual Return are followed.

Year-end closedown services are purchased from
RBS Rialtas to provide an independent review of
the accuracy of the Annual Return.

Explanations for variances on the Annual Return
of more than 15% between totals for individual
boxes or of £100,000 or more year on year are
provided.

All supporting information and answers to queries
from the External Auditors are provided promptly.

Low

R8

Risk to reputation with poor
event management processes
and risk to public safety.

Low

Medium

Low

Town Clerk.

Large events are contracted out to an experience
Event Management provider with roles and
responsibilities detailed in a contract.

Risk assessments are completed for all council run
events.

Staff involved in administering in-house events
have undertaken training on how to run safe and
successful events.

Low

IT and Data Security

11

Failure of back-up
Systems.

Low

High

Medium

Town Clerk

All files are on the One Drive cloud based system.
This has a 2 stage recovery.

Low

12

Server failure.

Low

High

Medium

Town Clerk

All programmes and documents can be re-
installed so the risk is only for the working
downtime this will result in while a new server is
being sourced and built.

Overnight hard drive back-ups are set up for
quicker recovery.

Low
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13 Data corruption. Medium High Town Clerk One Drive keeps the two latest versions of Low
documents and contract with IT service provider
would enable quick recovery.
14 Virus or other corruptive High High Town Clerk Antivirus software is deployed on the cloud based | Medium
Elements. server.
Staff accessing SharePoint from home are advised
to only work on documents on the web. Staff
made aware that documents must not be
downloaded on to home PCs and loaded back
onto the server.
15 Infiltration/Hacking. High High Town Clerk Microsoft Defender for Office 365 is in place
which is a cloud-based email filtering service that
helps protect against advanced threats to email
and collaboration tools, like phishing, business
email compromise, and malware attacks.
Cyber insurance cover is in place.
16 Failure to comply with Medium Medium Town Clerk Office 365 is based in the EU and therefore Low
Data Protection Act. complies with GDPR regulations.
A Data Protection Officer has been appointed.
17 Failure of IT systems, Medium High Town Clerk Phone lines provided by reputable company. Low
networks or suppliers. Office 365 has not had recent outages.
18 Failure to comply with Low Low Low Town Clerk IT service provider administers the software Low
software licence licences for Microsoft.
agreements. Annual fees paid for Payroll and Accounts
packages.
19 Access to email system Low Medium Low Town Clerk The Town Clerk and IT service provider can disable | Low
once a Councillor or member e-mail accounts and SharePoint access once
of staff leaves/resigns. Councillors or staff have left.
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ITEM 7 — RESPONSIBLE AND SAFE USE OF ARTIFICIAL INTELLIGENCE POLICY

Given the pace of change in Artificial Intelligence (Al) capabilities and development, it was agreed to review
the Responsible and Safe Use of Artificial Intelligence Policy every three to six months. Following checks of the
Information Commissioner’s Office and Government websites, there has been no advice published which
suggests that any proposed updates to the current Council policy is required at this time.

ITEM 9 — YEAR END TIMELINE

15th April 2026 — RBS year-end closedown of accounts.

30th April & 1st May 2026 — Internal Audit.

Mid May — Internal Audit report received.

1st June 2026 FC meeting — Internal Audit report submitted, AGAR & Accounts approved. Documents signed
at meeting by Chair.

3rd June 2026 — publish notice of the period for exercise of public rights.

3rd June 2026 — submit signed AGAR and supporting paperwork to External Auditors (deadline 1/7/26)

4th June 2026 — 15th July 2026 — Period for exercise of public rights (30 working days)

By the 30th September 2025 (statutory deadline) — publish the final audited accounts and confirmation of

conclusion of audit
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