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Bradley Stoke Town Council
 Scheme of Delegation
No changes required
This Scheme of Delegation authorises the Proper Officer and Responsible Financial Officer (which may be one and the same person), Standing Committees and Sub-committees of the Council to act with delegated authority in the specific circumstances detailed.

1. Proper Officer and Responsible Financial Officer - Duties and Powers

1.1 Proper Officer

The Town Clerk (or in their absence, the Deputy Town Clerk) shall be the Proper Officer of the Council and as such is specifically authorised to:
1.1.1 Receive declarations of acceptance of office;
1.1.2 Receive and record notices from Councillors disclosing interests;
1.1.3 Receive and retain plans and documents;
1.1.4 Sign Notices or other documents on behalf of the Council;
1.1.5 Receive copies of By-laws made by the Unitary Council;
1.1.6 Certify copies of By-laws made by the Council;
1.1.7 Sign and issue summonses to attend meetings of the Council.
1.1.8 Give public notice of the time, place and agenda at least three clear days before a meeting of the Council (provided that the public notice with agenda of an extraordinary meeting of the Council convened by Councillors is signed by them)
1.1.9 Convene a meeting of the Council for the election of a new Chairman of the Council, occasioned by a casual vacancy in that office

1.2 In addition, the Town Clerk (or in their absence, the Deputy Town Clerk) has the delegated authority to undertake the following matters on behalf of the Council:
1.2.1 	The day to day administration of services, together with routine inspection and control.
1.2.2 Day to day supervision and control of all staff employed by the Council.
1.2.3 Authorisation of routine expenditure within the agreed budget (currently £1,000).
1.2.4	Emergency expenditure up to £2,500 within Health & Safety .

1.3 Delegated actions of the Town Clerk (or in their absence, the Deputy Town Clerk) shall be in accordance with Standing Orders, Financial Regulations and this Scheme of Delegation and with directions given by the Council from time to time.

2	Responsible Financial Officer

The Responsible Financial Officer to the Council shall be responsible for the Town Council accounting procedures in accordance with the Accounts and Audit Regulations in force at any given time.

3 Council

3.1 The following matters are reserved to the Council for decision, notwithstanding that the appropriate Committee(s) may make recommendations thereon for the Council’s consideration:
3.1.1 Setting the Precept;
3.1.2 Borrowing money;
3.1.3 Making, amending or revoking Standing Orders, Financial Regulations or this Scheme of Delegation.
3.1.4 Making, amending or revoking By-laws;
3.1.5 Making of Orders under any Statutory powers;
3.1.6 Matters of principle or policy.
3.1.7 Nomination and appointment of representatives of the Council to any other authority, organisation or body (excepting approved Conferences or meetings);
3.1.8 Any proposed new undertakings;
3.1.9 Prosecution or defence in a court of law;
3.1.10 Nomination or appointment of representatives of the Council at any inquiry on matters affecting the Parish, excluding those matters specific to a committee;
3.1.11 Approving the annual return;
3.1.12 Confirming eligibility to exercise the General Power of Competence

4 Standing Committees

All committees have delegated power to act on behalf of the Council within their Terms of Reference, subject to Council’s Standing Orders.

General matters delegated to all committees
Approval of requests from a member for leave of absence.
Approval of duties carried out by members, for the purposes of paying allowances.
Responses to consultations on subjects within their terms of reference.
Approval of accounts for payment.

4.1 The Finance Committee shall be delegated to make decisions on behalf of the Council as set out in the current Terms of Reference/Area of Competence for the committee (see Appendix A)

4.2 The Leisure, Youth & Amenities Committee shall be delegated to make decisions on behalf of the Council as set out in the current Terms of Reference/Area of Competence for the committee (see Appendix B)

4.3 The Planning & Environment Committee shall be delegated to make decisions on behalf of the Council as set out in the current Terms of Reference/Area of Competence for the committee (see Appendix C)

4.4 The Staffing Committee shall be delegated to make decisions on behalf of the Council as set out in the current Terms of Reference/Area of Competence for the committee (see Appendix D)

5 Sub Committees

There are currently no Standing Sub-committees but they may be formed by resolution of the Council at any time and delegated powers may be decided upon at the time the Sub-committee is formed by means of a Minute detailing the Terms of Reference.

6 Working Groups/Parties

Working Groups/Parties may be formed by resolution of the Council or a Committee at any time. The work of such a Working Group/Party will be decided upon at the time it is formed by means of a Minute detailing the Terms of Reference. Each Working Group/Party will report back with recommendations to the Council or the Committee that formed it.

7 Delegation - Limitations

Committees and Sub Committees shall, at all times, act in accordance with the Councils Standing Orders, Financial Regulations and this Scheme of Delegation and, where applicable, any other rules, regulations, schemes, statutes, By-laws or orders made and with any directions given by the Council from time to time.
APPENDIX A
[bookmark: _Hlk11911670]BRADLEY STOKE TOWN COUNCIL
TERMS OF REFERENCE/AREA OF COMPETENCE OF FINANCE COMMITTEE

To effectively conduct the Council’s budgetary, financial and precepting responsibilities in accordance with statutory requirements, and to keep the smooth functioning of the Council’s work under review.

To consider and keep under review: 
· the main objectives of the Council.
· all major or overall issues of policy affecting the town.
· the development of existing, and introduction of new, services.
· the order of priorities as between one service or project and another, and 
· to advise other committees accordingly.

To consider the resources available to meet the Council’s objectives in terms of land, finance and manpower and to advise other committees and the Council as required.

To consider the financial implications of the Council’s plans; and to recommend to the Council levels of expenditure in connection therewith.

To regulate and control the finance of the Council.

To consider estimates of this committee and of other committees of income and expenditure on continuing services and payments on capital account for the next and future financial years.

To review all charges and fees made or proposed by all committees.

To submit to the Council estimates of income and expenditure of the Council on continuing services and of payments on capital account for the next financial year and make a recommendation as to the precept to be demanded from the South Glos Council.

To consider and approve as appropriate requests from other committees to incur expenditure greater than already approved by the Council, and also to consider any such requirement in respect of its own expenditure.

To receive and approve regular income and expenditure reports and to be responsible for expenditure within the limits previously approved by the Council.

To receive and approve regular budgetary reports including a full mid year review of performance against budgets.  

To receive and approve regular petty cash reports   

To have charge of the financial and accounting arrangements of the Council.

To review and approve the annual scope of the internal audit

To be responsible to the Council for and review the effectiveness and efficiency of all services which do not fall within the province of any one committee.

To consider any financial matters affecting members, including members’ allowances. 

To investigate funding sources or investments as and when required, in line with Council’s approved objectives. 






APPENDIX B
BRADLEY STOKE TOWN COUNCIL
TERMS OF REFERENCE/AREA OF COMPETENCE OF LEISURE, YOUTH & AMENITIES  COMMITTEE

To effectively contribute to the Council’s budgetary, financial and precepting responsibilities in accordance with statutory requirements, and to keep the smooth functioning of the Council’s work under review.

The organisation of the management of the Jubilee Green, Play Areas and any other land under the jurisdiction of the Council not covered by the Planning  & Environment Committee

Town Council policy on sports, leisure and recreational activities within and or affecting the Town

To encourage, be involved in and sponsor community activities throughout the Town.

Administration of Town Council Grants Budget, considering applications for grants and to approve or otherwise any such grants.

To carry out, on a periodical basis, an audit of the needs of the Community and make a report to Council.

To be responsible, as applicable, to the Town Mayor for press and public relations and civic hospitality and ceremonies.

To be responsible for the development of the Town Council’s policy towards youth and the promotion of facilities for young people in the Town, together with administration of the Youth budget.

To consider all matters relating to youth activities and youth premises in Bradley Stoke within the terms, policies and procedures adopted by Council.

To be responsible for liaising with Youth Participation Worker in conjunction with Youth Participation Link Officer (Chair of Leisure, Youth & Amenities committee)

To consider and to implement, as appropriate, proposals for the promotion and development of sports centres, playing fields, recreation grounds, open spaces, and youth leisure facilities.

To ensure the proper management of the recreation and amenity facilities provided by the Council insofar as there is no agreement in being for their management by another body.

Any other matter not within the competence of any other Committee.












APPENDIX C
BRADLEY STOKE TOWN COUNCIL
TERMS OF REFERENCE/AREA OF COMPETENCE OF PLANNING & ENVIRONMENT COMMITTEE

To effectively conduct the Council’s budgetary, financial and precepting responsibilities in accordance with statutory requirements, and to keep the smooth functioning of the Council’s work under review.

Its Delegated authority to make representations to the Local Planning Authority by considering and responding to planning applications, including making representations in respect of appeals against the refusal of planning permission 

To consider all matters affecting the development of the Town and in particular the Local Plan and to submit comments to the relevant body.

To identify and make representations to the relevant authorities in respect of enforcement action or any other matters considered to be breaches of planning regulations.

To consider matters relating to the local environment in general, and to take any action as appropriate.

To be responsible for the provision and maintenance of public seats, bus shelters, litter bins and other street furniture as may be decided.

To undertake suggestions for the naming of streets

To consider all new or amended licensing applications for the sale of alcohol, for sex establishments, cinemas, public entertainments and street traders.

Town Council policy on traffic matters within and affecting the Town, including representations to other Councils and bodies through whatever consultation arrangements have been established (e.g. SGC Committees), and monitoring of the work of any such consultation arrangements

General environmental issues in and affecting the Town such as litter, grass verges, pavements, roads, light pollution, bottle banks and footpaths and other similar matters

To receive and approve reports from the Town Council’s Mobile Cleansing Operative

Agenda 21 issues where appropriate

To consider, report and ensure implementation of all Health & Safety Issues and matters for which Council is responsible.  The Committee acts as a vehicle to consider, discuss, and recommend solutions to Health & Safety issues affecting Bradley Stoke Town Council.

To consider any other general matters relating to the community and welfare of the town, e.g. general services, public transport, health, crime and disorder.

To draw up, review and maintain a local emergency plan and develop risk management.

To maintain liaison with the Unitary Authority and other local and regional bodies established for the promotion of and or management of any facilities or activities which fall within the Committees terms of reference.

To consider key environmental policies and issue and make recommendations to the relevant bodies or the Council.

To be responsible for expenditure within the limits previously approved by the Council.




APPENDIX D
BRADLEY STOKE TOWN COUNCIL
TERMS OF REFERENCE/AREA OF COMPETENCE OF STAFFING COMMITTEE

1) Responsibilities
The committee’s primary purpose (in conjunction with external HR advisors) is to ensure the council complies with the requirements of employment laws and follows best practice in providing good working conditions for staff.

2) Membership
The Staffing Committee shall consist of five councillors. The quorum of the Staffing Committee will be three members.

The Chairman of the Staffing Committee will be appointed at the first committee meeting following the Annual Town Council Meeting. All members shall comply with the Code of Conduct, Council’s Standing Orders, BSTC Member/Officer Protocol and external HR advisors advice.

3) Meetings
The Committee shall meet a minimum of twice a year, with additional meetings    scheduled as and when necessary.

Confidential matters will be discussed in private rather than in public due to the confidential nature of  business.

4) Confidentiality
All members must preserve confidentiality of all individual staffing matters  pertaining to the business of the committee.

5) Delegated Powers
In cases of emergency that will not wait until the next council meeting, the committee will have delegated  powers to work with Town Council line managers and external HR advisors on behalf of the council.

6) The Committee will:	
6.1	Oversee staffing matters of the Council and the overall performance of the staff, delegating the day-to-day line management to the Town Clerk
6.2	Receive reports from the Town Clerk in respect of attendance, sickness, return to work interviews, annual leave, maternity leave, paternity leave, adoption leave, compassionate leave, and flexible leave requirements and with delegated the powers to resolve any associated matters
6.3	Review and implement all employment policies in consultation with members of staff
6.4	Maintain the staffing levels necessary to efficiently discharge the work required by the Council and to review the workloads periodically and report any recommendations to the full Council.
6.5	Oversee the recruitment process of all staff and to delegate it.
6.6	Undertake the recruitment of the Town Clerk and Responsible Financial Officer with any associated expenditure and making the appointment, when such situation arises.
6.7	Review job descriptions, person specifications, staff establishment (including promotion, re-grading, redundancies and fixed term contracts) and to approve contracts of employment.
6.8	Maintain confidentiality over all staffing matters as required under the General Data Protection Act 2018 and the Code of Conduct.
6.9	Deal with matters relating to staff conduct and to deal with complaints against staff. 
6.10	Staff Appraisals
a.	Ensure that annual appraisals for all staff are carried out, agree and monitor any associated actions and outcomes
b.	The annual appraisal of the Town Clerk will be undertaken by the Chair/Vice Chair of the Committee.
c.	Review the appraisal of all members of staff so that they are able to oversee staff and member development including identify training opportunities and ensure that all training needs are met.
d.	Any member of staff who acts as an officer to one of the Council’s Committees will be appraised on the performance of that aspect of their duties by the Chair of that Committee.
6.11  Consider and implement any changes which are required to comply with legislation and Terms and Conditions of Service as laid down by the National Joint Council and recommended by the National Association of Local Councils and Society of Local Council Clerks.
6.12  Receive and consider any complaints made under the Council’s Grievance and Managing Employee Performance Procedure delegated responsibility take whatever action is deemed necessary. If felt necessary, it has the delegated approval (including financial) to seek outside professional assistance in order to conclude a disciplinary or grievance matter. Should there be insufficient members of the Town Council without prior knowledge of the matter or otherwise available to undertake any aspect of the process, volunteers will be sought from the membership (or officers as appropriate) of other Town/Parish Councils.
6.13   Recommend use of external HR advisors or consult with such external HR advisors, when needed. 
6.14   Consider such matters as may be delegated by the Council from time to time.
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