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To:   

   

 Councillor T Price (Town Mayor) 

Councillor S Rabey (Deputy Town Mayor) 
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Councillor P Aves 

Councillor G Cooke 

Councillor J Crundell 

Councillor S Crundell 

Councillor G Ellis 

Councillor C Forgacs 

Councillor A Griffin 

Councillor J Hubbard 

Councillor J Oatley 

Councillor C Stokes 

Councillor A Westbrook 

Councillor J Westbrook 

 

 

 

23 September 2024 

 

Dear Councillors 

 

In accordance with the Local Government Act (LGA) 1972, Sch 12, paras 10 (2)(b) you are 

summoned to attend the Full Council meeting of the Melksham Town Council.  The meeting 

will be held at the Town Hall on Monday 30th September 2024 commencing at 7.00 pm.   

 

A period of public participation will take place during the meeting.  The Press and Public are 

welcome to attend this meeting. 

 

Yours sincerely 

 
 

Mrs T Predeth BA(Hons), MPA, FSLCC 

Town Clerk and RFO   

Public Document Pack

http://www.melksham-tc.gov.uk/
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Melksham Town Council 

Full Council 

 

Monday 30 September 2024 

At 7.00 pm at the Town Hall 

 

 

 

 

In the exercise of Council functions.  Members are reminded that the Council has a general 

duty to consider Crime & Disorder, Health & Safety, Human Rights and the need to conserve 

biodiversity.  The Council also has a duty to tackle discrimination, provide equality of 

opportunity for all and foster good relations in the course of developing policies and 

delivery services under the public sector Equality Duty and Equality 2010. 

 

Virtual Meeting Access: 

 

Please follow the joining instructions below for the virtual Zoom meeting 

 

Join Zoom Meeting 

 

Meeting ID: 836 6987 6198 Passcode: 481965 

 

Participants will be directly let in the meeting by clicking on the above link. There is no 

waiting room 

 

AGENDA 

 

1. Apologies   

 To receive apologises for absence. 

 

2. Declarations of Interest   

 To receive any Declarations of Interest in respect of items on this agenda as required by 

the Code of Conduct adopted by the Council. 

  

Members are reminded that, in accordance with the Council’s Code of Conduct, they are 
required to declare any disclosable pecuniary interest or other registrable interests 

which have not already been declared in the Council’s Register of Interests. Members 
may however, also decide, in the interests of clarity and transparency, to declare at this 

point in the meeting, any such disclosable pecuniary interests which they have already 

declared on the Register, as well as any other registrable or other interests.  

 

3. Public Participation   

 Members of the public are invited to attend the meeting and address the council. 

http://www.melksham-tc.gov.uk/
https://us02web.zoom.us/j/83669876198?pwd=WlAvY1ZsYVNyUlM3VktqajFxOHhtdz09


 
Email: towncouncil@melksham-tc.gov.uk Web: www.melksham-tc.gov.uk 

Facebook: facebook.com/melksham.town 

 

 

Members of the public are requested to send their question to locum@melksham-

tc.gov.uk by noon on the working day before the meeting. This will make it more likely 

that we will be able to answer your question on the night. 

 

4. Blue Pool and Assembly Hall  (Pages 1 - 110) 

 To receive information to date, to agree the transfer of ownership of the Blue Pool on 

the terms set out by Wiltshire Council and agree next steps. 

 

For decision. 

 

5. Transfer of Reserves   

 To approve the transfer of funds from reserves to staffing budget (report to follow from 

RFO). 

 

6. Canberra Community Park  (Pages 111 - 112) 

 This item was deferred from the meeting on Monday 23rd September 2024. 

 

To agree to pay the sum of £7988.00 (£6657.00 plus £1331.00 VAT) to 4Youth for the 

installation of pathways in The Canberra Community Park 

 

For decision. 

 

7. Financial Regulations  (Pages 113 - 130) 

 This item was deferred from the meeting on Monday 23rd September 2024. 

 

To adopt Financial Regulations 2024.  

 

A finalised copy of the Financial regulations will be available before the meeting. 

 

 

 

http://www.melksham-tc.gov.uk/
mailto:locum@melksham-tc.gov.uk
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MELKSHAM TOWN COUNCIL 

MEETING OF THE FULL COUNCIL 

Date: 30 September 2024 

Report on Assembly Hall/Blue Pool Development 

 

1. Purpose of the Report 

The purpose of this report is to update Councillors on the Assembly Hall/Blue Pool project 

and to outline necessary steps for the next stages of the business plan, ensuring clarity of 

goals, funding, and project implementation. 

2. Background 

• A full timeline of council discussions and resolutions is provided separately. Key 

recent developments include: 

o 6 November 2023: The Assembly Hall Working Group delegated authority to 

the Town Clerk for submission of needs and suggestions. 

o 27 November 2023: Council opted for a different strategy regarding architect 

appointments, tasking Councillor Aves and the Committee Clerk with drafting 

a brief for architect feedback. 

o 22 January 2024: Architects’ feedback was presented to the council, with a 
decision for the Head of Operations to present further suggestions in March. 

3. Current Situation 

• Architect Involvement: Two architects have conducted site visits and expressed 

interest. Clarity is needed on project requirements, delivery methods, and 

compensation. 

• Operational Staffing: Two Deputy Assembly Hall Managers, though the Head of 

Operations remains partially involved. 

• Officer Capacity to lead on project:  Locum Town Clerk, Deputy Clerk, Head of 

Operations Services 

4. Key Steps for Business Plan Development 

Step 1: Define Clear Project Objectives 

• Council Decision on Blue Pool: Determine if the Blue Pool should be acquired based 

on terms offered by Wiltshire Council. 

• Vision & Mandate: Define the precise objectives and outcomes that the council 

expects from the Assembly Hall/Blue Pool project (e.g., community engagement, 

potential revenue generation, modern event facilities). 

Step 2: Financial Planning and Funding Options 
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• Public Procurement Compliance: Ensure all procurement processes comply with 

public regulations, particularly when tendering for services. 

• Financial Projections: Prepare a detailed analysis of project costs, including design, 

construction, and operational expenses. 

• Funding Strategies: Consider pursuing a Public Works Loan or other forms of 

financial assistance, such as grants or partnerships, to cover expenses. 

• Revenue Opportunities: Project potential revenue streams (event hosting, 

community programs) once the facility is operational. 

Step 3: Risk and Environmental Assessments 

• Risk Assessment: Financial Planning, Town & County Planning 

• Environmental Impact: Address the environmental considerations typical of large 

building projects, such as sustainability, energy efficiency, and minimization of 

carbon footprints. 

Step 4: Architectural and Design Planning 

• Architect Appointments: Confirm project requirements with the architects. Ensure 

they understand the desired outcomes and timeline. 

• Consultancy Assistance: Consider engaging professionals to assist in managing the 

architectural plan and to ensure alignment with council goals. 

Step 5: Community and Strategic Alignment 

• Community Involvement: Ensure that the project aligns with Melksham Town 

Council’s strategic aim of community inclusivity, engagement, and improving 
residents' quality of life. 

• Stakeholder Engagement: Engage community members, local businesses, and key 

stakeholders throughout the planning process to gather input and support. 

5. Financial Implications 

• The full extent of financial implications is yet to be determined. The project, however, 

promises long-term benefits by creating a modern facility that can generate income 

for the town council. 

6. Risk Assessment, Safeguarding, Crime, and Disorder Implications 

• Risks associated with large gatherings need to be accounted for, but there is no 

precedent for such issues at the existing Assembly Hall.  

7. Environmental Considerations 

• All standard environmental concerns for large-scale projects, including sustainability, 

should be considered during planning and construction phases. 

8. Recommendations 
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In light of the project status and the responses from architects (detailed in the 22 January 

2024 Committee Clerk report), it is recommended that: 

• The council decides whether to take on the Blue Pool under Wiltshire Council's 

proposed terms. 

• The project’s goals be clearly defined before further architectural planning. 
• The council determines whether to engage professional assistance from a qualified 

consultant to guide the process. 

• The Council considers its financial planning of the project.  
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ASSEMBLY HALL/BLUE 
POOL PROJECT 

Timeline 

Committee Clerk 
Committee.clerk@melksham-tc.gov.uk 
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Town Hall and Assembly Hall Sub Committee Tuesday 12 November 2019 

 

Agenda item 17. Assembly Hall Refurbishment  

To receive a report on the proposed next stages of the Assembly Hall redevelopment. 

To make a recommendation to Full Council on 25 November 2019 to appoint the architects. 

Minute 17/19  

The Town Clerk referred the Committee to the report prepared by the Assistant to the Town Clerk 
which included a timeline of events and recommendations regarding future action. 

The Town Clerk suggested arranging an appointment with Philip Whitehead the Leader of 
Wiltshire Council to ensure that they were aware of the Town Council’s plans for the 
redevelopment of the Assembly Hall and plans for the Campus site as a whole. 

It was proposed by Councillor xxx and seconded by Councillor xxx to obtain three quotes for the 
preparation of a tender/ project brief for a feasibility study regarding the refurbishment of the 
Town Hall. 

It was UNAMINOUSLY RESOLVED to obtain two additional quotes, and an updated quote from 
Glanville Projects, for the preparation of a tender/ project brief for a feasibility study. 

Councillor Watts suggested that all agreements between the Town Council and Wiltshire 
Council regarding Blue Pool should be collated. In addition, Land Registry documents regarding 
ownership should be obtained. 
 

Notes 

This is outside of the period of the current council’s deliberations but I have include it because 
the report details a useful Outline Design Brief and Schedule of Requirements. I am unable to 
confirm if the resolution was followed through. 

Appendix A – Report of the Assistant to the Town Clerk 
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Asset Management and Amenities Committee Monday 5 June 2023 
 

Agenda item 10 Public Owned Assets in and around the Town Hall  

To consider the motion of Councillor Ellis  

Minute 169/23 

Councillor Ellis went over his proposal and advised that Wiltshire Council are willing to open a 
constructive dialog on the future ownership of the Blue Pool site with the Town Council. 

The following matters were discussed: 

 The appropriate forum to take this matter forward and the involvement of outside 
groups.  Some felt that this was such a big issue that it should be dealt with by Full 
Council. Some felt more appropriate for a smaller group to do the initial work. 

 The possibility of the site being used as an open-air lido. 
 The possibility of involving The Town Hall and former Art Café in the project 
 The costs and financing of the project 
 Amendment would be required to the Assembly Hall Working Group Terms of Reference 

which will need approval of Full Council 
 Arrange a site visit of the Blue Pool 
 Request FoMAH to come up with proposals, and note this is not the council's only route 
 The Assembly Hall Terms of reference do not cover the redevelopment of the Assembly 

Hall, this would mean a radical change to those terms of reference 
 Full Council should determine who is best to work on the project 

It was proposed by Councillor Ellis, seconded by Councillor Goodhind and UNANIMOUSLY 
RESOLVED that the town council register its interest in the Blue Pool site with Wiltshire Council, 
establish a timeline and find out whether any potential procurement would be pre or post 
demolition, enquire about access to the site from the Campus end of the site. 

That the Assembly Hall Working Group Terms of reference are amended at the next Full Council 
meeting which will enable input from volunteers in the community on potential proposals for 
the site which will include the Town Hall, 31 Market Place and the Art House Cafe. 

That the Friends of Melksham Assembly Hall are asked to come up with proposals. 

That the matter be referred to Full Council to decide on the remit of the working group 

 

Notes 

Appendix B – Motion of Councillor Ellis 
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Full Council Monday 26 June 2023 

Agenda item14 Remit of Melksham Assembly Hall Working Group 

On 5 June 2023 the Asset Management and Amenities Committee discussed a proposal from 
Councillor Ellis (see attached) and resolved as follows. 

Recites resolution from Monday 5th June 2023, then adds- 

Current terms of reference are attached. 

A further proposal has now been received from Councillor Ellis as follows: 

Request to Full Council to reconfigure the Assembly Hall Working Group, with members of the 
Friends of Melksham Assembly Hall, into a working group of the full council to investigate and 
progress the future of the Assembly Hall, the linked building currently the Blue Pool and the 
immediate surrounds bordering the Campus. 

Next steps: 

1. Authorise the Assembly Hall Working Group, to comprise current members and 
representatives of the Friends of Melksham Assembly Hall and museum and hub interests, to 
investigate the possible further with a structural survey leading to an outline business case and 
costing. We would request a budget of around £5000 for this initial professional work. The group 
will also be informed by the needs assessment, Cluster 1 research by the neighbourhood plan 
team, and further user and community interaction. 

2. To gain access for members of FoMAH and AHWG already involved to the Blue Pool to help 
the team evaluate the possible and to get a measure of the building and opportunities so that 
we can fill in the details  

3. To progress liaison with Wiltshire Council concerning the transfer of the Blue Pool to the 
ownership of the Town Council should an agreement be reached between the parties and that 
to be fitting with the strategic plans of the Town Council. 

4. To allow these groups concerned to meet within the Assembly Hall or other available Town 
council rooms to progress their work, with internal accounting to cover the costs thereof as with 
other working groups. 

The outcomes from the above will be a feasibility report to full council. Should the group 
consider option(s) practical and recommendable, it will include a road map to decide and 
progress the project looking at the ultimate use / needs for Melksham and how we would get 
there and provide an aƯordable and sustainable set of facilities into the future, looking ahead at 
the next 15 years. 

A meeting of AHWG/FoMAH is proposed for the evening of Tuesday 4th July (or 5th if better) with 
an agenda to include composition, terms of reference, appointment of oƯicers, allocation of 
initial roles and business plan. 

Minute 544/23  

Councillor Ellis set out the details of his proposal. There was general support for the proposal 
but some concern over the make-up and voting rights of the working group. It was suggested 
that the Working Group be open to all councillors and that members of the public be invited to 

Page 8



give input. There was discussion of the scope of the project, Wiltshire Council’s position on the 
Blue Pool and the remit of the Working Group, with some feeling the options outlined were too 
narrow. Some amendments were suggested and accepted by Councillor Ellis as friendly 
amendments 

It was proposed by Councillor Ellis, seconded by Councillor Goodhind, and UNANIMOUSLY 
RESOLVED 

 That the Assembly Hall Working Group (AHWG) Terms of Reference be amended so the 
group sits under the Full Council and not Asset and Amenities Committee. 

 That the AHWG would be open to all council members, with a quorum of 5 elected 
members. 

 That, within a time limit of three months, the AHWG will consider at least 3 options 
including but not limited to Repurpose, Redevelop and Do Not Take Project On. 

 That the AHWG will explore and provide “Ball Park Figures”. 
 That a budget of £10000 be allocated from The Major Projects Earmarked Reserves for 

professional fees. 
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Full Council Monday 17 July 2023 

Agenda item 11 Blue Pool Update 

To receive a presentation from the Friends of Melksham Assembly Hall 

Minute 559/23  

Councillor Ellis gave a presentation on work he had undertaken with the Friends of Melksham 
Assembly Hall. 

Following this Councillor Alford felt that this project was to be considered by the Full Council 
working group of the Assembly Hall and this has missed out any connection with the town 
council. It is great to see ideas for the project but as a town council we have not followed the 
proper process. 

Questions were asked about getting the views of an architect, quantity surveyor or structural 
engineer and which order that should be in. Why was a quantity surveyor chosen? 

There was a feeling that oƯicers had not moved quickly enough to set up working group meeting. 

It was proposed by Councillor Ellis, seconded Councillor Alford and RESOLVED that a meeting 
of the Full Council working group be set up immediately which would include the Friends of 
Melksham Assembly Hall. 

Standing Orders were suspended at 9.31pm to enable members of Friends of Melksham 
Assembly Hall to comment. 

Q. Can the town council obtain ownership of the Blue Pool? – A. Yes. 

Q. MS felt that this is a proposal is very well put together. Councillors haven’t got a good track 
record for getting things done and why can’t we get on with it? A. the original motion put in place 
by the council was to have a working group meeting take place to discuss options, we can’t 
delegate responsibility to others outside the council. 

Overall the ‘Friends of’ felt that more urgency should be given to the project 

 

Notes 

I cannot see that any further meeting of the working group took place 

Appendix C – Submission of the Friends of Melksham Assembly Hall 
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Full Council Thursday 17 August 2023 

 

Agenda item 4 Assembly Hall Roof 

To receive the report of the consultant and consider next steps. If members are in agreement 
that the works are to go ahead to also agree to waive Standing Orders and Financial Regulations 
in light of the fact that only one contractor has submitted a quote. The report demonstrates 
what lengths have been taken in trying to obtain three quotations. (Report to follow) 

Members to note: In view of the potential opportunity to acquire the Blue Pool; which could 
involve some restructure to the Assembly Hall; that an options appraisal is drawn up by a 
quantity surveyor which sets out how the town council can achieve best value for money before 
investing in patching and repairs but at the same time preserves the building for continued safe 
use. 

Minute 565/23  

It was generally agreed that £90000 was a lot of money to spend when the Assembly Hall and 
Blue Pool may be redeveloped but that something needed to be done. Councillors put forward 
their views on what action to take. At one point standing orders were suspended to allow 
Councillor Hubbard to speak. 

It was suggested to draw a line under the current quote and engage with local contractors. The 
diƯiculty experienced so far in getting contractors to quote was pointed out. A question was 
asked about the terms of the tender and whether a contractor could be asked to quote on bare 
minimum repairs for diƯering lengths of time. Members were reminded that the one quote was 
from a local contractor and discussions could be held with them on the terms suggested. 

It was proposed by Councillor Rabey, seconded by Councillor Westbrook and RESOLVED to 
speak to the contractors who had quoted to obtain quotes for bare minimum patching 
requirements over diƯering lengths of time. 

It was proposed by The Deputy Mayor and Chair of the meeting Councillor Price,seconded by 
Councillor Rabey, and RESOLVED to spend up to £10000 to get a Structural Engineer to analyse 
the future feasibility of the Assembly Hall and The Blue Pool and come back with their findings 
as soon as possible. 

 

Note 

This item was mainly about Assembly Hall roof repairs but have included it for completeness 
sake. 
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Full Council Monday 25 September 2023 

 

Agenda item 22 

22.1 Updating report  

To receive an updating report on progress. 

22.2 Asset Transfer  

For decision – Whether to accept the transfer of the Blue Pool on the terms suggested. 

22.3 RIBA Competition  

For decision – Whether to hold a RIBA Competition for design of the Assembly Hall/Blue 
Pool site 

Minute 592/23 Updating report 

The updating report was received. 

593/23 Asset Transfer 

It was generally felt that a decision could not be made at this meeting. 

It was proposed by the Town Mayor Councillor S Crundell, seconded by Councillor Hubbard and 
RESOLVED to leave all options on the table and make no decision pending receipt of the 
structural engineers report. Councillor Alford abstained. 

594/23 RIBA Competition 

The Town Mayor Councillor S Crundell proposed an Architecture Prize to obtain blueprints and 
options for use of the building. 

There was discussion, after which the Town Mayor Councillor S Crundell withdrew his proposal. 

Councillor Hubbard asked for the plans that were put before the old council to come before the 
current council. The Town Mayor, Councillor S Crundell asked the Locum Clerk to try to find the 
plans. 

 

Notes 

I have no idea what happened to the earlier plans. The locum referred to above was the Locum 
Deputy Clerk at that time. 

Appendix D – Updating report 

Appendix E – RIBA Competitions Guidance 

I have not included the Asset Transfer document as I assume this information remains 
confidential. 
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Full Council Monday 30 October 2023 
 

Agenda item 16.1 Blue Pool 

To consider Blue Pool Structural Report. 

For decision. 

Minute 620/23  

Councillor Ellis suggested an Assembly Hall Working Group meeting be called. There was 
discussion on a date. OƯicers advised they would struggle to find capacity to prepare due to 
Neighbourhood Plan Consultation and other commitments 

Councillor Hubbard felt that the Council should first decide on what they want from the 
Assembly Hall/Blue Pool site and this would then feed into a decision at a later date on how to 
achieve. 

Other councillors agreed that proceeding on this basis would allow a meeting to take place next 
week. 

It was UNANIMOUSLY RESOLVED to hold an Assembly Hall Working Group meeting next 
Monday to discuss what the Council want from the Assembly Hall of the future. 

 

Notes 

Appendix F – Structural Report 

Appendix G -Report of Head of Ops 
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Assembly Hall Working Group Monday 6th November 2023 
 

Agenda item 4 Future of the Assembly Hall and Blue Pool  

At the full council meeting on Monday 30 October 2023 it was decided to hold this meeting to 
discuss and decide on what the Council wants from the Assembly Hall. Once this has been 
decided, it will facilitate further discussions at a later date about options for the Assembly Hall 
and Blue Pool. 

Minute 48/23  

Introductions were made and the chair, Councillor Ellis gave an opening statement. 

There was discussion on the parameters of the meeting and it was re-iterated that what was 
wanted needed to be decided before how to do it. 

There was discussion on what members wanted. The following were mentioned 

 Bigger bar space/More than one bar 
 Bigger generally 
 More toilets 
 Improved dressing rooms 
 Car parking 
 Re-designed entrance/ Bigger atrium 
 Better access for bands 
 Tiered/Retractable seating 
 Ability to partition into smaller, soundproof rooms 
 Storage depot (instead of building in KGV) 

Councillor Crundell said it was not just about what was wanted, but what the group wanted to 
retain, for example, the flooring. 

Views were expressed that the Council should be “brave and bold” and that if the facilities were 
available it would attract bigger acts. The Cheese and Grain in Frome was mentioned as an 
example of having a clear, bold vision and following it through. 

There was discussion on whether to hold an architects Competition, appoint an architect, 
appoint a quality surveyor or appoint a management company. 

It was suggested by Councillor Cooke that the items listed in Councillor Ellis’ introduction 
should be ranked in order of preference. Councillor Hubbard suggested that members chose 
their top 5 items and the committee clerk would collate the results. 

Councillor Alford suggested that the matter could be delegated to OƯicers. Councillor Hubbard 
asked if the Town Clerk could proceed on the existing mandate from council. 

The Town Clerk confirmed that suƯicient sums remained from the budget allocated to allow her 
to proceed. 
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It was proposed by Councillor Hubbard and seconded by Councillor Westbrook, to delegate 
authority to the Town Clerk to take the matter forward and to submit the list of 
needs/suggestions as it stands. 

A vote of those present at the meeting unanimously supported this. 

A vote of councillors present unanimously agreed that they considered the current mandate of 
full council suƯicient for the Town Clerk to proceed. 

Councillor Aves had left the meeting at 8:30pm, before the vote. 
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Full Council Monday 27 November 2023 
 

Agenda item 11 Blue Pool/Assembly Hall  

To approve the appointment of consultants MEA to manage the approach to obtain an options 
appraisal from 3 architects. 

Minute 632/23  

There was discussion on what was required. 

It was proposed by Councillor Hubbard, seconded by Councillor Rabey and UNANIMOUSLY 
RESOLVED that Councillor Aves and the Committee Clerk draft a brief for architects, to then be 
circulated to members for comment. Any suggestions for architects to be forwarded to the 
Committee Clerk who is delegated to circulate the brief to architects 

 

Notes 

Appendix H – Options appraisal 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page 16



 

 

Full Council Monday 22 January 2024 
 

Agenda item 13 Assembly Hall/Blue Pool 

To receive a report on replies to the brief sent to architects in December. 

For decision on next steps. 

Minute 684/23  

The report on responses from architects was received. 

There was discussion on the next step. Councillor Ellis suggested the Assembly Hall Working 
Group meet with Mark Saint. Councillor Hubbard suggested appointing an Assembly Hall 
manager and bring them into the process. 

Head of Operations felt that if an Assembly Hall manager was in place, he would be less 
operationally involved and would have some capacity to manage the regeneration project, 
however that plays out. 

There was discussion of the options. 

It was proposed by Councillor Hubbard, seconded by the Town Mayor, Councillor S Crundell 
and UNANIMOUSLY RESOLVED that the Head of Operations do report back to the Full Council 
meeting in March with suggestions for how to proceed. 

 

Notes 

Due to the problems with staƯing levels and capacity there has been no further action since this 
date. 

Appendix I – Approaches to architects for Assembly Hall/Blue Pool project. 
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Borrowing Approval Application – County Association Checklist 

 
To be completed by County Officers before the Borrowing Approval Application form, 
accompanying documents, endorsement and explanatory letter from applicant’s council (if 
necessary) and this form, with covering email/letter from CALC are sent to the Parish 
Borrowing team at the Department for Levelling Up, Housing & Communities (DLUHC) via:  
Parish.Borrowing@levellingup.gov.uk 
 
When County Officers are first approached by Parish and Town Councils for information on 
submitting a borrowing application the Councils should be referred to the following documents 
available on the NALC website: 

• Parish and Town Borrowing Application Form 2022-23 

• Parish and Town Borrowing – Hints & Tips Guidance 

• DLUHC – Parish Borrowing Process Presentation 

• Supporting example templates – budget and survey questionnaire 
 
The documents above will provide borrowing applicants with an understanding of the process, 
an overview of DLUHC’s assessment criteria and expectations, and a list of supporting 
documentation to be provided with the borrowing application form. 
 
The checklist below outlines the high-level checks and actions County Officers should make 
prior to submission, bearing in mind it is not the role of the CALC to "approve" the submission, 
but check for completeness. Further information on DLUHC’s borrowing assessment criteria 
is provided in the Hints and Tips Guidance.  
 
1 Council exists and narrative appears correct (Box 1-5) Yes / No 
2 Purpose of borrowing is clear (Box 6) 

(This is used in the formal Approval Letter) 
Yes / No 

3 Funding schedule and amount to be borrowed is complete 
and clear (Box 7) 

Yes / No 

6 Proposals to increase the precept for the purpose of 
borrowing repayments are complete and clear (Box 14) 

Yes / No 

7 Is project required more than the result of £5 per elector 
calculation (Box 16) 

Yes / No 

8 Supporting documentation enclosed or full explanation 
provided in cover letter (Box 19) 

Yes / No 

9 Check completion (Box 20 - must be signed manually): 
Date of Full Council Resolution 
Name and signed by the Chair of Council 
Name and signed by the RFO 

Yes / No 

 
CALC Actions required: 
  Done 

Initials/Date 
A. 
 

Take and retain copy of all documents to be sent to DLUHC 

• Application form & this checklist 

• Covering letter from Parish/ Town Council 

• Minutes detailing resolution to borrow 

• Financial documents i.e. budget, cash flow statement, 
AGAR, reserves overview 

• Report to Council/ Business case 

• Resident consultation on the purpose of borrowing, 
borrowing amount and precept increase (if applicable) 
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B. 
 

Email/ letter to DLUHC including “I have completed and 
enclosed the standard NALC checklist and have no further 
comments to make”. 
 

 

C. 
 

Acknowledgement of Application Form/documents and 
advise council of CALC action taken. 

 

 
Reviewed and complete: …………………………………….. Date: …………………… 
CALC Checklist / 2022-23 
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A checklist of key information to be provided with any Parish and Town 
Councils borrowing application 

 
Councils wishing to borrow will have to get in touch with the County Association, 
whether a member or not, to submit the Application Form. Where a borrowing 
approval is required the purpose must be detailed on the application and in a report 
to Council. Approvals should only be sought for capital expenditure.  Please 
complete the borrowing application form and provide the following supporting 
information; 

 
1. Copy of full minute of the Full Council Meeting with the resolution to seek the 

Secretary of State’s approval for the proposed borrowing drafted in accordance 
with the example criteria; 

2. Copy of the Council’s budget or cash flow forecast for the current year, and 
next year (if available), showing the provision made to meet the loan costs, as 
well as a copy of the latest Annual Governance & Accountability Return 
(AGAR); 

3. Full report to the Council or business case. This should include a breakdown 
of the proposed works, estimated costs, financial planning to fund the loan 
repayments and the steps/options the Council/has in place to mitigate the risk 
for not being able to afford the loan repayments; 

4. Please provide information on how the Council will afford the loan repayments, 
breakdown of funding resources, amounts to be used from reserves, and any 
increase of precept to fund the borrowing; 

5. If the Council precept is to be increased to cover the loan repayment, please 
confirm the amount and percentage of the planned increase related to the 
loan only (if possible how much increase for house holders at Band D); 

6. If applicable, please provide evidence of public support to increase the precept 
to cover the loan repayment (e.g. the result of any consultation). 

7. You still need to provide details how local residents were consulted on the 
project and associated borrowing even if you are not increasing precept to 
fund the loan (e.g. newsletter/website/in the agenda of public meeting). 

 
Full provision of this information with the application demonstrating that it meets the 
guidance criteria will expedite the approval process. For further information, 

 

➢ Please read full guide to parish borrowing in Page 5 and the supporting 

documents; 
➢ For any queries, please contact your local association at first instance or; 

➢ For clarification on any aspect of this guidance, please contact DLUHC by 
email: parish.borrowing@levellingup.gov.uk 
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APPLICATION FOR BORROWING APPROVAL FOR TOWN/PARISH COUNCILS 

• If you have any queries about completing this form please contact your local county 
association. 

• When completing this form please use CAPITALS. 

• Once completed and signed please send this form to your local county association. 
 

1.  

Name of Council 

 

2. 
Name of Clerk 

 

Working Address (inc. Postcode) 
 

Email address 
 

Telephone 
 

3. 
Name of Chair 

 

4.  
Home Address (inc. Postcode) 

 

Telephone 
 

Email address 
 

5. 
District/Unitary Council area 

 

6. 
Purpose of Borrowing 
Please give a brief description of the purpose for 
which funds are required. 

 

Example of Capital projects : 
Purchase of land/building or, 
construction/building works or, 
provision of other assets or; 
provision of grants to another body for a Capital 
expenditure 

 

7. 
Total Contract/Project Value 

 
£ 

Funding from Council’s own resources £ 

Funding from other sources £ 

Amount to be borrowed £ 

8. 
Deadline for approval (if applicable) 
If borrowing is required by a specific date – eg an 
auction date, or to meet match-funding requirements - 
give details here. 
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9. 
Is funding from other sources 
confirmed? 

 

 Yes  No  N/A 

10. 
Proposed Borrowing Source 

 

11.  

Repayment option (if borrowing from 
PWLB)  

Annuity EIP  N/A 
https://www.dmo.gov.uk/data/pdfdatareport?reportC
ode=D9A.1 

12. 
Intended Borrowing Term 

(please specify the number of years) 

 

13. 
Details of Existing Loans 

 

1st loan 2nd loan 3rd loan 4th loan 
 

£ £ £ £ 

Date Taken Out  

Amount Outstanding £ £ £ £ 

Unexpired Term  

14. 
Are you increasing Precept to fund this 
borrowing? 

 

Yes No 

What will be the amount and percentage 
of the planned increase per annum? 

£ % 

What will cost band D per annum? £ 

15. 
If applicable, have you assessed the 
extent of public support to increase 
precept for this loan? 

 
Yes No 

 

If yes, what were the results of the 
assessment to increase precept for this 
loan? 

 

16. 
Precept for previous year: 

 

£ for Band D: 

 

Precept for current year: 
 

£ for Band D: 

Precept for next year: 
 

£ for Band D: 

17. 
Number of Electorate 

 

18. 
Value and purpose of all funds, 
capital/revenue reserves and balances 
currently held. 
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19. 
Have you provided the following 
supporting evidence? 

Please tick the appropriate boxes below 

a)  Full Council minutes with resolution 
to apply to DLUHC for borrowing YES NO 

b)  Report to the Council/ Business Case 
YES NO 

c)  Council Budget for current year and 
next year if available YES NO 

d)  Communications with local 
residents on the purpose of 
borrowing, borrowing amount and 
increase in precept (if applicable) 

YES NO 

 

20.  
Approval of Full Council 

 

The above application was agreed by resolution of the full council on………  (date), the Report to 
Council and Budget attached have been taken to and approved by the full Council, and the draft 
Minutes attached have been seen and authorised for submission by the Chairman. 

 

The Council undertakes to notify the Department for Levelling Up, Housing and Communities 
(DLUHC), as soon as reasonably practicable, in the event:- 
● of not exercising the approval, or, 
● it finds that the original amount requested is greater than the actual borrowing need. 

 

 

 

SIGNED…………………………….………………………….. DATE……………………… 
(Chair of the Council) 

 

NAME………………………………………............................ 
 

 

 

SIGNED…………………………….………………………….. DATE……………………… 
(Responsible Financial Officer) 

 

NAME………………………………………............................ 
 

Please send signed, completed forms and all supporting information to your county 
association of local councils. 

Failure to submit all required information will delay your borrowing approval. 
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A GUIDE TO PARISH AND TOWN COUNCIL BORROWING 
IN ENGLAND 

Introduction 
 
1. In this guide, all references to statutory provisions are to provisions in the Local 
Government Act 2003 (‘the 2003 Act’). References to parish councils include those 
designated as town councils, village councils, community councils, neighbourhood 
councils and city councils in England. 

 
2. This guide replaces all previous guidance on borrowing by parish councils in 

England and reflects the legal framework in force as at 1 April 2015. The law that 
allows a parish council to borrow money is contained in paragraph 2 of Schedule 1. 
Before such a council can borrow a sum of money, it must first receive an approval 
to borrow from the "appropriate person": in England the Secretary of State by way of 
the Department for Levelling Up, Housing and Communities (DLUHC), and in Wales, 
the Welsh Ministers. Evidence of the borrowing approval may be required at audit. 

 
3. This guide sets out the criteria that the Secretary of State generally applies in 
deciding whether to give borrowing approval, and how parish councils should go 
about applying for approval. It applies only to England. Community and town councils 
in Wales should contact the Local Government Finance Division of the Welsh 
Government (telephone: 029 20 823227 or 029 20 825223) for details of the approval 
system applicable to them. 

 
4. There is no national limit on the total annual amount of borrowing approvals that 
will be granted. Councils should only apply for borrowing approval when they are 
fully ready to take up the borrowing, for example, when planning permission has 
been obtained. Applications by councils for borrowing approval should be sent to the 
local County Association affiliated to the National Association of Local Councils 
(NALC). This applies whether or not the council is a member of NALC. 

 
5. If the Association considers that the application form is complete with no obvious 
omissions or errors, and that the application is made in good faith, the application will 
be forwarded to DLUHC. Where an Association has any concerns it will raise the 
matter with the council. The council may, if it wishes, take up any disputed issue with 
DLUHC. The review by the County Association is intended to assist councils in 
submitting well-founded applications to DLUHC. The County Association will provide 
a brief factual report to DLUHC with the application. 

 
Local Accountability and Transparency 

 
6. The Government’s localism agenda aims to place more power into people’s 
hands. For democratic accountability to increase, local people need to be able to 
hold local authorities to account over how they spend public funds and the decisions 
that are made on their behalf. This principle applies to decisions made by all levels of 
local government, including parish councils. Transparency is the foundation of this 
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accountability and, if people are to play a bigger role in society, they need to have 
the tools and information to enable them to do so. 

 
7. When considering whether to apply for borrowing approval, parish councils should 
be fully open and transparent with their residents and taxpayers in all their dealings. 
Details of the project and plans for borrowing and loan repayment must be available 
to residents from an early stage. This could include discussion of proposals in open 
meetings, and ensuring that information is available for the public before and after a 
decision is taken, for example on the council website or published in local 
newsletters. Evidence of this will be taken into account in considering whether to 
give approval for borrowing. When increasing precept to fund borrowing, evidence of 
public support for increasing the associated precept will be required to support the 
loan application. 

 
What is a Borrowing Approval? 

 
8. It is a formal approval issued by the Secretary of State to borrow money. 

 
9. The Secretary of State's decision on the borrowing application will be sent direct to 
the Clerk to the council. A copy of the decision letter will also be sent to the Chair of 
the council and the local County Association. Where approval to borrow is given, as 
well as containing the legal authority for the council to borrow money, the approval 
will state the maximum amount of money that can be borrowed, the purpose for 
which the money may be used, the period within which money must be borrowed, 
and the maximum period within which the borrowing must be repaid. 

 
10. Where a council wishes to use borrowed money for a purpose other than that 
specified in the borrowing approval letter, written consent to the change of use must 
be obtained from DLUHC, prior to committing to the expenditure. This applies to 
unused funds. 

 
Who can apply for Borrowing Approval? 

 
11. Any parish council in England. 

 
When is a Borrowing Approval not required? 

 
12. Under paragraph 2(3)(a)(i) of Schedule 1, no approval is required for borrowing 
by temporary loan or overdraft from a bank or otherwise of sums which the council 
may temporarily require to meet expenses pending the receipt of revenues 
receivable by it in respect of the period of account in which the expenses are 
chargeable. 

 
13. A council may also borrow by temporary loan or overdraft pending the raising of 
the loan permitted by a borrowing approval (paragraph 2(3)(a)(ii) of Schedule 1). A 
council must be in possession of the borrowing approval when the temporary loan is 
taken out, but no second approval is required. The temporary loan must be for the 
purpose of meeting expenses intended to be met by the approved borrowing. A 
council can also raise a further loan to repay the original loan without the need for 
another approval, so long as the new borrowing takes place within the fixed period 
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(paragraph 2(3)(b) of Schedule 1). For the meaning of "fixed period" see paragraph 
33 of this guide. 

 
14. In all other circumstances, borrowing approval is required. 

 
How is an application for borrowing approval made? 

 
15. In the first instance, councils should complete the application form included in 
this guidance. Contact should also be made with the local County Association who 
will process the application form once it is completed. All questions in the form need 
to be answered and all supporting information must be supplied (see paragraph 16 
below). The making of the application requires approval by resolution of the full 
council (paragraph 4 of Schedule 1). The form must be signed by the Chair of the 
council and the responsible financial officer (in most councils the Clerk is also the 
responsible financial officer, but the post is sometimes a separate appointment). The 
completed form must be sent in hard copy to the County Association (see paragraph 
4 above). 

 
What information must be provided? 

 
16. In addition the form must be accompanied by:- 

• a copy of the council's budget for next year (or for the current year if next 
year's is not available) clearly illustrating the total income and expenditure 
and costs associated with the project in question, 

• a  copy of the written report or business case considered by the 
council in reaching its decision to apply for borrowing approval, 

• the  full  minutes  of  the  meeting  at  which  the  resolution  to  make  the 
application was passed, 

• evidence that residents have been consulted on the following: 
i) the proposed project, 
ii) the council’s intention to borrow, 
iii) proposals to increase the precept to meet borrowing costs, if 
applicable; and 
iv) if applicable evidence of public support to increase precept 
because of the proposed borrowing. 

 
17. Where the council intends to provide a grant to another body the references to 
"project" in this guide and in the application form apply to the assistance being 
provided by the council, not to the project towards which the assistance is given. For 
example, if a council wishes to borrow £50,000 to part finance a grant of £100,000 
towards the construction by a local charity of a village hall costing £250,000, the 
application form should show £100,000 as the total cost of the project and £50,000 
as the amount to be borrowed, and explain how the remaining £50,000 is to be 
financed by the council. 

 
Parish council precepts and council tax referendum principles 

 
18. When planning budgets and considering whether to apply for borrowing 
approval, parish councils should bear in mind the provisions of Chapter 4ZA of Part 1 
of the Local Government Finance Act 1992 relating to council tax referendums. Each 
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year, the Secretary of State will determine “excessiveness principles”. If an authority 
breaches those principles, it must arrange a referendum to seek the approval of its 
local electors to the excessive increase in council tax it has set. For 2022-23, no 
principles were set for parish councils: so the new referendum provisions did not 
apply to them for that year. 

 
19. However, Ministers have made it clear that when setting principles in future 
years, the Secretary of State will consider whether this, in light of the extent to which 
restraint in relation to council tax in 2022-23 has been exercised in order to provide 
protection for local taxpayers and to extend the principle of direct democracy.  

 
20. If the Secretary of State decides to determine council tax referendum principles 
in relation to parish councils for the financial year 2023-24, (and in subsequent 
financial years), a parish council would need to consider whether its relevant basic 
amount of council tax1 was excessive by reference to those principles. Councils with 
precept increases resulting in a relevant basic amount of council tax which exceeded 
the principles would be required to hold a referendum to seek local electors’ approval 
to that increase. The result of the referendum would be binding and where an 
increase was not approved, the parish precept would be substituted with a precept 
that produced a relevant basic amount of council tax that was not excessive by 
reference to the principles. Parish councils would be responsible for meeting the 
costs of any referendum. 

 
21. It should be noted that the Secretary of State will not exclude increases in parish 
council tax precepts attributable to a borrowing approval when considering whether 
to set council tax referendum principles for parish councils in 2023-24 and in future 
years. 

 
22. The Secretary of State intends to determine excessiveness principles in parallel 
with the process for deciding the annual local government finance settlement for 
each year; so it is expected that principles will be proposed in November/December 
alongside the announcement of the provisional settlement. 

 
What are the criteria for borrowing approval? 

 
23. The Secretary of State will generally apply the following criteria in deciding 
whether to give borrowing approval: 

a) the borrowing should be for a purpose that would be capital expenditure as 
defined in section 16 of the 2003 Act. Appendix A to this guide explains what is 
covered by the section 16 definition; 

b) the amount to be borrowed should generally not be less than £5 multiplied by the 
number of local government electors for the area of the council as counted at the 
latest register for  the  electoral  roll. However, the Department will consider 

 
 

1 For the meaning of “relevant basic amount of council tax” see section 52ZX(5) of the Local Government 
Finance Act 1992. 
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applications for a lower borrowing amount where the total project cost is above 
the threshold and grants or other resources intended for the project expenditure 
will be refused or reduced if the borrowing does not go ahead; 

c) any unallocated balances (including, where appropriate, capital receipts), beyond 
those required for the prudent financial management of the council, should be 
used in the project for which borrowing is required; 

d) the council should have a realistic budget (this must be affordable, taking account 
of its effect on the council's precept) for the servicing and repayment of the debt. 
The Secretary of State will expect to see that the affordability of the loan charges 
and any other revenue costs arising from the project is demonstrated in the 
written report to the council recommending the borrowing application. A copy of 
the report should be submitted with the application form. The report should provide: 

• an estimate of the annual costs, and an indication of whether they will be 
covered by reductions in other expenditure, or by additional income from 
the precept or other sources, 

• in cases where an increase in the precept is proposed, an estimate of the 
amount of the increase in both monetary and percentage terms, and 
recognition that any proposed increase in precept may be subject to council 
tax referendum principles in future years, 

• evidence that any risks and uncertainties affecting the financing of the 
project have been taken into account in assessing its affordability, 

• details of any significant financial developments that might affect the ability 
of the council to finance the costs in future years, so far as can reasonably 
be foreseen. 

e) The council should have consulted local residents on the project and associated 
borrowing. The format of consultation with residents is a matter for the council to 
decide, however councils should note the following: 

• details of the project and plans for borrowing and loan repayment must be 
accessible to residents from an early stage, 

• decisions on borrowing must be taken in an open and transparent way, 
following discussion in open meetings, 

• inclusion of the matter on an agenda for a public meeting of the council will 
not, in itself, be considered sufficient evidence of consultation, 

• the council should ensure that information about the progress of the project 
continues to be available to residents following the approval to borrow, 

• in particular, any proposal to increase the precept to meet borrowing costs 
must be backed by evidence of public support. 

 
When should a council apply? 

 

24. All councils are encouraged to let their County Associations know of their 
borrowing requirements as soon as possible. However, councils should not apply for 
borrowing approval until all negotiations have been completed, all other sources of 
funding have been secured and all other consents (e.g. planning permission) have been 
obtained. If an applicant council is successful, processing of the borrowing approval 
should generally take between 3 – 4 weeks from the date of its receipt by DLUHC. 
The borrowing approval will authorise the council to take out a loan within a period 
of twelve months starting with the date of issue of the borrowing approval. 
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How much can a council borrow? 
 
25. The amount that an individual council will be authorised to borrow will normally 
be limited to a maximum of £500,000 in any single financial year for any single 
purpose. 

 
26. Where borrowing approval is sought for an amount higher than £500,000, DLUHC 
may issue the borrowing approval phased over the life of the project. An approval-
in-principle for the full amount will normally be issued at the outset of the project, 
with formal approval letters issued at stages agreed with the council. DLUHC may 
request project progress reports at any time during the phased approvals process. 

 
27. A council wishing to borrow more than £500,000 is encouraged to contact DLUHC 
as early as possible to discuss the approvals process and should acknowledge that 
the processing times will be longer due to additional stages of review. 

 
Where can councils go for funds? 

 
28. Councils may not, without the consent of HM Treasury, borrow otherwise than in 
sterling (section 2(3)). In practice, most councils are likely to obtain funds from the 
Public Works Loan Board or the clearing banks. When councils apply for funds, the 
Public Works Loan Board will insist that they have sight of the original borrowing 
approval. Loans may also be taken out from private or voluntary sector organisations, 
or from individuals. Irrespective of the proposed source of borrowing, councils must 
have borrowing approval in place before arranging a loan. Evidence of the borrowing 
approval may be required at audit. Councils are advised to seek appropriate advice. 

 
29. Councils are reminded that the decision to borrow must be taken by the full 
council (paragraph 2(4) of Schedule 1). This is a separate decision from the decision 
to apply for borrowing approval. Lenders will generally offer a variety of loan 
structures such as fixed or variable repayment rates of interest, discount or 
premiums for early repayment in certain circumstances. 

 
Timing of borrowing 

 
30. A council may borrow by temporary loan or overdraft pending the raising of the 
loan permitted by a borrowing approval (paragraph 2(3)(a)(ii) of Schedule 1). This 
means that progress on a project need not be delayed until the longer-term 
borrowing is arranged. See paragraph 13 above for the requirement for borrowing 
approval in these circumstances. 

 
Security for the lender 

 
31. All borrowing by a council, together with interest on it, is charged indifferently on 
all the revenues of the council (section 13(3)). A council cannot mortgage or charge 
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any of its property as security for money borrowed or which it otherwise owes; any 
security given in breach of this provision is unenforceable (section 13(1) and (2)). 

 

 
Period of loan 

 
32. Councils must determine the period within which the money borrowed will be 
repaid, and they are required to make charges to revenue account sufficient to repay 
the principal  within that period and meet the interest charges on the borrowing 
(paragraphs 3 and 5 of Schedule 1). The period determined is known as the "fixed 
period", and the council's determination requires the consent of the Secretary of 
State. The borrowing approval letter will normally specify the maximum period for the 
repayment of the loan. The maximum period will begin on the date on which the 
money is borrowed, and will generally be either: 

• 50 years, for the acquisition of, or works on or to, land, buildings, roads or 
structures, or the making of grants for such purposes; or 

• 10 years or life span of an asset, in all other cases. 
 
33. Councils are asked to consider carefully whether it would be appropriate to 
borrow for the permitted maximum or for a shorter period. Generally the borrowing 
period should be no greater than the period for which the expenditure is forecast to 
provide benefits to the council (or the body being assisted). Thus if a piece of 
equipment is only thought likely to last for five years, it would be more appropriate to 
borrow for five years than for the ten years that the borrowing approval might permit. 

 
When a borrowing approval is no longer required 

 
34. If a council finds it no longer needs the borrowing approval issued to it, it must 
inform DLUHC. 

 
35. If a council finds that it does not need to borrow the full amount as specified in 
the approval letter, DLUHC should be informed of the actual loan amount as soon as 
is reasonably practical. 

 
Best Practice 

 
- Seek appropriate advice and guidance at early stage of the project. 
- Programme prudent use of balances as well as borrowing. 
- Budgets or revised budgets should be considered before applying for 

borrowing approval. 
- The borrowing term should not exceed the life of the asset. 
- Even if the council secures an interest free loan, it will still require borrowing 

approval. 
- Consult local residents about the proposed project and the intention to 

borrow. 
- Make sure residents have access to as much information as possible about 

the project and loan, both before and after the decision to borrow. 
- If increasing precept, ensure residents are consulted on the increase and 

obtain evidence to support loan application.  
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APPENDIX A 
 

DEFINITION OF CAPITAL EXPENDITURE 
 
1 Section 16 of the 2003 Act defines "capital expenditure" as "expenditure of the 

authority which falls to be capitalised in accordance with proper practices". In 
turn section 21(2) defines "proper practices" as those accounting practices 
that local authorities are required to follow by virtue of any enactment, or of a 
code of practice or other document specified in regulations. Under this power 
the Secretary of State has specified (among other documents) the 
CIPFA/LASAAC Code of Practice on Local Authority Accounting in the United 
Kingdom ("the Code"). The Code does not apply to parish councils. However, 
the first of the criteria set out in paragraph 24 of this guide relies on the 
Code’s provisions to provide a definition of capital expenditure for parishes 
consistent with the definition applicable elsewhere in the public sector. This is 
done purely to ensure that all applications are judged against uniform criteria, 
and does not imply that the Code is in any way applicable to a parish council’s 
accounting statements. 

 
2 The key relevant paragraphs of the 2012-13 Code for the purposes of the 

capital expenditure definition are as follows: 
 

4.1.2.11 Property, plant and equipment are tangible assets (ie assets 
with physical substance) that are held for use in the production or 
supply of goods and services, for rental to others, or for administrative 
purposes, and expected to be used during more than one period. 

 
Recognition 
4.1.2.16 The cost of an item of property, plant and equipment falling 
under this section of the Code shall be recognised (and hence 
capitalised) as an asset on a local authority Balance Sheet if, and only 
if: 

• it  is  probable  that  the  future  economic  benefits  or  service 
potential associated with the item will flow to the authority, and 

• the cost of the item can be measured reliably. 
 

4.1.2.17 Costs that meet the recognition principle in paragraph 4.1.2.16 
include initial costs of acquisition and construction, and costs incurred 
subsequently to enhance, replace part of, or service the asset. 

 
The Code goes on to exclude day-to-day servicing (ie repairs and maintenance) 
from the definition if they do not add to the future economic benefits or 
service potential of the asset. 

 
3 In addition, section 16 allows the Secretary of State to adjust the definition of 

capital expenditure by regulation, and, in the case of a particular authority, by 
direction. Regulation 25 of the Local Authorities (Capital Finance and 
Accounting) (England) Regulations 2003 (SI 2003/3146), as amended, 
provides as follows: 
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Expenditure to be capital expenditure 
 

25. —(1) For the purposes of Chapter 1 of Part 1 the following expenditure of a local 
authority, incurred on or after 1st April 2004, shall be treated as being capital 
expenditure insofar as it is not capital expenditure by virtue of section 16(1) — 

(a) expenditure incurred on the acquisition or preparation of a computer 
program, including expenditure on the acquisition of a right to use the program, 
if the authority acquire or prepare the program for use for a period of at least 
one year for any purpose relevant to its functions; 

(b) subject to paragraph (2), the giving of a loan, grant or other financial 
assistance to any person, whether for use by that person or by a third party, 
towards expenditure which would, if incurred by the authority, be capital 
expenditure; 

(c) the repayment of any grant or other financial assistance given to the local 
authority for the purposes of expenditure which is capital expenditure; 

(d) subject to paragraph (3) the acquisition of share capital in any body 
corporate; 

(e) expenditure incurred on works to any land or building in which the local 
authority does not have an interest, which would be capital expenditure if the 
local authority had an interest in that land or building; 

(ea) expenditure incurred on the acquisition, production or construction of assets 
for use by or disposal to, a person other than the local authority which would 
be capital expenditure if those assets were acquired produced, or constructed 
for use by the local authority; and 

(f) the payment of any levy by a local authority under section 136 of the 
Leasehold Reform Housing and Urban Development Act 1993 (levy on 
disposals) 

 

(2) Where the expenditure referred to in paragraph (1)(b) is a loan given by a 
parish council or charter trustees to any person, it shall not be treated as being 
capital expenditure by virtue of this regulation. 

 
(3) Where the expenditure referred to in paragraph (1)(d) is— 

(a) an investment in a money market fund; or 

(b) an investment in the shares of a company to which Part 4 of the Finance Act 
2006 (Real Estate Investment Trusts) applies; or 

(c) the acquisition of shares in an investment scheme approved by the Treasury 
under section 11 (1) of the Trustee Investments Act 1961 (local authority 
investment schemes). 

it shall not be treated as being capital expenditure by virtue of this regulation. 
 
Parish councils should note in particular the effect of paragraph (2) of the regulation. 
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The Canberra Community Park 

 

The Canberra Community Park is the plot of land that sits behind the Canberra Centre in 
Melksham just off Spa Road. The land is held in trust for perpetuity by Wiltshire Council and 
is currently leased to 4Youth (South West) with the lease due to finish in 2143. 
 

The vast bulk of the field is not needed for day to day use by 4Youth and the Charity’s 
directors made the decision to make the land available for public use. Whilst they have 
always given permission for the land to be used for dog walking etc, it was felt better use of 
the land could be made. 
 

After some considerable research with partner organisations it was found that there was 
funding available from a number of sources which would allow for a community park to be 
developed. A rough outline of the proposed park is shown below. 
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The park is intended to include a. community orchard, a sensory area, open seating, 
wildflower and a small copse with bug hotels at the rear. 
 

The park will be run a separate group called Friends of Canberra Community Park reporting 
back to, but acting independently of 4Youth (South West). Funding has been secured for the 
trees, planting and much of the benches etc for the park. The planting funding includes 
contributions towards future maintenance of the park. 
 

The group had secured the support of a major local business to undertake the works for 
digging out and installing the pathways and work had been scheduled to take place during 
August/September 2024. This would have enabled the planning to take place in November 
and the park to formally open in February 2025. 
 

Unfortunately, due to circumstances beyond the control of the group the business has had 
to withdraw from the scheme for the foreseeable period and this has put the project at risk. 
 

The Steering Group have researched finding an alternative sponsor but are unable to find 
anyone at such short notice. As the pathway must be laid before the planting can take place, 
the project is now in a precarious place as the planting funding was a contribution towards 
the larger project and may be reduced or withdrawn if the total project shrinks. The fact that 
the pathways were to be wheelchair/pram/buggy friendly was a considerable factor in the 
schemes funding bids. 
 

Prices from contractors have varied from between £39k and £51k. 
 

There has been one local business who have offered to undertake the works at a significant 
discount to support the community. Their total price for completing the works would be 
£6,657 plus VAT. Unfortunately VAT would have to be charged to the Charity for this work 
which would add an additional £1,331 to this cost. 
 

My proposal to the Town Council is that we recognise the significant impact the provision of 
this facility to the community and the positive reputational there would be for the Town 
Council to be seen to facilitating it. 
 

If the Town Council made the decision to commission this work directly then it would cost 
the council just the £6,657 as they would be able to reclaim the VAT. This would mean the 
Steering Group would still be in a position to purchase the seating and other additional 
equipment needed. 
 

There would, of course, have to be clear signage demonstrating the Town Council’s 
contribution and I have been assured that one of the items intended for the park is a public 
notice board that the Town Council would be able to use 
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MODEL FINANCIAL REGULATIONS FOR LOCAL COUNCILS 
 
 
This Model Financial Regulations template was produced by the National Association of 

Local Councils (NALC) in April 2024 for the purpose of its member councils and county 

associations. Every effort has been made to ensure that the contents of this document are 

correct at time of publication. NALC cannot accept responsibility for errors, omissions and 

changes to information subsequent to publication. 

Notes to assist in the use of this template: 

1) This document is a model for councils of all sizes to use to develop their own financial 

regulations, suitable for the size of the council and the activities it undertakes. 

2) Bold text indicates legal requirements, which a council cannot change or suspend. 

3) For the rest, each council needs to adapt the model to suit its size and structure.  For 

example, some councils have both a clerk and RFO, possibly with several more staff, 

while others have a single employee as clerk/RFO.  Some councils have committees, 

some have a high level of delegation and some make all decisions at full council 

meetings.  Many now use online payment methods, but others still rely on cheques. 

4) Curly brackets indicate words, sentences or sections that can be removed if not 

applicable, or amended to fit the council’s circumstances.  An example of this is the 

phrase {or duly delegated committee}, which can be deleted if there are no committees. 

5) Specific areas that may need adapting: 

a) In 1.5 – is the Clerk the RFO? 

b) In 3.3 and 3.4, the words “Governance and Accountability” do not apply in Wales 

c) In section 4, does the council have committees and how many years are forecast?  

d) In 5.6, does the council issue an open invitation to tender, or invite specific firms? 

e) In 5.9, are online prices acceptable evidence? 

f) In 5.13, 5.15 and 5.17, does the council have committees? 

g) In 5.16, will a councillor ever be instructed to place an order? 

h) In 5.20, is there a minimum level for official orders? 

i) Section 6 includes several alternatives to cover delegation to committees or to 

officers, approval of invoices individually or in batches, or for approval of regular 

contractual payments at the beginning of the year. 

j) Sections 7, 8 and 9 also includes several alternatives, including wording for where 

the clerk is a signatory.  These are intended to allow a council’s financial regulations 

to fit what they actually do, not to force any council to change what they do. 

k) Section 10 gives two alternatives, with or without petty cash. 

l) 13.6 has alternatives for VAT-registered and unregistered councils – only use one. 

m) 13.7 and 13.8 are removable if they don’t apply to the council. 
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n) Much of Section 16 can be deleted if not applicable. 

o) 17.3, is the Clerk the RFO or will the RFO consult the Clerk?   

6) Square brackets indicate where the council needs to specify who, or how much, or what 

the timescale is.  For example [£500] might need to be £100, or [October] might need to 

be November, or [the council] might need to say the Policy and Resources Committee. 

a) In 4.1 and 4.7, select the wording for England or Wales, based on your location. 

b) In Section 4, the council needs to determine the timescale for its budget setting.   

7) It is challenging to try to offer guidance on setting financial limits.  A council spending 

£1,000 a year is unlikely to delegate authority to spend £500 to its proper officer, but one 

spending £5 million a year might regard £5,000 as a reasonable limit.  Each council 

needs to determine its own limits, that help, rather than hinder, its operations.      

8) Key limits to set: 

a) In 5.6, at what limit will the council require a formal tender process to ensure fair 

competition, rather than just asking for quotes?  If this is set too low, it may 

discourage suppliers.  Many small councils might only use formal tenders once every 

few years. 

b) In 5.8, at what limit will the council require fixed-price quotes rather than estimates? 

c) In 5.9, at what level can smaller purchases be made without competition? 

d) In 5.15, at what level can purchases be made under delegated authority (having 

complied with the rules about obtaining prices)? 

e) In 5.18, how much can the clerk commit to spending in an emergency? 

f) In 6.9, can payment of invoices (for purchases that have already been authorised) be 

authorised by an officer under delegated authority as a general principle, or only to 

avoid problems? 

g) In Section 9, what are the limits for card payments? 

h) In 16.5, what value of assets can be bought or disposed of, without seeking council 

approval? 

9) The contents list is a table that extracts section headings from the document.  It can be 

updated by clicking on the contents list, whereupon a tab saying “update table” appears 
at the top of the list.  

10) Once this model has been tailored to fit the council’s needs, the resulting Financial 

Regulations (with the insertion of the council’s name at the top) should be adopted at a 
meeting of the full council.  The date of adoption should be inserted below the Contents.  

Any subsequent proposal for amendment should also be made to the full council. 

11) The council should keep abreast of developments in legislation that affect the local 

council sector and should review and update its Financial Regulations annually. 

12) Please ensure that the latest approved version is published on the council’s website. 
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[ENTER COUNCIL NAME] FINANCIAL REGULATIONS 

Contents 

1. General .......................................................................................................................................... 4 

2. Risk management and internal control ..................................................................................... 5 

3. Accounts and audit ...................................................................................................................... 6 

4. Budget and precept ..................................................................................................................... 7 

5. Procurement ................................................................................................................................. 8 

6. Banking and payments ............................................................................................................. 10 

7. Electronic payments .................................................................................................................. 11 

8. Cheque payments ..................................................................................................................... 13 

9. Payment cards ........................................................................................................................... 13 

10. Petty Cash .................................................................................................................................. 13 

11. Payment of salaries and allowances ...................................................................................... 14 

12. Loans and investments ............................................................................................................. 14 

13. Income ......................................................................................................................................... 15 

14. Payments under contracts for building or other construction works .................................. 15 

15. Stores and equipment ............................................................................................................... 16 

16. Assets, properties and estates ................................................................................................ 16 

17. Insurance .................................................................................................................................... 16 

18. [Charities] .................................................................................................................................... 17 

19. Suspension and revision of Financial Regulations ............................................................... 17 

Appendix 1 - Tender process ........................................................................................................... 18 

 

These Financial Regulations were adopted by the council at its meeting held on [enter date]. 
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1. General   

1.1. These Financial Regulations govern the financial management of the council and 

may only be amended or varied by resolution of the council. They are one of the 

council’s governing documents and shall be observed in conjunction with the 

council’s Standing Orders.  

1.2. Councillors are expected to follow these regulations and not to entice employees to 

breach them. Failure to follow these regulations brings the office of councillor into 

disrepute. 

1.3. Wilful breach of these regulations by an employee may result in disciplinary 

proceedings. 

1.4. In these Financial Regulations: 

• ‘Accounts and Audit Regulations’ means the regulations issued under Sections 
32, 43(2) and 46 of the Local Audit and Accountability Act 2014, or any 

superseding legislation, and then in force, unless otherwise specified.  

• “Approve” refers to an online action, allowing an electronic transaction to take 

place. 

• “Authorise” refers to a decision by the council, or a committee or an officer, to 
allow something to happen. 

• ‘Proper practices’ means those set out in The Practitioners’ Guide  

• Practitioners’ Guide refers to the guide issued by the Joint Panel on 

Accountability and Governance (JPAG) and published by NALC in England or 

Governance and Accountability for Local Councils in Wales – A Practitioners 

Guide jointly published by One Voice Wales and the Society of Local Council 

Clerks in Wales. 

• ‘Must’ and bold text refer to a statutory obligation the council cannot change.  

• ‘Shall’ refers to a non-statutory instruction by the council to its members and 

staff. 

 

1.5. The Responsible Financial Officer (RFO) holds a statutory office, appointed by the 

council. [The Clerk has been appointed as RFO and these regulations apply 

accordingly.]  The RFO. 

• acts under the policy direction of the council. 

• administers the council's financial affairs in accordance with all Acts, 
Regulations and proper practices. 

• determines on behalf of the council its accounting records and control systems. 

• ensures the accounting control systems are observed. 

• ensures the accounting records are kept up to date. 

• seeks economy, efficiency and effectiveness in the use of council resources; 
and 

• produces financial management information as required by the council. 

1.6. The council must not delegate any decision regarding: 
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• setting the final budget or the precept (council tax requirement); 

• the outcome of a review of the effectiveness of its internal controls 

• approving accounting statements. 

• approving an annual governance statement. 

• borrowing. 

• declaring eligibility for the General Power of Competence; and 

• addressing recommendations from the internal or external auditors  

1.7. In addition, the council shall: 

• determine and regularly review the bank mandate for all council bank accounts. 

• authorise any grant or single commitment in excess of £5,000; and 

2. Risk management and internal control 

2.1. The council must ensure that it has a sound system of internal control, which 

delivers effective financial, operational and risk management.  

2.2. The Clerk with the RFO shall prepare, for approval by the council, a risk 

management policy covering all activities of the council. This policy and 

consequential risk management arrangements shall be reviewed by the council at 

least annually.  

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

assessment including risk management proposals for consideration by the council.  

2.4. At least once a year, the council must review the effectiveness of its system 

of internal control, before approving the Annual Governance Statement.   

2.5. The accounting control systems determined by the RFO must include 

measures to: 

• ensure that risk is appropriately managed;  

• ensure the prompt, accurate recording of financial transactions; 

• prevent and detect inaccuracy or fraud; and 

• allow the reconstitution of any lost records. 

• identify the duties of officers dealing with transactions and  

• ensure division of responsibilities. 

2.6. At least once in each quarter, and at each financial year end, a member other than 

the Chair or a cheque signatory shall be appointed to verify bank reconciliations for 

all accounts produced by the RFO. The member shall sign and date the 

reconciliations and the original bank statements or similar document as evidence of 

this. This activity, including any exceptions, shall be reported to and noted by the 

council. 
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2.7. Regular back-up copies shall be made of the records on any council computer and 

stored either online or in a separate location from the computer.  The council shall 

put measures in place to ensure that the ability to access any council computer is 

not lost if an employee leaves or is incapacitated for any reason. 

3. Accounts and audit 

3.1. All accounting procedures and financial records of the council shall be determined 

by the RFO in accordance with the Accounts and Audit Regulations.  

3.2. The accounting records determined by the RFO must be sufficient to explain 

the council’s transactions and to disclose its financial position with 
reasonably accuracy at any time.  In particular, they must contain: 

• day-to-day entries of all sums of money received and expended by the 

council and the matters to which they relate; 

• a record of the assets and liabilities of the council; 

3.3. The accounting records shall be designed to facilitate the efficient preparation of the 

accounting statements in the Annual Governance and Accountability Return. 

3.4. The RFO shall complete and certify the annual Accounting Statements of the 

council contained in the Annual Governance and Accountability Return in 

accordance with proper practices, as soon as practicable after the end of the 

financial year.  Having certified the Accounting Statements, the RFO shall submit 

them with any related documents to the council, within the timescales required by 

the Accounts and Audit Regulations. 

3.5. The council must ensure that there is an adequate and effective system of 

internal audit of its accounting records and internal control system in 

accordance with proper practices.  

3.6. Any officer or member of the council must make available such documents 

and records as the internal or external auditor consider necessary for the 

purpose of the audit and shall, as directed by the council, supply the RFO, internal 

auditor, or external auditor with such information and explanation as the council 

considers necessary. 

3.7. The internal auditor shall be appointed by the council and shall carry out their work 

to evaluate the effectiveness of the council’s risk management, control and 

governance processes in accordance with proper practices specified in the 

Practitioners’ Guide. 

3.8. The council shall ensure that the internal auditor: 

• is competent and independent of the financial operations of the council. 

• reports to council in writing, or in person, on a regular basis with a minimum of 

one written report during each financial year. 

• can demonstrate competence, objectivity and independence, free from any 

actual or perceived conflicts of interest, including those arising from family 

relationships; and 
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• has no involvement in the management or control of the council 

3.9. Internal or external auditors may not under any circumstances: 

• perform any operational duties for the council; 

• initiate or approve accounting transactions. 

• provide financial, legal or other advice including in relation to any future 

transactions; or 

• direct the activities of any council employee, except to the extent that such 

employees have been appropriately assigned to assist the internal auditor. 

3.10. For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and 
‘independence’ shall have the same meaning as described in The Practitioners 

Guide. 

3.11. The RFO shall make arrangements for the exercise of electors’ rights in relation to 
the accounts, including the opportunity to inspect the accounts, books, and 

vouchers and display or publish any notices and documents required by the Local 

Audit and Accountability Act 2014, or any superseding legislation, and the Accounts 

and Audit Regulations. 

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

correspondence or report from internal or external auditors. 

4. Budget and precept 

4.1. Before setting a precept, the council must calculate its council tax 

requirement for each financial year by preparing and approving a budget, in 

accordance with The Local Government Finance Act 1992 or succeeding 

legislation. 

4.2. Budgets for salaries and wages, including employer contributions shall be reviewed 

by the council at least annually in October for the following financial year and the 

final version shall be evidenced by a hard copy schedule signed by the Clerk and 

the Chair of the Council or relevant committee. The RFO will inform committees of 

any salary implications before they consider their draft their budgets.  

4.3. No later than November each year, the RFO shall prepare a draft budget with 

detailed estimates of all receipts and payments/income and expenditure for the 

following financial year, taking account of the lifespan of assets and cost 

implications of repair or replacement. 

4.4. Unspent budgets for completed projects shall not be carried forward to a 

subsequent year. Unspent funds for partially completed projects may only be 

carried forward by placing them in an earmarked reserve with the formal approval of 

the full council. 

4.5. Each committee shall review its draft budget and submit any proposed amendments 

to the council finance committee not later than the end of November each year.  
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4.6. The draft budget with any committee proposals and forecast, including any 

recommendations for the use or accumulation of reserves, shall be considered by 

the finance committee and a recommendation made to the council. 

4.7. Having considered the proposed budget and, the council shall determine its council 

tax requirement by setting a budget.  The council shall set a precept for this amount 

no later than the end of January for the ensuing financial year.   

4.8. Any member with council tax unpaid for more than two months is prohibited 

from voting on the budget or precept by Section 106 of the Local Government 

Finance Act 1992 and must and must disclose at the start of the meeting that 

Section 106 applies to them. 

4.9. The RFO shall issue the precept to the billing authority no later than the end of 

February and supply each member with a copy of the agreed annual budget.  

4.10. The agreed budget provides a basis for monitoring progress during the year by 

comparing actual spending and income against what was planned.  

4.11. Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the 

council. 

5. Procurement 

5.1. Members and officers are responsible for obtaining value for money at all 

times. Any officer procuring goods, services or works should ensure, as far as 

practicable, that the best available terms are obtained, usually by obtaining prices 

from several suppliers. 

5.2. The RFO should verify the lawful nature of any proposed purchase before it is made 

and in the case of new or infrequent purchases, should ensure that the legal power 

being used is reported to the meeting at which the order is authorised and also 

recorded in the minutes.  

5.3. Every contract shall comply with these the council’s Standing Orders and these 

Financial Regulations and no exceptions shall be made, except in an emergency.  

5.4. For a contract for the supply of goods, services or works where the estimated 

value will exceed the thresholds set by Parliament, the full requirements of 

The Public Contracts Regulations 2015 or any superseding legislation (“the 
Legislation”), must be followed in respect of the tendering, award and 
notification of that contract. 

5.5. Where the estimated value is below the Government threshold, the council shall 

(with the exception of items listed in paragraph 5.12) obtain prices as follows:  

5.6. For contracts estimated up to £29,999 including VAT, the Clerk shall seek formal 

tenders from at least three suppliers agreed by the council OR advertise an open 

invitation for tenders in compliance with any relevant provisions of the Legislation. 

Tenders shall be invited in accordance with Appendix 1. 
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5.7. For contracts estimated to be over £30,000 including VAT, the council must 

comply with any requirements of the Legislation1 regarding the advertising of 

contract opportunities and the publication of notices about the award of 

contracts. 

5.8. For contracts greater than £5,000 excluding VAT the Clerk or RFO shall seek at 

least 3 fixed-price quotes;  

5.9. where the value is between £100 and £4,999  excluding VAT, the Clerk or RFO 

shall try to obtain 3 estimates which might include evidence of online prices, or 

recent prices from regular suppliers. 

5.10. For smaller purchases, the clerk shall seek to achieve value for money. 

5.11. Contracts must not be split into smaller lots to avoid compliance with these 

rules. 

5.12.  The requirement to obtain competitive prices in these regulations need not apply to 

contracts that relate to items (i) to (iv) below:  

i. specialist services, such as legal professionals acting in disputes; 

ii. repairs to, or parts for, existing machinery or equipment; 

iii. works, goods or services that constitute an extension of an existing contract; 

iv. goods or services that are only available from one supplier or are sold at a 

fixed price. 

5.13. When applications are made to waive this financial regulation to enable a price to 

be negotiated without competition, the reason should be set out in a 

recommendation to the council or relevant committee. Avoidance of competition is 

not a valid reason.  

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

estimate.  

5.15. Individual purchases within an agreed budget for that type of expenditure may be 

authorised by: 

• the Clerk, under delegated authority, for any items below £10,000 excluding 

VAT.  

• the Clerk, in consultation with the Chair of the Council or Chair of the appropriate 

committee, for any items below £20,000 excluding VAT. 

• a duly delegated committee of the council for all items of expenditure within their 

delegated budgets for items under £20,000 excluding VAT 

• in respect of grants, a duly authorised committee within any limits set by council 

and in accordance with any policy statement agreed by the council.  

• the council for all items over £20,000;  

                                                           

1 The Regulations require councils to use the Contracts Finder website if they advertise contract opportunities and also to publicise the 

award of contracts over £30,000 including VAT, regardless of whether they were advertised. 
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Such authorisation must be supported by a minute in the case of council or 

committee decisions or other auditable evidence trail. 

5.16. No individual member, or informal group of members may issue an official order 

unless instructed to do so in advance by a resolution of the council or make any 

contract on behalf of the council. 

5.17. No expenditure may be authorised that will exceed the budget for that type of 

expenditure other than by resolution of the council or a duly delegated committee 

acting within its Terms of Reference except in an emergency. 

5.18. In cases of serious risk to the delivery of council services or to public safety on 

council premises, the clerk may authorise expenditure of up to £20,000 excluding 

VAT on repair, replacement or other work that in their judgement is necessary, 

whether or not there is any budget for such expenditure. The Clerk shall report such 

action to the Chair as soon as possible and to the council as soon as practicable 

thereafter. 

5.19. No expenditure shall be authorised, no contract entered into or tender accepted in 

relation to any major project, unless the council is satisfied that the necessary funds 

are available and that where a loan is required, Government borrowing approval 

has been obtained first. 

5.20. An official order or letter shall be issued for all work, goods and services above 

£250 excluding VAT unless a formal contract is to be prepared or an official order 

would be inappropriate. Copies of orders shall be retained, along with evidence of 

receipt of goods. 

5.21. Any ordering system can be misused and access to them shall be controlled by the 

RFO. 

6. Banking and payments 

6.1. The council's banking arrangements, including the bank mandate, shall be made by 

the RFO and authorised by the council; banking arrangements shall not be 

delegated to a committee. The council has resolved to bank with various banks.  

The arrangements shall be reviewed annually for security and efficiency.  

6.2. The council must have safe and efficient arrangements for making payments, to 

safeguard against the possibility of fraud or error.  Wherever possible, more than 

one person should be involved in any payment, for example by dual online 

authorisation or dual cheque signing. Even where a purchase has been authorised, 

the payment must also be authorised and only authorised payments shall be 

approved or signed to allow the funds to leave the council’s bank. 

6.3. All invoices for payment should be examined for arithmetical accuracy, analysed to 

the appropriate expenditure heading and verified to confirm that the work, goods or 

services were received, checked and represent expenditure previously authorised 

by the council before being certified by the RFO. Where the certification of invoices 

is done as a batch, this shall include a statement by the RFO that all invoices listed 

have been ‘examined, verified and certified’ by the RFO. 
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6.4. Personal payments including salaries, wages, expenses and any payment made in 

relation to the termination of employment may be summarised to avoid disclosing 

any personal information.  

6.5. All payments shall be made by online banking, in accordance with a resolution of 

the council unless the council resolves to use a different payment method. 

6.6. For each financial year the RFO may draw up a schedule of regular payments due 

in relation to a continuing contract or obligation (such as Salaries, PAYE, National 

Insurance, pension contributions, rent, rates, regular maintenance contracts and 

similar items, which the council may authorise in advance for the year.   

6.7. A copy of this schedule of regular payments shall be signed by two members on 

each and every occasion when payment is made - to reduce the risk of duplicate 

payments.  

6.8. A list of such payments shall be reported to the next appropriate meeting of the 

council or Finance Committee for information only. 

6.9. The Clerk and RFO shall have delegated authority to authorise payments only in 

the following circumstances: 

i. any payments of up to £500 excluding VAT, within an agreed budget. 

ii. payments of up to £10,000 excluding VAT in cases of serious risk to the 

delivery of council services or to public safety on council premises.  

iii. any payment necessary to avoid a charge under the Late Payment of 

Commercial Debts (Interest) Act 1998 or to comply with contractual terms, 

where the due date for payment is before the next scheduled meeting of the 

council, where the Clerk and RFO certify that there is no dispute or other 

reason to delay payment, provided that a list of such payments shall be 

submitted to the next appropriate meeting of council or finance committee.  

iv. Fund transfers within the councils banking arrangements up to the sum of 

£10,000, provided that a list of such payments shall be submitted to the next 

appropriate meeting of council or finance committee.  

6.10. The RFO shall present a schedule of payments requiring authorisation, forming part 

of the agenda for the meeting, together with the relevant invoices, to the council. 

The council shall review the schedule for compliance and, having satisfied itself, 

shall authorise payment by resolution. The authorised schedule shall be initialled 

immediately below the last item by the person chairing the meeting. A detailed list of 

all payments shall be disclosed within or as an attachment to the minutes of that 

meeting. 

7. Electronic payments 

7.1. Where internet banking arrangements are made with any bank, the RFO shall be 

appointed as the Service Administrator. The bank mandate agreed by the council 

shall identify a number of councillors who will be authorised to approve transactions 

on those accounts and a minimum of two people will be involved in any online 
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approval process.  The Clerk may be an authorised signatory, but no signatory 

should be involved in approving any payment to themselves. 

7.2. All authorised signatories shall have access to view the council’s bank accounts 
online.  

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

council or its banking, to anyone not authorised in writing by the council or a duly 

delegated committee. 

7.4. The Service Administrator shall set up all items due for payment online.  A list of 

payments for approval, together with copies of the relevant invoices, shall be sent 

by email to two authorised signatories.  

7.5. In the prolonged absence of the Service Administrator an authorised signatory shall 

set up any payments due before the return of the Service Administrator. 

7.6. Two councillors who are authorised signatories shall check the payment details 

against the invoices before approving each payment using the online banking 

system. 

7.7. Evidence shall be retained showing which members approved the payment online 

and a printout of the transaction confirming that the payment has been made shall 

be appended to the invoice for audit purposes. 

7.8. A full list of all payments made in a month shall be provided to the next council 

meeting and appended to the minutes. 

7.9. With the approval of the council in each case, regular payments (such as gas, 

electricity, telephone, broadband, water, National Non-Domestic Rates, refuse 

collection, pension contributions and HMRC payments) may be made by variable 

direct debit, provided that the instructions are signed/approved online by two 

authorised members. The approval of the use of each variable direct debit shall be 

reviewed by the council at least every two years.  

7.10. Payment may be made by BACS or CHAPS by resolution of the council provided 

that each payment is approved online by two authorised bank signatories, evidence 

is retained and any payments are reported to the council at the next meeting. The 

approval of the use of BACS or CHAPS shall be renewed by resolution of the 

council at least every two years.  

7.11. If thought appropriate by the council, regular payments of fixed sums may be made 

by banker’s standing order, provided that the instructions are signed or approved 

online by two members, evidence of this is retained and any payments are reported 

to council when made. The approval of the use of a banker’s standing order shall be 
reviewed by the council at least every two years.  

7.12. Account details for suppliers may only be changed upon written notification by the 

supplier verified by two of the Clerk and the RFO.  This is a potential area for fraud 

and the individuals involved should ensure that any change is genuine.  Data held 

should be checked with suppliers every two years.  
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7.13. Members and officers shall ensure that any computer used for the council’s 
financial business has adequate security, with anti-virus, anti-spyware and firewall 

software installed and regularly updated. 

7.14. Remembered password facilities other than secure password stores requiring 

separate identity verification should not be used on any computer used for council 

banking.  

8. Cheque payments 

8.1. Cheques or orders for payment in accordance in accordance with a resolution or 

delegated decision shall be signed by two members.  

8.2. A signatory having a family or business relationship with the beneficiary of a 

payment shall not, under normal circumstances, be a signatory to that payment. 

8.3. To indicate agreement of the details on the cheque with the counterfoil and the 

invoice or similar documentation, the signatories shall also initial the cheque 

counterfoil and invoice. 

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

than at, or immediately before or after a council meeting. Any signatures obtained 

away from council meetings shall be reported to the council at the next convenient 

meeting. 

9. Payment cards 

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

RFO and will also be restricted to a single transaction maximum value of £5000 

unless authorised by council or finance committee in writing before any order is 

placed. 

9.2. A pre-paid debit card may be issued to employees with varying limits. These limits 

will be set by the council. Transactions and purchases made will be reported to the 

council and authority for topping-up shall be at the discretion of the council. 

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

specifically restricted to use by the Clerk and RFO, Head of Operation and any 

balance shall be paid in full each month.  

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

circumstances.  

10. Petty Cash 

10.1. The council will maintain small of cash float of £250. All cash received must be 

banked intact. The RFO shall maintain a petty cash account of £250 and may provide 

petty cash to officers for the purpose of defraying operational and other expenses.   

a) Vouchers for payments made from petty cash shall be kept, along with receipts to 
substantiate every payment. 

b) Cash income received must not be paid into the petty cash float but must be 
separately banked, as provided elsewhere in these regulations. 
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c) Payments to maintain the petty cash float shall be shown separately on any 
schedule of payments presented for approval. 

11. Payment of salaries and allowances 

11.1. As an employer, the council must make arrangements to comply with the 

statutory requirements of PAYE legislation. 

11.2. Councillors allowances (where paid) are also liable to deduction of tax under 

PAYE rules and must be taxed correctly before payment.  

11.3. Salary rates shall be agreed by the council, or a duly delegated committee. No 

changes shall be made to any employee’s gross pay, emoluments, or terms and 
conditions of employment without the prior consent of the council. 

11.4. Payment of salaries shall be made, after deduction of tax, national insurance, 

pension contributions and any similar statutory or discretionary deductions, on the 

dates stipulated in employment contracts. 

11.5. Deductions from salary shall be paid to the relevant bodies within the required 

timescales, provided that each payment is reported, as set out in these regulations 

above. 

11.6. Each payment to employees of net salary and to the appropriate creditor of the 

statutory and discretionary deductions shall be recorded in a payroll control account 

or other separate confidential record, with the total of such payments each calendar 

month reported in the cashbook.   

11.7. Any termination payments shall be supported by a report to the council, setting out 

a clear business case. Termination payments shall only be authorised by the full 

council. 

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

12. Loans and investments 

12.1. Any application for Government approval to borrow money and subsequent 

arrangements for a loan must be authorised by the full council and recorded in the 

minutes. All borrowing shall be in the name of the council, after obtaining any 

necessary approval.   

12.2. Any financial arrangement which does not require formal borrowing approval from 

the Secretary of State (such as Hire Purchase, Leasing of tangible assets or loans 

to be repaid within the financial year) must be authorised by the full council, 

following a written report on the value for money of the proposed transaction. 

12.3. The council shall consider the requirement for an Investment Strategy and Policy in 

accordance with Statutory Guidance on Local Government Investments, which must 

written be in accordance with relevant regulations, proper practices and guidance. 

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

12.4. All investment of money under the control of the council shall be in the name of the 

council. 

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

the custody of the RFO. 
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12.6. Payments in respect of short term or long-term investments, including transfers 

between bank accounts held in the same bank, shall be made in accordance with 

these regulations. 

13. Income 

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

the supervision of the RFO. 

13.2. The council will review all fees and charges for work done, services provided, or 

goods sold at least annually as part of the budget-setting process, following a report 

of the Clerk.  The RFO shall be responsible for the collection of all amounts due to 

the council. 

13.3. Any sums found to be irrecoverable, and any bad debts shall be reported to the 

council by the RFO and shall be written off in the year. The council’s approval shall 

be shown in the accounting records.  

13.4. All sums received on behalf of the council shall be deposited intact with the 

council's bankers, with such frequency as the RFO considers necessary.  The origin 

of each receipt shall clearly be recorded on the paying-in slip or other record. 

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

13.6. The RFO shall ensure that VAT is correctly recorded in the council’s accounting 
software and that any VAT Return required is submitted form the software by the 

due date.  

13.7. Where significant sums of cash are regularly received by the council, the RFO shall 

ensure that more than one person is present when the cash is counted in the first 

instance, that there is a reconciliation to some form of control record such as ticket 

issues, and that appropriate care is taken for the security and safety of individuals 

banking such cash. 

13.8. Any income that is the property of a charitable trust shall be paid into a charitable 

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

the council to meet expenditure already incurred by the authority will be given by 

the Managing Trustees of the charity meeting separately from any council meeting. 

14. Payments under contracts for building or other construction works 

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

record of all such payments, which shall be made within the time specified in the 

contract based on signed certificates from the architect or other consultant engaged 

to supervise the works.  

14.2. Any variation of addition to or omission from a contract must be authorised by the 

Clerk to the contractor in writing, with the council being informed where the final 

cost is likely to exceed the contract sum by 15% or more, or likely to exceed the 

budget available. 
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15. Stores and equipment 

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

of stores and equipment [in that section. 

15.2. Delivery notes shall be obtained in respect of all goods received into store or 

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

delivery is made. 

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

requirements. 

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

annually. 

16. Assets, properties and estates 

16.1. The Clerk shall make arrangements for the safe custody of all title deeds and Land 

Registry Certificates of properties held by the council.  

16.2. The RFO shall ensure that an appropriate and accurate Register of Assets and 

Investments is kept up to date, with a record of all properties held by the council, 

their location, extent, plan, reference, purchase details, nature of the interest, 

tenancies granted, rents payable and purpose for which held, in accordance with 

Accounts and Audit Regulations.   

16.3. The continued existence of tangible assets shown in the Register shall be verified at 

least annually, possibly in conjunction with a health and safety inspection of assets. 

16.4. No interest in land shall be purchased or otherwise acquired, sold, leased or 

otherwise disposed of without the authority of the council, together with any other 

consents required by law.  In each case a written report shall be provided to council 

in respect of valuation and surveyed condition of the property (including matters 

such as planning permissions and covenants) together with a proper business case 

(including an adequate level of consultation with the electorate where required by 

law). 

No tangible moveable property shall be purchased or otherwise acquired, sold, 

leased or otherwise disposed of, without the authority of the council, together with 

any other consents required by law, except where the estimated value of any one 

item does not exceed £500.  In each case a written report shall be provided to 

council with a full business case.  

17. Insurance 

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

property and risks covered, reviewing these annually before the renewal date in 

conjunction with the council’s review of risk management. 

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

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

insurances. 
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17.3. The RFO shall be notified of any loss, liability, damage or event likely to lead to a 

claim, and shall report these to [the council] at the next available meeting. The RFO 

shall negotiate all claims on the council's insurers in consultation with the Clerk. 

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

suitable form of security or fidelity guarantee insurance which shall cover the 

maximum risk exposure as determined [annually] by the council, or duly delegated 

committee. 

18. [Charities] 

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

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

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

accordance with Charity Law and legislation, or as determined by the Charity 

Commission. The Clerk and RFO shall arrange for any audit or independent 

examination as may be required by Charity Law or any Governing Document. 

19. Suspension and revision of Financial Regulations 

19.1. The council shall review these Financial Regulations annually and following any 

change of clerk or RFO.  The Clerk shall monitor changes in legislation or proper 

practices and advise the council of any need to amend these Financial Regulations.  

19.2. The council may, by resolution duly notified prior to the relevant meeting of council, 

suspend any part of these Financial Regulations, provided that reasons for the 

suspension are recorded and that an assessment of the risks arising has been 

presented to all members. Suspension does not disapply any legislation or permit 

the council to act unlawfully.  

19.3. The council may temporarily amend these Financial Regulations by a duly notified 

resolution, to cope with periods of absence, local government reorganisation, 

national restrictions or other exceptional circumstances.  
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Appendix 1 - Tender process  

1) Any invitation to tender shall state the general nature of the intended contract and the 

Clerk shall obtain the necessary technical assistance to prepare a specification in 

appropriate cases.  

2) The invitation shall in addition state that tenders must be addressed to the Clerk in 

the ordinary course of post, unless an electronic tendering process has been agreed 

by the council.  

3) Where a postal process is used, each tendering firm shall be supplied with a 

specifically marked envelope in which the tender is to be sealed and remain sealed 

until the prescribed date for opening tenders for that contract.  All sealed tenders 

shall be opened at the same time on the prescribed date by the Clerk in the presence 

of at least one member of council. 

4) Where an electronic tendering process is used, the council shall use a specific email 

address that will be monitored to ensure that nobody accesses any tender before the 

expiry of the deadline for submission.  

5) Any invitation to tender issued under this regulation shall be subject to Standing 

Order 18 and shall refer to the terms of the Bribery Act 2010. 

6) Where the council, or duly delegated committee, does not accept any tender, quote 

or estimate, the work is not allocated and the council requires further pricing, no 

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

when the original decision-making process was being undertaken.  
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