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Financial Procedure Rules 4 

BACKGROUND AND INTRODUCTION 
 
1. To conduct its business efficiently a local authority needs to ensure that it has 

sound financial management policies in place and that they are adhered to. Part 
of this process is the establishment of Financial Procedure Rules that set out 
the financial policies of the authority. These rules link with other rules and 
procedures forming part of the Council�s Constitution. 

 
2. These Financial Procedure Rules relate to both Chiltern District Council and 

South Bucks District Council. 
 
3. This version will apply from 22 July 2015 and supersedes all previous financial 

regulations, procedure rules and instructions. 
 
4. It should be remembered that these Financial Procedure Rules aim to achieve 

financial propriety across all the Council rather than to act as a barrier to action 
for Officers and Members. Assistance to ensure compliance with these rules 
and further guidance can be obtained from the Finance Team. 

 
5. Should any breach of the Financial Procedure Rules come to light it must be 

reported immediately to the Director of Resources. 
 

STATUS OF FINANCIAL PROCEDURE RULES 
 
6. Financial Procedure Rules provide the framework for managing the Council�s 

financial affairs and are approved by full Council. They apply to every Member 
and Officer of both Councils and anyone acting on their behalf and to any Joint 
Committee or other body for which either Council is the Lead Authority. Where 
reference is made in these procedure rules to the role and responsibilities of the 
Cabinet this will be taken to include, where appropriate, the relevant Joint 
Committee or other body. 

 
7. The Financial Procedure Rules identify the financial accountabilities and 

responsibilities of full Council, Cabinet, Overview and Scrutiny Committee 
Members, the Audit Committee, the Head of Paid Service, the Monitoring 
Officer, the Chief Financial Officer and other senior officers. 

 
8. The Director of Resources is responsible for maintaining a continuous review of 

the Financial Procedure Rules. Any additions or amendments to these rules will 
be submitted by the Director of Resources to the Audit Committee for 
consideration. The Audit Committee will recommend any additions or 
amendments to full Council for approval and adoption.  

 
9. Any Member who fails to comply with Financial Procedure Rules may be the 

subject of a report, by the Chief Executive or Director of Resources to the 
appropriate Committee. Any Officer who fails to comply with Financial 
Procedure Rules may be subject to action under the Councils� disciplinary 
procedures. 

 
10. Any reference in the Financial Procedure Rules to writing will include electronic 

methods of communication such as e-mail provided that a permanent record is 
kept of the communication. 

 
11. Any reference in the Financial Procedure Rules to authorisation or approval will 

include either manual signature or electronic authorisation in a form approved 
by the Director of Resources. 
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Financial Procedure Rules 5 

12. In the event of issues of interpretation or non-compliance remaining unresolved 
by the officers concerned, the Cabinet will be the final arbiter. 

 

WAIVING OF FINANCIAL PROCEDURE RULES 
 

General 
 
13. Any proposed waiving of Financial Procedure Rules must be the subject of a 

report from the Director or Head of Service concerned, in consultation with the 
Director of Resources, to the full Council or, if the proposed waiver is in 
connection with the discharge of a Cabinet function, to the Cabinet. 

 
In the Event of an Emergency 

 
14. Where expenditure is incurred in direct support of a major emergency, direct 

action in connection with the Enforcement of Planning Control or other 
appropriate incident be it internal or external to the Council, Financial Procedure 
Rules may be waived where it is impractical or inappropriate to invoke them. 

 
15. The Chief Executive or in his/her absence, a Director or any two Heads of 

Service, has authority under such an emergency situation to authorise the 
waiving of Financial Procedure Rules.  

 
16. All such emergency events will be reported to the first available meeting of full 

Council or, if the waiver was in connection with the discharge of a Cabinet 
function, to the first available meeting of the Cabinet following the event.  
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A FINANCIAL MANAGEMENT 
 

Why is this important? 
 

All Officers and Members have a duty to abide by the highest standards of 
probity in dealing with financial issues on behalf of the Authority. This is 
achieved by ensuring everyone is clear about the standards to which they are 
working and the controls that are in place to ensure that these standards are 
met. 

 

A1 MEMBER AND OFFICER RESPONSIBILITIES 
 

Full Council 
 
17. The full Council is responsible for adopting the Council�s Constitution and 

Members� Code of Conduct and for approving the policy framework and budget 
within which the Cabinet operates. It is also responsible for approving and 
monitoring compliance with the Council�s overall framework of accountability 
and control which is set out in the Constitution. 

 
18. Full Council is responsible for approving procedures for recording and reporting 

decisions taken. This includes those key decisions delegated by and decisions 
taken by the Council and its committees. These delegations and details of who 
has responsibility for which decisions are set out in the Constitution.  

 
Cabinet 

 
19. Cabinet is responsible for proposing the policy framework and budget to full 

Council, and for discharging Cabinet functions in accordance with the policy 
framework and budget. 

 
20. Cabinet decisions can be delegated to a committee of the Cabinet, an individual 

Cabinet Member, an Officer or a Joint Committee. 
 
21. The Cabinet is responsible for establishing protocols to ensure that individual 

Cabinet Members consult with relevant officers before taking a decision within 
his/her delegated authority. In doing so, the individual Cabinet Member must 
take account of legal and financial liabilities and risk management issues that 
may arise from the decision. 

 
Overview and Scrutiny Committee(s) 

 
22. The Overview and Scrutiny Committee(s) are responsible for scrutinising 

Cabinet decisions before or after they have been implemented and for holding 
the Cabinet to account. These Committees are also responsible for making 
recommendations on future policy options and reviewing the general policy and 
service delivery of the Council. 

 
Audit Committee 

 
23. The Audit Committee reports to the full Council. It has right of access to all the 

information it considers necessary and can consult directly with internal and 
external auditors.  

 
24. The Audit Committee is responsible for reviewing the external auditor�s reports, 

the external auditor�s annual audit letter and internal audit�s annual report and 
may make recommendations for appropriate further action. 
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25. The Audit Committee is responsible for monitoring the delivery of both external 
audit and internal audit plans and any additional audit work undertaken during 
the year. In addition, the committee may consider the outcomes of any fraud 
investigations and the action taken.  

 
26. The Audit Committee may also initiate reviews of the adequacy of financial 

procedures and internal controls, including the adequacy of the internal audit 
function, and recommend to the Cabinet future policy options; as part of these 
reviews, Directors and/or Heads of Service may be required to account to the 
Committee for their actions. 

 
Officer Responsibilities 

 
27. Various statutory duties have been invested in Council appointments and are 

detailed in the Council�s Constitution: 
 

· The Chief Executive holds the statutory duties of the Head of Paid Service. 
 

· The Head of Legal & Democratic Services holds the statutory duties of the 
Monitoring Officer. 

 

· The Director of Resources holds the statutory duties of the Chief Finance 
Officer. 

 
Head of Paid Service 

 
28. The Chief Executive, as Head of Paid Service, is responsible for the corporate 

and overall strategic management of the Council. He/she must report to and 
provide information to the Cabinet, full Council, Overview and Scrutiny 
Committee(s) and other Committees. He/she is also responsible for establishing 
a framework for management direction, style and standards and for monitoring 
the performance of the organisation. The Chief Executive is also responsible, 
together with the Head of Legal and Democratic Services as Monitoring Officer, 
for the system of record keeping in relation to all the full Council�s decisions.  

 
Monitoring Officer 

 
29. The Head of Legal and Democratic Services is the designated Monitoring 

Officer for the Council and is responsible for promoting and maintaining high 
standards of financial conduct. He/she is also responsible for reporting any 
actual or potential breaches of the law or maladministration to full Council 
and/or to the Cabinet, and for ensuring that procedures for recording and 
reporting key decisions are operating effectively.  

 
30. The Monitoring Officer must ensure that: 
 

· Cabinet decisions and the reasons for them are made public 
 

· Council Members are aware of decisions made by the Cabinet and of those 
made by officers who have delegated executive responsibility. 

 
31. The Monitoring Officer is also responsible for: 
 

· advising all Members and Officers about who has authority to take a 
particular decision 

 

· advising full Council or Cabinet about whether a decision is likely to be 
considered contrary to, or not wholly in accordance with, the policy 
framework 
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· advising (together with the Director of Resources) full Council or Cabinet 
about whether a decision is likely to be considered contrary to, or not wholly 
in accordance with, the budget. 

 

· maintaining an up to date Constitution. 
 

Director of Resources 
 
32. The Director of Resources has statutory duties in relation to financial 

administration and stewardship of the Council. This statutory responsibility 
cannot be overridden. The statutory duties arise from Section151 of the Local 
Government Act 1972, the Local Government Act 1988, the Local Government 
and Housing Act 1989 and the Accounts and Audit Regulations 2011. 

 
33. The Director of Resources will act as the financial advisor to full Council and 

Cabinet, subject to the specific delegation of responsibility to Directors and/or 
Heads of Service for the proper management of their services.  

 
34. The responsibilities of the Director of Resources under Section 151 of the Local 

Government Act 1972 are:  
 

· Advising on corporate risk profiling and management, including safeguarding 
assets, risk avoidance and insurance. 

 

· Advising on effective systems of internal control. 
 

· Ensuring that there is an effective system of internal financial control, 
including anti-fraud controls. 

 

· Advising on anti-fraud and anti-corruption strategies and measures. 
 

· Preparing statutory and other accounts and associated grant claims. 
 

· Ensuring there is an effective internal audit function and assisting 
management in providing effective arrangements for financial scrutiny. 

 

· Securing effective systems of financial administration. 
 

· Securing effective arrangements for treasury management, pensions and 
trust funds. 

 

· Ensuring a prudential financial framework is in place. 
 

· Ensuring that financial management arrangements are in line with broad 
policy objectives and the authority�s overall management. 

 
35. Section 114 of the Local Government Finance Act 1988 requires the Chief 

Finance Officer (Director of Resources) to report to the full Council, Cabinet and 
the External Auditor if the Authority or one of its Officers: 

 

· Has made, or is about to make, a decision which involves incurring unlawful 
expenditure. 

 

· Has taken, or is about to undertake, an unlawful action which has resulted or 
would result in a loss or deficiency to the Authority. 

 

· Is about to make an unlawful entry in the authority�s accounts. 
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36. Section 114 also requires the Section 151 Officer to nominate a properly 

qualified member of staff to deputise should he or she be unable to perform the 
duties under Section 114 personally. The Head of Finance is the designated 
officer for this purpose. 

 
37. The Act also requires the Council to provide the Section 151 officer with 

sufficient staff, accommodation and other resources � including legal advice 
where it is necessary to carry out duties under Section 114. 

 
38. The Director of Resources is responsible for maintaining a continuous review of 

the Financial Procedure Rules and for submitting any additions or changes 
necessary to full Council for approval.  

 
39. The Director of Resources is responsible for reporting, where appropriate, 

breaches in Financial Procedure Rules to the full Council and/or the Cabinet. 
 

Directors and Heads of Service  
 
40. Directors and Heads of Service are responsible for ensuring that all their staff 

are aware of the existence and content of the Council�s Financial Procedure 
Rules and that they understand and comply with them. 

 
41. It is the responsibility of Directors and Heads of Service to consult with the 

Director of Resources and seek approval on any matter liable to materially 
affect the Authority�s finances before any commitment is incurred. 

 
42. It is the responsibility of Directors and Heads of Service to ensure that all 

Council, Cabinet or other committee reports contain a section that provides 
Members with an accurate description of the financial implications of the subject 
of the report, including whether the expenditure can be met within existing 
budgets. Reports must be circulated in advance to the Director of Resources or 
nominated representative. The Director of Resources or nominated 
representative must sign off all reports that have material financial implications 
that he/she agrees the financial implications section of the report. 

 

A2 DELEGATION AND AUTHORISATION 
 
43. Directors and Heads of Service are responsible for ensuring that a proper 

scheme of delegation is established within their service areas which operates 
effectively, identifying staff authorised to act on the Directors� or Heads of 
Services� behalf in respect of payments, income collection and placing orders 
within the limits of their authority. 

 
44. Directors and Heads of Service will provide the Head of Finance with a certified 

Authorised Signatory List detailing those officers, together with specimen 
signatures, within their respective service areas authorised to certify various 
documents or transactions. Such lists will be updated and amended as required 
and any changes notified to the Head of Finance without delay. All lists will be 
reviewed annually, or as otherwise directed by the Director of Resources. Any 
alternative authorisation procedures will be in accordance with arrangements 
approved by the Director of Resources. 

 
45. Directors and Heads of Service should ensure separation of duties within their 

service areas so that no one officer is able to carry out all parts of a financial 
transaction i.e. an officer other than the one who authorised the order must 
certify the payment  
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A3 SCHEME OF VIREMENT 
 
46. The scheme of virement is intended to enable the Cabinet, Directors and Heads 

of Service to manage budgets with a degree of flexibility within the overall policy 
framework determined by full Council and therefore to optimise the use of 
resources. 

 
47. Virement is the permission to spend more on one budget when this is matched 

by a corresponding reduction (saving) on some other budget. A virement does 
not create an additional budget but changes the purpose for which the budget 
will be used via a switch or transfer of resources. 

 
48. Virement is an important part of the budgetary control process and an important 

mechanism in managing budgets efficiently and within cash limits. Virement 
needs to be undertaken in a controlled manner. It provides a mechanism to 
amend annual budgets to reflect changing circumstances or to address 
overspends and helps to ensure that budgets are based on actual activity. 

 
49. Directors/Heads of Service must demonstrate that savings are feasible for a 

virement to be actioned. Savings of a non-recurring nature i.e. one-off, cannot 
be used to justify the incurring of expenditure with a continuing commitment into 
future years. 

 
50. Virements between Capital (including Repairs & Renewals) and Revenue are 

not permitted. 
 
51. All proposals for virement must be submitted on the appropriate form to the 

Head of Finance either for information, written agreement and/or referral to the 
Cabinet depending on the amount requested.  

 
52. The Head of Finance will keep a record of all virements and will reflect all 

virements within the Financial Information System.  
 
53. The table below sets out the approval limits for all virements and applies to both 

Revenue and Capital budgets. 
 

CDC 
Up to £3,000   Head of Service 
£3,001 to £10,000  Director of Resources 
£10,001 to £50,000  Director of Resources (If same Service Area) 
£10,001 to £50,000  Portfolio Holders (If different Service Area) 
Over £50,000   Full Council 

 
SBDC 
Up to £10,000   Head of Service 
£10,001 to £50,000  Director of Resources 
£50,001 to £100,000  Cabinet 
Over £100,000  Full Council 

 
 Nb: These limits are cumulative for a budget code, as opposed to per virement. 
 

A4 SUPPLEMENTARY ESTIMATES 
 
54. Given the virement procedures available to Directors/Heads of Service and the 

increasing budget pressures on the Council�s finances, requests for 
Supplementary Estimates are unlikely to be considered favourably unless there 
are exceptional circumstances. The Director of Resources would expect all 
virement opportunities to have been used before agreeing the need for a 
Supplementary Estimate. 
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55. Where any cost centre (revenue or capital) is likely to vary from it�s approved 

net budget by either more than: 
 

CDC £5,000 or 1%, whichever is the greater,  
SBDC £10,000 or 1%, whichever is the greater, 

 
and where no possibility for virement exists, the Director/Head of Service 
concerned, after consultation with the Director of Resources, will inform the 
Portfolio Holder of a request for a Supplementary Estimate. The request for a 
Supplementary Estimate will be the subject of a report to the Cabinet and 
onward recommendation to the full Council. 

 

A5 YEAR END BALANCES 
 
56. Service specific carry forward of year end balances is generally not allowed. 

Any overall under or overspend at the end of the financial year will normally be 
transferred to / from the General Fund Reserve unless the Cabinet, on the 
advice of the Director of Resources, recommend any transfers to earmarked 
reserves. 

 

A6 ACCOUNTING POLICIES 
 
57. The Director of Resources is responsible for selecting suitable accounting 

policies and for ensuring that they are applied consistently. The accounting 
policies are set out in the Statement of Accounts 

 
58. Directors and Heads of Service are responsible for ensuring adherence to the 

accounting policies and guidelines approved by the Director of Resources. 
 

A7 ACCOUNTING RECORDS AND RETURNS 
 
59. Maintaining proper accounting records is one of the ways in which the Council 

discharges its responsibility for stewardship of public resources.  
 
60. The accounting records shall be sufficient to show and explain the Council's 

transactions and shall be such as to disclose with reasonable accuracy at any 
time the financial position and to enable the Director of Resources to ensure 
that any balance sheet, statement of accounts, statement of balances or record 
of receipt and payments, as the case may be, complies with the Local Authority 
Accounting regulations. 

 
61. The accounting records determined by the Director of Resources shall contain: 
 

· entries from day to day of all sums of money received and expended by the 
Council and the matters to which the income and expenditure relates. 

 

· a record of the assets and liabilities of the Council; and 
 

· a record of income and expenditure in relation to claims made, or to be 
made, by them for contribution, grant or subsidy. 

 
62. The accounting control systems determined by the Director of Resources shall 

include: 
 

· measures to ensure that the financial transactions of the Council are 
recorded as accurately and promptly as possible,  

 

· measures to enable the prevention and detection of inaccuracies and fraud, 
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· the ability to reconstitute any lost records, 
 

· identification of the duties of all officers dealing with financial transactions 
and division of responsibilities in relation to significant transactions, 

 

· procedures for uncollected amounts, including the writing off of 
unrecoverable debts 

 
63. Directors and Heads of Service must consult and obtain the approval of the 

Director of Resources before making any changes to accounting records and 
procedures. 

 

A8 STATEMENT OF ACCOUNTS 
 
64. The Council has a statutory responsibility to prepare annual accounts to present 

a true and fair view of the financial position of the Council. The Audit Committee 
has delegated authority for approving the annual Statement of Accounts.  

 
65. The Director of Resources is responsible for 
 

· selecting suitable accounting policies and to apply them consistently = 
 

· making judgements and estimates which are reasonable and prudent 
 

· complying with Codes of Practice 
 

· signing and dating the Statement of Accounts 
 

· drawing up the timetable for final accounts preparation and to advise staff 
and external auditors accordingly 

 

· presenting the Statement of Accounts to Members with appropriate 
interpretation and highlighting of key issues 

 
66. Directors / Heads of Service are responsible for complying with accounting 

guidance issued by the Director of Resources and for supplying information 
when required.  
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B FINANCIAL PLANNING 
 

Why is this important? 
 

Full Council is responsible for approving, adopting and amending the Council�s 
Budget and Policy Framework. In terms of Financial Planning, the key elements 
are: 

 

· Medium Term Financial Plan 

· Revenue Budget 

· Capital Programme (including the Repairs & Renewals Programme operated 
at Chiltern District Council) 

 

B1 MEDIUM TERM FINANCIAL PLAN 
 
67. The Council is a complex organisation responsible for delivering a wide variety 

of services. It needs to plan effectively and to develop systems to enable 
resources to be allocated in accordance with priorities and objectives. 

 
68. It is good practice to maintain and publish medium term business plans that 

cover a three to five year period. The purpose of these plans is to explain 
overall priorities and objectives, current performance, proposals for further 
improvement and to demonstrate value for money. 

 
69. The Director of Resources will present a Medium Term Financial Plan (MTFP) 

to the Cabinet, taking into account any other matters he/she considers relevant 
to the financial position of the Council. The MTFP will be prepared and updated 
on a regular basis (at least annually) and will set out the consequences of the 
proposed strategy on Council Tax levels. The Cabinet is responsible for 
proposing the MTFP to full Council on the advice of the Director of Resources. 

 

B2 REVENUE BUDGET 
 
70. The Director of Resources will determine the detailed format and method of 

preparation of the Revenue Budget and ensure compliance with local authority 
accounting requirements. 

 
71. Heads of Service and Budget Managers will be provided with a budget 

timetable and budget guidance notes to enable the annual budget to be 
completed by the statutory deadline. The guidance will set out the 
responsibilities for the completion of the budget estimates. 

 
72. As part of the annual revenue budget process all fees and charges for goods 

and services supplied by the Council will be reviewed. The Director of 
Resources will provide a summary of proposed fees and charges for Cabinet 
approval as part of the annual revenue budget report. 

 
73. Estimates of income and expenditure on each account code within each cost 

centre heading will be prepared by Budget Managers in consultation with the 
Director of Resources. The estimates will take account of the Council�s key 
corporate objectives and individual service plans.  

 
74. The Head of Finance will collate the overall estimates for consideration by the 

Senior Management Team. The Revenue Budget will be submitted to the 
Cabinet by the Director of Resources together with his/her report. 

 
75. The Cabinet will consider the Revenue Budget and will make such amendments 

as they consider desirable before recommending the budget for approval by full 
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Council. At the same time, the Cabinet will recommend the Council�s Council 
Tax Requirement to the full Council for determination.  

 
76. At any point in the budget preparation process the Performance and Resources 

Overview Committee (at Chiltern) or Overview and Scrutiny Committee (at 
South Bucks) may request the Revenue Budget for review purposes. 

 
77. Approval of revenue budgets will give authority to Directors and Heads of 

Service to commit their budgets, subject to Financial Procedure Rules and 
Contract Procedure Rules being complied with, to achieve the Council�s key 
objectives. 

 
78. Any carry forward of Revenue budgets must be approved by the Cabinet.  
 

B3 CAPITAL PROGRAMME AND REPAIRS & RENEWALS 
 
79. Capital expenditure involves acquiring or enhancing fixed assets with a long 

term value such as land, buildings and major items of plant, equipments and 
vehicles.  

 
80. The Director of Resources will determine the detailed format and method of 

preparation of the Capital Programme and Repairs & Renewals Programme. 
 

Note � the Repairs & Renewals Programme is relevant for Chiltern District 
Council only 

 
81. Budget Managers will submit Capital Programme bids and Repairs & Renewal 

Fund Programme bids to the Head of Finance on an annual basis. The bids will 
take account of the Council�s key corporate objectives and individual service 
plans. Guidance notes on the annual Capital Programme and Repairs & 
Renewals Fund Programme review process will be provided to Budget 
Managers by the Head of Finance. 

 
82. The overall programmes will be collated by the Head of Finance and submitted 

to the Senior Management Team for consideration. The programmes will be 
submitted to the Cabinet by the Director of Resources together with his/her 
report. 

 
83. The Cabinet will consider the Capital Programme and Repairs & Renewals 

Programme and will make such amendments as they consider desirable before 
recommending the programmes for approval by full Council.  

 
84. Inclusion of a scheme in the Capital Programme does not automatically provide 

authority to incur capital expenditure other than staff development time. The 
Head of Finance will provide Heads of Service and Budget Managers with 
Capital Programme guidance and procedures that outline the processes that 
must be followed for implementation of capital schemes. 

 
85. Any carry forward of Capital or Repairs & Renewals budgets must be approved 

by the Cabinet. 
 

B4 BUDGET MONITORING AND CONTROL 
 
86. Budget management ensures that resources allocated are used for their 

intended purpose and are properly accounted for. Budgetary control is a 
continuous process, enabling the Council to review and adjust its budget targets 
during the financial year. It also provides the mechanism that calls to account 
managers responsible for defined elements of the budget. 
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87. By continuously identifying and explaining variances against budgetary targets, 
the Council can identify changes in trends and resource requirements at the 
earliest opportunity. 

 
88. Directors/Heads of Service are responsible for the control of income and 

expenditure within their area and for monitoring performance throughout the 
financial year. They are expected to control their budgets so that they achieve 
the Council�s key objectives without overspending.  

 
89. Each Director/Head of Service will approve a scheme of delegation of budgets 

to named officers such that there is a nominated budget holder for each cost 
centre budget. The scheme of delegation will be notified to the Head of 
Finance. Each budget manager will be accountable to their Director/Head of 
Service for controlling their budgets and for complying with these Financial 
Procedure Rules. 

 
90. The Director of Resources is responsible for providing appropriate financial 

information to enable budgets to be effectively monitored. Such information to 
be in the form and at the frequency agreed (normally monthly). 

 
91. Income and expenditure must be controlled and monitored and the overall 

position on key areas reported to the Senior Management Team and the 
Cabinet. 

 
92. Before incurring expenditure, each Director/Head of Service must ensure that 

adequate provision exists within approved budgets. 
 

B5 MAINTENANCE OF RESERVES 
 
93. Under the Local Government Act 2003 the Director of Resources, as the 

Council�s Section 151 Officer, must advise the Cabinets and/or Councils on 
prudent levels of reserves and balances. 

 
94. The Director of Resources will prepare, keep under review and present to 

Cabinet a policy on the Council�s reserves and balances that provides an 
explanation of the purpose, usage and control of each individual reserve, 
together with a recommended minimum to be maintained. 

Item 4f

Page 205

Appendix 

Page 205



Financial Procedure Rules 16 

C RISK MANAGEMENT AND CONTROL OF 
 RESOURCES 
 

Why is this important? 
 

All organisations, whether public or private sector, face risks to people, property 
and continued operations. Risk is the chance or possibility of loss, damage, 
injury or failure to achieve objectives caused by an unwanted or uncertain 
action or event. Risk management is the planned and systematic approach to 
the identification, evaluation and control of risk. Its objectives are to secure the 
assets of the organisation and to ensure the continued financial and 
organisational well-being of the organisation. In essence it is, therefore, an 
integral part of good business practice. Risk management is concerned with 
evaluating the measures an organisation already has in place to manage 
identified risks and then recommending the action the organisation needs to 
take to control these risks effectively. 

 

C1 RISK MANAGEMENT 
 
95. The Cabinet is responsible for approving the Council�s Risk Management 

Strategy, for reviewing the effectiveness of the Council�s risk management 
practices and promoting a culture of risk management awareness throughout 
the Council. 

 
96. The Director of Resources is responsible for preparing and promoting the 

Council�s Risk Management Policy and Strategy and for ensuring that there is 
proper management and control of risk throughout the Council. 

 
97. The Senior Management Team is responsible for ensuring that strategic risks to 

the Council are regularly identified and managed. 
 
98. Directors/Heads of Service are responsible for ensuring that operational risks to 

their areas of business are identified and managed in accordance with guidance 
issued by the Director of Resources and for ensuring that an Operational Risk 
Register for service areas within their control is maintained and reviewed on a 
regular basis. 

 
99. Directors/Heads of Service are responsible for ensuring that operational risks 

are assessed in their Service Plans.  
 
100. The Risk Management Group is responsible for reviewing risk and business 

continuity arrangements. This group will regularly report to the Senior 
Management Team.  

 
101. All staff are responsible for being aware of and reporting any new risks to their 

line manager or Head of Service as they become aware of them  
 

C2 INSURANCE 
 
102. The Cabinet is responsible for ensuring that proper insurance cover exists 

where appropriate, either through external insurance or internal funding. 
 
103. The Director of Resources is responsible for advising the Cabinet on proper 

insurance cover or alternative arrangements.  
 
104. The Director of Resources will arrange all insurance cover on behalf of the 

Council and will negotiate claims in conjunction with other officers where 
necessary. 
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105. Each Director/Head of Service will give immediate notification to the Head of 

Finance of the extent and nature of all new risks or assets that require to be 
insured and of any alterations affecting existing insurances. 

 
106. Each Director/Head of Service will, within two working days, notify the Head of 

Finance in writing using the appropriate form of any loss, liability or damage or 
any event likely to lead to a claim. In cases of urgency the Director/Head of 
Service will report verbally pending submission of a written report. 

 
107. All employees and volunteers of the Council will be included in suitable fidelity 

guarantee insurance. 
 
108. The Director of Resources will annually, or at such other lesser period as 

he/she may consider necessary, review all insurances in consultation with other 
Directors/Heads of Service as appropriate.  

 
109. The value of equipment insured by the Council�s insurers (based on a 

percentage of the valuation of the building) to be established and reviewed to 
ensure it accurately reflects the value of equipment held.  

 
110. Directors/Heads of Service will consult the Director of Resources regarding the 

terms of any indemnity which the Council is requested to give. 
 

C3 INTERNAL CONTROL 
 
111. Internal control refers to the system of control devised by management to help 

ensure the Council�s objectives are achieved in a manner that promotes 
economic, efficient and effective use of resources and that the Council�s assets 
and interests are safeguarded. 

 
112. The Council faces a wide range of financial, administrative and commercial 

risks, both from internal and external factors, which threaten the achievement of 
its objectives. Internal controls are necessary to manage these risks. 

 
113. The Director of Resources is responsible for advising on effective systems of 

internal control. The arrangements need to ensure compliance with all 
applicable statutes and regulations, and other relevant statements of best 
practice. They should ensure that public funds are properly safeguarded and 
used economically, efficiently and in accordance with statutory and other 
authorities that govern their use.  

 
114. The Director of Resources is also responsible for ensuring that an effective 

Internal Audit function is properly resourced and operates in accordance with 
recognised auditing guidelines. 

 
115. Directors/Heads of Service are responsible for establishing sound 

arrangements for planning, appraising, authorising and controlling their 
operations in order to achieve continuous improvement, economy, efficiency 
and effectiveness and for achieving their financial performance targets. This 
should include detailed and up to date systems procedure notes, where 
relevant. All procedure notes should be reviewed at least annually and the date 
of review shown on the procedure notes. 

 
116. The Director of Resources is responsible for producing an Annual Governance 

Statement which will include a review of the effectiveness of the Council�s 
internal control arrangements. This must be submitted to the Audit Committee 
for comment and review and then approved by the Leader and Chief Executive. 
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C4 INTERNAL AUDIT 
 
117. The Accounts and Audit Regulations require every local authority to maintain an 

adequate and effective system of internal audit of their accounting records and 
control systems. 

 
118. The Director of Resources is responsible for maintaining an adequate and 

effective system of Internal Audit of its accounting records and of its system of 
internal control in accordance with proper internal audit practices.  

 
119. Internal Audit is an assurance function that provides an independent and 

objective opinion to the Council on the degree to which the internal control 
environment supports and promotes the achievement of the Council�s 
objectives. It examines, evaluates and reports on the adequacy of internal 
control as a contribution to the proper, economic, efficient and effective use of 
resources. 

 
120. The Director of Resources and any officer to whom he/she has delegated the 

duty of Internal Audit shall be responsible for the appraisal of all the Council's 
activities.  

 
121. The Director of Resources or his/her authorised representative shall have 

authority to: 
 

· enter at all reasonable times on any premises or land owned by or under the 
control of the Council. 

 

· have access to all records, documents and correspondence, computerised 
or manual relating to any financial and other control systems or transactions 
of the Council. 

 

· require and receive such information and explanation considered necessary 
concerning any matter under examination. 

 

· require any employee of the Council to produce cash, stores or any other 
property of the Council under his/her control. 

 

· apply any test or check deemed necessary to the accounts, cash, securities 
or other property and records that relate in any way to the financial or other 
systems of the Council; and 

 

· access records belonging to third parties, such as contractors whenever 
appropriate. 

 
122. The Internal Audit Manager will normally report to the Head of Finance. If due to 

the nature of the audit this is inappropriate, the Internal Audit Manager shall 
have authority to report directly to the Chief Executive and/or the Chairman of 
the Council or the Leader of the Cabinet. 

 
123. The existence of Internal Audit shall in no way diminish the functions powers 

and responsibilities of Directors/Heads of Service for the management of the 
services under their control. In particular their responsibility for accountability for 
security, custody and control of all resources, including staff, plant, buildings, 
materials, cash and stores placed under their control. 

 
124. Directors/Heads of Service are responsible for ensuring that Internal Audit are 

given access at all reasonable times to premises, personnel, documents and 
assets that the auditors consider necessary for the purposes of their work. 
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125. Directors/Heads of Service are responsible for ensuring that Internal Audit is 
provided with any information and explanations that they seek in the course of 
their work. 

 
126. Directors/Heads of Service are responsible for immediately notifying the 

Director of Resources of any suspected fraud, theft, irregularity, improper use or 
misappropriation of the Council�s property or resources. Pending investigation 
and reporting, the Director/Head of Service should take all necessary steps to 
prevent further loss and to secure records and documentation against removal 
or alteration.  

 
127. The Internal Audit Manager shall report to the appropriate level of management 

on all matters which he/she considers significant arising out of Internal Audit 
appraisals giving recommendation(s) for improvement wherever necessary or 
possible. 

 
128. Directors/Heads of Service are responsible for considering and responding 

promptly to recommendations in audit reports and ensuring that agreed actions 
from recommendations are carried out in a timely and efficient manner. 

 
129.  Internal Audit will report regularly to the Senior Management Team and to the 

Audit Committee on Internal Audit work, including management�s response to 
Internal Audit recommendations. 

 

C5 EXTERNAL AUDIT 
 
130. The Director of Resources will ensure that the Appointed Auditor is given 

access at all times to premises, personnel, documents and assets that he/she 
considers necessary for the purposes of their work. The Director of Resources 
will also ensure there is effective liaison between external and internal audit.  

 

C6 PREVENTING FRAUD AND CORRUPTION 
 
131. The Council will not tolerate fraud and corruption in the administration of its 

responsibilities, whether from inside or outside the Council. 
 
132. The Council�s expectation of propriety and accountability is that all Members 

and staff at all levels will lead by example in ensuring adherence to legal 
requirements, rules, procedures and practices. 

  
133. The Director of Resources is responsible for maintaining an Anti-Fraud and 

Anti-Corruption Policy Statement which details the culture of the Council in 
relation to fraud and corruption. 

 
134. The Council also has a Whistle Blowing Policy, listing officers who can be 

contacted to report any suspicious matter, and a Benefit Fraud Prosecution 
Strategy.  

 
135. Irregularities are broadly of four types, the first two being criminal offences: 
 

· theft, which includes fraud which is typically taken to mean theft involving 
deception. 

 

· bribery and corruption. 
 

· failure to observe the Council's Standing Orders, Financial Procedure Rules, 
Contract Procedure Rules and breaches of other Council Policies and Codes 
of Conduct etc. issued. 
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· errors and omissions which lead to a loss to the Council. 
 
136. Whenever a fraud or irregularity is discovered or is suspected to exist 

concerning cash, property, stores or other matters involving the Council's 
interests, it shall be the duty of the officer concerned to immediately inform his 
or her Director/Head of Service or line manager. The officer contacted shall, in 
turn and as soon as practically possible. advise and consult either the Director 
of Resources or the Chief Executive, and in every case the Internal Audit 
Manager.  

 
137. All Directors/Heads of Service shall notify the Internal Audit Manager of all 

anonymous notifications of fraud or irregularity either suspected or actual.  
 
138. Directors / Heads of Service will if appropriate instigate the Council�s 

disciplinary procedures where the outcome of an audit investigation indicates 
improper behaviour by an employee.  

 
139. The Chief Executive or the Director of Resources shall decide whether the 

matter shall be referred to the police for investigation. The Chief Executive or 
the Director of Resources shall report to the Leader of the Cabinet or 
appropriate Committee if required. 

 
Money Laundering 

 
140. The Council�s Director of Resources is the appointed Money Laundering 

Reporting Officer (MLRO). There is a maximum limit of £2,000 on the 
acceptance of cash payments; in exceptional circumstances this limit can be 
exceeded with the prior approval of the MLRO. 

 
141. The Council is alert to the possibility that it may become the subject of an 

attempt to involve it in a transaction involving the laundering of money. It is the 
duty of all officers who suspect that a money laundering activity may be taking 
place to report it immediately to the Director of Resources. Individuals are 
personally responsible for referring suspicions and can be fined for non- 
compliance. 

 
142. Any disclosures about money laundering activity should be reported to the 

Money Laundering Reporting Officer or his/her nominated representative. 
 

C7 SECURITY OF ASSETS 
 
143. The Council holds assets in the form of property, equipment, vehicles and other 

items worth many millions of pounds. It is important that assets are safeguarded 
and used efficiently in service delivery, and that there are arrangements for the 
security of both assets and information required for service operations. 

 
144. Directors/Heads of Service should ensure that records and assets under their 

control are properly maintained and securely held. 
 
145. Directors/Heads of Service are responsible for ensuring the maximum limit for 

cash holdings in accordance with insurance and safe limits is not exceeded, 
except with the express permission of the Director of Resources.  

 
146. Directors/Heads of Service should ensure that all assets under their control are, 

as far as is practicable, effectively marked as Council property. 
 
147. The Council�s assets will not be removed or used otherwise than in the course 

of the Council�s business except in accordance with specific instructions issued 
by the Director/Head of Service concerned. 
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148. All Members and staff have a general responsibility for taking reasonable action 

to provide for the security of the assets under their control and for ensuring that 
the use of these resources is legal, is properly authorised and provides value 
for money. 

 
149. It will be the responsibility of each Director/Head of Service to make adequate 

arrangements for the security of monies whilst in their custody, such 
arrangements to be the subject of approval by the Director of Resources 

 
150. Keys to safes and other cash receptacles must be securely held at all times. 
 
151. Building access keys must be securely held at all times.  
 
152. The Director of Resources is responsible for ensuring that proper security and 

privacy arrangements are applied in respect of all information held on the 
Council�s computer installations and that information is used in accordance with 
Data Protection and other relevant information. He/she shall also ensure that 
effective contingency plans, disaster recovery and back-up procedures are in 
place to enable information systems to resume speedily in the event of 
interruption. Any such plans should be tested on a regular basis. 

 
153. Directors/Heads of Service should ensure that all visitors to any Council 

buildings or sites, except public areas, are signed in and wear authorised 
identification. They should also ensure that any visitors are adequately 
supervised to ensure confidentiality of information and security of Council 
assets at all times. 

 
Information and Communication Technology (ICT) Security 

 
154. The Head of Business Support is responsible for policies in relation to the 

security of ICT equipment and for the issuing of Network and PC Standards.  
 
155. The Head of Business Support is responsible for the application of policy, 

instructions and good practice in respect of corporate servers and distributed 
systems (networks). 

 
156. Directors/Heads of Service are responsible for ensuring that policies and 

instructions are made known to all members of staff. 
 

C8 INTELLCTUAL PROPERTY 
 
157. Intellectual property is a generic term that includes inventions and writing. If 

these are created by an employee during the course of employment then, as a 
general rule, they belong to the employer, not the employee. 

 
158. Certain activities undertaken with the Council may give rise to items that may 

be patentable e.g. software development. These items are also regarded as 
intellectual property. 

 
159. In the event that the Council decides to become involved in the commercial 

exploitation of inventions the matter should proceed in accordance with the 
advice and guidance of the Director of Resources. 

 
160. Directors and Heads of Service should ensure that controls are in place to 

ensure that staff do not carry out private work in Council time and that staff are 
aware of an employer�s rights with regard to intellectual property. 
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C9 INVENTORIES 
 

Equipment 
 
161. The Council will maintain an inventory of all equipment (excluding ICT related 

equipment) with a replacement value above £1,500.  
 
162. Each Director / Head of Service is responsible for maintaining an annual check 

of all items allocated to their areas and for taking action in relation to any 
surpluses or deficiencies, to include informing the Director of Resources. 

 
163. All Information and Communication Technology and equipment will be recorded 

on an inventory held by the Head of Business Support and should include all 
servers, scanners, PCs, laptops, PDAs and any other equipment. 

 
164. For �mobile� equipment (i.e. equipment that is not always kept in the office) such 

as PDAs, mobile phones and laptops the register will include the name of the 
officer to whom the equipment has been allocated.  

 
Land and Property 

 
165. A property database will be maintained by the Director of Services detailing all 

properties, including land, owned by the Council. The database will record, the 
purpose for which the property is held, its location, extent and plan reference, 
purchase details, particulars of nature of interest and rents receivable and 
particulars of leases and licences granted. 

 
166. The Head of Finance will keep an Asset Register for capital accounting 

purposes. The register will be reviewed and updated on an annual basis. A 
review of asset values will be carried out at least every five years by an 
independent valuer.  

 
167. Directors and Heads of Service are responsible for immediately notifying any 

amendments, deletions or additions to the Asset Register to the Head of 
Finance. 

 
168. The Head of Legal & Democratic Services will keep all title deeds securely. 
 
169. The Director of Services will maintain a Corporate Asset Management Plan to 

ensure that efficient, effective and sustainable use is made of the Council�s land 
and buildings and that a co-ordinated approach to asset management is 
achieved across the authority.  

 
170. Any contract relating to the purchase or disposal of any land or property or an 

interest in land or property will be in writing in a form agreed by the Head of 
Legal Services & Democratic Services.  

 
171. The Head of Finance must be consulted in advance of any contractual 

agreement being entered into by the Council in order to ensure that any VAT 
liability has been properly assessed and tax planning implications taken into 
account. 

 
172. The Director of Services will be responsible for the granting of licences and 

easements and for determining rent levels. 
 
173. The Head of Business Support is responsible for co-ordinating the maintenance 

of the Council�s Geographical Information System and Local Land and Property 
Gazetteer. 
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C10 ASSET DISPOSAL 
 

Stock, Stores and Equipment 
 
174. Equipment, stock and stores will be disposed of in accordance with the 

following procedure: 
 

Under £10,000 
 

· Sale of surplus stock and equipment with an estimated value up to £10,000 
to be approved by a Director/Head of Service at the best price available 
(Head of Finance to be advised). 

 

· Write off of stock and equipment with an estimated value up to £10,000 to be 
approved by a Director/Head of Service (Head of Finance to be advised). 

 
Over £10,000 

 

· Sale of surplus stock and equipment with an estimated value above £10,000 
� Director of Resources to approve the method of sale. 

 

· Write off of stock and equipment with an estimated value above £10,000 � 
Director of Resources to approve write off. 

 
Land and Property 

 
175. Any proposal to lease or sell land, buildings or other permanent assets will be 

the subject of a report to Cabinet by the appropriate Officer in consultation with 
the Director of Resources. 

 

C11 TREASURY MANAGEMENT 
 
176. Many millions of pounds pass through the Council�s books each year. 

Procedures have been put in place to provide assurance that the Council�s 
money is properly managed in a way that balances risk with return, but with the 
overriding consideration being given to the security of the Council�s capital sum.  

 
177. The Council has adopted and complies with CIPFA�s �Code of Practice on 

Treasury Management in the Public Sector�. 
 
178. The Director of Resources is responsible for reporting to Cabinet on an annual 

basis a proposed Treasury Management Strategy for the coming financial year 
at or before the start of each financial year.  

 
179. The Treasury Management Strategy and a Treasury Policy Statement is 

approved by the full Council.  
 
180. The Director of Resources has responsibility for the implementation and 

monitoring of the Treasury Management Strategy. 
 
181. The Director of Resources will report to Cabinet at least twice in each financial 

year on the activities of the treasury management operation and on the exercise 
of delegated treasury management powers. One such report will comprise an 
annual report on treasury management for presentation by 30 September of the 
succeeding financial year. 

 
182. Working procedures are detailed in the Treasury Management Practices 

document. 
 

Item 4f

Page 213

Appendix 

Page 213



Financial Procedure Rules 24 

C12 STAFFING 
 
183. The Director of Resources will advise Members and Officers on areas such as 

National Insurance and Pension Scheme contributions as appropriate.  
 
184. Directors and Heads of Service are responsible for the management of staffing 

budgets by:  
 

· adjusting the staffing numbers to that which can be funded within the 
approved budget provision 

 

· the proper use of appointment procedures 
 

· monitoring staff activity to ensure adequate control over such costs as 
sickness, overtime, training, temporary and agency staff 

 

· ensuring that the staffing budget is not exceeded unless the necessary 
additional ongoing funding is available and the agreement of the Senior 
Management Team is obtained as required. 

 

· ensuring compliance with taxation and contract requirements for contractors 
and employees. Remuneration of employees must be paid through the 
authorised payroll system.  
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D FINANCIAL SYSTEMS AND PROCEDURES 
 

Why is this important? 
 

Sound systems and procedures are essential to an effective framework of 
accountability and control. Information must be accurate, reconciled and 
controlled to ensure that transactions are promptly processed and errors 
detected promptly. 

 

D1 GENERAL PROCEDURES 
 
185. All accounting procedures and financial records shall be determined by the 

Director of Resources. 
 
186. The following principles shall be observed in the allocation of accounting duties: 
 

· The duties of providing information regarding sums due to or from the 
Council and of calculating, checking and recording these sums, shall be 
separated as completely as possible from the duty of collecting or disbursing 
them. 

 

· Officers charged with the duty of examining and checking the accounts of 
cash transactions shall not themselves be engaged in any of these 
transactions. 

 

D2 BANKING ARRANGEMENTS 
 
187. All banking arrangements with the Council�s bankers will be made by, or under 

arrangements approved by, the Director of Resources. 
 
188. All pre-printed cheques will be ordered only on the authority of the Director of 

Resources who will make proper arrangements for their control, safe custody 
and issue. 

 
189. All computer prepared cheques will bear the facsimile signature of the Director 

of Resources. All cheques of: 
 

CDC £10,000 and over 
SBDC £20,000 and over 

 
will also bear the manuscript of an authorised signatory. 

 
190. All cheques drawn manually will be signed by the Director or Resources or 

other authorised signatory. All manual cheques of £20,000 and over will also 
bear the manuscript signature of a second, different authorised signatory 

 
191. All other payments of £20,000 and over e.g. by BACS, will bear the manuscript 

signature of the Director of Resources, or an officer authorised by the Director 
of Resources, on the payment documentation. 

 
192. No officer will make arrangements for recurrent payments to be made by Direct 

Debit or Standing Order without the prior approval of the Head of Finance.  
 
193. Income will be banked in accordance with procedures agreed by the Head of 

Finance and the Council�s bankers. Income will be transferred by security 
carrier to cash and cheque processing centres nominated by the Council�s 
bankers. 
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Corporate Purchasing Cards 
 
194. Directors or Heads of Service to make written requests to the Head of Finance 

for all new corporate purchasing cards. 
 
195. The Director of Resources to formally authorise all new corporate purchasing 

cards. 
 
196. The Director of Resources will authorise transaction limits and card limits These 

limits apply to the individual for the purposes of card spend only and are 
independent of the authorised signatory limits. 

 
197. Corporate purchasing cards will be issued and monitored by specified staff 

within the Finance Team.  
 
198. Corporate purchasing cards are only to be used for Council business. 
 
199. Staff must ensure corporate purchasing cards are securely held at all times. 

See Corporate Purchasing Card Procedures for details of purchasing, 
reconciliation, contact names and notification of lost or stolen cards etc. 

 
D3 IMPREST ACCOUNTS / FLOATS 
 
200. Payments made from an Imprest Account will be limited to minor items of 

expenditure and to such other items as the Head of Finance may approve and 
must be supported by a receipt. 
Note: Imprest Accounts in operation at South Bucks District Council only 

 
201. All requests for new or increased cash floats to be authorised by the relevant 

Director or Head of Service and submitted to the Head of Finance stating the 
need for the float, the amount required and the officer responsible for the float. 

 
202. All cash floats must be securely held and must be regularly checked to ensure 

all cash is accounted for. Any cash discrepancies must be immediately reported 
to the Head of Finance. Internal Audit will be responsible for carrying out a year 
end check on any significant cash floats. 

 
203. The cash takings held by the Customer Services may be used in exceptional 

circumstances, subject to the approval of the Director of Resources or Head of 
Finance, to cash Council drawn cheques. These will include any Council drawn 
cheques authorised to �pay cash�. For all such transactions a specified form 
must be completed and authorised by a Head of Service or Senior Revenues 
Manager (for Housing Benefit cheques only). Customer Services staff must 
check the customer�s identity and obtain a signature (on the specified form) to 
acknowledge receipt of the cash paid out. The cheque can then be substituted 
for the cash and banked. 

 
204. No income received on behalf of the Council may be paid into a petty cash 

account or float but must be banked in accordance with procedures provided 
elsewhere in these rules. 

 

D4 INCOME 
 

Accounting for income 
 
205. Income can be a vulnerable asset and effective income collection systems are 

essential to ensure that all revenues due to the Council are collected. It is 
important that all income due is properly identified, collected, receipted, banked 
and recorded in the financial accounting system.  
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206. The Director of Resources is responsible for authorising arrangements for the 

collection of all income due to the Council and for approving the procedures, 
systems and documentation used for its collection.  

 
207. All income related special stationery i.e. invoices, invoice requests, receipt 

forms, tickets, books, license forms etc will be ordered and supplied in 
accordance with arrangements approved by the Head of Finance. 

 
208. The Director of Resources, or nominated representative, is responsible for 

establishing and initiating appropriate recovery procedures, including legal and 
bailiff action where necessary, for debts that are not paid promptly. 

 
Cheque and cash handling procedures 

 
209. All money received by an officer on behalf of the Council must be processed on 

the day of receipt and banked within one working day unless otherwise agreed 
by the Director of Resources / Head of Finance.  

 
210. No deduction may be made from such money unless specifically authorised by 

the Director of Resources / Head of Finance. 
  
211. Every officer with responsibility for the collection and/or receipt of income by 

cash or cheque shall ensure that a timely reconciliation is conducted to ensure 
the completeness and accuracy of monies received and the appropriate action 
taken to correct any errors/omissions. 

 
212. Post dated cheques within a reasonable time frame will be accepted. They must 

be recorded, held securely and banked on the due date. The relevant 
department should be informed in order that any recovery procedures may be 
suspended.  

 
213. Each officer who banks money will enter on the paying-in slip a reference to the 

related debt (such as the receipt number or the name of the debtor), or 
otherwise indicate the origin of the cheque. The reverse of each cheque must 
be endorsed with the receipt or reference number of the related debt. 

 
214. Under no circumstances should personal cheques belonging to staff be cashed 

out of money held on behalf of the Council. 
 
215. Every transfer of Council money from one member of staff to another must be 

evidenced in the records of the departments concerned by the signature of the 
receiving officer unless alternative arrangements are authorised in writing by 
the Director of Resources / Head of Finance. 

 
Charging and Invoicing 

 
216. Directors / Heads of Service will be responsible for ensuring that all charges 

made for goods and services falling within their control, apart from those 
charges fixed on a statutory or nationally agreed basis, are reviewed at least 
annually and that all proposals for new charges and changes in charges are in 
accordance with the Council�s Charging Policy. 

 
217. Directors / Heads of Service should ensure that wherever possible income is 

obtained in advance of supplying goods and services as this improves the 
Council�s cashflow and also avoids the time and costs of administering debts. 
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218. Officers will inform the Finance Team on a timely basis of particulars of all 
charges to be made in connection with work done, goods supplied, or services 
rendered to ensure the prompt raising of accounts.  

 
219. The Finance Team must be notified of all money due to the Council including 

contracts, leases and other agreements. 
 
220. In normal circumstances a debtor�s invoice will not be raised where the invoice 

value is less than £10. This is because the administrative cost of raising the 
invoice would be greater than the value to be invoiced. Any exceptions to this 
rule should be with the agreement of the Director of Resources / Head of 
Finance. 

 
Bad Debts and Write Offs 

 
221. An impairment provision for bad debts will be provided where it is deemed 

appropriate by the Director of Resources / Head of Finance. 
 
222. The financial limits applying to the write off of all irrecoverable debts in 

circumstances where recovery of the sum is unlikely to be achieved or where 
proceeding are inappropriate or unjustified, will be as follows: 

 

Up to £150 The Parking Manager has the power to write off 
irrecoverable penalty charge notices up to £150. 
 

Up to £1,000 The Head of Finance has the power to write off 
irrecoverable debt up to £1,000. 
 

Up to £10,000 The Director of Resources has the power to write off 
irrecoverable debts up to the value of £10,000. 
 
The Head of Customer Services has the power to write off 
irrecoverable Council Tax debts, Non Domestic Rates debts 
and Housing Benefit / Council Tax Support Overpayments 
up to the value of £10,000. 
 

Over £10,000 The Cabinet has the power to write off irrecoverable debts 
over £10,000. 
 

 
223. The Head of Finance will keep a register of all such irrecoverable debts. 
 

Card payments and regulatory requirements 
 
224. All payments received over the Internet shall be timely processed and 

reconciled in accordance with arrangements approved by the Director of 
Resources.  

 
225. All documentation in respect of credit and debit card income should be 

processed by the next working day unless otherwise agreed to in writing by the 
Director of Resources / Head of Finance 

 
226. The processing of card payments must comply with Payment Card Industry 

Data Security Standards (PCIDSS) and other relevant legislation. The following 
criteria must be adhered to in order to meet these requirements: 

 

· Retention periods for card holder data must be specified 
 

· Arrangements for the secure disposal of card holder data must be in place 
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· Card holder details should not be written down or recorded in any format 
 

· Customers must be notified of the charge to be levied for the use of credit 
cards in advance of making payment. 

 
Waiving of a Charge 

 
227. The Council will set its charges annually and these must be applied in all cases. 

Any variation or waiver of a charge must be approved by the relevant Director / 
Head of Service. 

 
228. Card charges may be waived where they have been incorrectly applied. 
 
229. Penalty Charge Notices issued to staff or Members may be waived only on the 

authority of the Chief Executive. 
 

Policy for charging interest on late payment of debts 
 
230. The Late Payment of Commercial Debts Regulations 2002 allows the Council to 

claim interest and compensation on commercial debts (this excludes Business 
Rates) which are paid late. The legislation applies to debts with commercial 
organisations only; the Council cannot charge interest on a debt with an 
individual. 

 
231. It will be at the Head of Finance�s discretion to decide whether to apply the late 

payment legislation on a case by case basis, it is not compulsory to charge 
interest on all late payments. As a general rule, we would not expect to charge 
interest on debts under £500, as the administrative cost of raising the invoice 
for interest may be greater than the value of the interest claimed. However, 
there may be circumstances where it would be appropriate to charge interest, 
even if the debt is of low value. For example, if there was a very old debt of 
lower value it may be appropriate to charge interest.  

 

D5 ORDERING WORKS, GOODS AND SERVICES 
 

Requisitions and Orders 
 
232. Directors and Heads of Service are responsible for the requisitioning and 

ordering of all works, goods and services within their areas of responsibility in 
accordance with procedures laid down by the Director of Resources. The only 
exception to this is in relation to Information and Communication Technology 
related expenditure (see 12 and 13 below for further information on this). 

 
233. No expenditure shall be authorised or incurred unless the cost is covered by an 

approved budget, a virement or is rechargeable to a third party. 
 
234. Only officers authorised by their Director and/or Head of Service may requisition 

or order works, goods or services and commit expenditure on behalf of the 
Council. 

 
235. The form, requisition, custody and issue of all order documentation will be 

subject to the approval of the Director of Resources, including arrangements for 
submission of orders by electronic means. 

 
236. Directors/Heads of Service will take account of the Council�s Procurement 

Strategy and procedures whenever requisitioning / ordering works, goods or 
services. 
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237. Directors/Heads of Service will ensure that Contract Procedure Rules are 
complied with in respect of all requisitions / orders for works, goods or services. 

 
238. An official order must be despatched to a supplier (see 8 below for a list of 

exceptions to the raising of official orders). When appropriate where works, 
goods or services have been ordered via the telephone or internet and where 
no immediate payment is made a confirmation order should be issued and 
clearly marked as a confirmation order. 

 
239. The following is a list of types of expenditure where there is no formal 

requirement to raise an official order The Head of Finance should be consulted 
for the approval of any additional type of expenditure: 

 

· Contract payments 

· Supplies of public utility services 

· Telephone bills 

· Periodical payments such as rent, rates or leases 

· Business Rates bills 

· Refunds 

· Housing Benefit Payments 

· Appointing or commissioning of an external legal firm or specialist 
consultants (a brief or letter should be sent detailing verbal agreements 
made) 

· Regular subscriptions  

· Courses, seminars or conference fees (where payment is sent with the 
booking form) 

· Land registry fees and stamp duty (where payment is required with the 
application) 

· Court fees (where payment is required with the papers) 

· Grant payments 

· Payments for Homelessness Accommodation 

· Purchases made by Corporate Purchasing Card 

· Very low value orders (eg under £1,000) 
 
240. Before entering into any contract hire, finance or operating lease or lease � 

rental agreement, Directors / Heads of Service will consult with the Director of 
Resources / Head of Finance to ensure that the arrangement is financially 
advantageous to the Council. Any such agreements will be signed by the 
Director of Resources / Head of Finance. 

 
241. A copy of all requisitions and orders must be retained in accordance with the 

Information Management retention guidelines. 
 
242. No personal acquisitions must be made using official orders. 
 

Acquisition of Information and Communication Technology (ICT) 
Hardware and Software 

 
243. All ICT equipment must be either purchased or leased through ICT. This 

equipment includes all hardware, phones, PDAs, memory sticks, cameras and 
any other removable devices. Users should consult with ICT prior to any 
removable devices or other ICT equipment being purchased or used. 

 
244. The ICT section must hold all original software and license documentation. The 

license will then be added to the asset register held in ICT. All software must be 
purchased or leased through ICT. 
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D6 PAYMENT OF ACCOUNTS 
 
245. The Director of Resources is responsible for the payment of all invoices and 

accounts and for determining appropriate procedures for the payment of 
accounts. 

 
246. All invoices or accounts must be examined, verified and certified by an 

authorised officer before being released in the financial system for payment. 
Certification means that the authorised officer is satisfied that :- 

 

· the works, goods or services have been satisfactorily received or carried out 
as per instructions. 

 

· the charges are in accordance with quotations or contracts and are 
arithmetically correct. 

 

· all appropriate discounts, allowances and credits have been claimed. 
 

· the account has not previously been certified and approved for payment. 
 

· appropriate entries have been made in the inventories and stock records 
where necessary. 

 

· any VAT element of the payment has been correctly identified. 
 

· the expenditure has been properly ordered, authorised or incurred and is 
within the relevant budget provision and has been charged to the correct 
expenditure code. 

 
247. Directors and Heads of Service are authorised to approve payments up to an 

agreed authorisation limit. Any exceptions to this rule must be approved by the 
Director of Resources and specified on the Authorised Signatory List: 

 
248. When an invoice or account is found to be incorrect it must not be amended or 

altered in any way as any alteration will result in the account being invalid for 
the purposes of VAT requirements. If there is a discrepancy this should be 
referred to the creditor to either re-issue the invoice or supply a credit note. 

 
249. Photocopied or faxed copies of original invoices are not acceptable. Payment 

on a copy invoice will only be made in exceptional circumstances and only after 
all necessary checks to avoid duplicate payment have been made. Any such 
exceptional payments must be clearly marked and the action taken approved by 
an authorised officer. 

 
250. Under no circumstances should payment be made on a supplier�s statement. 
 
251.  Where payment is required to be made on a pro-forma invoice no VAT should 

be recovered until a VAT receipt/invoice has been received and passed to the 
Finance Team.  

 
252. Each Director/Head of Service will ensure that certified invoices and accounts 

are input promptly into the financial system in accordance with arrangements 
approved by the Director of Resources. 

 
253. The Finance Team will examine, so far as considered necessary, certified 

accounts passed for payment and will be entitled to receive such information 
and explanations as may be required. 
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254. Payments will be made by the Finance Team promptly and directly to the 
supplier concerned unless in exceptional circumstances the Director of 
Resources / Head of Finance agrees alternative arrangements. 

 
255. Certified invoices and accounts due for payment but which require payment in 

advance of the normal processing date may, in exceptional circumstances, be 
processed through the urgent payment system with the approval of the Director 
of Resources / Head of Finance.  

 
256. The default payment method will be BACS transfer, any other payments will be 

made by cheque or other instrument drawn on the Council�s bank account  
 
257. Any direct debit payment arrangements must be approved by the Director of 

Resources/Head of Finance prior to acceptance and all direct debit mandates 
must be signed by an authorised cheque signatory. 

 
258. By exception only a standing order arrangement may be established after 

approval by the Director of Resources / Head of Finance. 
 

D7 PAYMENTS TO EMPLOYEES AND MEMBERS 
 
259. The Director of Resources is responsible for payment of salaries and all other 

forms of remuneration to employees and for payment of allowances to 
Members. 

 
Salaries 

 
260. Each Director/Head of Service will inform the Personnel Team, who will in turn 

be responsible for notifying the Finance Team as soon as possible and in such 
form prescribed, of all matters affecting the payment of salaries and other 
remuneration to employees, in particular:  

 

· Appointments, resignations, dismissals, suspensions, secondments and 
transfers. 

 

· Absences from duty for sickness or other reason, apart from approved leave. 
 

· Changes in remuneration, other than normal increments and pay awards. 
 

· Information necessary to maintain records of service e.g. for pension, 
income tax and national insurance. 

 
261. The appointment of all employees must be in accordance with the policies and 

procedures of the Council and with regard to the approved establishments, 
grades and rates of pay. 

 
262. All time records or other pay documents will be in a form prescribed or 

approved by the Director of Resources and must be certified by an authorised 
officer. All documents must be submitted by the specified day of the month (or a 
date to be determined by the Director of Resources). 

 
263. Each Director / Head of Service, in conjunction with the Personnel Team, will be 

responsible for the observance of the terms and conditions of employment. 
 
264. Directors / Heads of Service will control the level of paid overtime within the 

approved budgetary provision. 
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Car Loans 
 
265. The arrangements for the administering of staff car loans must be approved by 

the Director of Resources. Individual car loan applications will be authorised by 
the Director of Resources.  

 
Members Allowances 

 
266. Members� allowances will be paid in accordance with the Council�s approved 

scheme. (See below for Members� expense claims). 
 

Travelling, Subsistence and other expenses 
 
267. All expense claims (including car allowances, subsistence, disturbance, 

travelling and other expenses) will be paid by the Finance Team upon timely 
receipt of the prescribed form. All claims must be submitted by the specified 
date (or a date to be determined by the Director of Resources) in the month 
immediately following the date on which the expense was incurred.  

 
268. Members� expense claims for travelling or other allowances will be paid by the 

Finance Team and must be submitted on a prescribed form with relevant 
receipts attached. Claims must be made within two months of the date on which 
the duty was undertaken. 

 
269. An authorised officer must certify all expense claims. 
 
270. The certification by the authorised officer will be taken to mean that the 

certifying officer is satisfied that the journeys were authorised, the expenses 
properly and necessarily incurred and that the allowances are properly payable 
by the Council. 

 
271. Each Director / Head of Service shall approve all post entry training courses 

(including the estimated expenditure of each course). All claims for post entry 
training must be certified by an authorised officer and submitted to the 
Personnel Team before payment is made.  

 
272. All staff using their own vehicles on Council business will be required to provide 

details of appropriate insurance, driving licence and MOT if applicable upon 
request by the Director of Resources or nominated representative. 

 

D8 TAXATION 
 
273. The Director of Resources is responsible for advising Directors / Heads of 

Service, in the light of guidance issued by appropriate bodies and relevant 
legislation as it applies, on all taxation issues that affect the Council. 

 
274. The Director of Resources is responsible for maintaining the authority�s tax 

records, making all tax payments, receiving tax credits and submitting tax 
returns by their due date as appropriate. 

 
275. The Director of Resources shall be responsible for liaising with HM Revenues & 

Customs on all VAT related matters and for submitting and signing the 
necessary returns / claims in a timely manner. 

 
276. Any new activities or contractual arrangements should be notified to the 

Director of Resources in order that potential tax implications may be 
considered. 
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D9 TRADING ACCOUNTS AND BUSINESS UNITS 
 
277. The Director of Resources is responsible for advising on the establishment and 

operation of trading accounts and business units. 
 

D10 STOCKS AND STORES 
 
278. Stocks and stores, including minor items of equipment, represent short term 

assets of the Council.  
 
279. Directors / Heads of Service are responsible for ensuring all stocks and stores 

are securely held and recorded. 
 
280. Levels of stock held should not be in excess of reasonable requirements unless 

agreed by the Director of Resources. 
 
281. Directors / Heads of Service should ensure stocks and stores are periodically 

checked and should complete a certificate for stock and stores in hand at the 
end of each financial year or when required by the Director of Resources. 

 
282. Stocks and stores records shall be in a form approved by the Director of 

Resources. 
 
283. Any surplus or deficiencies of stock must be reported to the Head of Finance. 
 
284. Disposal of surplus stock should be in accordance with procedures set out in 

Financial Procedure Rule C10 
 
285. The Director of Resources or nominated representative is entitled to check 

stocks and stores and be supplied with such information as may be required for 
the accounting, costing and financial records of the Council.  
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E EXTERNAL ARRANGEMENTS 
 

E1 PARTNERSHIPS 
 
286. Partnerships play a key role in delivering community strategies and in helping to 

promote and improve the well-being of an area. Local authorities are 
increasingly working in partnership with others � public agencies, private 
companies, community groups and voluntary organisations. Part of the 
leadership role of local authorities is to bring together the contributions of 
various stakeholders. 

 
287. Local authorities will mobilise investment, bid for funds, champion the needs of 

their areas and harness the energies of local people and community 
organisations. 

 
288. The main reasons to enter into a partnership are 
 

· desire to find new ways to share risk 

· ability to access new resources 

· provide new and better ways of delivering services  
 
289. A partner is defined as 
 

· an organisation (private, public or third sector) undertaking, part funding or 
participating as a beneficiary on a project 

· a body whose nature or status give it a right or obligation to support the 
project 

· an individual whose contribution gives them a right or obligation to support 
the project 

 
290. Partners participate in projects by 
 

· acting as project deliverer or sponsor, solely or in conjunction with others 

· acting as project funder or part funder 

· being the beneficiary group of the activity undertaken in the project 

· planning and/or monitoring partnership deliverables and outcomes 
 
291. Partnership working is playing an increasing role in the provision of Council 

services. The Cabinet is accountable to full Council for functions in respect of 
partnerships but some of these functions are delegated to officers. 

 
292. The Head of Paid Service (statutory duties held by the Chief Executive) 

represents the authority on partnership and external bodies in accordance with 
the scheme of delegation. 

 
293. The Monitoring Officer (statutory duties held by the Head of Legal & Democratic 

Services) is responsible for promoting and maintaining the high standards of 
conduct with regard to financial administration in partnerships that apply 
throughout the authority. 

 
294. The Director of Resources must ensure that the accounting arrangements to be 

adopted relating to partnerships and joint ventures are satisfactory. He/she 
must consider the overall corporate governance arrangements and legal issues 
when arranging contracts with external bodies. He/she must ensure that the 
risks have been fully appraised before agreements are entered into with 
external bodies. 
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295. Directors / Heads of Service are responsible for ensuring that appropriate 
approvals are obtained before any negotiations are concluded in relation to 
work with external bodies. 

 

E2 EXTERNAL FUNDING 
 
296. External funding is potentially a very important source of income but funding 

conditions need to be carefully considered to ensure that they are compatible 
with the aims and objectives of the Council. 

 
297. Directors / Heads of Service are responsible for informing the Director of 

Resources and Head of Finance of all funding notified by external bodies, for 
ensuring that all claims for funds are made by the due date and that the project 
progresses in accordance with the agreed project terms of reference and that 
all expenditure is properly incurred and recorded. 

 
298. Directors / Heads of Service are responsible for ensuring that any match 

funding requirements are considered prior to entering into agreements and that 
future revenue or capital budgets reflect these requirements. 

 
299. The Director of Resources is responsible for ensuring that all funding notified by 

external bodies is received and properly recorded in the Council�s accounts. 
 

E3 WORK FOR THIRD PARTIES 
 
300. Current legislation enables the councils to provide a range of services to other 

bodies. Such work may enable a unit to maintain economies of scale and 
existing expertise. Arrangements should be in place to ensure that any risks 
associated with this are minimised and that such work is intra vires (i.e. legal). 

 
301. The Director of Resources is responsible for issuing guidance with regard to the 

financial aspects of third party contracts.  
 
302. Directors / Heads of Service are responsible for ensuring that any proposals are 

properly costed in accordance with guidance provided by the Director of 
Resources and that contracts are drawn up in accordance with advice from the 
Head of Legal Services & Democratic Services and that any relevant formal 
approval process is adhered to. 

 
303. It is the responsibility of Directors / Heads of Service to ensure: 
 

· that the approval of Cabinet where necessary is obtained before any 
negotiations are concluded to work for third parties 

· appropriate insurance arrangements are made 

· the Council is not put at risk of bad debts 

· that no contract is subsidised by the Council 

· that wherever possible payment is received in advance of the delivery of the 
service 

· the service area has appropriate expertise and resource to undertake the 
contract 

· that such contracts do not impact adversely upon the services provided for 
the Council 

· that all such contracts are properly documented 

· appropriate information is provided to the Head of Finance to enable a note 
to be entered in the Council�s Statement of Accounts. 
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A INTRODUCTION 
 

A1 Purpose 
 
1. The purpose of these Contracts Procedure Rules is to set out the Councils� approach 

to dealing with all aspects of Procurement. 
 
2. Procurement includes preparing for, entering into, managing, extending, varying and 

terminating contracts for the supply of goods, services and works.  
These rules do not apply to contracts for employment. 

 
3. These rules are designed to ensure that the Councils spend public money wisely, 

fairly and transparently. 
 

A2 Definitions 
 
4. For the purposes of these rules a contract is: 

�an agreement having a lawful object entered into voluntarily by two or more parties, 
each of whom intends to create one or more legal obligations between them. The 
elements of a contract are �offer� and �acceptance� by �competent persons� having 
legal capacity, who exchange �consideration� to create �mutuality of obligation. Proof 
of some or all of these elements may be done in writing, though contracts may be 
made entirely orally or by conduct.� 

 
5. The �EU Procurement Rules� are the Public Contracts Regulations that enact The 

Public Contracts Directive 2004/18/EC into UK Law. 
 

A3 Requirement to Follow 
 
6. These Contracts Procedure Rules must be followed by all employees, agency staff, 

contractors and councillors when dealing with all aspects of Procurement on behalf of 
the Council(s). 

 
7. Furthermore, if a Councillor or Officer becomes aware of any activities or actions that 

do not comply with these rules they must inform the Director of Resources, as soon 
as they are aware. 

 
8. It is a disciplinary offence if employees do not comply with these Rules or are aware 

of non-compliance but do not tell the Director of Resources. 
 

A4 Contract Owners 
 
9. A Contract Owner is the person who has overall responsibility for a contract. 
 
10. Every contract must have a named Contract Owner, who is responsible for: 

· Complying with these Contracts Procedure Rules 

· The specific method and activities the Councils� use to prepare for, enter into, 
manage, extend, vary and terminate a contract 

· Due diligence to verify that contracts the Councils� become party to, but did not 
award, are suitable 

· Keeping records to give a transparent, comprehensive and complete audit trail for 
the duration of each contract 

· Writing contract award reports. 

Item 4g

Page 229

Appendix 

Page 229



 4 

11. The Head of Service will be the contract owners for all contracts that fall within their 
remit, unless they specifically delegate this role, or aspects of it, to someone else. 

 

A5 Declaring an Interest / Gifts and Hospitality 
 
12. When a councillor or employee becomes aware of any pecuniary (monetary) interest 

they have, directly or indirectly, in any contract the Councils intend to award, or have 
already awarded they must declare their interest in writing by sending a �declaration 
of interest� to the Chief Executive. The Chief Executive will keep a record of all 
�declarations of interest�. 

 
13. An indirect interest is when an employer, sponsor or relative of a councillor or 

employee has a pecuniary (monetary) interest in any contract the Councils intend to 
become party to or are already party to. A �relative� could be a partner (married or 
living with), a parent, a son or daughter, a stepson or stepdaughter, the son or 
daughter of a partner, and / or a sibling. 

 
14. Councillors and officers also need to be very wary of accepting gifts / hospitality from 

suppliers or potential suppliers in order to avoid accusations of favouritism / bribery. 
Any offers must be recorded in the corporate gifts and hospitality register, and advice 
must be taken before accepting any non trivial gifts / hospitality. 

 

A6 Exemptions 
 
15. The Councils must comply with these Contracts Procedure rules at all times. 

However there are sometimes valid reasons why an exemption from one or more 
elements of these rules is required. 

 
16. All exemptions must be formally approved by Management Team, and shall be 

reported to the next appropriate Cabinet meeting. 
 
17. Possible reasons for an exemption include: 

· Urgency: do not have sufficient time to comply with all of these rules. 

· Buying at auction: an auction is the only source. 

· No genuine competition: only one organisation or individual can realistically 
supply. 

· Advantageous terms: an organisation offers terms that are significantly better 
than the industry norm and is unlikely to repeat these terms. 

· Failed competitive process: when a Contract Owner stops a competitive 
quotation or tender process and decides there is a need to negotiate because no-
one submits a quotation or a tender, or after evaluation no quotation or tender is 
appropriate. 

· Collaborative procurement: when another party is leading on the procurement it 
is normal practice that the other party�s Contracts Procedure Rules are followed. 

 
18. However in all cases the EU Procurement Rules must be complied with in full when 

they apply. 
 

A7 Variations to the Contracts Procedure Rules 
 
19. Only Full Council has the authority to amend these Contracts Procedure Rules. 
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 6 

C PROCEDURES FOR AWARDING CONTRACTS 
 

C1 Total Spend Estimate 
 
20. The amount a Contract Owner estimates the Councils� will spend on the same or 

similar goods, works or services, over the duration of a contract determines which 
procedure or procedures a Contract Owner must use. 

 
21. TOTAL SPEND ESTIMATE = Estimated Spend over the Full Length of the Contract. 

Estimated Spend - This is the total value of all purchase likely to be made under the 
contract, excluding VAT. This includes all organisations that are party to the 
agreement eg CDC + SBDC if a joint contract. 
Note: A contract owner must not disaggregate contracts to avoid following these rules 
ie they should not just let a contract for stationery for one team, they need to consider 
the total spend on stationery across the Council(s). 

Full Length of Contract � This includes any potential extensions or options that are 
likely to be included in a contract. 

 
22. If the procurement is likely to result in income to the Council (ie the contract is for the 

sale / disposal of an item) then the procedure is determined by the likely Value of the 
contract, as opposed to the likely Spend. 

 
23. A Contract Owner can use a procedure they would normally use to enter into a 

contract in a higher spend threshold to enter into one in a lower spend threshold, but 
not the other way around. For example they could use the tender procedure for 
contracts with a total spend estimate of £50,001 to EU Threshold to enter into 
contracts with a total spend estimate of less than £50,000. 

 
C2 Preparation 

 
24. A Contract Owner must prepare thoroughly before they advertise a contract 

opportunity, although the amount and type of preparation should be commensurate 
with a contract�s complexity and total spend estimate. In particular they need to be 
clear on the deliverables they expect from the contract. 

 
25. If a contract or framework agreement for services, or primarily for services, is likely to 

have a total spend estimate equal to or greater than EU thresholds a Contract Owner 
must comply with the Public Services (Social Value) Act 2012, and start that 
compliance as soon as the Councils' are aware they intend to award a contract. 

 
C3 Contract Terms and Conditions 

 
26. All Council awarded contracts must include the Council�s standard terms and 

conditions. 
 
27. The exceptions to this are when: 

· A contract has a total spend estimate of less than £25,000 and the contract does 
not pose a significant risk to the Council. 

· There are changes to the Council�s terms and conditions and these are agreed by 
the Head of Legal and Democratic Services. 

· The norm is for organisations and individuals to use their own terms and 
conditions (for example the supply of utilities), and there is little or no possibility of 
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being able to use alternative terms and conditions, and the Councils� Head of 
Legal and Democratic Services agrees these terms. 

 
28. Each contract must allow a Contract Owner to terminate a contract at any time if a 

supplier�s performance does not discharge their contractual responsibilities. 
 

C4 Advertising Contract Opportunities 

 
29. A Contract Owner must advertise contract opportunities when the total spend 

estimate is more than £25,000. They can advertise opportunities with lower total 
spend estimate if they consider it to be economically advantageous to the Council(s). 

 
30. The primary purpose of an advert is to: 

· Attract the interest of organisations and individuals. 

· Inform potential bidders concisely and clearly about the opportunity, and 

· Stimulate them to compete with their best terms. 
 
31. As a minimum all adverts must be shown on the Contracts Finder website and the 

Councils e-tender software (if it uses such software). 
 
32. The Contract Owner may also decide to advertise in: 

· A local paper 

· An appropriate professional journal or journals 

· Other suitable websites. 
 
33. A Contract Owner must place an official Notice in the OJEU to advertise an 

opportunity with a total spend estimate that is more than the thresholds for the EU 
Procurement Rules. Contract Owners should also place voluntary OJEU notices 
when they consider it appropriate to do so. 

 
C5 Requesting Quotations and Tenders 
 

Quotation (Up to £5,000) 
 
34. For a total spend estimate of up to £5,000 the Contract Owner must obtain written 

evidence (for example a digital copy of an email or webpage) of the following: 

· Description of goods, services or works 

· Contract terms and conditions (they could be a seller�s terms of sale) 

· Price and delivery. 
 
35. A Contract Owner only has to obtain one quotation for goods, services or works 

costing up to £5,000, provided they believe this to offer best value. If in doubt 
additional quotes should be obtained. 

 
Written Quotations (£5,000 to £25,000) 

 
36. For a total spend estimate of £5,000 to £25,000 the Contract Owner must obtain 

written evidence (for example a digital copy of an email or webpage) of the following: 

· Description of goods, services or works 

· Contract terms and conditions (they could be a seller�s terms of sale) 

· Price and delivery. 
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37. A Contract Owner must use reasonable endeavours to obtain at least 2 quotations for 
goods, services or works costing £5,000 to £25,000. 

 
Formal Sealed Written Quotations (£25,001 to £50,000) 

 
38. For a total spend estimate of £25,001 to £50,000 the Contract Owner must produce: 

· a Formal Request for Quotation (RFQ), and 

· a specification 

and request that potential bidders formally submit sealed quotations. 
 
39. A Contract Owner must use reasonable endeavours to obtain at least 3 Formal 

Sealed Written Quotations for goods, services or works costing £25,001 to £50,000. 
 

Tenders (Over £50,000) 
 
40. A tender should include more detail and be more complex than a quotation. It is likely 

to require considerably more time to formulate, complete and evaluate. 
 
41. There are three different sets of circumstances that determine the type of tender a 

Contract Owner can invite from those who express an interest in a contract 
opportunity. 

· Non-EU Tender is when a total spend estimate is less than the spend thresholds 
to comply with the EU Procurement Rules and a Contract Owner must comply with 
these Contracts Procedure Rules. 

· EU Tender is when a total spend estimate is equal to or more than the spend 
thresholds for the EU Procurement Rules and a Contract Owner must comply with 
these Contracts Procedure Rules and the EU Procurement Rules. 

· Single Action Tender is when a Contract Owner has a valid exemption from 
some of these Contracts Procedure Rules because there is only one organisation 
or individual able to supply what they intend to buy. A single action tender is only 
different from a normal tender in that a Contract Owner will invite just one 
organisation or individual to tender and they are very likely to negotiate. All other 
aspects must remain the same as any other tender. 

 
42. For a total spend estimate of over £50,000 the Contract Owner must produce: 

· An Invitation to Tender (ITT) document. This must include: 
o Instructions on how to tender, including timings, 
o details of the evaluation process and evaluation criteria, 
o a note to say that we are not bound to accept the lowest or any tender. 

· A specification 

· Contract terms and conditions 

· Tender return forms or schedules � price and quality schedules and a Non-
Collusive Tendering Certificate. 

 
43. A Contract Owner shall use reasonable endeavours to obtain at least 4 tenders for 

goods, services or works costing over £50,000. 
 
44. Note: In the case of EU tenders, if we use the restrictive procedure and want to limit 

the number of providers we intend to invite to tender, we have to invite at least five 
providers to tender. 
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C6 Receiving Quotations and Tenders 
 
45. Quotations and tenders must be submitted in the following manner. 
 

Spend Threshold 
 

Method Sent To 

Written Quotation 
(Up to £25,000) 

As an attachment to an 
email, a copy of a 
webpage, by e-tender 
software, or by post. 
 

Contract Owner 

Formal Sealed Written 
Quotation 
(£25,001 to £50,000) 
 

By e-tender software or in 
a plain sealed envelope. 

Head of Service 

Tender 
(Over £50,000) 
 

By e-tender software or in 
a plain sealed envelope. 
 

Director of Resources 

 
46. A plain sealed envelope must only have written on it: 

· The name of the person to whom the Quotation / Tender is to be returned; 

· The Council�s addresses; 

· The title of the contract; and 

· The word �quote� or �tender�. 
 
47. On receipt Quotations and Tenders must not be opened, and must immediately be 

passed to Contract Owner / Head of Service / Director as appropriate. 
 

C7 Opening Quotations and Tenders 
 
48. Quotations under £25,000 can be opened by the Contract Owner or his / her 

nominee. 
 
49. Formal Sealed Written Quotations and Tenders must not be opened until the 

submission deadline has passed. 
 
50. Formal Sealed Written Quotations (£25,001 to £50,000) must be opened by the Head 

of Service or his / her nominee, and in the presence of at least 1 other member of 
staff. 

 
51. Tenders (Over £50,000) must be opened by the Director or Resources or his / her 

nominee in the presence of at least 2 other members of staff or Councillors, including 
a representative from Finance. 

 
52. Each Formal Sealed Written Quotation / Tender shall be date stamped and logged on 

a Quotation / Tender Receipt form and this form shall be signed by each person 
present at the opening. 
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C8 Evaluation of Quotations and Tenders 
 

Up to £5,000 
 
53. For contracts with a total spend of £5,000 or less a Contract Owner can evaluate 

quotations on their own. 
 
54. However, they must be able to explain how and why, with supporting evidence, they 

decided to recommend the award of a contract to a specific organisation or individual. 
 

Over £5,000 
 
55. A Contract Owner must assemble an evaluation panel with a named chairperson, 

who could be the Contract Owner. An evaluation panel must have no less than: 

· Two members of staff or Councillors to evaluate quotations (£5,000 to £50,000) 

· Three members of staff or Councillors to evaluate tenders (over £50,000). 
 
56. The primary concerns of an evaluation panel must be: 

· Consistency: the panel must apply the evaluation process and criteria 
consistently to each written quotation or tender. 

· Suitability: the panel must determine which organisation or individual has 
submitted the most economically advantageous quotation or tender and is 
therefore the most suitable to supply the Councils. 

· Criteria: the panel must evaluate the contents of each formal written quotation or 
tender against evaluation criteria given in the relevant �Request for Quotation� or 
�Invitation to Tender�. 

· Consensus: the panel�s members must strive to achieve a consensus for 
recommendations they give in a contract award report. If they fail to achieve a 
consensus then a majority must prevail. In the event of an equal split then the 
chairperson has the deciding vote. 

 

C9 Negotiation 

 
57. A Contract Owner can only negotiate the terms of a contract when: 

· Management team has agreed this, and either 

· The total spend estimate is less than that required to comply with the EU 
Procurement Rules, or 

· They have valid grounds to negotiate, as described in the EU Procurement Rules. 
 
58. A Contract Owner must make sure there are formal written notes of any negotiations. 
 
59. Note: The European Council has stated in its communications that in the open and 

restricted procedures all negotiations on fundamental aspects of contracts, variations 
in which are likely to distort competition, in particular on prices, are ruled out. 
Discussions may be held only to clarify or supplement the content of tenders or the 
requirements of the contracting authorities and provided this does not involve 
discrimination. 
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C10 Contract Award / Sign Off 
 
60. The table below details those who are eligible to sign off contracts, depending on the 

total spend estimate. 
 

Spend Threshold 
 

Evaluation Sign-off 

Up to £5,000 Contract evaluation to be 
formally recorded in 
writing by the Contract 
Owner. 

Contract Owner + 
another officer 

£5,000 to £25,000 Head of Service + 
another officer 

£25,001 to £50,000 Full Contract Award 
Report. 
See below 

Head of Service + 
Director. 

£50,001 to EU Threshold Head of Service + 
Director. 

Over EU Threshold 
 

Three stage sign-off: 
- Head of Service + 
- Director + 
- Portfolio Holder / Cabinet 

 
Full Contract Award Report (Over £25,000) 

 
61. The Contract Owner is responsible for preparing a full contract award report for 

contracts with a total spend estimate of more than £25,000. 
 
62. The Contract Award report must be considered by all the Officers / Councillors who 

have the authority to sign off the contract, prior to the award of the Contract. 
 
63. A contract award report is an accurate, comprehensive and concise summary of the 

activities, decisions, results and recommendations a Contract Owner instigates: 

· From the time the Council(s) know they intend to enter into a contract; to 

· The signing of a contract. 
 
64. Each contract award report must provide sufficient information in the body of a report 

and / or in accompanying documents for the person who will sign off a contract. 
Sufficient information is when the person to sign off a contract is confident that the 
contract in question complies with these Contracts Procedure Rules. 

 
65. The scope, content and approvals (sign-off) for each contract award report depend on 

the total spend estimate for a contract and its potential risks. 
 

Sealing Contracts (Over £50,000) 
 
66. Contracts with a total spend estimate of more than £50,000 must be executed under 

the Councils� common seal. Affixing its common seal is how the Councils formally 
execute contracts and there are specific rules that govern its use. 
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C11 Record Keeping 

 
67. A Contract Owner must keep records on the decisions and activities they take 

concerning how they prepare for, enter into, manage, extend, vary and terminate 
each of the Councils� contracts. 

 
68. These records must provide complete, comprehensive and concise evidence of how 

and why contract decisions were made. A transparent audit trail is a pre-requisite for 
all contracts. 

 
69. A Contract Owner must, as a minimum, keep the following: 

· The Request for Quotation (RFQ) / Invitation to Tender (ITT) 

· All the documents that comprise a quotation or tender 

· The Contract Award Report 

· The documents that make up the formal contract 

· Any formal performance review reports 

· Details of any variations and extensions to the original contract 

· Details of any contract terminations with reasons. 
 
70. These records need to be kept for the duration of the contract, plus 6 years (unsealed 

contracts) or plus 12 years (sealed contracts). 
 
71. For those contracts with an estimated lifetime spend of less than £5,000 a Contract 

Owner may store these records locally. 
 
72. For those contracts with an estimated lifetime spend of £5,000 - £25,000 a Contract 

Owner may store these records locally. However they must notify Finance so that 
summary details are included in the contracts register. 

 
73. For contracts with an estimated lifetime spend of more than £25,000 these records 

must be stored in the central contracts register. In addition they must notify Finance 
so that summary details are included in the contracts register. 
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D PROCEDURES FOR MANAGING SUPPLIER 
PERFORMANCE 
 
D1 Contract Start Up 

 
74. A Contract Owner should not normally purchase or receive goods, services or works 

through a contract before it is signed. If there is a reason for doing this, it must be 
formally documented. 

 
75. If appropriate when starting a contract a Contract Owner should define a start up 

period, relevant to the spend and complexity of a contract, in which there is a more 
intense focus on making sure the contract performs to achieve expectations. 

 
D2 Managing Performance During the Contract Period 

 
76. A Contract Owner must ensure, as far as possible, the Council(s): 

· Receive what they have agreed to pay for;  

· Support a supplier or suppliers to achieve satisfactory results; and 

· Enable a supplier or suppliers to improve performance and increase the benefit of 
what they have agreed to supply. 

 
77. A Contract Owner shall formally, regularly and consistently meet with the contractor 

to discuss all aspects of performance. 
 
78. It is recommended that contract reviews take place at least every 12 months for 

contracts under £50,000 and at least every 6 months for contracts above this value. 

 
D3 Contracts Due to Finish 
 
79. To ensure that the Council(s) always have suitable contracts in place for the goods, 

services and works that they need to buy, the Contract Owner shall take appropriate 
action to re-let or renew contracts in good time before the expiry of the existing 
contract(s). 

 
80. If there are any concerns about the ability to re-let or renew contracts before the 

expiry of existing contracts these need to be raised with the Director of Resources. 
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E PROCEDURES FOR VARYING /EXTENDING CONTRACTS 
 
E1 If a Contract has a Variation and/or an Extension Clause 
 
81. If a contract has a variation and / or an extension clause then a Head of Service or 

Director can vary and / or extend it within the bounds of the terms in such a clause 
provided they believe this will provide best value for the Council(s). 

 

E2 If a Contract does not have a Variation and/or an Extension Clause 
 

Within Criteria 
 
82. When the terms of the variation and / or extension clause are not specific, or they are 

not present in a contract, a Contract Owner can request a variation and/or an 
extension to a contract if the changes they intend to propose comply with the 
following criteria. 

 
Original Contract Spend 
 

Criteria 

Up to £5,000 
 

Up to an extra £2,000. 

£5,001 to £50,000 
 

Up to an extra £2,000 or up to an extra 25% increase 
in value, whichever is the greatest 
 

£50,001 to EU Threshold 
 

Up to an extra 25% increase in value  
to no more than the EU Threshold 
 

Above EU Threshold 
 

Up to an extra 25% increase in value  
Plus comply with the EU Procurement Rules 
 

 
83. In which case a Contract Owner must document the reasoning for each variation and 

/ or extension and get this signed off by a Head of Service or a Director. 

 
Outside Criteria 

 
84. If a Contract Owner wishes to vary and / or extend a contract by more than the above 

criteria, this needs to be formally approved by Management Team. 

 
E3 Recording Variations and/or Extensions 
 
85. A Contract Owner must store details of each variation and / or extension, for all 

contracts with a new total spend estimate of more than £25,000, in the central 
contracts register. 
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CHILTERN AND SOUTH BUCKS DISTRICT COUNCILS� EMPLOYEES CODE OF CONDUCT 
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How employees can put the Councils� Values into practice: 

Governance and accountability: Accept personal responsibility for your decisions and actions.  

Provide the highest standards of service and act with integrity and transparency.  Always act within 

the Councils� constitutions, policies and the law. 

Equality and diversity: Respect the diversity, individuality and dignity of the people of Chiltern and 

South Bucks, and all those you come in contact with while working for the Councils, promoting 

equality and fairness for all.  

Staff: Maintain and seek to improve professional knowledge and competence and where you have 

management responsibilities ensure that those working for you have the appropriate level of 

competence, supervision and support.  

Working with others: Put customers first and work flexibly, innovatively and collaboratively with 

colleagues, Members and partners to the benefit of the communities of Chiltern and/or South Bucks  

Personal responsibility: Work with partners and residents to promote personal responsibility and 

positive lifestyle choices.  

 

 INTRODUCTION 1.

The Councils exist to provide services to the public. The customers and communities we serve are 

entitled to expect the highest standard of conduct from employees of Chiltern and South Bucks 

District Councils. This code sets out the minimum standards of conduct that are expected from 

you as a Council employee.  The aim of the Code is to set guidance for employees to help 

maintain and improve standards and protect employees from criticism or misunderstandings.  

 STATUS AND SCOPE OF THE CODE 2.

This Code of Conduct applies to all employees and sets out what is expected from you in your 

daily work while employed by either Council.  Wider workers such as agency workers, consultants 

and volunteers are also required to abide by the Code.  Managers of these workers are responsible 

for ensuring they comply with the code. 

The code does not affect your rights or responsibilities under the law.  Its purpose is to provide 

clear and helpful advice to you.  Because of the nature of your work, some parts of the code may 

apply more to some of your colleagues than to you.  It is important you read the code and ask 

about anything that isn�t clear as failure to comply with these standards will be viewed as 

misconduct and may give rise to disciplinary action.  

If you have management responsibilities please ensure that your direct reports, including wider 

workers you are responsible for have access to this Code and that they are given opportunities for 

training/discussion where appropriate.  

 THE COUNCILS� VALUES AND PRINCIPLES OF PUBLIC LIFE 3.

The Councils have agreed a set of shared values which all employees are expected to adopt and 

demonstrate in all Council related business. These can be found in the Councils� Business Plans.  

Employees are also required to abide by �The Nolan Principles of Public Life�. These are:  

· Selflessness: You should not take any decisions which will result in any financial or other 

benefit to yourself, your family, or your friends.  Decisions should be based solely on the best 

interests of the Councils. 

· Integrity: You should not place yourself under any financial or other obligation to an 

individual or an organisation which might influence you in your work with the Councils. 
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The Councils� Obligation 

The Councils will ensure: 
o You are clear about what is 

expected of you 

o You have a safe and healthy 

working environment 

o You have a work environment 

that is free from discrimination, 

harassment or bullying 

o You are offered relevant training 

and development 

· Objectivity: Any decisions must be made solely on merit, including making appointments, 

awarding contracts, or recommending individuals for rewards or benefits.  

· Accountability: You are accountable for your actions and your part in making decisions, you 

must co-operate with whatever scrutiny is appropriate to your post. 

· Openness:  You should be as open as possible in all the decisions and actions that you take.  

You should give reasons for your decisions and should not restrict information, unless this is 

clearly required by Council policy or by the law.  

· Honesty: Be truthful.  You have a duty to declare any private interests which might affect or 

be perceived to affect your work with the Councils.  

· Leadership: Actively promote and exhibit these principles by behaving in a way that gives 

people complete confidence in the Councils.  Report/challenge poor behaviour. 

 GENERAL OBLIGATIONS: 4.

It is important to maintain conduct of the highest standard 

such that public confidence in your integrity is sustained. 

For the Councils to provide excellent services to the 

communities they serve it is vital that you understand your 

role and your responsibilities whilst at work and undertake 

your role in a safe and effective manner.  Your role as an 

employee is to serve the Councils in providing impartial 

advice, implementing their policies and delivering services 

to the local communities.  In performing your duties you 

should act in accordance with the Councils� Vision and 

Values, policies and procedures, all of which are available 

on the Councils� shared intranet. Please familiarise 

yourself with these together with your job description and annual objectives.  

 DISCLOSURE OF INFORMATION 5.

The Councils� decision-making processes should be transparent and open.  The Councils provide 

the public with clear and accessible information about how they operate.  The Freedom of 

Information Act 2000 gives a right to access to information held by the Councils in accordance 

with their publication scheme. There is also a complaints procedure in place for the public to use 

when things go wrong.  You may be required in the course of your duties to make certain 

information available to councillors, auditors, government departments or service users.   

There are exceptions to the principle of openness where confidentiality is involved, and 

information may be withheld if, for example it would compromise a personal or commercial 

confidentiality, unless there is a legal duty to provide this information.  

Employees should not use any information obtained while working for the Councils for personal 

gain or benefit, nor should they pass it on to others who might use it in such a way. 

 CONFIDENTIALITY 6.

You are required to safeguard all confidential, commercially sensitive and personal data that you 

have access to and adhere to the Councils� Joint Data Protection and Confidentiality Policy. 

Confidential information obtained must only be used for Council business and only for the purpose 

it was obtained.   

· You will not, without written consent, make personal use of or divulge to any unauthorised 

person confidential or sensitive information either during or after your employment. 
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· You will use your best endeavours to prevent the publication or disclosure of confidential 

information, unless this is in the proper performance of your duties. 

 INTELLECTUAL PROPERTY 7.

Intellectual property includes inventions, patents, drawing, records, papers and other documents 

and papers relating to the Councils.  If these were created or acquired by an employee during the 

course of their employment then they will remain the property of the Councils.   

Knowledge and information held by the Councils is the property of the Councils and must not be 

used for other purposes including outside paid employment.  

 SECURITY OF INFORMATION 8.

Use of the Councils� equipment, systems and network is provided as part of your role.  You must 

adhere fully to the Councils� Joint ICT Security Policy.  This details the standards expected from 

staff in protecting the security of information including standards on the use of the Internet, 

External E-mail, computer security, accessing files and data held on your computer. You are also 

required to comply with the Councils� Joint Data Protection and Confidentiality Policy and Social 

Media Policy.  

 POLITICAL NEUTRALITY 9.

The public expects you to carry out your duties in a politically neutral way.  Employees serve the 

Councils as a whole and must serve all councillors equally, not just a single political group.  You 

must not allow personal or political opinions to interfere with your work and you are required to 

implement the decisions / policies of the Councils irrespective of your personal views. The 

Councils respect the rights of employees to hold personal or political opinions; employees should 

ensure that the expression of those opinions does not constitute a conflict of interest. Employees 

who have concerns about whether there is a potential conflict of interest should raise the matter 

with their manager. 

If employees are asked by a councillor to provide assistance with a matter which is clearly party 

political, or does not have a clear link to the work of the Council, they should politely refuse and 

inform the councillor that the matter will be referred to their manager.  

Some employees will have a close working relationship with councillors of the majority political 

group (or groups) which form the administration of the Council. Political groups may sometimes 

seek advice from Council employees. Where this occurs the Chief Executive must be informed in 

advance of any meeting or advice being given.  

The political activities of a small number of staff are restricted by law. If your post is politically 

restricted this will be set out in your Statement of Particulars and you will need to comply with 

the statutory restrictions on your political activities.  This includes not standing for elected office 

as a County, District or London Borough Councillor, MP or MEP, not writing, speaking or canvassing 

to affect public support for a political party and not holding office in a political party.  

 CONFLICT OF INTEREST 10.

As a Council employee you must not undertake an act or omission which brings you into conflict 

with your employment or allow any private interest or opinions to influence your decisions at 

work.  You must not use your position to further your own interests or the interests of others who 

do not have a right to benefit under the Councils� policies. You or a close family member/friend 
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may have a private interest which relates to the work of the Councils.  That interest may be a 

financial one, or one which a member of the public might reasonably think could influence your 

judgement.  All such interests must be declared to your line manager. If in doubt seek advice 

from your line manager. 

10.1.  RELATIONSHIPS WITH COUNCILLORS 

Both councillors and employees are servants of the public and they are indispensable to one 

another, but their responsibilities are distinct.  Employees are responsible to the Councils through 

their senior managers and in many cases they give advice to councillors.  Mutual respect between 

employees and councillors is essential for good service provision.  Close personal familiarity 

between employees and individual councillors can damage this relationship and should therefore 

be avoided.  Employees should deal with councillors in a polite and efficient manner. You must 

not attempt to influence a councillor out of a personal motive and must report to your line 

manager if a councillor attempts to pressurise you to deal with a matter outside of the Councils� 

policies.  

10.2.  CONTACT WITH THE LOCAL COMMUNITY AND SERVICE USERS  

All citizens and service users have a right to be treated with fairness and equity.  You must be 

courteous, effective and impartial in dealing equitably and consistently with the public.    

10.3.  APPOINTMENTS/EMPLOYMENT MATTERS 

Employees involved in appointments, decisions in relation to discipline, promotion or pay 

adjustments for other employees where a family relationship or a personal friendship exists must 

declare any potential conflict of interest to their line manager.   

10.4.  OUTSIDE INTERESTS/PAID EMPLOYMENT OUTSIDE THE COUNCIL 

Generally, what you do outside of work is your own concern, however as a Council employee you 

need to take care that your private activities including your use of social media does not 

adversely affect the reputation of the Councils or put you in a position where there is a conflict 

of interest which may bring one of the Councils into disrepute.  

The Councils will normally allow you to undertake paid employment in addition to your work for 

the Councils, unless there is a clear conflict of interest, or it is likely to have an adverse effect on 

the work of the Councils.  For all Officers grade 5 and above there is a requirement in your 

Statement of Particulars for you to obtain approval from your Head of Service to take up any 

other additional employment or appointment.  Depending on your role there may also be 

restrictions on the private work you may undertake. For all Officers below grade 5 it is advisable 

to first obtain approval before taking up any other role or outside appointment, this is in your 

interest and to protect you.  Please note you are not allowed to use the equipment or resources 

of either Council in any other paid employment.  

You must also seek consent from your Head of Service before accepting any voluntary position in 

which you are acting on behalf of either Council or where there may be a conflict of interest.   

If you are a member of an organisation or club, and membership might result in a conflict of 

interest in relation to any aspect of your work with the Councils, you must declare this. 

10.5.  RELATIONSHIPS WITH SUPPLIERS, CONTRACTORS, PLANNING/LICENSING/GRANT 

APPLICANTS  
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All Council decisions including orders, contracts, grants, planning and licensing decisions must be 

made on merit and no special favour shown in the tendering or decision making process and no 

part of the community should be discriminated against.  You must let your manager know of any 

relationship or beneficial interest which may affect or perceive to affect such a decision.  

Officers purchasing goods/services are required to follow the Councils� Contracts Procedure Rules 

which set out the Councils� approach to dealing with all aspects of Procurement.  You must 

declare any direct or indirect financial interest that you or a close family member/friend has or 

have previously had to your line manager.  You should also declare any non-financial interests 

such as voluntary work for an organisation in receipt of a grant from the Councils.  

If you are an employee involved in the tendering process and dealing with contractors you need to 

be clear on the separation of client and contactor role.  Senior employees who have both a 

�client� and �contractor� responsibility in the tendering process must observe the requirement 

for accountability and even handedness in undertaking these two roles.  

10.6.  WHAT HAPPENS IF YOU ARE SUSPECTED/CONVICTED OF A FRAUDULENT, 

CRIMINAL OR CIVIL CONVICTION? 

You will not be subjected to a detriment or face prejudicial treatment as a result of being the 

subject of an investigation by an official body, arrested or charged with a criminal offence.  

However, depending on the nature of the investigation/offence we may have to assess whether 

there is any conflict of interest and your suitability to continue to carry out your role.  

You must tell your manager if at any time during your employment with the Councils you are the 

subject of an investigation by an official body, arrested or convicted of a criminal charge: this 

includes motoring offences with the exception of road traffic offences dealt with by way of a 

fixed penalty notice.  We will then assess whether or not this affects your suitability to continue 

to carry out your role.   

 BRIBERY AND CORRUPTION 11.

You need to be aware it would be considered corrupt for an employee to demand or accept any 

fee or reward other than their normal remuneration from anyone who may benefit from a 

decision, work, information or funding provided by the Councils. Please see section on gifts and 

hospitality below and ensure you comply with the Councils� Joint Anti-Fraud, Bribery and 

Corruption Policy. 

Under the Bribery Act 2010 it is a criminal offence to offer or give someone a reward to induce 

them to perform an activity improperly or to accept or agree to accept a reward in return for 

performing a relevant activity improperly.  

 GIFTS AND HOSPITALITY 12.

In the acceptance of any gift or hospitality you need to be sure you will not be subject to 

legitimate criticism, if you are in any doubt you should seek advice from your line manager.  You 

need to be careful as even with the best intentions, people could legitimately think gifts or 

hospitality might influence, or be intended to influence your judgement.  You must follow the 

Councils� procedure for declaring gifts and hospitality including any authorisation required.  

You should not accept significant personal gifts from contractors, suppliers or members of the 

public, although you may keep items of token value such as pens, diaries etc. Offers to attend 
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social or sporting functions should be accepted only when they are part of the life of the 

community or where either Council would be expected to be represented.  

 SPONSORSHIP  13.

Where an outside organisation wishes to sponsor a Council activity, whether by invitation, tender, 

negotiation or voluntarily, the basic conventions concerning acceptance of gifts or hospitality 

apply. Particular care must be taken when dealing with contractors or potential contractors.  

Where either Council wishes to sponsor an event neither an employee nor close family/friend 

must benefit from such sponsorship in a direct way without there being full disclosure to your line 

manager of any such interest.  

 COUNCIL RESOURCES 14.

You have a responsibility to make sure that the Councils use their resources prudently and in 

accordance with the law.  Please remember this principle when you use Council equipment, 

materials and resources, in order to ensure value for money. You should not utilise property, 

vehicles or other facilities of the Councils for personal use unless authorised to do so.  

Some limited personal use of telephones, photocopiers and computers is permitted provided you 

have your manager�s permission.  This use should be restricted to outside of working hours, e.g. 

in your lunch break, except in urgent or exceptional circumstances. Please refer to your Council�s 

Acceptable Use policies. 

 USE OF FINANCIAL RESOURCES  15.

The use of public funds entrusted to employees is to be used in a responsible and lawful manner. 

You should strive to ensure value for money to the local community and to avoid legal challenge 

to the Councils.  Care should be taken in dealing with the Councils� financial resources and any 

errors or fraud should be reported.  If you have responsibility for budgets or purchasing you must 

ensure you understand and comply with the Councils� Standing Orders and Financial Procedure 

Rules. 

 PRODUCTIVITY AT WORK 16.

Residents may reasonably expect the highest standards of productivity from all those who work 

for the Councils.  Personal activities should be kept to a minimum whilst working, for example 

this will include non-urgent private phone calls, text messaging and private internet activities.   

 CONTACT WITH THE MEDIA 17.

In your work with the Councils, contact with the media should only take place where this has 

been authorised by the Councils.  Please take advice from the Communications, Performance and 

Policy Team and ensure all press releases are issued via the Communications, Performance and 

Policy Team. Any subjects that appear to have legal implications should also be referred to the 

Legal Services Team.  

As a citizen, you are entitled to express your views about the Councils provided you do not make 

use of any information gained through your work with either Council.  It is advisable to take care 

in making any comments and to take all reasonable steps to ensure it is seen as representing your 

personal views as a private citizen.  

 

Item 5e

Page 290

Appendix 

Page 290



 

Code of Conduct v1 01 01 16 

 

 EQUALITY ISSUES 18.

One of the Councils� Values is equality and diversity.  All members of the local community, 

councillors and employees have a right to be treated with fairness and equity and we ask all 

employees to endeavour to promote best practice in this area at all times.  You are required to 

comply with the Councils� Equality Policies in addition to the requirements of the law.  

 HEALTH AND SAFETY 19.

The Councils are committed to promoting a healthy and safe working environment.  You are 

expected to know and to comply with all Health and Safety policies available on the joint intranet 

site and you have an obligation to take reasonable care of your own safety and for the safety of 

others who may be affected by your actions/omissions.  

In the event of an accident or near miss involving yourself, a colleague or customer you should 

follow the accident reporting procedure. If you are involved in an incident involving a possible 

claim against either Council or an individual, you should not admit liability; the decision as to 

legal liability rests with the Councils� insurers.  

 SAFEGUARDING CHILDREN AND VULNERABLE ADULTS  20.

The Councils are committed to best practice with regards safeguarding the health, wellbeing and 

human rights of children and vulnerable adults. If during the course of your duties you have any 

concerns about the treatment of a child or vulnerable adult you must contact your manager and 

the designated officer, currently Martin Holt, Head of Healthy Communities, immediately. It is 

important any concerns are reported via the proper channels in accordance with the Councils� 

Joint Safeguarding Policy.  

The Councils will determine which posts require a DBS (Disclosure and Barring Service) check.  

Where an employee is questioned, cautioned or arrested on a safeguarding matter they should 

notify their Director immediately.  

 REPORTING BREACHES OF THE CODE AND WHISTLEBLOWING  21.

Employees are expected, in accordance with procedures and without fear of recrimination, to 

bring to the attention of the appropriate level of management any deficiency in the provision of 

services.  A separate Joint Whistle Blowing Policy has been developed to enable staff and others 

to voice concerns.  
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CHILTERN DISTRICT COUNCIL  

SCHEME OF MEMBERS� ALLOWANCES 2017/18 

 

GUIDANCE NOTES FOR MEMBERS 

 

In accordance with the Local Authorities (Member�s Allowances) (England) 

Regulations 2003 (Statutory Instrument 2003 No 1021) it  was agreed at the Council 

meeting held on 28 February 2017 that the 2016/17 scheme automatically adjusts by 

1% to create the 2017/18 scheme. The 2017/18 scheme is effective from 1 April 2017 

and is set out below. 

 

1. The allowances approved for the financial year 2017/2018 are as follows: 

 

Post holder Amount (£) 

Basic Allowance (all Members) 4,646 

Chairman of the Council 4,878 

Vice-Chairman of the Council 1,951 

Leader 13,473 

Deputy Leader 6,737 

Other Portfolio Holders 5,808 

Chairmen of Overview Committees (2) 2,927 

Chairman of Planning Committee 4,878 

Vice-Chairmen of Planning Committee 1,394 

Chairman of Licensing & Regulation Committee 2,323 

Chairman of Audit & Standards Committee 697 

Chairman of Governance & Electoral 

Arrangements Committee 

186 (per meeting) 

** 

Chairman of Appeals & Complaints Committee 186 (per meeting) 

** 

Chairman of Personnel Committee 186 (per meeting) 

** 

Chairman of Taxi & Private Hire Sub-Committee* 186 (per meeting) 

** 

Chairman of Licensing Sub-Committee* 186 (per meeting) 

** 
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Miscellaneous:- 

Ordinary members of a Licensing Sub-

Committee (including reserve) * 

46 (per 

meeting)** 

Ordinary members of a Taxi & Private Hire Sub-

Committee (including reserve) * 

46 (per 

meeting)** 

Ordinary members of Planning Committee (11) 697 

Party Group Leader/Secretary 

4+ Members 

 

929 

 

Limitations on Payment of Special Responsibility Allowances: 

* No Restriction � except the Chairman and Vice-Chairman of the Licensing & 

Regulation Committee are not eligible to receive the per meeting allowance 

for Taxi & Private Hire / Licensing Sub Committee meetings 

 

** For the avoidance of doubt the relevant per meeting Special Responsibility 

Allowance for Chairman shall be payable to the Member chairing the meeting.  

 

2. OTHER ALLOWANCES 

 

 Members may make claims for the following expenditure: 

 

2.1. Travelling 

 

 The use of a Member�s car, motorcycle or bicycle for approved duties will be 

paid at the same rate as the officers, i.e. the rate published from time to time 

by HM Revenue and Customs: www.hmrc.gov.uk/rates/travel.htm. The agreed 

rates as of March 2015 are as follows: 

 

 Cars and vans 45p per mile  

 Motor cycles  24p per mile 

 Bicycles  20p per mile 

  

 The shortest route must be taken. Mileage must be rounded to the nearest 

whole number. 

 In respect of long distance journeys, Members should claim standard second 

class rail travel fare where this is less than the equivalent mileage claim. 

 In cases of emergency where a Member�s car is not available and there is no 

reasonable public transport a Member may travel by taxi. The amount of the 

actual fare and any reasonable gratuity paid may be claimed. 
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 Members are asked to share cars when more than one Member is attending 

the same event. 

 Members should ensure that their vehicle insurance policy covers use for 

business purposes. 

 Claim forms should clearly state the: 

 

§ vehicle registration number; 

§ start point and destination for the journey; 

§ reason for the journey, ensuring this is within the approved duties listed 

above; and, 

§ number of miles claimed at the appropriate rate. 

 

2.2. Public Transport 

 

§ Members should use the Council's Oyster card when travelling by train into 

London. This can be obtained from Democratic Services and should be 

returned after use. 

§ Train fares for approved duties will be paid at standard second class rate 

on production of a receipt/ticket. 

§ Bus fares for approved duties will be paid on production of a receipt/ticket. 

§ Approved taxi fares will be paid on production of a receipt. 

 

 Mileage/travel claims submitted by Members will be checked by Democratic 

Services against the guidelines and authorised for payment by the Chief 

Executive or his deputy. If any claims are refused or amended, Members will 

be advised by email of the reason. 

 

 Travel payments are not taxable. 

 

2.3. Subsistence  

 

 Members incurring additional expense in the course of carrying out approved 

duties in respect of meals or overnight accommodation will be reimbursed 

approved expenses subject to evidence of expenditure being produced. The 

agreed rates are the same at the Officer Scheme: 

 

Subsistence allowances Breakfast 

Lunch 

Tea 

Evening Meal 

£7.24 

£9.99 

£3.97 

£12.36 

Out of pocket expenses Per Night 

Per Week 

£5.00 

£20.00 

Overnight expenses Per Night 

 

Reasonable hotel 

expenses 
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 Any meals provided free of charge by the Council or any other body cannot 

be claimed. 

 

 Claim forms should: 

 

§ show details of the claim, e.g. lunch purchased at meeting - £9.99. 

§ include a receipt for the amount claimed. 

 

 Subsistence payments are not taxable. 

 

2.4. Dependent Carers� Allowance 

 

 A Dependent Carers� Allowance will be payable where members have 

responsibility for the care of a young, elderly or disabled dependant and need 

to engage the services of an alternative carer in order to discharge any of the 

approved duties defined in part 3.  

 

 The maximum rate at which dependent care may be claimed is: 

 

  £8.00   per hour for child care 

  £14.00  per hour for adult/elderly/disabled dependent care 

 

 Payment is subject to the production of proof of expenditure and an overall 

limit of £2,250 in the financial year to which this Scheme relates. 

 

 Payment would not normally be made where dependent care is, or can be, 

provided by a member of the claimant's household. 

 

 Claim forms should: 

 

§ show details of the claim e.g. babysitting x hours @ £8.00 per hour 

§ include a receipt for the amount claimed. 

 

 Payment of Dependent Carers� Allowance is taxable. 
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3. APPROVED DUTIES 

 

 Travelling and Subsistence Allowances will be payable at the rates paid to 

officers of the Council in connection with the following duties (known as 

�approved duties�): 

 

1. Attendance at a meeting of the Council; 

 

2. Attendance at a meeting of a committee or sub-committee of the Council; 

 

3. Attendance at a meeting of a joint committee or joint sub-committee of 

the Council; 

 

4. Attendance by the Chairman and/or Vice Chairman of the Council and the 

Party Group Leaders at a meeting with officers of the Council held for the 

purpose of  briefing the Chairman and/or Vice Chairman on the agenda 

and reports to be presented to a forthcoming meeting of the Council; 

 

5. Attendance by the Chairman and/or Vice Chairman of a committee or sub-

committee of the Council at a meeting with officers of the Council held for 

the purpose of  briefing the Chairman and/or Vice Chairman on the 

agenda and reports to be presented to a forthcoming meeting of the 

committee or sub-committee, as the case may be;  

 

6. Attendance at a meeting of the Cabinet; 

 

7. Attendance at a meeting of a committee or sub-committee of the Cabinet; 

8. Attendance at a  meeting of a joint committee or joint sub-committee of 

the Cabinet;  

 

9. Attendance by members of the Cabinet at a pre-arranged meeting with 

officers of the Council held for the purpose of  briefing the  Cabinet on the 

agenda and reports to be presented to a forthcoming meeting of the 

Cabinet; 

 

10. Attendance by members of the Cabinet at pre-arranged informal meetings 

of the Cabinet held for the purpose of, or in connection with,  the 

discharge of any function of the Cabinet or a committee or sub-committee 

of the Cabinet; 

 

11. Attendance at pre-arranged formal meetings called by an officer; 

 

12. Attendance as a member of the Planning Committee at formal or informal 

site visits; 
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13. Attendance at seminars and training events  approved by the Council or 

the Cabinet or by a committee or sub-committee of the Council or the 

Cabinet Provided that attendance at external conferences and training 

events shall also be authorised by the Chief Executive; 

 

14. Attendance at pre-arranged meetings with Management Team held for the 

purpose of, or in connection with,  the discharge of any function of the 

Council or the Cabinet or of a committee or sub-committee of the Council 

or  the Cabinet;  

 

15. Attendance at a meeting of a body to which the Council or the Cabinet 

makes appointments or nominations; 

 

16. Attendance at a meeting of a committee or sub-committee of a body to 

which the Council  or the Cabinet make appointments or nominations; 

 

17. Attendance as a district councillor at meetings of the Town or Parish 

Council(s) active in the Councillor�s ward;  

 

18. Attendance as a district councillor at meetings of the Neighbourhood 

Action Groups (NAG) and Local Area Forums;  

 

19. Attendance at a of meeting of a local authority association of which the 

Council is a member; 

 

20. Attendance at  any  other meeting the holding of which  has  been 

authorised by the  Council or the Cabinet or by a  committee or sub-

committees of the Council or the Cabinet, or by a joint committee or joint 

sub-committee of the Council or the Cabinet and to which representatives 

of more than one political group have been invited; 

 

21. Duties undertaken on behalf of the Council in pursuance of any standing 

order requiring a member or members to be present while tender 

documents are opened; 

 

22. Duties undertaken on behalf of the Council in connection with the 

discharge of any function of the Council conferred by or under any 

enactment and empowering or requiring the authority to inspect or 

authorise the inspection of premises; 

 

23. Duties undertaken on behalf of the Council in connection with witnessing 

the common seal of the Council or the signing of any legal contractual, 

regulatory or consultative document that a member is authorised or 

empowered to sign;   
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24. Duties undertaken on behalf of the Council in connection with the 

preparation for and conduct of a local inquiry at which a member will give 

evidence on behalf of the Council. 

 

 The following are not approved duties in respect of claims for travel, 

subsistence or dependent carers� allowance: 

 

1. Attendance at the Council Offices for discussions with Members or Officers 

as part of the normal working day � unless pre-arranged with officers. 

2. Attendance at conferences or meetings not approved by Committee or the 

Chief Executive. 

3. Attendance at training courses not approved by Committee or the Chief 

Executive. 

4. Attendance at Group meetings. 

 

4. PENSIONS 

 

 The Council has maintained its resolve that members shall not be entitled to  

join the Local Government Pension Scheme and that basic and special 

responsibility allowances shall not be treated as amounts in respect of which 

pensions are payable. 

 

5. FORGOING ALLOWANCES  

 

 Any member shall be entitled to forgo entitlement to any or part of his or her 

allowances by giving notice in writing to the Chief Executive. 

 

6. DURATION OF SCHEME 

 

 This Scheme will take effect on 1 April 2017 and continue in force to 31 March 

2018. 

 

7. REVIEW OF SCHEME 

 

The Independent Review of Members Allowances Panel will next meet in 

autumn 2017 to consider the Scheme of Allowances for 2018-19.  However, 

any amendments to this Scheme must be made following  consideration of 

the further report and recommendations of the Independent Review of 

Members Allowances  Panel and in accordance with Regulation 10 of  The 

Local Authorities ( Members� Allowances) (England) Regulations 2003.  
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8. CLAIMS AND PAYMENT  

 

The Basic Allowance and the annual Special Responsibility Allowances (SRAs) 

are payable pro-rata in equal monthly instalments over the Scheme year via 

the Council�s payroll system. The per meeting SRAs are payable the month 

following the meeting. Payment of the Basic Allowance and SRAs will be made 

automatically, unless a Member indicates that they wish to forgo their 

allowances. The Council shall be entitled to make such deductions at source in 

respect of income tax, national insurance and other matters as it is authorised 

or required to do by order of HM Revenues and Customs or an English Court.  

  

9. ADMINISTRATION OF SCHEME 

 

The administration of this Scheme shall be the responsibility of the Chief 

Executive. 

 

In consultation with the Head of Finance, the Chief Executive shall be entitled 

to introduce such guidance notes and forms and impose such requirements 

for making and proving claims for travelling and subsistence and dependant 

carers� allowances as are reasonably necessary for the efficient administration 

of the Scheme and for the internal and external audit of claims. 

 

When a Member is elected he/she will be provided with a Member 

Commencing Form for completion and return to Finance. This includes details 

of the Member�s bank / building society in order for monthly expenses to be 

paid. All Members are required to supply their date of birth on the form. 

Members over pension age (60 for women and 65 for men), are also asked to 

supply a photocopy birth certificate or other proof of age. This will ensure that 

National Insurance contributions are not deducted from allowances. 

 

Allowances will be paid automatically on the 15th of each month unless a 

Member requests the Council on the Member Commencing Form not to pay 

allowances or to pay at a reduced amount. 

 

9.1 Member Claim Form 

 

Claims for allowances should be made using the appropriate form. This is 

available from: www.chiltern.gov.uk/councillors  

 

Forms should be submitted to Democratic Services via email to: 

democraticservices@chiltern.gov.uk or via a paper form. 
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9.2 Claim Deadline 

 

Meetings held on Claim form deadline Payment made 

26 January to 25 February 27 February 15 March 

26 February to 25 March 27 March 15 April 

26 March to 25 April 27 April 15 May 

26 April to 25 May 27 May 15 June 

26 May to 25 June 27 June 15 July 

26 June to 25 July 27 July 15 August 

26 July to 25 August 27 August 15 September 

26 August to 25 September 27 September 15 October 

26 September to 25 October 27 October 15 November 

26 October to 25 November 27 November 15 December 

26 November to 25 December 27 December 15 January 

26 December to 26 January 27 January 15 February 

 

· Claims more than three months old will not be met. 

 

· No claims will be met if submitted after the end of the financial year. 

 

If Members have any queries regarding claims for allowances, they can 

contact Democratic Services (democraticservices@chiltern.gov.uk; 01494 

732143). 
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Audit and Standards Committee - 1 � 
 

Complaint Form 

 

 
 

 

Complaint procedure and form concerning Member conduct 

Use this form if you have a complaint about:  

§ A member(s) that has, or may have, breached the Code of Conduct of the District or 

one of the Towns/Parishes in the Chiltern District. A copy of Chiltern District Council�s 

Code of Conduct can be accessed from the A � Z section at:  www.chiltern.gov.uk. The Codes 

of Conduct for Town/Parish Councils can be obtained by contacting the Clerk to the relevant 

council. 

§ Conduct that occurred while the member(s) in question was in office. (Conduct of an 

individual before they were elected, co-opted or appointed, or after they have resigned or 

otherwise ceased to be a member, cannot be considered).  

§ One or more named members of the following authorities:  

þ Chiltern District Council þ Cholesbury-Cum St Leonards Parish Council 

þ Amersham Town Council þ Coleshill Parish Council 

þ Ashley Green Parish Council þ Great Missenden Parish Council 

þ Chalfont St Giles Parish Council þ Latimer and Leyhill Parish Council 

þ Chalfont St Peter Parish Council þ Little Chalfont Parish Council 

þ Chartridge Parish Council 

þ Chenies Parish Council 

þ Little Missenden Parish Council 

þ Penn Parish Council 

þ Chesham Bois Parish Council þ Seer Green Parish Council 

þ Chesham Town Council     

 

þ The Lee Parish Council 

 

                                                        

DO NOT use this form if you wish to complain about:   

ý Dissatisfaction with a decision or action of the authority or one of its committees, 

ý A service provided by the authority  

ý The authority�s procedures 

ý The actions of people employed by the authority  

These do not fall within the jurisdiction of the Code of Conduct.  
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Audit and Standards Committee - 2 � 
 

Complaint Form 

 

 

Additional help and information: 

§ Your complaint must be in writing � (signed and dated please). This includes fax and 

electronic submissions. However, in line with the requirements of the Disability 

Discrimination Act 2000, we can make reasonable adjustments to assist you if you have a 

disability that prevents you from making your complaint in writing. Contact the Council�s 

Monitoring Officer or Deputy Monitoring Officer for assistance. 

§ If English is not your first language we can also help. 

§ If your complaint is clearly not about member conduct then the Monitoring Officer will not 

consider your complaint � but where possible will refer you to the relevant procedure 

available. 

§ If you need any support in completing this form, please let us know as soon as possible. 

§ Your complaint will be considered in 3 stages as set out below. At each stage we will keep 

you informed.  Not every complaint that falls under the Code will be referred for 

investigation. A decision will be made using the referral criteria below.  

What happens next? 

When you submit your complaint we will write to you to let you know we have received it. Your 

complaint will then be considered in 3 stages � the aim being to reach a satisfactory resolution. 

 

Under Stages One and Two only the details contained on your complaint form will be considered 

therefore it is very important that you set your complaint out clearly and provide at the outset all 

the information you wish to be considered.  

 

Stage One 

 

We will tell the Member that you are complaining about that we have received a complaint and 

provide them with a copy � unless you have completed section 5 requesting confidentiality (in 

which case your details will not be disclosed unless and until your request for confidentiality has 

been considered � see further below).  

 

The Member will be invited to respond within 20 working days � including in their response any 

suggestion to resolve the complaint. 

 

This response will be made available to you and you will be asked if you are satisfied � if yes, no 

further action will be taken or the action proposed by the Member will proceed - or you will be 

asked if you wish your complaint to be considered further under Stage Two. 

 

Stage Two 

 

Your complaint will then be considered by the Councils Monitoring Officer and the Chairman/Vice-

Chairman of the Councils Audit and Standards Committee � in consultation with a duly appointed 

�Independent Person�* whose views will be taken into account - who will decide whether your 

complaint should be referred for investigation. This will happen within an average of 20 working 

days of the date of the commencement of Stage Two. 

 

Whilst each allegation will be considered on its individual merits, the following �Referral Criteria� 

will be used to decide whether to accept a complaint for investigation or take no further action.  

Item 9f

Page 426

Appendix 

Page 426



Audit and Standards Committee - 3 � 
 

Complaint Form 

 

 

Referral Criteria 

 

§ the public benefit in investigating the alleged complaint 

§ the availability and cost of resources with regard to the seriousness of the alleged matter 

§ is the information submitted, sufficient to make a decision as to whether to refer for 

investigation 

§ is the subject member still a serving member 

§ is the complaint the same as or similar to a previous complaint 

§ the time passed since the alleged conduct occurred 

§ the complaint involves conduct too trivial to warrant further action 

§ does the complaint appear to be malicious, politically motivated or tit for tat 

§ whether the matter complained of is an individual act or part of a continuous pattern of 

behaviour which should be cumulatively considered 

§ steps taken or proposed to remedy the action complained of 

§ the complainants view of the action taken or proposed. 

 

When a decision has been made, you will be notified in writing whether your complaint has been 

referred for investigation or not. At the same time we write to you, we will also write to the 

member(s) you have complained about and the parish or town clerk (if applicable). We will send 

these letters within five working days of the decision being reached. The decision is made available 

for public inspection once the member the complaint is about has been given a copy of the 

decision.  

 

There is no right of appeal under this complaints procedure if the decision at Stage Two is not to 

investigate. 

 

Stage Three 

 

If the decision at Stage Two is to investigate the complaint, the monitoring officer will appoint an 

investigator whose report will be considered by the Hearings Sub-Committee of the Councils Audit 

and Standards Committee� or in some cases to the full Committee - in most cases you will be 

invited to attend. 

 

The remedies available if a breach is found to have occurred are limited to the following �  

· Report to Council 

· Formal letter to subject Councillor 

· Formal censure by motion 

· Recommendation to Leader/Group Leader or Town/Parish Council as applicable, that the 

member is removed from Special Responsibilities � i.e. Cabinet/Committees/Outside 

Bodies.  

· Press release or other publicity.  

 

Please note the Council has no authority to withhold allowances or to suspend members. 

 

 

 

 

Your completed form should be submitted to: 
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Audit and Standards Committee - 4 � 
 

Complaint Form 

 

�  

The Monitoring Officer 

Chiltern District Council 

King George V House 

King George V Road 

Amersham 

Buckinghamshire HP6 5AW 

 

i 

 

i 

Monitoring Officer � Joanna Swift  

Tel: 01494 732761 

 

Deputy Monitoring Officer � Sue Markham 

Tel: 01494 732203 

 

' 01494 � 729000 : monitoringofficer@chiltern.gov.uk  

    

* An Independent Person is someone who has been appointed by the Council under Section 28 

of the Localism Act 2011. Independent Persons must be appointed through a process of public 

advertisement, application and appointment by a positive vote of a majority of all members of the 

District Council � i.e. by full Council. 

A Person is considered not to be �independent� if :- 

· they are or have been in the previous 5 years an elected or co-opted member or officer of 

the District Council or any Parish in the area an elected or co-opted member of any 

committee or sub-committee of the District Council or any Parish in the area or  

· they are a relative or close friend of a current elected or co-opted member or officer of the 

District Council or any Parish in the area � or any elected or co-opted members of any 

committee or sub-committee of such a Council. 

Except that previous co-opted independent members of Standards Committees can be 

independent persons if they are appointed on or before 24July 2012 
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Audit and Standards Committee - 5 � 
 

Complaint Form 

 

 

COMPLAINT FORM 

1. Please provide us with your name and contact details: 

Title:  

First name:  

Last name:  

 

Address:  

 

 

Daytime telephone:  

Evening telephone:  

Mobile telephone:  

Email address:  

Signed:  

Dated:  

 

2. Please tick the box which best describes you:  

p A member of the public 

p An elected or co-opted member of an authority 

p Member of Parliament 

p Local authority Monitoring Officer 

p Other council officer or authority employee 

p None of the above - please give details below: 
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Audit and Standards Committee - 6 � 
 

Complaint Form 

 

3. Please provide the name(s) of the Member(s) that you believe have breached the 

Code of Conduct and the name of their authority.  

 

Title First name Last name Council or authority name 

    

    

    

    

 

 

IMPORTANT INFORMATION  

When completing your complaint form: 

Your address and contact details will not usually be released unless necessary or to deal 

with your complaint.  

We will tell the following people that you have made this complaint: 

§ the member(s) you are complaining about 

§ the monitoring officer of the authority 

§ the Independent Person/s 

§ the Chairman/ Vice-Chairman of the Councils Audit and Standards Committee who  

consider your complaint 

§ the parish or town clerk (if applicable) 

We will give them:  

§ Your name  

§ A copy of your complaint  

If you have serious concerns about your name or details of your complaint being 

released, please complete section 5 of this form.  

 

Nature of your complaint 

It is very important that you set your complaint out fully and clearly, and provide all the 

information at the outset. You should also provide any documents or other material that you 

wish to be considered. Although you are not required to prove your complaint at this stage of 

the proceedings, you do have to demonstrate that you have reasonable grounds for believing 

that the member(s) complained about has breached the Code of Conduct.  

Please therefore explain in this section (or on separate sheets) what the member has done that 

you believe breaches the Code of Conduct. If you are complaining about more than one 

member you should clearly explain what each individual person has done that you believe 

breaches the Code of Conduct. 

For example: 
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Audit and Standards Committee - 7 � 
 

Complaint Form 

 

§ You should be specific, wherever possible, about exactly what you are alleging 

the member said or did. For instance, instead of writing that the member insulted 

you, you should state what it was they actually said. 

§ You should provide the dates of the alleged incidents wherever possible. If you 

cannot provide exact dates it is important to give a general timeframe.  

§ You should confirm whether there are any witnesses to the alleged conduct and 

provide their names and contact details if possible. 

§ You should provide any relevant background information.  

 

4. Please provide us with the details of your complaint. Continue on a separate sheet if 

there is not enough space on this form 
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Audit and Standards Committee - 8 � 
 

Complaint Form 

 

5. Only complete this next section if you are requesting that your identity/full details 

of your complaint are kept confidential 

 

In the interests of fairness and natural justice, we believe members who are  

complained about have a right to know who has made the complaint.  

We also believe they have a right to be provided with full  

details of that complaint. 

 

We are unlikely to withhold your identity or the details of your complaint 

unless you have good reason to believe that to do so would be contrary to the 

public interest, would prejudice any subsequent investigation or you have  

reasonable grounds for believing you or any witness in the matter would be at  

risk.  

 

The Member will still be informed that a complaint has been made - and  

unless to do would lead to the disclosure of your identity, will be informed  

the paragraphs of the Code alleged to have been breached - however your  

details and a full copy of the complaint will be withheld until your request  

has been considered. 

  

The assessment of a request for confidentiality will be considered against the  

following criteria � but with the balance always being in favour of disclosure  

unless exceptional circumstances exist to determine otherwise: 

           1. The complainant has reasonable grounds for believing that they will   

               be at risk of physical harm if their identity is disclosed. 

           2. The complainant is an officer who works closely with the subject  

               member and they are afraid of the consequences to their  

               employment or of losing their job if their identity is disclosed. 

           3. The complainant suffers from a serious health condition and there  

               are medical risks associated with their identity being disclosed  

              (medical evidence may be required to be submitted). 

          4. Any other very special circumstances put forward by the  

              complainant which identify reasonable grounds for believing that  

              disclosure of details would result in the complainant or witnesses      

              being intimidated or lead to evidence being compromised or 

              destroyed. 

 

Please note that requests for confidentiality or requests for suppression of complaint 

details will not automatically be granted. The Monitoring Officer will consult with the 

Independent Person to consider your request alongside the substance of your 

complaint. If your request for confidentiality is not granted, please indicate if you wish 

the Council to continue to consider your complaint.  

 

However, it is important to understand that in certain exceptional circumstances where 

the matter complained about is very serious, we can proceed with an investigation and 

disclose your name even if you have expressly asked us not to.  
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Audit and Standards Committee - 9 � 
 

Complaint Form 

 

 

 

 

Please provide us with details of why you believe we should withhold your 

name and/or the details of your complaint: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE � If you request confidentiality � you must answer the following question 

by deleting YES or NO. 

 

Do you still wish to have your complaint  

 

considered if your request for confidentiality               YES          NO 

 

is denied in full or part? 
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Audit and Standards Committee - 10 � 
 

Complaint Form 

 

THIS PAGE TO BE REMOVED - FOR STATISTICAL PURPOSES ONLY 

Please could you provide some monitoring data? This data will not be disclosed to a third party. We will 

only use personal information internally for the purposes for which it has been provided. 

 

Please tick one box. Male Female 

Are you male or female?    

 

Which of these age groups apply to you? Please tick one box. 

 Up to 16     45 � 54   

 16 � 18    55 � 64   

 19 � 24    65 � 79   

 25 � 44    80 plus   

 

Please tick one box 

Do you have any long-standing illness, disability or infirmity?  (Long 

standing means anything that has troubled you over a period of time or 

that is likely to affect you over a period of time).  

Yes No 

  

Are you without a permanent home?   

 

Do you have access to your own method of transport? 

  

 

Are you registered as unemployed? 

  

 

Do you provide unpaid care for another person? 

  

 

To which of these groups do you consider you belong? Please tick one box. 

WHITE    BLACK OR BLACK BRITISH  

British    Caribbean  

Irish    African  

Other White background    Other Black background   

Roma Gypsy or Traveller      

MIXED    ASIAN OR ASIAN BRITISH  

White and Black Caribbean    Indian  

White and Black African    Pakistani  

White and Asian    Bangladeshi  

Other mixed background    Other Asian background  

      

CHINESE    OTHER ETHNIC GROUP  
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