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Ordinary Council

A G E N D A 

All Members of Chiltern District Council
Your attendance is requested at a meeting of the Chiltern District Council to 
be held at 6.30 pm on Tuesday, 15 May 2018, Council Chamber, King 
George V House, King George V Road, Amersham, when the business 
below is proposed to be transacted.

Item

1  Evacuation Procedures  

2  Apologies for Absence  

3  Minutes (Pages 5 - 26) 

To approve as a correct record and to sign the Minutes of the meetings of Council 
held on 28 February 2018 and Special Council on 11 April 2018.

4  Declarations of Interest  

5  Announcements  

To receive any announcements from: 

a) Chairman
b) Cabinet Leader
c) Head of Paid Service

Chairman and Vice Chairman's Diary (Pages 27 - 28)



Chief Executive: Bob Smith
Director of Resources: Jim Burness
Director of Services: Steve Bambrick

6  To receive and consider reports and recommendations of Committees of the 
Council, in date order of the meeting:  

6.1 Financial Procedure Rules (Pages 29 - 30)

Appendix: Financial Procedure Rules (Pages 31 - 72)

6.2 Joint Working - Appointment of a Joint Overview and Scrutiny Committee (Pages 
73 - 76)

Appendix 1: Joint Overview and Scrutiny Terms of Reference 
(Pages 77 - 78)

Appendix 2: Joint Overview and Scrutiny Procedure Rules (Pages 79 - 84)

7  Cabinet Recommendations  

There are no recommendations to the Council arising from the meeting of the 
Cabinet held on 1 May 2018.

8  Verbal Reports from the Leader, Cabinet Members or Chairman of a Committee  

To receive and consider verbal update reports (if any) from the Members listed 
above, and to answer questions on any of those reports from any Member of the 
Council in accordance with Rule 9.1 of the Procedural Rules.

9  Questions with Notice (if any)  

The Chairman of the Council; Cabinet Leader or a Cabinet Member; or Chairman 
of any Committee to receive a question on any matter in relation to which the 
Council has powers or duties or which affects the District. Questions must be 
given in writing to the proper officer 3 clear days before the meeting, or if it 
relates to urgent business by 4pm on the day of the meeting, in accordance with 
Rule 9.2 of the Council Procedure Rules.



Chief Executive: Bob Smith
Director of Resources: Jim Burness
Director of Services: Steve Bambrick

10  Petitions (if any)  

To receive petitions and/or deputations (if any) from members of the public 
including provisions allowing members to ask questions of clarification at the 
discretion of the Chairman and restrictions on deputations covering the same 
subject or by the same speakers.

11  Joint Arrangements and Outside Organisations (if any)  

To receive reports about and receive questions and answers relating to any joint 
arrangements or external organisations.

12  Motions (if any)  

Written notice of every motion, signed by at least 2 Members, must be delivered 
to the proper officer at least 7 clear days before the meeting

13  Exclusion of the Public (if required)  

Note: All reports will be updated orally at the meeting if appropriate and may be 
supplemented by additional reports at the Chairman’s discretion.

Bob Smith
Chief Executive
Chiltern District Council

Date of next meeting – Tuesday, 15 May 2018

Audio/Visual Recording of Meetings
This meeting might be filmed, photographed, audio-recorded or reported by a party other 
than the Council for subsequent broadcast or publication. If you intend to film, photograph 
or audio record the proceedings, or if you have any questions please contact Democratic 
Services. Members of the press please contact the Communications Team.
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Director of Resources: Jim Burness
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If you would like this document in large print or an alternative 
format, please contact 01895 837236; email 
democraticservices@chiltern.gov.uk

mailto:democraticservices@chiltern.gov.uk


CHILTERN DISTRICT COUNCIL

MINUTES of the Meeting of the CHILTERN DISTRICT COUNCIL (CDC)

held on 28 FEBRUARY 2018

PRESENT: Councillor P Shepherd - Chairman of the Council
G Harris - Vice-Chairman of the 

Council

Councillors: A Bacon
D Bray
J Burton
J Cook
I Darby
M Flys
C Ford
A Garth
M Harker
M Harrold
P Jones
R J Jones
J MacBean

Councillors: P Martin
V Martin
D Phillips
N Rose
C Rouse
L Smith
M Smith
M Stannard
M Titterington
H Wallace
E Walsh
J Waters
C Wertheim

APOLOGIES FOR ABSENCE were received from Councillors E Culverhouse, 
J Gladwin, C Jackson, C Jones, S Patel, J Rush, M Shaw, D Varley, N Varley and 
F Wilson

72 MINUTES

The Minutes of the meeting of Council held on 9 January 2018 were approved 
as a correct record.

73 DECLARATIONS OF INTEREST

There were no declarations of interest.

It was noted that with regards to item 7.1 (Budget and Council Tax 2018/19) 
dispensations under Section 33 of Localism Act 2011 had been granted to all 
Members in relation to the setting of Council Tax.  In relation to the setting of 
Members Allowances (item 13) all Members were covered by the exemption in 
the Council’s Code of Conduct for Elected and Co-opted Members and were 
not therefore required to disclose an interest for that item.
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74 ANNOUNCEMENTS

(a) Chairman’s Engagements

A list of Engagements carried out by the Chairman and Vice-Chairman of the 
Council between 27 December 2017 and 15 February 2018 had been 
circulated.

(b) Chairman’s Announcements

Member briefing sessions would take place on Tuesday 6 March at 6.30pm 
(Amersham) and Thursday 8 March at 6pm (Denham) to provide an 
opportunity for Members to ask questions about the requirements for 
registering with the Information Commissioner’s Office as a data controller. 

The Chairman’s Annual reception would take place on Friday 9 March at 
7.30pm in the Council Chamber.

The Community Awards would be held on Thursday 15 March at the Kings 
Church, Amersham.

(c) Announcements from the Leader of the Cabinet

The Leader of the Cabinet had no announcements to make.

(d) Announcements from the Head of Paid Service

The Election of a District Councillor for the District Ward of Ridgeway and the 
election of a Town Councillor to Chesham Town Council would take place on 
Thursday, 22 March. Polling Stations in the ward would be open from 7 a.m. to 
10 p.m. with the count taking place immediately after close of poll.

(e) Petitions

No petitions were submitted.

75 MEMBERS CODE OF CONDUCT - AUDIT & STANDARDS COMMITTEE - 17 
JANUARY 2018

The Audit & Standards Committee undertook an annual review of the Code of 
Conduct at its meeting held on 17 January 2018 and recommended that 
additional wording be included at paragraph 6 to clarify the effect of declaring 
a personal interest. As such, Full Council was asked to amend the Code of 
Conduct accordingly. 
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It was moved by Councillor C Ford, seconded by Councillor V Martin and

RESOLVED:

That the Code of Conduct, Appendix 1 to the report, including additional 
wording in paragraph 6 be approved and adopted in accordance with 
section 27 of the Localism Act 2011.

76 PAY POLICY STATEMENT 2018/19 - JOINT STAFFING COMMITTEE - 18 
JANUARY 2018

The Localism Act 2011 required all Councils to produce and publish a pay 
policy statement each year. As such, Full Council was asked to agree the Pay 
Policy Statement 2018/19, as recommended by the Joint Staffing Committee 
meeting held on 18 January 2018. 

It was moved by Councillor I Darby, seconded by Councillor M Stannard and

RESOLVED:

That the Pay Policy Statement 2018/19 be adopted as recommended by 
the Joint Staffing Committee meeting held on 18 January 2018.  

77 REVIEW OF THE COUNCIL'S CONSTITUTION - GOVERNANCE & 
ELECTORAL ARRANGEMENTS - 30 JANUARY 2018

The Council was asked to approve a number of changes to the Constitution as 
recommended by the Governance & Electoral Arrangements Committee 
following its annual review of the Constitution at the meeting held on 30 
January 2018.

It was moved by Councillor J Burton, seconded by Councillor D Bray and

RESOLVED:

That the proposed revisions to the following sections of the Council’s 
Constitution, as set out in paragraph 3.2 of the report, be approved.

 Part 2 Section A Committee Organisational Structure
 Part 2 Section B Article 9 Audit and Standards Committee
 Part 2 Section B Article 11 Responsibilities of Directors
 Part 3 Section B Responsibility for Functions – Council
 Part 3 Section C Responsibility for Functions – Cabinet
 Part 4 Section A Council Procedure Rules
 Part 7 Staff Structure and Scheme of Delegations of Officers 
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78 BUDGET & COUNCIL TAX 2018/19

Full Council had before them the following two reports:

 The Budget and Council Tax Report 2018/19 as considered at the 
Cabinet meeting held on 6 February 2018, and

 The supplementary report: Council Tax 2018/19 which contained final 
information from the precepting authorities leading to the total Council 
Tax for the district which Full Council was required to approve at this 
meeting.

Councillor I Darby, Leader of the Council, presented the budget to the Council.

Last year had seen the Council continue its progress of improving the 
efficiency of services and meeting the needs of residents which were at the 
heart of everything the Council did.

The joining up of all services with South Bucks District Council had now been 
completed following the creation of a combined planning service based in 
Amersham. Going forward there would be further improvement in the way 
planning applications and enforcement issues were handled as the Council 
aspired to deliver an exemplar Planning service. Joint working with South 
Bucks would continue into the transformation phase focusing on improving 
customer service by greater utilisation of technology and self-service. 

The development of the Joint Local Plan would continue and the budget 
reflected the continuing commitment to resource this important work by 
£240,000.

The budget reflected the commitment to invest in major projects to benefit 
the area which included the expansion of the Amersham Multi-Storey Car 
Park, progressing the Chiltern Pools project, and putting aside funds for the 
Capital Programme to support essential work to maintain assets.

The Budget recognised the continuing financial challenge the Council faced 
from reduced Government funding.  Since 2015/16 the loss of Government 
Grant now totalled £1.125M, and in 2019/20 the Council would be required to 
pay the Government £848,000, making the total loss of resources nearly £2m.  

The Council had responded positively to the financial challenges through 
innovative saving projects. Joint working with South Bucks had saved the 
Councils £1.9M per annum and work would continue to reduce costs and 
optimise income. It was therefor considered prudent to increase Council Tax 
by 3% which equated to 10p per week for a Band D property.
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Councillor Darby then paid tribute to the Deputy Leader for leading the 
Budget work and expressed thanks for the contributions made by Members of 
the PAGs, both Overview Committees and the Head of Financial Services in 
particular. 

The Deputy Leader spoke on the Budget for 2018/19, and in doing so 
reflected on the changes made since the 2014/15 revenue budget to put the 
Council in the best possible position going forward. Tribute was paid to the 
hard work of officers in helping to achieve this. 

Councillor P Jones gave thanks to the Leader and commended the Cabinet for 
their efforts over the past year. Concern was raised that payment of the New 
Homes Grant to the Council was conditional upon an extra 198 homes being 
provided in the district per annum. Reference was made to the development 
of the previous Local Plan, over 20 years ago, which had stood the test of time 
and had been developed with significant involvement from Members. A 
comparison was made with the development of the Joint Local Plan, the 
process by which it was being developed, and a desire for greater involvement 
from Members prior to its agreement by the Council. As such, Members were 
strongly encouraged to consider the impact of the proposals contained in the 
Joint Local Plan on their ward in particular. There was also concern that the 
Council had not clearly established its approach towards Green Belt 
particularly in light of the need to deliver additional housing, and it was 
suggested that this needed to be clarified. 

Councillor P Martin responded by confirming that the Council was committed 
to developing a Joint Local Plan and agreed that it was important that all 
Members carefully considered the proposals being developed as part of that 
work. To help achieve this all Members had regularly been invited to attend 
meetings of the Joint Planning Policy Member Reference Group.

Councillor D Phillips reiterated the concerns raised regarding the need for 
substantial Member involvement in the development of the Joint Local Plan. 
There was a strong concern regarding the process by which the document was 
being developed and the ability for Members to influence its content prior to 
final agreement being sought by Full Council. The document was very 
important because it would form the basis upon which planning decisions 
would be made in the future. It was felt that the document was being created 
quickly and in a way that was not acceptable. It was felt that Members must 
have an informed and substantial input into the document.

Councillor P Martin noted the concerns raised and reassured Members that 
those issues raised would be addressed. 
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Councillor J Wertheim referred to the Council’s contribution of £300,000 to the 
Pension Fund and asked for assurance that the Pension Fund would have 
sufficient value following the revaluation.

Councillor M Stannard responded by confirming that the Council, like all 
organisations, were facing challenges with their Pension Funds, and that most 
were worse off this year than the previous year. There was no sign that the 
situation would change and it was almost certain that following the 
revaluation every 3 years that the situation would get worse. The Council was 
however committed to fulfilling its obligations and had put in place extra 
funds, and would continue to do so in future, to help achieve this. 

The Council’s Procedure Rules required the names of members voting for or 
against or abstaining from voting to be recorded in the Minutes.  Furthermore 
all members had been granted dispensation under section 33 of Localism Act 
2011 to speak and vote on the Council Tax setting.

It was moved by Councillor Darby, seconded by Councillor Stannard and on 
being put to the recorded vote the recommendations were agreed, with the 
votes being cast as follows:

For (28): Councillors: A Bacon, D Bray, J Burton, J Cook, I Darby, M Flys, C Ford, 
A Garth, M Harker,  G Harris, M Harrold, P Jones, R Jones, J MacBean, P Martin, 
V Martin, D Phillips, N Rose, C Rouse, N Shepherd, L Smith, M Smith, M 
Stannard, M Titterington, J Waters, H Wallace, E Walsh and J Wertheim.

Against (0)

Abstained (0)

RESOLVED:

Revenue and Budget 2018/19

1) That the Revenue budget for 2018/19 as summarised in the table 
in paragraph 4.15 be approved.

2) That the following use of earmarked reserves for 2018/19 be 
agreed:

- Local Development Plan £240,000
- Planning Digitalisation £95,000
- Economic Development Reserve £58,000
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3) That the following additions to earmarked reserves for 2018/19 be 
agreed:

- Capital – Funding replacement refuse vehicles £394,000
- Capital – Funding of capital programme £631,000
- Elections £20,000

4) That a budget requirement of £10,493,000 be approved which will 
result in a District council tax of £180.88 for a Band D property.

5) That the level of fees and charges for 2018/19 (Appendix C) be 
confirmed.

6) That the advice of the Director of Resources (Appendix A) be 
noted.

7) That the comments in the report on the Council’s financial position 
in respect of the years following 2018/19 and the updated Medium 
Term Forecast be noted.

Council Tax 2018/19

1. That it be noted that the following amounts for 2018/19 have 
been determined under delegated authority and in accordance 
with regulations made under the local Government Finance Act 
1992:

a) 44,368.70 being the amount calculated by the Council, in 
accordance with Regulation 3 of the Local Authorities 
(Calculation of Council Tax Base) Regulations 1992, as its 
Council Tax Base for the year.

b) The amounts calculated by the Council, in accordance with 
regulation 6 of the Regulations, as the amount of its Council 
Tax Base for the year for dwellings in those parts of its area to 
which one or more special items (i.e. Parish precepts) relate, 
are shown below.

Council Tax Base 2018/19
Amersham 6,774.20
Ashley Green 469.40
Chalfont St Giles 3,127.50
Chalfont St Peter 6,605.40
Chartridge 834.00
Chenies 148.60
Chesham 8,154.20
Chesham Bois 1,641.40
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Council Tax Base 2018/19
Cholesbury 507.20
Coleshill 327.90
Great Missenden 4,919.70
Latimer & Ley Hill 510.80
Little Chalfont 3,186.10
Little Missenden 3,169.00
Penn 2,371.50
Seer Green 1,218.70
The Lee 403.10

44,368.70

2. That the Council calculates the following amounts for 2018/19 
in accordance with Sections 31A, 31B and 34 to 36 of the Local 
Government Finance Act 1992 (as amended by the Localism 
Act 2011):

a) £44,460,398 being the aggregate expenditure which the 
Council estimates for the items set out in Section 31A(2) (a) to 
(f) of the Act (including the General Fund and Parish Precepts).

b) £33,432,564 being the aggregate income which the Council 
estimates for the items set out in Section 31A(3) (a) to (d) of 
the Act.

c) £11,027,834 as its council tax requirement for the year 
including Parish Precepts being the amount by which the 
aggregate expenditure at 2(a) above exceeds the aggregate 
income at 2(b) above, calculated by the Council, in accordance 
with Section 31A(4) of the Act.

d) £248.55 as the basic amount of its Council Tax for the year, 
being the council tax requirement at 2(c), divided by the 
Council Tax Base for the year (44,368.70) at 1(a) above, 
calculated by the Council, in accordance with Section 31B(1) of 
the Act.

e) £3,002,424 being the aggregate amount of all special items 
referred to in Section 34(1) of the Act (i.e. Parish Precepts, 
there being no other special items).

f) £180.88 as the basic amount of its Council Tax for dwellings 
in its area, excluding Parish Precepts, being the amount at 2(d) 
above less the result given by dividing the amount at 2(e) 
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above by the amount at 1(a) above, calculated by the Council, 
in accordance with Section 34(2) of the Act.

g) The amounts given by adding to the amount at 2(f) above 
the amounts of the Parish Precepts for the relevant Parish 
divided in each case by the Council Tax Base for the Parish at 
1(b) above, calculated by the Council, in accordance with 
Section 34(3) of the Act, as the basic amounts of its Council 
Tax for the year for dwellings in each Parish is:

2018/19 BASIC COUNCIL TAX £
Parish Amount CDC + Parish 

Amount
Amersham 96.84 277.72
Ashley Green 37.92 218.80
Chalfont St Giles 66.25 247.13
Chalfont St Peter 59.22 240.10
Chartridge 13.19 194.07
Chenies 45.96 226.84
Chesham 114.05 294.93
Chesham Bois 43.73 224.61
Cholesbury 19.32 200.20
Coleshill 31.11 211.99
Great Missenden 40.38 221.26
Latimer & Ley Hill 37.00 217.88
Little Chalfont 72.22 253.10
Little Missenden 38.50 219.38
Penn 25.81 206.69
Seer Green 37.66 218.54
The Lee 34.38 215.26

h) The amounts given by multiplying the basic amounts for 
each Parish 2(g) above by the number which, in the proportion 
set out in Section 5(1) of the Act, is applicable to dwellings 
listed in a particular valuation band divided by the number 
which in that proportion is applicable to dwellings listed in 
valuation band D, calculated by the Council, in accordance with 
Section 36(1) of the Act, as the amounts to be taken into 
account for the year in respect of categories of dwellings listed 
in different valuation bands.
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3. That it be noted that for the year 2018/19 the main precepting 
authorities have stated the following amounts in precepts 
issued to the Council, in accordance with s40 of the Local 
Government Finance Act 1992.

Band Bucks County 
Council 
Precept

£

Bucks & 
Milton 

Keynes Fire 
Authority 
Precept

£

Police & Crime 
Commissioner 

for Thames 
Valley

£

Total 
Preceptors

£

A 860.69 41.80 121.52 1,024.01
B 1,004.14 48.77 141.77 1,194.68
C 1,147.59 55.73 162.03 1,365.35
D 1,291.04 62.70 182.28 1,536.02
E 1,577.94 76.63 222.79 1,877.36
F 1,864.84 90.57 263.29 2,218.70
G 2,151.73 104.50 303.80 2,560.03
H 2,582.08 125.40 364.56 3,072.04

4. That, having calculated the aggregate in each case of the 
amounts of the District’s and preceptors requirements, in 
accordance with s30(2) of the Local Government Finance Act 
1992, hereby sets amounts of the council tax for the year 
2018/19 for each category of dwelling as follows.

Band District & 
Parishes Council 

Tax
£

Total
Preceptors

£

Total 
2018/19

Council Tax
£

A 165.70 1,024.01 1,189.71
B 193.32 1,194.68 1,388.00
C 220.93 1,365.35 1,586.28
D 248.55 1,536.02 1,784.57
E 303.78 1,877.36 2,181.14
F 359.02 2,218.70 2,577.72
G 414.25 2,560.03 2,974.28
H 497.10 3,072.04 3,569.14
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The council tax for each category of dwelling by parish is as follows.

A B C D E F G H

 £ £ £ £ £ £ £ £
Amersham 1,209.16 1,410.68 1,612.21 1,813.74 2,216.80 2,619.85 3,022.90 3,627.48
Ashley Green 1,169.88 1,364.86 1,559.84 1,754.82 2,144.78 2,534.74 2,924.70 3,509.64
Chalfont St 
Giles 1,188.76 1,386.89 1,585.02 1,783.15 2,179.41 2,575.67 2,971.91 3,566.30
Chalfont St 
Peter 1,184.08 1,381.42 1,578.77 1,776.12 2,170.82 2,565.51 2,960.20 3,552.24
Chartridge 1,153.39 1,345.62 1,537.86 1,730.09 2,114.56 2,499.02 2,883.48 3,460.18
Chenies 1,175.24 1,371.11 1,566.99 1,762.86 2,154.61 2,546.36 2,938.10 3,525.72
Chesham 1,220.63 1,424.07 1,627.51 1,830.95 2,237.83 2,644.71 3,051.58 3,661.90
Chesham Bois 1,173.75 1,369.38 1,565.00 1,760.63 2,151.88 2,543.14 2,934.38 3,521.26
Cholesbury 1,157.48 1,350.39 1,543.31 1,736.22 2,122.05 2,507.88 2,893.70 3,472.44
Coleshill 1,165.34 1,359.56 1,553.79 1,748.01 2,136.46 2,524.91 2,913.35 3,496.02
Great 
Missenden 1,171.52 1,366.77 1,562.03 1,757.28 2,147.79 2,538.30 2,928.80 3,514.56
Latimer & Ley 
Hill 1,169.26 1,364.14 1,559.02 1,753.90 2,143.66 2,533.42 2,923.16 3,507.80
Little Chalfont 1,192.74 1,391.54 1,590.33 1,789.12 2,186.70 2,584.29 2,981.86 3,578.24
Little 
Missenden 1,170.26 1,365.31 1,560.35 1,755.40 2,145.49 2,535.58 2,925.66 3,510.80
Penn 1,161.80 1,355.44 1,549.07 1,742.71 2,129.98 2,517.25 2,904.51 3,485.42
Seer Green 1,169.70 1,364.66 1,559.61 1,754.56 2,144.46 2,534.37 2,924.26 3,509.12
The Lee 1,167.52 1,362.10 1,556.69 1,751.28 2,140.46 2,529.63 2,918.80 3,502.56

5. Determine that the Council’s basic amount of Council Tax for 
2018/19 is not excessive, in accordance with principles 
approved under Section 52ZB of the Local Government Finance 
Act 1992, [and thus there is no need to hold a Council Tax 
referendum].

6. That the Council Tax discount period for class C properties is 
reduced to one month, and the minimum occupation before a 
new 100% discount may apply is increased to twelve weeks.

7. No changes are made to the Council's current Council Tax 
Support scheme in respect of 2018/19 apart from applying 
annual uprating.

Note: Councillor H Wallace entered the meeting at 6.45 p.m.
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79 CAPITAL STRATEGY AND CAPITAL PROGRAMME AND REPAIRS & 
RENEWALS PROGRAMME 2018/19 TO 2022/23

The Deputy Leader introduced a report on the Capital Programme and Repairs 
& Renewals Programme 2018/19 to 2022/23 which aimed to maintain and 
improve the Councils existing assets and provide additional infrastructure that 
would produce additional income in future. It was noted that the Council 
would undertake some prudential borrowing to help deliver key projects such 
as Amersham Multi Storey Car Park expansion and the redevelopment of 
Chiltern Pools.

It was moved by Councillor M Stannard, seconded by Councillor I Darby and

RESOLVED:

1. That the Capital Strategy, including the Capital Programme for 
2018/19-2022/23 (Appendix A), be approved.

2. That the Repairs & Renewals Programme for 2018/19 – 2022/23 
(Appendix B) be approved.

80 ANNUAL TREASURY MANAGEMENT STRATEGY 2018/19

The Council was required to formally review its treasury management policies 
each year as part of determining what level of returns will be achieved from 
investments. The format of the treasury management policies is defined by the 
Code of Practice adopted by the Council, and is required to be approved by 
the Council on recommendation from the Cabinet. As such, the Cabinet 
agreed at the meeting held on 6 February 2018 to recommend that the 
Treasury Management Strategy 2018/19, including its appendices, be adopted 
by the Council.

It was moved by Councillor M Stannard, seconded by Councillor N Rose and

RESOLVED:

That the Treasury Management Strategy 2018/19 including the following 
appendices to the Treasury Management Strategy (Appendix 1) be 
adopted by the Council:

• Appendix 1A - Annual Investment Strategy Policies
• Appendix 1B - Prudential Indicators including the borrowing limits
• Appendix 1C - the MRP method to be used in 2018/19.
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81 STATEMENT OF COMMUNITY INVOLVEMENT

The Statement of Community Involvement was not part of the existing 
delegation by Cabinet to the Joint Committee on issues relating to the Local 
Plan. As such, Full Council was asked to agree on the recommendation of the 
Cabinet that the powers related to the Statement of Community Involvement 
and other joint planning policy related matters be added to the delegated 
powers to the Joint Committee as part of shared service and decision making 
arrangements. 

It was moved by Councillor P Martin, seconded by Councillor I Darby and

RESOLVED:

That the powers delegated to the Joint Committee by the Inter Authority 
Agreement be extended to include updates to the Statement of 
Community Involvement, Community Infrastructure Levy and other 
Planning Policy matters considered relevant to the Joint Committee 
under the Shared Service arrangements.

82 VERBAL REPORTS FROM THE LEADER, CABINET MEMBERS OR 
CHAIRMAN OF A COMMITTEE

Councillor I Darby – Modernising Local Government in Buckinghamshire
The Secretary of State for Housing, Communities and Local Government 
announced that he had decided to implement the creation of two new unitary 
Councils in Dorset. A decision was still awaited on two proposals submitted by 
the County Council and District Councils however the Council would continue 
to deliver business as usual whilst it awaited an announcement.

Councillor L Walsh – Rough Sleeping
Members noted that the Housing team had put in place severe weather 
emergency measures which meant that if the Council or other organisations 
were approached by anyone sleeping rough during the current cold weather 
steps would be taken to provide emergency accommodation regardless of 
whether or not a person was considered in priority need. Extra work was also 
being carried out as part of the countywide outreach scheme.  

Further details on what to do if you see someone sleeping rough can be found 
via the Council’s website: www.chiltern.gov.uk/rough-sleeping 

Community Awards
This year’s Community Awards ceremony would take place on 15 March, 6 pm 
for 6.30pm, at the Kings Church, Amersham. 
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Councillor P Martin - Planning

A Joint Planning Service had now been implemented in Chiltern and South 
Bucks. Due to staff shortages and some initial IT issues there had been some 
delays to the validation of some planning applications. Following a proactive 
recruitment process a number of vacancies had now been filled. The IT issues 
had largely now been resolved. The Council was now focusing on catching up 
with a backlog of work, and thanks were expressed to the staff for their hard 
work in delivering the service.

Councillor M Smith – Waste Collection
At the previous Council meeting held on 9 January 2018 a number of 
questions had been asked regarding the collection of waste following 
suspension of waste collections due to weather, and the impact to the Council 
and its contractors following an announcement that China would stop 
receiving recyclate from some countries. Councillor M Smith provided the 
following response to both questions:

Request made at the last Council meeting for clarification on the procedure for 
returning waste collections following a missed collection due to inclement 
weather. Do crews return automatically when weather has improved, or do 
residents need to report this to receive a recollection?

In the event that collections are cancelled due to unsafe collection conditions, 
updates for residents will be provided on the Councils’ websites. We would 
encourage residents to continue to check online, or if unable to access our 
websites, phone our customer service team who would advise further. 

We expect crews to collect from roads when safe to do so, and to continue to 
monitor and report roads that they are unable to access. If crews cannot 
access roads, this will be published on our websites and fed back to our 
customer services team. We would advise residents to leave containers out in 
anticipation of collection; however, if residents have not received a collection 
and neighbouring roads have, we would encourage them to report a missed 
collection. 

It was noted that there had been no cancelled waste collections that week 
following the recent inclement weather.

An update was requested on the impact on the Council / collection contractors 
from countries producing goods that were turning away plastic recyclate.

On occasions where no UK market is available, recyclate from the Councils 
may be sent overseas. This has on occasions been sent to China. However, 
since China’s announcement in July 2017 that they would be tightening waste 
import controls, our reprocessors have sought alternative markets for 
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materials that cannot be recycled in the UK. The most recent data available 
shows that no recycling from the Councils was sent to China throughout 
October, November and December; instead, markets were found in European 
countries, as well as Vietnam, Taiwan, Malaysia and the Philippines.

For this reason, we do not anticipate that China’s tightened waste import 
controls will have a great impact upon the recycling we collect. The impact we 
have witnessed so far has been minimal, and whilst we have had to stockpile 
recycling on occasions, this was largely due to increased volumes produced 
over the festive period, which have since been cleared. The controls are 
however in their infancy and we will continue to monitor how the Council’s 
materials are processed as the situation develops. 

Amersham Multi Storey Car Park
Councillor M Smith carried out an inspection on the work to expand the car 
park the previous week and reported that the work being carried out was of 
good quality. The piling of foundations had now been completed and good 
quality controls were in place.

Councillor I Darby (on behalf of Councillor F Wilson) – Customer 
Experience Strategy

It was noted that the Customer Experience Strategy Member Working Group 
meeting that week had been cancelled due to the inclement weather. A 
section was contained in Members Bulletin providing an update on the project 
along with an interesting account regarding what a typical week in customer 
services was like. There was also an FAQ section relating to questions from 
staff.

83 QUESTIONS WITH NOTICE (IF ANY)

There were no questions.

84 PETITIONS (IF ANY)

No petitions were received. 

85 JOINT ARRANGEMENTS AND OUTSIDE ORGANISATIONS (IF ANY)

There were no reports.

86 MOTIONS (IF ANY)

No Motions had been received.
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87 MEMBERS ALLOWANCES SCHEME 2018/19

The Deputy Leader thanked the Panel for the time they had put into reviewing 
Members Allowances, and the officers that provided support to them. The 
majority of the Panel’s recommendations could be agreed; however there 
were some areas that could not be supported. As such, the Conservative 
Group put forward some amendments to the Panel’s recommendations 
detailed in the supplementary appendix that was tabled at the meeting. 

The proposed reduction in allowance for the Chairman and Vice-Chairman of 
the Council was considered unjustified, and was amended to reflect the time 
and effort that the current and previous Chairman and Vice-Chairman put into 
the role representing the Council.

Similarly, the proposed reduction to the SRA for the Chairman and Vice-
Chairman of the Planning Committee could not be agreed. The Panel had 
referred to the reduction in the number of Planning Committee meetings, but 
it was felt that this did not necessarily result in a reduction in the amount of 
work undertaken. It was noted that the Panel had not on this occasion 
proposed to reduce the SRA for ordinary Planning Committee members.

The recommendation that the Overview Chairman SRA be increased to 75% of 
BA was felt to be unjustified, and it was proposed that this be reduced to 70% 
of BA as a smaller increase was merited. 

The proposal to align the SRA for Chairman of Audit & Standards Committee 
and the Licensing Committee was correct, but given the reduction in workload 
of the Licensing Committee since the SRA level was previously agreed it was 
felt that they be aligned at a lower level of 35% of BA, rather than 50%.

It was also felt that whoever was Chairman of a Licensing Sub Committee 
should receive a per meeting SRA for this, as currently the Chairman and Vice-
Chairman of the Licensing Committee did not receive a per meeting SRA for 
being Chairman of a Licensing Sub Committee. 

It was noted that the Scheme of Allowances was last reviewed in 2014 and the 
structure of Committees and their workloads had changed since that time. It 
was proposed that a small member working group be established to make 
representations to the Independent Panel when it next reviewed Members 
Allowances.
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It was moved by Councillor M Stannard, seconded by Councillor I Darby and

RESOLVED:

1. That the report of the Independent Review of Members 
Allowances Panel (Appendix 1) be noted and the Panel be thanked 
formally for the work they had done in producing the report. 

2. That the recommendations from the Panel, summarised in 
Appendix A of their report, including an increase in the Basic 
Allowance, changes to some of the Special Responsibility 
Allowances and uprating of Dependants Carers Allowance be 
considered. 

3. That all the Panel’s recommendations be agreed in relation to the 
Basic Allowance (BA), Dependant Carers Allowance, Travelling and 
Subsistence Allowance and their uprating for future years.

That the Panel’s recommendations in relation to Special 
Responsibility Allowances (SRA) be agreed, except for the 
following items which are agreed as detailed in the supplementary 
appendix received from the Conservative Group, and as set out 
below:

i) Chairman of the Overview Committees £3,360 (70% of BA)
ii) Chairman of Licensing Committee £1,680 (35% of BA)
iii) Chairman of Planning Committee £5,040 (105% of BA)
iv) Vice-Chairman of Planning Committee £1,440 (30% of BA)
v) Chairman of Audit & Standards Committee £1,680 (35% of BA)
vi) Chairman of the Council £5,040 (105% of BA)
vii) Vice-Chairman of the Council £2,016 (42% of BA)
viii)The SRA for Chairman of the Licensing Sub Committee be paid 

to any Member i.e. there be no restriction preventing the 
Chairman & Vice-Chairman of the Licensing Committee from 
receiving the per meeting SRA when they are Chairman of a 
Licensing Sub Committee.

4. That the wording of the Members Allowances Scheme for 
2018/19 be agreed, as attached at Appendix 3, subject to the 
inclusion of the allowance figures agreed by the Council under 
recommendation 3. 

5. That the budget for 2018/19 for Members Allowances be 
amended, as required, to put into effect recommendation 3.
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88 CALENDAR OF MEETINGS 2018/19

The Calendar of Meetings for 2018/19 was agreed.

The meeting ended at 7.20 pm
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CHILTERN DISTRICT COUNCIL

MINUTES of the Meeting of the CHILTERN DISTRICT COUNCIL 

held on 11 APRIL 2018

PRESENT: Councillor P Shepherd - Chairman of the Council
G Harris - Vice-Chairman of the 

Council

Councillors: A Bacon
J Burton
J Cook
I Darby
M Flys
C Ford
A Garth
J Gladwin
M Harker
M Harrold
C Jackson
C Jones
P Jones
J MacBean
P Martin
V Martin

Councillors: S Patel
D Phillips
N Rose
C Rouse
J Rush
L Smith
M Smith
M Stannard
M Titterington
D Varley
N Varley
H Wallace
J Waters
C Wertheim
F Wilson

The Chairman welcomed to the meeting Councillor Nick Southworth, the new 
Councillor for the Ridgeway District Ward.

APOLOGIES FOR ABSENCE were received from Councillors D Bray, 
E Culverhouse, P Hudson, R J Jones, M Shaw and E Walsh

89 DECLARATIONS OF INTEREST

Councillors I Darby and P Martin declared personal interests in agenda item 4 
as Members of Buckinghamshire County Council.

90 MODERNISING LOCAL GOVERNMENT IN BUCKINGHAMSHIRE - 
ANNOUNCEMENT

Buckinghamshire County Council submitted a case for a single unitary model 
of governance for Buckinghamshire to the Secretary of State for Housing, 
Communities and Local Government in September 2016. At the Full Council 
meeting held on 16 January 2017, Members agreed to submit a unitary bid to 
the Secretary of State to deliver a two unitary model. On 12 March 2018, the 
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Secretary of State issued a ‘minded to’ decision in favour of the single unitary 
model proposed by Buckinghamshire County Council. 

The Leader of the Council, Councillor I Darby, presented Members with a 
report asking Members to consider next steps, including the approach to 
making representations to the Secretary of State following his announcement 
on unitary governance in Buckinghamshire. It was noted that the period for 
representations to the Secretary of State would expire 25 May 2018. The 
Leader stressed the continued lack of support for a single unitary authority by 
the four district councils, and consequently for the Secretary of State’s minded 
to decision. The Leader emphasised the fact that this was a minded to decision 
and not a final decision. It was then proposed by Councillor I Darby and 
seconded by Councillor M Stannard: 

Members debated the recommendations. A question was raised as to whether 
the redevelopment of Chiltern Pools leisure centre could be progressed in 
light of the Council’s uncertain future, the Leader advised that until a final 
decision had been made by the Secretary of State, the project would be 
progressed and reviewed in due course in light of what the Secretary of State 
decides. Unlike the future of local government in Buckinghamshire, the 
community need for a new leisure and community facility was certain, and it 
was hoped that any future authority or authorities would recognise this.

1. that the Secretary of State’s minded to decision published on the 12 
March 2018 (Appendix A) be noted;

2. that the Chiltern and South Bucks Joint Committee decision on 4 April 
2018 to make representations to the Secretary of State on behalf of the 
Councils be endorsed;

3. that the Chiltern and South Bucks Joint Committee decision on 4 April 
2018 to delegate the final wording of the representations to the Chief 
Executive in consultation with the Leaders be endorsed;

4. that the Chiltern and South Bucks Joint Committee decision on 4 April 
2018 to delegate authority to the Chief Executive in consultation with 
the Leaders to take such action as deemed necessary to protect the 
best interests of Chiltern and South Bucks residents and communities 
including but not limited to, seeking expert legal advice and lodging of 
legal challenges, communication campaigns, further stakeholder 
engagement and associated activities be endorsed; and

5. to agree an initial budget of £20,000 for each Council to support the 
above actions.
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Councillor P Jones continued to oppose the proposal for two unitary councils 
for the reasons highlighted at the meeting of Full Council 16 January 2017 and 
therefore could not support the recommendations. He felt that residents 
identify with Buckinghamshire as a whole and not any one specific area of 
local administration e.g., the Chiltern District, and urged Members to view the 
new council as a completely new structure and a fresh beginning.

Councillor N Rose spoke in favour of the districts’ proposal and advised 
Members that the north and south of Buckinghamshire faced different issues, 
and that the different needs of the communities should be reflected in the 
structure of local government in Bucks. He supported the recommendations 
as per the report but felt that a budget of £20,000 may not be sufficient. It was 
then proposed by Councillor N Rose and seconded by Councillor C Jones that 
recommendation 5 of the motion be amended to read “to agree an initial 
budget of up to £40,000 for the Council” rather than “to agree an initial 
budget of £20,000 for each Council”.

Councillor H Wallace entered the meeting 18:53.

Councillor A Bacon supported Councillor P Jones in favour of a single unitary 
model and could not support the recommendations to Full Council, 
particularly the proposed increase in the budget figure. He felt that there were 
no new arguments to present to the Secretary of State and that the money 
could be spent on other areas of need.  

A number of members made the point that it was the quality of services to 
local residents that was important, as the financial savings in the context of 
the total budget of any new organisation were not massive. Points were made 
about the County Council’s poor management track record, and that their 
proposal lacked vision and imagination.

In general, Members supported the motion as amended and wanted to ensure 
that appropriate resources were made available so that residents could make 
informed representations to the Secretary of State. Councillor Darby exercised 
her right of reply and summarised that the creation of two unitary councils 
would make key savings whilst ensuring more effective localised services in 
the best interests of the people of Buckinghamshire. The proposal to amend 
recommendation 5 was put to the vote and the amendment was carried. As 
such, Full Council was asked to agree the motion, as recommended by the 
Chiltern and South Bucks Joint Committee and as amended by Full Council.
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The motion as amended was put to the meeting, CARRIED and it was 
therefore

The meeting ended at 7.35 pm

RESOLVED:

1. that the Secretary of State’s minded to decision published on the 
12 March 2018 (Appendix A) be noted;

2. that the Chiltern and South Bucks Joint Committee decision on 4 
April 2018 to make representations to the Secretary of State on 
behalf of the Councils be endorsed;

3. that the Chiltern and South Bucks Joint Committee decision on 4 
April 2018 to delegate the final wording of the representations to 
the Chief Executive in consultation with the Leaders be endorsed;

4. that the Chiltern and South Bucks Joint Committee decision on 4 
April 2018 to delegate authority to the Chief Executive in 
consultation with the Leaders to take such action as deemed 
necessary to protect the best interests of Chiltern and South Bucks 
residents and communities including but not limited to, seeking 
expert legal advice and lodging of legal challenges, 
communication campaigns, further stakeholder engagement and 
associated activities be endorsed; and

5. that an initial budget of up to £40,000 for the Council to support 
the above actions be agreed.
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CHAIRMAN’S DIARY:    16 FEBRUARY 2018 to 4 MAY 2018

23 February - SBDC Chairman’s Annual Reception, Stoke Park - Chairman and Vice Chairman

attended. 

25 February - Poppy Appeal Reception, British Legion Amersham 

1 March - Service Charter Launch with CAB, KGV House, Amersham

2 March - Closing of old and opening of new Crown Court, Aylesbury

9 March - Chairman’s Annual Reception, KGV House, Amersham

15 March - CDC Community Awards Ceremony, Amersham

16 March - Milton Keynes Mayor’s Civic Reception, Milton Keynes

23 March - Young Enterprise Chiltern Area Showcase, Dr Challoners High School, Little Chalfont

14 April - Annual Scouting Dinner, High Wycombe

15 April - RAF 100 Years Celebration Church Service, Chesham

19 April - WDC Chairman’s Annual Reception, Danesfield House -Vice Chairman attended

24 April - Amersham Residents Association AGM

25 April - BCC Chairmans Charity Event, Dorney Wood

26 April - BCC Chairman’s Annual Reception, RAF Halton – Vice Chairman attended
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Chiltern District Council – Full Council 15 May 2018
South Bucks District Council – Full Council 16 May 2018

SUBJECT: Revised Financial Procedure Rules

REPORT OF: Head of Finance Rodney Fincham

RESPONSIBLE 
OFFICER

Head of Finance Rodney Fincham

REPORT AUTHOR Head of Finance Rodney Fincham   01494 732260
rfincham@chiltern.gov.uk

WARD/S 
AFFECTED

All

1. Purpose of Report

1.1 To approve the revised Financial Procedure Rules.

RECOMMENDATION

1. The revised Financial Procedure Rules contained in Appendix A are 
approved.

2. Reason for Recommendation

2.1 The proposed changes are intended to clarify the Financial Procedure Rules and 
ensure they remain fit for purpose.

3. Consultation

3.1 The CDC Audit & Standards Committee and the SBDC Audit & Standards 
Committee considered a report on changes to the Financial Procedure Rules at their 
meeting on the 8th and 15th March 18 respectively.

3.2 The agreed proposed amendments are shown in tracked changes in the Appendix, 
and are now presented to Full Council for approval.

4. Options

4.1 Members have the option of not approving the proposed changes to the Financial 
Procedure Rules, or indeed proposing other changes.
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Chiltern District Council – Full Council 15 May 2018
South Bucks District Council – Full Council 16 May 2018

5. Corporate Implications

5.1 There are no direct financial or legal implications.

6. Links to Council Policy Objectives

6.1 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

7. Next Step

7.1 Any changes to the Financial Procedure Rules require the agreement of Council.

7.2 If changes are approved then the Financial Procedure Rules will be amended and 
officers of both Councils will be informed of the changes.

Background 
Papers:

Report to
CDC Audit & Standards Committee  8 March 18
SBDC Audit & Standards Committee 15 March 18
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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 201516 May 2018 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. 
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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. 

 

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 
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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. 

 

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.  

Page 37

Appendix 



Financial Procedure Rules 8 

 

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 

 

 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 20112015. 

 

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. 
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 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. 

 

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. 
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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  

 

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. 
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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 ESTIMATESBUDGET 

 

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 Budgets 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 EstimateBudget. 

 

55. Where any cost centre (revenue or capital) is likely to vary from it’s approved 

net budgetoverspend 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, and this variance is not due to 

factors outside of the control of the budget manager, the Director/Head of 

Service concerned, after consultation with the Director of Resources, will inform 

Page 41

Appendix 



Financial Procedure Rules 12 

the Portfolio Holder of a request for a Supplementary EstimateBudget. The 

request for a Supplementary Estimate Budget will be the subject of a report to 

the Cabinet and onward recommendation to the full Council. 

 

55A If a new grant is received in year, or the amount of grant changes from the 

original estimate, then the relevant Head of Service has authority to spend this 

new grant amount without having to obtain a Supplementary Budget. 

 

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: 
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 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, 

 

 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 and financial sustainability. 

 

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.  
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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 

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, equipment and 

vehicles. 

 

79A Capital expenditure is incurred in pursuance of the Council’s agreed Capital 

Strategy. The Capital Strategy will set out the Council’s priorities that the Capital 

Programme is seeking to advance, and demonstrate the financial sustainability 

of the programme. 

 

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

Programme in the context of the Capital Strategy, and will make such 

amendments as they consider desirable before recommending them 

programmes for approval by full Council. 

 

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

provides authority to incur capital expenditure unless otherwise stated (for 

instance approval could be subject to approval of the final business plan).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. 

 

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. 
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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. 
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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 Directors and Heads of Service areRisk Management Group is responsible 

for reviewing risk and business continuity arrangements. This group will review 

key operational risks monthly, and strategic risks at least annually.gularly 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. 
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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. 

 

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.  
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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. 

 

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. 
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 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. 

 

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 
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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 Protected Disclosure Policy (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. 

 

 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 

Page 52

Appendix 



Financial Procedure Rules 23 

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. 

 

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 
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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. 

 

C9 INVENTORIES 

 

Equipment 
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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. 
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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. 

 

C10 ASSET DISPOSAL 

 

Stock, Stores, Vehicles and Equipment 

 

174. Stock, Vehicles and Equipment, stock and stores will be disposed of in 

accordance with the following procedure: 

 

Under £10,000 

 

 Sale of surplus stock, vehicles 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, vehicles 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, vehicles and equipment with an estimated value above 

£10,000 – Director of Resources to approve the method of sale. 

 

 Write off of stock, vehicles 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, unless otherwise delegated in the Council’s Scheme 

of Delegation. 

 

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.  
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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 Members 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 to Cabinet on treasury management for presentation 

by 30 September of the succeeding financial year. 

 

182. Working procedures are detailed in the Treasury Management Practices 

document. 

 

C12 STAFFING 

 

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

National Insurance and Pension Scheme contribution rates 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 £120,000 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. 
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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. 

 

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 or Head of Finance 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 
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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.  

 

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. 
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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. 

 

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. 
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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. 

 

 * These limits are inclusive of VAT. 

 

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: 

 

 Cardholder details must only be input directly into payment software / 

machines / devises. They must never be written down or stored elsewhere. 

 

 Retention periods for card holder data must be specified 

 

 Arrangements for the secure disposal of card holder data must be in place 

 

 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. 
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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 24312 and 24413 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. 

 

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 
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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 inclusive of VAT) 

 

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.  
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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. 

 

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 Human Resources 

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. 
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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 Human 

Resources 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. 

 

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 a Head of Service or Director. 

 

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 Human Resources Team before payment is made. 
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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. 

 

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 
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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. 

 

Page 69

Appendix 



Financial Procedure Rules 40 

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. 
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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. 

 

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 
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 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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Chiltern District Council                                                                                    Full Council 
                                                                                                                            15 May 2018

                                                   

SUBJECT: Joint Working - Appointment of a Joint Overview and Scrutiny 
Committee 

REPORT OF: Chief Executive Bob Smith
RESPONSIBLE 
OFFICER

Jim Burness, Director of Resources

REPORT AUTHOR Joanna Swift, Head of Legal and Democratic Services 
WARD/S 
AFFECTED

None

1. Purpose of Report

To agree the recommendation from the Chiltern and South Bucks Joint Committee and 
Governance and Electoral Arrangements Committee that a new joint committee be 
established with responsibility for discharging overview and scrutiny functions in 
relation to the functions delegated to the Joint Committee. For the avoidance of doubt 
the recommendations below will not affect the existing overview and scrutiny 
arrangements in place for items which are not delegated to the Joint Committee.

RECOMMENDATION 
 
Subject to South Bucks District Council approving the same recommendations at 
their meeting on 16 May,        

1. That pursuant to section 102 of the Local Government Act 1972 the 
Councils agree to appoint a Joint Overview and Scrutiny Committee 
with authority to discharge the Councils’ overview and scrutiny 
functions in relation to the functions delegated to the Chiltern and 
South Bucks Joint Committee  as set out in the terms of reference at 
Appendix 1 to this report

2. That the rules of procedure for the Joint Overview and Scrutiny 
Committee be agreed as set out in Appendix 2

3. The Council’s constitution and respective Cabinet Procedure, Access 
to Information and Overview and Scrutiny Procedures Rules be 
amended to reflect the new Joint Committee

4. That the Head of Legal and Democratic Services be authorised to 
make the necessary  amendments to the IAA to reflect the above 
decisions in consultation with the Chief Executive and respective 
Cabinet Leaders
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2. Reasons for Recommendation

To ensure the overview and scrutiny function in relation to the next phase of joint 
working arrangements remains efficient and effective. 

3.    Content of Report

3.1 The Joint Committee (JC) was set up under the Inter-Authority Agreement in January 
2012. Its terms of reference were amended in 2015 to include responsibility for 
making decisions and recommendations in relation to the Chiltern and South Bucks 
Joint Local Plan. Now that Phase 2 of joint arrangements is complete the JC is 
tasked with establishing and monitoring performance indicators for the 
arrangements, as well as taking forward Phase 3 Stronger in Partnership including 
the Customer Experience Strategy and progressing the joint Local Plan. It is 
therefore appropriate to review and update the Councils’ overview and scrutiny 
functions in relation to those items delegated to the JC e.g. joint working 
arrangements moving forward.

3.2 All local authorities with executive (cabinet) arrangements must have at least 1 
overview and scrutiny committee with power to review cabinet decisions and make 
recommendations on the discharge of cabinet functions. Where certain cabinet 
functions are delegated to a joint committee of both Councils (as it the case at 
Chiltern and South Bucks), the responsibility for discharging overview and scrutiny 
functions in respect of these arrangements can become unclear and fragmented. 
There is, for example, potential for the same JC decision or function to be reviewed 
by 2 separate overview committees, making different comments and 
recommendations and reporting back to their respective Councils.    

3.3 A solution adopted by other authorities implementing shared services, and  
recommended to Full Council by the JC and Governance and Electoral 
Arrangements Committee, is to appoint a joint overview and scrutiny committee. 
This joint committee would have specific authority to scrutinise and make 
recommendations only on those decisions taken, and functions discharged, by the

            JC. All the other functions discharged by the respective Cabinets at each Council 
would continue to be scrutinised under each Council’s existing overview and 
scrutiny arrangements. 

3.4 Proposed terms of reference the proposed joint overview and scrutiny committee 
are attached at Appendix 1. The size of the committee is matter of discretion and 
this was considered by Governance and Electoral Arrangements Committee who 
agreed that 5 members from each Council was appropriate with a quorum of 4 
comprising a minimum of 2 members from each Council. The joint overview and 
scrutiny committee cannot include members of the cabinet and political balance 
rules apply. It is proposed that co-Chairman be appointed and that chairmanship 
and meeting venues will alternate. 
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3.5 The procedural rules under which a joint overview and scrutiny committee works  
also need to be agreed and consequential amendments made to the current 
procedural rules at both Councils. Proposed rules of procedure are therefore  
attached at Appendix 2 for approval. These are based on the rules which apply to 
the existing overview and scrutiny committee but incorporate provisions necessary 
to reflect the joint arrangements.

4.      Consultation

4.1 The JC considered this matter on 24 July 2017, and made the above 
recommendations to the respective Full Council meetings, subject to the 
consideration and comments of both Councils’ Governance and Electoral 
Arrangements Committees, as the proposal requires amendments to both 
Constitutions.

4.2 The Governance and Electoral Arrangements Committee at Chiltern District Council 
considered the recommendations at their meeting on 6 September 2017. These 
were agreed subject to the joint committee comprising 5 members from each 
Council and the quorum being 4 with a minimum of 2 members from each Council.  
This is reflected in the proposed terms of reference at Appendix 1.  The 
recommendations including committee size and quorum were considered and 
agreed by the Governance and Electoral Arrangements Committee at South Bucks 
District Council on 7 March 2018.. 

5. Corporate Implications

Financial – There are no financial implications arising directly from this report  
Legal – As set out in the report
Risks issues – None specific  
Equalities  - None specific

6.  Links to Council Policy Objectives

There are no direct links to the policy objectives. But an efficient and effective 
decision-making process accords with best practice and good governance generally. 

7.   Next Steps

If both Councils agree to establish the new joint committee member appointments 
can be made to it and the respective Constitutions amended as necessary. 

Background Papers: None except those referred to in the report
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  APPENDIX 1 

Chiltern and South Bucks Joint Overview and Scrutiny Committee (JOSC) 

Enabling Powers

This Committee is established under the provisions of Section 102 of the Local Government 
Act 1972.

1. TERMS OF REFERENCE

The JOSC is authorised to discharge the overview and scrutiny functions of the Councils of 
Chiltern and South Bucks conferred by section 9E of the Local Government Act 2000 in 
relation to the functions delegated to the Chiltern and South Bucks Joint Committee (JC).  

2.  GENERAL ROLE

a)       to perform overview and scrutiny functions on behalf of the two Councils in relation to 
the functions delegated to the JC 

b) to appoint such Sub-Committee or Working Groups as it considers appropriated to 
fulfil the overview and scrutiny functions 

c)      to receive each Councils’ annual overview and scrutiny work programmes  

d)   to receive requests from the Joint Staffing Committee and Joint Planning Policy 
Reference Group to carry out additional work  and determine whether to proceed with 
such requests 

e)     to make an annual report to both Councils on work undertaken and recommend the 
annual work programme for the next municipal year 

2.      RULES OF PROCEDURE

Membership of the Committee

2.1 The Councils shall appoint 5 members to the JOSC (politically balanced), appointed in 
accordance with the respective Councils local procedure rules including their period of 
office, vacancies arising and related matters.

2.2 The Committee shall be re-constituted at each Council’s Annual Meeting as may be 
required by them

2.3 Each Council shall be entitled to change its appointees during the municipal year

 Chairman and Vice Chairman
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2.4 The JOSC shall elect co-Chairman at their first meeting in each municipal year. The 
Chairmanship of the Committee shall alternate between the Councils each meeting. 

          Quorum

2.5 The quorum of a meeting of the JOSC shall be 4 provided that there shall be 2 
members present from each Council.

Venue for Meetings

2.6 The venue for meeting of the JOSC shall normally alternate between the Councils’ 
offices

Amendments to the Terms of Reference (Functions and Remit) 

2.7 The Councils may amend the terms of reference and/or membership of the JOSC from 
time to time.  Any such amendment shall be agreed in writing by reference back to 
each full Council, taking into account any recommendation from the JOSC. 

Application of Procedure Rules

2.8 Rules 5, 6, 12, 13, 16 (save for Rule 16(2) the Chairman shall not have a casting vote), 
17, 18, 19, 20 and 21 the South Bucks District Council Procedure Rules shall apply to 
the meetings of  the JOSC, and which for the avoidance of doubt are the same as  
Rules 5, 6, 11, 12, 14 (save for Rule 14(2), the Chairman shall not have a casting vote), 
15, 16, 17, 18 and 19 of the Chiltern District Council or in so far as they include 
additional provisions or more generous provisions i.e. time limits on speeches, the 
additional and more generous rules shall so apply.
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APPENDIX 2

Joint Overview and Scrutiny Procedure Rules

1. Application of Rules

These Rules apply to the Joint Overview and Scrutiny Committee (“JOSC”) and any ad hoc Sub-
Committees of the JOSC.

2. Terms of Reference and Membership

2.1 The Councils’ will have a JOSC to discharge the overview and scrutiny functions of both 
Councils in relation to the functions delegated to the Chiltern and South Bucks Joint 
Committee (“JC”) and appoint members to the JOSC on an annual basis.

2.2 The JOSC may appoint such Sub-Committees or Working Groups as it sees fit.

2.3 The JOSC will comprise five members from Chiltern District Council and five members from 
South Bucks District Council and shall not include members of either Council’s Cabinet. 

2.4 Any members (except members of the Cabinet) may be members of the JOSC. However, no 
members may be involved in scrutinising a decision in which they have been directly 
involved, for example as a decision-maker or advisor.

3. Meetings

3.1 There shall be at least four Ordinary Meetings of the JOSC in each Council year.  

3.2 In addition, Extraordinary Meetings of the JOSC may be called from time to time as and 
when appropriate.  An Extraordinary Meeting of JOSC may be called by :- 
a) the Joint Chairman, in agreement, requesting in writing that the Director of Resources call 
a meeting, or
b) any four Committee Members, being at least one from each Council, signing a requisition 
and presenting it to the Joint Chairmen.
If the Joint Chairman fail to call a meeting within 7 calendar days of receiving a requisition 
under b) above the Committee Members may provide notice in writing to the Director of 
Resources, who will comply with that request unless he/she considers that the matter can 
be dealt with at the next Ordinary Meeting.

3.3 The quorum for meetings of the JOSC shall be four and include at least two members from 
each Council.

3.4 The JOSC shall elect co-Chairman at their first meeting in each Council year. The 
Chairmanship of the Committee shall alternate between the Councils each meeting. 

3.5 The venue for meetings of the JOSC shall normally alternate between the Councils’ offices
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3.6 Meetings will be conducted in accordance with the following Council Procedure Rules :-
Rules 5, 6, 12, 13, 16 (save for Rule 16(2) the Chairman shall not have a casting vote), 17, 18, 
19, 20 and 21 the South Bucks District Council Procedure Rules shall apply to the meetings 
of  the JOSC, and which for the avoidance of doubt are the same as  Rules 5, 6, 11, 12, 14 
(save for Rule 14(2), the Chairman shall not have a casting vote), 15, 16, 17, 18 and 19 of the 
Chiltern District Council or in so far as they include additional provisions or more generous 
provisions i.e. time limits on speeches, the additional and more generous rules shall so 
apply

3.7 All meetings will be in public in accordance with the Access to Information Rules except 
when confidential or exempt items of business (as defined in Section 100C of the Local 
Government Act 1972), are under consideration.  

4. Work Programme

4.1 The JOSC will be responsible for proposing its own work programme and in so doing shall 
take into account the views of all members of the Committee regardless of political group.

4.2 Approval of the JOSC work programme is the responsibility of the Councils and will be 
considered and determined by each Council at their May meetings each year, for the 
following Council year.

4.3 Items may be added to the work programme during the year where appropriate. Requests 
for the inclusion of additional matters will initially be considered by the Joint Chairmen 
having regard to the Councils’ joint strategic objectives and the ability of the JOSC to have 
influence or add value on the subject. A recommendation on a request will be made to the 
next JOSC meeting for consideration and determination. Consideration should also be given 
to the capacity of the Committee and resources available. Any changes to the work 
programme should be reported to the Councils’ mid-year for noting.

5. Agenda Items

5.1 A member of the JOSC shall be entitled to request that an item be added to the work 
programme in accordance with paragraph 4.3 above. Should the Joint Chairmen fail to 
include the item on the agenda at the next available meeting the member may give written 
notice to the Director of Resources that they wish an item relevant to the functions of the 
JOSC to be considered by the Committee.  On receipt of such a request the Director of 
Resources will ensure that it is included on the agenda for the next available meeting.

5.2 Any member of the Council who is not a member of the JOSC may, on a maximum of four 
occasions in any Council year, give written notice to the Director of Resources that they 
wish an item relevant to the functions of the JOSC to be included on the agenda for the 
next available meeting of the Committee.  On receipt of such a request the Director of 
Resources shall consult the Joint Chairmen who will follow the procedure in paragraph 4.3 
above.  Should the Joint Chairmen fail to include the item on the agenda at the next 
available meeting of the Committee the member may give written notice to the Director of 
Resources that they wish an item relevant to the functions of the JOSC to be considered by 
the Committee.  On receipt of such a request the Director of Resources will ensure that it is 
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included on the agenda for the next available meeting. The Committee will then consider 
whether or not to include the item on the work programme.  If the Committee decides not 
to include the item the member will be notified of the reasons.

5.3 The JOSC shall also consider any request from the Councils or the JC to undertake scrutiny 
review or policy development work on their behalf and shall adjust its work programme to 
the extent necessary to carry out such a review or development.  If the work was requested 
by the JC, the reporting back of the findings and recommendations will be in accordance 
with Rule 7 below.  If the review was requested by the Councils, the JOSC’s report with its 
findings and recommendations will be provided to the Director of Resources who shall 
include the report on the agenda for the next available meetings of the respective Councils.  

5.4 With the prior consent of the Cabinet Leaders the JOSC may consider a report relating to 
the discharge of a JC function prior to the matter being considered by the JC.

5.5 Where a report is considered by the JOSC prior to the matter being considered by the JC in 
accordance with Rule 5.4 above:

1) Rule 10 (Call-In) shall no longer apply to any decision subsequently made by the JC 
on that report; and

2) Rule 6 below shall not apply and the JC will be notified of the recommendations of 
the JOSC by the Director of Resources appending a copy of the minutes of the 
JOSC to the officer’s report or tabling a copy of the minutes at the meeting of the 
JC.

6. Reports from JOSC to the JC

6.1 Once the JOSC in exercise of its overview and scrutiny role has formed a recommendation 
in relation to any matter falling within its terms of reference and which relates to a JC 
function, the Joint Chairmen will prepare a formal report (called a “Joint Chairmen’s Report”) 
and submit it to the Director of Resources for consideration by the JC.  The Director of 
Resources will, subject to Rule 6.3 below, place it on the agenda for the next available 
meeting of the JC.

6.2 The JC will consider the Joint Chairmen’s Report at its next scheduled meeting, unless the 
matter is urgent when the Director of Resources shall convene a meeting of the JC in order 
that a report on the urgent matter can be considered.

6.3 If for any reason the JC fails to consider a Joint Chairmen’s Report at the scheduled JC 
meeting the report will stand referred for discussion at the next Ordinary Meetings of the 
Councils.  

6.4 Once a Joint Chairman’s Report been considered by the JC, the Cabinet Leaders will 
respond in writing (called a “JC Response”) and provide a copy to the Director of Resources, 
giving the concluded views of the JC thereon.  The Director of Resources will place the JC 
Response on the agenda for the next available meeting of the JOSC.
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7. Rights of Overview Committee Members to Documents

7.1 In addition to their rights as Members of the Council, Members of the JOSC will have the 
additional rights to documents and to notice of meetings of the JC as accorded to members 
of overview and scrutiny committees described in the Access to Information Rules of the 
Councils’ respective Constitutions.

8. Members and Officers Giving Account

8.1 The JOSC may scrutinise and review decisions made or actions taken in connection with the 
discharge of any JC functions falling within its Terms of Reference.  In addition to reviewing 
documentation, it may require the Cabinet Leaders and any member of the JC, the Head of  
Paid Service and any Director or Head of Service to attend before it to explain, in relation to 
matters within their remit :-

1) Any particular decision or series of decisions;

2) The extent to which the actions taken implement Council policy; and/or their 
performance;

3) And it is the duty of those persons to attend if so required.

8.2 Where any Member or officer is required to attend a meeting of the JOSC under this 
provision, the Joint Chairmen of JOSC will notify the Director of Resources in writing.  The 
Director of Resources will then notify the Member or officer concerned giving at least 7 
days’ notice of the meeting at which he/she is required to attend.  The notice will state the 
nature of the item on which he/she is required to attend to give account and whether any 
papers are required to be produced for the Committee.  Where the account to be given to 
the Committee would require the preparation of a report, then the Member or officer 
concerned will be given sufficient notice to allow for this to be done.  

8.3 Where, in exceptional circumstances, a Member or officer is unable to attend on the 
required date, then the  JOSC shall in consultation with the Member or officer concerned, 
arrange an alternative date for attendance to take place within a maximum of six weeks 
from the date of the original request.

 9. Attendance by Others

 9.1 The JOSC may invite persons other than those referred to in Rule 8 above to address it 
and/or answer questions.  It may for example wish to hear from residents, stakeholders and 
members and officers in other parts of the public sector. In respect of Council officers this 
shall not extend to officers below Head of Service level without the agreement of the Head 
of Paid Service or relevant Director.

10. Call-In of a JC Decision
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10.1 When a decision is made by the JC and the decision has been published on the Council’s 
website and made available in accordance with the Access to Information Procedure Rules, 
subject to the provisions of this paragraph, it is subject to call-in. 

10.2 The record of decision will include the date on which it is published and subject to general 
exceptions, will specify the date on which the decision will come into force, and may be 
implemented unless called in. 

10.3 A decision may be called in:-:

1) If it conflicts with the Councils’ joint policies;

2) If it conflicts with the Councils’ budget strategy; and

3) There is evidence to suggest the principles of decision-making as set in the 
Councils’ constitutions have not been complied with (for example the absence of 
consultation).

10.4 During the period between a decision being made and coming into force:

1) The  Democratic and Electoral Services Manager shall call-in a decision for scrutiny if any 
three Members in total from either Council, submit to the Democratic and Electoral 
Services Manager by email to democraticservices@ southbucks.gov.uk, a request for a 
matter to be called in. Such a request is to be made by 5.00pm on the fifth clear working 
day from the day on when the record of decision is published. The request must include 
the reasons for the call-in

2)  Upon receipt of the request the Democratic and Electoral Services Manager shall consult 
with the co-Chairman and shall determine whether or not the call-in is in accordance 
with the requirements of these rules. The Democratic and Electoral Services Manager 
shall notify the Members who made the request of the determination within 2 clear 
working days of the request being received

3) If the call-in is accepted the JC decision will be put on hold pending referral to the JOSC

4) The Director of Resources shall within 10 clear working days of the call-in being 
accepted, after consultation with the co-Chairman, call a meeting of the JOSC. Such 
meeting is to be held on such date as the Director of Resources shall determine, but to 
be held as soon as is reasonably practicable.

11. Call-In and Urgency

11.1 The call-in procedure set out in Rule 10 above shall not apply where the decision being 
taken by the JC is urgent.  A decision will be regarded as urgent if a delay in implementation 
would be highly likely to result in significant loss of income, additional expenditure or  
reputational damage or prevent the Councils from meeting their legal obligations.
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11.2 The record of a decision made by the JC shall state why it is reasonable in all the 
circumstances to treat the decision is an urgent one, and therefore not subject to call in.  

11.3 Decisions in accordance with this procedural rule must be reported to the next available 
meetings of each Full Council.

13. Procedure at Overview Committee Meetings

13.1 A JOSC meeting shall consider the following business in the following order:

1) Minutes of the last meeting;

2) Declarations of interest (including disclosable pecuniary and personal interests);

3) Consideration of any matter referred to the Committee for a decision in relation to 
call-in of a decision

4)            A Cabinet Response to a co- Chairman’s Report; and

4) The business otherwise set out on the agenda for the meeting.

13.2 JOSC meetings are to be conducted in accordance with the following principles :-

1) The scrutiny will be conducted fairly and all members of the Committee will be given 
the opportunity to ask questions of attendees and to contribute and speak;

2) That those assisting the Committee by giving evidence will be treated with respect 
and courtesy; and

3) That the meeting will be conducted so as to maximise the efficiency 

4) To be constructive and positive, adopting non-confrontational and inquisitorial 
techniques

13.3 A member who has raised a matter referred to the JOSC may attend the meeting of the 
Committee where the matter is discussed unless the  matter to be discussed includes 
confidential or exempt information. The Committee will in any event notify the relevant 
member of its decision and the reasons for it – subject the exclusion of confidential or 
exempt information.

13.4 Where the JOSC completes its consideration of a matter it will decide whether to make any 
recommendations to Cabinet/Council/publish its report.
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