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1. INTRODUCTION
1.1 	This document sets out the manner in which Burnham Parish Council has delegated its powers; and the terms of reference for committee, sub committees and working group of the council.

1.2 	The legal basis for this is The Local Government Act 1972, section 101, which gives a parish council power to delegate decisions to a committee or officer.

1.3 	The intention of the delegation scheme is that the Council should act with all reasonable speed, whilst providing sufficient oversight. Decisions should be taken at the most suitable level, and officers should have appropriate power over the day-to-day administration of the Council.

2. SCOPE

2.1 Council Functions
The following matters are reserved to the Council for decision, notwithstanding that the appropriate committee(s) may make recommendations for the Council’s consideration. These functions shall be in accordance with the Council’s Standing Orders and Financial Regulations.

a) Approving the annual budget and setting the precept.
b) Approving the annual return, and internal and external audit reports.
c) Authorising all borrowing.
d) Adopting and making any amendments to the Standing Orders, Financial Regulations, the Code of Conduct, and the Scheme of Delegation.
e) Making orders under any statutory powers.
f) Making, amending, or revoking by-laws.
g) Establishing committees and determining their terms of reference, and membership.
h) The appointment to or co-option on a Committee or Sub-Committee of a person not a member of the Council or the Committee.
i) Appointing or nominating Council representatives to outside bodies.
j) Creating, approving, or reviewing a neighbourhood plan.
k) Appointing, dismissing and formal line management of the Parish Clerk.
l) The decision to prosecute or defend in a court of law, save where such a prosecution is of a debtor being carried out through the small claims process.
m) Approving the Annual Governance and Accountability Return (AGAR) for sending to the external auditor.
n) Determining the Councils’ insurance and banking arrangements.
o) Confirming and amending formal council policies
p) All other matters which must, by law, be reserved to the full Council.




2.2 Delegation to committees
The remit of a committee, including all delegated duties, shall be determined by its terms of reference. These are included as appendices to this scheme of delegation.

This shall not prevent the Council from time to time exercising such control as it sees fit over any such delegated matter.

Each committee shall be authorized, in accordance with the Council’s Standing Orders, to establish sub-committees and working groups, and to determine their terms of reference; provided that these lie within the Committee’s own terms of reference.

2.3 Delegation to Parish Clerk
The Parish Clerk acts as the Council’s Proper Officer and Responsible Finance Officer (s.151 Officer), and is responsible for all statutory duties imposed upon these two offices. These include:

a) Confirming the receipt of declarations of acceptance of office.
b) Retaining a copy of every councillor’s register of interests.
c) Signing notices or other documents on behalf of the Council (other than legal and financial documents requiring the signatures of members of the Council).
d) Signing summonses to attend meetings of the Council.
e) Keeping a proper record for all meetings.
f) Ensuring the Council meets its obligations in accordance with the Accounts and Audit Regulations in force at the time.
g) The proper administration of the Council’s financial affairs, including ensuring the Council has an adequate and effective system of internal control.
h) Producing all financial management information, including, completing the annual financial statements of the Council.

In addition, the Parish Clerk has the delegated authority to undertake the following matters on behalf of the Council:

a) The day-to-day administration of services, together with routine inspection and control of assets and procedures.
b) The implementation and interpretation of all Council policies and procedures, except where that role is specifically given elsewhere within the policy or by the direction of the Council.
c) Recruiting and managing all Council staff, directly or indirectly.
d) Authorising all routine expenditure within the agreed budgets, including grant funding for a specific agreed purpose, excepting that contracts with an annual value in excess of £5,000 be referred to the relevant committee or the Council for approval.
[bookmark: _Hlk190431692]e) Taking reasonable actions to secure the Council’s assets or position or for urgent and essential health and safety, or other actions that are urgent and necessary and are not reserved to full council or outside of the council’s powers; and authorising expenditure up to £5,000 (or such amount as laid down in the Council’s Financial Regulations) which is necessary to carry out any repair, replacement or other work which is of such extreme urgency that it must be done at once, whether or not there is any budgetary provision for the expenditure. The Clerk shall report the action to the Council as soon as practicable thereafter
f) Postponing any meeting, or calling any additional meeting of the Council or any Committee, as necessary, in consultation with the Chair of the Council or appropriate committee.
g) Responding to any correspondence requiring or requesting information, where they relate to previous decisions or established policy of the Council, or fall within delegated authority, and do not require a new opinion to be taken by the Council or its committees.
h) Managing the provision of Council services, buildings, land, and resources (indirectly where service managers have delegated responsibility), including the temporary closure of any such facilities, as may be required.
i) Dealing with dispensation requests from members, under the Code of Conduct.
j) Dealing with staffing and disciplinary matters, in accordance with the Council’s Staff Handbook.
k) Prosecuting a debtor, where such prosecution is through the small claims process.
l) Authorising the issue of press releases on any Council activity, and editorial control of the Council’s website and social media content, where they relate to previous decisions or established policy of the Council, or fall within delegated authority, and do not require a new opinion to be taken by the Council or its committees.
m) Applying for any grants and other funding on the Council’s behalf, provided that any committed match funding is within budget or has been duly authorised.
n) The disposal, sale or leasing of any equipment or consumables, save where the estimated value of any one item of tangible movable property exceeds £1000.
o) Entering into negotiations on any matter in respect of the Council, it being understood that the Parish Clerk shall not be authorised to confirm any agreement without the consent of the Council or relevant committee.
p) Replying to consultations, including on planning and licensing matters, where the deadline date does not allow consideration by the appropriate committee or Full Council, in consultation with the Chair of the Council or appropriate committee.
q) Responding to strategic planning matters in consultation with the Strategic Planning Working Group, and consulting with Full Council where time and expediency allows.
[bookmark: _Hlk197416354][bookmark: _Hlk190431220][bookmark: _Hlk193279841]r) Authorizing virements of up to £1000 between different budgets, provided that they do not increase the overall budget and are reported to the Policy & Resources Committee at the next available meeting.
[bookmark: _Hlk191466890]s) Authorizing budgets to be carried forward into the next financial year, provided they will be spent within two months, where bills for work placed before the end of the financial year are expected to arrive after the end of the financial year.
t) Granting permission for dignitaries of other bodies to wear chains of office or similar insignia to events within the Parish, in consultation with the Chair of the Parish Council.
u) Signing documents on behalf of the Council except where legislation or council policy provides that these must be signed by Councillors.
v) Giving the Council’s consent or approval, or making declarations on behalf of the Council, under the terms of leases or other agreement signed by the Council; consulting or referring to the Council for decision where it is appropriate and proportionate.
w) Dealing with such other matters as specifically delegated by the Council or committee.
x) Delegating duties to a subordinate officer, save where such duties are required to be carried out directly by the Proper Officer or Responsible Finance Officer, by statute, or Council direction.

All delegation of duties is at the discretion of the Council, save where such delegation is required by statute.

2.4 Delegations to Deputy Parish Clerk 				
In the absence of the Parish Clerk, the Deputy Parish Clerk shall act as Proper Officer. In that capacity they may exercise all powers delegated to the Parish Clerk, both as Clerk and as Responsible Financial Officer, where:
i. it is necessary and expedient for them to do so AND 
ii. it is not proportionate and necessary to contact the Parish Clerk OR the Clerk has been consulted and is happy with the proposed course of action.
The Clerk may additionally delegate some of their financial powers to the Deputy Clerk in accordance with Financial Regulations; which provide that such delegation must be in writing, in accordance with the scheme of delegation, not exceed the Clerk/RFO’s own powers to authorise payments, and be related to specific named budgets or budget areas. Such a delegation applies whether the Clerk is present or absent.

This is in addition to the Clerk’s power to delegating duties to a subordinate officer under 2.3 x) above, which applies whether or not the Clerk is absent.

2.5 Delegation to Hall General Manager

The Hall General Manager shall be responsible for the day-to-day management of Burnham Park Hall, car park, and surrounds, and activities and hires that take place in the Hall. This shall include:

a) Managing all bookings, and events for the Hall, within budget.
b) Appointing and dismissing zero hours staff (i.e. those not on a fixed hours contract), within budget, and in accordance with the Council’s Staff Handbook.
c) Managing Hall staff, including setting rotas, meeting training needs, carrying out annual performance reviews, monitoring staff absence and sickness, making recommendations to the Clerk and Council on remuneration.
d) Appointing and managing all maintenance contracts for the Hall, in consultation with the Parish Clerk, and in accordance with the Council’s Financial Regulations.
e) Incurring revenue expenditure up to the budgeted amount in the Council-approved Burnham Park Hall budget, excepting that contracts with an annual value in excess of £1,000 be agreed with the clerk, and contracts in excess of £5,000 be referred to the relevant committee for approval.
f) Incurring revenue expenditure over and above the budgeted amount on items necessary for hall hires, café sales, bar sales, and in-house events, where such expenditure is necessary to generate income in excess of the budgeted amount.
g) Managing all Halls advertising, promotion, and communication, including website updates and maintenance; social media interaction; press releases; and
event promotion. All communications shall be in accordance with any Council communication or community engagement strategies or policies.
h) The disposal, sale, or leasing of any Halls stock or equipment, save where the estimated value of any one item of tangible movable property exceeds £500, or £1,000 where agreed by the Clerk.
i) The setting of bar and cafe prices, and all deposits, refunds, corkage, bar hire, and other miscellaneous charges except for room hire.
j) Any matters specifically delegated by the Council or Burnham Park Management Committee.
k) Delegating any such duties to a subordinate officer, save where such duties are required to be carried out by the General Manager, at the Council’s, Parish Clerk’s, or Burnham Park Management Committee’s direction.

Any delegation of duties is at the discretion of the Council, Parish Clerk, and Burnham Park Management Committee as applicable.


3. Procedure review
This scheme of delegation will be reviewed on an annual basis and be approved at the annual meeting of the council, and otherwise from time to time by the Full Council as is necessary and expedient.














Appendices: terms of reference

Committees in General
The Committees below, but not the Sub Committees or Working Groups, are ‘Standing Committees’ within the meaning of Standing Orders. Within their areas of responsibility, as detailed below, all committees shall have the authority to:
· Appoint their own Chair and Vice Chair.
· Recommend annual budgets and review and monitor the financial performance and budget.
· Spend within revenue budgets up to £5,000.
· Make non-financial decisions regarding their areas of responsibility, other than establishing or amending formal council policies or where reserved to Full Council under statute or this scheme.
· Appoint sub-committees or working groups and set their terms of reference, provided that these lie within the Committee’s own terms of reference.
· Make recommendations to Full Council, including on spending decisions and council policy.

Additional powers, along with areas of responsibility, are outlined below for each committee.

Notwithstanding a change of council year, or council elections, the Chairs and Vice Chairs of Committees shall retain those posts until a new Chair or Vice Chair is elected, provided that they continue to be councillors. Where a committee do not have a Chair who is a serving Councillor, the Vice Chair of that committee shall act as Chair, with the same authority, until a Chair is elected.

Where there is no Chair of Vice Chair of a Committee who is a serving Councillor, the Council may appoint an acting Chair and Vice Chair for that Committee to serve, with the same authority, until a new Chair is elected.

Policy & Resources Committee
Membership & quorum
The Committee shall consist of a minimum of 6 and a maximum of 8 members appointed by full council; in addition to the Chair and Vice Chair of the Council as ex-officio members. Up to two reserve members may be appointed in accordance with standing orders. The Committee shall have a quorum of 4.

Additional powers
In addition to the general committee powers outlined above, the committee shall have the power to:
· Spend within revenue budgets up to £12,000, in matters related to its own areas of responsibility or, if urgent, within any budget area.
· Spend from capital budgets up to £12,000.
· Set staff salaries and approve salary increases, if within budget.
· Approve virements between different budgets, provided the overall budget is not increased.
· Accept tenders, including to approve acceptance of a tender other than the lowest.
· Consider and approve grant applications within budget (noting that applications may also be taken at full council).
· Award grants from the Grant Award Scheme (this may be done at Full Council, depending on which meeting is available next).
· Respond to consultations on behalf of the Council (this may be done at Full Council, depending on which meeting is available next)
· Resolve other staffing matters in accordance with Council policies. Staffing matters can be considered by the Staffing Sub-Committee below, but can also be considered by this committee where the Clerk judges it to be necessary and expedient)

Areas of responsibility:
· Recommending the precept and budget to Full Council. 
· Overseeing, monitoring and reviewing:
· The financial performance and budget across all areas of the Council’s work.
· Financial planning.
· Council property.
· Leases and licences. 
· Insurance.
· Council communications including the complaints procedure.
· The administration of council services.
· Risk Management.
· Health and Safety matters.
· Staffing matters including determining numbers, job descriptions, pay scales and working hours, recruitment, training and development of employees in accordance with the Council’s Staff Handbook; except as delegated to the Staffing Sub-Committee or the other Committees.
· 5 Lent Green Lane, including tenancy and rent reviews.
· Training.
· Council strategy and partnerships.
· Reviewing and monitoring the impact of the Code of Conduct.
· Considering and recommending new policies, except where falling directly within another committee’s area of responsibility.
· Making recommendations to Full Council regarding Capital Spending, including the Community Infrastructure Levy and Section 106 Funds.
· Any other matters as appropriate not reserved to Full Council, including those not falling directly within another committee’s area of responsibility where necessary.
· Council Staffing, excepting management matters delegated to the Clerk or other staff (staffing matters can be considered by the Staffing Sub-Committee below, but can also be considered by this committee where the Clerk judges it to be necessary and expedient)
· The Council’s Grant Award Scheme.

Staffing Sub-Committee of the Policy & Resources Committee
Membership & quorum
The sub-committee shall consist of the Chair of the Council, Vice Chair of the Council, and Chair or acting Chair of each Committee. The sub-committee may co-opt additional councillors onto it as required. The Committee shall have a quorum of 3, or half the membership; whichever is higher. The Committee shall be Chaired, ex-officio, by the Vice Chair of the Council.

Powers:
The committee shall have the power to:
· Authorise the Clerk to seek compromise and settlement agreements.
· Approve compromise and settlement agreements on behalf of the council provided that they are within budget.
· Incur expenditure within budget related to recruitment of the proper officer, including taking professional advice on related employment matters.
· Resolve other staffing matters in accordance with Council policies. 

Areas of responsibility: 
· Overseeing, monitoring and reviewing personnel matters as required.
· Advising and monitoring the Clerk with respect to employment disputes and tribunals.
· The recruitment of the proper officer, making a recommendation to the Full Council.
· Council Staffing, excepting management matters delegated to the Clerk / other staff.

Burnham Park Management Committee
Membership & quorum
The Committee shall consist of a minimum of 6 and a maximum of 8 members appointed by full council; in addition to the Chair & Vice Chair of the Council as ex-officio members. Up to two reserve members may be appointed in accordance with standing orders. The Committee shall have a quorum of 4.

Additional powers
In addition to the general committee powers outlined above, the committee shall have the power to agree booking priorities, and grant appropriate exceptions and discounts to charges relating to hire of Burnham Park Hall; giving due regard to the recommendations of the Hall Manager.

Areas of responsibility
· Overseeing, monitoring and reviewing:
· The operations and maintenance of Burnham Park Hall (the Hall).
· Events at the Hall, village green and park.
· Marketing of the Hall.
· Complaints and communications relating to the Hall.
· Making recommendations to full council on Hall hire charges

Recreation and Amenities Committee
Membership & quorum
The Committee shall consist of a minimum of 6 and a maximum of 8 members appointed by full council; in addition to the Chair and Vice Chair of the Council as ex-officio members. Up to two reserve members may be appointed in accordance with standing orders. The Committee shall have a quorum of 4.

Additional powers
In addition to the general committee powers outlined above, the committee shall have the power to agree booking priorities and grant appropriate exceptions to charges relating to hire of Council open spaces; giving due regard to the recommendations of the Clerk.

Areas of responsibility
· Overseeing, monitoring and reviewing:
· The George Pitcher Memorial Grounds and Cherry Orchard Nature Park.
· The Grounds buildings including Cherry Orchard Cottage (the bungalow), the Pavilion (George Pitcher Memorial Ground) and the Pitch Side Cafe
· Parks, play parks and other outside spaces, excepting as specifically delegated to other committees, including nature and trim trails, cemetery and village pond, and the footpaths of Tennis/Bowls Club; and all trees on council land.
· Street furniture including roadside seats, notice boards, bus shelters, footpaths, street lighting, bins etc.
· Public conveniences in Jennery Lane,
· Staffing matters directly related to outside spaces / grounds.
· Making recommendations to full council on hiring charges for the George Pitcher Memorial Ground and other outside spaces.

Planning Committee
Membership & quorum
The Committee shall consist of a minimum of 4 and a maximum of 6 members appointed by full council; in addition to the Chair and Vice Chair of the Council as ex-officio members. One reserve member may be appointed in accordance with standing orders. The Committee shall have a quorum of 3.

Additional powers
In addition to the general committee powers outlined above, the committee shall have the power to make recommendations on all areas within its responsibility directly to Buckinghamshire Council, or to other planning or licensing authorities 

Areas of responsibility
· Planning applications, including pre application discussions.
· Planning enforcement.
· Licencing applications.

Working Groups in General
Within their areas of responsibility, as detailed below, all working groups shall have the authority to:
· Appoint their own Chair and Vice Chair.
· Make recommendations to committees and to Full Council, including on spending decisions and council policy.
· Invite non-members of the working groups to attend, present and discus matters related to the groups’ areas of responsibility.
· Govern their own procedures, including the dates and times of meetings; agendas and notes or minutes; procedures of meetings etc

They shall not have the power to make any binding decisions on the council, or to spend funds; although the Council may delegate such powers to the Clerk in consultation with a working group. Whilst working groups primarily report to Committees, they may also report direct to Full Council as appropriate, either in general or on specific matters.

Strategic Planning Working Group 
Reports to Policy and Resources Committee, and to Full Council

Membership & quorum
The Committee shall consist of the Parish Clerk, up to 6 Parish Councillors, and up to 6 members of the community, with eligibility and the application process decided by the Parish Council. The steering group shall have a quorum of 3, or one third of the membership; whichever is the higher number.

Areas of responsibility
· Acting as the Neighbourhood Plan steering group to progress the neighbourhood plan for Burnham, including collecting evidence, providing guidance to consultants engaged on the plan, advising the Clerk on the expenditure of grant or other allocated funding related to the neighbourhood plan, and making recommendations on formal stages of the plan to the Full Council.
· Leading on strategic planning matters for the Council including the Buckinghamshire Local Plan and other strategic planning documents, a Settlement Strategic Plan, responding to and engaging with major development proposals that are likely to significantly affect Burnham, and other strategic planning matters as are necessary and expedient.
· Considering and leading on appropriate public engagement on the above matters.
As stated above under 2.3 q) the Parish Clerk has the delegated authority to respond to strategic planning matters in consultation with the Strategic Planning Working Group, and consulting with Full Council where time and expediency allows. 
The group’s responsibilities do not prejudice the role of the planning committee in responding to submitted planning applications on behalf of the Council, including strategic applications, as a statutory consultee.

Sustainability, Ecology, and Climate Emergency Working Group (the Eco Group)
Reports to each committee for eco matters relating to that committee’s areas of responsibility, and to Full Council

Membership & quorum
The Committee shall consist of the Parish Clerk, up to 6 Parish Councillors, and up to 6 members of the community, with eligibility and the application process decided by the Parish Council. The steering group shall have a quorum of 3, or one third of the membership; whichever is the higher number.

Areas of responsibility
· Sustainability, ecology and climate; working towards making Burnham Parish Council Net Carbon neutral before 2030 and working to stop nature loss
· The General Duty of Councils to conserve and enhance biodiversity under the Environment Act 2021.
· Working with other organisations and stakeholders in Burnham Village towards the same aims.
· Advising the Clerk on the expenditure of grant or other allocated funding related to sustainability, ecology and climate diversity.

Village Centre Regeneration Working Group
Reports to Policy and Resources Committee

Membership & quorum
The working group shall consist of up to 6 Parish Councillors, and up to 6 members of the community, representing traders or other stakeholders in village regeneration, with eligibility and appointment process to be decided by the Parish Council. The working group shall have a quorum of 3, or one third of the membership; whichever is the higher number.
The Clerk, or another officer designated by them, may attend and contribute to the working group as is appropriate to the agenda and as resourcing allows.

Areas of responsibility
· To engage with traders and other stakeholders on matters related to village centre regeneration.
· To examine good practice in village and town centre regeneration in other communities.
· To investigate and make recommendations on options for village centre regeneration.

Hall Major Works Working Group
Reports to Burnham Park Management Committee

Membership & quorum
The Working Group shall consist of the Parish Clerk, Hall General Manager, Chair of the Burnham Park Management Committee (or Vice Chair if the Chair wishes to delegate the duty), and up to 3 other Councillors appointed by full council. The steering group shall have a quorum of 3.

Areas of responsibility
· Investigating options for the replacement of, or major works to, the Hall Heating Ventilation and Air Conditioning (HVAC) System.
· Investigating options for major building works to the Hall, such as building extensions, significant renovations etc.
· Advising the Clerk and Hall Manager on expenditures for major building works where those expenditures are with delegated powers.

For the avoidance of doubt, the Working Group’s remit does not include routine or minor to medium maintenance matters or building works; these shall be dealt with under delegated authority and/or via the Burnham Park Management Committee as usual.

Pond Working Group				
Reports to Recreation and Amenities Committee

Membership & quorum
The Working Group shall consist of the Parish Clerk; the Chair of the Recreation and Amenities Committee; up 3 other Councillors appointed by Full Council; up to 2 other officers appointed by the Clerk; and other experts and representatives of the public or interested community groups as shall be appointed by the Working Group. The steering group shall have a quorum of 3 or one-third of its membership – whichever shall be the higher number.

Areas of responsibility
· Investigating options for pond works.
· Liaising with the Friends of the Pond and other interested groups.
· Planning appropriate events at the pond.
· Advising the Clerk on the expenditure of the pond budget.
· Applying for grants in connection with the pond, provided that any matched funding is met from existing budgets or approved the Council.
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