
 

1 

 
To: Members of Shaftesbury Town Council’s General Management (GEM), Councillors Cook 
(Chair), Taylor (Vice Chair), Brown, Hall, Kirton, Lewer and Perkins. All other recipients for 
information only. 
 
You are summoned to a meeting of the General Management for the transaction of the business 
shown on the agenda below. 
To be held at 7.00pm on Tuesday 24 July 2018 in the Council Chamber, Shaftesbury Town 
Hall  

 
Claire Commons, Town Clerk 

Members are reminded of their duty under the Code of Conduct 

Public Participation 

The Chairman will invite members of the public to present their questions, statements or 
petitions submitted under the Council’s Public Participation Procedure. 
Members of the public and Councillors are entitled to make audio or visual recordings of the 
meeting provided it does not cause disruption or impede the transaction of business.  Out of 
courtesy to those present, the Council requests that intention to record proceedings is brought 
to the Chairman’s attention prior to the start of the meeting.  

Agenda 

1 APOLOGIES ..................................................................................................................... 3 

To receive and consider for acceptance, apologies for absence 

2 DECLARATIONS OF INTEREST ..................................................................................... 3 

Members and Officers are reminded of their obligations to declare interests in 
accordance with the Code of Conduct 2012. The Clerk will report any dispensation 
requests received. 

3 MINUTES .......................................................................................................................... 3 

To confirm as a correct record, the minutes of the previous meeting of the General 
Management. 

4 NATIONAL CITIZEN SERVICE PROGRAMME ............................................................... 4 

To consider a proposal for a sensory garden by the National Citizen Service Programme 

5 PLANNING APPLICATIONS ............................................................................................ 6 

To consider responses to planning applications to include but not be limited to; 9 High 
Street, 69 St James Street and The Abbey CE VA Primary School 

6 FINANCES – QUARTER 1 ............................................................................................... 8 

To receive the Town Council’s accounts for the first quarter of the financial year 2018/19 

7 PAYMENTS .................................................................................................................... 19 

Shaftesbury Town Council 
     Town Hall, Shaftesbury, Dorset. SP7 8LY 

     Telephone: 01747 852420 
 

Town Clerk: Mrs Claire Commons 
        e-mail:enquiries@shaftesbury-tc.gov.uk 

Website:www.shaftesbury-tc.gov.uk 
VAT Reg No 241 1307 58  
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To consider payments for authorisation 

8 HEALTH AND SAFETY PROVISION ............................................................................. 22 

To consider outsourcing the Council’s Health and Safety provision 

9 SCHEME OF DELEGATION ........................................................................................... 24 

To consider the Council’s Scheme of Delegation Policy 

10 RECORDING OF DECISIONS POLICY .......................................................................... 29 

To consider a policy to formalise recording of delegated decisions. 

11 CATTLE MARKET  ......................................................................................................... 33 

To consider media output in relation to the Parish Poll 
 

References 

Local Government Act, 1972 sch 12. [Online]  

Available at: https://www.legislation.gov.uk/ukpga/1972/70/schedule/12 

[Accessed 18 July 2018]. 
Parish and Community Meetings (Polls) Rules, 1987. Parish and Community Meetings (Polls) Rules. [Online]  

Available at: https://www.legislation.gov.uk/uksi/1987/1/contents/made 

[Accessed 18 July 2018]. 

Shaftesbury Town Council, 2017. Financial Regulations. [Online]  

Available at: https://www.shaftesbury-tc.gov.uk/policies/ 

 

 (End)
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Administration for a meeting of the General Management 

To be held at 7.00pm on Tuesday 24 July 2018 in the Council Chamber, Shaftesbury 

Town Hall 

________________________________________________________________________ 

1 Apologies 

To receive and consider for acceptance, apologies for absence 

STRATEGIC PLAN AREA: INTERNAL ENGAGEMENT, MARK JACKSON 

 The Council (including committees) should approve (or not) the reason for apologies given by 
absent councillors. If a council member has not attended a meeting of the council (or its 
committees) or has not tendered apologies which have been accepted by the council (or 
committee), for six consecutive months, they are disqualified. 

 Apologies received to date 

 . There have been no apologies received at the point of papers being issued.  

 

2 Declarations of Interest 

Members and Officers are reminded of their obligations to declare interests in accordance 
with the Code of Conduct 2012. The Clerk will report any dispensation requests received. 

STRATEGIC PLAN AREA: INTERNAL ENGAGEMENT, MARK JACKSON 

  Declarations of Interest received to date 

 There have been no declarations received at the point of papers being issued. 

 

3 Minutes 

To confirm as a correct record, the minutes of the previous meeting of the General 
Management. 

STRATEGIC PLAN AREA: INTERNAL ENGAGEMENT, MARK JACKSON 

  Minutes to be adopted 

 26th June 2018 
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Report 0718GEM4 to a meeting of the General Management 

To be held at 7.00pm on Tuesday 24 July 2018 in the Council Chamber, Shaftesbury 

Town Hall 

________________________________________________________________________ 

4 National citizen Service programme 

To consider a proposal for a sensory garden by the National Citizen Service Programme 

 Summary 

 The Clerk received a call from a member of the National Citizen Service Programme on 
Wednesday 18th July looking for support for a proposal to improve an area of 
Shaftesbury. 

 The proposal as it currently stands is shown at Appendix A, this is subject to change 
following the group’s presentation to the NCS board.  

 The timescale for this project is exceptionally short, as such, if the project is given 
approval, the work is expected to be carried out on 26th and 27th July 2018. 

 Financial Implication 

  Costs for the project are identified in the proposal at Appendix A, there no identified 
financial implications for the Council  

 Legal Implication 

 A local council must maintain its open space in good order. (Open Spaces Act, 1906) 
 In carrying out its functions a local authority must have due regard to the need to 

advance equality of opportunity between persons who share a relevant protected 
characteristic and persons who do not share it. (Equality Act 2010, s.149) 

 Risk 

 The Council is currently checking with its insurance company and an update will be 
provided at the meeting. 

 Recommendation 

 That the Committee approves the initiative and offers support as required by the 
individuals. 

STRATEGIC PLAN AREA: RESIDENTS LIFESTYLE - OUTDOOR, LUKE KIRTON 

 (End) 
 
Report Author:  
Claire Commons, Town Clerk 
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 Community Garden Proposal 

 

 

We propose to renovate an overgrown and unused area of public land into a lively and attractive 

community garden. The garden would encompass features using recycled materials such as tractor tyre 

flower beds, repurposed wooden pallet seating and handmade bird feeders. Various sensory elements such 

as wind chimes and a PVC pipe xylophone would be appealing to young children and a bright colour 

scheme would create a lively environment. 

 

Who we are: 

We are a team of 13 fifteen to sixteen-year-olds currently taking part in the National citizen Service 

programme. Part of this involves a social action project, which has a lasting sustainable impact on the 

local community. This project must be completed within a week and accordingly we have chosen to 

improve community spaces, particularly for children and those with special needs. We feel that this 

demographic is in need of sensory spaces and a sensory garden would meet this need. 

 

Sustainability and environmental intentions: 

Removal of weeds and replacement with flower beds would encourage pollination for insect populations. 

We also intend to use recycled materials as much as possible to reduce resource use and promote non-

wasteful behaviour. 

 

Social Benefits: 

A bright colour scheme and ordered flower beds would bring a lively community spirit in replacement of 

uninspiring, overgrown areas, encouraging more outdoor activity. 

 

Costs and project needs: 

We hope to fundraise £150 in order to cover the cost of materials, including wood for structures and 

flowers, soil and other planting materials. Various local businesses have also been contacted and asked 

for donation of resources.  

 

Queries: 

Due to our limited timescale we would ask that we could begin clearing an area for the garden on 

Tuesday morning in order to leave enough time for our work in the garden. We understand that the 

concept must be approved before any renovation work but perhaps clearing an overgrown space would be 

beneficial whether the project goes ahead or not. 

We would also like to ask whether the council could provide a service to dispose of cleared weeds and 

material once we have removed it. 

 

Finally, we are most thankful for the council’s accommodating collaboration on this project and hope that 

we can bring a new lease of life to an underused area. 
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Report 0718GEMError! Reference source not found. to a meeting of the General M

anagement 

To be held at 7.00pm on Tuesday 24 July 2018 in the Council Chamber, Shaftesbury 

Town Hall 

________________________________________________________________________ 

5 Planning Applications 

To consider responses to planning applications to include but not be limited to; 9 High 
Street, 69 St James Street and The Abbey CE VA Primary School 

  Summary 

 The Committee is asked to provide its observations on the planning applications at 
Appendix B, returning an observation of Objection, No Objection or Support. Where 
possible and in particular with ‘Objection’ the committee is asked to provide a planning 
reason. 

 Financial and Legal Implications and Risk  

  There are none identified in this report. 

 Recommendation 

 That the Committee provides its observations on the below mentioned applications in the 
form of support, no objection or objection.  

STRATEGIC PLAN AREA: INTERNAL ENGAGEMENT, MARK JACKSON 

 Detail 

 Shaftesbury Town Council’s Strategic Plan Internal Engagement incorporates developing 
links with other authorities. Providing local knowledge on the considerations affecting 
planning applications is valuable to the Planning Authority.  

 Shaftesbury Town Council is a statutory consultee for planning applications which is 
provided with the opportunity to make observations on planning applications within its 
parish boundary. These observations are reported back to the planning authority in order 
that it can make an informed decision when determining the applications. 

 The Committee may request that an application be considered by the planning authority’s 
development management committee if there are matters of particular concern or which 
would be better considered during debate. 

 Consideration should be given to matters relating to planning law and to local knowledge 
with any comments provided to support the observation made. 

 More guidance on how to comment on planning applications can be found at 
http://planninghelp.org.uk/improve-where-you-live/how-to-comment-on-a-planning-
application. Applications can be viewed online at http://planning.north-
dorset.gov.uk/online-applications/, or the relevant link in Appendix B 

 (End) 
 
Report Author:  
Claire Commons, Town Clerk 

  

http://planninghelp.org.uk/improve-where-you-live/how-to-comment-on-a-planning-application
http://planninghelp.org.uk/improve-where-you-live/how-to-comment-on-a-planning-application
http://planning.north-dorset.gov.uk/online-applications/
http://planning.north-dorset.gov.uk/online-applications/
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 Planning Applications 

 
2/2018/0885/LBC 9 High Street Shaftesbury SP7 8JS 
Remove section of internal stone wall and carry out associated internal alterations. 
Applicant Name Mr Ritchie 

Agent Name  R & S Consultants 

 

2/2018/0883/VARIA 69 St James Street Shaftesbury SP7 8HQ 

Erect replacement single storey rear lean-to extension, re-roof pitched roof extension and 

convert store into accommodation. Demolish garage and part boundary wall to re-locate access 

and parking, erect new walls and gates, and install electric vehicle charging point. (Variation of 

Condition No. 2 of Planning Permission 2/2016/1006/HOUSE for revised roof design to kitchen 

extension). 

2/2018/0990/VALBC 69 St James Street Shaftesbury Dorset SP7 8HQ  

Demolish single storey rear lean-to extension and erect replacement extension. Re-roof pitched 

roof extension, install 1 No. rooflight and convert store into accommodation. Carry out internal 

and external alterations including replacement windows and doors. Demolish part boundary 

wall, erect new walls and gates. (Variation of Condition No. 2 of Listed Building Consent No. 

2/2016/1007/LBC for revised roof design to kitchen extension).  

Applicant Name Mrs Liz Hack 

 

2/2018/0962/DCC The Abbey CE VA Primary School, St James Street, Shaftesbury, Dorset, 

SP7 8HQ 

Change of use from agricultural land to educational use as part of the school's grounds, to 

include development of forest school, trim trail, hard games court, fencing and planting. 

  

https://planning.north-dorset.gov.uk/online-applications/applicationDetails.do?activeTab=documents&keyVal=PAX4T9LHH4U00&prevPage=inTray
https://planning.north-dorset.gov.uk/online-applications/applicationDetails.do?activeTab=documents&keyVal=PAVWQYLHH4P00&prevPage=inTray
https://planning.north-dorset.gov.uk/online-applications/applicationDetails.do?activeTab=documents&keyVal=PBYGINLH00B00&prevPage=inTray
https://planning.north-dorset.gov.uk/online-applications/applicationDetails.do?activeTab=documents&keyVal=PBNG52LH01V00
https://planning.north-dorset.gov.uk/online-applications/applicationDetails.do?activeTab=documents&keyVal=PBNG52LH01V00
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Report 0718GEM9 to a meeting of the General Management 

To be held at 7.00pm on Tuesday 24 July 2018 in the Council Chamber, Shaftesbury 

Town Hall 

________________________________________________________________________ 

6 Finances – Quarter 1 

To receive the Town Council’s accounts for the first quarter of the financial year 2018/19 

 Balances 

 Cleared bank balances and earmarked reserves are shown on the detailed balance 
sheet at Appendix C. 

 Shaftesbury Town Council’s progress against budget is shown on the Income and 
Expenditure at Appendix D, this appendix provides a single page summary and then 7 
pages which provide the detail. 

 The overall position of the budget is healthy, a detailed budget note list can be provided 
by request. Key points to note are; 

6.1.3.1 Legal and Professional 
This budget line is front loaded, all insurances and subscriptions have been paid.  

6.1.3.2 Grants & SLA 
SLA payments to be made shortly 

6.1.3.3 Finance 
Greater return on CCLA Deposit and Property Fund Dividends than budgeted 

6.1.3.4 General Running Costs 
Printing and stationery costs are over-budget, all staff have been reminded of their 
responsibility to seek value for money and to be mindful of printing requirements.  

6.1.3.5 Allotments 
Repairs and Maintenance includes removing old asbestos shed and replacing with 
new as agreed at Mampitts. There is no additional large expenditure scheduled for 
the allotments 

 Purchase and Sales Ledger Balances are shown at Appendix E. 

 Legal Implication and Risk 

 Every local council and parish meeting must ensure that it has a sound system of internal 
control which facilitates the effective exercise of its functions and the achievement of its 
aims and objectives. The council must likewise ensure that its financial, operational and 
risk management is effective. (Cleyden, 2016, p. 178) (the Accounts and Audit 
Regulations, 2015) 

 Recommendation 

 That the Committee receives and notes the report, noting the cleared bank balances as 
at 30th June 2018 held in each bank account; Nat West Current Account £531,613.57 
Town Hall Petty Cash £42.82, Swimming Pool Petty Cash £89.50, and Public-Sector 
Deposit Account £39,502. 

STRATEGIC PLAN AREA: INTERNAL ENGAGEMENT, MARK JACKSON 

(End) 
Report Author:  
Claire Commons, Town Clerk  
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 Balance Sheet 
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 Income and Expenditure 
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 Purchase and Sales Ledger 
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Report 0718GEM7 to a meeting of the General Management 

To be held at 7.00pm on Tuesday 24 July 2018 in the Council Chamber, Shaftesbury 

Town Hall 

________________________________________________________________________ 

7 Payments 

To consider payments for authorisation 

 Summary 

 A list of payments for approval is provided at Appendix F, an updated list may be 
provided to the committee prior to or at the meeting. 

 A bank, cash and investment reconciliation are provided following the payments list 
detailing the current position following payments identified. 

 Financial Implication 

  The RFO is required to prepare a schedule of payments requiring authorisation to be 
presented to the council or finance committee. Personal payments (including salaries, 
wages, expenses and any payment made in relation to the termination of contract of 
employment) may be summarised to remove public access to any personal information. 
(Shaftesbury Town Council, 2017) 

 Legal Implication and Risk 

 Every local council and parish meeting must ensure that it has a sound system of internal 
control which facilitates the effective exercise of its functions and the achievement of its 
aims and objectives. The council must likewise ensure that its financial, operational and 
risk management is effective. (Cleyden, 2016, p. 178) (the Accounts and Audit 
Regulations, 2015) 

 Recommendation 

 That the Committee approves the payments from the Town Council’s current account 
and minutes the resulting bank balance as detailed in Appendix F 

STRATEGIC PLAN AREA: INTERNAL ENGAGEMENT, MARK JACKSON 

 (End) 
 
Report Author:  
Claire Commons, Town Clerk 
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Report 0718GEM8 to a meeting of the General Management 

To be held at 7.00pm on Tuesday 24 July 2018 in the Council Chamber, Shaftesbury 

Town Hall 

________________________________________________________________________ 

8 Health and Safety Provision 

To consider outsourcing the Council’s Health and Safety provision 

 Summary 

 The Town Council has previously outsourced its Health and Safety provision, the 
decision was subsequently taken to bring this responsibility in-house. 

 The Clerk has carried out a review of the requirements and is recommending outsourcing 
the provision again to provide independent review of the Council’s Health and Safety 
policies and procedures and to inform of updates in legislation in this area.  

 Copies of the detailed quotations from each supplier have been emailed to all councillors. 
Please take the time to read the content as each provider offers a slightly different 
service. 

 All companies provide 24/7 health and safety support and advice and a H&S consultant 
 Of the providers contacted, one is locally based (Wiltshire), the other two are national 

companies. One has been used in the past by Shaftesbury Town Council, one is 
recommended by the Society of Local Council Clerks and the third was identified by a 
previous officer of Shaftesbury Town Council. 

 Financial Implication 

  Professional Fees budget is currently £9,997 
 Annual expenditure; 

Supplier 1 year 3 year (annual 
cost) 

5 year (annual 
cost) 

Options 

A 
£2,825 £2,575 £2,250 £28.53 Optional Legal 

Expenses Insurance (Health 
and Safety Prosecution) @ 
£3.17 per person per 
annum, inclusive of IPT 

B 
 £2,022 gap 

analysis + £225 
per month to cover 
services (see 
original quote), say 
£2700 

 Fire risk assessments for 
£450 per property, review 
every 3 years. 

C1 
  £176 per 

month 
including 2 
visits per year, 
say £2,112  

£106 optional legal 
expenses insurance. (5% of 
contract) 

 Legal Implication 

 Local councils are under a duty to ensure, so far as reasonably practicable, the health, 
safety and welfare at work of all their employees. (Health and Safety at Work etc Act, 
1974) 

                                                           
1 Verbal price received, awaits full quote and details 
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 Other regulations included in this provision: 
8.3.2.1 Management of Health and Safety at Work Regulations 1999 (as amended); 
8.3.2.2 The Workplace (Health, Safety and Welfare) Regulations 1992; 
8.3.2.3 Personal Protective Equipment at Work Regulations 1992; 
8.3.2.4 Manual Handling Operations Regulations 1992; 
8.3.2.5 Health and Safety (Display Screen Equipment) Regulations 1992; 
8.3.2.6 The Work at Height Regulations 2005; 
8.3.2.7 The Electricity at Work Regulations 1989; 
8.3.2.8 The Provision and Use of Work Equipment Regulations 1998; 
8.3.2.9 The Lifting Operations and Lifting Equipment Regulations 1998; 
8.3.2.10 The Confined Spaces Regulations 1997; 
8.3.2.11 The Health and Safety (First Aid) Regulations 1981; 
8.3.2.12 The Regulatory Reform (Fire Safety) Order 2005; and 
8.3.2.13 The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

1995 (RIDDOR) 

 Risk 

 There is a risk of negligence through out or date or lack of up-to-date legislation and 
requirements.  

 There are no break clauses in the contracts due to the majority of the work taking place 
at the beginning of the contract and the cost being spread over the duration. 

 Recommendation 

 That the Council engages with Supplier C for its Health and Safety provision  

STRATEGIC PLAN AREA: INTERNAL ENGAGEMENT, MARK JACKSON 

 (End) 
 
Report Author:  
Claire Commons, Town Clerk 
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Report 0718GEM5 to a meeting of the General Management 

To be held at 7.00pm on Tuesday 24 July 2018 in the Council Chamber, Shaftesbury 

Town Hall 

________________________________________________________________________ 

9 Scheme of Delegation 

To consider the Council’s Scheme of Delegation Policy 

 Summary 

 The Council has a scheme of delegation which is formalised through its terms of 
reference for its committees. There is also delegation identified for officers through the 
council’s Standing Orders and Financial Regulations.  

 The document provided at Appendix H brings together those delegations into an easy 
reference document 

 All the Council’s governing documents should be cross referenced when reviewing this 
document to ensure  

 Financial Implication 

  There are no financial implications arising from this report 

 Legal Implication 

 Local government body decision-making should be as open and transparent as 
possible(Openness of Local Government Bodies Regulations, 2014) 

  Risk 

 There is a risk of mismatched delegation if this document is not reviewed simultaneously 
with the Council’s other governing documents. 

 Recommendation 

 That the Scheme of Delegation for Committees and Officers is adopted. 

STRATEGIC PLAN AREA: Choose an item. 

 (End) 
 
Report Author:  
Claire Commons, Town Clerk 
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 Scheme of Delegation 

 
SHAFTESBURY TOWN COUNCIL 

TERMS OF REFERENCE AND SCHEME OF DELEGATION FOR  

COMMITTEES AND OFFICERS 

Date Adopted: 

Review Date: 

This Scheme of Delegation authorises the Proper Officer and Responsible Financial 

Officer (the Town Clerk) and Standing Committees to act with delegated authority in the specific 

circumstances detailed. It will be reviewed annually at the Annual Town Council Meeting 

PROPER OFFICER AND RESPONSIBLE FINANCIAL OFFICER - DUTIES AND POWERS 

1) Responsible Financial Officer 

a) The Responsible Finance Officer to the Council shall be responsible for the Town Council’s 

accounting procedures in accordance with the Accounts and Audit Regulations in force at any 

given time. 

2) Proper Officer 

The Town Clerk is designated and authorised to act as Proper Officer for the purposes of all 

relevant sections of the Local Government Act 1972 and any other statute requiring the 

designation of a Proper Officer.  

The Town Clerk is authorised to undertake the following functions:  

a) The Clerk to the Council shall be the Proper Officer of the Council and as such is specifically 

authorised to: 

i) Receive declarations of acceptance of office 

ii) Receive and record notices disclosing interests 

iii) Receive and retain plans and documents 

iv) Sign Notices or other documents on behalf of the Council 

v) Receive copies of bylaws made by a principal local authority 

vi) Certify copies of bylaws made by the Council 

vii) Draw up agendas usually after consultation with the relevant Committee Chair 

viii) Sign summons for members to attend ordinary meetings of the Council 
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vix) To act as the Council’s designated officer for the purposes of the Freedom of Information 

Act 2000.  

x) To institute and appear in any legal proceedings authorised by the Council.  

In addition, the Clerk to the Council has the delegated authority to undertake the following 

matters on behalf of the Council: 

1. To manage all the Town Council's services and property, together with routine inspection in 

line with the budgets and policies approved by members.  

2. To manage the Council staff in accordance with the Council's policies, procedures and 

budget, including:-  

a) make appointments to posts, where not reserved for appointment by members2 

b) the appointment of temporary employees  

c) staff performance and discipline  

d) payment of expenses and allowances in accordance with the Council's scheme;  

e) the approval of increments  

f) implement national pay awards and conditions of service in line with the National Joint 

Council Scheme of Conditions of Service (the ‘Green Book’) as amended by the Local 

Agreement 

g) The Town Clerk shall delegate day to day management of functions and services to the 

service heads, in line with the approved duties of these posts, as agreed by the Council.  

3. Authorisation to respond immediately to any correspondence, requiring or requesting 

information or relating to previous decisions of the Council, but not correspondence requiring an 

opinion to be taken by the Council or its Committees 

4. Authorisation of routine recurring expenditure within the agreed budget 

5. Emergency expenditure up to £5000 outside of an agreed budget. The Clerk may seek 

emergency authorisation from the General Management Committee for further expenditure up 

to an additional £10,000 

6. Authorisation of expenditure on works up to a maximum of £5,000 

                                                           
2 The establishment of new posts and any changes to posts, or terms and conditions, which would have implications for 

the budget, shall be subject to approval in the first instance by the Human Resources Committee which will recommend 

to the General Management Committee for budgetary approval. 
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Delegated actions of the Clerk to the Council shall be in accordance with Standing Orders, 

Financial Regulations and this Scheme of Delegation and in line with directions given by the 

Council from time to time. Use of the Clerk’s delegated powers shall be reported verbally to the 

next meeting of the full Council. 

3. Absence of the Town Clerk  

In the short-term absence of the Town Clerk, the Business Manager shall be authorised to 

deputise and undertake any of the functions of that post. 

In the event of long-term absence of the Clerk, the Mayor in consultation with HR Committee 

Chairman and General Management Committee Chairman will appoint a temporary locum who 

shall be authorised to deputise and undertake any of the functions of that post. 

4) Urgent Matters 

Subject to consultation with either the Town Mayor, Deputy Town Mayor or the relevant 

Committee Chairman and/or vice chairman, the Town Clerk is authorised to act on behalf of the 

Council on any matter where urgent action is needed to protect the interests of the Town 

Council.  

Before the Clerk exercises the delegated powers those Members consulted shall consider 

whether the matter justifies summoning an Extra-ordinary Meeting of the Council or appropriate 

Committee or Sub-Committee. 

Whenever any action is taken in this way, full details of the circumstances justifying urgent 

action shall be submitted in writing to the next available meeting of the Committee concerned 

and/or Council. 

COUNCIL and COMMITTEE TERMS OF REFERENCE 

 

FULL COUNCIL 

Matters that can only be resolved by Full Council: 

i. Appointing a Town Mayor 

ii. All matters affecting the appointment, promotion, discipline, salary and conditions of 

service of the Town Clerk following consideration being given to a recommendation from 

the Staffing Committee 

iii. Appointment of the RFO 

iv. Determine and Issue the precept 

v. Borrowing money 
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vi. Approval the End of Year Accounts and Annual Return 

vii. Appointing an Internal auditor 

viii. Amending Standing Orders and Financial Regulations 

ix. Appointing Committees 

x. Filling of Councillor vacancies occurring on any Committee or Council 

xi. Appointing or nominating persons to fill vacancies on outside bodies 

xii. Agreeing the dates of meetings of the Council, its Committees and sub- committees 

xiii. Receiving and noting of all minutes approved by Committees 

xiv. To consider legislation and the consequences thereof upon the Town Council 

xv. Approving, adopting and annually reviewing the Council’s Constitution and Strategic Plan  

xvi. Important matters of principle or policy which have been referred directly by Committees 

or the Town Clerk 

xvii. Making, amending or revoking bye-laws 

xviii. Making of Orders under any statutory powers 

xix. Incurring capital or revenue expenditure which is over and above the Council’s approved 

budget and any virements required 

xx. Acquiring land and other significant assets and commissioning services above £10,000 

xxi. Prosecution or defence in a court of law other than an Employment Tribunal 

xxii. Nomination or appointment of representatives of the Council at any inquiry on matters 

affecting the Town, excluding those matters specific to a Committee 

xxiii. Approval of application for Quality Status and/or its equivalent 

xxiv. Confirmation of adoption of the Power of General Competence 

Committee Terms of Reference 

The Terms of Reference for each of the Council’s Committees, Sub-Committees, Advisory 

Committees and Joint Committees (as appropriate) shall be appended to this scheme of 

delegation and reviewed annually in their entirety.  
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Report 0718GEM9 to a meeting of the General Management 

To be held at 7.00pm on Tuesday 24 July 2018 in the Council Chamber, Shaftesbury 

Town Hall 

________________________________________________________________________ 

10 Recording of Decisions Policy 

To consider a policy to formalise recording of delegated decisions. 

 Summary 

 The Openness of Local Government Bodies Regulations 2014 requires a written record 
of any decision delegated to an officer under express authorisation or under general 
authorisation where the effect is: 

10.1.1.1 to grant permission or licences; 
10.1.1.2 affects the rights of individuals; 
10.1.1.3 awards contracts or incurs expenditure which materially affects the Councils 

financial position. For the purposes of this, the record is to include any contracts or 
expenditure exceeding £5,000. 

 Attached at Appendix I is the proposed policy and proforma 

 Financial Implication 

  There are no financial implications arising from this report 

 Legal Implication 

 Local government body decision-making should be as open and transparent as 
possible(Openness of Local Government Bodies Regulations, 2014) 

 Risk 

 There are no risks identified in this report. 

 Recommendation 

 That the Recording of Decisions policy and proforma is adopted.  

STRATEGIC PLAN AREA: INTERNAL ENGAGEMENT, MARK JACKSON 

 (End) 
 
Report Author:  
Claire Commons, Town Clerk 
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 Recording of Decisions 

 

SHAFTESBURY TOWN COUNCIL 
RECORDING OF DECISIONS 

 
 
1.0 Introduction 

 
1.1 The Openness of Local Government Bodies Regulations 2014 requires a written record 
of any decision delegated to an officer under express authorisation or under general 
authorisation where the effect is: 
 

a. to grant permission or licences; 
 
b. affects the rights of individuals; 
 
c. awards contracts or incurs expenditure which materially affects the Councils 
financial position. For the purposes of this, the record is to include any contracts or 
expenditure exceeding £5,000. 
 

2.0 Examples of Decisions to be Recorded 
 
2.1 a. To award or renew a lease; 
 
 b. To refuse a request for access to information; 
 

c. To award a contract or incur expenditure above the figure quoted in paragraph 1c 
above. 
 
d. To withdraw or refuse any council service, e.g. terminating an allotment 
agreement. 
 

3.0 Examples of Decisions not to be Recorded 
 

3.1 a. Routine administrative and organisational decisions; 
 
 b. To sign an allotment tenancy agreement; 
 

c. To allocate burial plots; 
 
d. To book sports pitches; 
 
e. To approve works undertaken by a contractor; 
 
f. Any written decision that is already recorded by a written record and produced by 
virtue of other legislation; 
 
g. Any decision that would be exempt or confidential. 
 
 
 

4.0 Procedure for Recording 
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4.1 The decision making officer will produce a written record as soon as practicable after 
taking the decision, and it will be made available on the Council’s website and in hard copy at 
the Council offices.  The written record will include: 
 
 a. The decision taken and the date the decision was taken; 
 
 b. The reason(s) for the decision; 
 
 c. Any alternative options considered and rejected; 
 
 d. Any other background documents. 
 
The record will be available for a minimum of six years from the date of the decision, with any 
supporting documentation available for a minimum of four years. 
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Shaftesbury Town Council 
Officer Delegated Decision Form 

 

1) Date of Decision  

2) Matter for Decision  

3) Reason(s) for Decision(s)  

4) Decision Maker  
Officer name and title 

 

5) Alternative options considered and 
rejected 

 

6) Any conflict of interest declared by any 
member consulted 

 

7) Any dispensation granted in respect of 
any declared conflict of interest 
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Report 0718GEM9 to a meeting of the General Management 

To be held at 7.00pm on Tuesday 24 July 2018 in the Council Chamber, Shaftesbury 

Town Hall 

________________________________________________________________________ 

11 Cattle Market  

To consider media output in relation to the Parish Poll 

 Summary 

 A Parish Poll has been called by members of the electorate (Local Government Act, 
1972 sch 12) 
 The District Council is required to provide a returning officer for the purpose (Parish and 
Community Meetings (Polls) Rules, 1987), and in the case of Shaftesbury has provided 4 
polling stations for the purpose (see Appendix) 
 The Committee should determine what information it would like to provide and what 
method(s) of delivery so that the public are fully informed ahead of the poll. 
 Suggestions for the detail of the information which might be issued is provided under 
‘detail’ below. 

 Financial Implication 

 Financial implications for printing and publishing costs will follow 

 Legal Implication 

 Additional information will follow regarding the responsibilities of the Town Council in 
imparting information relating to a Parish Poll 

 Recommendation 

 That information directly relating to the poll question is distributed widely.  

STRATEGIC PLAN AREA: EXTERNAL ENGAGEMENT, PHIL PROCTOR 

 Detail 

 A Judicial Review must be filed promptly. 
 A Judicial Review must be filed within three months, this is a separate requirement to 
‘promptly’ and a case filed within three months but not considered by the judge to be 
prompt will not be accepted 
 Where the time limit has already passed, the claimant must apply for an extension in 
section 8 of the claim form (form N461). The application for an extension of time will be 
considered by the judge at the same time as deciding whether to grant permission. 
(Judiciary for England and Wales, 2017) 
 The outcome of the poll is not binding on the Council. That means that the Council may 
consider the opinions expressed through the poll but may choose not to act upon it. 
 Once a claim has been started there are a set number of ways to end the claim. They 
broadly fit into three categories: where the case is determined by the court, where the 
case is discontinued and where the case is settled by consent. A claim cannot be ended 
by simply writing to the court asking to withdraw the claim. (Judiciary for England and 
Wales, 2017, p. 82) 
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 Where the court decides to make an order for costs, the general rule is that the 
unsuccessful party will be ordered to pay the costs of the successful party 

 

(End) 
 
Report Author:  
Claire Commons, Town Clerk 
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 Parish Poll notice 

 

 
 


