
19th October 2021 

To: Cllrs N. Barrett–Morton, K. Cleasby, J. Davies, N. Fogg, M. Hall (Vice Chair), G. Loosmore, A. Ross (Chair), 

J. Sheppard, and the Town Mayor

Dear Councillor, 

I hereby summon you to a meeting of the Finance and Policy Committee, which will be held on  
Monday 25th October 2021 in the Assembly Room, Town Hall, immediately following the Planning 
Committee meeting and not before 7.30pm 

Yours faithfully, 

Richard Spencer-Wiliams 

Mr Richard Spencer-Williams, PSLCC 
Town Clerk 

This meeting will be held in the Assembly Room at the Town Hall according to the latest Government Covid 
Safety Guidelines, and managed according to the Health and Safety Work Act 1974 (2)e 

There will be twenty places for members of the public to attend.  If members of the public wish to attend 
they should notify the Town Clerk of this by noon on the Friday prior to the meeting.  Places will be 
allocated on a first come first served basis.  Organisations and interest groups are asked to send one 
delegate. 

All those in attendance at meeting are requested to wear a face mask when moving around the Town Hall, 
unless exempt, or when seated. 

If members of the public wish to attend and ask a question they should also notify the Town Clerk of this by 
noon on the Friday prior to the meeting and provide their question in writing at the same time. 

No members of the public will be allowed to attend if all the allocated seats are taken. 

If members of the public wish to ask a question, but not attend, they can provide the question in writing to 
the Town Clerk by noon on the day of the meeting, and a written response will be provided. 

Marlborough Town Council 

Tel: 01672 512487 

Fax No: 01672 512116 

VAT No: 195 5986 93 

Town Clerk: R Spencer-Williams, PSLCC 

www.marlboroughtowncouncil.gov.uk 

E-mail: enquiries@marlboroughtowncouncil.gov.uk

COUNCIL OFFICES 

5 HIGH STREET 

MARLBOROUGH 

WILTSHIRE 

SN8 1AA 

http://www.marlboroughtowncouncil.gov.uk/


Public Question Time - In accordance with Standing Order 3 (f), members of the public may ask questions 
of the Finance & Policy Committee.  The time allocated for this should not exceed 10 minutes and be 
limited to 1 question per person unless directed otherwise by the Chairman.  A full response may not be 
possible without further research and the Chairman may direct that a written or oral response be given.    

AGENDA 

1. Apologies for Absence

2. Declarations of Interest and Requests for Dispensations

To receive declarations of interest and consider any requests for dispensations

3. Chairman’s Announcements

4. Minutes
To approve and sign as a correct record the minutes of the Finance and Policy Committee held on 14th

June 2021.

5. To note the Qtr. 2 Financial Reports 2021-22 To 
note the Financial Reports for month 6, 2021-22

6. Annual Governance Statement 2020-21
To note Section 3 of the 2020-21 AGAR.

7. Internal Audit Report
To note the 2020/21 Interim Internal Audit Report

8. Tourism Update Report
To note the Tourism Officers Report (The Tourism Officer will be in attendance to answer any
questions)

9. Museum and Heritage Asset Funding
To consider and agree the proposal to fund the Maton paintings and other assets in support of the
Museum

10. Dark Skies
To note the update budget report for the Dark Skies Event

11. Town Council Branding and Corporate Image Policy
To consider adopting a policy for Town Council branding and corporate image purposes

12. Tractor Repairs Update
To note the financial update on the tractor repairs

13. eComms Policy
To reconsider the eComms Policy for referral to Full Council

14. Development and Action Plan
To consider the outcomes of the Development Planning workshops

15. Standing Orders
To consider for referral to Full Council the amendments as proposed by the Town Clerk

16. Environment and Climate Protection Policy
To consider the Council’s Environment and Climate Protection Policy and how it can
positively influence those services and activities that fall under the remit of the Finance and Policy
Committee.

17. Grant Application
To consider a grant application from Wiltshire Sight



REPORTS 

ITEM 4 Minutes 

MARLBOROUGH TOWN COUNCIL 

FINANCE AND POLICY COMMITTEE 

Minutes of a meeting of the Finance & Policy Committee held Monday, 14 June 2021 in The Assembly 

Room, Marlborough Town Hall at 8.53 pm 

PRESENT: Councillor Andrew Ross Chairman 

Councillor Mark Cooper Town Mayor 

Councillor Guy Loosmore 

Councillor Mervyn Hall 

Councillor Kymee Cleasby 

Councillor Jane Davies 

Councillor James Sheppard 

ALSO 

PRESENT: Richard Spencer-Williams Town Clerk 

Dawn Whitehall Administrator 

Neil Goodwin Marlborough.News 

PUBLIC QUESTION TIME 

There were no questions. 

62/21 APOLOGIES 

Apologies for absence were received from Councillors Fogg and Barrett-Morton. 

63/21 DECLARATIONS 

There were no declarations of interest. 

64/21 CHAIRMAN’S ANNOUNCEMENTS 

The Chairman welcomed Members to their first meeting, in particular Councillors Cleasby, 

Davies and Sheppard. 

65/21 MINUTES 

RESOLVED: that the minutes of the meeting held 15 March 2021 were approved as a true 

record and signed by the Chairman 

66/21 YEAR END FINANCIAL REPORTS 2020-21 

Members noted the Financial Reports for month 12, 2020-21 

67/21 INTERNAL AUDIT REPORT 

Members noted the 2020/21 Internal Audit Report and considered its recommendation to Full 

Council.  The Chairman thanked Sue Fry in particular, as well as the Town Clerk, for their 

excellent work to keep such accurate records. 

RESOLVED: to recommend the Internal Audit Report for 2020/21 to Full Town Council 

68/21 ANNUAL GOVERNANCE STATEMENT 2020-21 

RESOLVED: that the Annual Governance Statement at Section 1 of the Annual Governance 

and Accountability Return (AGAR) is approved for signature by the Town Mayor/Chairman of 

the Council 



69/21 ANNUAL ACCOUNTING STATEMENTS 2020-21 

RESOLVED: that the Annual Accounting Statements at Section 2 of the Annual Governance 

and Accountability Return (AGAR) is approved for signature by the Town Mayor/Chairman of 

the Council 

70/21 COMMITTEE BUDGETS 2021/22 

Members noted the Finance Report for month 1 2021/22, the detailed income and expenditure 

report, bank reconciliation, cashbook summary (receipts & payments) and detailed balance 

sheet including stock movement. 

71/21 PRECEPT SETTING TIMETABLE 

RESOLVED: that the timetable for the budget and Precept planning process for 2022/23 was 

approved 

72/21 ECOMMS POLICY (SOCIAL MEDIA POLICY) 

Members considered a proposed updated electronic communications and social media policy 

to replace the existing social media policy adopted in 2016. 

Discussion points included: 

• That the areas of the policy related to social media did not apply to personal use of social

media by Members and was related to Town Council social media platforms

• Whether those who used social media, and wanted to have a presence online in their

capacity as a Town Councillor, could consider setting up ‘Councillor’ profiles to be used

separately from their personal accounts

• That the basic structure of the policy was fine, but that Members would like an opportunity to

consider whether to refine the wording of paras. 4.11, 4.14 and 5 which some felt were too

restrictive

• A recognition that social media was an important area, and it was vital to get a clear,

workable policy in place

RESOLVED: to create a Working Group comprising Councillors Cleasby, Davies, Hall, 

Sheppard, and the Town Clerk to refine the wording of the policy 

The meeting closed at 9.31 pm 

Signed: ……………………………………………………………….. Date: ………………………………… 

Chairman 



ITEM 5 To note the Qtr. 2 Financial Reports 2021-22 

To note the Financial Reports for Month 6, 2021-22 

Overview Report 

Year to date Receipts / Payments analysis 
Receipts £891,871 
Payments £393,254 
Balance per cashbook (13.10.21) £1,243,613.11 
Bank Reconciliation (13.10.21) £0.00 

Budget Analysis 
Income 
1101 Cemetery income is on target 
1050 Town Hall income is on target (less 5%) 
1329 MC&YC income is on target 
1103 Open Space Income reflects insurance payment for stolen tools (£4566, plus pitch hire) 

Expenditure 
4038 Open Spaces maintenance is over budget by £652 due to demand 
4314 Open Spaces Projects reflects spend for new tools (£3129) 
4068 NP overspend is offset by 1192 NP grant. 

Budget Overview 
Please refer to Omega Detailed Reports 

Attached: 

Month 6 Finance Reports – Please see attached Report 

• Omega Report Detailed Income & Expenditure by Budget Heading 13.10.21

• Omega Report Bank Reconciliation 13.10.21

• Omega Report Receipts and Payments Summary Month 6

• Omega Report Detailed Balance Sheet Month 6



ITEM 6   Annual Governance Statement 2020-21 

To note Section 3 of the 2020-21 AGAR. 



ITEM 7   Internal Audit Report 

To note the 2021/22 Interim Internal Audit Report 



Marlborough Town Council 

Internal Audit Report 2021-22 (First Interim Update) 

Chris I Hackett 

Consultant Auditor 

For and on behalf of Auditing Solutions Ltd 
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This report has been prepared for the sole use of Marlborough Town Council. To the fullest extent permitted by law, no responsibility or 

liability is accepted by Auditing Solutions Ltd to any third party who purports to use or rely, for any reason whatsoever, on this report, its 

contents or conclusions. 

Background

Statute requires all town and parish councils to arrange for an independent internal audit 

examination of their accounting records and systems of internal control and for the conclusions 

to be reported each year in the Annual Governance and Accountability Return (AGAR). 

This report sets out the initial work undertaken in relation to the 2021-22 financial year, during 

our first interim review which took place on September 23rd 2021.  Due to the impact of the 

Covid-19 pandemic the work was undertaken remotely. We wish to thank the Office Manager 

for providing the records in electronic format to enable our review.  Further reports will be issued 

following our second interim visit early in the new year and then after our final visit in the 

summer of 2022. 

Internal Audit Approach

In conducting our review, we have continued to pay due regard to the materiality of transactions 

and their susceptibility to potential misrecording or misrepresentation in the year-end Statement 

of Accounts/AGAR. Our programme of cover is designed to afford appropriate assurance that 

the Council’s financial systems remain robust and operate in a manner to ensure effective probity 

of transactions and to afford a reasonable probability of identifying any material errors or 

possible abuse of the Council’s own and the national statutory regulatory framework. The 

programme is also designed to facilitate our completion of the ‘Internal Audit Report’ which is 

part of the Council’s AGAR process and requires independent assurance over eleven internal 

control objectives. 

Overall Conclusion

Based on the work undertaken so far, the Council continues to maintain effective internal control 

arrangements.  Our findings in each area examined are set out in the detailed report below.  

We request that this report is presented to Members and that Members acknowledge receipt of 

the Report.  
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Marlborough TC: 2021-22 
(Interim update) 

23-September-2021 Auditing Solutions Ltd 

Detailed Report

Maintenance of Accounting Records & Bank Reconciliations 

The Council uses the Rialtas software to maintain its accounting records (the Ledger).  Two 

operational bank accounts are maintained at Barclays, the Business Current and Business Saver 

accounts which are accounted for in a combined cashbook (number one) in the Rialtas system. In 

addition the Council has invested surplus cash in an account with the CCLA Public Sector Deposit 

Fund. 

Our objective here is to ensure that the accounting records are being maintained accurately and 

currently and that no anomalous entries appear in the cashbook or financial ledgers. At this visit 

we have:  

➢ Agreed the opening trial balance detail for 2021-22 as recorded in the Ledger to the closing

detail contained in the 2020-21 Statement of Accounts and AGAR;

➢ Confirmed the external auditor raised no issues on the 2020/21 accounts;

➢ Ensured that the cost centre and nominal ledger income and expenditure coding structure

remains appropriate for purpose;

➢ Checked to ensure that the financial ledger remains “in balance” at the date of our review

by running a data check within the system to confirm the trial balance agreed to the nominal

ledger;

➢ Discussed arrangements for backing up the system which officers have advised is done

regularly to a Cloud;

➢ Checked and agreed detail in the combined number one cashbook, examining and agreeing

transactions in August 2021 as a sample month to supporting bank statements;

➢ Agreed the combined Business Current and Active Saver Account bank reconciliation as

at 31st July and 31st August 2021;

➢ Discussed with officers the arrangements for Member review of the bank reconciliations

which are signed by a Councillor, normally the Mayor, Deputy Mayor or Chair or Vice of

F & P; and

➢ Agreed the balance in Rialtas in respect of the CCLA account to the latest available third-

party statement dated 31st August 2021.

Conclusions 

We are pleased to note that the accounts are in balance and regularly agreed to the bank. 

We will extend our testing at our later visits checking further reconciliations. 
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Marlborough TC: 2021-22 
(Interim update) 

23-September-2021 Auditing Solutions Ltd 

Review of Corporate Governance 

Our objective here is to ensure that the Council has a robust series of corporate governance 

documentation in place; that Council and Committee meetings are conducted in accordance with 

the adopted Standing Orders (SOs) and that, as far as we are able to ascertain, no actions of a 

potentially unlawful nature have been or are being considered for implementation. Consequently: 

➢ We have commenced our examination of the Council’s minutes, examining those for the

Full Council and its Standing Committee meetings (except for Planning) held during the

first part of the financial year 2021-22 with a view to identifying whether any issues exist

that may have an adverse effect on the Council’s future financial stability, both in the short

and longer term;

➢ We note the Council continues to keep its corporate policies under review with Full Council

adopting Standing Orders and Financial Regulations at the May 2021 meeting and that the

General Power of Competence was adopted also at the same meeting;

➢ We confirmed that the Council is posting all payments over £500 on its website and doing

this monthly; and

➢ We confirmed the Council advertised its 2020/21 accounts for public inspection.

Conclusion 

No issues have been identified from this aspect of our review to date. We shall continue our 

review of minutes at our next interim and then final visit.   

Review of Expenditure 

Our aim here is to ensure that:  

➢ Council resources are released in accordance with the Council’s approved procedures and

approved budgets;

➢ Payments are supported by appropriate documentation, either in the form of an original

trade invoice or other appropriate form of document confirming the payment as due and/or

an acknowledgement of receipt, where no other form of invoice is available;

➢ That Members are provided with, and approve, the regular schedules of payments made;

➢ All discounts due on goods and services supplied are identified and appropriate action

taken to secure the discount;

➢ The correct expense codes have been applied to invoices when processed; and

➢ VAT has been appropriately identified and coded to the control account for periodic

recovery.

We confirmed with officers the controls over the processing of payments. We commenced testing 

in this area examining a sample of all those supplier payments individually in excess of £2,000 

together with a more random selection of every 30th cashbook transaction, irrespective of value, 

entered in the Cashbook for the five months to 31st August 2021 to ensure compliance with the 
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Marlborough TC: 2021-22 
(Interim update) 

23-September-2021 Auditing Solutions Ltd 

above criteria. Our sample comprised 27 payments, totaling £111,798 and equated to 56% of non-

pay expenditure to that date.  No issues were identified from our sample. 

The Council engaged contractors to put lighting in at the skate park, three quotes were obtained.  

As a sample check we reviewed the quotes. 

We confirmed the VAT owing to the Council at the end of 2020/21 was recovered in May 2021 

and reviewed the re-claim for the first quarter of 2021/22 confirming the funds were recovered in 

July 2021 with detail correctly entered in the VAT control account. 

Conclusion 

No issues arise from this area of our work to date. We will extend our sample of payments at 

future visits.  

Assessment and Management of Risk 

Our aim here is to ensure that the Council has put in place appropriate arrangements to identify all 

potential areas of risk of both a financial and health and safety nature, whilst also ensuring that 

appropriate arrangements exist to monitor and manage those risks to minimise the opportunity for 

their coming to fruition.  

The Council’s insurance continues to be provided by Zurich Municipal Plc, the current policy 

running to 16th June 2022, cover includes:  

➢ Buildings insurance;

➢ Business interruption insurance;

➢ Public liability £15m;

➢ Hirer’s liability £2m;

➢ Employer’s liability £10m;

➢ Motor vehicle insurance; and

➢ Fidelity guarantee £1m.

Conclusions 

At the time of our visit the Council’s cash balances were £0.914m, but the receipt of precept at 

the end of September will mean in the short term the Council’s cash balances exceed its fidelity 

guarantee insurance cover. The Council may wish, as a matter of good practice, to consider 

increasing insurance in this area. We note the Council has also £131,511 in the CCLA deposit 

fund. 

We will review the Council’s annual financial risk assessment at a later visit.  We take this 

opportunity to remind the Council that this needs to be done annually. 

R1 The Council should consider increasing its level of fidelity guarantee insurance in-line 

with its balances, as a matter of good practice. 
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Marlborough TC: 2021-22 
(Interim update) 

23-September-2021 Auditing Solutions Ltd 

Review of Income 

The Council receives income, in addition to the Precept, primarily from Town Hall lettings, 

property rents, allotments, burial and associated fees, bank interest and specific grants & donations, 

together with expended VAT, which is recovered quarterly.  At this initial review we: 

➢ Agreed the first instalment of the 2021/22 precept receipted into the Council’s accounts in

April 2021 to the amount set and recorded in the Minutes of the Council meeting held in

January 2021, the second instalment was not due at the time of our review;

➢ Tested a sample of income arising from burials, confirming the amount recorded in Rialtas

was supported by suitable documentation including certificates of burial or cremation, that

the amount charged agreed to the Council’s schedule of rates and that related interments

had been recorded in the Burial Register; and

➢ We test checked the receipt of CIL funding during the year to the remittance advices from

Wiltshire Council.

In addition, as set out earlier in this report, we confirmed receipt of VAT reclaims and agreed a 

sample of receipts to the bank. 

Conclusions 

Based on our work so far, the Council continues to maintain systems for collecting income. We 

will undertake further testing on income at our future visits. 

Petty Cash Account 

We are required, as part of the AGAR certification process, to consider the effectiveness of the 

Council’s controls over any petty cash account or other cash holding in use. 

The Council operates a limited petty cash account to defray sundry administrative expenses. The 

account is “topped up” as and when required with “round sum” cash withdrawals through the 

Barclays cash-point card.  These transfers are included in the list of payments presented to Finance 

and Policy.   

We note that manual sheets recording petty cash payments are kept.  We obtained the cash sheets 

for July and August 2021, as a sample and agreed the payments to till receipts.  We noted that 

VAT is recorded separately to allow recovery from HMRC and that the cash sheet was signed.  

We test checked the August reimbursement to the Rialtas accounting system.  

Conclusion  

There are no issues arising in this area. 
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Marlborough TC: 2021-22 
(Interim update) 

23-September-2021 Auditing Solutions Ltd 

Review of Staff Salaries 

In examining the Council’s payroll function, we aim to confirm that extant legislation is being 

appropriately observed as regards adherence to the Employee Rights Act 1998 and the 

requirements of HM Revenue and Customs (HMRC) legislation as regards the deduction and 

payment over of income tax and NI contributions, together with meeting the requirements of the 

local government pension scheme, as amended from 1st April 2017 with regard to employee 

contribution percentages.  

We noted that processing of the Council’s monthly payroll continues to be undertaken “in house” 

utilising bespoke ‘QuickBooks’ software.  We sample checked payroll transactions, specifically 

we have:  

➢ Test checked the contract for a new member of staff to the gross pay recorded in the June

payroll report;

➢ Obtained the summary payroll reports for June and July and agreed the totals to the Rialtas

cash book payments;

➢ Test checked the calculation of tax and national insurance for 6 staff paid in June;

➢ Test checked the calculation of employee and employer pension contributions deducted

from the June salary payments; and

➢ Commenced our month-on-month trend analysis of payroll transactions per the cash book

to enable us to confirm there are no material anomalies.

Conclusions 

The Council has arrangements for processing its payroll. 

Staff pension contributions depend on their level of pay. We noted that where staff work 

contracted overtime this has sometimes caused the required pension contributions to change 

between months.  The Office Manager understands the IT system does not allow the user to vary 

the contributions each month.  She is going to clarify with the Pension Administrator how the 

Council can ensure overall month on month the correct deductions are made.  One officer was 

deducted the wrong pension contributions in June in error which is being amended. 
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Marlborough TC: 2021-22 
(Interim update) 

23-September-2021 Auditing Solutions Ltd 

 
  

Rec. 

No. 

Recommendation Response 

Assessment and Management of risks  

R1 The Council should consider increasing its level of fidelity guarantee insurance in-line with its 

balances, as a matter of good practice. 

 

 

 



ITEM 8 Tourism Update Report 

Update on Tourism 

Summary – This report asks members to note actions taken thus far to continue to deliver 

the Marlborough Tourism Strategy  

Background 
At the Full Council Meeting in January 2020, councillors noted and approved a revised and finite 
version of the Marlborough Tourism Strategy. Resulting objectives have been progressed where 
possible to mitigate the impact of lockdown and the challenges of the Covid-19 virus.  

As the virus starts now to shift from pandemic to endemic, the tourism industry remains 
challenged, with international trade groups yet to return. By contrast, domestic trade this summer 
has been strong especially with regards day visits and those on route to the South West on 
holiday. Staffing concerns with both visitor attractions and in the hospitality, sector continue to be a 
problem.  

Visit Wiltshire reports a recent surge in social media followers and increased visitors to its website 
with Marlborough being the 4th most visited product page (behind Castle Combe, Cotswold Water 
Park and Longleat). It also reports how Marlborough has recently increased travel trade activity 
both domestically and internationally, where the town in now being sold via 3 large UK based 
DMCs in the USA, Netherlands, Germany, and Scandinavia 

Current situation 
Five priorities were outlined in the action plan concluding the Marlborough Tourism Strategy. Work 
done to address these since January 2021, current plans and future goals are as follows: 

1) Developing the product and visitor offer

Ongoing

• *Working with Great West Way to provide bookable tours with Crofton Beams, Wilton
Windmill, the Merchant’s House, St Peters Tower.

• *Working on a local tour with Marlborough College – piloting on October 21st with a view to
launching limited tours in 2022

• *Working with Transition Marlborough and Ark on a year-round nature trail

Completed since Jan 2021 

• Equipped the Visitor Information Point in George Lane - now fitting a timer mechanism in
the door, with a plan to opening it (unmanned) between 10 and 4 daily

• *Secured the Coach Friendly Status award on June 21st

• *Produced a Marlborough promotional Food and Drink video and an Accommodation video
in the spring - now working on an Events video



2) Improving coordination

Ongoing

• *Continue to work with and communicate with the High Street, relaying information on grant
funding, addressing concerns over signage and canvassing opinions, most recently on the
Green Badge Scheme

• *Working with VW and GWW to establish better trade contacts/coach contacts. Taking part
in a London trade exhibition in January 2022 and, online this autumn, in an 8-session travel
trade training course

Completed since Jan 2021

• *Re-established Tourism Forum – met face to face in September with representation from
Summer School, Marlborough College, North Wessex Downs, LitFest, Parade Cinema, St
Peter’s Church, Vale of Pewsey tourism, Merchant’s House, and Visit Wiltshire/Great West
Way

• *Gave a talk to U3A on why Tourism matters in Marlborough

3) Marketing and information

Ongoing

• *Planning GWW workshops to better explain concept to local stakeholders

• *Working on town’s signage following review in January 2020

Completed since Jan 2021

• *50 Things to Do in Marlborough leaflet launched in Spring

• *Food and drink and accommodation lists revised and updated

• *User-friendly illustrated map printed

• *Moveable, personalised “A” board in operation

• *New bracket sign installed outside No 5 High Street

• *Sat the CIM Institute of Marketing “Marketing Principles” exam and passed, with
distinction. Now starting work on a Digital module

4) Branding and Identity

Ongoing

• *Much work to be done on developing a consistent and uniform Marlborough brand – most
obviously through a complete signage overhaul

5) Knowledge and Understanding

Ongoing

• *Working on promoting big events of 2021 (the cinema launch, Lit Fest, Dark Skies, and the
Marlborough White Horse clean up).

• *The aim is next to link data, where possible, from these events and combine it with visitor
information from the likes of the Premier Inn and the Summer School to enable us to
conduct seasonal visitor surveys and improve understanding of visitor types, needs and
behaviour going forward.



Financial implications 
Expenditure to date this year continues within budget. 

Recommendations 
It is recommended that Members note this update and provide any useful feedback. 

Tourism Officer October 2021 



ITEM 9   Museum and Heritage Asset Funding 

A. To consider and agree the proposal to fund the Maton paintings and other assets in support
of the Museum

The Committee are asked to consider the proposal by Cllr Ross for £1000 (Heritage
budget code 4317)  to be given to Malrborough Museum in support of asset acquisition of
Heritage items including Maton paintings. The Council is able to do this under the Local
Government Act 1972 s145 (1)(d).

B. To Consider the Council’s approach to heritage development

The Committee are asked to consider the scope and opportunities for the development of
heritage assets and experiences for the benefit of Marlborough Community, with a view to
informing the Council’s Development and Action Plan.



ITEM 10 Dark Skies 

To note the update budget report for the Dark Skies Event 

MDSF 
2021 

Expected 
Costs Income 

secured 

Source For which 
costs Income 

to be 
secured 

Notes 

 £  
25,958 

with 
contribution 
to staff 
costs 

 £  
3,000 

MTC any in bank 

 £  
22,348 

without any 
contribution 
to staff 
costs 

 £  
4,000 

NWD any in bank 

 £  
1,478 

LYN No added 
sugar 

In bank 

 £  
14,800 

ACE any £13320 claimed. 
Final 10% after 
festival 

 £  
1,000 

RAS vols/science claim after 
festival 

 £  
1,375 

ticket sales 

 £  
1,000 

sponsorship 

 £  
24,278 

 £  
2,375 

** 

Total 
Income 
expected 

 £  
26,653 

 Held by 
NWD 

 £  
15,800 

Held by 
MTC 

 £  
8,478 

** if we got less from sponsorship/tickets, we would reduce the contribution to 
staff costs on the expenditure 



ITEM 11 Town Council Branding and Corporate Image Policy  

To consider adopting a policy for Town Council branding and corporate image purposes 

1. At the request of the Chair of the Finance and Policy, the Committee are asked to consider
adopting a Council Policy on ‘Branding and Corporate Image’, and what this might entail.

2. This could include, but not definitively, lanyards or ID badges for officers and Councillors,
badge clothing or the provision of more distinct protective wear for the ground staff for general
use, and also possibly for all Council staff and volunteers when running events.

3. Budget needs will also need considering; there two relevant budgets currently, Personal
Clothing with £779, and PPE £781. There is an order of Hi Viz jackets in working progress with
an overall cost of £200, and over the course of the year we would expect to use more of these
budgets to replace routine works clothing and PPE.

4. Health and Safety and seasonable considerations will also need thinking about, so it would be
advisable to consult the staff, and in particular the ground staff in the making of a ‘Branding
and Corporate’ Policy to ensure what may be derived is effective at the point of
implementation.

5. The Committee are asked to instruct the Town Clerk accordingly.



ITEM 12 Tractor Repairs Update 

To note the financial update on the tractor repairs 

Tractor 1 

1. Iseki TG 5470 that was originally leased in 2012 on a five year and is now rolling on had a
problem with the head gasket which has caused some considerable damage to the engine.
This tractor has done 3384 hrs

2. The repair is to replace the bottom half of the engine. This has been done but the repair
needs to be finished buy adding a new fuel pump for which the delivery is still pending.

3. Cost £4,800.

Tractor 2 

4. Iseki but the TG6490 this was leased in 2017 on a five-year lease. This tractor has 650hrs
on it.

5. The main drive shaft in the engine that delivers power to the gear box has snapped. The
parts are on order and the delivery is pending.

6. Cost £4715.

7. This tractor will then become our main grass cutting tractor taking on the bulk of the work
leaving the smaller slightly older TG5470 to do the grave digging and the odd bit of mowing
if needed.

Total Cost 

8. The total cost is expected to be £9515 exc. VAT. There is an EMR ‘Open Spaces
Machinery’ which has £15,197 held funds that will be needed to cover the costs.

Tractor 3 

9. The Council owns a Ford 1920 tractor, that is not used and simply takes up spaces in our
external storage area.

10. It is thought it could be worth in the region of £5500. The Grounds Manager has proposed
that Council could sell this Tractor offset the cost of the repairs to the two tractors.

11. The Committee are asked to consider this proposal and instruct the Town Clerk
accordingly.



ITEM 13 eComms Policy 

To reconsider the eComms Policy for referral to Full Council 

This draft Policy was first presented to the Finance and Policy Committee on the 14.6.21 when it 
was resolved to form a working party to make some amendments. A working party was arranged 
for 7.7.21 but was canceled due to lack of attendance. A further request was made to the Working 
Party members for email feedback that could be incorporated in the Policy by 17.9.21 but no feed 
back was offered. It must be assumed those volunteering for the Working Party are too busy to 
commit the time to work on this matter. In the absence of any feedback, and at the request of the 
Chair of the Finance and Policy Committee, the Committee as asked to reconsider how this matter 
can be progressed in pursuit of ensuring the Town Councils eComms Policy is robust and up to 
date. 

The Committee are asked to consider this matter and instruct the Town Clerk accordingly. 
(Please see Appendix 1 for draft eComms Policy) 



ITEM 14   Development Plan Workshops 

To consider the outcomes of the Development Workshops 

I. There were three in-house Council workshops on the 14th , 21st and the 15th  of September,
from which there were a number of outcomes that could be adopted by the Council and its
Committees to inform the development plan for the next Council term, as follows:

• Climate Emergency – this was seen as overarching, and integral to all Council services

and activities, with MTC being proactive and leading by example

• Town ‘Centre’ Plan – and having a well thought through plan could influence key other

stakeholders and partners towards a shared vision

• Maximising Marlborough’s assets – including capitalising on the open spaces, river, and

venues

• Traffic Plan – and how a well thought through plan could influence key other stakeholders

and partners towards a shared vision

• Ensuring the Marlborough Area Neighborhood Plan

• Civic services and program – as an inherent given of the Councils offer and part of the

Towns ‘brand’

• Eco -Tourism – seen to offer opportunities in support of other aspirations

• Youth, Community, and Business engagement – with models of approach, strategy, and

resourcing

• Cultural Development and Events – seen as key to ensure shared experiences for

community cohesion, and being forward thinking in terms of bringing back events

• Influence and Enabling – how the Council can use it position effectively in support of other

goals

• Affordable rented accommodation – are there more opportunities to increase Council

stock, plus other models to do this?

• Heritage – linked to tourism, and cultural development/events/ Civic?

• Partnerships – linked to the Council adopting a proactive enabling role, and seeking to

maximise opportunities for Marlborough

• Devolution of Services ( inc. possibly High St Market) – what may be taken on from WC,

and the need to ensure this is supported by sufficient resource

• The Common – management and utlisation

• Business and employment development ( BID) – is there scope to create opportunities

for small businesses, a ‘business hub’, young people?

• Maintain the existing – not  ‘blank canvas’ – need to ensure we maintain what MTC

currently has

• Resourcing and Finance – all aspirations should be supported realistically, and also could

look at creative ways to draw in resources to enable developments in a managed way (e.g.,

1/2/5/10 yrs.)

• Evidence Based – needed to support new initiatives going forward – reference to WC’s

Joint Strategic Assessment.



II. The Committee are asked to consider;

- which of these it may consider relevant to its remit, and from these which if any it should
adopt as thematic aims that could feature in a 2021-2025 Council Development Plan?

- to preliminarily identify the financial implications of any broad aims the Committee considers
for adoption, with a view to informing the 2022/23 budget and precept setting. 

III. The Committee are asked to instruct the Town Clerk accordingly.



ITEM 15 Standing Orders (Please refer to attached Standing Orders document

To consider for referral to Full Council the amendments as proposed by the Town Clerk 

In pursuit of clarity and consistency between Council practice when making proposals, and the 
Council’s Standing Orders the Committee are asked to consider the proposed amendments for 
recommendation to Full Council for adoption, with attention to Standing Order 10 b, d, and f. 



ITEM 16 Environment and Climate Protection Policy 

To consider the Council’s Environment and Climate Protection Policy and how it can  
positively influence those services and activities that fall under the remit of the Finance and Policy 
Committee. 

I. The Council adopted its Environment and Climate Protection Policy Statement on the

28.6.21.

II. The Committee is now asked to consider the policy in the context of the Property

Committee’s remit and how it can be used to positively influence those services and

activities that fall under the remit of the Property Committee.



Marlborough Town Council 

Environment and Climate Protection Policy Statement 

Author: Town Clerk 

Adopted: 28.6.21 

Review Date: June 2024 

Policy Statement 

1. Marlborough Town Council is committed to protecting the health and wellbeing of our local environment and

beyond.

2. Marlborough Town Council acknowledges that non-recyclable single use plastics (SUPs) are a threat to our

wildlife and environment on a local, national, and global scale.

3. Marlborough Town Council further acknowledges the effect of global warming and global climate emergency,

which has been declared by the UK Government and by Wiltshire Council.

4. Marlborough Town Council recognises its obligation to take such steps as are necessary and practicable, to

limit any detrimental impact its services and activities has on the immediate local and wider environment and

on the global climate.

5. The Council, committees, and staff will proactively exercise its collective knowledge and awareness to ensure

an informed approach to its considerations in respect of all Council responsibilities, commissions and

purchases, contractual agreements, engagement of services, projects, events, and practices, with the overall

aim to reduce it environmental impact and achieve carbon neutrality in line with Government policy.

6. The Council aims to ensure its staff and councillors develop its awareness and knowledge of the ‘Climate

Emergency’ and mitigating factors through the acquisition of information and skills in order to limit its impact

on the environment and climate.

7. Marlborough Town Council commits to a comprehensive appraisal of its current operations to assess and

understand its environmental impact, and to outline its areas for improvement and subsequent actions; and

will ensure the necessary resources are prioritized to ensure this happens at the start of a Council term and

every subsequent year thereafter, to ensure that the Council is able to perform all its duties as required by

environmental legislation.

8. The Council is also committed to supporting and encouraging residents and community groups, to take such

actions as are necessary and practicable, to limit their detrimental impact on the environment and the global

climate. In order to do this, the Council is committed to consulting with residents, to better understand how it

can support in this work.

9. This policy will be reviewed every three years, or as needed, by the Finance and Policy Committee, in

conjunction with the Town Clerk.



ITEM 17. Grant Application 

Please see link for Wiltshire Sight application 
form   

See attachment for full Accounts

To consider a grant application form Wiltshire Sight 
1. 

2. 

‘Wiltshire Sight’ have applied for a grant for £500 as a contribution to 
delivering a Wiltshire wide support service to partially sighted people in Marlborough. 

The support service is expected to be for up to 300 Marlborough residents, although it is 
not clear what level of service can be expected in Marlborough. This has been asked of the 
applicant and it is hoped an update can be verbally offered at the Committee meeting. 

3. Wiltshire Sight’ have stated they are a registered Charity.

LINK: Wiltshire Sight | Home 

Town Clerk 13.10.21 

https://www.wiltshiresight.org/


MARLBOROUGH TOWN COUNCIL 

APPLICATION FOR A SMALL GRANT 

Please ensure that you have read the Guidance Notes before completing this form. 
If you need help, please contact us by telephone on 01672 512487 or by e-mail at 
enquiries@marlborough-tc.gov.uk  

Please complete all sections. 

Section 1 – Tell Us About Your Organisation 

1a 

1b 

1c 

1d 

1e 

1f 

Name of organisation Wiltshire Sight 

Contact person Karen Monk 

Contact address St Lucy’s Sight Centre, The Beeches, Bath Road, Devizes, 
  SN10 2AT 

Contact e-mail address karen.monk@wiltshiresight.org 

Contact daytime telephone number 01380 723682 

Contact mobile telephone number 

Section 2 – Tell Us About Your Application 

2a What does your project/event aim to achieve? 
Wiltshire Sight improve the quality of life for blind and partially sighted people in 
Wiltshire.  We provide practical & emotional support for people adjusting to living with 
sight loss. We support people to continue to live independently by equipping them with 
the tools they need and create peer and social networks to help reduce isolation. 
We believe that sight loss shouldn’t stop people reaching their full potential.  
Working across Wiltshire, we are the only charity in the region providing local, face-to-
face support. 
Sight loss has practical and emotional consequences. It can restrict social and personal 
interaction, leading to isolation whilst removing a person’s independence as they have to 
rely on others for simple tasks. It can be dangerous and scary. People have to re-learn 
how to safely use their kitchen (even simple tasks such as making a hot drink), move 
around their home, and go outside. It can be devastating. We want to be there to make 
sure people don’t just survive, but thrive after sight loss.  
Our Sight Loss Assessment explores how people are coping in all areas of their life. We 
create a plan with people helping them progress towards their goals. We measure their 
progress, recording outcomes to make sure we know we are making a difference in 
people’s lives. After our initial support, we continue to be there. We hold support hubs in 
local community spaces across the county including in Marlborough, providing a full 
range of practical and emotional support. Our Sight Loss Advisors are local and know 
the challenges and support available. We show people a range of innovative technology 
to find the right tools for them and their sight loss, training people to use items 
effectively, maximising any remaining sight that they have.  
We are very proud that we’ve continued to deliver support throughout the pandemic. 

mailto:enquiries@marlborough-tc.gov.uk


2b 

2c 

However, in spite of our efforts, our clients are still amongst the most isolated and 
vulnerable in our communities. We have adapted our services e.g. supporting people to 
use technology, and we are now looking forward to responding to the challenges of 
society reopening, and ensuring that people with sight loss aren't left behind. After a 
year of isolation for so many, there is a huge need to help people gain confidence 
leaving home.  
We are seeking funding towards our sight loss service in Marlborough to continue this 
valuable work in Marlborough for those residents living with sight loss, with increased 
focus this year on building connections in the community and helping people to re-
connect through peer support groups, befriending, and accessible social and sporting 
opportunities. We will have a community hub in Marlborough where people can drop in 
or make appointments to see their Community Sight Loss Advisor, try out equipment, or 
get support as needed alongside peer support. Peer support makes such a difference to 
mental wellbeing, because as well as ‘having someone to talk to’, people gain 
confidence and purpose by supporting others     
We are also very concerned that people have postponed eye health checks due to 
needing to isolate or shield. We believe that there will be a significant jump in new 
diagnoses and sadly a marked deterioration of people’s sight conditions emerging over 
the next twelve months. We will help more people to reach their full potential by 
supporting them as soon as they are diagnosed, and regularly when their sight 
deteriorates and needs change. Sight loss is the only life-changing diagnosis that is 
made on the high street, and people desperately need practical and emotional support at 
this time. All of our work is guided by what our clients and the visually-impaired 
community tell us is needed. We seek continual feedback from clients to inform service 
development. Members of our board and staff are themselves registered significantly 
sight impaired, and this summer we are launching an Advisory Board of clients to help 
guide our work. 

How will this project benefit Marlborough (e.g. who and how many will it benefit) 
RNIB estimates there are over 18,900 people living with sight loss in Wiltshire with over 
300 estimated people living with sight loss in Marlborough, We currently support around 
50 blind and partially sighted people living in Marlborough. Although many people are 
managing their eye condition, there are a large number of people who need access to 
local information, advice, guidance and support to enable them to continue to live as 
independently as possible. Many people are unaware of the range of resources and 
assistive technologies that are available to help them make the most of their remaining 
sight and are struggling to cope with daily living. Our clients tell us that living with sight 
loss makes it harder to get out of the house, and to adapt to new situations such as 
starting/moving schools or employment, accessing clubs and activities.  The fear of 
stigma alone can be a huge deterrent, and when added to the practical issues of leaving 
the house with sight impairment, it can often seem like an insurmountable barrier.  
Distances that seem short when you can drive, or read signs at unfamiliar bus stops can 
seem insurmountable when first learning to live with sight loss.  Being able to have local 
community hubs and local peer support groups enable people to get to know each other 
and their local area and are more accessible to blind and partially sighted people. 
Holding groups within the local community can be useful when finding out about local 
bus routes to eye clinics, or advice on resources and community events.   
We also know the value of having friends nearby.  Knowing you are not the only person 
affected by sight loss is hugely important.  It can be reassuring to hear from others with 
lived experience about what tools and techniques work for them. This can help people 
believe that solutions really will work for them.  By being able to have a community hub 
in Marlborough we hope to reach more blind and partially sighted people that need our 
support. 

Is your group a registered Charity?   Yes  No   



2c 

2d 

2e 

Has your organisation received a previous grant from this Council?    Yes  No   

If Yes, please provide details of the date(s) of application and the amount(s) awarded 

Have you applied to other local authorities for a grant (e.g. the Area Board)? 

We have applied to other local Town Councils for support with the community hubs and 
services in individual Town Council areas. We have applied to other Trusts and Grants 
for funding for our Community Sight Loss Service throughout Wiltshire which includes 
Marlborough.  

Please continue overleaf 

Section 3 – Tell Us About The Financial Aspects Of Your Application 

3a Projected Expenditure    
CSLA preparation 
CSLA attendance   
Travel  
Venue hire  
Publicising the event 
Overheads / Contribution 
This expenditure for running one community hub in Marlborough 
a month for a year     

£552 
£552 
£300 
£240 
£240 
£288 

Total Projected Expenditure:       £2,172 

3b Projected Income (including fundraising and project income 
from other sources)        
National Lottery Awards for All (proportion of £10,000 for all of 
Wiltshire) 
We are also still applying to Trusts and Grants to cover the 
remaining costs and have individuals taking part in challenge 
events for us during the year along side our individual giving 
which a proportion will be allocated to the project and will cover 
the remaining expenditure costs. 

£500 

Total Projected Income:      
£500 

3c Total Projected Shortfall 
(i.e. projected expenditure minus projected income)  

£1,672 

3d GRANT NOW SOUGHT  
£500 

3e Please tick this box to indicate that you have attached last year’s 
financial accounts or Bank Statement (if a newly established group). 





Section 4 - Declaration 

4a I confirm that the information on this form is correct, that any grant received will be spent 
on the activities specified, and that I will complete the small grants monitoring form (if 
requested by Marlborough Town Council) upon completion of the project:       

_________________________    (Signature) 

Karen Monk________________________    (Printed)  

28th September 2021_________________    (Date application submitted) 

Return 
to: 

Town Clerk 
Marlborough Town Council 
5, High Street 
Marlborough, Wilts 
SN8 1AA 

Office Use Only: 

Date Received: 

Meeting Date: 



Appendix 1 

MARLBOROUGH TOWN COUNCIL
Electronic Communications and Social Media Policy 

1. Introduction

Marlborough Town Council uses online tools to provide and communicate information easily, clearly,

effectively, appropriately and in a timely manner to the people, businesses, and agencies it works

with and serves.

The Council has a website, social media (Facebook, Twitter, and Instagram) accounts, YouTube

channels and uses email to communicate.  For a full list see section Error! Reference source not

found..

The Council will always try to use the most effective channel for its communications and over time

may add to the channels of communication that it uses as it seeks to improve and expand the

services it delivers.  When these change this Policy will be updated to reflect the new arrangements.

The Council’s website and social media accounts intend to provide information and updates

regarding Council meetings, news, services, events, and activities within our Parish as well as

information for tourists, and to promote our community positively.

It is important to ensure that the Council balances the opportunities presented by social media

platforms with its duties to service users and partners, its legal responsibilities, and its reputation.

For example, the Council must be mindful of its duty to safeguard children, young people, and

vulnerable adults.

2. Purpose

This policy aims to provide a framework of good practice to ensure that:

2.1. Users know what to expect from Council online platforms and how to communicate online 

with Marlborough Town Council. 

2.2. The Council is not exposed to security, legal or governance risks. 

2.3. The reputation of the Council is not adversely affected. 

2.4. Users can clearly distinguish where information provided via social media is legitimately 

representative of the Council. 

2.5. Council Representatives (as described in 3.1) are clear about their roles and responsibilities. 

3. Scope
3.1. This policy covers the use of electronic mail, websites, social media, and networking 

applications by Council employees, elected Members, partners or other third parties 

(including contractors and volunteers) acting on behalf of the Council.  These groups are 

referred to collectively as “Council Representatives”. 

3.2. Where individuals, including those from partner organisations or volunteers, are involved and 

are acting on behalf of the Council, they will also be expected to comply with relevant 

Council policies. 

3.3. This policy covers online and social networking applications including, but not limited to, 

blogs (for example, WordPress), online discussion forums, collaborative spaces, media 



sharing services (for example, YouTube), videoconferencing (for example, Zoom) and social 

networking and micro blogging applications (for example Twitter, Facebook, Instagram and 

TikTok). 

3.4. This policy applies to all uses of electronic communications used for any Council-related 

purpose and regardless of whether they are hosted corporately or not and must be 

considered where Council Representatives are contributing online in an official capacity to 

sites provided by external organisations. 

3.4. All Council Representatives should bear in mind that information they share online, even if 

they are on private spaces, are still subject to copyright, data protection and Freedom of 

Information legislation, the Safeguarding Vulnerable Groups Act 2006, Equal Opportunities 

and other legislation. 

3.5. Use of social networking applications in work time for personal use only is not addressed by 

this policy. 

4. Terms of Use of Online Media

Council Representatives must adhere to these Terms of Use. These apply to all uses of social

networking applications by all Council Representatives. This includes, but is not limited to, public-

facing applications such as open discussion forums and internally facing uses such as project blogs

regardless of whether they are hosted on corporate networks or not.

Comments made on social media platforms sometimes lack transparency or clear audit trails: for

example, a @username may be an alias with no contact information provided such as an email

address.  In addition, users tend to ‘share’ and comment on posts across multiple sites and profiles.

This means it is not always possible to see all comments relating to a topic or post (for example, if

someone has shared and commented on a private profile).

For these reasons the Town Council will never use social media to enter into debates, discussions

to answer questions raised by the public other than to answer simple service-related questions (for

example, “How do I apply for an allotment?”).  Proper routes to raise questions with Council include

Public Question Time at any Council meeting or via the Town Council office (in writing, by email or

by telephone), or by contacting a Councillor.  Contact details for Officers and Councillors are

published on the Town Council’s website.

Official Council profiles and pages will be managed by staff on behalf of the Town Clerk and will only

be used to share information or promote events or tourism.  They will not be used to enter into

discussions, debates, or answer questions other than simple service questions.

Where individuals, including those from partner organisations or volunteers, are involved and are

acting on behalf of the Council, they will also be expected to comply with relevant Council policies.

All Terms of Use apply to all types on online communication irrespective of platform.

4.1. All proposals for using online communications as part of a Council service (whether they are 

hosted by the Council or by a third party) must be approved by the Town Clerk first. 

4.2. Use of online applications which are not related to any Council services (for example, 

contributing to a wiki provided by a professional association) do not need to be approved by 

the Town Clerk.  However, Council Representatives must still operate in line with the 

requirements set out below. 

4.3. Where applications allow the posting of messages online, users must be mindful that the 

right to freedom of expression attaches only to lawful conduct. The Council expects that 



users of social networking applications will always exercise the right of freedom of 

expression with due consideration for the rights of others and strictly in accordance with 

these Terms of Use. 

4.4. Posts must not contain content that is knowingly unlawful, libellous, harassing, defamatory, 

abusive, hateful, threatening, harmful, obscene, profane, sexually oriented, or racially 

offensive. 

4.5. Posts must not be used for actions that would put the Council Representatives in breach of 

Council codes of conduct or policies relating to Elected Members or staff. 

4.6. Profiles, pages, or posts must not be used for party political purposes or specific 

campaigning purposes as the Council is not permitted to publish material which ‘in whole or 

part appears to affect public support for a political party’ (LGA 1986). 

4.7. All users need to be aware that applications may be closed, or commenting suspended, for a 

defined period before local or national elections in order to comply with legislation which 

affects local authorities. 

4.8. Profiles, pages, or posts must not be used for the promotion of personal financial interests or 

personal campaigns. 

4.9. Profiles, pages, or posts must not be used for the promotion of commercial ventures. 

4.10. Any contributions made by Council Representatives should be professional and uphold the 

reputation of the Council. 

4.11. Members, if using their own social media account profiles, must ensure that they state they 

are either speaking in a personal capacity or simply providing details of works undertaken or 

policies agreed by Marlborough Town Council and not speaking on behalf of the Council. 

4.12. Council Representatives should not post to, or comment on, Marlborough Town Council 

social media sites as their comments may be perceived to reflect the views of Marlborough 

Town Council and could lead to unnecessary debate in the public domain and/or leave the 

Council exposed to reputational risk.  They can however do this if they have cleared the 

content in advance with the Town Clerk or his or her delegated officer, for example, the 

Mayor or Chair of a Committee may be asked to comment on a matter of public interest.  

Comments should always represent a corporate or consensus view.  Any comments deemed 

to be in violation of this will be hidden and/or removed (see section 7 ‘Enforcement). 

4.13. Members may interact with Town Council social media channels simply to show support, for 

example to ‘like’ a post, or to share stories to other platforms with neutral comments, or to 

add neutral or benign comments to a post, for example to say “well done” against a good 

news story. 

4.14. Council Representatives should think very carefully before posting to other social media 

platforms with wide readership, for example the Facebook page called Marlborough Notice 

Board.  If they do so they should make it clear in their statement that their comment reflects 

their own personal views and is not representative of Marlborough Town Council unless this 

has already been cleared by the Town Clerk or is signposting to information already 

published on the Marlborough Town Council website or other channel. 

5. Transparency
It is important to ensure that members of the public and other users of online services know when an

email account, website or social networking application is being used for official Council purposes.  To



assist with this, all Council Representatives must adhere to the following requirements: 

5.1. Officers and Elected Members must only use their email account or website in the @marlborough-

tc.gov.uk domain for user accounts which will be used for official Council purposes. 

5.2. Council Representatives should identify themselves as such where appropriate on social 

networking applications and in official email accounts (for example, by providing additional 

information in user profiles and/or to add an email signature with “Councillor myname, Marlborough 

Town Councillor”) 

5.3. The use of the Council’s logo or other branding elements should be used where appropriate to 

indicate the Council’s support.  The logo should not be used on social networking applications 

which are unrelated to, or are not representative of, the Council’s official position. 

5.4. Official complaints procedures must be published in a prominent place which is easily accessible to 

others.

6. List of Applications
Marlborough Town Council has a range of online tools that will be to convey and share information to

the public, to tourists or for press announcements.

6.1. Email – all official accounts will only use the @marlborough-tc.gov.uk domain.  Officers and

Elected Members have email address which are listed on the Town Council Website.  In addition, 

there is a general enquires address: enquiries@marlborough-tc.gov.uk 

6.2. Website - https://marlborough-tc.gov.uk/ 

The Town Council’s website is the ‘landing page’ or hub for all council-related information.  It 

provides information about services, useful links for the community and tourist information.  It is a 

repository for information, for example agendas and minutes of meetings; venue hire prices; 

contact information and from time to time may be used to host public consultations or other 

relevant items of business. 

6.3. Facebook @MarlboroughTC is the main Marlborough Town Council Facebook page. 

From time-to-time subpages will be created, for example @marlboroughdarkskiesfest to promote 

the 2021 Dark Skies Festival and used in partnership with the North Wessex Downs AONB, and 

@MarlboroughinBloom to showcase the town’s entry into RHS South West in Bloom. 

6.4. Twitter: @MTCWilts 

6.5. Instagram: @VisitMarlborough; used exclusively as a tourist information page 

6.6. YouTube: Marlborough Town Council is the main channel, with sub channels for Marlborough Dark 

Skies Fest and Visit Marlborough UK tourist information. 

6.7. Social media sites listed above are not monitored 24/7 and we will not always be able to reply 

individually to messages or comments received.  However, we will endeavour to ensure that any 

emerging themes or helpful suggestions are passed to the relevant people or authorities.  Please 

do not include personal or private information in your social media posts to us. 

6.8. Sending a message/post to us via social media will not be considered as contacting the Council for 

official purposes and will not be obliged to monitor or respond to requests for information through 

these channels.  Instead, please make direct contact with the Town Clerk or via the general 

enquiries email address and/or any Members by emailing or writing to us. 

6.9. We retain the right to remove comments or content that includes: 



• Obscene or racist content 

• Personal attacks, insults, or threatening language 

• Potentially libellous statements 

• Plagiarised material, any material in violation of any laws, including copyright 

• Private, personal information published without consent 

• Commercial promotions or spam 

• Alleges a breach of a policy or the law 

 

6.10. The Council’s response to any communication received not meeting the above criteria will be to 

either ignore, inform the sender of our policy, or send a brief response as appropriate.  This will 

be at the Council’s discretion based on the message received, given our limited available 

resources.  Any information posted on our Social Media pages not in line with the above criteria 

will be removed as quickly as practically possible.  Repeat offenders will be blocked from pages.  

The Council may post a statement that ‘A post breaching the Council’s Social Media Policy has 

been removed’.  If the post alleges a breach of a Council policy or the law, the person who 

posted it will be asked to submit a formal complaint to the Council or report the matter to the 

police as soon as possible. 

 

6.11. SMS (texting).  Council Representatives are reminded that this policy may also apply to text 

messages. 

 

6.12. Video Conferencing, e.g., Skype, Zoom.  Council Representatives are reminded that this policy 

also applies to the use of Video Conferencing. 

 

7. Enforcement 

7.1. In accordance with the published complaints procedure1, any breach of the terms set out in 

this policy could result in the application or offending content being removed, and/or the 

publishing rights of the responsible Council Representative being suspended. 

 

7.2. The Town Clerk reserves the right to require the closure of any applications and/or removal 

of content published by Council Representatives which may adversely affect the reputation 

of the Council or put it at risk of legal actions. 

 

7.3. Any communications or content published that causes damage to the Council, any of its 

employees or any third party’s reputation may amount to misconduct or gross misconduct to 

which the Council’s Disciplinary Policy applies. 

 

8. Complaints 

Complaints should be made in line with the Town Council’s Complaints Procedure which is available 

from the Town Council website. 

 

9. Review 

This policy will be reviewed on an annual basis or sooner if any areas require improvement. 

Policy adopted: xxxxdatexxxxxxx 

 

This policy is based on established good practice and guidance from the Society of Local Council Clerks. 

 

 
1 Available at https://www.marlborough-tc.gov.uk/council/corporate 
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Marlborough Town Council Page 1
Detailed Income & Expenditure by Budget Heading 01/09/2021

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds Available % Spent

Finance & Policy
101 ADMINISTRATION

1663.7%(1,564)1010 INCOME-MISCELLANEOUS  1,664 100
100.0%01176 PRECEPT RECEIVED  744,373 744,373

1.5%9851190 BANK INTEREST  15 1,000
23.3%1,1511191 MARKET INCOME  349 1,500

746,973746,401ADMINISTRATION :- Income 572 99.9%
50.3%107,802 107,8024001 SALARIES/NI/SUPERAN  109,094 216,896
99.3%19 194005 ELLIS WHITTAM  2,681 2,700
3.4%966 9664009 TRAVEL  34 1,000

57.7%1,270 1,2704010 STAFF MOBILE PHONES  1,730 3,000
38.0%5,082 5,0824011 BUSINESS RATES  3,119 8,200
14.2%858 8584022 PETTY CASH  142 1,000
34.3%1,642 1,6424023 STATIONERY/PUBLICS.  858 2,500
66.8%1,658 1,6584024 SUBSCRIPTIONS  3,342 5,000
74.0%4,154 4,1544025 INSURANCE  11,846 16,000
46.8%2,658 2,6584026 PHOTOCOPIER  2,342 5,000
56.4%218 2184028 POSTAGE  282 500
25.0%1,500 1,5004029 NEWSLETTER  500 2,000
26.7%1,466 1,4664038 MAINTENANCE  534 2,000
10.2%4,492 4,4924041 TRAINING STAFF  508 5,000
0.7%4,965 4,9654046 TOURISM  35 5,000
8.0%6,440 6,4404055 PROFESSIONAL  560 7,000

51.1%1,955 1,9554057 AUDIT FEE  2,045 4,000
43.1%341 3414059 BANK CHARGES  259 600
57.7%211 2114063 OFFICE GENERAL  289 500
45.5%251 2514064 ARCHIVE STORAGE  209 460
77.3%681 6814067 CCTV  2,319 3,000

112.1%(121) (121)4071 OFFICE EQUIPMENT  1,121 1,000
53.0%3,760 3,7604075 SOFTWARE & FEES  4,240 8,000
29.2%354 3544076 HEALTH & SAFETY  146 500
11.4%1,772 1,7724153 EVENTS  228 2,000
0.0%6,000 6,0004154 SWITCH ON EVENT  0 6,000
0.0%500 5004224 YOUTH COUNCIL  0 500

26.0%1,850 1,8504228 WEBSITE/BROADBAND  650 2,500
0.0%300 3004301 FIRE EXTINGUISHERS  0 300

20.7%5,554 5,5544308 IT EQUIPMENT LEASE  1,446 7,000
0.0%2,500 2,5004309 IT SUPPORT PACKAGE  0 2,500
0.0%300 3004311 RECRUITMENT  0 300
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0.0%1,000 1,0004317 HERITAGE PROJECT  0 1,000
13.5%2,594 2,5944336 DARK SKIES  406 3,000

325,956150,964ADMINISTRATION :- Indirect Expenditure 174,992 0 174,992 46.3%
Net Income over Expenditure 595,437 421,017 (174,420)

102 SECTION 137
23.3%1,533 1,5334152 REMEMBRANCE DAY  467 2,000

2,000467SECTION 137 :- Indirect Expenditure 1,533 0 1,533 23.3%
Net Expenditure (467) (2,000) (1,533)

103 OTHER GRANTS
1.7%14,743 14,7434061 CHRISTMAS LIGHTS  257 15,000
0.0%7,000 7,0004151 GRANTS  0 7,000

22,000257OTHER GRANTS :- Indirect Expenditure 21,743 0 21,743 1.2%
Net Expenditure (257) (22,000) (21,743)

104 MAYORAL
42.3%1,961 1,9614100 MAYORS ALLOWANCE  1,439 3,400
7.8%599 5994101 MAYORS TRAVEL  51 650

100.0%0 04102 MAYOR MAKING EXPS  2,000 2,000
6,0503,490MAYORAL :- Indirect Expenditure 2,560 0 2,560 57.7%

Net Expenditure (3,490) (6,050) (2,560)
105 MEMBERS

2.0%1,470 1,4704078 TRAINING-COUNCILLORS  30 1,500
0.0%500 5004103 MEMBERS TRAVEL  0 500

2,00030MEMBERS :- Indirect Expenditure 1,970 0 1,970 1.5%
Net Expenditure (30) (2,000) (1,970)

106 CIVIC
3.6%1,929 1,9294105 CIVIC HOSPITALITY  71 2,000
0.0%1,200 1,2004110 TOWN CRIER/MACE BEAR  0 1,200

44.9%1,102 1,1024113 INSIGNIA FUNDS  899 2,000
5,200970CIVIC :- Indirect Expenditure 4,230 0 4,230 18.6%

Net Expenditure (970) (5,200) (4,230)
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107 UTILITIES
23.7%397 3974012 WATER/SEWERAGE CHGS  123 520
55.8%1,326 1,3264014 ELECTRICITY  1,674 3,000
30.3%697 6974015 GAS  303 1,000
40.2%4,184 4,1844020 TELEPHONE  2,816 7,000

11,5204,916UTILITIES :- Indirect Expenditure 6,604 0 6,604 42.7%
Net Expenditure (4,916) (11,520) (6,604)

161,094 374,726
572746,401 746,973

213,632
585,306

Finance & Policy :- Income

Movement to/(from) Gen Reserve
Expenditure 0 213,632

99.9%
43.0%

Amenities & Open Spaces
200 OS STAFF COSTS

42.5%92,806 92,8064004 WAGES/NI/SUPERANN  68,478 161,284
161,28468,478OS STAFF COSTS :- Indirect Expenditure 92,806 0 92,806 42.5%

Net Expenditure (68,478) (161,284) (92,806)
202 CEMETERY

49.8%6,2771101 INCOME-CEMETERY  6,223 12,500
12,5006,223CEMETERY :- Income 6,277 49.8%

51.6%203 2034011 BUSINESS RATES  217 420
0.0%1,000 1,0004036 OLD CEMETERY  0 1,000

36.8%3,160 3,1604038 MAINTENANCE  1,840 5,000
6,4202,057CEMETERY :- Indirect Expenditure 4,363 0 4,363 32.0%

Net Income over Expenditure 4,166 6,080 1,914
203 ALLOTMENTS

0.0%1,1491100 INCOME-ALLOTMENTS  1 1,150
1,1501ALLOTMENTS :- Income 1,149 0.0%

100.0%0 04006 ST JOHNS TRUST  250 250
145.3%(116) (116)4012 WATER/SEWERAGE CHGS  371 255

0.0%300 3004038 MAINTENANCE  0 300
805621ALLOTMENTS :- Indirect Expenditure 184 0 184 77.1%

Net Income over Expenditure (620) 345 965
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204 WORKSHOP
0.0%200 2004009 TRAVEL  0 200

49.0%1,377 1,3774011 BUSINESS RATES  1,323 2,700
0.0%900 9004012 WATER/SEWERAGE CHGS  0 900

55.4%1,116 1,1164014 ELECTRICITY  1,384 2,500
41.2%1,175 1,1754027 INTRUDER ALARM  825 2,000
56.5%653 6534038 MAINTENANCE  847 1,500
2.6%779 7794039 PERSONNEL CLOTHING  21 800
4.2%767 7674042 PERSONAL PROTECTIVE EQUIPMENT  33 800

74.1%155 1554043 PICK-UP LEASE  445 600
55.0%225 2254044 VEHICLE TAX/INS.  275 500
51.6%3,148 3,1484045 VEHICLE PETROL/DERV  3,352 6,500
53.7%926 9264047 WORKSHOP TOOLS ETC  1,074 2,000
8.3%3,668 3,6684048 MOWER MAINTENANCE  332 4,000

15.0%4,250 4,2504049 TRACTOR MAINTENANCE  750 5,000
95.8%8 84050 WORKSHOP MISC  192 200
0.0%300 3004301 FIRE EXTINGUISHERS  0 300

49.9%1,402 1,4024315 REFUSE COLLECTION  1,398 2,800
48.8%2,152 2,1524320 MOWER  2,048 4,200
5.7%2,830 2,8304321 PICK UP MAINTENANCE  170 3,000

50.0%1,129 1,1294323 MISTUBISHI LEASE  1,130 2,259
42,75915,597WORKSHOP :- Indirect Expenditure 27,162 0 27,162 36.5%

Net Expenditure (15,597) (42,759) (27,162)
210 OPEN SPACES

50.0%11,2501102 INCOME-GOLF CLUB  11,250 22,500
269.4%(4,234)1103 INCOME OPEN SPACES  6,734 2,500

0.0%2,3001106 INCOME - SHOWMENS GUILD  0 2,300
100.0%01111 INCOME - RUGBY CLUB  500 500

27,80018,484OPEN SPACES :- Income 9,316 66.5%
70.0%60 604024 SUBSCRIPTIONS  140 200

121.7%(652) (652)4038 MAINTENANCE  3,652 3,000
65.3%2,427 2,4274054 LEGAL & PROFESSIONAL  4,573 7,000
0.0%1,500 1,5004072 EQUIPMENT  0 1,500

53.9%2,533 2,5334220 OPEN SPACES PLANTS  2,967 5,500
12.5%2,187 2,1874223 PLAY EQUIP/MAINT/REPLACEMENT  313 2,500
31.3%6,870 6,8704314 AOS PROJECTS  3,130 10,000
0.0%15,000 15,0004318 TREE SURVEY & WORKS  0 15,000

36.0%2,240 2,2404324 RTV VEHICLE  1,260 3,500
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30.3%1,045 1,0454325 STONEBRIDGE MEADOWS  455 1,500
93.9%18 184326 BRITAIN IN BLOOM  282 300
49.4%3,543 3,5434327 NEW TRACTOR LEASE  3,457 7,000
49.9%1,552 1,5524330 MULTI PURPOSE MOWER  1,548 3,100
49.1%1,628 1,6284331 FRONT LOADER/BACK HOE  1,572 3,200
0.0%1,000 1,0004335 FREES AVENUE TREES  0 1,000
0.0%500 5004337 SKATE PARK LIGHTING  0 500

64,80023,349OPEN SPACES :- Indirect Expenditure 41,451 0 41,451 36.0%
Net Income over Expenditure (4,865) (37,000) (32,135)

110,101 276,068
16,74224,708 41,450

165,967
(85,394)

Amenities & Open Spaces :- Income

Movement to/(from) Gen Reserve
Expenditure 0 165,967

59.6%
39.9%

Properties
110 CORPORATE PROPERTIES

62.9%6,5001000 INCOME-HIGH ST SHOP  11,000 17,500
51.7%3,3321002 INCOME-HIGH ST FLAT2  3,568 6,900
52.4%8,3331003 INCOME-1 KINGSBURY  9,167 17,500
50.0%3,3001004 INCOME-1A KINGSBURY  3,300 6,600
50.0%3,3001005 INCOME-2A KINGSBURY  3,300 6,600
41.7%3,0631006 INCOME-3 KINGSBURY  2,188 5,250
44.4%6,0001007 INCOME-REC GND COT 1  4,800 10,800
50.0%4,8001008 INCOME-REC GND COT 2  4,800 9,600
50.0%2,6101011 INCOME - 3A KINGSBURY ST  2,610 5,220
16.7%4,3501012 INCOME - 3B KINGSBURY ST  870 5,220

91,19045,602CORPORATE PROPERTIES :- Income 45,588 50.0%
35.0%6,500 6,5004054 LEGAL & PROFESSIONAL  3,500 10,000
19.9%12,013 12,0134062 MTCE/ELEC CORP. PROPS.  2,987 15,000
0.0%250 2504066 MARKETING  0 250

21.9%781 7814070 Defibs  219 1,000
26,2506,706CORPORATE PROPERTIES :- Indirect Expenditure 19,544 0 19,544 25.5%

Net Income over Expenditure 38,896 64,940 26,044
201 TOWN HALL

45.3%10,9431050 INCOME-TOWN HALL  9,057 20,000
47.1%4231112 Income Toilets  377 800

20,8009,434TOWN HALL :- Income 11,366 45.4%
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36.7%38,561 38,5614004 WAGES/NI/SUPERANN  22,372 60,933
48.7%8,667 8,6674011 BUSINESS RATES  8,233 16,900
0.0%1,000 1,0004012 WATER/SEWERAGE CHGS  0 1,000

26.1%3,842 3,8424014 ELECTRICITY  1,358 5,200
17.3%9,921 9,9214015 GAS  2,079 12,000
18.8%649 6494019 CLEANING MATERIALS  151 800
39.3%1,213 1,2134030 INTRUDER ALARM  787 2,000
47.2%792 7924035 SANITARY DISPOSAL  708 1,500
58.0%1,259 1,2594037 LIFT MAINTENANCE  1,741 3,000
49.9%25,041 25,0414038 MAINTENANCE  24,959 50,000
0.0%800 8004039 PERSONNEL CLOTHING  0 800
0.0%800 8004072 EQUIPMENT  0 800

43.3%510 5104300 BOILER MAINTENANCE  390 900
0.0%450 4504301 FIRE EXTINGUISHERS  0 450

59.9%1,041 1,0414304 LICENCES/PERFORMING  1,559 2,600
46.3%1,073 1,0734305 BROADBAND  927 2,000
40.1%479 4794315 REFUSE COLLECTION  321 800
0.0%500 5004998 MARKETING  0 500

68.1%2,230 2,2304999 PUBLIC TOILETS  4,770 7,000
169,18370,354TOWN HALL :- Indirect Expenditure 98,829 0 98,829 41.6%

Net Income over Expenditure (60,921) (148,383) (87,462)
205 PUBLIC TOILETS

100.0%11112 Income Toilets  3,249 3,250
3,2503,249PUBLIC TOILETS :- Income 1 100.0%

(78.6%)3,572 3,5724011 BUSINESS RATES  (1,572) 2,000
2.7%1,946 1,9464306 COOPERS CORNER  54 2,000

57.4%6,812 6,8124313 PUBLIC TOILETS  9,188 16,000
20,0007,670PUBLIC TOILETS :- Indirect Expenditure 12,330 0 12,330 38.4%

Net Income over Expenditure (4,421) (16,750) (12,329)
206 MC and YC

61.0%2,3761329 MY & MC INCOME  3,724 6,100
6,1003,724MC and YC :- Income 2,376 61.0%

38.8%8,749 8,7494004 WAGES/NI/SUPERANN  5,537 14,286
48.2%1,503 1,5034011 BUSINESS RATES  1,397 2,900
12.6%1,049 1,0494012 WATER/SEWERAGE CHGS  151 1,200
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44.8%1,048 1,0484014 ELECTRICITY  852 1,900
31.0%1,104 1,1044015 GAS  496 1,600
0.0%1,000 1,0004019 CLEANING MATERIALS  0 1,000

39.3%1,213 1,2134030 INTRUDER ALARM  787 2,000
35.5%484 4844035 SANITARY DISPOSAL  266 750
32.0%510 5104037 LIFT MAINTENANCE  240 750
0.0%200 2004039 PERSONNEL CLOTHING  0 200
0.0%1,000 1,0004072 EQUIPMENT  0 1,000
0.0%250 2504301 FIRE EXTINGUISHERS  0 250
0.0%200 2004304 LICENCES/PERFORMING  0 200

11.3%2,661 2,6614329 MC and YC  339 3,000
31,03610,065MC and YC :- Indirect Expenditure 20,971 0 20,971 32.4%

Net Income over Expenditure (6,341) (24,936) (18,595)

94,796 246,469
59,33162,009 121,340

151,673
(32,787)

Properties :- Income

Movement to/(from) Gen Reserve
Expenditure 0 151,673

51.1%
38.5%

Planning
300 PLANNING

0.0%(4,950)1192 INCOME GROUNDWORK UK  4,950 0
04,950PLANNING :- Income (4,950)

878.2%(3,891) (3,891)4068 NEIGHBOURHOOD PLAN  4,391 500
0.0%2,000 2,0004120 STREET FURNITURE  0 2,000
0.0%10,000 10,0004400 CATG  0 10,000

12,5004,391PLANNING :- Indirect Expenditure 8,109 0 8,109 35.1%
Net Income over Expenditure 559 (12,500) (13,059)

4,391 12,500
(4,950)4,950 0

8,109
559

Planning :- Income

Movement to/(from) Gen Reserve
Expenditure 0 8,109

0.0%
35.1%

Reserves
900 RESERVES

0.0%(53,804)1901 CIL GRANT RECEIVED  53,804 0
053,804RESERVES :- Income (53,804)

Continued over page



Committee ReportMonth No: 6

13/10/2021
12:35

Marlborough Town Council Page 8
Detailed Income & Expenditure by Budget Heading 01/09/2021

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds Available % Spent

0.0%170,000 170,0009322 EMR - TOWN HALL WORKS  0 170,000
0.0%15,197 15,1979323 EMR - OPEN SPACES MACHINERY RE  0 15,197
0.0%1,918 1,9189324 EMR - CCTV FUND  0 1,918
0.0%45,000 45,0009325 EMR - MUSEUM & HERITAGE CENTRE  0 45,000
0.0%5,000 5,0009326 EMR - CIVIC FUND  0 5,000
0.0%32,000 32,0009327 EMR 2015 NEW CEMETERY EXT.  0 32,000

100.0%1 19328 EMR 2015 NEIGHBOURHOOD PLAN  3,484 3,485
79.8%3,912 3,9129329 EMR YOUTH COUNCIL SKATE PARK  15,410 19,322
0.0%3,584 3,5849336 EMR MCYC SPORTS EQUIPMENT  0 3,584
0.0%10,000 10,0009337 EMR INFORMAL CAR PARK  0 10,000
0.0%12,521 12,5219338 EMR SALE OF CHANTRY LANE  0 12,521
0.0%9,000 9,0009339 BYE ELECTION/REFERENDUM  0 9,000
0.0%46,000 46,0009342 DEVOLUTION OF SERVICES  0 46,000
2.3%166,112 166,1129344 WORKSHOP EXTENSION  3,977 170,089
0.0%1,000 1,0009345 JUBILEE FIELD  0 1,000
0.0%10,914 10,9149347 EMERGENCY FUND  0 10,914
0.0%1,632 1,6329351 CIL MONEY 2019/2020  0 1,632
0.0%5,000 5,0009352 EMR TINPIT FENCING  0 5,000
0.0%7,500 7,5009353 EMR STONEBRIDGE MEADOW  0 7,500
0.0%12,445 12,4459354 EMR CIL RECEIPTS 2020/2021  0 12,445
0.0%2,000 2,0009355 EMR DARK SKIES  0 2,000

583,60722,871RESERVES :- Indirect Expenditure 560,736 0 560,736 3.9%
Net Income over Expenditure 30,933 (583,607) (614,540)

22,871 583,607
(53,804)53,804 0
560,736

30,933

Reserves :- Income

Movement to/(from) Gen Reserve
Expenditure 0 560,736

0.0%
3.9%

393,253 1,493,370
17,892891,871 909,763

1,100,117
498,618 (583,607) (1,082,225)

Grand Totals:- Income

Net Income over Expenditure
Expenditure 0 1,100,117

98.0%
26.3%

Movement to/(from) Gen Reserve 498,618



Marlborough Town Council

CURRENT & ACTIVE  ACCOUNTS
12:44
13/10/2021Date:

Time: Cashbook 1
Page: 480

User: SUE
For Month No: 6

Receipt Ref
Receipts for Month

Name of Payer £ Amnt Received £ VAT£ Debtors Centre
Nominal Ledger Analysis

Balance Brought Fwd :       914,352.07 914,352.07

6
Transaction DetailA/c £ Amount

01/09/2021 1,833.33Banked:
Corporate Property 1,833.33 1,833.331000 110 Rent

01/09/2021 89.50Banked:
Town Hall 89.50 14.92 74.581050 201 Wedding Hire

02/09/2021 89.50Banked:
Town Hall 89.50 14.92 74.581050 201 Wedding Hire

02/09/2021 100.00Banked:3197
Town Hall 100.003197 100.001050 201 Hiring Clean

02/09/2021 2.69Banked:
CCLA 2.69 2.691190 101 Interest

03/09/2021 105.00Banked:
Cemetery 105.00 105.001101 202 Memorial

03/09/2021 650.00Banked:
Carter Jonas 650.00 650.001002 110 Flat 2

06/09/2021 4.50Banked:
Allotments 4.503198 4.501100 203 Rent

06/09/2021 75.75Banked:3195
MC & YC 39.00 6.503195 32.501329 206 Hiring
Pitch Hire 36.753195 36.751103 210 Pitch Hire

07/09/2021 435.00Banked:
Corporate Property 435.00 435.001011 110 Rent

07/09/2021 211.25Banked:3191
MC & YC 211.25 35.213191 176.041329 206 Hiring

07/09/2021 12.93Banked:
Barclays 12.93 2.16 10.774059 101 Loyalty Reward

08/09/2021 45.75Banked:
Toilets Town Hall 45.75 45.751112 201 Income

09/09/2021 200.00Banked:
Town Hall 200.00 33.33 166.671050 201 Wedding Hire

10/09/2021 84.00Banked:
Town Hall 84.00 84.001050 201 Hiring

10/09/2021 130.00Banked:3193
MC & YC 130.00 21.673193 108.331329 206 Hiring

13/09/2021 208.50Banked:
Town Hall 208.50 208.501050 201 Hiring

13/09/2021 437.50Banked:

Continued on Page 481
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Corporate Property 437.50 437.501006 110 Rent
14/09/2021 179.00Banked:3184

Town Hall 179.00 29.833184 149.171050 201 Hiring
14/09/2021 928.00Banked:3199/3200

Cemetery 928.003199/3200 928.001101 202 Burial Fees
15/09/2021 348.45Banked:

George Lane Toilets 348.45 348.451112 205 Income
16/09/2021 120.00Banked:

Town Hall 120.00 120.001050 201 Hiring
17/09/2021 26.00Banked:

Town Hall 26.00 26.001050 201 Hiring
17/09/2021 107.35Banked:

Town Hall Toilets 107.35 107.351112 201 Income
20/09/2021 1,875.00Banked:

Golf Club 1,875.00 1,875.001102 210 Rent
21/09/2021 105.00Banked:

Cemetery 105.00 105.001101 202 Memorial - Sawyer
21/09/2021 202.50Banked:

Town Hall 202.50 202.501050 201 Hiring
22/09/2021 50.00Banked:

Xmas Market 50.00 50.001191 101 Income
23/09/2021 107.00Banked:

Xmas Market 107.00 107.001191 101 Income
23/09/2021 550.00Banked:

Corporate Property 550.00 550.001004 110 Rent
24/09/2021 24.00Banked:

RBL 24.00 24.004152 102 Reimbursement Wreaths
27/09/2021 50.00Banked:

Xmas Market 50.00 50.001191 101 Income
27/09/2021 435.00Banked:

Corporate Property 435.00 435.001012 110 Rent
27/09/2021 900.00Banked:

Corporate Property 900.00 900.001007 110 Rent
27/09/2021 550.00Banked:

Corporate Property 550.00 550.001005 110 Rent
28/09/2021 50.00Banked:

Continued on Page 482
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Xmas Market 50.00 50.001191 101 Income
28/09/2021 4,566.10Banked:

Zurich 4,566.10 4,566.101103 210 Replacement Tools Claim
28/09/2021 -0.10Banked:

Zurich -0.10 -0.101103 210 Insurance Payment
29/09/2021 42.00Banked:

Cemetery 42.00 42.001101 202 Additional Inscription
29/09/2021 92.00Banked:

Xmas Market 92.00 92.001191 101 Income
29/09/2021 650.00Banked:

Corporate Property 650.00 650.001002 110 Rent
29/09/2021 1,478.00Banked:

Wiltshire Council 1,478.00 1,478.001010 101 Dark Skies Grant
30/09/2021 800.00Banked:

Corporate Propoerty 800.00 800.001008 110 Rent
30/09/2021 372,186.50Banked:

Wiltshire Council 372,186.50 372,186.501176 101 Precept
391,137.00

Cashbook Totals 1,305,489.07 158.54

Total Receipts for Month

1,305,330.53

390,978.46158.540.00

0.00

Continued on Page 483
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CURRENT & ACTIVE  ACCOUNTS
12:44
13/10/2021Date:

Time: Cashbook 1
Page: 483

User: SUE
For Month No: 6

Payments for Month
Date Payee Name Reference £ VAT£ Creditors A/c

Nominal Ledger Analysis6
£ Total Amnt Transaction DetailCentre £ Amount

01/09/2021 02 UK LIMITED DD1 333.53 333.53 501 Mobile Phones
02/09/2021 CNH CAPITAL DD2 409.55 409.55 501 Mower Lease
02/09/2021 West Mercia DD3 104.96 104.96 501 Gas MC & YC
02/09/2021 MARLBOROUGH TOWN AND COUNTRY DD4 120.00 120.00 501 Newsletter
03/09/2021 Cathedral Leasing Ltd DD5 272.99 272.99 501 Sanitizers - Various
03/09/2021 Vodaphone DD6 190.32 190.32 501 Broadband Lines
06/09/2021 Lex Autolease DD7 225.92 225.92 501 Mitsubishi Lease
06/09/2021 British Gas Business DD8 28.37 28.37 501 Elec Kingsbury Street
06/09/2021 Number 1 Plates DD9 155.99 155.99 501 Signs - Mop Fair
06/09/2021 Kellaway Building Supplies DD10 5.35 5.35 501 Post Fix
06/09/2021 Viking Direct DD11 37.66 37.66 501 Stationery
06/09/2021 RICHMAN'S REMOVALS DD12 41.15 41.15 501 Archive Storage
06/09/2021 Community HeartBeat Trust DD13 88.80 88.80 501 Defib Electrodes
06/09/2021 Alert Systems DD14 132.00 132.00 501 Replacement Unit
06/09/2021 T.H. White (M) Limited DD15 153.06 153.06 501 Various
06/09/2021 Fleet Line Markers DD16 479.16 479.16 501 Pitch Marker
06/09/2021 Wiltshire Waste Ltd DD17 511.81 511.81 501 Skip Cemetery
06/09/2021 LAMB INN DD18 902.80 902.80 501 Mayor's Civic Reception
06/09/2021 CARTER JONAS DD19 2,100.00 2,100.00 501 Management Fees
06/09/2021 Healthmatic DD20 5,358.00 5,358.00 501 Cleaning Public Toilets
06/09/2021 HM REVENUE & CUSTOMS DD21 6,141.51 6,141.51 501 NI & PAYE
06/09/2021 Wiltshire Council DD22 6,226.76 6,226.76 501 Superannuation
06/09/2021 A4 Hire Limited DD68 708.00 708.00 501 Tool Hire
07/09/2021 Barclays Bank DD23 49.10 49.10 501 Bank Charges
07/09/2021 Mark Cooper 109439 26.55 26.55 501 Mayoral Travel
09/09/2021 Post Office DD24 3.85 3.85 501 Postage
10/09/2021 SOUTHERN ELECTRIC DD25 600.25 600.25 501 Elec Office
10/09/2021 SOUTHERN ELECTRIC DD26 665.68 665.68 501 Gas Various
10/09/2021 WAITROSE LTD DD27 5.27 5.27 501 Remembrance Meeting
13/09/2021 Arval Centre DD28 211.34 211.34 501 Petrol
13/09/2021 Project Skills Solutions DD29 558.00 558.00 501 Staff Training
14/09/2021 CNH CAPITAL DD30 108.08 108.08 501 Backhoe Lease
14/09/2021 CNH CAPITAL DD31 206.34 206.34 501 Loader Lease
14/09/2021 PAYFLOW - SALARIES DD32 20,154.85 20,154.85 501 Salaries
14/09/2021 Intuit Wages DD33 37.20 37.20 501 Wages Software
14/09/2021 Adobe Acropro DD34 17.18 17.18 501 Software
15/09/2021 HILLS WASTE DD35 250.08 250.08 501 Refuse Collection Town Hall
15/09/2021 HILLS WASTE DD36 509.64 509.64 501 Refuse Collection Workshop
15/09/2021 AMAZON DD37 62.94 62.94 501 Materials Notice Board
16/09/2021 West Mercia DD38 253.78 253.78 501 Various
20/09/2021 ROYAL BRITISH LEGION POPPY APP DD39 24.00 24.00 501 Altar Poppies
20/09/2021 ROYAL BRITISH LEGION POPPY APP DD40 321.50 321.50 501 Wreaths
20/09/2021 Kellaway Building Supplies DD41 16.06 16.06 501 Post Fix
20/09/2021 D.I.Y. RAINBOWS DD42 87.45 87.45 501 Various
20/09/2021 kingdom Services Ltd DD43 151.96 151.96 501 Keyholding Varioous
20/09/2021 Marlborough Church Hall DD44 152.50 152.50 501 Dark Skies Venue

Continued on Page 484



Marlborough Town Council

CURRENT & ACTIVE  ACCOUNTS
12:44
13/10/2021Date:

Time: Cashbook 1
Page: 484

User: SUE
For Month No: 6

Payments for Month
Date Payee Name Reference £ VAT£ Creditors A/c

Nominal Ledger Analysis6
£ Total Amnt Transaction DetailCentre £ Amount

20/09/2021 Trade Account UK DD45 181.94 181.94 501 Various
20/09/2021 HI-CLEAN SERVICES DD46 259.67 259.67 501 Window Cleaning Various
20/09/2021 Carlton DD47 336.00 336.00 501 Dishwasher Call Out
20/09/2021 THE PERFORMING RIGHTS SOCIETY DD48 1,118.66 1,118.66 501 Licence Town Hall
20/09/2021 PKF Littlejohn LLP DD49 1,920.00 1,920.00 501 Audit Fee
20/09/2021 Tudor Environmental DD50 3,856.85 3,856.85 501 Replacement Tools/Cleaning
21/09/2021 Zoom Video DD51 14.39 14.39 501 Software
21/09/2021 Discount Displays Ltd DD52 304.67 304.67 501 Banners
22/09/2021 BNP Paribas Leasing DD53 309.68 309.68 501 Mower Lease
22/09/2021 CNH CAPITAL DD54 252.00 252.00 501 RTV Lease
22/09/2021 Number 1 Plates DD55 80.00 80.00 501 Signs
24/09/2021 Bridge Solutions - Excalibur DD56 264.02 264.02 501 Lines
24/09/2021 Bridge Solutions - Excalibur DD57 591.94 591.94 501 Service Plan
24/09/2021 ROYAL BRITISH LEGION POPPY APP DD58 30.00 30.00 501 Poppies
24/09/2021 ROYAL BRITISH LEGION POPPY APP DD59 110.00 110.00 501 Poppy Sprays
27/09/2021 Hitachi DD60 495.60 495.60 501 Tractor Lease
27/09/2021 BNP Paribas Leasing DD61 1,274.18 1,274.18 501 Photocopier Lease
27/09/2021 CNH CAPITAL DD62 188.89 188.89 501 Hedgecutter lease
27/09/2021 Tesco Stores DD63 22.54 22.54 501 Sundries Office
28/09/2021 Arval Centre DD64 434.06 434.06 501 Petrol
29/09/2021 02 UK LIMITED DD65 343.45 343.45 501 Mobile Phones
29/09/2021 Macquarie Corporate & Asset Fi DD66 281.28 281.28 501 IT Lease
30/09/2021 Post Office DD67 4.85 4.85 501 Postage

61,875.96 0.00
Balance Carried Fwd 1,243,613.11

0.00

Total Payments for Month

1,305,489.07Cashbook Totals

0.0061,875.96

61,875.96 1,243,613.11



Marlborough Town Council13/10/2021
15:10

Page 1
Detailed Balance Sheet - Including Stock Movement

Month 6  Date 30/09/2021
A/c Description Actual

Current Assets
105 VAT CONTROL ACCOUNT 12,315
201 CURRENT & ACTIVE ACCOUNT 1,243,613
299 CCLA Deposit Fund 131,512

Total Current Assets 1,387,440
Current Liabilities

501 CREDITORS (27)
565 HOLDING DEPOSIT 125

Total Current Liabilities 98
Net Current Assets 1,387,342

Total Assets less Current Liabilities 1,387,342

Represented by :-
300 CURRENT YEAR FUND 498,618
310 GENERAL RESERVE 305,116
322 EMR - TOWN HALL 170,000
323 EMR - OPEN SPACES 15,197
324 EMR - CCTV FUND 1,918
325 EMR - MUSEUM & HERITAGE 45,000
326 EMR - CIVIC FUND 5,000
327 EMR 2015 NEW CEMETERY EXT. 32,000
328 EMR 2015 NEIGHBOURHOOD 3,485
329 EMR  YOUTH COUNCIL SKATE 19,322
336 EMR MCYC SPORTS EQUIP 3,584
337 EMR INFORMAL CAR PARK 10,000
338 EMR SALE OF CHANTRY LANE 12,521
339 EMR BYE 9,000
342 EMR DEVOLUTION SERVICES 46,000
344 EMR WORKSHOP EXTENSION 170,089
345 EMR JUBILEE FIELD 1,000
347 EMR EMERGERNCY FUND 10,914
351 CIL MONEY 2019/20 1,632
352 EMR TINPIT FENCING RESERVE 5,000
353 EMR STONEBRIDGE MEADOW 7,500
354 EMR CIL RECEIPTS 2020/2021 12,445
355 EMR DARK SKIES 2,000

Total Equity 1,387,342



Marlborough Town Council13/10/2021
12:26

Date:
Time:

Page 1
User: SUEBank Reconciliation Statement as at 30/09/2021for Cashbook 1 - CURRENT & ACTIVE  ACCOUNTS

Bank Statement Account Name (s) BalancesStatement Date Page No
Active Saver 238,299.2630/09/2021 11
Current A/c 1,005,340.4030/09/2021 8

1,243,639.66
Unpresented Cheques (Minus) Amount
07/09/2021 109439 Mark Cooper 26.55

26.55
1,243,613.11

Receipts not Banked/Cleared (Plus)
0.00

0.00

Balance per Cash Book is :-
Difference is :-

1,243,613.11
1,243,613.11

0.00
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MARLBOROUGH 

TOWN COUNCIL 

 
Standing Orders 

 

Introduction 
 
These Standing Orders have been updated in line with the National Association of Local Council 
(NALC) model Standing Orders 2018 for England, updated in 2020. 

 

How to use Standing Orders 
 
Standing Orders are the written rules of a local council. Standing Orders are essential to regulate 
the proceedings of a meeting. A council may also use Standing Orders to confirm or refer to 
various internal organisational and administrative arrangements. The Standing Orders of a 
council are not the same as the policies of a council but Standing Orders may refer to them. 

 

Local councils operate within a wide statutory framework. NALC model Standing Orders 
incorporate and reference many statutory requirements to which councils are subject. It is not 
possible for the model Standing Orders to contain or reference all the statutory or legal 
requirements which apply to local councils. For example, it is not practical for model Standing 
Orders to document all obligations under data protection legislation. The statutory requirements 
to which a council is subject apply whether or not they are incorporated in a council’s Standing 
Orders. 

 

Some of the following Standing Orders are mandatory as they are laid down in Acts of 
Parliament. These are printed in bold type and cannot be altered. 

 

Any reference to ‘Council’ or ‘the Council’ means Marlborough Town Council. Any reference to 
Clerk or RFO means the Town Clerk. 

 
The Chairman of Marlborough Town Council is entitled to use the title ‘Town Mayor’. The title 
confers no additional powers on the Chairman. It follows that the title ‘Chairman’ includes 
‘Town Mayor’ and the word ‘Vice Chairman’ includes ‘Deputy Town Mayor’. 

 

Any reference to ‘Annual Meeting of the Town Council’ means ‘Mayor Making.’ 
 

These Standing Orders are part of a suite of documents which also include: 

 
Scheme of Delegation 
Financial Regulations 

Code of Conduct 
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1. Rules of debate at meetings 
 

a Motions on the agenda shall be considered in the order that they appear unless 

the order is changed at the discretion of the Chairman of the meeting. 

 
b A motion (including an amendment) shall not be progressed unless it has been 

moved and seconded. 

 
c A motion on the agenda that is not moved by its proposer may be treated by 

the Chairman of the meeting as withdrawn. 

 
d If a motion (including an amendment) has been seconded, it may be withdrawn by 

the proposer only with the consent of the seconder and the meeting. 

 
e An amendment is a proposal to remove or add words to a motion. It shall not 

negate the motion. 

 
f If an amendment to the original motion is carried, the original motion becomes 

the substantive motion upon which further amendment(s) may be moved. 

 
g An amendment shall not be considered unless early verbal notice of it is given at the 

meeting and, if requested by the Chairman of the meeting, is expressed in writing to 

the Chairman. 

 
h A Councillor may move an amendment to his own motion if agreed by the meeting. If a 

motion has already been seconded, the amendment shall be with the consent of the 

seconder and the meeting. 

 
i If there is more than one amendment to an original or substantive motion, the 

amendments shall be moved in the order directed by the Chairman. 

 
j Subject to Standing Order 1(k) below, only one amendment shall be moved and 

debated at a time, the order of which shall be directed by the Chairman of the meeting. 

 
k One or more amendments may be discussed together if the Chairman of the meeting 

considers this expedient but each amendment shall be voted upon separately. 

 
l A Councillor may not move more than one amendment to an original or substantive 

motion. 

 
m The mover of an amendment has no right of reply at the end of debate on it. 

 
n Where a series of amendments to an original motion are carried, the mover of the 

original motion shall have a right of reply either at the end of debate of the first 

amendment or at the very end of debate on the final substantive motion immediately 

before it is put to the vote. 

 
o Unless permitted by the Chairman of the meeting, a Councillor may speak once in the 

debate on a motion except: 
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i. to speak on an amendment moved by another Councillor; 

ii. to move or speak on another amendment if the motion has been amended since 

he last spoke; 

iii. to make a point of order; 

iv. to give a personal explanation; or 

v. in exercise of a right of reply. 

 
p During the debate of a motion, a Councillor may interrupt only on a point of order or a 

personal explanation and the Councillor who was interrupted shall stop speaking. A 

Councillor raising a point of order shall identify the Standing Order which he/she 

considers has been breached or specify the other irregularity in the proceedings of 

the meeting he is concerned by. 

 
q A point of order shall be decided by the Chairman of the meeting and his decision shall 

be final but may be subject to scrutiny as to interpretation at a subsequent meeting 

 
r When a motion is under debate, no other motion shall be moved except: 

 
i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

v. to ask a person to be no longer heard or to leave the meeting; 

vi. to refer a motion to a committee or sub-committee for consideration; 

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

ix. to suspend particular Standing Order(s) excepting those which reflect 

mandatory statutory requirements. 

 

s Before an original or substantive motion is put to the vote, the Chairman of the 

meeting shall be satisfied that the motion has been sufficiently debated and that the 

mover of the motion under debate has exercised or waived his right of reply. 

 
t Excluding motions moved under Standing Order 1(r) above, the contributions or 

speeches by a Councillor shall relate only to the motion under discussion and shall 

not exceed (3) minutes without the consent of the Chairman of the meeting. 

 

2. Disorderly conduct at meetings 
 

a No person shall obstruct the transaction of business at a meeting or behave 

offensively or improperly. If this Standing Order is ignored, the Chairman of the 

meeting shall request such person(s) to moderate or improve their conduct. 

 
b If person(s) disregard the request of the Chairman of the meeting to moderate or 

improve their conduct, any Councillor or the Chairman of the meeting may move that 

the person be no longer heard or excluded from the meeting. The motion, if 

seconded, shall be put to the vote without discussion. 
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c If a resolution made under Standing Order 2(b) above is ignored, the Chairman of the 

meeting may take further reasonable steps to restore order or to progress the 

meeting. This may include temporarily suspending or closing the meeting. If the 

Chairman stands, the Councillor speaking will cease speaking and sit down. 

 

3. Meetings generally 
 

Full Council meetings 
Committee meetings 
Sub-committee meetings 

 
a Meetings shall not take place in premises which at the time of the meeting 

are used for the supply of alcohol, unless no other premises are available 

free of charge or at a reasonable cost. 

 
b The minimum three clear days for notice of a meeting does not include the 

day on which notice was issued, the day of the meeting, a Sunday, a day of 

the Christmas break, a day of the Easter break or of a Bank Holiday or a 

day appointed for public thanksgiving or mourning. 

c The minimum three clear days’ public notice of a meeting does not include 

the day on which the notice was issued or the day of the meeting. 

d Meetings shall be open to the public unless their presence is prejudicial to 

the public interest by reason of the confidential nature of the business to 

be transacted or for other special reasons. The public’s exclusion from 

part or all of a meeting shall be by a resolution which shall give reasons for 

the public’s exclusion. 

e Members of the public may make representations, answer questions and give 

evidence at a meeting which they are entitled to attend in respect of the business 

on the agenda. 

f The period of time designated for public participation at Full Town Council and 

Standing Committee meetings in accordance with Standing Order 3(e) above 

shall not exceed 10 minutes unless directed by the Chairman of the meeting. 

g Subject to Standing Order 3(f) above, a member of the public shall not speak 

for more than 3 minutes or at the discretion of the Chairman. 

h  In accordance with Standing Order 3(e) above, a question need not require a 

response at the meeting nor start a debate on the question. The Chairman of the 

meeting may direct that a written or oral response be given. 
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i  A person shall raise his hand when requesting to speak and stand when 

speaking (except when a person has a disability or is likely to suffer discomfort)]. 

The Chairman of the meeting may at any time permit a person to be seated 

when speaking. 

j A person who speaks at a meeting shall direct his comments to the Chairman of 

the meeting. 

k Only one person is permitted to speak at a time. If more than one person wants 

to speak, the Chairman of the meeting shall direct the order of speaking. 

l Subject to Standing Order 3(m), a person who attends a meeting is 

permitted to report on the meeting whilst the meeting is open to the 

public. To “report” means to film, photograph, make an audio recording 

of meeting proceedings, use any other means for enabling persons not 

present to see or hear the meeting as it takes place or later or to report or 

to provide oral or written commentary about the meeting so that the 

report or commentary is available as the meeting takes place or later to 

persons not present. 

m A person present at a meeting may not provide an oral report or oral 

commentary about a meeting as it takes place without permission. 

n The press shall be provided with reasonable facilities for the taking of 

their report of all or part of a meeting at which they are entitled to be 

present. 

o  Subject to Standing Orders which indicate otherwise, anything authorised 

or required to be done by, to or before the Chairman of the Council may in 

his absence be done by, to or before the Vice-Chairman of the Council (if 

any). 

p The Chairman, if present, shall preside at a meeting. If the Chairman is 

absent from a meeting, the Vice-Chairman, if present, shall preside. If both 

the Chairman and the Vice-Chairman are absent from a meeting, a 

Councillor as chosen by the Councillors present at the meeting shall 

preside at the meeting. 

q Subject to a meeting being quorate, all questions at a meeting shall be 

decided by a majority of the Councillors or Councillors with voting rights 

present and voting. 
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r The Chairman of a meeting may give an original vote on any matter put to 

the vote, and in the case of an equality of votes may exercise his casting 

vote whether or not he gave an original vote. 

See Standing Orders 6(i) and (j) below for the different rules that apply in the 

election of the Chairman of the Council at the Annual Meeting of the Council. 

s Unless Standing Orders provide otherwise, voting on a question shall be by 

a show of hands. At the request of a Councillor, the voting on any question 

shall be recorded so as to show whether each Councillor present and 

voting gave his/her vote for or against that question. Such a request shall be 

made before moving on to the next item of business on the agenda. 

If two or more Councillors request it, that voting may take place by ballot. 

t The minutes of a meeting shall include an accurate record of the following: 

 
i. the time and place of the meeting; 

ii. the names of Councillors present and absent; 

iii. interests that have been declared by Councillors and non-Councillors with 

voting rights; 

iv. whether a Councillor or non-Councillor with voting rights left the meeting 

when matters that they held interests in were being considered; 

v. if there was a public participation session; and 

vi. the resolutions made. 

u A Councillor or a non-Councillor with voting rights who has a disclosable 

pecuniary interest or another interest as set out in the Council’s Code of 

conduct in a matter being considered at a meeting is subject to statutory 

limitations or restrictions under the Code on his right to participate and 

vote on that matter. 

 
v No business may be transacted at a meeting unless at least one-third of the 

whole number of members of the Council are present and in no case shall 

the quorum of a meeting be less than three. 

See Standing Order 4e below for the quorum of a committee or sub- 

committee meeting. 

w If a meeting is or becomes inquorate no business shall be transacted and 

the meeting shall be closed. The business on the agenda for the meeting shall 

be adjourned to another meeting. 

x A meeting, where possible, shall not exceed a period of 2 ½ hours or at the 

Chairman’s discretion. 
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4. Committees and Sub-committees 

 
a Unless the Council determines otherwise, a committee may appoint a sub- 

committee whose terms of reference and members shall be determined by 

the committee. 

b The members of a committee may include non-councillors unless it is a 

committee which regulates and controls the finances of the Council. 

c Unless the Council determines otherwise, all the members of an advisory 

committee and a sub-committee of the advisory committee may be non- 

councillors. 

d The Council may appoint standing committees or other committees as may be 

necessary, and: 

 
i. shall determine their terms of reference; 
ii. shall appoint and determine the term of office of Councillor or non-Councillor 

members of such a committee (unless the appointment of non-Councillors is 

prohibited by law) so as to hold office no later than the next annual meeting; 

iii. shall determine the number and time of the ordinary meetings of a standing 

committee up until the date of the next annual meeting of the Council; 

iv. shall permit a committee, other than in respect of the ordinary meetings of a 

committee, to determine the number and time of its meetings; 

v. shall, subject to Standing Orders 4(b) and (c), appoint and determine the 

terms of office of members of such a committee; 

vi. may, subject to Standing Orders 4(b) and (c), appoint and determine the 

terms of office of the substitute members to a committee whose role is to 

replace the ordinary members at a meeting of a committee if the ordinary 

members of the committee confirm to the Proper Officer 3 days before the 

meeting that they are unable to attend; 

vii. shall, after it has appointed the members of a standing committee, appoint 

the chairman of the standing committee; 

viii. shall permit a committee other than a standing committee, to appoint its 

own chairman at the first meeting of the committee; 

ix. shall determine the place, notice requirements and quorum for a meeting of 

a committee and a sub-committee which, in both cases, shall be no less 

than three; 

x. shall determine if the public may participate at a meeting of a committee; 

xi. shall determine if the public and press are permitted to attend the meetings 

of a sub-committee and also the advance public notice requirements, if any, 

required for the meetings of a sub-committee; 

xii. shall determine if the public may participate at a meeting of a sub-committee 

that they are permitted to attend; and 

xiii. may in accordance with Standing Orders, dissolve a committee at any time. 

 
e. The quorum of a committee shall be half of its members or no less than 3 with the 

Planning Committee’s quorum being no less than 6 members. 
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5. Advisory Committees/Working Parties 

a The Council may appoint Advisory Committees/Working Parties comprised of 

a number of Councillors and non-Councillors. 

 
b Advisory Committees/Working Parties may consist wholly of persons who are non- 

Councillors. 

 

c Advisory Committees/Working Parties have no delegated powers but may make 

recommendations to Full Council or a relevant Committee. 

 
6. Ordinary Council meetings 

 
a In an election year, the Annual Meeting of the Council (Mayor Making) shall be 

held on or within 14 days following the day on which the new Councillors elected 

take office. 

 
b In a year which is not an election year, the Annual Meeting of the Council shall 

be held on such day in May as the Council may direct. 

 
c If no other time is fixed, the Annual Meeting of the Council shall take place at 

6pm. 

 
d In addition to the Annual Meeting of the Council, at least three other ordinary 

meetings shall be held in each year on such dates and times as the Council 

directs. 

 
e The first business conducted at the Annual Meeting of the Council shall be the 

election of the Chairman (Town Mayor) and Vice-Chairman (Deputy Town Mayor) 

of the Council. It is expected that the Vice-Chairman/Deputy Town Mayor will 

automatically become Chairman/Town Mayor the following year. 

 
f The Chairman of the Council, unless he has resigned or becomes disqualified, 

shall continue in office and preside at the Annual Meeting until his successor is 

elected at the next Annual Meeting of the Council. 

 
g The Vice-Chairman of the Council, unless he resigns or becomes disqualified, 

shall hold office until immediately after the election of the Chairman of the 

Council at the next Annual Meeting of the Council. 

 
h In an election year, if the current Chairman of the Council has not been re-elected 

as a member of the Council, he shall preside at the meeting until a successor 

Chairman of the Council has been elected. The current Chairman of the Council 

shall not have an original vote in respect of the election of the new Chairman of 

the Council but must give a casting vote in the case of an equality of votes. 

 
i In an election year, if the current Chairman of the Council has been re-elected as 

a member of the Council, he shall preside at the meeting until a new Chairman of 
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the Council has been elected. He may exercise an original vote in respect of the 

election of the new Chairman of the Council and must give a casting vote in the 

case of an equality of votes. 

 
j Following the election of the Chairman of the Council and Vice-Chairman of the Council 

at the Annual Meeting of the Council, the business of the Annual Meeting shall include: 

 
i. In an election year, delivery by the Chairman of the Council and Councillors of 

their Acceptance of Office forms unless the Council resolves for this to be done 
at a later date. In a year which is not an election year, delivery by the Chairman 
of the Council of his Acceptance of Office form unless the Council resolves for 
this to be done at a later date; 

 
ii. Confirmation of the accuracy of the minutes of the last meeting of the Council; 

 
k At the first Council meeting following the Annual Town Council meeting, the order of 

business shall be as follows: 

 
i. Receipt of the minutes of the last meeting of a committee; 

ii. Consideration of the recommendations made by a committee; 

iii. Review of the Scheme of Delegation arrangements to committees, sub-committees, 

staff and other local authorities; 

iv. Appointment of members to existing committees which will be as follows; 

 

• The Planning Committee shall consist of fifteen Councillors plus the Mayor 
who will be ex officio and non-voting. 

• All other committees will consist of up to eight Councillors plus the Mayor. 

• All Councillors will serve on up to two other committees each. 

• In the event that a Councillor chooses to serve on only one committee the 
vacant position will then be open to other Councillors by ballot, if necessary. 

• No Councillor shall serve on more than two Committees unless there are 
remaining vacancies and after all Councillors have had an opportunity to take 
up their seats on two committees. 

 

v. Appointment of any new Committees in accordance with Standing Order 4 above; 

vi. Review and adoption of appropriate Standing Orders and financial regulations; 

vii. Review of arrangements, including any charters and agency agreements, with other 

local authorities and review of contributions made to expenditure incurred by other 

local authorities; 

viii. Review of representation to Outside Bodies 

ix. In an election year, to make arrangements with a view to the Council becoming 

eligible to exercise the General Power of Competence in the future; 

x. Review of inventory of land and assets including buildings and office equipment; 

xi. Confirmation of arrangements for insurance cover in respect of all insured risks; 

xii. Review of the Council’s and/or staff subscriptions to other bodies; 

xiii. Review of the Council’s complaints procedure; 

xiv. Review of the Council’s procedures for handling requests made under the Freedom 

of Information Act 2000 and the Data Protection Act 1998; 

xv. Review of the Council’s policy for dealing with the press/media; and 
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xvi. Determining the time and place of ordinary meetings of the Full Council up to and 

including the next Annual Meeting of the Council. 

 

7. Extraordinary meetings of the Council, Committees and Sub-Committees 
 

a The Chairman of the Council may convene an extraordinary meeting of the 

Council at any time. 

 
b If the Chairman of the Council does not or refuses to call an extraordinary 

meeting of the Council within seven days of having been requested in writing to 

do so by two Councillors, any two Councillors may convene an Extraordinary 

meeting of the Council. The public notice giving the time, place and agenda for 

such a meeting must be signed by the two Councillors. 

 
c The Chairman of a Committee or a sub-Committee may convene an extraordinary 

meeting of the committee or the sub-committee at any time. 

 

d If the Chairman of a Committee or a Sub-committee does not or refuses to call an 

Extraordinary Meeting within 7 days of having been requested by to do so by 2 

members of the Committee or the Sub-committee, those 2 members of the Committee 

and/or Sub-committee may convene an Extraordinary Meeting of a Committee and a 

Sub-committee. The statutory public notice giving the time, venue and agenda for such 

a meeting must be signed by those 2 members. 

 

8. Previous resolutions 
 

a A resolution shall not be reversed within six months except either by a special motion, 

which requires written notice by at least 6 Councillors to be given to the Proper Officer 

in accordance with Standing Order 10 below, or by a motion moved in pursuance of the 

recommendation of a Committee or a Sub-committee based on an officer or councillor 

report. 

 
b When a motion moved pursuant to Standing Order 8(a) above has been disposed of, 

no similar motion, that is contrary to pursuance, may be moved within a further six 
months. 

 

9. Voting on appointments 
 

a Where more than two persons have been nominated for a position to be filled by the 

Council and none of those persons has received an absolute majority of votes in their 

favour, the name of the person having the least number of votes shall be struck off the 

list and a fresh vote taken. This process shall continue until a majority of votes is given 

in favour of one person. A tie in votes may be settled by the casting vote exercisable by 

the Chairman of the meeting. 

 

10. Motions for a meeting that require written notice to be given to the Proper 
Officer 

 
a A motion shall relate to the responsibilities of the meeting which it is tabled for and in 
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any event shall relate to the performance of the Council’s statutory functions, powers 

and obligations or an issue which specifically affects the Council’s area or its residents. 

 
b No motion may be moved at a meeting unless it is relevant to the agenda and either  

 

- at the request of the Proper Officer the mover has given written notice of its wording to 

the Proper Officer at least 7 clear days before the  meeting. Clear days do not include 

the day of the notice or the day of the meeting. 

Or 

- the motion is moved in pursuance of the  recommendation of a committee or a sub-

committee based on an officer or council  report. 

 

 
c The Proper Officer may, before including a motion on the agenda received in 

accordance with Standing Order 10(b) above, correct obvious grammatical or 
typographical errors in the wording of the motion. 

 
d If the Proper Officer considers the wording of a motion received in accordance with 

Standing Order 10(b) above is not clear in meaning, the motion shall be rejected until 

the mover of the motion resubmits it in writing to the Proper Officer so that it can be 

understood at least 7 clear days before the meeting, or if it is agreed as acceptable 

by the Council or Committee in accordance with Standing Order 10 (b). 

 
e If the wording or subject of a proposed motion is considered improper, the Proper 

Officer shall consult with the Chairman of the forthcoming meeting or, as the case may 

be, the Councillors who have convened the meeting, to consider whether the motion 

shall be included in the agenda or rejected. 

 

f Subject to Standing Order 10(e) above, the decision of the Proper Officer as to 

whether or not to include the motion on the agenda, or if it is relevant and in 

accordance with the Standing Order 10 (b,d)  shall be final. 

 
g Motions received shall be recorded and numbered in the order that they are 

received. 

 
h Motions rejected shall be recorded with an explanation by the Proper Officer for their 

rejection. 

 

11. Motions at a meeting that do not require written notice 
 

a The following motions may be moved at a meeting without written notice to the Proper 

Officer; 

 
i. to correct an inaccuracy in the draft minutes of a meeting; 

ii. to move to a vote; 

iii. to defer consideration of a motion; 

iv. to refer a motion to a particular committee or sub-committee; 

v. to appoint a person to chair at a meeting; 

vi. to change the order of business on the agenda; 
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vii. to proceed to the next business on the agenda; 

viii. to require a written report; 

ix. to appoint a committee or sub-committee and their members; 

x. to extend the time limits for speaking; 

xi. to exclude the press and public from a meeting in respect of confidential or 

sensitive information which is prejudicial to the public interest; 

xii. to not hear further from a Councillor or a member of the public; 
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xiii. to exclude a Councillor or member of the public for disorderly conduct; 

xiv. to temporarily suspend the meeting; 

xv. to suspend a particular Standing Order (unless it reflects mandatory 

statutory requirements); 

xvi. to adjourn the meeting; or 

xvii. to close a meeting. 

 
12. Questions 

 
a A Councillor may seek an answer to a question concerning any business of the 

Council provided notice of the question has been given to the Proper Officer by 

noon on the day of the meeting. 

b Questions not related to items of business on the agenda for a meeting shall only 

be asked during the 10 minutes of the meeting set aside for such questions. 

c Every question shall be put and answered without discussion. 
 

d A person has a right not to answer a question at the meeting but shall provide an 

answer within a reasonable time 
 

13. Management Information 
 

See also Standing Order 24. 

 
a The Council shall have in place and keep under review, technical and organisational 

measures to keep secure information (including personal data) which it holds in 

paper and electronic form. Such arrangements shall include deciding who has 

access to personal data and encryption of personal data. 

b The Council shall have in place, and keep under review, policies for the retention 

and safe destruction of all information (including personal data) which it holds in 

paper and electronic form. The Council’s retention policy shall confirm the period 

for which information (including personal data) shall be retained or if this is not 

possible the criteria used to determine that period (e.g. the Limitation Act 1980). 

c The agenda, papers that support the agenda and the minutes of a meeting shall not 

disclose or otherwise undermine confidential information or personal data without 

legal justification. 

d Councillors, staff, the Council’s contractors and agents shall not disclose 
confidential information or personal data without legal justification. 

 

14. Handling confidential or sensitive information 
 

a The agenda papers that support the agenda and the minutes of a meeting shall not 

disclose or otherwise undermine confidential or sensitive information which for special 

reasons would not be in the public interest. 

 
b Councillors and staff shall not disclose confidential or sensitive information which for 
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special reasons would not be in the public interest. Any Councillor, officer or 

contractor found disclosing such information may be the subject of an internal or 

external investigation. 

 

15. Draft minutes 

 
a If the draft minutes of a preceding meeting have been served on Councillors with the 

agenda to attend the meeting at which they are due to be approved for accuracy, 

they shall be taken as read. 

 
b There shall be no discussion about the draft minutes of a preceding meeting except in 

relation to their accuracy. A motion to correct an inaccuracy in the draft minutes shall 

be moved in accordance with Standing Order 11(a)(i) above. 

 
c The accuracy of draft minutes, including any amendment(s) made to them, shall be 

confirmed by resolution and shall be signed by the Chairman of the meeting and stand 

as an accurate record of the meeting to which the minutes relate. 

 
d If the Chairman of the meeting does not consider the minutes to be an accurate record 

of the meeting to which they relate, he shall sign the minutes and include a paragraph 

in the following terms or to the same effect: 

 
“The Chairman of this meeting does not believe that the minutes of the 

meeting of the ( ) held on [date] in respect of ( ) were a correct record but 

his view was not upheld by the meeting and the minutes are confirmed as an 

accurate record of the proceedings.” 

 
e Upon a resolution which confirms the accuracy of the minutes of a meeting, the draft 

minutes or recordings of the meeting for which approved minutes exist shall be 
destroyed. 

 

16. Code of Conduct and dispensations 

 
See also Standing Order 3(u) above. 

 
a All Councillors and non-Councillors with voting rights shall observe the Code of 

Conduct adopted by the council. 

b All Councillors shall undertake training in the Code of Conduct within 6 months of the 

delivery of their Declaration of Acceptance of Office and additional training as 

appropriate 

c Unless he/she has been granted a dispensation, a councillor or non-councillor with voting 

rights shall withdraw from a meeting when it is considering a matter in which he has a 

disclosable pecuniary interest. He/she may return to the meeting after it has considered 

the matter in which he/she had the interest. 

d Unless he/she has been granted a dispensation, a councillor or non-councillor with voting 

rights shall withdraw from a meeting when it is considering a matter in which he/she has 

another interest if so required by the Council’s code of conduct. He/she may return to the 

meeting after it has considered the matter in which he/she had the interest. 
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e Dispensation requests shall be in writing and submitted to the Proper Officer as 

soon as possible before the meeting, or failing that, at the start of the meeting for which 

the dispensation is required. 

 
f A decision as to whether to grant a dispensation shall be made by a meeting of the 

Council, or Committee or Sub-committee for which the dispensation is required and that 

decision is final. 

 
g A dispensation request shall confirm: 

 
i. the description and the nature of the disclosable pecuniary interest or other 

interest to which the request for the dispensation relates; 

ii. whether the dispensation is required to participate at a meeting in a discussion 

only or a discussion and a vote; 

iii. the date of the meeting or the period (not exceeding four years) for which the 

dispensation is sought; and 

iv. an explanation as to why the dispensation is sought. 
 

h Subject to Standing Orders 16(e) and 16(g) above, dispensations requests shall be 

considered at the beginning of the meeting of the Council, or Committee or a Sub- 

committee for which the dispensation is required. 

 
I  A dispensation may be granted in accordance with Standing Order 16(f) above if 

having regard to all relevant circumstances the following applies: 

 
i. without the dispensation the number of persons prohibited from 

participating in the particular business would be so great a proportion of the 
meeting transacting the business as to impede the transaction of the 
business or 

ii. granting the dispensation is in the interests of persons living in the council’s 

area or 

iii. it is otherwise appropriate to grant a dispensation. 

 

17. Canvassing of and recommendations by Councillors 
 

i. Canvassing Councillors or the members of a Committee or Sub–committee, 

directly or indirectly, for appointment to or by the Council shall disqualify the 

candidate from such an appointment. The Proper Officer shall disclose the 

requirements of this Standing Order to every candidate. 

 

ii. A Councillor or a member of a Committee or Sub-committee shall not solicit a person 

for appointment to or by the Council or recommend a person for such appointment or 

for promotion; but, nevertheless such person may give a written testimonial of a 

candidate’s ability, experience or character for submission to the council with an 

application for appointment. 

 

iii. This Standing Order shall apply to tenders as if the person making the tender were 

a candidate for an appointment. 
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18. Code of Conduct complaints 
 

a Upon notification by the Unitary Council that it is dealing with a complaint that a 
councillor or non-councillor with voting rights has breached the Council’s code of 
conduct, the Proper Officer shall, subject to Standing Order 13, report this to the Council. 

 
b Where the notification in Standing Order 18(a) above relates to a complaint made by 

the Proper Officer, the Proper Officer shall notify the Chairman of Council of this fact, 

and the Chairman shall nominate another staff member to assume the duties of the 

Proper Officer in relation to the complaint until it has been determined and the Council 

has agreed what action, if any, to take in accordance with Standing Order 18(d) below. 

 
c The Council may: 

i. provide information or evidence where such disclosure is necessary to progress 

an investigation of the complaint or is required by law; 

ii. seek information relevant to the complaint from the person or body with statutory 

responsibility for investigation of the matter. 

 

d Upon notification by the Unitary Council that a Councillor or non-Councillor with 

voting rights has breached the Council’s Code of Conduct, the Council shall 

consider what, if any, action to take. Such action excludes disqualification or 

suspension from office. 

19. Proper Officer 
 

a The Proper Officer shall be either (i) the Clerk or (ii) other staff member(s) nominated 

by the Council to undertake the work of the Proper Officer when the Proper Officer is 

absent. 

 
b The Proper Officer shall: 

 
i. At least three clear days before a meeting of the Council, a Committee or a 

Sub-committee: 

 
• serve on councillors by delivery or post at their residences or by email 

authenticated in such manner as the Proper Officer thinks fit, a signed 

summons confirming the time, place and the agenda (provided the 

councillor has consented to service by email), and 

• Provide, in a conspicuous place, public notice of the time, place and 

agenda (provided that the public notice with agenda of an 

extraordinary meeting of the Council convened by councillors is 

signed by them). 

See Standing Order 3(b) for the meaning of clear days for a meeting of a full 

council and Standing Order 3(c) for the meaning of clear days for a meeting 

of a committee; 

ii. subject to Standing Order 10 above, include on the agenda all motions in the 

order received unless a Councillor has given written notice at least 5 days before 
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the meeting confirming his withdrawal of it; 

iii. convene a meeting of Full Council for the election of a new Chairman of the 

Council, occasioned by a casual vacancy in his office; 

iv. facilitate inspection of the minute book by local government electors; 

v. receive and retain copies of byelaws made by other local authorities; 

vi. retain Acceptance of Office forms from Councillors; 

vii. ensure that Councillors are aware of their responsibilities to ensure that their 

entries on the Unitary Council’s online Register of Interests for Town and Parish 

Councils are kept up to date; 

viii. assist with responding to requests made under the Freedom of Information Act 

2000 and Data Protection Act 1998, in accordance with and subject to the 

Council’s policies and procedures relating to the same; 

ix. receive and send general correspondence and notices on behalf of the Council 

except where there is a resolution to the contrary; 

x. manage the organisation, storage of, access to and destruction of information 

held by the Council in paper and electronic form; 

xi. arrange for legal deeds to be executed. See also Standing Order 27 below. 

xii. arrange or manage the prompt authorisation, approval, and instruction regarding 

any payments to be made by the Council in accordance with the Council’s 

financial regulations; 

xiii. record every planning application notified to the Council and the Council’s 

response to the local planning authority; 

xiv. refer a planning application received by the Council to the Chairman or in their 

absence the Vice-Chairman of the Planning Committee within two working days 

of receipt to facilitate an extraordinary meeting if the nature of a planning 

application requires consideration before the next ordinary meeting of Planning 

Committee; 

xv. manage access to information about the Council via the publication scheme; and 

xvi. retain custody of the seal of the Council which shall not be used without a 

resolution to that effect. See also Standing Order 27 below. 

 

20. Responsible Financial Officer 
 

a  The Council shall appoint appropriate staff member(s) to undertake the work of the 

Responsible Financial Officer when the Responsible Financial Officer is absent. 

 

21. Accounts and accounting statements 
 

a “Proper practices” in Standing Orders refer to the most recent version of 

Governance and Accountability for Local Councils – a Practitioners’ Guide 

(England) 

 
b All payments by the Council shall be authorised, approved and paid in accordance with 

the law, proper practices and the council’s financial regulations. 

 
c The Responsible Financial Officer shall supply to each councillor as soon as 

practicable after 30 June, 30 September and 31 December in each year a statement to 
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summarise: 

 
i. the Council’s receipts and payments for each quarter; 

ii. the Council’s aggregate receipts and payments for the year to date; 

iii. the balances held at the end of the quarter being reported and which includes a 
comparison with the budget for the financial year and highlights any actual or 
potential overspends. 

 
d As soon as possible after the financial year end at 31 March, the Responsible Financial 

Officer shall provide: 

 
i. each Councillor with a statement summarising the council’s receipts and 

payments for the last quarter and the year to date for information; and 

ii. to the Full Council the accounting statements for the year in the form of Section 2 

of the Annual Return, as required by proper practices, for consideration and 

approval. 

 
e The year end accounting statements shall be prepared in accordance with proper 

practices and applying the form of accounts determined by the Council (receipts and 
payments, or income and expenditure) for a year to 31 March. A completed draft 
Annual Return shall be presented to each Councillor. The Annual Return of the 
Council, which is subject to External Audit, including the annual governance statement, 
shall be presented to Council for consideration and formal approval before 30 June. 

 

22. Financial controls and procurement 
 

a The Council shall consider and approve Financial Regulations drawn up by the 

Responsible Financial Officer, which shall include detailed arrangements in respect of 

the following: 

 
i. the keeping of accounting records and systems of internal controls; 

ii. the assessment and management of financial risks faced by the Council; 

iii. the work of the independent Internal Auditor in accordance with proper practices 

and the receipt of regular reports from the internal auditor, which shall be 

required at least annually; 

iv. the inspection and copying by Councillors and local electors of the Council’s 

accounts and/or orders of payments; and 

v. whether contracts with an estimated value below £25,000 due to special 

circumstances are exempt from a tendering process or procurement exercise 

 
b Financial regulations shall be reviewed regularly and at least annually for fitness of 

purpose. 

 
c A public contract regulated by the Public Contracts Regulations 2015 with 

an estimated value in excess of £25,000 but less than the relevant 

thresholds in Standing Order 22(f) is subject to Regulations 109-114 of the 

Public Contracts Regulations 2015 which include a requirement on the 

Council to advertise the contract opportunity on the Contracts Finder 

website regardless of what other means it uses to advertise the opportunity 
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unless it proposes to use an existing list of approved suppliers (framework 

agreement). 

 
d Subject to additional requirements in the Financial Regulations of the Council, the 

tender process for contracts for the supply of goods, materials, services or the 

execution of works shall include, as a minimum, the following steps: 

 
i. a specification for the goods, materials, services or the execution of works shall 

be drawn up; 

ii. an invitation to tender shall be drawn up to confirm (i) the council’s specification 

(ii) the time, date and address for the submission of tenders (iii) the date of the 

council’s written response to the tender and (iv) the prohibition on prospective 

contractors contacting councillors or staff to encourage or support their tender 

outside the prescribed process; 

iii. the invitation to tender shall be advertised in a local newspaper and in any other 

manner that is appropriate; 

iv. tenders are to be submitted in writing in a sealed marked envelope addressed to 

the Proper Officer; 

v. tenders shall be opened by the Proper Officer in the presence of at least one 

Councillor after the deadline for submission of tenders has passed; 

vi. tenders are to be reported to and considered by the appropriate meeting of the 
Council or a Committee or Sub-committee with delegated responsibility. 

 
e Neither the Council, nor a Committee or a Sub-committee with delegated responsibility 

for considering tenders, is bound to accept the lowest value tender. 

 
f A public contract regulated by the Public Contracts Regulations 2015 with an 

estimated value in excess of £189,330 for a public service or supply contract or 

in excess of £4,733,252 for a public works contract; or £663,540 for a social 

and other specific services contract (or other thresholds determined by the 

European Commission every two years and published in the Official Journal of 

the European Union (OJEU)) shall comply with the relevant procurement 

procedures and other requirements in the Public Contracts Regulations 2015 

which include advertising the contract opportunity on the Contracts Finder 

website and in OJEU. 

 
g A public contract in connection with the supply of gas, heat, electricity, drinking 

water, transport services, or postal services to the public; or the provision of a port 

or airport; or the exploration for or extraction of gas, oil or solid fuel with an 

estimated value in excess of £378,660 for a supply, services or design contract; or 

in excess of £4,733,252 for a works contract; or £663,540 for a social and other 

specific services contract (or other thresholds determined by the European 

Commission every two years and published in OJEU) shall comply with the 

relevant procurement procedures and other requirements in the Utilities Contracts 

Regulations 2016. 
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23. Handling staff matters 
 

a Policies and procedures relating to staff are set out in an Employees Handbook 

produced in consultation with the Council’s Employment Law Advisers. A matter 

personal to a member of staff that is being considered by a meeting of Council or 

relevant Committee or Sub-committee is subject to Standing Order 14 above. 

 
b Any persons responsible for all or part of the management of staff shall treat the written 

records of all meetings relating to their performance, capabilities, grievance or 

disciplinary matters as confidential and secure. 

 
c The Council shall keep all written records relating to employees secure. All paper 

records shall be secured and locked and electronic records shall be password 

protected and encrypted. 

 
d Only persons with line management responsibilities shall have access to staff records 

referred to in Standing Orders 23(b) and (c) above if so justified. 

 
e Access and means of access by keys and/or computer passwords to records of 

employment referred to in Standing Orders 23(b) and (c) above shall be provided only 

to the Chairman of the Council or relevant Committee or Sub-committee. 

 

24. Responsibilities to provide information 
 

See also Standing Order 25 below. 

 
a In accordance with freedom of information legislation, the Council shall publish 

information in accordance with its publication scheme and respond to requests for 
information held by the Council 

 
b The Council shall publish information in accordance with the requirements of the 

Local Government (Transparency Requirements) (England) Regulations 2015. 
 

25. Responsibilities under data protection legislation 
 

Below is not an exclusive list. See also Standing Order 13. 

 
a The Council may appoint a Data Protection Officer. 

 

b The Council shall have policies and procedures in place to respond to an individual 

exercising statutory rights concerning his personal data. 

c The Council shall have a written policy in place for responding to and managing a 

personal data breach. 

d The Council shall keep a record of all personal data breaches comprising the facts 

relating to the personal data breach, its effects and the remedial action taken. 

e The Council shall ensure that information communicated in its privacy notice(s) is in 

an easily accessible and available form and kept up to date. 
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f The Council shall maintain a written record of its processing activities. 
 

g Correspondence from, and notices served by, the Information Commissioner shall be 
referred by the Proper Officer to the Chairman of the Council or relevant Committee as 
necessary. The Council or said committee shall have the power to do anything to facilitate 
compliance with the Freedom of Information Act 2000. 

 
26. Relations with the press/media 

 
a Requests from the press or other media for an oral or written comment or statement 

from the Council, its Councillors or staff shall be handled in accordance with the 

Council’s policy in respect of dealing with the press and/or other media. 

 

27. Execution and sealing of legal deeds 
 

See also Standing Orders 19(b)(xi) and (xvi) above. 
 

a A legal deed shall not be executed on behalf of the Council unless authorised by a 

resolution. 

b Subject to Standing Order 27(a) above, the Council’s Common Seal shall alone be 

used for sealing a deed required by law. It shall be applied by the Proper Officer 

in the presence of two Councillors who shall sign the deed as witnesses. 

 

28. Communicating with Unitary Councillors 
 

a An invitation to attend a meeting of the Council shall be sent, together with the agenda, 

to the Ward Councillor(s) of Wiltshire Council. 

 
b Unless the Council determines otherwise, a copy of each letter sent to the Unitary 

Council shall be sent to the Ward Councillors(s) representing the area of the Council. 

 

29. Inspection of documents 

Subject to Standing Orders to the contrary or in respect of matters which are 
confidential, a Councillor may, for the purpose of his official duties (but not otherwise), 
inspect any document in the possession of the Council or a Committee or a Sub- 
committee, and request a copy for the same purpose. The minutes of meetings of the 
Council, its Committees or Sub-committees shall be available for inspection by 
Councillors. 

 

30. Restrictions on Councillor activities 
 

a Unless authorised by a resolution, no councillor shall: 

 
i. inspect any private premises which the Council has a right or duty to inspect; or 

ii. issue orders, instructions or directions. 

 

31. Variation, revocation and suspension of Standing Orders generally 
 

a All or part of a Standing Order, except one that incorporates mandatory statutory 

requirements, may be suspended by resolution in relation to the consideration of an 
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item on the agenda for a meeting. 

 
b A motion to add to or vary or revoke one or more of the Council’s Standing Orders, 

except one that incorporates mandatory statutory requirements, shall be proposed by a 

special motion, the written notice by at least two-thirds of Councillors to be given to the 

Proper Officer in accordance with Standing Order 10 above. 

 
c The Proper Officer shall provide a copy of the Council’s Standing Orders to a 

Councillor as soon as possible after he/she has delivered his/her Acceptance of Office 

form. 

 
d The decision of the Chairman of a meeting as to the application of Standing Orders 

at the meeting shall be final but may be subject to scrutiny as to interpretation at a 

subsequent meeting 

 
32. Call-in procedure 

 
a Committee meetings normally take place on Monday evenings. In normal 

circumstances the minutes of a committee meeting will be circulated by the close of 
business on the Wednesday. The minutes will be circulated by e-mail to all Councillors 
unless they specifically request to receive them by post. 

 
b Councillors then have 5 days to invoke the call-in process. 

 

c If the minutes are not circulated by the end of business on Wednesday the 5 day call-in 
period will commence from the end of business day on which they are circulated. 

 
d A decision can only be called in by Councillors who are not members of the 

Committee that took the decision. 
 

e A call-in must be in writing (including via email) and have the support of 2 
Councillors. 

 

f The decision that has been called in will then be considered at the next ordinary 
meeting of the Full Council. 

 
 
 
 
 
 
 
 
 
 
 
 

Adopted by Full Council on 24th May 2021  
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