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Saxmundham Town Council 

Minutes of the meeting of Saxmundham Town Council held on Monday 14th April 2025  

at the Market Hall, High Street, Saxmundham at 7:00 pm. 

Minutes 

1/25TC Attendees      Apologies 

Cllr John Findlay (Chair)    Cllr Elizabeth Clark 
Cllr Geraldine Barker (Vice Chair)   Cllr Tim Lock     
Cllr Nick Jackson       

Cllr Marianne Kiff     Also Present   

Cllr John Fisher      
Cllr Jeremy Smith     County Cllr Richard Smith 
Cllr David Humphreys    Sharon Smith (Town Clerk/RFO)    
Cllr James Sandbach     3 members of the public 
Cllr Georgina Burns 
Cllr Laura Purina     

      

2/25TC Declaration of Interests 

 
None. 
 

3/25TC Open Forum 

  

a) In response to a question from a member of the public, the Town Clerk advised that the District Council 

had not yet responded to enquiries regarding the appointment of a street cleanser.  District Councillor John 

Fisher agreed to follow the matter up. 

 

 b) A member of the public raised a concern that a High Street business had been incorrectly associated 

with the criminal activity identified during the recent multi-agency inspection.  In response to a request for 

the Town Council to issue a positive statement clarifying the matter, the Chair advised that it would be 

more appropriate for a statement to come from the police or the Community Officer at East Suffolk 

Council, who were involved in the inspection.  County Councillor Richard Smith advised that the matter 

could also be raised with the Police and Crime Commissioner. 

 

 c) In response to a question from a member of the public, the Town Clerk confirmed that there had 

been no further progress on the proposed improvements at the Memorial Field.  The member of the 

public also asked whether the Council had taken up an offer from a resident to present options for 

pedestrianising the High Street.  Cllr Marianne Kiff clarified that the resident concerned was her husband, 

but that no proposals had yet been submitted.  The Chair advised that AECOM had been commissioned to 

undertake a feasibility study for pedestrianisation, the results of which informed the Neighbourhood Plan.  

He also outlined the challenges associated with pedestrianisation but emphasised the Council’s aspiration 

to create a more pedestrian-friendly environment.  County Cllr Richard Smith added that full 

pedestrianisation was not feasible due to the absence of suitable alternative routes. 

 

 d) County Councillor Richard Smith welcomed the two new Councillors and explained that, as several of 
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the other parishes he represents meet on the same evening as the Council, he is unable to attend every 

meeting, but he remains available by email.  Cllr Smith expressed his support for communities opposing 

LionLink, the proposed energy interconnector between the UK and the Netherlands, and stated that he 

would be happy to assist if needed.  Cllr Smith reported that the County Council's budget for the next 

financial year has been approved.  Although the outturn for last year’s budget is not yet available for 

publication, it is expected to show a slight surplus, meaning funds will not need to be drawn from reserves.  

Cllr Smith also provided each Councillor with a copy of the County Council’s Resident’s Summary regarding 

Local Government Reorganisation.  The County Council is proposing the creation of a single unitary 

authority for Suffolk, which it believes would deliver greater savings than establishing two or more unitary 

authorities.  The next deadline for submitting proposals to government is September 2025, with a decision 

anticipated towards the end of the year.  Cllr Smith also noted that an election for the combined Mayoral 

Authority of Norfolk and Suffolk is scheduled for May 2026, although the powers of the new Mayor have 

yet to be confirmed.  He outlined the potential scope of these powers but advised that further details are 

expected from the government later this year. 

 

 Cllr Geraldine Barker welcomed Councillor Smith’s support for communities affected by the LionLink 

project.  However, she emphasised that the immediate priority was to oppose Sealink, the proposed 

energy interconnector between Suffolk and Kent.  She noted that National Grid Electricity Transmission’s 

application for Development Consent is expected to be accepted for examination later this month, and 

therefore urgent support is needed from both the County and District Councils to ensure appropriate 

mitigation measures are secured should Sealink be approved and before National Grid Ventures submits 

its application for LionLink.  Cllr Barker requested the names of the relevant Officers at the County and 

District Councils responsible for energy projects to enable direct liaison with the Town Council.  She also 

advocated for the provision of paid support, or at minimum, an expert review of the Council’s draft 

responses to the energy developers and the Examining Authority.  Cllr Richard Smith responded that it 

would not be appropriate to contact Officers directly, and that all communication should be conducted 

through him. 

 

 Cllr Jeremy Smith commented that, while there may be a logical argument for creating a single unitary 

authority, it would increase the distance between tiers of local government.  He emphasised the need for a 

form of "districtisation" to ensure that Suffolk’s market towns are not overlooked.  Cllr Richard Smith 

responded that market towns remain a priority, noting that in other counties with a single unitary 

authority, mechanisms have been introduced to maintain strong connections with local communities.  He 

added that there may be opportunities for Town Councils to gain additional powers, and he assumed 

measures would be introduced to help bridge any resulting gaps.  The Chair suggested that further debate 

on this issue would be valuable, as it could present an opportunity for Town Councils to develop as local 

hubs. 

 

 In response to a question from Cllr James Sandbach, Cllr Richard Smith advised him to take up with central 

government the issue of whether County Council elections would be postponed for a further year.  He 

acknowledged the logic of Cllr Sandbach’s question, noting that while it is likely that a shadow authority 

will be elected, it will need an existing structure to shadow. 

 

 e) District Cllr John Fisher reported that the District Council has adopted a different position on local 

government reorganisation.  Although the six district councils initially put forward separate proposals, they 

were required to agree an interim proposal acceptable to all, therefore collectively agreed that they do not 

support the creation of a single unitary authority.  Cllr Fisher noted that if Norfolk were to propose two or 
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more unitary authorities, they would consequently have greater representation on the combined mayoral 

authority.  County Cllr Richard Smith responded that representation would be proportional.  Cllr Fisher 

also expressed his support for Cllr Smith’s stance on energy projects but observed that, at present, their 

ability to act is largely limited to raising questions with Officers. 

4/25TC Minutes 

a) It was unanimously resolved to approve the minutes of the meeting held on 10th March 2025. 

b) The Council received the draft minutes from the: 
 
i. Resources Committee meeting held on 3rd April 2025. 

ii. Amenities and Services Committee meeting held on 20th March 2025. 

iii. Events and Communications Committee on 19th December 2024 and 17th March 2025. 

iv. Planning and Development Committee meeting held on 3rd March 2025. 

5/25TC  Matters Arising 

     

Cllr Jeremy Smith requested further information on the reports submitted to the District Council’s Planning 

Enforcement team.  The Town Clerk outlined the various reports concerning alleged infringements by 

businesses within the Conservation Area, along with the responses received from the District Council to 

date.  The Town Clerk agreed to circulate a summary report to all members and expressed the view that, in 

some cases, the District Council’s response had been less than satisfactory.  Cllr Nick Jackson agreed and 

commented that it was unclear whether responsibility for compliance with the Conservation Area 

requirements lies with the leaseholder, freeholder, or tenant, making it difficult to know who should be 

contacted.  Cllr Geraldine Barker explained that the Planning and Development Control Committee had 

agreed not to submit a formal letter of complaint to the District Council at this time, as some of the alleged 

breaches are still under investigation or under notice to rectify.  Cllr Jackson suggested, however, that a 

letter of complaint could be issued immediately in relation to those cases where the District Council has 

acknowledged a breach but is not taking further action. 

 

6/25TC  Reports 

a)  The Chair of the Town Council reported that he had raised concerns regarding the process for 

considering applications for funding from the Aldeburgh, Leiston and Saxmundham Community 

Partnership.  This followed a meeting where three bids for funding were neither included on the agenda 

nor circulated to members in advance.  Cllr Findlay explained that he had abstained from voting, as the 

papers were only tabled at the meeting, leaving insufficient time for proper consideration.  Following 

receipt of Cllr Findlay’s concerns, which were submitted to both the Chair and the Officer responsible for 

the Community Partnership, the District Council confirmed that, in future, financial bids will be considered 

by a Committee panel supported by the District Council’s Funding Manager and the Community Partnership 

Manager. 

b)  Cllr Jeremy Smith, as Chair of the Neighbourhood Plan Steering Group (NPSG), reported that work is 
progressing on finalising new chapters addressing the South Saxmundham Garden Neighbourhood and 
introducing mitigatory policies relating to the proposed converter stations.  Cllr Smith also advised that 
members of the NPSG, representatives from Pigeon (the proposed developer) and their consultants LDA, 
along with East Suffolk Council planners, met earlier this month to discuss several key issues concerning the 
Garden Neighbourhood.  Pigeon and the East Suffolk Council planners are now engaged in a series of six 
workshops, running until mid-June. 
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The Chair granted a request from County Cllr Richard Smith to speak.  Referring to Cllr Jeremy Smith’s 
earlier point regarding the importance of the former secondary school site as a connection between the 
Garden Neighbourhood and the existing town, Cllr Richard Smith explained that the site is now under the 
guardianship of the Department for Education.  He noted that the County Council wishes to repurpose the 
site for Special Educational Needs and Disabilities (SEND) provision but it currently lacks the necessary 
funding.  They are awaiting the outcome of the central government's forthcoming Spending Review to 
determine if funding will be made available. 

c)  Cllr Geraldine Barker, as Chair of the Fromus Energy Projects Team, summarised her written report, 
which had been previously circulated to members and published on the Town Council’s website.  Cllr Barker 
also reported that she had attended a recent meeting of the East Suffolk Energy Partnership, a group of 
Town and Parish Councils working collaboratively to support one another in response to local energy 
projects.  She recommended that the Town Council formally supports and endorses the Partnership, noting 
that it provides a valuable source of factual information and is working to influence both local and central 
government.  Cllr Barker further advised that the Town Council will shortly register as an Interested Party 
for the Sealink examination and encouraged all members to register individually, in order to enable them to 
speak at hearings if they wish.  She and the Town Clerk also intend to organise drop-in sessions to assist 
residents with registering as Interested Parties. 

d) The Town Clerk summarised her previously circulated reported, which included Crime Statistics. 

 

e) The Council received a previously circulated report from the Community Officer. 

f) The Council considered a report from the Town Clerk regarding proposed Committee restructuring. 

Cllr Jeremy Smith noted that, in light of the proposed changes — particularly with Committees meeting less 

frequently and the Resources Committee assuming greater responsibility for policy review — he wished to 

reiterate the importance of Councillors scrutinising Committee meeting minutes during full Council 

meetings.  Cllr Nick Jackson commented that the Committee structure risks creating silos, and highlighted 

that full Council meetings are currently the only opportunity for all members to meet collectively, albeit in a 

formal setting with the public present.  He suggested that informal meetings could be beneficial to allow 

more in-depth debate on key issues, particularly concerning the delivery of the Strategic Plan 2025–2030, 

while stressing that all decisions would continue to be made formally at public meetings.  Cllr David 

Humphreys expressed his support for the idea of Strategic Plan review meetings, noting they would provide 

a valuable opportunity to assess progress and identify and address any obstacles.  He also supported the 

proposal for fewer Committee meetings, recognising the need to allow Officers more time to deliver on 

actions arising from Committee decisions. 

7/25TC Financial Year 2024-2025 

a) The Council received the:  
 

i. Payments, receipts and bank balances to 31st March 2025. 
ii. Budget Outturn Report for the financial year 2024-2025. 

iii. Transparency Code Annual Report 2024-2025. 
 

  b)  It was unanimously resolved to accept the Resources Committee recommendations to approve the: 
 

i. Community Infrastructure Levy Report 2024-2025 
ii. Internal Auditor Letter of Engagement 2024-2025. 
 

8/25TC Financial Year 2025-2026 
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   It was unanimously resolved to accept the Resources Committee recommendations to:  
 

a) transfer an ESC grant of £5,000 to an Earmarked Reserve for staffing resource for events. 
b) transfer £1,000 to an Earmarked Reserve for elections contingency. 

 
9/25TC Policies 
 
  a) It was unanimously resolved to accept the Resources Committee recommendations to approve the: 

 
i. updated Financial Regulations 

ii. the annual review of the Investment Strategy 
iii. the annual review of the Reserves Policy 
iv. a new CCTV policy. 

 
b) Cllr Marianne Kiff raised concerns regarding persistent illegal parking adjacent to the pedestrian 
crossing on the High Street.  She requested that the Council consider the potential installation of CCTV in 
the area to support enforcement efforts.  Cllr Kiff also suggested that funding may be available through 
the Sizewell C Community Fund, in light of increased traffic associated with the construction project. 

 
10/25TC Correspondence 

 
The Council noted the correspondence received since the last meeting. 
 

11/25TC Next Meetings 
 
   The Council noted the date and time of the: 
 

a) Annual Meeting scheduled for Monday 12th May 2025 at 7:00 pm. 
 

b) Annual Town Meeting scheduled for Thursday 22nd May 2025 at 6:00 pm.  The Chair informed 
the Council that Jenny Riddell-Carpenter MP had agreed to attend as a guest speaker. 
 

The meeting closed at 8:40 pm. 

Sharon Smith 

Town Clerk/RFO 
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Saxmundham Town Council 

Minutes of the meeting of the Amenities and Services Committee held on  

Thursday 17th April 2025 at the Town House, Station Approach, Saxmundham at 5:30 pm. 

Minutes 

 

1/25AS  Apologies      Present 
 

Cllr Tim Lock (Chair)      Sharon Smith (Town Clerk)  
Cllr Elizabeth Clark  
Cllr Marianne Kiff 
Cllr David Humphreys  

        
The Town Clerk declared the Committee meeting inquorate and closed the meeting. 

The meeting closed at 5:35 pm. 
 

Sharon Smith 

Town Clerk 

 



 
 
Signed_________________________________________   Date___________________________ 

Saxmundham Town Council 

Minutes of the meeting of the Planning and Development Control Committee held on  

22nd April 2025 at 12.00 pm at the Town House, Station Approach, Saxmundham 

Minutes 
 

010/25PD Attendees     Apologies 

 Cllr Geraldine Barker    Cllr John Fisher (Chair)  

Cllr Marianne Kiff     

Cllr John Findlay Also Present 

Michelle Allen (Assistant Town Clerk) 

 

In the absence of the Chair, Cllr John Findlay was appointed Chair for this meeting 

02/25PD Declaration of Interests 

There were no declarations of interest or requests for dispensations from members on matters in 
which they have a disclosable pecuniary interest, other registerable interest, or non-registerable 
interest. 
 

03/25PD Open Forum 

None. 
 

04/25PD Minutes 

 
It was unanimously resolved to approve the minutes of the meeting held on 3rd March 2025 as a 
true and accurate record. 
 

05/25PD Planning Applications  

 

(a) The Committee considered planning application DC/25/1300/FUL – Replacement of windows - 38  

Franklin Road - It was unanimously resolved there were no objections.  

(b) The Committee considered planning application DC/25/1285/FUL – Two storey extension – 13 Manor  

Gardens - It was unanimously resolved there were no objections.  

(c)  The Committee considered planning application DC/25/1286/FUL – Garage extension and creation of 

utility room – 57 Fairfield Road - It was unanimously resolved there were no objections.  

 

06/25PD Planning Enforcement 

 The Committee received an update regarding alleged infringements of the Conservation Area 
recently reported to East Suffolk Council and noted there were no changes. 
 

The meeting closed at 12.20pm 

Michelle Allen 

Assistant Town Clerk 
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Saxmundham Town Council 

Minutes of the meeting of the Resources Committee held on Tuesday 6th May 2025 

at the Town House, Station Approach, Saxmundham at 12:00 pm. 

Minutes 

11/25RC Attendees      Apologies 
 
Cllr Elizabeth Clark (Chair)    Cllr Jeremy Smith – none received 
Cllr John Fisher       
Cllr John Findlay     Also Present 
 
       Sharon Smith (Town Clerk)    

12/25RC Declaration of Interests 

 Cllr John Findlay declared an interest in item 18/25RC(e). 

13/25RC Open Forum 

 None. 

14/25RC Minutes 

It was unanimously resolved that the minutes of the meeting held on 3rd April 2025 are a true and 

accurate record. 

15/25RC Monthly Finance 

a) It was unanimously resolved to approve the payments for April 2025. 
b) The Committee noted the receipts for April 2025, including the first instalments of Precept and 

Community Infrastructure Levy. 
c) The Committee noted the bank balances as at 30th April 2025.  
d) The monthly bank reconciliations as at 30th April 2025 were not available. 
e) The Committee reviewed the budget versus actual income and expenditure report as at 30th April 

2025. 

16/25RC Investments 
 
It was unanimously resolved to approve the following investments: 

a) £50,000 in the CCLA Public Sector Deposit Fund. 
b) £50,000 in the Unity Trust Savings Account. 
c) £20,000 in the Cambridge Building Society.  

17/25TC Financial Year 2024-2025 

a)  The Committee reviewed the Internal Audit Report for the financial year 2024-2025.  It was 

unanimously resolved to recommend to the Town Council that it addresses any recommendations 

therein. 

b)  Following a review by the Committee, it was unanimously resolved to recommend approval of 

the following documents to the Town Council: 
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a) Annual Income and Expenditure Accounts for the financial year 2024-2025. 

b) Annual Balance Sheet as at 31st March 2025. 

c) General and Earmarked Reserves for the year ended 31st March 2025. 

d) Bank Reconciliation for the year ended 31st March 2025. 

e) Internal Audit Effectiveness Review for the financial year 2024-2025. 

f) Annual Governance Statement (Section 1) of the AGAR. 

g) Accounting Statements (Section 2) of the AGAR. 

h) Period for the exercise of public rights from 10 June 2025 to 21 July 2025. 

i) Revised Community Infrastructure Levy Report 2024-2025. 

18/25RC Community Grants 

a) The Committee received the four-year Grant Report. 
b) It was unanimously resolved to approve the allocation of in principle grant of £5,000 to 

Saxmundham Community Festival. 
c) It was unanimously resolved to approve an application from Saxmundham Museum for £1,350 

for operational costs. 
d) It was unanimously resolved to approve an application from the Women’s Institute for £150 

for VE Day decorations.  The Committee noted that the decorations would be made available 
for the Town Council’s use at its VE Day event. 

e) The Committee noted that it was inquorate for this item due to Cllr John Findlay’s prior 
declaration of interest.  It was therefore agreed to refer the application from IP17 GNS for 
£10,000 towards operational costs to the Town Council for consideration. 

19/25TC  Policies 
 
It was unanimously resolved to recommend approval of the following to the Town Council: 

a) updated Standing Orders 
b) the biennial review of the Disciplinary Policy 
c) the biennial review of the Grievance Policy. 

20/25RC Next Meeting 

 

The Committee noted the date and time of the next meeting which is scheduled for Tuesday 3rd June 

2025 at 12 noon. 

The meeting closed at 1:15 pm. 

 
Sharon Smith 
Town Clerk/RFO 

 



Councillor Attendance Analysis - 2024-2025

Councillor Summoned Attendance Attendance % Non-Attendance Non-Attendance %

Cllr Di Eastman* 20 18 90% 2 10%

Cllr John Findlay 37 36 97% 1 3%

Cllr John Fisher 55 52 95% 3 5%

Cllr Jeremy Smith 32 20 63% 12 38%

Cllr Elizabeth Clark 42 36 86% 6 14%

Cllr Benjamin Gulliford 32 15 47% 17 53%

Cllr Charlotte Hawkins* 19 18 95% 1 5%

Cllr James Sandbach 47 10 21% 37 79%

Cllr Marianne Kiff 39 30 77% 9 23%

Cllr Geraldine Barker 40 37 93% 3 8%

Cllr Tim Lock 23 18 78% 5 22%

Cllr Nick Jackson** 16 14 88% 2 13%

Cllr David Humphreys*** 15 11 73% 4 27%

417 315 102

Total Number of Meetings Called 77

Average Attendance 76%

Councillor Town Council
Resources 

Committee

Amenities and 

Services Committee

Events and 

Communications 

Committee

Planning and 

Development 

Control Committee

Market Hall 

Management 

Committee

Gannon Institute 

Management 

Committee

Staffing Sub-

Committee

Cllr Di Eastman* 100% 100% 75% 83%

Cllr John Findlay 100% 100% 83% 100%

Cllr John Fisher 100% 92% 100% 67% 100% 100%

Cllr Jeremy Smith 50% 58% 83% 100%

Cllr Elizabeth Clark 92% 75% 82% 100%

Cllr Benjamin Gulliford 67% 44% 50% 0%

Cllr Charlotte Hawkins* 100% 100% 83% 100% 100%

Cllr James Sandbach 58% 0% 9% 9% 20%

Cllr Marianne Kiff 75% 91% 62% 100%

Cllr Geraldine Barker 92% 100% 92% 80%

Cllr Tim Lock 58% 100%

Cllr Nick Jackson** 86% 75%

Cllr David Humphreys*** 60% 80% 100% 50%

* Resigned August 2024

**Appointed September 2024

***Appointed November 2024



Saxmundham Town Council 

 

Introduction 

Following discussions with members and staff regarding the previously circulated 

Committee Restructure proposals, I have concluded that distributing the responsibilities 

of the Charitable Trusts among other Committees may not be the best approach. 

Primarily, this would lead to significantly longer meetings, which I believe members 

would not welcome. 

 

However, it remains important to find a model that reduces the number of Committee 

meetings, thereby minimising the burden on members, reducing administration, and 

allowing staff more time to implement Committee decisions. 

Charitable Trusts 

It is proposed that the two Management Committees of the Charitable Trusts be 

disbanded. Instead, the two Trusts would meet to consider all charity-related business. 

The quorum would remain at four members, with any available members participating. 

Meetings could be scheduled in the afternoon or evening but should not follow Town 

Council meetings to avoid excessively long sessions. 

Planning and Development Control Committee 

It is recommended that the membership of the Planning and Development Control 

Committee is expanded to include all twelve members. As meetings are often brief and 

sometimes address only a single item, they could be scheduled directly before or after 

other Committee meetings. The quorum would remain at four, with any available 

members participating. Attendees could appoint a Chair for each meeting as needed. 

Events and Communications Committee 

It is proposed to rename the Events and Communications Committee as the Civic and 

Community Committee with revised Terms of Reference. Given its public-facing nature, 

it is recommended that membership includes the Chair and Vice-Chair of the Council. 

Committee Meeting Town Council 

Meeting Date 12 May 2025 

Item Number 6b 

Report Title Committee Restructure Proposal 

Report Author Sharon Smith 



Resources Committee 

To strengthen the Committee’s role in overseeing financial management, it is proposed 

that the Chairs of the other Committees become members of the Resources Committee. 

This would enable them to bring forward challenges and priorities from their respective 

areas to help inform budgetary and expenditure decisions. 

Staffing Sub-Committee: Proposal for Change 

It is proposed that the Staffing Sub-Committee be converted into a full Staffing 

Committee with revised Terms of Reference. This change would raise the profile and 

importance of staffing matters and enable more transparent governance by the Town 

Council. 

Committee Meeting Frequency 

To reduce the number of meetings, it is proposed that the Civic and Community 

Committee and the Amenities and Services Committee would move from monthly 

meetings to a bi-monthly schedule. 

Strategic Plan Review – Informal Quarterly Meetings 

 

During discussions, concerns were raised regarding the risk of the revised Committee 

structure leading to siloed working, and the lack of opportunities for collective, in-depth 

member discussion outside of formal Council meetings.  

In response, it is proposed that informal Strategic Plan Review meetings be held on a 

quarterly basis, open to all members. These sessions would provide a space for 

collaborative reflection on the progress of the Strategic Plan 2025–2030, identification 

of barriers to delivery, and shared strategic thinking.  

While no decisions would be made at these meetings, the discussions would inform the 

formal decision-making process and help ensure cohesive, long-term planning.  

Recommendation 

To further consider these proposals with a view to accepting them at the Annual 

Meeting held in May 2025. 

 



Appendix: Proposed Committee Structure Diagram
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1. Introduction 

Under the Local Government Act 1972 s.101, the Town Council has the power to arrange for the discharge of its 

functions by a Committee, Sub-Committee, Working Groups or Officer of the Council. 

This Scheme of Delegation authorises the Town Council’s Committees and Working Groups and the Proper Officer to 

act within the delegated authority in the specific circumstances described. 

The purpose of this Scheme is to clearly define the parameters within which the Town Council’s Committees, Working 

Groups and the Proper Officer can act without reference to the Town Council.   

Where consultation with others is required, it is clearly set out with whom that consultation should take place.   

Any deviation from this Scheme should be reported to the Town Council at the earliest opportunity with an 

explanation of the circumstances in which the breach occurred. 

This Scheme forms part of the Town Council’s Standing Orders and Financial Regulations and shall be reviewed 

annually by the Town Council. 
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2. Town Council Reserved Powers 

Each Committee has delegated authority to decide matters within their Terms of Reference except for the following 

matters, which are to be resolved only by the Town Council: 

a) Appointing the Chair and Vice Chair of the Town Council. 

b) Amending and re-adopting the Standing Orders, Financial Regulations, Scheme of Delegation, and other 

Town Council adopted policies and procedures. 

c) Approving the annual budget and setting the precept. 

d) Approving the Annual Governance and Accountability Return and Annual Accounts. 

e) Considering the external auditor’s report made in the public interest. 

f) Addressing recommendations in any report from the internal or external auditors. 

g) Decisions regarding an outcome of a review of the effectiveness of the internal controls. 

h) Additions to, or withdrawals from, any earmarked reserve. 

i) Determining the Town Council’s strategic plan. 

j) Determining the Terms of Reference for Committees and Working Groups, and deciding on their composition 

and making appointments to them. 

k) Filling any casual vacancies occurring on the Town Council. 

l) Adopting the schedule of meetings for the ensuing year. 

m) Declaring the eligibility of, and adopting, the General Power of Competence. 

n) Adopting and reviewing the LGA Model Councillor Code of Conduct. 

o) Approving any grant or financial commitment exceeding £5,000 in accordance with the Financial Regulations. 

p) Appointing or nominating Council representatives to outside bodies. 

q) Approving the take on new, including devolved services, subject in all cases to a fully costed business plan, to 

be recommended by the relevant Committee. 

r) Determining matters involving expenditure for which budget provision is not made, or where budgets may be 

moved to other budget headings, or to an earmarked reserve in accordance with the Financial Regulations. 

s) Determining matters affecting, or likely to affect, another Committee or where consultation with or approval 

of that other Committee is required. 

t) Determining any matters referred to it by a Committee in accordance with Standing Orders. 

u) Approving borrowing. 

v) Determining matters which do not fall within the remit of any Committee. 

w) Receiving statutory reports from the Proper Officer and Responsible Financial Officer. 

x) Considering all other matters which must, by law, be considered by the Town Council. 
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3. Delegation to Committees and Working Groups 

 

a) The following Terms of Reference set out the matters that are delegated to the Committees and Working 

Groups to make decisions and recommendations respectively on behalf of the Town Council.   

 

b) The delegated decision making by the Committees must be exercised in accordance with the law, the Town 

Council’s Standing Orders and Financial Regulations, and any approved policy and budget.   

 

c) Where decision making is delegated to a Committee, so far as is legally permissible, they are deemed the 

acts and proceedings of the Town Council. 

 

d) The Town Council may, at any time, revoke any power delegated to a Committee, without prejudice to any 

action already taken. 

 

e) In accordance with the Standing Orders, the Town Council may, under specified conditions, reverse a 

Committee or Town Council decision within six months by special motion by four Councillors. 

 

f) Members will be advised by the Town Clerk, or other specified Officer, or the Chair of the Committee 

whether or not a particular item under discussion is within the Committee’s delegated authority.   

 

g) In any case where the Town Clerk, or other specified Officer, or the Chair of the Committee is either unsure 

whether or not any matter falls within delegated authority, or whether or not any matter should be 

determined by them, or where any matters constitutes a change in Town Council policy, they should always 

refer that matter to the Town Council.  The Town Clerk, or other specified Officer, will then add the 

recommendation to the next Town Council agenda for consideration. 

 

h) Committees and the Proper Officer should note that a power delegated does not always have to be 

exercised. 

 

i) The members of a Committee may include non-Councillors with the exception of the Policy and Resources 

Committee which controls and regulates the finances of the Town Council.   

 

j) The appointment of non-Councillors will be strictly on an advisory and non-voting basis. 

 

k) The Town Council and each Committee are authorised to establish a Sub-Committee and Working Groups 

and to appoint advisers as and when necessary to assist in its work. 

 

l) A Committee can arrange for the discharge of any of its delegated functions to a Sub-Committee.  The 

decision-making responsibilities of the Sub-Committee are limited by Terms of Reference of the parent 

Committee. 

 

m) The appointment of members to a Sub-Committee shall comprise members appointed to the parent 

Committee.   

 

n) The Chair of the Sub-Committee may be elected by the Sub-Committee from among its members. 

 

o) The main purpose of a Working Group is to conduct investigation work as set out by the Town Council or 

Committee. 

 

p) Working Groups will report with recommendations to the Town Council or parent Committee. 
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q) Working Groups shall hold informal meetings which are not open to members of the public. 

 

r) The Town Clerk, or other specified Officer, will draw up agendas for Working Groups and attend and take 

notes of the discussion and decisions at meetings. 

 

s) The Town Council’s Standing Committees shall be: 

• Policy and Resources 

• Civic and Community 

• Amenities and Services 

• Planning and Development Control 

• Staffing 

 

t) The Town Council’s Standing Working Groups shall be: 

• Neighbourhood Plan Working Group – Parent Town Council 

• Fromus Energy Projects Team – Parent Town Council 

 

u) The Town Council shall formally appoint members to Committees by formal resolution at the Annual 

Meeting and the names shall be recorded in the minutes. 

 

v) Appointment of Councillors and non-Councillors shall continue on an annual basis until the next Annual 

Meeting. 

 

w) The Chair and Vice-Chair of the Town Council will be a full member of each Standing Committee, Sub-

Committee and Working Group in their capacity as Ex-Officio but only one voting right will be exercised on 

each Committee. 
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4. Delegation to the Policy and Resources Committee and Terms of Reference 

Prime Objectives 

The Policy and Resources Committee is responsible for the effective management of the Town Council’s financial 

resources. It ensures that good financial practices are followed, finance is deployed effectively, and that the Council 

operates in a lawful, transparent, and strategic manner.  

The Committee also reviews Town Council policies and makes recommendations to the Town Council as appropriate. 

Membership and Frequency of Meetings 

The Committee shall comprise up to 6 voting members of the Town Council.  

The Quorum for meetings shall be 3 members.  

The Chair and Vice-Chair of the Town Council are ex-officio members with voting rights. 

Members of the public may be invited to report on specific items where appropriate.  

The Committee will meet monthly, or as required, based on the volume and urgency of business.  

Delegated Authority 

The Committee is authorised to manage and make decisions on the following matters within its remit, including 

financial commitments within its budget.  Responsibilities include: 

1. Financial Management  

 

• To consider and prepare the draft budget and precept request for the following financial year and make 

recommendations to Town Council. 

• To monitor the Town Council’s income and expenditure throughout the year, referencing the agreed budget. 

• To recommend budget virements to the Town Council as required. 

• To review the Council’s banking arrangements and make investments in accordance with agreed policy. 

• To oversee and review the Town Council’s statutory financial compliance.  

 

2. Legal, Statutory and Strategic Oversight 

 

• To review and make recommendations to the Town Council on legal and regulatory procedures. 

• To review and make recommendations to the Town Council on key financial and operational policies.  

• To oversee the development and implementation of facilities and technology systems. 

• To review proposals for future projects or income generation opportunities and make recommendations to 

the Town Council.  

 

3. Policy Review  

 

• To review the Town Council’s policies and procedures on a rolling basis or as required, and make 

recommendations to the Town Council for adoption, amendment, or repeal. 

The Committee may also address any other appropriate matters as delegated by the Town Council. 

Financial Limitations 

Any proposed unbudgeted expenditure, exceeding £500, must be referred to the Town Council before action is taken. 
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5. Delegation to the Civic and Community Committee and Terms of Reference 

Prime Objectives 

The Civic and Community Committee is responsible for promoting civic pride, strengthening community engagement, 

and developing the identity and vitality of Saxmundham, including but not limited to: 

• Town development and promotion initiatives 

• An annual events programme 

• Community welfare and grant schemes 

• Civic services and ceremonial functions 

• Proactive, two-way community engagement and consultation 

• Communication with residents through all forms of media 

• The promotion of Town Council activities 

• Development of the Town Council’s new website 

• Review of relevant policies and makes recommendations to the Town Council. 

Membership and Frequency of Meetings 

The Committee shall comprise up to six voting members of the Town Council. 

The quorum for meetings shall be three members. 

The Chair and Vice-Chair of the Town Council are ex-officio members with voting rights. 

Members of the public may be invited to report on specific items or participate as non-voting representatives. 

The Committee will meet bi-monthly, or as required, based on the volume and urgency of business. 

Delegated Authority 

The Committee is authorised to manage and make decisions on the following matters within its remit, including 

financial commitments within its budget.  Responsibilities include: 

1. Civic Pride and Community Engagement 

• Develop initiatives that foster civic pride and enhance community spirit. 

• Promote the activities and initiatives of the Town Council. 

• Develop two-way communication channels between the Town Council and the community. 

• Manage Meet-and-Greet sessions, public engagement events, and similar initiatives. 

2. Town Development and Promotion 

• Develop strategies to promote Saxmundham as a thriving and prosperous town. 

• Oversee the creation and maintenance of the ‘Visit Saxmundham’ website. 

• Support branding initiatives to improve the town’s identity and profile. 

3. Annual Events Programme 

• Plan and oversee the delivery of the Town Council’s programme of community events. 

• Coordinate the organisation and promotion of regular weekly and monthly markets, encouraging local 

traders, producers, and artisans to participate and enhancing footfall in the town centre. 

• Support and promote community-led events where appropriate. 

4. Communications and Public Relations 
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• Create and oversee communication strategies using all available media, including print, online, and social 

media platforms. 

• Ensure timely and accurate communication of Town Council news, activities, and consultations. 

5. Community Welfare and Grants 

• Administer the Town Council’s Community Grants Scheme. 

6. Policy Review 

• Review Town Council policies relevant to civic matters, community engagement, events, and 

communications. 

• Recommend new policies or amendments to existing policies for approval by Full Council. 

Financial Limitations 

The Committee has delegated authority to manage expenditure within its approved budget. 

Any unbudgeted expenditure over £500 must be referred to the Policy and Resources Committee or the Town Council 

for approval. 
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6. Delegation to the Amenities and Services Committee and Terms of Reference 

Prime Objectives 

The Amenities and Services Committee is responsible for all matters relating to grounds, premises, amenities, and 

services with Saxmundham over which the Town Council has control or influence.  

The Market Hall and the Gannon Rooms are excluded from the Committee’s remit unless assistance is specifically 

requested by the Market Hall Trust or the Gannon Institute Trust respectively. 

Membership and Frequency of Meetings 

The Committee shall comprise up to 6 voting members of the Town Council.  

The Quorum for meetings shall be 3 members.  

The Chair and the Vice Chair of the Town Council are ex-officio members with voting rights. 

Members of the public may be invited to report to the Committee on specific items or may join this Committee as non-

voting representatives. 

The Committee will meet bi-monthly, or as required, depending on the volume and urgency of business.  

Delegated Business 

The Committee is authorised to manage and make decisions on all matters within its remit, including financial 

commitments within its approved budget.  Responsibilities include: 

• Notice boards 

• Benches 

• Dog, grit bins and litter bins 

• Christmas lights  

• Memorial Field 

• Grounds, hedges, and ditches 

• Weekly and monthly markets 

• Town House 

• Skate park 

• Play areas and equipment 

• War memorial 

• Signage 

• Street lighting 

• Community gardens and allotments 

• Oversight of Green Team and Blue Spaces Saxmundham initiatives 

• Environment, biodiversity, and sustainability 

• Traffic calming measures 

The Committee may also address any other appropriate matters as delegated by the Town Council. 

Representation and Advocacy 

For matters relating to services and amenities not owned nor controlled by the Town Council, but which affect the 

public domain, the Committee has delegated authority to make proposals and representations on behalf of Town 

Council.  These include, but are not limited to: 

• Highways, footpaths, and pavements 

• Parking 

• Public Rights of Way  
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• Railway station facilities 

• Public street furniture and signage 

Financial Limitations 

Any proposed unbudgeted expenditure, exceeding £500, must be referred to the Policy and Resources Committee or 

the Town Council before action is taken. 

  



12 
 

7. Delegation to the Planning and Development Control Committee and Terms of Reference 

Prime Objectives 

The Planning and Development Control Committee is responsible for considering all matters of planning, including:

  

• Planning applications 

• Planning decisions 

• Enforcement issues 

The Committee does not have responsibility for strategic planning matters such as the Neighbourhood Plan or the Local 

Plan. 

Membership and Frequency of Meetings 

The Committee shall comprise up to 6 voting members of the Town Council.  

The Quorum for meetings shall be 3 members.  

The Chair and the Vice Chair of the Town Council are ex-officio members with voting rights. 

Members of the public may be invited to report on specific items or may join the Committee as non-voting 

representatives. 

The Committee will meet as required depending on the volume and urgency of business. 

Delegated Authority 

The Committee is authorised to manage and make decisions on all matters within its remit.  Responsibilities include: 

• To consider and submit the Town Council’s views on planning applications received for consultation from 

the local planning authority or other authorised body. 

• To consider and submit the Town Council’s view on alleged infringements of the Conservation Area. 

• To review and consider planning decisions made by the local planning authority 

• To consider and respond to any planning appeals, appeal decisions, and enforcement cases.  

• To review and respond to consultations on street naming and numbering proposals. 

• To produce and publish information relating to planning matters for the public within the Town Council’s 

legal powers. 

• To liaise with the Neighbourhood Plan Steering Group as necessary. 

The Committee may also address any other appropriate matters as delegated by the Town Council. 

Financial Limitations 

The Committee has no delegated authority to incur expenditure.  Any expenditure proposals must be referred to the 

Policy and Resources Committee or the Town Council for approval prior to any commitment being made. 
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8. Delegation to the Staffing Committee and Terms of Reference 

Prime Objectives 

The Staffing Committee is responsible for the strategic oversight and effective management of the Town Council’s 

staffing matters. Its principal objectives are: 

• To support the delivery of high-quality public services by ensuring the Council has the necessary staffing 

structure, skills, and leadership in place. 

• To manage all aspects of the employment of the Town Clerk, including recruitment, supervision, appraisal, 

and contractual matters. 

• To oversee the recruitment, terms and conditions, development, and welfare of all other Town Council staff. 

• To ensure that appropriate policies and procedures are in place for staff performance, conduct, grievance, 

and discipline, and that these are applied fairly and lawfully. 

• To foster a positive, supportive, and legally compliant working environment that enables Town Council staff 

to thrive and deliver their best work. 

Membership and Frequency of Meetings 

The Committee shall comprise up to 4 voting members of the Town Council.  

The quorum for meetings shall be 3 members.  

The Chair and the Vice-Chair of the Town Council shall are ex-officio members with voting rights. 

The Committee will meet quarterly, or as required, based on the volume and urgency of business. 

Delegated Authority 

The Committee is authorised to manage and make decisions on the following matters within its remit. 

Responsibilities include: 

• To determine and review the Town Council’s staffing structure. 

• To oversee the recruitment of staff, including the appointment process for the Town Clerk 

• To review and monitor staff contracts, salary scales and conditions of employment. 

• To approve and oversee programmes of training, development and wellbeing programmes. 

• To approve and oversee staff training, development, and wellbeing programmes. 

• To consider grievance or disciplinary matters for all staff in accordance with the Town Council’s grievance and 

disciplinary policies (excluding any appeal process). 

• To manage the performance supervision and appraisal of the Town Clerk, including monitoring leave and 

absence. 

• To make recommendations to the Town Council regarding the performance, salary and conditions of 

employment of the Town Clerk. 

The Committee may also address any other appropriate matters as delegated by the Town Council. 

Financial Limitations 

The Committee has no delegated authority to incur expenditure.  Any expenditure proposals must be referred to the 

Policy and Resources Committee or the Town Council for approval prior to any commitment being made. 

Any proposed unbudgeted expenditure, exceeding £500, must be referred to the Policy and Resources Committee or 

the Town Council before action is taken. 
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9. Delegation to the Neighbourhood Plan Steering Group 

Prime Objectives 

The Neighbourhood Plan Steering Group is responsible for supporting the Town Council in overseeing the delivery, 

monitoring, and review of the Saxmundham Neighbourhood Plan, including modification of the Plan following the 

recent parish boundary change. 

The Group will work collaboratively with consultants, the local planning authority, and the local community to ensure 

that Saxmundham’s Neighbourhood Plan remains an up-to-date, robust, and a community-led planning document. 

Membership and Frequency of Meetings 

The Group shall comprise Town Councillors and an unlimited number of community representatives. 

Membership of Town Councillors shall be agreed by the Town Council and reviewed annually. 

The Group shall appoint a Chair and Vice-Chair from among its members. 

The Group will meet as required depending on the stage and progress of the Plan review. 

Delegated Authority 

The Steering Group is authorised to undertake the following on behalf of the Town Council: 

• Lead the preparation, consultation, and drafting of modifications to the existing Plan. 

• Commission and work with consultants as agreed by the Town Council. 

• Develop and review the evidence base required to support the Plan. 

• Design and oversee community consultation activities, ensuring compliance with statutory requirements. 

• Prepare documentation required for Regulation 14 (pre-submission) consultation. 

• Review responses to Regulation 14 consultation and advise the Council on revisions to the draft Plan. 

• Draft the submission version of the Plan and supporting documents (Basic Conditions Statement and 

Consultation Statement). 

• Liaise with East Suffolk Council throughout the submission and examination stages. 

• Recommend final adoption of the Plan to the Town Council following a successful referendum. 

• Ensure the Town Council is regularly informed of progress, decisions, and issues arising. 

• Ensure timely communication and engagement with the community through a variety of inclusive methods. 

Financial Limitations 

The Steering Group has no delegated authority to incur expenditure or enter into contracts. All expenditure 

proposals must be approved by the Policy and Resources Committee or the Town Council prior to any commitment 

being made. 
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10. Delegation to the Fromus Energy Projects Team 

Prime Objectives 

The Fromus Energy Projects Team is responsible for considering all matters relating to energy projects. 

Membership and Frequency of Meetings 

The Team will comprise five voting members of the Town Council and an unlimited number of non-Town Councillors 

with voting rights within the Team. 

The quorum for meetings shall be two Town Councillors and two non-Councillors. 

The Chair and the Vice Chair of the Town Council are ex-officio members with voting rights.. 

The Team will meet as required depending on the volume and urgency of business. 

Delegated Authority 

1. To deal with all matters concerning Nationally Significant Energy Infrastructure projects in or around 

Saxmundham. 

 

2. To make reports and recommendations to the Town Council. 

 

3. To take a lead role in the pre-examination stage by:  

• responding in an appropriate and timely manner to Non-Statutory and Statutory Consultations issued by the 

infrastructure developers  

• responding in an appropriate and timely manner to Scoping Opinions from the Planning Inspectorate  

• engaging with the Statements of Community Consultation and Local Impact Reports issued by the District 

Council. 

• providing Town Council responses to any other interested parties, as appropriate.  

 

4. To take a lead role in the Examining Authority’s stage by:  

• registering the Town Council as an Interested Party by submitting a Relevant Representation 

• appropriately qualified and experienced Working Group members attendance at the Preliminary Meetings  

• submitting Statements of Common Ground and Written Representations in an appropriate and timely 

manner  

• appropriately qualified and experienced Working Group members engagement with relevant Issue Specific 

Hearings 

• attending Accompanied Site Visits  

• answering relevant Examining Authority questions and requests for further information 

• providing Town Council responses to any other interested parties, as appropriate.  

 

5. To take a lead role in the post-decision stage by responding to notifications of non-material and material change 

applications issued by the infrastructure developers.  

6.  To consider making arrangements for joint working with other affected town and parish councils to exchange 

views, share knowledge, and where required, to enable expert advice to be made more affordable (and noting that 

any formal decision including funding needs to be made or approved by the Town Council). A formal joint committee 

may be formed under s.102 of the Local Government Act 1972.  

7.  To monitor all Nationally Significant Energy Infrastructure projects for development in or around Saxmundham, 

and/or likely to have a significant economic, social or environmental impact on the town or parish, and to report to 

the Town Council as appropriate on issues arising.  
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8. To ensure effective information to and consultation and engagement with the local community, in its diversity, in 

developing significant policies, proposals or responses to nationally significant energy infrastructure projects.  

9. To attend briefings, webinars and forums led by infrastructure developers, local authorities and non-government 

organisations.  

10. To coordinate and share information with such other Town Council Committees or bodies as may be relevant, 

with a view to efficient and coherent decision-making on nationally significant energy infrastructure project matters. 

Financial Limitations 

The Team has no delegated authority to incur expenditure.  Any expenditure proposals must be referred to the 
Policy and Resources Committee or the Town Council for approval prior to any commitment being made. 
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11. Delegation to the Proper Officer 

Ordinary Delegations 

That the Town Clerk, as Proper Officer, be authorised to conduct the business affairs of the Town Council subject to 

the actions taken being lawful, achieving value for money, and complying with the policies, procedures and budget 

approved by the elected members of the Town Council. 

The Town Clerk is authorised to act with delegated authority in the specific circumstances detailed below: 

a) Exercise the delegations of the Proper Officer contained within the Town Council’s Standing Orders. 

b) Receive declarations of acceptance of office. 

c) Receive and record notices disclosing personal and prejudicial interests. 

d) Receive and retain plans and documents. 

e) Sign notices or other documents on behalf of the Town Council. 

f) Sign summonses to attend meetings of the Town Council. 

g) Sign on behalf of the Town Council any document to give effect to any decision of the Town Council. 

h) Undertake the day-to-day administration of the Town Council. 

The Town Clerk may authorise another Officer to exercise the powers of the Town Clerk in her absence without 

removing the overall responsibility of the Town Clerk for any such decisions. 

Specific Delegations 

The Town Council or Committees acting with delegation, may at any time do one of the following: 

a) Authorise the Town Clerk, or other specified Officer, to implement a particular course of action or determine 

a specific matter as a temporary authorisation; and 

 

b) Delegate to the Town Clerk, or other specified Officer, to exercise certain powers or functions on behalf of 

the Town Council as a permanent authorisation unless modified or removed by the Town Council or 

appropriate Committee. 

 

1. Contracts 

That the Town Clerk be granted delegated authority to enter into the following contracts, subject to periodic value for 

money reviews, on behalf of the Town Council: 

a) Contracts for standard business services.  Examples of such services shall include IT support, photocopier, 

telephone, refuse and sanitary disposal, financial software, payroll service, and website support. 

 

b) Contracts for utilities.  Examples of such services shall include electricity, water and gas. 

 

2. Banking 

That the Town Clerk be granted delegated authority on behalf of the Town Council to: 

a) If necessary, renew the banking arrangements under the terms of agreement with the existing providers. 

 

b) Enter into new banking arrangements subject to approval by the Policy and Resources Committee. 

 

3. Insurance 

That the Town Clerk be granted delegated authority on behalf of the Town Council to renew arrangements for 

insurance cover subject to approval by the Policy and Resources Committee. 

4. Payments 
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That the Town Clerk be granted delegated authority on behalf of the Town Council to make payments detailed on the 

annual lists of Approved Payments and Direct Debits. 

Resources Committee Minute References 166/23RC, 167/23RC and 168/23RC 

5. Savings 

That the Town Clerk be granted delegated authority on behalf of the Town Council to transfer, in conjunction with 

two authorised signatories, funds to and from the current and savings accounts held with Unity Trust Bank. 

Resources Committee Minute Reference 15/24RC 

6. Fees and Charges 

That the Town Clerk be granted delegated authority to vary the Town Council’s schedule of fees and charges with 

regard to a long-term agreement with a customer or a trial period with a new customer.  Examples include stallage 

fees at the weekly and monthly markets.   

This delegation shall not permit the revision of fees and charges for all customers.  Any modifications to, or during an 

annual review of, fees and charges will be subject to approval by the respective Committees.  Examples include 

charges for markets and open spaces. 

7. Capital Works 

In accordance with the budgetary authorities to spend, set out in the Town Council’s Financial Regulations, capital 

expenditure of a value higher than £5,000, shall be approved in full, or in principle, by the Town Council, prior to the 

commencement of a project.  

For capital expenditure of a value lower than £5,000, that the Town Clerk be granted delegated authority to seek 

approval from a relevant Committee in order to expedite the delivery of a capital project. 

8. Consultations 

That the Town Clerk be granted delegated authority to determine, in consultation with the Chair of the Town Council, 

which consultations the Town Council will prioritise and respond to and whether the Town Council will be 

determined through: 

a) Full Council; 

b) A relevant Committee; 

c) The Town Clerk, in consultation with members; 

d) A Working Group constituted for the purpose. 

Or whether the Town Council will rely upon, or support, the representations made by another body.  Examples of 

such include the National Association of Local Councils, the Suffolk Association of Local Councils, and the East Suffolk 

Communities Energy Partnership 

9. Land and Property 

That the Town Clerk be authorised to enter into a lease or licence on behalf of the Town Council in consultation with 

the Town Council or a relevant Committee. 

10. Press and Social Media 

 

a) That the Town Clerk be authorised to release press statements on any activities of the Town Council in 

consultation with the Town Council Chair and in accordance with the Town Council’s policies. 

 

b) That the Town Clerk be authorised to retain responsibility for the editorial control of the Town Council 

website and social media accounts in accordance with the Town Council’s policies. 
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c) That the Town Clerk be authorised to retain responsibility for the editorial content of the Town Council’s 

articles to regular newsletters. 

 

11. Staffing 

 

a) That the Town Clerk be authorised to undertake the line management of all Officers employed by the Town 

Council. 

 

b) That the Town Clerk be authorised to identify and implement training and development for all Officers within 

the approved budget. 

 

12. Responsible Financial Officer 

 

a) That the Town Clerk, as Responsible Financial Officer, be responsible for the Town Council’s accounting 

procedures in accordance with the Accounts and Audit Regulations in force at any given time. 

 

b) That the Town Clerk, as Responsible Financial Officer, be responsible for ensuring that the approved precept 

request is issued to the billing authority and shall supply each member with a copy of the approved annual 

budget for the Town Council. 

 

13. Notices of Intent  

That the Town Clerk be authorised, in consultation with the Chair of the Planning and Development Control 

Committee, to use their discretion not to call meetings to consider and respond to notices of intent for proposed 

works to trees subject to a Tree Preservation Order or trees in the Conservation Area. 

Town Council Minute 83/24TC 

14. Anglian Energy Planning Alliance 

That the Town Clerk be authorised to endorse correspondence and proposals, on behalf of the Town Council, 

from the East Suffolk Communities Energy Partnership following email consultation and approval from all 

members of the Town Council. 

Town Council Minute 83/24TC 

Urgent Actions 

That the Town Clerk and the Deputy Town Clerk be granted delegated authority to take urgent action and revenue 

expenditure on behalf of the Town Council in cases of serious risk to the delivery of council services or to public 

safety on council premises.   

The Town Clerk, or Deputy Town Clerk, may authorise expenditure of up to £2,000 excluding VAT on repair, 

replacement or other work that in their judgement is necessary, whether or not there is any budget for such 

expenditure.  

The Town Clerk shall report such action to the Chair as soon as possible and to the Council as soon as practicable 

thereafter. 

Town Council Minute 150/23TC 



        SAXMUNDHAM TOWN COUNCIL - MEETING SCHEDULE 2025-2026  

 

Town Council meetings are held in the Market Hall.  Trust and Committee meetings are held in the Town House. 

The Annual Town Meeting will be held on 22nd May 2025 at 6:00pm at the Market Hall. 

*To be held on Monday 12th May 2025 at the Market Hall on the rising of the Town Council. 

Committee Town Council 
Market Hall  

Trust 
Gannon 

Institute Trust 

Policy and 
Resources 
Committee 

Amenities and 
Services 

Committee 

Civic and 
Community 
Committee 

Staffing 
Committee 

Strategic Plan 
Review 

Frequency Monthly Bi-Monthly Bi-Monthly Monthly Bi-Monthly Bi-Monthly Quarterly Quarterly 

Schedule 
Second Monday 

at 7:00pm 
First Monday 

at 2:00pm 
Second Thurs 

at 2:00pm 
First Tuesday 

at 12 noon 
Third Thursday at 

5:30pm 
First Thursday 

at 11:30am 
Last Friday at 

1:00pm 
Fourth Monday 

at 12 noon 

MAY 12th  12th* 12th*  6th  15th  1st  30th    

JUNE 9th    3rd     23rd  

JULY 14th  7th  10th  1st  17th  3rd    

AUGUST         

SEPTEMBER 8th  1st 11th  2nd  18th  4th  5th  22nd  

OCTOBER 13th    7th      

NOVEMBER 10th  3rd  13th  4th  20th  6th  28th  

DECEMBER 8th    2nd     22nd  

JANUARY 12th  5th  8th 6th  15th  1st    

FEBRUARY 9th    3rd    27th  

MARCH 9th  2nd 12th  3rd  19th  5th   23rd  

APRIL 13th    7th      
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Local Government Association   

Model Councillor Code of Conduct 2020   
 

 

Joint statement   

The role of councillor across all tiers of local government is a vital part of our  country’s   

system of democracy. It is important that as councillors we can be held  accountable and all  

adopt the behaviors and responsibilities associated with the  role. Our conduct as an   

individual councillor affects the reputation of all councillors.  We want the role of councillor to  

be one that people aspire to. We also want  individuals from a range of backgrounds and   

circumstances to be putting themselves  forward to become councillors.   

As councillors, we represent local residents, work to develop better services and  deliver   

local change. The public have high expectations of us and entrust us to  represent our local  

area, taking decisions fairly, openly, and transparently. We have  both an individual and   

collective responsibility to meet these expectations by  maintaining high standards and   

demonstrating good conduct, and by challenging  behaviour which falls below expectations.   

Importantly, we should be able to undertake our role as a councillor without being   

intimidated, abused, bullied, or threatened by anyone, including the general public.   

This Code has been designed to protect our democratic role, encourage good  conduct and  

safeguard the public’s trust in local government.   
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Introduction   

The Local Government Association (LGA) has developed this Model Councillor Code  of   

Conduct, in association with key partners and after extensive consultation with the  sector,   

as part of its work on supporting all tiers of local government to continue to  aspire to high   

standards of leadership and performance. It is a template for councils  to adopt in whole   

and/or with local amendments.   

All councils are required to have a local Councillor Code of Conduct.   

The LGA will undertake an annual review of this Code to ensure it continues to be fit-  for-  

purpose, incorporating advances in technology, social media and changes in  legislation. The  

LGA can also offer support, training and mediation to councils and  councillors on the   

application of the Code and the National Association of Local  Councils (NALC) and the   

county associations of local councils can offer advice and  support to town and parish   

councils.   

 

Definitions   

For the purposes of this Code of Conduct, a “councillor” means a member or co-opted   

member of a local authority or a directly elected mayor. A “co-opted member”  is defined in  

the Localism Act 2011 Section 27(4) as “a person who is not a member  of the authority but  

who   

a)  is a member of any committee or sub-committee of the authority, or;   

b)  is a member of, and represents the authority on, any joint committee or joint  sub-  
committee of the authority;   

and who is entitled to vote on any question that falls to be decided at any meeting of  that   
committee or sub-committee”.   

For the purposes of this Code of Conduct, “local authority” includes county councils, district  

councils, London borough councils, parish councils, town councils, fire and  rescue   

authorities, police authorities, joint authorities, economic prosperity boards, combined   

authorities and National Park authorities.   

 

Purpose of the Code of Conduct   

The purpose of this Code of Conduct is to assist you, as a councillor, in modelling  the   

behaviour that is expected of you, to provide a personal check and balance, and  to set out  

the type of conduct that could lead to action being taken against you. It is  also to protect   

you, the public, fellow councillors, local authority officers and the  reputation of local   

government. It sets out general principles of conduct expected of  all councillors and your  

specific obligations in relation to standards of conduct. The  LGA encourages the use of   

support, training and mediation prior to action being  taken using the Code. The   

fundamental aim of the Code is to create and maintain  public confidence in the role of   

councillor and local government.   
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General principles of councillor conduct   

Everyone in public office at all levels; all who serve the public or deliver public  services,  

including ministers, civil servants, councillors and local authority officers;  should uphold  

the Seven Principles of Public Life, also known as the Nolan  Principles.   

Building on these principles, the following general principles have been developed   

specifically for the role of councillor.   

In accordance with the public trust placed in me, on all occasions:   

•  I act with integrity and honesty   

•  I act lawfully   

•  I treat all persons fairly and with respect; and   

•  I lead by example and act in a way that secures public confidence in the role  of   
councillor.   

In undertaking my role:   

•  I impartially exercise my responsibilities in the interests of the local community   

•  I do not improperly seek to confer an advantage, or disadvantage, on any   

person   

•  I avoid conflicts of interest   

•  I exercise reasonable care and diligence; and   

•  I ensure that public resources are used prudently in accordance with my local   
authority’s requirements and in the public interest.   

 

Application of the Code of Conduct   

This Code of Conduct applies to you as soon as you sign your declaration of  acceptance of  

the office of councillor or attend your first meeting as a co-opted  member and continues to  

apply to you until you cease to be a councillor.   

This Code of Conduct applies to you when you are acting in your capacity as a councillor   
which may  include when:   

•  you misuse your position  as a councillor    

•  Your actions would give the impression to a reasonable member of the public  with   
knowledge of all the facts that you are acting as a councillor;    

The Code applies to all forms of communication and interaction, including:   

 

•  at face-to-face meetings   

•  at online or telephone meetings   

•  in written communication   

•  in verbal communication   

•  in non-verbal communication   

•  in electronic and social media communication, posts, statements and   
comments.   

You are also expected to uphold high standards of conduct and show leadership at  all times   
when acting as a councillor.   

Your Monitoring Officer has statutory responsibility for the implementation of the  Code of   

Conduct, and you are encouraged to seek advice from your Monitoring  Officer on any   

matters that may relate to the Code of Conduct. Town and parish  councillors are   

encouraged to seek advice from their Clerk, who may refer matters to  the Monitoring   

https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
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Officer.   

 

Standards of councillor conduct   

This section sets out your obligations, which are the minimum standards of conduct required  of 

you as a councillor. Should your conduct fall short of these standards, a  complaint may  be 

made against you, which may result in action being taken.   

Guidance is included to help explain the reasons for the obligations and how they  should be  

followed.   

General Conduct   

1.  Respect   

As a councillor:   

1.1 I treat other councillors and members of the public with respect.   

1.2 I treat local authority employees, employees and representatives of  partner   

organisations and those volunteering for the local authority with  respect and   
respect the role they play.   

Respect means politeness and courtesy in behaviour, speech, and in the written  word.   

Debate and having different views are all part of a healthy democracy. As a  councillor, you  

can express, challenge, criticise and disagree with views, ideas,  opinions and policies in a  

robust but civil manner. You should not, however, subject  individuals, groups of people or   
organisations to personal attack.   

 
In your contact with the public, you should treat them politely and courteously. Rude  and   

offensive behaviour lowers the public’s expectations and confidence in  councillors.   

In return, you have a right to expect respectful behaviour from the public. If members  of the  

public are being abusive, intimidatory or threatening you are entitled to stop  any   

conversation or interaction in person or online and report them to the local  authority, the   

relevant social media provider or the police. This also applies to fellow  councillors, where   

action could then be taken under the Councillor Code of Conduct,  and local authority   

employees, where concerns should be raised in line with the local  authority’s councillor-  

officer protocol.   

2.  Bullying, harassment and discrimination   

As a councillor:   

2.1 I do not bully any person.   

2.2 I do not harass any person.   

2.3 I promote equalities and do not discriminate unlawfully against any   

person.   

The Advisory, Conciliation and Arbitration Service (ACAS) characterises bullying as   
offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power   

through means that undermine, humiliate, denigrate or injure the recipient. Bullying  might be  

a regular pattern of behaviour or a one-off incident, happen face-to-face, on  social media, in  

emails or phone calls, happen in the workplace or at work social  events and may not always  

be obvious or noticed by others.   

The Protection from Harassment Act 1997 defines harassment as conduct that  causes   

alarm or distress or puts people in fear of violence and must involve such conduct on at least  

two occasions. It can include repeated attempts to impose  unwanted communications and   
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contact upon a person in a manner that could be  expected to cause distress or fear in any   

reasonable person.   

Unlawful discrimination is where someone is treated unfairly because of a protected   

characteristic. Protected characteristics are specific aspects of a person's   

identity defined by the Equality Act 2010. They are age, disability, gender  reassignment,   

marriage and civil partnership, pregnancy and maternity, race, religion  or belief, sex and   

sexual orientation.   

The Equality Act 2010 places specific duties on local authorities. Councillors have a  central  

role to play in ensuring that equality issues are integral to the local authority's  performance   

and strategic aims, and that there is a strong vision and public  commitment to equality   

across public services.   

 

3.  Impartiality of officers of the council  

As a councillor:   

 

3.1 I do not compromise, or attempt to compromise, the impartiality of   

anyone who works for, or on behalf of, the local authority.   

Officers work for the local authority as a whole and must be politically neutral (unless  they   

are political assistants). They should not be coerced or persuaded to act in a  way that would  

undermine their neutrality. You can question officers in order to  understand, for example,   

their reasons for proposing to act in a particular way, or the  content of a report that they   
have written. However, you must not try and force them  to act differently, change their   

advice, or alter the content of that report, if doing so  would prejudice their professional   

integrity.   

4.  Confidentiality and access to information   

As a councillor:   

4.1 I do not disclose information:   

a.  given to me in confidence by anyone   

b.  acquired by me which I believe, or ought reasonably to be   

aware, is of a confidential nature, unless   

i.  I have received the consent of a person authorised to give  it;   

ii.  I am required by law to do so;   

iii.  the disclosure is made to a third party for the purpose of   

obtaining professional legal advice provided that the third   

party agrees not to disclose the information to any other   

person; or   

iv.  the disclosure is:   

1.  reasonable and in the public interest; and   

2.  made in good faith and in compliance with the   

reasonable requirements of the local authority; and   

3.  I have consulted the Monitoring Officer prior to its   

release.   

 

4.2 I do not improperly use knowledge gained solely as a result of my role  as a  

councillor for the advancement of myself, my friends, my family  members,  

my employer or my business interests.   

 
4.3 I do not prevent anyone from getting information that they are entitled  to by   

law.   
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Local authorities must work openly and transparently, and their proceedings and  printed   

materials are open to the public, except in certain legally defined  circumstances. You should  

work on this basis, but there will be times when it is  required by law that discussions,   

documents and other information relating to or held  by the local authority must be treated in   

a confidential manner. Examples include  personal data relating to individuals or information  

relating to ongoing negotiations.   

 
 

5.  Disrepute   

As a councillor:   

 

5.1 I do not bring my role or local authority into disrepute.   

As a Councillor, you are trusted to make decisions on behalf of your community and  your   

actions and behaviour are subject to greater scrutiny than that of ordinary  members of the   

public. You should be aware that your actions might have an  adverse impact on you, other   

councillors and/or your local authority and may lower  the public’s confidence in your or your   

local authority’s ability to discharge your/its functions. For example, behaviour that is   

considered dishonest and/or deceitful can bring your local authority into disrepute.   

You are able to hold the local authority and fellow councillors to account and are able  to   

constructively challenge and express concern about decisions and processes  undertaken by  

the council whilst continuing to adhere to other aspects of this Code of  Conduct.   

6.  Use of position   

As a councillor:   

6.1 I do not use, or attempt to use, my position improperly to the advantage  or   

disadvantage of myself or anyone else.   

Your position as a member of the local authority provides you with certain  opportunities,   

responsibilities, and privileges, and you make choices all the time that  will impact others.   

However, you should not take advantage of these opportunities to  further your own or   

others’ private interests or to disadvantage anyone unfairly.   

7.  Use of local authority resources and facilities   

As a councillor:   

7.1 I do not misuse council resources.   

7.2 I will, when using the resources of the local authority or authorising their use 

by   

others:   

a.  act in accordance with the local authority's requirements; and   

b.  ensure that such resources are not used for political purposes unless   

that use could reasonably be regarded as likely to facilitate, or be   

conducive to, the discharge of the functions of the local authority or of  

the office to which I have been elected or  appointed.   

You may be provided with resources and facilities by the local authority to assist you  in   

carrying out your duties as a councillor.   

Examples include:   

•  office support   

•  stationery   

•  equipment such as phones, and computers   

•  transport   
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•  access and use of local authority buildings and rooms.   

 
These are given to you to help you carry out your role as a councillor more  effectively and  

are not to be used for business or personal gain. They should be  used in accordance with  

the purpose for which they have been provided and the  local authority’s own policies   
regarding their use.   

8.  Complying with the Code of Conduct   

As a Councillor:   

8.1 I undertake Code of Conduct training provided by my local authority.   

8.2 I cooperate with any Code of Conduct investigation and/or  

determination.   

 
8.3 I do not intimidate or attempt to intimidate any person who is likely to  be  

involved with the administration of any investigation or proceedings.   

 
8.4 I comply with any sanction imposed on me following a finding that I have   

breached the Code of Conduct.   

It is extremely important for you as a councillor to demonstrate high standards, for you to   

have your actions open to scrutiny and for you not to undermine public trust in  the local   

authority or its governance.  If you do not understand or are concerned  about the local   

authority’s processes in handling a complaint you should raise this  with your Monitoring   

Officer.   

Protecting your reputation and the reputation of the local authority   

9.  Interests   

As a councillor:   

9.1 I register and disclose my interests.   

Section 29 of the Localism Act 2011 requires the Monitoring Officer to establish and   
maintain a register of interests of members of the authority .   

You need to register your interests so that the public, local authority employees and  fellow   

councillors know which of your interests might give rise to a conflict of interest.  The register  is 

a public document that can be consulted when (or before) an issue  arises. The register   

also protects you by allowing you to demonstrate openness and  a willingness to be held   

accountable. You are personally responsible for deciding  whether or not you should   

disclose an interest in a meeting, but it can be helpful for  you to know early on if others think  

that a potential conflict might arise. It is also  important that the public know about any   

interest that might have to be disclosed by  you or other councillors when making or taking   

part in decisions, so that decision  making is seen by the public as open and honest. This   

helps to ensure that public  confidence in the integrity of local governance is maintained.   

You should note that failure to register or disclose a disclosable pecuniary interest as set   

out in Table 1, is a criminal offence under the Localism Act 2011.   

Appendix B sets out the detailed provisions on registering and disclosing interests. If  in   

doubt, you should always seek advice from your Monitoring Officer.   
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10. Gifts and hospitality   

As a councillor:   

10.1  I do not accept gifts or hospitality, irrespective of estimated value,  which  

could give rise to real or substantive personal gain or a  reasonable   

suspicion of influence on my part to show favour from  persons seeking to  

acquire, develop or do business with the local authority or from persons   

who may apply to the local authority for any  permission, licence or other  

significant advantage.   

 
10.2  I register with the Monitoring Officer any gift or hospitality with an  

estimated value of at least £50 within 28 days of its receipt.   

 
10.3  I register with the Monitoring Officer any significant gift or   

hospitality that I have been offered but have refused to accept.   

In order to protect your position and the reputation of the local authority, you should   

exercise caution in accepting any gifts or hospitality which are (or which you  reasonably   

believe to be) offered to you because you are a councillor. The  presumption should always  

be not to accept significant gifts or hospitality. However,  there may be times when such a  

refusal may be difficult if it is seen as rudeness in  which case you could accept it but must  

ensure it is publicly registered. However,  you do not need to register gifts and hospitality   

which are not related to your role as  a councillor, such as Christmas gifts from your friends  

and family. It is also important  to note that it is appropriate to accept normal expenses and  

hospitality associated  with your duties as a councillor. If you are unsure, do contact your   

Monitoring Officer for guidance.   
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Appendices   

Appendix A – The Seven Principles of Public Life   

The principles are:   

Selflessness   

Holders of public office should act solely in terms of the public interest.   

Integrity   

Holders of public office must avoid placing themselves under any obligation to  people or   

organisations that might try inappropriately to influence them in their work.  They should not  

act or take decisions in order to gain financial or other material  benefits for themselves,   
their family, or their friends. They must disclose and resolve  any interests and relationships.   

Objectivity   

Holders of public office must act and take decisions impartially, fairly and on merit,  using   

the best evidence and without discrimination or bias.   

Accountability   

Holders of public office are accountable to the public for their decisions and actions  and   

must submit themselves to the scrutiny necessary to ensure this.   

Openness   

Holders of public office should act and take decisions in an open and transparent  manner.   

Information should not be withheld  from  the public  unless there  are  clear  and  lawful   

reasons for so doing.   

Honesty   

Holders of public office should be truthful.   

Leadership   

Holders of public office should exhibit these principles in their own behaviour. They  should  

actively promote and robustly support the principles and be willing to  challenge poor   

behaviour wherever it occurs.   
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Appendix B Registering interests   

Within 28 days of becoming a member or  your re-election or re-appointment to office you must   
register  with the Monitoring Officer the interests which fall within the categories set out  in   
Table 1 (Disclosable Pecuniary Interests) which are as described in “The Relevant   
Authorities (Disclosable Pecuniary Interests) Regulations 2012”. You should also register    
details of your other personal interests which fall within the categories set out in Table 2   
(Other Registerable  Interests).   

 
 “Disclosable Pecuniary Interest” means  an interest of yourself, or of your partner if you are  
aware of your partner's interest, within the descriptions set out in Table 1 below.   

 
"Partner" means a spouse or civil partner, or a person with whom you are living as husband  
or wife, or a person with whom you are living as if you are civil partners.   

1.  You must ensure that your register of interests is kept up-to-date and within  28  

days of becoming aware of any new interest, or of any change to a  registered  

interest, notify the Monitoring Officer.   

 

2.  A ‘sensitive interest’ is as an interest which, if disclosed, could lead to the   

councillor, or a person connected with the  councillor, being subject to violence   
or intimidation.   

 
3.  Where you have a ‘sensitive interest’ you must notify the Monitoring Officer  with  

the reasons why you believe it is a sensitive interest. If the Monitoring  Officer   

agrees they will withhold the interest from the public register.   

 

Non participation in case of disclosable pecuniary interest   

4.  Where a matter arises at a meeting which directly relates to one of your  Disclosable   

Pecuniary Interests as set out in Table 1, you must disclose the interest, not   

participate  in any discussion or vote on the matter and must not remain in the room  

unless you have been granted a dispensation. If it is a ‘sensitive interest’, you  do not  

have to disclose the nature of the interest, just that you have an interest.   

Dispensation may be granted in limited circumstances, to enable you to participate   

and vote on a matter in which you have a disclosable pecuniary interest.   

 

5.  [Where  you have a disclosable pecuniary interest on a matter to be considered or is   
being considered by you as a Cabinet member in exercise of  your executive function,   
you must notify the Monitoring Officer of the interest and must not take any steps or   
further steps in the matter apart from arranging for someone else to deal with it ]  

 

Disclosure of Other  Registerable Interests   

6.  Where a matter arises at a meeting which directly relates to the financial interest or 

wellbeing of one of your Other Registerable Interests (as set out in Table 2), you must 

disclose the interest. You may speak on the  matter only if members of the public are 

also allowed to speak at  the meeting  but otherwise must not take part in any 

discussion or vote on the matter  and  must not remain in the room unless you have 

been granted a dispensation. If  it  is a ‘sensitive interest’, you do not have to disclose 

the nature of the interest.   
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Disclosure of  Non-Registerable Interests   
 

7.  Where a matter arises at a meeting which directly relates to your financial  interest   

or well-being (and is not a Disclosable Pecuniary Interest  set out in Table 1) or a   

financial interest or well-being of a relative or close associate, you must  disclose the  

interest. You may speak on the matter only if members of the  public are also allowed  

to speak at the meeting. Otherwise you  must not take  part in any discussion or vote  

on the matter and must not remain in the room unless you have been granted a   

dispensation. If it is a ‘sensitive interest’, you  do not have to disclose the nature of   
the interest.   

 

8.  Where a matter arises at a meeting which affects –   

a.  your own financial interest or well-being;   

b.  a financial interest or well-being of a  relative or close associate; or   

c.  a financial interest or wellbeing of a body included under Other Registrable Interests  as    

set out in Table 2   

you must disclose the interest. In order to determine whether you can remain in the   
meeting after disclosing your interest  the following test should be applied   

 

9.  Where a matter (referred to in paragraph 8 above) affects the financial interest or well-being:   

a.  to a greater extent than it affects the financial interests of the majority  of   
inhabitants of the ward affected by the decision and;   

b.  a reasonable member of the public knowing all the facts would believe  that it   
would affect your view of the wider public interest   

You may speak on the matter only if members  of the public are also allowed to   

speak at the meeting. Otherwise you  must not  take part in any discussion or vote   

on the matter and must not remain in the  room unless you have been granted a   

dispensation.   

If it is a ‘sensitive  interest’, you do not have to disclose the nature of the interest.   

 
10. [Where you have an Other Registerable Interest or Non-Registerable Interest on a matter 

to be considered or is being considered by you as a Cabinet member in exercise of  
your executive function, you must notify the Monitoring Officer of the interest and must 
not take any steps or  further steps in the matter apart from arranging for someone else 
to deal with it]  
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Table 1: Disclosable Pecuniary Interests   

This table sets out the explanation of Disclosable Pecuniary Interests as set out in  the  

Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 Any employment, office, trade,   

profession or vocation carried on for  
profit or gain.   

 

Sponsorship   Any payment or provision of any other   
financial benefit (other than from the   
council) made to the councillor during  the  
previous 12-month period for expenses   
incurred by him/her in  carrying out   
his/her duties as a councillor, or towards  
his/her election  expenses.   
This includes any payment or financial   
benefit from a trade union within the   
meaning of the Trade Union and Labour  
Relations (Consolidation) Act 1992.   

Contracts   Any contract made between the   
councillor or his/her spouse or civil   

partner or the person with whom the   

Subject  Description   

Employment, office, trade,   
profession or vocation   

https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
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 councillor is living as if they were   
spouses/civil partners (or a firm in which   
such person is a partner, or an incorporated  
body of which such person  is a director* or   
a body that such person has a beneficial   
interest in the securities  of*) and the council  
—   

(a) under which goods or services are to  be  

provided or works are to be executed; and   

(b) which has not been fully discharged.   

Land and Property   Any beneficial interest in land which is  
within the area of the council.   
‘Land’ excludes an easement, servitude,   
interest or right in or over land which does  
not give the councillor or his/her spouse or  
civil partner or the person with whom the   
councillor is living as if they were spouses/  
civil partners (alone or jointly with another)  
a right to occupy  or to receive income.   

Licenses   Any licence (alone or jointly with others)  to  
occupy land in the area of the council  for a  
month or longer   

Corporate tenancies   Any tenancy where (to the councillor’s  
knowledge)—   

(a) the landlord is the council; and   
(b) the tenant is a body that the councillor,  
or his/her spouse or civil partner or the   
person with whom the councillor is living as  
if they were spouses/ civil partners is a   
partner of or  a director* of or has a   
beneficial interest in the securities* of.   

Securities   Any beneficial interest in securities* of a  
body where—   

(a) that body (to the councillor’s   

knowledge) has a place of business or   
land in the area of the council; and   

(b) either—   

(i) ) the total nominal value of the   
securities* exceeds £25,000 or one  
hundredth of the total issued share   

capital of that body; or   
(ii) if  the  share  capital  of  that  body  is  of  
more  than  one  class,  the  total  nominal  
value  of  the  shares  of  any  one  class  in  
which the councillor, or his/ her spouse  or  
civil partner or the person with whom  the  
councillor is living as if they were   
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* ‘director’ includes a member of the committee of management of an industrial and   

provident society.   

* ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, units of  a   

collective investment scheme within the meaning of the Financial Services and  Markets Act  

2000 and other securities of any description, other than money  deposited with a building   

society.   

Table 2: Other Registrable Interests   

 

You must register as an Other Registerable Interest : 
 
   a) any unpaid directorships 

b ) any body of which you are a member or are in a position of general control or 
management and to which you  are nominated or appointed by your authority   

c) any body   

(i)  exercising functions of a public nature   

(ii)  directed to charitable purposes or    

(iii) one of whose principal purposes includes the influence of public opinion   
or policy (including any political party or trade union)   
 

of which you are a member or in a position of general control or management 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 spouses/civil partners have a beneficial  
interest exceeds one hundredth of the  
total issued share capital of that class.   
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Appendix C – the Committee on Standards in Public Life   

The LGA has undertaken this review whilst the Government continues to consider  the   

recommendations made by the Committee on Standards in Public Life in their  report on   

Local Government Ethical Standards. If the Government chooses to  implement any of the   

recommendations, this could require a change to this Code.   

The recommendations cover:   

•  Recommendations for changes to the Localism Act 2011 to clarify in law when  the   
Code of Conduct applies   

•  The introduction of sanctions   

•  An appeals process through the Local Government Ombudsman   

•  Changes to the Relevant Authorities (Disclosable Pecuniary Interests)   
Regulations 2012   

•  Updates to the Local Government Transparency Code   

•  Changes to the role and responsibilities of the Independent Person   

•  That the criminal offences in the Localism Act 2011 relating to Disclosable   
Pecuniary Interests should be abolished   

The Local Government Ethical Standards report also includes Best Practice   
recommendations. These are:   

Best practice 1: Local authorities should include prohibitions on bullying and  harassment in  

codes of conduct. These should include a definition of bullying and  harassment,   

supplemented with a list of examples of the sort of behaviour covered  by such a definition.   

Best  practice  2:  Councils  should  include  provisions  in  their  code  of  conduct  requiring  

councillors  to  comply  with  any  formal  standards  investigation  and  prohibiting  trivial  or  

malicious allegations by councillors.   

Best practice 3: Principal authorities should review their code of conduct each year  and   

regularly seek, where possible, the views of the public, community organisations  and   

neighbouring authorities.   

Best practice 4: An authority’s code should be readily accessible to both councillors  and   

the public, in a prominent position on a council’s website and available in council  premises.   

Best practice 5: Local authorities should update their gifts and hospitality register at  least   

once per quarter, and publish it in an accessible format, such as CSV.   

Best practice 6: Councils should publish a clear and straightforward public interest  test   

against which allegations are filtered.   

Best practice 7: Local authorities should have access to at least two Independent   

Persons.   

Best practice 8: An Independent Person should be consulted as to whether to undertake a  

formal investigation on an allegation, and should be given the option to   

 
 
 
 
 
 
 

 

https://www.gov.uk/government/publications/local-government-ethical-standards-report
https://www.gov.uk/government/publications/local-government-ethical-standards-report
https://www.gov.uk/government/publications/local-government-ethical-standards-report
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review and comment on allegations which the responsible officer is minded to  dismiss   

as being without merit, vexatious, or trivial.   

Best practice 9: Where a local authority makes a decision on an allegation of  misconduct   

following a formal investigation, a decision notice should be published as  soon as possible  

on its website, including a brief statement of facts, the provisions of  the code engaged by   

the allegations, the view of the Independent Person, the  reasoning of the decision-maker,   

and any sanction applied.   

Best practice 10: A local authority should have straightforward and accessible  guidance   

on its website on how to make a complaint under the code of conduct, the  process for   

handling complaints, and estimated timescales for investigations and  outcomes.   

Best practice 11: Formal standards complaints about the conduct of a parish  councillor   

towards a clerk should be made by the chair or by the parish council, rather than the clerk in  

all but exceptional circumstances.   

Best practice 12: Monitoring Officers’ roles should include providing advice, support  and   

management of investigations and adjudications on alleged breaches to parish  councils   

within the remit of the principal authority. They should be provided with  adequate training,   

corporate support and resources to undertake this work.   

Best practice 13: A local authority should have procedures in place to address any   

conflicts of interest when undertaking a standards investigation. Possible steps  should   

include asking the Monitoring Officer from a different authority to undertake  the   

investigation.   

Best practice 14: Councils should report on separate bodies they have set up or  which   

they own as part of their annual governance statement and give a full picture  of their   

relationship with those bodies. Separate bodies created by local authorities  should abide by  

the Nolan principle of openness and publish their board agendas  and minutes and annual   

reports in an accessible place.   

Best practice 15: Senior officers should meet regularly with political group leaders or  group  

whips to discuss standards issues.   

 

The LGA has committed to reviewing the Code on an annual basis to ensure it is still  

fit for purpose.   

 
 
 
 
 
 
 
 
 
 
 
 
 



ENERGY PROJECTS REPORT – Town Council Meeting, 12 May 2025 

Whilst other projects are not being ignored, it is vital that Sea Link takes precedence until the 

Relevant Representation is prepared for council approval.    Members of the Fromus Energy Project 

Team are currently scouring the documents to identify issues that need review by the Examiners. 

The Relevant Representation should not be a lengthy document but clearly state the issue that 

requires examining and why.    

 An example is the Public Right of Way across the Converter site that is being diverted.  

Instead of the route traversing the fields, it will be re-routed adjacent to the Saxmundham to 

Leiston road.  Not only is it considerably longer, it will be most unattractive with heras 

fencing, therefore the visual amenity will be lost. 

There are four proposed site compound, one of which is only at the nearest points only 200 

metres from one dwelling on Manor Gardens.  Residents will suffer from noise, light and 

dust pollution aggravated by proposed seven day a week working that will increase stress 

and affect their Health and Wellbeing – thus, in this scenario, residents will be subjected to 

intra-project cumulative effects. 

SEA LINK: 

The Planning Inspectorate issued a notification that they had accepted the application for 

examination for an order granting development consent on 23 April 2025.  National Grid now has six 

weeks from the 23 April 2025 to make arrangements to allow people to register as an Interested 

Party (IP) and submit their Relevant Representation (RR).   Once this window is open, there are just 

30 days to act.  (At the time of writing, 1 May 2025, we have not received a notification that National 

Grid Electricity Transmission is ready to receive the RRs.) 

The link below will take you to the Sea Link Planning Inspectorate website: 

Documents | Sea Link (planninginspectorate.gov.uk) 

You will note that there are already a huge number of documents!  This will increase as the 

examination proceeds.    I would advise everyone to register as an IP and submit a RR and to help 

you navigate the plethora of paperwork I’ve attached some Planning Inspectorate Sea Link web-links 

to help: 

The link below navigates to the Examination Library.  You will find a full list of the documents 

(starting on page 3) with the Planning Inspectorate’s unique number.    These numbers are hyper-

linked and will take you to the document. 

EN020026-000502-Sea Link Examination Library PDF.pdf (planninginspectorate.gov.uk) 

The following documents may be of interest to you (in no particular order): 

EN020026-000226-6.1 Environmental Statement Non Technical Summary.pdf 

(planninginspectorate.gov.uk) . This is the summary document that also includes the reference 

numbers of the issue specific documents, i.e. traffic, socio economic, ecology, etc. 

https://national-infrastructure-consenting.planninginspectorate.gov.uk/projects/EN020026/documents
https://nsip-documents.planninginspectorate.gov.uk/published-documents/EN020026-000502-Sea%20Link%20Examination%20Library%20PDF.pdf
https://nsip-documents.planninginspectorate.gov.uk/published-documents/EN020026-000226-6.1%20Environmental%20Statement%20Non%20Technical%20Summary.pdf
https://nsip-documents.planninginspectorate.gov.uk/published-documents/EN020026-000226-6.1%20Environmental%20Statement%20Non%20Technical%20Summary.pdf


EN020026-000207-7.5.3.2 CEMP Appendix B Register of Environmental Actions and Commitments 

(REAC).pdf (planninginspectorate.gov.uk)  This document states the mitigations that NGET will do. 

5.1.6 Appendix E Statutory Consultation Part 4 of 4 (planninginspectorate.gov.uk) See pp. 510-538 if 

searching the pdf document, otherwise it is: Table 1.14 Saxmundham Town Council, pp.160-188. 

This is the response to the statutory consultation with responses from NGET. 

5.1.7 Appendix F Targeted Consultation Part 2 of 2 (planninginspectorate.gov.uk) See pp. 412-422 if 

searching in the pdf document, otherwise it is: Table 1.19 Saxmundham Town Council, pp. 117-127. 

You will find responses to the targeted statutory consultation with responses from NGET. 

EN020026-000179-7.4.8 Draft Statement of Common Ground East Suffolk Council and Suffolk 

County Council.pdf (planninginspectorate.gov.uk)  Common Ground document, where you will find 

the responses from Suffolk County Council and East Suffolk Council. 

Document 7.11.1 Design Approach Document - Suffolk (planninginspectorate.gov.uk) . This is a 

lengthy illustrative document with design concepts. 

2.14.1 Indicative General Arrangements Plans - Suffolk (planninginspectorate.gov.uk)  Site plans 

EN020026-000292-6.3.2.3.C ES Appendix 2.3.C Site Photos.pdf (planninginspectorate.gov.uk) Site 

photos 

If you have questions please email me and I will endeavour to answer them. 

 

 

 

 

 

 

 

Gnb/1 May 2025 

 

 

 

 

https://nsip-documents.planninginspectorate.gov.uk/published-documents/EN020026-000207-7.5.3.2%20CEMP%20Appendix%20B%20Register%20of%20Environmental%20Actions%20and%20Commitments%20(REAC).pdf
https://nsip-documents.planninginspectorate.gov.uk/published-documents/EN020026-000207-7.5.3.2%20CEMP%20Appendix%20B%20Register%20of%20Environmental%20Actions%20and%20Commitments%20(REAC).pdf
https://nsip-documents.planninginspectorate.gov.uk/published-documents/EN020026-000154-5.1.6%20Appendix%20E%20Statutory%20Consultation%20Part%204%20of%204.pdf
https://nsip-documents.planninginspectorate.gov.uk/published-documents/EN020026-000156-5.1.7%20Appendix%20F%20Targeted%20Consultation%20Part%202%20of%202.pdf
https://nsip-documents.planninginspectorate.gov.uk/published-documents/EN020026-000179-7.4.8%20Draft%20Statement%20of%20Common%20Ground%20East%20Suffolk%20Council%20and%20Suffolk%20County%20Council.pdf
https://nsip-documents.planninginspectorate.gov.uk/published-documents/EN020026-000179-7.4.8%20Draft%20Statement%20of%20Common%20Ground%20East%20Suffolk%20Council%20and%20Suffolk%20County%20Council.pdf
https://nsip-documents.planninginspectorate.gov.uk/published-documents/EN020026-000204-7.11.1%20Design%20Approach%20Document%20-%20Suffolk.pdf
https://nsip-documents.planninginspectorate.gov.uk/published-documents/EN020026-000225-2.14.1%20Indicative%20General%20Arrangements%20Plans%20-%20Suffolk.pdf
https://nsip-documents.planninginspectorate.gov.uk/published-documents/EN020026-000292-6.3.2.3.C%20ES%20Appendix%202.3.C%20Site%20Photos.pdf


Empowering Nature
Sharing our vision for a greener future for the Fromus communities



Our Vision
A green corridor from Saxmundham to the sea,
where wildlife can thrive along the route of the
proposed bridge and cable trench, and where
people can walk and cycle.

A Fromus boardwalk where residents can engage
with the river and surrounding nature.

A community fund for new wildlife havens in our
gardens: nature-friendly improvements for all,
including water butts, bat boxes and ponds.

Healthy, affordable food grown in a community
orchard and allotment.

Water harvesting to support biodiversity and to
protect us from flooding.

Restoration of the Great Wood for community use
and biodiversity.

Converter stations that also support locally-
commissioned art projects, wildlife habitats and
solar panels.

Training and support for local people to manage
these initiatives.

Our Town, Our choice
National Grid’s plans for converter stations outside Saxmundham
will permanently alter our town and the neighbouring
communities of Kelsale, Carlton, Benhall and Sternfield. No
mitigation can fully offset the ecological damage to this precious
and ancient landscape. Productive, arable land will be lost, soil
composition altered, and irreplaceable habitats destroyed.
Yet, we believe if we can set aside our differences and come
together, these projects could also become a catalyst for positive
change – both for our people and for the many species that rely
on this beautiful natural environment.
This is our proposal to the National Grid companies: we need a
future landscape which will allow all of us to thrive. And this is our
invitation to the residents of Saxmundham, Kelsale, Carlton,
Benhall and Sternfield to shape that future - by sharing their views
about what this new landscape should become.



Project Proposal Map



A green corridor from Saxmundham to the sea
Farmland, compulsorily purchased for cable trenches, will not be able to go back into food production. 
We envision it taking on a new purpose as a nature corridor, featuring hedgerows and wildflower margins, and offering an accessible route
to the sea for cyclists, walkers, and wheelers. The required bridge over the River Fromus should be future-proofed as a rewilded, living
structure and include an otter ledge to ensure safe passage for wildlife. The project will support local wellbeing, boost our tourism
economy and enable other species to move in and out of the Suffolk Coast and Heaths National Landscape. We would also like to offer
free bike hire from Saxmundham Station to promote sustainable and active travel.

A Fromus boardwalk and nature trail
After construction concludes, we propose a River Fromus boardwalk and a nature trail linking Fromus Green to the town centre. These
features will allow the community to reconnect with nature and encourage sustainable tourism and footfall in the High Street via a circular
route. Visitors will be encouraged to spend more time in our town—shopping locally and using it as a base for exploring the surrounding
countryside on foot or by bike. The boardwalk, which will include a pontoon for safe river access, will put the river back at the heart of our
community and enable the people who live here and who visit us to appreciate the rich diversity of the species it supports.

We propose a Fromus Communites Scheme funded through a toll on energy transmission passing through the 
converter stations and revenue from solar panels on their roofs. This fund would offer all households in the five 

affected communities a choice of nature-supporting products with free installation (to support the wildlife 

Residents would select from a list of items which would include: 

Hedgehog highways
Native hedgerow saplings
Ponds
Bughouses
Hedgehog hibernation and feeding stations

The fund should also support solar and battery storage for community buildings.

Bat boxes
Swift boxes
Draught excluding products
Water butts

Community funds for all to support nature

species affected by the National Grid proposals). 



Growing our own food
We propose creating an inclusive market gardening zone surrounding the converter station site. This can include allotments and a
community orchard run on permaculture principles to support and feed local people as well as visiting swifts, pollinating insects,
hedgehogs and other wildlife. Our new green space will support health and wellbeing, and reduce food miles and packaging waste. It can
be irrigated by water harvested from hard surfaces and will benefit from native hedgerows, scrub and carefully managed wildflower
meadows.

Managing our water to protect us and to improve our environment
Our water is a precious resource. The new bridge and converter stations will create hard surfaces which cannot absorb water. This could
provide an opportunity for water harvesting solutions such as attenuation ponds, swales or bio-retention basins, which could 
be fully landscaped. This could help prevent runoff - reducing flood risk and mitigating the risk of pollution to the River 
Fromus.

Jobs and training for local people
The converter stations will not result in long-term job creation therefore we propose the Fromus Communities
Scheme is expanded to enable businesses and community groups to manage the proposals outlined earlier
and to support new initiatives such as:
 

Training and employing local people to run the Fromus Communities Scheme.

Employing local people to develop a website and an app to support the scheme as well as other 
       projects such as citizen science, energy and water management.

Green space management of wildflower meadows and hedgerows.

Restoration of the Great Wood
The Great Wood lay to the south of Leiston Road, and historically was a place of leisure for the people of Saxmundham. 
Some years ago most of the trees were cut down to increase farmland, and it now lies within the boundaries of the 
Sea Link proposal. Post-construction, we propose that native trees are planted to restore the wood for community use  
and biodiversity. 



Creating community benefits from the converter stations
We propose three key ways that National Grid companies can improve the visual amenity of the converter stations:

3. Solar Energy: rooftops could host solar panels to contribute to
clean energy generation and feed the Fromus Communities Scheme.

2. Living Walls: two sides of each building should feature vertical planting
to create habitat for pollinators, swifts and bats. 

1. Art Spaces: large-scale nature-themed murals commissioned by the community to reflect the local
environment and to hightlight flagship species.

Dr Andy Tickle supports many of the principles at the heart of 
these proposals, His report ‘Greening the Great Grid Upgrade’,
published by the Campaign for the Protection of Rural England,
calls for a more strategic and environmentally responsible
approach to infrastructure delivery. He urges a new planning
culture that aligns grid expansion with long-term social and
ecological priorities.
It echos our call for local voices to help shape how
infrastructure is embedded into landscapes, ensuring
places like Saxmundham and its neighbouring villages
are not simply altered, 
but actively improved - with nature, community
wellbeing, and heritage at the centre of 
design and delivery.
We are calling on National Grid companies 
to work with us; to go beyond the statutory
minimums and show real leadership by delivering
infrastructure that can enhance, rather than erode,
the landscapes and communities it affects.

A call for collaborative, nature-positive infrastructure



Have your say - we welcome community feedback on this proposal. 

Share your views by email to townclerk@saxmundham-tc.gov.uk, or in person at
Saxmundham Market in Fromus Square on Saturday 14 June from 10:00am to 2:00pm.

The closing date for all feedback is Saturday 14 June 2025.

A community-driven project, in collaboration with Local Storytelling Exchange
and Saxmundham Town Council.

Empowering Nature



SAXMUNDHAM TOWN COUNCIL - APRIL 2025

01/04/2025 Balance Brought Forward - Unity Trust Bank Current £9,762.42

Balance Brought Forward - Unity Trust Bank Savings £10,163.59

Balance Brought Forward - Cambridge Building Society £85,000.00

Balance Brought Forward - Public Sector Deposit Fund £60,000.00
£164,926.01

Payments/Transfers from Unity Trust Bank Current

Invoice Date PO No Supplier Description Gross VAT Net Code Authority
25/04/2025 n/a Nest Pensions - Month 1 £496.56 £0.00 £496.56 4000 Pre-Approved Payments List
22/04/2025 n/a HMRC PAYE - Month 1 £2,038.19 £0.00 £2,038.19 4000 Pre-Approved Payments List
24/04/2025 n/a Staff Salaries Salaries - Month 1 £7,571.96 £0.00 £7,571.96 4000 Pre-Approved Payments List
17/04/2025 n/a EE Mobile Phone - Month 1 £20.65 £0.00 £20.65 4260 Pre-Approved Payments List
28/04/2025 n/a BT Phone charges £19.12 £0.00 £19.12 4260 Pre-Approved Payments List
31/03/2025 n/a The Cleaning Company Cleaning - Month 12 £266.40 £44.40 £222.00 4200 Pre-Approved Payments List
30/03/2025 n/a Smartest Energy Electricity - Month 12 £96.99 £4.62 £92.37 4205 Pre-Approved Payments List
28/03/2025 n/a Smartest Energy Electricity - Month 12 - Credit -£88.87 -£4.23 -£84.64 4205 Pre-Approved Payments List
03/04/2025 n/a Smartest Energy Electricity - Month 12 £148.63 £7.08 £141.55 4205 Pre-Approved Payments List
15/04/2025 n/a Smartest Energy Gas - Month 12 £213.15 £10.15 £203.00 4205 Pre-Approved Payments List
13/04/2025 n/a Everflow Water - Month 1 £31.04 £0.00 £31.04 4205 Pre-Approved Payments List
30/04/2025 n/a Unity Trust Bank Bank Charges - Month 1 £13.65 £0.00 £13.65 4235 Pre-Approved Payments List
17/04/2025 n/a Red Dune IT Services - Month 1 £405.60 £67.60 £338.00 4255 Pre-Approved Payments List
01/04/2025 n/a Red Dune Broadband - Quarter 1 £162.00 £27.00 £135.00 4260 Pre-Approved Payments List
01/04/2025 Red Dune Line Rental Quarter 1 £28.21 £4.70 £23.51 4260 Pre-Approved Payments List
28/03/2025 n/a Office Flow Photocopier Service Charge - Month 12 £132.70 £22.12 £110.58 4240 Pre-Approved Payments List
22/03/2025 n/a Grenke Photocopier Lease - Quarter 1 £298.51 £49.75 £248.76 4240 Pre-Approved Payments List
14/04/2025 n/a Clear Councils Insurance £4,953.08 £0.00 £4,953.08 4270 Pre-Approved Payments List
28/03/2025 n/a Compass Point Planning and Rural Consultants Neighbourhood Plan - Consultancy £2,407.00 £0.00 £2,407.00 4705/EMR Resources Committee - 58/24RC
28/03/2025 n/a RH Leggett Neighbourhood Plan - Consultancy £150.00 £0.00 £150.00 4705/EMR Resources Committee - 58/24RC
31/03/2025 n/a Sharon Smith - Amazon A3 Paper Guillotine £42.99 £7.17 £35.82 4265 Pre-Approved Payments List
31/03/2025 n/a Sharon Smith - Tesco Litter Pick Refreshments £18.00 £0.00 £18.00 4050 Pre-Approved Payments List
07/04/2025 4/25TC Lisa Hamon - Waitrose Mileage and Office Supplies £20.90 £0.00 £20.90 4265 Pre-Approved Payments List
27/01/2025 n/a Fishers Hardware Supplies £89.84 £0.00 £89.84 4265 Pre-Approved Payments List
27/03/2025 409/24TC Viking Stationery £126.14 £21.02 £105.12 4245 Pre-Approved Payments List
31/03/2025 n/a Designfolk Website Hosting £150.00 £0.00 £150.00 4405 Pre-Approved Payments List
31/03/2025 282/24TC Suffolk Association of Local Councils Payroll Service - Half Year £223.20 £37.20 £186.00 4055 Pre-Approved Payments List
25/04/2025 6/25TC Suffolk Association of Local Councils Internal Audit £629.04 £104.84 £524.20 4230 Pre-Approved Payments List
03/04/2025 n/a Suffolk Association of Local Councils Annual Membership Subscription £1,124.73 £0.00 £1,124.73 4250 Pre-Approved Payments List
22/04/2025 1/25TC Historical Productions Ltd VE Day - Entertainment £558.00 £93.00 £465.00 4505 Events and Communications Committee Chair and Town Clerk
19/04/2025 n/a Market Hall VAT Recovery - Quarter 4 £717.79 £0.00 £717.79 106 n/a
22/04/2025 n/a Gannon Institute VAT Recovery - Quarter 4 £1,365.88 £0.00 £1,365.88 106 n/a
31/03/2025 307/24TC East Suffolk Services Ltd Bus Stop Bench - Fit £915.60 £152.60 £763.00 4830 Amenities and Services Committee - 57/24AS
01/04/2025 5/25TC East Suffolk Services Ltd Refuse Collection - Qtr 1 £179.41 £29.90 £149.51 4210 Pre-Approved Payments List
31/03/2025 n/a Herring Bone Design Ltd Website Amendments £60.00 £0.00 £60.00 4405 Pre-Approved Payments List
04/04/2025 n/a Rialtas Business Solutions Ltd Year End Closedown £1,286.40 £214.40 £1,072.00 4228 Pre-Approved Payments List
01/04/2025 n/a Rialtas Business Solutions Ltd Cloud User Fee £1,216.80 £202.80 £1,014.00 4228 Pre-Approved Payments List
01/04/2025 n/a Rialtas Business Solutions Ltd Making Tax Digital Annual Subscription £139.20 £23.20 £116.00 4228 Pre-Approved Payments List
01/04/2025 n/a Rialtas Business Solutions Ltd Cashbook and Ledgers Fee £1,270.80 £211.80 £1,059.00 4228 Pre-Approved Payments List
09/04/2025 n/a Bayfield Electrical Ltd Town House - Emergency Call Out £354.00 £59.00 £295.00 4670 Pre-Approved Payments List

£29,853.29 £1,390.12 £28,463.17

Lloyds Bank Multipay Card

Invoice Date PO No Supplier Description Gross VAT Net Code Authority
09/04/2025 n/a Lloyds Bank Credit Card Charge - Month 1 £3.00 £0.00 £3.00 4235 Pre-Approved Payments List

£3.00 £0.00 £3.00
Receipts to Unity Trust Bank Current

Received Invoice No Payer Description Amount Code
11/04/2025 n/a East Suffolk Council Town Economic Development Grant - Event Coordinator £5,000.00 1305
30/04/2025 n/a East Suffolk Council Precept - First Instalmemt £139,018.50 1076
25/04/2025 n/a East Suffolk Council Community Infrastructure Levy £9,798.78 1150

03/04/2025 n/a Unity Trust Bank Savings Transfer £10,163.59 n/a

17/04/2025 n/a Cambridge Building Society Transfer £10,000.00 n/a
08/04/2025 n/a HM Revenue and Customs VAT Recovery - Quarter 4 £4,005.88 105
02/04/2025 n/a CCLA Interest - Month 1 £229.31 1090
04/04/2025 20-24-25 Stall Holders Weekly Market - March £40.00 1100



17/04/2025 TC4 Stall Holders Monthly Market - April £15.00 1100
07/04/2025 TC5 Stall Holders Monthly Market - April £15.00 1100
07/04/2025 TC6 Stall Holders Monthly Market - April £15.00 1100
10/04/2025 TC7 Stall Holders Monthly Market - April £15.00 1100
07/04/2025 TC8 Stall Holders Monthly Market - April £15.00 1100
14/04/2025 TC10 Stall Holders Weekly Market - April £50.00 1100
23/04/2025 TC11 Stall Holders Weekly Market - April £50.00 1100
22/04/2025 n/a Market Hall Insurance Reimbursement £2,148.67 1105
22/04/2025 n/a Gannon Institute Insurance Reimbursement £673.29 1105
22/04/2025 n/a Market Hall Rialtas Cloud User Fee Reimbursement £405.60 1105
22/04/2025 n/a Gannnon Institute Rialtas Cloud User Fee Reimbursement £353.00 1105
22/04/2025 n/a Market Hall Rialtas Year End Fee Reimbursement £120.00 1105
17/04/2025 n/a Market Hall Rialtas Cashbook and Ledgers Fee Reimbursement £408.60 1105
22/04/2025 n/a Gannnon Institute Rialtas Cashbook and Ledgers Fee Reimbursement £353.00 1105

£182,893.22

Transfers from Unity Trust Bank Savings

Code

Received Invoice No Payee Description Amount n/a
n/a Unity Trust Bank Current Transfer £10,163.59

£10,163.59
Transfers from Cambridge Bullding Society

Code
Received Invoice No Payee Description Amount n/a

17/04/2025 n/a Unity Trust Bank Current Transfer £10,000.00
£10,000.00

30/04/2025 Balance Carried Forward - Unity Trust Bank Current £162,799.35

Balance Carried Forward - Unity Trust Bank Savings £0.00

Balance Carried Forward - Cambridge Building Society £75,000.00

Balance Carried Forward - Public Sector Deposit Fund £60,000.00
£297,799.35



Line 

Number

Cost 

Centre

Nominal 

Code
Item

 Approved Budget 

2025-2026 

 Income and 

Expenditure 30/04/25 
 Committed 30/04/25 

 Budget Overspend 

30/04/35 
Percentage

INCOME

POLICY AND RESOURCES COMMITTEE - ADMINISTRATION AND CONSULTANCY

1 100 1076 Precept  £                          278,037  £                          139,019  £                          139,019 100%

2 101 1150 Community Infrastructure Levy  £                                     -    £                               9,799  £                                     -   

3 102 1105 Charitable Trusts' Reimbursement  £                                     -    £                               4,462 

4 103 1090 Bank Interest  £                               4,000  £                                  229  £                                     -   6%

Total  £                          282,037  £                          153,508  £                          139,019 

CIVIC AND COMMUNITY COMMITTEE - CIVIC SERVICES

5 110 1305 Civic Grants  £                                     -    £                               5,000  £                                     -   

6 105 1100 Market Stallage Fees  £                               1,800  £                                  149  £                                     -   8%

Total  £                              1,800  £                              5,149  £                                     -   

AMENITIES AND SERVICES COMMITTEE - PARKS AND RECREATION

7 107 1110 Land Rental  £                                  603  £                                     -    £                                     -   0%

8 106 1310 Project Grants  £                                     -    £                               1,000  £                                     -   

Total  £                                  603  £                              1,000  £                                     -   

TOTAL INCOME  £                          284,440  £                          159,657  £                          139,019  £                                     -   

EXPENDITURE

STAFFING SUB-COMMITTEE - STAFFING RESOURCE

9 120 4000 Town Council Salaries (82%)  £                          101,008  £                               8,288  £                            81,573 89%

10 120 4055 Payroll Service  £                                  350  £                                     -    £                                     -   0%

11 120 4060 Recruitment  £                                  100  £                                     -    £                                     -   0%

12 120 4095 Staff Training and Development  £                               2,500  £                                  328  £                                    36 15%

Total  £                          103,958  £                              8,616  £                            81,609 

POLICY AND RESOURCES COMMITTEE - ADMINISTRATION AND CONSULTANCY

13 140 4105 Councillor Expenses  £                                    50  £                                     -    £                                    10 21%

14 140 4120 Councillor Training and Development  £                                  300  £                                     -    £                                  798 266%

15 140 4275 Elections Contingency  £                               1,000  £                                     -    £                               1,000 100%

16 160 4200 Town House Cleaning  £                               3,000  £                                    44  £                                  789 28%

17 160 4205 Town House Utilities  £                               3,200  £                                    64  £                                     -   2%

18 160 4210 Town House Refuse Collection  £                               1,250  £                                  939  £                                     -   75%

19 160 4220 Meeting Room Hire  £                                  600  £                                     -    £                                  158 26%

20 160 4228 Financial Software  £                               3,500  £                               3,261 -£                              1,640 46%

21 160 4230 Internal and External Audit  £                               1,250  £                                  524  £                                  630 92%

22 160 4235 Bank Charges  £                                  153  £                                    17  £                                     -   11%

23 160 4240 Photocopier Lease and Toner  £                               2,000  £                                  249  £                                  894 57%

24 160 4245 Stationery  £                               1,300  £                                     -    £                                  192 15%

25 160 4250 Subscriptions  £                               1,800  £                               1,125  £                                     -   63%

26 160 4255 IT Support  £                               4,050  £                                  338  £                               3,718 100%

27 160 4260 Telephone and Broadband  £                               1,000  £                                  198  £                                  476 67%

28 160 4265 Town House Equipment and Supplies  £                               1,000  £                                  128 13%

29 160 4270 Insurance  £                               1,800  £                               4,953 -£                              2,822  £                                  331 118%

30 310 4615 Legal Consultancy  £                               1,000  £                                     -    £                                     -   0%

31 310 4705 Project Consultancy  £                               6,000  £                                     -    £                                     -   0%

32 170 4300 Town House - PWLB Repayment  £                            10,700  £                            10,689 100%

Town Council Budget Versus Actual Income and Expenditure 2025-2026



33 170 4406 Gannon Institute - PWLB Repayment  £                               2,903  £                                     -    £                               2,903 100%

Total  £                            47,856  £                            11,840  £                            17,794  £                                  331 

CIVIC AND COMMUNITY COMMITTEE - CIVIC AND COMMUNITY SERVICES

34 200 4400 Newsletter & Publicity  £                               1,500  £                                     -    £                                     -   0%

35 200 4405 Website Support and Development  £                               4,000  £                                    60  £                                     -   2%

36 140 4100 Chairs Civic Allowance  £                                  400  £                                     -    £                                  135 34%

37 200 4825 Markets Support  £                                  500  £                                     -    £                                     -   0%

38 300 4555 Community Grants  £                            34,500  £                                     -    £                                     -   0%

39 320 4505 Events  £                            10,000  £                                  465  £                                     -   5%

40 320 4560 Christmas Trees and Lights  £                               6,700  £                                     -    £                               6,700 100%

Total  £                            57,600  £                                  525  £                              6,835  £                                     -   

AMENITIES AND SERVICES COMMITTEE - TOWN HOUSE

41 600 4670 Building Maintenance  £                                  250  £                                  295  £                                     -   118%

42 160 4285 Health and Safety  £                               1,100  £                               1,077  £                                     -   -£                                    23 98%

Total  £                              1,350  £                              1,372  £                                     -   -£                                    23 

AMENITIES AND SERVICES COMMITTEE - PARKS AND RECREATION

43 500 4829 Memorial Field  £                               6,000  £                                     -    £                                  800 13%

44 500 4830 Street Furniture  £                               3,000  £                                  763 25%

45 500 4810 Green Team Activities  £                               3,000  £                                     -    £                                    52 2%

46 500 4815 Grounds Maintenance  £                               3,300  £                                     -   0%

47 500 4821 Tree Survey and Maintenance  £                               2,600  £                                     -   0%

48 600 4650 General Town Maintenance  £                               1,000  £                                     -    £                                    61 6%

49 600 4675 Youth Booth Maintenance  £                                  200  £                                     -   0%

50 500 4824 Traffic Calming  £                               2,500  £                                     -   0%

51 500 4820 Play Equipment Inspection and Maintenance  £                               4,501  £                                     -   0%

Total  £                            26,101  £                                  763  £                                  913  £                                     -   

MARKET HALL TRUST

52 300 4500 Contingency  £                               5,000  £                                     -   0%

53 120 4000 Salaries (13%)  £                            18,477  £                               1,314  £                            15,968 94%

54 160 4285 Health and Safety  £                               1,100  £                               1,077  £                                     -   -£                                    23 98%

 £                            24,577  £                              2,391  £                            15,968 -£                                    23 

GANNON INSTITUTE TRUST

55 300 4500 Contingency  £                               5,000  £                                     -    £                                     -   0%

56 120 4000 Salaries (5%)  £                               6,198  £                                  505  £                               5,363 95%

57 160 4285 Health and Safety  £                               1,100  £                               1,077  £                                     -   -£                                    23 98%

 £                            12,298  £                              1,582  £                              5,363 -£                                    23 

TOTAL EXPENDITURE  £                          273,740  £                            27,089  £                          128,482  £                                  262 

TOTAL INCOME  £                          284,440  £                          159,657 

TOTAL EXPENDITURE  £                          273,740  £                            27,089 

VARIANCE  £                            10,700  £                          132,568 

PLUS TRANSFER FROM EARMARKED RESERVES  £                                     -    £                                  202 

LESS TRANSFER TO EARMARKED RESERVE  £                                     -    £                            14,799 

MOVEMENT TO GENERAL RESERVES  £                            10,700  £                          117,971 





















































Grants Awarded - Five Year Report

Organisation Reason 2021-2022 2022-2023 2023-2024 2024-2025 2025-2026 Total

Market Hall Trust Operating Costs £16,000 £16,000 £16,000 £16,000 £0 £64,000

IP17 Good Neighbours Scheme Operating Costs £13,000 £13,000 £10,000 £7,500 £43,500

Saxmundham Music and Arts CIC Events Support £4,000 £2,400 £5,000 £5,000 £16,400

Young People Taking Action (CYDS) Operating Costs £3,000 £5,000 £8,000

Citizens Advice Service Operating Costs £1,500 £1,500 £2,000 £5,000

The Art Station Operating Costs £1,200 £1,500 £1,500 £4,200

Saxmundham Adventure Playground Equipment £3,000 £1,000 £4,000

Saxmundham Museum Operating Costs £1,000 £1,250 £1,250 £1,350 £4,850

Britten Pears Arts Events Support £500 £960 £1,000 £1,000 £3,460

Saxmundham and District CIC Equipment £2,000 £1,000 £3,000

Disability Advice Service Operating Costs £1,000 £1,000 £2,000

Saxmundham Football Sports Club Equipment £1,000 £1,000

Royal British Legion Operating Costs £1,000 £1,000

St John's Church Equipment £850 £850

Greener Sax Community Garden Equipment £500 £300 £800

Communities Together Operating Costs £500 £500

Marie Curie Care Operating Costs £500 £500

Suffolk Accident Rescue Services Operating Costs £500 £500

Smile Community Café Events Support £450 £450

Mens Sheds Equipment £446 £446

Saxmundham Sports Bowls Club Equipment £445 £445

Station Adopters Equipment £380 £380

Saxmundham Mingle Club Operating Costs £300 £300

Saxmundham Bowls Club Equipment £250 £250

Alde Valley Family History Society Operating Costs £250 £250

Saxon Running Club Operating Costs £250 £250

School Uniform Event Events Support £100 £100

Saxmundham Judo Club Events Support £100 £100

East Suffolk Travellers Association Operating Costs £120 £120

French Dance Music Club Events Support £72 £61 £133

Saxmundham WI Events Support £50 £50

Total £39,296 £40,960 £38,702 £41,476 £6,400 £166,834

Indicative Allocation:

2024-2025 2025-2026

IP17 Good Neighbours Scheme £7,500 £10,000

Saxmundham Music and Arts CIC £5,000 £5,000

Young People Taking Action (CYDS) £5,000 £5,000

The Art Station £1,500 £5,000

Saxmundham Museum £1,250 £1,500

Other Community Grants Total £5,226 £0

Unallocated £1,524 £8,000

£27,000 £34,500
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HOW TO USE MODEL 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. 

The model standing orders do not include model financial regulations. Financial 

regulations are standing orders to regulate and control the financial affairs and 

accounting procedures of a local council. The financial regulations, as opposed to the 

standing orders of a council, include most of the requirements relevant to the 

council’s Responsible Financial Officer.  

Model standing orders that are in bold type contain legal and statutory requirements. 

It is recommended that councils adopt them without changing them or their meaning. 

Model standing orders not in bold are designed to help councils operate effectively 

but they do not contain statutory requirements so they may be adopted as drafted or 

amended to suit a council’s needs.  

For convenience, the word “councillor” is used in model standing orders and, unless 

the context suggests otherwise, includes a non-councillor with or without voting 

rights. Model standing orders use gender-neutral language (e.g. “Chair”). 
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 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 chair 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 chair 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 (as 

amended) 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 chair of the meeting, is expressed in 

writing to the chair.  

h A councillor may move an amendment to their 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 chair of the meeting. 

j Subject to standing order 1(k), only one amendment shall be moved and 

debated at a time, the order of which shall be directed by the chair of the 

meeting.  

k One or more amendments may be discussed together if the chair 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 on the 

first amendment or at the very end of debate on the final substantive motion 
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immediately before it is put to the vote. 

o Unless permitted by the chair of the meeting, a councillor may speak once in 

the debate on a motion except: 

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 they last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. to exercise a right of reply. 

p During the debate on 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 they considers has been breached or specify the other irregularity 

in the proceedings of the meeting they are concerned by.  

q A point of order shall be decided by the chair of the meeting and their decision 

shall be final.  

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 or legal requirements. 

s Before an original or substantive motion is put to the vote, the chair 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 their right 

of reply.  
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t Excluding motions moved under standing order 1(r), 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 chair of the meeting. 

 

 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 chair of the 

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

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

improve their conduct, any councillor or the chair of the meeting may move that 

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

seconded, shall be put to the vote without discussion. 

c If a resolution made under standing order 2(b) is ignored, the chair 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. 

 

 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 for a meeting does not 

include the day on which the notice was issued or the day of the 

meeting unless the meeting is convened at shorter notice. 

● 

● 

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 
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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 a meeting in 

accordance with standing order 3(e) shall not exceed 15 minutes unless 

directed by the chair of the meeting. 

 g Subject to standing order 3(f), a member of the public shall not speak for 

more than 3 minutes. 

 h In accordance with standing order 3(e), a question shall not require a 

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

meeting may direct that a written or oral response be given. 

 i A person shall raise their hand when requesting to speak and stand when 

speaking (except when a person has a disability or is likely to suffer 

discomfort). The chair 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 their comments to the chair of 

the meeting. 

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

wants to speak, the chair 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 Chair of the 

Council may in their absence be done by, to or before the Vice-Chair of 
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the Council (if there is one). 

● p The Chair of the Council, if present, shall preside at a meeting. If the 

Chair is absent from a meeting, the Vice-Chair of the Council (if there is 

one) if present, shall preside. If both the Chair and the Vice-Chair 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 and non-councillors with voting 

rights present and voting.  

● 

● 

● 

r The chair 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 their 

casting vote whether or not they gave an original vote. 

See standing orders 5(h) and (i) for the different rules that apply in the 

election of the Chair 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 their vote for or against that question. Such a 

request shall be made before moving on to the next item of business on the 

agenda. 

 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 who are present and the names of councillors 

who are absent;  

iii. interests that have been declared by councillors and non-councillors 

with voting rights; 

iv. the grant of dispensations (if any) to councillors and non-councillors 

with voting rights; 

v. whether a councillor or non-councillor with voting rights left the meeting 

when matters that they held interests in were being considered; 

vi. if there was a public participation session; and  

vii. 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 
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subject to statutory limitations or restrictions under the code on their 

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 4d(viii) for the quorum of a committee or sub-committee 

meeting.  
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● 

● 

● 

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 shall not exceed a period of 3 hours. 

 

 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 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; 

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

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

iv. shall, subject to standing orders 4(b) and (c), appoint and determine the 

terms of office of members of such a committee; 

v. 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; 

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

appoint the chair of the standing committee; 

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

own chair at the first meeting of the committee;  
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viii. 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; 

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

x. 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;  

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

committee that they are permitted to attend; and 

xii. may dissolve a committee or a sub-committee. 

 

 ORDINARY COUNCIL MEETINGS  

 

a In an election year, the annual meeting of the Council shall be held on or 

within 14 days following the day on which the 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 decides. 

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 decides. 

e The first business conducted at the annual meeting of the Council shall 

be the election of the Chair and Vice-Chair (if there is one) of the Council. 

f The Chair of the Council, unless they has resigned or becomes 

disqualified, shall continue in office and preside at the annual meeting 

until their successor is elected at the next annual meeting of the Council.  

g The Vice-Chair of the Council, if there is one, unless they resign or 

becomes disqualified, shall hold office until immediately after the election 

of the Chair of the Council at the next annual meeting of the Council. 

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

elected as a member of the Council, they shall preside at the annual 

meeting until a successor Chair of the Council has been elected. The 

current Chair of the Council shall not have an original vote in respect of 
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the election of the new Chair of the Council but shall give a casting vote 

in the case of an equality of votes. 

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

as a member of the Council, they shall preside at the annual meeting until 

a new Chair of the Council has been elected. they may exercise an 

original vote in respect of the election of the new Chair of the Council and 

shall give a casting vote in the case of an equality of votes. 

j Following the election of the Chair of the Council and Vice-Chair (if there is 

one) of the Council at the annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the Council of their 

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; 

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

iv. Consideration of the recommendations made by a committee; 

v. Review of delegation arrangements to committees, sub-committees, staff 

and other local authorities; 

vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

viii. Appointment of any new committees in accordance with standing order 4; 

ix. Review and adoption of appropriate standing orders and financial 

regulations; 

x. Review of arrangements (including legal agreements) with other local 

authorities, not-for-profit bodies and businesses. 

xi. Review of representation on or work with external bodies and 

arrangements for reporting back; 

xii. 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; 

xiii. Review of inventory of land and other assets including buildings and 
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office equipment; 

xiv. Confirmation of arrangements for insurance cover in respect of all 

insurable risks; 

xv. Review of the Council’s and/or staff subscriptions to other bodies; 

xvi. Review of the Council’s complaints procedure; 

xvii. Review of the Council’s policies, procedures and practices in respect of 

its obligations under freedom of information and data protection 

legislation (see also standing orders 11, 20 and 21); 

xviii. Review of the Council’s policy for dealing with the press/media; 

xix. Review of the Council’s employment policies and procedures; 

xx. Review of the Council’s expenditure incurred under s.137 of the Local 

Government Act 1972 or the general power of competence. 

xxi. Determining the time and place of ordinary meetings of the Council up to 

and including the next annual meeting of the Council.  

 

 EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND 

SUB-COMMITTEES 

 

a The Chair of the Council may convene an extraordinary meeting of the 

Council at any time.  

b If the Chair of the Council does not 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 shall be signed by the two councillors. 

c The chair 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 chair of a committee or a sub-committee does not call an extraordinary 

meeting within 5 days of having been requested to do so by 3 members of the 

committee or the sub-committee, any 2 members of the committee or the sub-

committee may convene an extraordinary meeting of the committee or a sub-

committee.  
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 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 4 councillors to be given to the 

Proper Officer in accordance with standing order 9, or by a motion moved in 

pursuance of the recommendation of a committee or a sub-committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, 

no similar motion may be moved for a further six months. 

 

 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 chair of the meeting. 

 

 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 for which it is tabled 

and in 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 on the agenda and the 

mover has given written notice of its wording to the Proper Officer at least 5 

clear days before the meeting. Clear days do not include the day of the notice 

or the day of the meeting. 

c The Proper Officer may, before including a motion on the agenda received in 

accordance with standing order 9(b), 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 9(b) is not clear in meaning, the motion shall be rejected 

until the mover of the motion resubmits it, so that it can be understood, in 
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writing, to the Proper Officer at least 5 clear days before the meeting.  

e If the wording or subject of a proposed motion is considered improper, the 

Proper Officer shall consult with the chair 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 The decision of the Proper Officer as to whether or not to include the motion on 

the agenda 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 of 

the reason for rejection.  

 

 

 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 preside at a meeting; 

vi. to change the order of business on the agenda;  

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 other 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 or legal requirements); 

xvi. to adjourn the meeting; or 

xvii. to close the meeting.  

 

 MANAGEMENT OF INFORMATION  

See also standing order 20. 

 

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. 

 

 DRAFT MINUTES  

 

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 
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 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 10(a)(i). 

 c The accuracy of draft minutes, including any amendment(s) made to them, 

shall be confirmed by resolution and shall be signed by the chair of the 

meeting and stand as an accurate record of the meeting to which the 

minutes relate.  

 d If the chair of the meeting does not consider the minutes to be an accurate 

record of the meeting to which they relate, they shall sign the minutes and 

include a paragraph in the following terms or to the same effect: 

“The chair 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 this view was not upheld by the meeting and the minutes 

are confirmed as an accurate record of the proceedings.” 

● 

● 

● 

 

e If the Council’s gross annual income or expenditure (whichever is 

higher) does not exceed £25,000, it shall publish draft minutes on a 

website which is publicly accessible and free of charge not later than 

one month after the meeting has taken place. 

 f Subject to the publication of draft minutes in accordance with standing order 

12(e) and standing order 20(a) and following 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. 

 

 CODE OF CONDUCT AND DISPENSATIONS 

See also standing order 3(u).  

 

a All councillors and non-councillors with voting rights shall observe the code of 

conduct adopted by the Council. 

b Unless they have 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 they have a disclosable pecuniary interest. They may return to the 

meeting after it has considered the matter in which they had the interest. 

c Unless they have been granted a dispensation, a councillor or non-councillor 
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with voting rights shall withdraw from a meeting when it is considering a matter 

in which they have another interest if so required by the Council’s code of 

conduct. They may return to the meeting after it has considered the matter in 

which they had the interest. 

d 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. 

e 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. 

f 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. 

g Subject to standing orders 13(d) and (f), a dispensation request shall be 

considered at the beginning of the meeting of the Council, or committee or sub-

committee for which the dispensation is required]. 

h A dispensation may be granted in accordance with standing order 13(e) if 

having regard to all relevant circumstances any of the following apply: 

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;  

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. 

 

 CODE OF CONDUCT COMPLAINTS  

 

a Upon notification by the Principal Council that a councillor or non-
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councillor with voting rights has breached the Council’s code of conduct, 

the Council shall consider what, if any, action to take against them. Such 

action excludes disqualification or suspension from office. 
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 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 9, include on the agenda all motions in the order 

received unless a councillor has given written notice at least (  ) days 

before the meeting confirming their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the 

Council, occasioned by a casual vacancy in their 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.  hold acceptance of office forms from councillors; 

vii. hold a copy of every councillor’s register of interests; 

viii. assist with responding to requests made under freedom of information 

legislation and rights exercisable under data protection legislation, in 

accordance with the Council’s relevant policies and procedures; 

ix. liaise, as appropriate, with the Council’s Data Protection Officer (if there 

is one); 
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x. receive and send general correspondence and notices on behalf of the 

Council except where there is a resolution to the contrary; 

xi. assist in the organisation of, storage of, access to, security of and 

destruction of information held by the Council in paper and electronic 

form subject to the requirements of data protection and freedom of 

information legislation and other legitimate requirements (e.g. the 

Limitation Act 1980); 

xii. arrange for legal deeds to be executed;  

(see also standing order 23); 

xiii. arrange or manage the prompt authorisation, approval, and instruction 

regarding any payments to be made by the Council in accordance with its 

financial regulations; 

xiv. record every planning application notified to the Council and the Council’s 

response to the local planning authority in a book for such purpose; 

xv. refer a planning application received by the Council to the Chair or in their 

absence Vice-Chair (if there is one) of the Planning and Development 

Control 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 the committee; 

xvi. manage access to information about the Council via the publication 

scheme; and 

xvii. retain custody of the seal of the Council (if there is one) which shall not 

be used without a resolution to that effect. 

(see also standing order 23). 

 

 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. 

 

 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”. 
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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 summarise: 

i. the Council’s receipts and payments (or income and expenditure) for 

each quarter;  

ii. the Council’s aggregate receipts and payments (or income and 

expenditure) 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 (or income and expenditure) for the last quarter and the year to 

date for information; and  

ii. to the Council the accounting statements for the year in the form of 

Section 2 of the annual governance and accountability 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 apply the form of accounts determined by the Council 

(receipts and payments, or income and expenditure) for the year to 31 March. 

A completed draft annual governance and accountability return shall be 

presented to all councillors at least 14 days prior to anticipated approval by the 

Council. The annual governance and accountability return of the Council, which 

is subject to external audit, including the annual governance statement, shall 

be presented to the Council for consideration and formal approval before 30 

June. 

 

 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: 
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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 £30,000 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. 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. tenders are to be submitted in writing in a sealed marked envelope 

addressed to the Proper Officer;  

iv. tenders shall be opened by the Proper Officer in the presence of at least 

one councillor after the deadline for subm 

v. ission 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. 

d. Neither the Council, nor a committee or a sub-committee with delegated 

responsibility for considering tenders, is bound to accept the lowest value 

tender. 

 
e. Where the value of a contract is likely to exceed the threshold specified 

by the Government from time to time, the Council must consider whether 
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the contract is subject to the requirements of the current procurement 
legislation and, if so, the Council must comply with procurement rules. 
NALC’s procurement guidance contains further details. 

 

 HANDLING STAFF MATTERS 

 

a A matter personal to a member of staff that is being considered by a meeting of 

the staffing sub-committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s 

most senior member of staff shall notify the chair of the Council or, if they are 

not available, the vice-chair (if there is one) of the Council of absence 

occasioned by illness or other reason and that person shall report such 

absence to the staffing sub-committee at its next meeting. 

c The chair of the staffing sub-committee or in their absence, the vice-chair shall 

upon a resolution conduct a review of the performance and annual appraisal of 

the work of the Town Clerk. The reviews and appraisal shall be reported in 

writing and are subject to approval by resolution by the staffing sub-committee.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 

Council’s most senior member of staff (or other members of staff) shall contact 

the chair of the staffing sub-committee or in their absence, the vice-chair of the 

staffing sub-committee in respect of an informal or formal grievance matter, and 

this matter shall be reported back and progressed by resolution of the staffing 

sub-committee. 

e Subject to the Council’s policy regarding the handling of grievance matters, if 

an informal or formal grievance matter raised by the Town Clerk relates to the 

chair or vice-chair of the council or a committee or a sub-committee, this shall 

be communicated to another member of the council which shall be reported 

back and progressed by resolution of the council.  

f Any persons responsible for all or part of the management of staff shall treat as 

confidential the written records of all meetings relating to their performance, 

capabilities, grievance or disciplinary matters. 

g In accordance with standing order 11(a), persons with line management 

responsibilities shall have access to staff records referred to in standing order 

19(f).  
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 RESPONSIBILITIES TO PROVIDE INFORMATION  

See also standing order 21. 

 

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. 

 

 RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION  

(Below is not an exclusive list).  
 

See also standing order 11. 

 

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 their 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. 

f The Council shall maintain a written record of its processing activities. 

 

 

 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 
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other media. 

 

 EXECUTION AND SEALING OF LEGAL DEEDS  

See also standing orders 15(b)(xii) and (xvii). 

 

a A legal deed shall not be executed on behalf of the Council unless authorised 

by a resolution. 

b Subject to standing order 23(a), any two councillors may sign, on behalf 

of the Council, any deed required by law and the Proper Officer shall 

witness their signatures.  

The above is applicable to a Council without a common seal. 

 

 COMMUNICATING WITH DISTRICT AND COUNTY OR 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 the District and County Council 

representing the area of the Council.  

b Unless the Council determines otherwise, a copy of each letter sent to the 

District and County Council shall be sent to the ward councillor(s) representing 

the area of the Council. 

 

 
 RESTRICTIONS ON COUNCILLOR ACTIVITIES 

 

a. Unless duly authorised no councillor shall: 

i. inspect any land and/or premises which the Council has a right or duty to 

inspect; or 

ii. issue orders, instructions or directions. 
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 STANDING ORDERS GENERALLY 

 

a All or part of a standing order, except one that incorporates mandatory 

statutory or legal requirements, may be suspended by resolution in relation to 

the consideration of an 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 or legal requirements, 

shall be proposed by a special motion, the written notice by at least 4 

councillors to be given to the Proper Officer in accordance with standing order 

9. 

c The Proper Officer shall provide a copy of the Council’s standing orders to a 

councillor as soon as possible. 

d The decision of the chair of a meeting as to the application of standing orders 

at the meeting shall be final. 



 

 

1 

 

 
 

 
SAXMUNDHAM TOWN COUNCIL 

 
DISCIPLINARY PROCEDURE 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Biennial Review:  
Minute Item:  
  



 

 

2 

 

1. Policy Statement 

1.1 The aim of this Disciplinary Procedure is to set out the standards of conduct expected of all staff and 
to provide a framework within which line managers can work with employees to maintain satisfactory 
standards of conduct and to encourage improvement where necessary. The standards of conduct 
expected of all employees are set out in the Staff Handbook. 

1.2 It is the Town Council’s policy to ensure that any disciplinary matter is dealt with fairly and that steps 
are taken to establish the facts and to give employees the opportunity to respond before taking any 
formal action.  

1.3 This procedure complies with the latest guidance issued by ACAS and relevant employment 
legislation, including the Employment Rights Act 1996 and the Equality Act 2010.  

1.4 This procedure does not form part of any employee's contract of employment and it may be amended 
at any time. We may also vary this procedure, including any time limits, as appropriate in any case. 

2. Scope  

2.1 The procedure applies to all employees regardless of length of service. It does not apply to agency 
workers or self-employed contractors. 

2.2 This procedure applies to issues of misconduct only. Matters related to performance, absence, or 
redundancy should be addressed through the appropriate policy.  
 

2.1 If you have difficulty at any stage of the procedure because of a disability, you should discuss the 
situation with your Line Manager as soon as possible. 

3. Informal Resolution  

3.1 Minor conduct issues will, where appropriate, be resolved informally by Line Managers. These 

discussions will be confidential and held without undue delay whenever there is cause for concern. 

3.2 Where appropriate, a note of any such informal discussions may be placed on your staff file but will 
be ignored for the purposes of any future capability hearings. In some cases, an informal verbal 
warning may be given, which will not form part of your disciplinary records.  

3.3 Formal steps will be taken under this procedure if the matter is not resolved, or if informal discussion 
is not appropriate (for example, because of the seriousness of the allegation). 
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4. Formal Procedure 

4.1 Formal disciplinary procedures will be used where informal resolution is inappropriate or unsuccessful. No 

formal disciplinary action will be taken without a full and fair investigation and a disciplinary hearing. 

4.2 You will not normally be dismissed for a first act of misconduct, unless we decide it amounts to gross 
misconduct or you have not yet completed your probationary period.  

4.3 Employees have the right to be accompanied at all disciplinary and appeal hearings by a trade union 
representative or work colleague. 

5. Confidentiality 

5.1 Our aim is to deal with disciplinary matters sensitively and with due respect for the privacy of any 
individuals involved. All employees must treat as confidential any information communicated to 
them in connection with an investigation or disciplinary matter.  

5.2 You, and anyone accompanying you (including witnesses), must not make electronic recordings of 

any meetings or hearings conducted under this procedure, unless agreed by all parties for reasonable 
adjustments. 

5.3 You will normally be told the names of any witnesses whose evidence is relevant to disciplinary 
proceedings against you, unless we believe that a witness's identity should remain confidential. 

5.4 All matters relating to disciplinary procedures will be handled with confidentiality and in accordance 
with the UK GDPR and Data Protection Act 2018. 

6. Investigations 

6.1 The purpose of an investigation is for us to establish a fair and balanced view of the facts relating to 
any disciplinary allegations against you, before deciding whether to proceed with a disciplinary 
hearing. The amount of investigation required will depend on the nature of the allegations and will 
vary from case to case. It may involve interviewing and taking statements from you and any 
witnesses, and/or reviewing relevant documents.   

6.2 We will appoint a member(s) of the Resources Committee to investigate. In the case of the Town 
Clerk the member of the Resources Committee conducting the investigation will not take part in the 
disciplinary hearing.  
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6.3 We will set out a provisional timetable for the investigation, which will be communicated to all 
parties. The investigation will be thorough, impartial and objective.  

6.4 We reserve the ability to appoint an independent third party to investigate the allegations made.  

6.5 Investigative interviews are solely for the purpose of fact-finding and no decision on disciplinary 
action will be taken until after a disciplinary hearing has been held. 

6.6 You do not normally have the right to bring a companion to an investigative interview. However, we 
may allow you to bring a companion if it helps you to overcome any disability, or any difficulty in 
understanding English.  

6.7 You must co-operate fully and promptly in any investigation. This will include informing us of the 
names of any relevant witnesses, disclosing any relevant documents to us and attending investigative 
interviews if required.  

7. Criminal charges 

7.1 Where your conduct is the subject of a criminal investigation, charge or conviction we will investigate 

the facts before deciding whether to take formal disciplinary action. 

7.2 We will not usually wait for the outcome of any prosecution before deciding what action, if any, to 
take. Where you are unable or have been advised not to attend a disciplinary hearing or say anything 
about a pending criminal matter, we may have to take a decision based on the available evidence. 

7.3 A criminal investigation, charge or conviction relating to conduct outside work may be treated as a 
disciplinary matter if we consider that it is relevant to your employment. 

8. Suspension 

8.1 In some circumstances we may need to suspend you from work. The suspension will be for no longer 
than is necessary to investigate the allegations and we will confirm the arrangements to you in 
writing.  

8.2 While suspended you should not visit our premises or contact any of our clients, customers, suppliers, 
contractors or staff, unless you have been authorised to do so by the Town Clerk. If the Town Clerk 
is suspended they may not visit our premises or contact any of our clients, customers, suppliers, 
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contractors or staff, unless they have been authorised to do so by the Chair of the Resources 
Committee.  

8.3 The person carrying out the suspension may not take part in the Disciplinary Hearing. 

8.4 Suspension of this kind is not a disciplinary penalty and does not imply that any decision has already 
been made about the allegations. You will continue to receive your full [basic] salary and benefits 

during the period of suspension. 

9. Notification of a hearing 

9.1 Following any investigation, if we consider there are grounds for disciplinary action, you will be 
required to attend a disciplinary hearing.  

9.2 We will inform you in writing of the allegations against you, the basis for those allegations, and what 
the likely range of consequences will be if we decide after the hearing that the allegations are true. 
We will also include the following where appropriate: 

(a) a summary of relevant information gathered during the investigation. 

(b) a copy of any relevant documents which will be used at the disciplinary hearing; and 

(c) a copy of any relevant witness statements, except where a witness's identity is to be kept 
confidential, in which case we will give you as much information as possible while 
maintaining confidentiality. 

 
9.3 We will give you written notice of the date, time and place of the disciplinary hearing. The hearing 

will be held as soon as reasonably practicable, but you will be given a reasonable amount of time to 
prepare your case based on the information we have given you.  

10. The right to be accompanied 

10.1 You may bring a companion to any disciplinary hearing or appeal hearing under this procedure. The 
companion may be either a trade union representative or a colleague. You must tell your Line 
Manager who your chosen companion is, in good time before the hearing. 

10.2 A companion is allowed reasonable time off from duties without loss of pay but no-one is obliged to 
act as a companion if they do not wish to do so. 
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10.3 If your choice of companion is unreasonable, we may require you to choose someone else, for 
example: 

(a) if in our opinion your companion may have a conflict of interest or may prejudice the 
hearing; or 

(b) if your companion works at another site and someone reasonably suitable is available at the 
site at which you work; or 

(c) if your companion is unavailable at the time a hearing is scheduled and will not be available 
for more than five working days. 

10.4 We may, at our discretion, allow you to bring a companion who is not a colleague or union 
representative (for example, a member of your family) where this will help overcome a disability, or 

where you have difficulty understanding English. 

11. Procedure at disciplinary hearings 

11.1  If you or your companion cannot attend the hearing you should inform us immediately and we will 
arrange an alternative time. You must make every effort to attend the hearing, and failure to attend 

without good reason may be treated as misconduct in itself. If you fail to attend without good reason 
or are persistently unable to do so (for example for health reasons), we may have to take a decision 
based on the available evidence. 

11.2 The hearing will be chaired by the Town Clerk, or the Chair of the Resources Committee if the Town 
Clerk is the subject of the hearing.  You may bring a companion with you to the disciplinary hearing 
(see paragraph 10).  

 
11.3 At the disciplinary hearing we will go through the allegations against you and the evidence that has 

been gathered. You will be able to respond and present any evidence of your own. Your companion 
may make representations to us and ask questions but should not answer questions on your behalf. 

You may confer privately with your companion at any time during the hearing.  

11.4 You may ask relevant witnesses to appear at the hearing, provided you give us sufficient advance 
notice to arrange their attendance. You will be given the opportunity to respond to any information 
given by a witness. However, you will not normally be permitted to cross-examine witnesses unless, 
in exceptional circumstances, we decide that a fair hearing could not be held otherwise. 
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11.5 We may adjourn the disciplinary hearing if we need to carry out any further investigations such as 
re-interviewing witnesses in the light of any new points you have raised at the hearing. You will be 
given a reasonable opportunity to consider any new information obtained before the hearing is 
reconvened. 

11.6 We will inform you in writing of our decision and our reasons for it. Where possible we will also 
explain this information to you in person. 

12. Disciplinary penalties 

12.1 The usual penalties for misconduct are set out below. No penalty should be imposed without a 

hearing. We aim to treat all employees fairly and consistently, and a penalty imposed on another 
employee for similar misconduct will usually be considered but should not be treated as a precedent. 
Each case will be assessed on its own merits. 

12.2 Stage 1 - First written warning - It will usually be appropriate for a first act of misconduct where 
there are no other active written warnings on your disciplinary record. 

12.3 Stage 2 - Final written warning - It will usually be appropriate for: 

(a) misconduct where there is already an active written warning on your record; or 

(b) misconduct that we consider sufficiently serious to warrant a final written warning even 
though there are no other active warnings on your record. 

12.4 Stage 3 – Dismissal - It will usually only be appropriate for: 

(a) any misconduct during your probationary period. 

(b) further misconduct where there is an active final written warning on your record; or 

(c) any gross misconduct regardless of whether there are active warnings on your record. Gross 

misconduct will usually result in immediate dismissal without notice or payment in lieu of 
notice (summary dismissal). Examples of gross misconduct are set out in our Disciplinary 
Rules, which are contained in the Staff Handbook. 

12.5 Alternatives to dismissal - In some cases we may at our discretion consider alternatives to dismissal. 
These will usually be accompanied by a final written warning. Examples include: 

(a) Demotion. 

(b) Transfer to another department or job. 
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(c) A period of suspension without pay. 

(d) Loss of seniority. 

(e) Reduction in pay. 

(f) Loss of future pay increment or bonus. 

(g) Loss of overtime. 

13. The effect of a warning 

13.1 Written warnings will set out the nature of the misconduct, the change in behaviour required, the 
period for which the warning will remain active, and the likely consequences of further misconduct 
in that active period.  

13.2 A first written warning will usually remain active for six months and a final written warning will usually 
remain active for 12 months.  

13.3 In exceptional cases verging on gross misconduct, a final written warning may state that it will remain 
active indefinitely. Your conduct may be reviewed at the end of a warning's active period and if it has 

not improved sufficiently, we may decide to extend the active period. 

After the active period, the warning will remain permanently on your personnel file but will be 
disregarded in deciding the outcome of future disciplinary proceedings.  

 
14. Appeals against disciplinary action 

14.1 If you feel that disciplinary action taken against you is wrong or unjust you should appeal in writing, 
stating your full grounds of appeal, to the Town Clerk within one week of the date on which you were 
informed of the decision.  

14.2 If the Town Clerk is the subject of the disciplinary action, they must appeal to the Chair of the 
Resources Committee. 

14.3 If you are appealing against dismissal, the date on which dismissal takes effect will not be delayed 
pending the outcome of the appeal. However, if your appeal is successful you will be reinstated with 
no loss of continuity or pay. 
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14.4 If you raise any new matters in your appeal, we may need to carry out further investigation. If any 
new information comes to light, we will provide you with a summary including, where appropriate, 
copies of additional relevant documents and witness statements. You will have a reasonable 
opportunity to consider this information before the hearing, and you or your companion may 
comment on any new evidence arising during the appeal before any decision is taken. 

14.5 We will give you written notice of the date, time and place of the appeal hearing.   

14.6 The appeal hearing may be a complete re-hearing of the matter or it may be a review of the fairness 
of the original decision in the light of the procedure that was followed and any new information that 
may have come to light. This will be at our discretion depending on the circumstances of your case. 
In any event the appeal will be dealt with as impartially as possible. 

14.7 Where possible, the appeal hearing will be conducted impartially by three members of the Town 
Council who have not been previously involved in the case.  You may bring a companion with you to 
the appeal hearing (see paragraph 10).  

14.8 We may adjourn the appeal hearing if we need to carry out any further investigations in the light of 

any new points you have raised at the hearing. You will be given a reasonable opportunity to consider 
any new information obtained before the hearing is reconvened. 

14.9 Following the appeal hearing we may: 

(a) confirm the original decision. 

(b) revoke the original decision; or 

(c) substitute a different penalty. 

14.10 We will inform you in writing of our final decision as soon as possible. Where possible we will also 
explain this to you in person. There will be no further right of appeal. 

15. Updates in Line with Legislation  
 

This procedure has been updated to reflect:  
 

• ACAS Code of Practice on Disciplinary and Grievance Procedures (2023 update) 

• Employment Relations (Flexible Working) Act 2023 

• Relevant provisions of the Equality Act 2010 and UK GDPR 
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1. Policy Statement 

The Town Council is committed to providing a clear, fair, and timely procedure for employees to 

raise concerns or complaints relating to their employment.  

This Grievance Procedure aims to: 

• Encourage prompt resolution of issues at the lowest possible level; 

• Support a respectful, supportive working environment; 

• Ensure compliance with current employment law, including the Employment Rights Act 

1996, the Equality Act 2010, and ACAS Code of Practice (2023). 

This procedure may be amended or varied depending on individual circumstances. It does not form 

part of any employee’s contract of employment. 

 

2.  Scope 

This procedure applies to all employees regardless of length of service.  It does not apply to 
agency workers or self-employed contractors. 

It should not be used to appeal disciplinary action (see the Disciplinary Procedure). 

3. Grievance Examples 

Grievances may relate to, but are not limited to: 

• Terms and conditions of employment; 

• Health and safety concerns; 

• Work relationships or bullying and harassment; 

• New working practices or organisational changes; 

• Working environment; 

• Allegations of discrimination or unfair treatment.  

4. Accessibility and Support 

Employees requiring adjustments due to a disability or whose first language is not English should 

inform the Chair of the Staffing Sub-Committee, who will make reasonable arrangements to support 

participation. 

5. Informal Resolution  

Where appropriate, employees are encouraged to raise issues informally with their line manager or 

a member of the Staffing Sub-Committee. Informal resolution will not be recorded on formal staff 

files. 
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6. Formal Grievance Procedure 

 
If informal resolution is unsuccessful or inappropriate, a written grievance should be submitted to 

the Staffing Sub-Committee. If the grievance concerns a member of that Committee, it may be 

submitted to an alternative Councillor. 

 

The written grievance should contain a brief description of the nature of the complaint, 

including any relevant facts, dates, and names of individuals involved. In some situations, 

we may need to ask you to provide further information. 

 

7. Investigations 

 

In some cases, it may be necessary for us to carry out an investigation into your grievance. 

The amount of any investigation required will depend on the nature of the allegations and 

will vary from case to case. The investigation will be carried out by the Staffing Sub-

Committee. Employees are expected to co-operate fully and promptly in any investigation. 

 

8. Grievance Meetings 

 

A grievance meeting will normally be held within one week of receiving a written grievance.  

The purpose is to understand your concern and consider appropriate resolution.  Further 

meetings may be arranged following investigation. 

Employees may be accompanied by a trade union representatives or colleague.  

Companions must not answer questions on the employee’s behalf but may make 

representations. 

 

9. Outcome 
 

The Council will write to the employee usually within one week of the final meeting, 

confirming the outcome and any further action to be taken.  Where appropriate, this will also 

be communicated in person. 

10. Right to Appeal  

 

Employees may appeal in writing to Full Council within one week of the decision, outlining the 

grounds for appeal. An appeal meeting will be arranged and heard by councillors not previously 

involved in the case. The decision of the appeal panel is final. 

 

11. Confidentiality and Record-Keeping 
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All grievance matters will be treated sensitively and in accordance with the UK GDPR and 

Data Protection Act 2018. Written records will be maintained securely and only for as long 

as necessary. 

12.  Legal Compliance 

This procedure has been updated to reflect: 

• The ACAS Code of Practice on Disciplinary and Grievance Procedures (2023); 

• The Equality Act 2010; 

• The Employment Relations (Flexible Working) Act 2023; 

• The Data Protection Act 2018 and UK GDPR. 

 


