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Scheme of Delegation 
 
1.  Introduction  
 
1.1 This document sets out the manner in which Kelvedon Parish Council has delegated its powers. 
  
1.2 The legal basis of the delegation conferred by this Scheme is contained in the following provisions 
 of the Local Government Act 1972, s101: 
 
 ‘S101 Arrangements for discharge of function by local authorities  
 
 (1) Subject to any express provision contained in this Act or any Act passed after this Act, a local 
 authority may arrange for the discharge of any of their functions:  
 
 (a) by a committee, a sub-committee or an officer of the authority, or  
 
 (b) by any other local authority  
 
 (2) Where by virtue of this section any functions of a local authority may be discharged by a 
 committee of theirs, then, unless the local authority otherwise direct, the committee arrange for the 
 discharge of any of those functions of a local authority and where by virtue of this section any 
 functions of a local authority may be discharged by a sub- committee of the authority, then, unless 
 the local authority or the committee otherwise direct, the sub-committee may arrange for the 
 discharge of any of those functions by an officer of the authority.  
 
 (3) Any arrangements made by a local authority or committee under this section for the discharge of 
 any functions by a committee, sub- committee, officer or local authority shall not prevent the 
 authority or committee by whom the arrangements are made from exercising those functions.  
 
 (4) Two or more local authorities may discharge any of their functions jointly and, where 
 arrangements are in force for them to do so, they may also arrange for the discharge of those 
 functions by a joint committee of theirs or by an officer of one of them and subsection (2) above shall 
 apply in relation to those functions as it applies in relation to the functions of the individual 
 authorities.  
 
 (5) A local authority’s functions with respect to issuing a precept for a rate or borrowing money shall 
 be discharged only by the authority.’  
 
1.3  It is desirable that in the interests of certainty in decision making and to avoid lengthy discussions in 
 Council meetings, Standing Orders should discourage, so far as is legally possible, action being 
 taken by the Council after the matter has been decided by a committee, or sub-committee.  
 
1.4  The intention of the delegation scheme is that the Council should act with all reasonable speed. 
 Decisions should be taken at the most suitable level and that officers are given power over the day- 
 to-day administration of the Council.  
 
2. Functions Retained by Full Council 
 
2.1 The Scheme excludes those functions which must only be undertaken by the Parish Council, as 
 follows, unless and until such time as guidance is received from Government to the contrary: 
 

• Setting budget and precept 

• Borrowing 

• Writing off bad debts 

• Declaring eligibility for the General Power of Competence 

• Approving audits, Accounting Statement and Annual Government Statement 

• Addressing recommendations from either internal or external report 

 

 



2.2 Further functions which the Council retains control of include: 
 

• The adoption of Standing Orders and Financial Regulations  

• The appointment of permanent representatives to outside bodies  

• The making of bye-laws  

 
3.  Proper Officer and Responsible Financial Officer  
 
3.1  The Clerk to the Council, usually known as the Parish Clerk, is employed by the Council under 
 s112 of the Local Government Act 1972, for the proper discharge of its functions.  
 
3.2 The Clerk to the Council is designated and authorised to act as Proper Officer for the purposes of all 
 relevant sections of the Local Government Act 1972 and any other statute requiring the designation 
 of a Proper Officer.  
 
3.3  The Clerk to the Council is designated and authorised to act as the Responsible Financial Officer 
 (RFO) for the purposes of any statute requiring the designation of an RFO, as provided for in s151 
 of the Local Government Act 1972. 
 
3.4  The Clerk to the Council shall undertake all duties within their job description and as per  Standing 
 Orders number 12.  
 
3.5  Whilst retaining overall responsibility, the Clerk to the Council may delegate duties to the Clerk’s 
 Assistant as appropriate. 
 
3.6  The Clerk to the Council is given delegated powers to act as line manager to Council staff in 
 accordance with the Council’s policies, procedures and budget, including:-  
 i.  the monitoring and management of staff performance  
 ii.  the management of discipline and grievance matters up to and including final written warning 
  in line with council policy.  
 iii.  the arrangement of staff training.  
 iv.  the approval and authorisation of reasonable overtime as required.  
 v.  the approval and authorisation of annual leave entitlement and other absence as   
  appropriate.  
 
3.7 The Clerk to the Council is authorised to act on behalf of the Council in cases of urgency or 
 emergency. Any such action is to be reported to the next meeting of the Council and the relevant 
 committee or sub-committee. The Chair of the Council and Chair of the appropriate committee shall 
 be informed as soon as practically possible of any such action. 
 
4. Committees  
 
4.1  Committees have delegated powers to act within their Terms of Reference. This means that on all 
 matters not reserved for consideration by another committee, or by the full Council, committees can 
 make resolutions, and thereafter action can normally be taken by officers.  However certain matters 
 cannot legally be delegated and others, such as deciding major policy, are reserved by the Council 
 to itself. On such matters, committees can only recommend a course of action. In these cases, 
 officers cannot normally carry out the instructions of the committee until the recommendation has 
 been approved by the Council.  
 
4.2  Should members wish to raise any question concerning the exercise of delegated or other powers, 
 then they should contact the appropriate committee Chair or the Clerk. and if necessary the matter 
 can be raised subsequently at committee.  
 
4.3  Members are entitled to attend all committees and sub-committees whether or not they are 
 members of the committee, although no voting rights or right to participate in discussions or 
 proceedings are granted.  
 
 
 
 
 



5.  General Arrangements for Delegation of Powers  
 
5.1  Applicable to all committees of the Council: 
 
 a.  The Council has delegated to every committee full powers to act in all matters covered by 
  the committee’s Terms of Reference subject to:  
  i  The provisions of any Standing Order or Financial Regulation, except where such 
   Order or Regulation has been specifically waived by resolution of the Council.  
  ii. Prior Council approval of annual capital and revenue estimates  
  iii.  Any scheme requiring application for consent to borrow having first been approved by 
   Council, and loan sanction secured.  
 
 
  iv.  When matters of major policy1 are involved, the existence of a policy approved by the 
   Council. In the absence of such policy, committees and sub-committees may  
   consider the matter and make recommendations to the Council.  
  v.  Prior Council approval to recommendations for the allocation of duties, powers and 
   guidelines to committees. 
   
 b. The exercise by committees of the above powers shall be without derogation to the powers 
  of the Council to call for a report on any committee decision.  
 c.  Every committee shall have power to authorise an officer, after consultation with the  
  Chair of the committee, to take decisions on specific urgent matters falling within its own  
  Terms of Reference as it sees fit.  
 d.  Notwithstanding the powers delegated to committees, the Council retains the right to  
  exercise such powers when necessary.  
 
 
The Terms of Reference of each Council committee and sub-committee are contained in the following 
appendices: 
 
Appendix 1 Finance Committee 
Appendix 2 Staffing Sub-Committee 
Appendix 3 Planning Committee 
Appendix 4 Allotment Committee 
Appendix 5 Neighbourhood Plan Committee 
 
 
 
THIS DOCUMENT WILL BE REVIEWED ANNUALLY 
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1 Major policy will arise either:  

 
a. On matters of major importance which have not previously been before the Council; or  
b.  Matters which have arisen in other committees or sub-committees, but which cannot be   
 resolved by them in the absence of settled Council policy; or  
c.  In cases of doubt where a major policy is involved, the Chair of the Council or the Chair of  
 any other committee or sub-committee, or in their absence the appropriate Vice-Chair may,  
 before a decision is taken by the committee or sub-committee, state that a matter of major  
 policy is involved.  
 
 



APPENDIX 1 
 

FINANCE COMMITTEE TERMS OF REFERENCE 

1. Constitution 

These Terms of Reference were reviewed and approved by the Finance Committee of Kelvedon Parish 

Council at a meeting held on 24 November 2020 and approved at Full Council on 8 December 2020. 

 

2. Purpose 

The purpose of the Finance Committee is to undertake the following: 

 

FINANCE  

• Review all financial information presented to it by the Clerk. 

• Prepare a draft budget and recommendation for Precept for submission to Full Council for 

determination with the required timescale. 

• Review the budget on an ongoing basis. 

• Review any reports presented to Kelvedon Parish Council by its Internal Auditor and arrange for the 

implementation and monitoring of any recommendations made. 

• Review any reports presented to Kelvedon Parish Council by external auditors and arrange for the 

implementation and monitoring of any recommendations made. 

• To review Kelvedon Parish Council’s Risk Register on an ongoing basis, and sign this off annually.   

• To review Kelvedon Parish Council’s Asset Register on an ongoing basis and sign this off annually.  

• Review and approve Kelvedon Parish Council’s Grant Policy annually and review application 

decisions made by Full Council. 

• Review Kelvedon Parish Council’s insurance cover annually, prior to renewal. 

• Ensure that Kelvedon Parish Council’s payments authorisation process and all other internal 

controls are reviewed annually and are being adhered to, and arrange for any changes to be made 

to ensure that processes are compliant. 

• To keep bank account levels under review and arrange for any transfers to be made accordingly, to 

ensure full protection under the FSCS. 

• Review policies falling under the remit of the Finance Committee, at review dates and recommend 

approval to Full Council. 

 

       ASSETS 

• To be responsible for the overall management of the grounds and assets of Kelvedon Parish 

Council. 

• Oversee the day-to-day repair and maintenance of Kelvedon Parish Council’s grounds and assets. 

• To oversee all legal matters pertaining to leases, mortgage, insurance claims, easements, 

tenancies, contracts, loans, insurance cover, damage to property, vehicle insurance specification of 

work and debt recovery and make recommendations to Full Council. 

• Review policies falling under the remit of Assets, under the Finance Committee, at review dates and 

recommend approval to Full Council. 

 

3. Membership  

The Committee shall consist of up to 9 Councillors (or such other number as may from time to time be 

determined by Kelvedon Parish Council), the names of such councillors  

to be agreed at the Annual Parish Council Meeting of Kelvedon Parish Council or as necessary.  

The Chair and Vice Chair of Kelvedon Parish Council shall be ex officio members of the Committee if 

not otherwise members in accordance with the preceding provision and are entitled to vote. 

Any councillor may attend meetings of the Committee, in the public forum, and abide by the regulations 

set down in Standing Orders.   

 

At the first meeting of the Committee following the Annual Parish Council Meeting of Kelvedon Parish 



Council, the Committee shall elect a Chair and Vice Chair for the coming year.  Meetings shall be 

chaired by the Chair of the Committee or, in his/her absence, the Vice Chair. In the absence of both the 

Chair and Vice Chair, the members present at a meeting shall elect one of their number to act as chair 

of the particular meeting only. 

The meetings shall be clerked by the Clerk to Kelvedon Parish Council, or the Clerk’s Assistant, in their 

absence. 

4. Quorum 

The quorum necessary for the transaction of business shall be three members of the Committee.  A duly 

convened meeting of the Committee at which a quorum is present shall be competent to exercise all or 

any of the authorities, powers and discretions vested in or exercisable by the Committee. 

 

5. Meetings 

The Committee shall meet when the matters listed under 2 are required to be discussed and at least 

three times a year.  The Committee shall also meet whenever a significant event is required to be 

discussed.   

 

The public may attend the meetings to comment on items on the agenda, using the public forum, in 

accordance with regulations laid down in the Standing Orders. 

 

6. Notice of Meetings 

Meetings of the Finance Committee will be set at the Annual Parish Council Meeting and by Councillor 

request as laid down in the Parish Councils Standing Orders.  

Unless otherwise agreed, notice of each meeting confirming the venue, time and date together with an 
agenda of items to be discussed and minutes of the previous meeting shall be forwarded to each 
member of the Committee no later than three working days before the date of the meeting.   
 
Supporting papers shall be sent to Committee members and to other attendees as appropriate, at the 
same time.  Emergency meetings may be called by any member as and when required.  

7. Minutes of Meetings 

Draft minutes shall be distributed to the Committee within ten working days of the meeting being held.   

 

8. Duties 

The Committee shall review and implement all matters listed under 2 above and make decisions where 

authorised to do so by Kelvedon Parish Council, reporting back to the next available Full Council 

meeting. 

The Committee shall make recommendations to Kelvedon Parish Council on all matters listed under 
item 2 where the Committee is not expressly authorised by Kelvedon Parish Council to make a decision. 
 
The Committee shall at least once per year review its own performance and the Committee Terms of 
Reference to ensure it is operating at maximum effectiveness and recommend any changes it considers 
necessary to Kelvedon Parish Council for approval. 

9. Staffing Sub-Committee 

The Finance Committee will appoint a Staffing Sub-Committee to operate under Terms of Reference 

initially agreed by Full Council and reviewed annually by the Sub-Committee. 

 

 

10. Authority 

The Committee is authorised by Kelvedon Parish Council, within the scope of its duties and 

responsibilities to: 

 

• To investigate and carry out any activity within its terms of reference. 



 

• To authorise expenditure of items related to any matter within the Committee’s Terms of Reference, 

of up to £5,000, as set down in the Financial Regulations, clause 4.1. 

 

• To seek any information it requires from the Clerk related to any matter within the Committee’s 

terms of reference. 

 

• To invite outside representatives with relevant expertise to attend a meeting of the Committee if the 

Committee considers this is necessary. 
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APPENDIX 2 
 

STAFFING SUB-COMMITTEE TERMS OF REFERENCE 

 
The Staffing Sub-Committee Terms of Reference were adopted by Full Council at its meeting held 
on 7 January 2020. 
 
1. Members 
Up to 9 members of the Council can be appointed to the Sub-Committee, at the Annual Parish Council 
meeting, with the Chair and Vice-Chair as ex-officio members. 
 
2. Quorum 
The quorum of the Sub-Committee shall be three members. 
 
3. Voting 
Only the above may vote and participate at a meeting.  In the case of an equal vote, the Chair shall have a 
casting vote. 
 
4. Chair and Vice-Chair 
The Chair and Vice-Chair to be elected annually by the Sub-Committee at their first meeting each year. 
 
5. Minutes 
Minutes of this Sub-Committee are not in the public domain due to their confidential nature.  Minutes are 
open for inspection by any member of the Parish Council. 
 
6. Admission of the Public and Press 
The public and press may not be admitted to these meetings as ‘in accordance with s1(2) of the Public 
Bodies (Admission to Meetings) Act 1960, the press and public be excluded from the meeting during 
consideration of these items due to the confidential nature of this (sic) item’. 
 
7. Responsibilities 
The Sub-Committee is a Sub-Committee of the Finance Committee and is responsible for the employment 
and welfare of all employees. 
 
8.  Procedures 
At the first meeting following the Annual Parish Council meeting, the Sub-Committee shall, before 
proceeding to any other business, elect a Chair and Vice-Chair who shall hold office for one year.  Meetings 
will be held on a need basis. 
 
9. Terms of Reference 
The Terms of Reference will be reviewed at the first meeting of the Sub-Committee after the Annual Parish 
Council meeting or when necessary and make appropriate recommendations to Full Council. 
 
10. Delegated Powers 

a) To review staffing structures and levels and make recommendations to Full Council. 
 

b) To annually review contracts of employment, job descriptions, person specification for staff and 
implement any changes.  
 
 

c) To review the Clerk/RFO performance, which may be delegated to the Chair of the Sub-Committee to 
undertake and make a subsequent report to the Sub-Committee to agree and implement any 
recommendations or action. 
 

d) To receive a report from the Clerk following performance reviews of staff, agree and implement any 
recommendations or action. 
 

e) To review staff salaries and make recommendations to Full Council. 
 



f) To appoint members to a recruitment panel when necessary, which will include at least three members, 
plus the Clerk.   
 

g) To carry out the recruitment process, undertake interviews and appoint staff. 
 

h) To appoint three members to act as a disciplinary panel as set out in the Green Book, when required. 
 

i) To appoint members to hear any formal grievance. 
 

j) To appoint members to an appeal panel, in the case of any appeal against disciplinary action or 
grievance hearing – these members must be different to those who sat on the disciplinary panel. 
 

k) To review health and safety at work for all Council employees. 
 

l) To review all Council policies relating to staff employment. 
 

m) To ensure the Council complies with all legislative requirements relating to the employment of staff. 
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APPENDIX 3 
 

Planning Committee Terms of Reference  

 

Membership 

Membership will be of at least five Councillors.  The Chair and Vice-Chair are able to attend as ex-officio, 

unless already members. 

Delegated Powers 

The Parish Council has delegated powers to the Committee to consider all planning applications and 

planning related matters, and to respond to them for the Parish Council, as set out in the Planning 

Committee Scheme of Delegation. 

Quorum 

The quorum will be two thirds of the number of members of the Committee. 

Meetings 

The Committee will meet as required, as determined by the Planning Committee Scheme of Delegation. 

The Clerk will minute all meetings of the Planning Committee and the minutes will be submitted to the next 

Committee meeting for agreement. 

The Clerk is responsible for submitting the responses to the Planning Authority  

Powers and Responsibilities 

• To consider all planning applications and planning related matters notified to the Parish Council by the 

Planning Authority, Braintree District Council (BDC) and make representations on behalf of the parish. 

• To view the application and documents on the BDC website, and to take into consideration all 

comments and representations from consultees and members of the public.  

• To ensure that all relevant parties are given an adequate hearing if they request this, in accordance with 

the Council’s Standing Orders.  

• To ensure that all representations are based on local and national planning policy, and in accordance 

with the emerging Neighbourhood Plan. 

• To consider environmental aspects when considering planning applications. 

• To monitor the general environment of the parish and report to the planning authorities any potential 

planning breaches.  

• To ensure that when responding by email, Councillors and staff use ‘reply to all’ is so comments can be 

seen by everyone, and the final response will be sent round to Councillors prior to submission to BDC. 

• To respond to all consultations regarding planning issues or authorise a Committee Member to attend 

BDC Planning Committee and Local Plan Committee meetings, public exhibitions, public examinations 

and appeal hearings.  

• When an application is subject to appeal the Committee is authorised to make written representation or 

to elect a member to attend the hearing. 
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APPENDIX 4 
 

ALLOTMENT COMMITTEE TERMS OF REFERENCE 

11. Constitution 

 

These Terms of Reference were approved by the Allotment Committee of Kelvedon Parish Council at a 

meeting held on 11 December 2018 and subsequently endorsed by a resolution of Kelvedon Parish 

Council at a meeting held on 8 January 2019. 

 

12. Purpose 

The purpose of the Allotment Committee is to: 

• Oversee the general management of the allotments. 

• Oversee the activities of the Stoney Flint Allotment Association. 

• To be the final point of dispute resolution, following referral of any issues not resolved by the Stoney 

Flint Allotment Association.  

• Authorise expenditure as set down in point 10 of this document. 

 

13. Membership  

The Committee shall consist of five Parish Councillors, and up to four non-councillors (one of whom 

must be the Chair of the Stoney Flint Allotment Association), or other such number as the Committee 

decides. 

The Chair and Vice Chair of Kelvedon Parish Council shall be ex officio members of the Committee if 

not otherwise members in accordance with the preceding provision and are entitled to vote. 

At the first meeting of the Committee following the Annual Parish Council Meeting of Kelvedon Parish 

Council, the Committee shall elect a Chair and Vice Chair, from the Parish Councillors on the 

Committee, for the coming year. 

Meetings shall be chaired by the Chair of the Committee or, in their absence, the Vice Chair. In the 

absence of both the Chair and Vice Chair, the members present at a meeting shall elect one of their 

number of Parish Councillors to act as chair of that particular meeting only. 

The meetings shall be clerked by the Clerk to Kelvedon Parish Council, or the Clerk’s Assistant, in their 

absence. 

14. Quorum 

The quorum necessary for the transaction of business shall be three members of the Committee.  A duly 

convened meeting of the Committee at which a quorum is present shall be competent to exercise all or 

any of the authorities, powers and discretions vested in or exercisable by the Committee. 

 

15. Meetings 

The Committee shall meet when the matters listed under 2 are required to be discussed and at least 

annually. The Committee shall also meet whenever a significant event is required to be discussed.   

The public may attend the meetings to comment on items on the agenda, using the public forum, in 

accordance with regulations laid down in the Standing Orders. 

16. Notice of Meetings 

Meetings of the Allotment Committee will be set at the Annual Parish Council Meeting or by Councillor 

request as laid down in the Parish Council’s Standing Orders. Unless otherwise agreed, a notice of each 

meeting confirming the venue, time and date together with an agenda of items to be discussed and 

minutes of the previous meeting shall be forwarded to each member of the Committee no later than 

three working days before the date of the meeting.  Supporting papers shall be sent to Committee 

members and to other attendees, as appropriate, at the same time.    



17. Minutes of Meetings 

Draft minutes shall be distributed to the Committee within ten working days of the meeting being held.   

 
18. Appointment of Designated Committee Member as Co-ordinator 

The Allotment Committee shall appoint the Chair of the Stoney Flint Allotment Association to be the 
designated committee member to oversee and co-ordinate the carrying out of the day-to-day 
management and supervision of the allotment site, as set down below: 

• Undertake the day-to-day management and supervision of the allotments and adherence to the 

terms and conditions. 

• Be the first point of contact for prospective and current allotment tenants. 

• Oversee and undertake the maintenance of the overall allotment site. 

• Seek the resolution of any disputes between allotment holders in the first instance, and refer on to 

the Parish Council, for assistance and a final decision, if this is not possible. 

• Facilitate the co-ordination of all allotment holders to maintain and improve the allotment site. 

• Request authorisation of expenditure from the Allotment Committee and/or Parish Council, as 

appropriate. 

• Request the issue of letters, grant applications etc, to be made, via the Parish Clerk, who will 

progress these as appropriate, with authorisation from the Parish Council, or under delegated 

powers, as required. 

 

19. Duties 

The Committee shall review and implement all matters listed under 2 above and make decisions where 

authorised to do so by Kelvedon Parish Council, reporting back to the next available Full Council 

meeting where necessary. 

The Committee shall make recommendations to Kelvedon Parish Council on all matters listed under 
item 2 where the Committee is not expressly authorised by Kelvedon Parish Council to make a decision 
upon. 

The Committee will appoint a Designated Co-ordinator, as in 8 above, being the main point of contact 
between the allotment holders and the Allotment Committee, in conjunction with the Clerk and the 
Clerk’s Assistant.   

The Committee shall at least once per year review its own performance and the Committee Terms of 
Reference to ensure it is operating at maximum effectiveness and recommend any changes it considers 
necessary to Kelvedon Parish Council for approval. 

All Parish Councillor and non-councillor members of the Committee and Sub-Committee will adhere to 
the governing documents and policies of the Parish Council, including the Code of Conduct. 

20. Authority 

The Committee is authorised by Kelvedon Parish Council, within the scope of its duties and 

responsibilities: 

 

• To investigate and carry out any activity within its terms of reference. 

• To authorise expenditure of items related to any matter within the Committee’s Terms of Reference, 

of up to £5,000, as set down in the Parish Council’s Financial Regulations clause 4.1 and in 

accordance with Standing Orders, as long as it is within budget.  Any expenditure over and above 

the budget limit will need authorisation from the Parish Council. 

• To seek any information it requires from the Clerk related to any matter within the Committee’s 

terms of reference. 

• To invite persons with relevant expertise to attend a meeting of the Committee, if the Committee 

considers this is necessary. 
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Neighbourhood Plan Committee 
Terms of Reference 

 
Constitution 

These Terms of Reference were approved by the Neighbourhood Development Plan Committee of 

Kelvedon Parish Council at a meeting held on 16 October 2017 and were further approved by Full Council 

on 7 November 2017. 

 

Purpose 

The purpose of the Committee shall be to support the Parish Council to develop the Kelvedon 

Neighbourhood Development Plan.  The Kelvedon Neighbourhood Development Plan will define general 

planning policies for the development and use of land in the neighbourhood of Kelvedon and once complete 

and reviewed by an independent qualified person, will be ratified through a referendum of the electorate 

within the Parish of Kelvedon. 

In developing the plan, the Committee will carry out the following tasks: 

• Investigate and identify support for the Neighbourhood Development Plan. 

• Identify sources of funding. 

• Take responsibility for planning, budgeting and monitoring expenditure on the Neighbourhood 

Development Plan and report back to Full Council on these matters. 

• To authorise expenditure within the budget set by Full Council annually and as amended when 

required. 

• Liaise with relevant authorities and organisations to make the Neighbourhood Development Plan as 

effective as possible. 

• Identify ways of involving the whole community and gather the views and opinions of as many 

groups and organisations in the community as possible. 

• Determine the types of survey and information gathering to be used. 

• Be responsible for the analysis of the survey, as well as the production and the distribution of the 

final report. 

• Identify priorities and timescales for local action in the Project Plan, including the lead organisations 

and potential sources of project funding. 

• Parish Council insurance will cover the previously agreed activities of the Committee, Steering 

Group, Working Group members, and volunteers but those persons, in liaison with the Parish Clerk, 

need to ensure that terms of the insurance are not breached. 

• Regularly report back to Full Council on progress, issues arising and outcomes.  

 
Membership 
The Committee shall consist of at least three Parish Councillors and other non-council members, as 
appointed at the Annual Parish Council meeting of Kelvedon Parish Council, or as necessary. 
 
The Chair and Vice Chair of Kelvedon Parish Council shall be ex officio members of the Committee if not 

otherwise members in accordance with the preceding provision and are entitled to vote. 

   

In accordance with the Local Government Act 1972 s102(3) as amended by the Local Government and 

Housing Act 1989 s13(1), non-members (those who are not Parish Councillors) do not have voting rights on 

the Committee. 

Any councillor may attend meetings of the Committee, in the public forum, and abide by the regulations set 

down in Standing Orders.   

 

At the first meeting of the Committee following the Annual Parish Council Meeting of Kelvedon Parish 

Council, the Committee shall elect a Chair and Vice Chair for the coming year. 



The Committee will form a Steering Group, to oversee Working Groups, who will undertake various tasks 
and may appoint Parish Councillors or non-council members to those groups, together with volunteers as 
necessary. 
 
The Steering Group will also elect a Chair, Secretary, Finance Co-ordinator, Communications Co-ordinator, 
a Volunteer Co-ordinator and any other positions as necessary. 
 
Wherever possible, all other members of the Committee and Working Groups should have a specific role, to 
be agreed by the Committee. 
 
Working Groups will carry out duties specified by the Committee and/or Steering Group, which may include, 
but is not limited to: data gathering, consultations or making recommendations. 

 
The make-up and purpose of the Working Groups will be regularly reviewed by the Steering Group and 
reported back to the Committee. 
 
Committee Meetings 
Meetings shall be chaired by the Chair of the Committee or, in their absence, the Vice Chair. In the absence 
of both the Chair and Vice Chair, the members present at a meeting shall elect one of their number to act 
as chair of the particular meeting only. 
The meetings shall be clerked by the Clerk to Kelvedon Parish Council, or the Clerk’s Assistant, in their 

absence. 

Meetings of the Neighbourhood Plan Committee will be set at the Annual Parish Council Meeting or by 
Councillor request as laid down in the Parish Councils Standing Orders.  
Unless otherwise agreed, notice of each meeting confirming the venue, time and date together with an 
agenda of items to be discussed and minutes of the previous meeting shall be forwarded to each member 
of the Committee no later than three working days before the date of the meeting.  Supporting papers shall 
be sent to Committee members and to other attendees as appropriate, at the same time.  Emergency 
meetings may be called by any member as and when required.  
 
Steering Group Meetings 

The Steering Group shall normally meet monthly, or as may be required. 
 
At least three clear days’ notice of meetings shall be sent to members via the communication method 
agreed with, and appropriate to, each individual member and will undertake the following: 
 

• Whenever possible, notices of meetings should detail the matters to be discussed. 

• The Secretary shall keep a record of meetings, and circulate notes to Steering Group members and 

the Parish Council in a timely fashion.  The latter will publicise the notes via their usual methods. 

• It is recommended that an annual rolling schedule of meetings is set in place, preferably at the first 

meeting of the Steering Group and made available to the public via notice boards/websites. 

• All meetings will be open to the public. 

• The Steering Group may establish such Working Groups as it considers necessary to carry out the 

functions specified by the Steering Group. 

• Each Working Group should have a lead person. 

 
Finance 

• All grants and funding will be applied for by the Parish Council and held within the Neighbourhood 

Plan Committee budget, for Neighbourhood Plan purposes only. 

• Notification of all planned expenditure will be brought to the Committee for agreement. 

 

 

 

 

• The Steering Group Finance Co-ordinator shall keep a clear record of expenditure supported by 

receipted invoices and will regularly review and update the budget in liaison with the Parish Clerk. 



• The Steering Group Finance Co-ordinator will report back to the Steering Group and the Committee 

on planned and actual expenditure for the project. 

• Members of the community who are involved as volunteers with any of the Working Groups may 

claim back any previously agreed expenditure that was necessarily incurred during the process of 

producing the Neighbourhood Plan. This includes, but is not limited to, postage, stationery, 

telephone calls and travel costs. 

 
Authority 
The Committee is authorised by Kelvedon Parish Council, within the scope of its duties and responsibilities 
to: 
 

• To investigate and carry out any activity and spend from its budget, within its terms of reference. 

 

• To seek any information it requires from the Clerk, related to any matter within the Committee’s terms of 

reference. 

 

• To invite outsiders with relevant expertise to attend a meeting of the Committee if the Committee 

considers this is necessary. 

 

 
 
 
 

 

 

 

 


