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Introduction
This Scheme of Delegation is made under s101 of the Local Government Act 1972 (“the Act”).

The Act provides that:

e a council may delegate its powers (except those incapable of delegation) to a committee or
an officer.

e acommittee may delegate its powers to an officer.
e the delegating body may exercise powers that have been delegated.

The following powers of the Council may not be delegated:
e to appoint the Chairman and Vice-Chairman in May each year.
e to sign off the Governance Statement by 30" June each year.
e to set the precept.
e to appoint the Head of Paid Service (the Clerk).
e to make byelaws.
e to borrow money.
e to consider any matter required by law to be considered by Council.

Delegated Powers and Responsibilities

By delegating specific powers and responsibilities to the Parish Clerk (“the Clerk”) acting as the Proper
Officer for the purposes of the Act, as Responsible Finance Officer in accordance with the Accounts and
Audit Regulations and as Burial Officer under the Local Authorities’ Cemeteries Order 1977, decisions
and actions can be taken on behalf of Oakley & Deane Parish Council (“the Council”) at the most suitable
level and with all reasonable speed where appropriate, including in an emergency.

Therefore the Clerk is given powers over the day-to-day administration of the Council and Committees,
and will determine matters within their terms of reference.

If an action is likely to have a significant impact in a particular area the Clerk must obtain appropriate
legal, financial and other specialist advice before it is taken.

If the Clerk is absent and the Council nominates another staff member to do the work of the Clerk on
a temporary basis under Standing Order 15 (a), or the Council engages a locum Clerk, this Scheme of
Delegation will apply to the nominated staff member or to the locum Clerk, as if they were the Clerk.

This Scheme of Delegation is not comprehensive as it is subject to the Council’s Standing Orders and
Financial Regulations as adopted from time to time.

Any decision taken under this Scheme of Delegation should, where possible, be taken in consultation
with the Chair of the Council or the Chair of the relevant Committee and be reported to the next
Council or Committee meeting.

Oakley & Deane Parish Council’s Committee Structure as at 18" June 2026
Full Parish Council: Meetings held on 2" Thursday, monthly.

Planning Committee: Meetings held on 1st Tuesday, monthly.

Staffing Committee: Meetings held on 4" Thursday, every other month.



1. Powers and responsibilities delegated to the Clerk

In addition to the powers and responsibilities set out in the Clerk’s contract of employment and job
description, and those powers and responsibilities specifically delegated to the Clerk by a full meeting
of the Council, the Clerk has the delegated authority to undertake the following matters on behalf of
the Council:

(a) day to day administration of services, including the responsibilities of the Council as a
designated Burial Authority, together with routine inspections and control;

(b) overall responsibility for staff;

(c) authority to respond immediately to any correspondence requiring or requesting information
relating to a previous decision of the Council but not requiring an opinion to be taken by the
Council or its Committees;

(d) power to authorise routine budget expenditure in accordance with the adopted Financial
Regulations, and to manage timely transfer of funds between the Council’s bank accounts to
maintain adequate cash flow;

(e) authority to handle requests for information under the Freedom of Information Act 2000 and
the General Data Protection Regulations, in consultation with the Chair or Vice-Chair of the
Council;

(f) managing and updating the content of the Council’s website and social media accounts;

(g) managing the content and publication of the Council’s newsletters and press statements in
consultation with the relevant Chair of the Council or Committee, in compliance with Council

policy;

(h) managing the disposal of Council records in compliance with legal requirements and the
Council’s Document Retention Policy;

(i) authority to prepare and submit comments to consultations or correspondence where the
Council’s policy stance has been agreed;

(j) authority to prepare and submit comments to planning applications where a deadline falls
before the next available Planning Committee meeting, in consultation with the Committee
Chair;

(k) authority to liaise with third parties and invite representatives to Council or Committee
meetings which are of interest to agreed Council policies, services or projects;

(I) authority to take appropriate actions arising from emergencies as required to provide
business continuity and respond to urgent health & safety maters, in consultation with the
Chair/ Vice-Chair of the Council or the relevant Committee;

(m) in compliance with relevant Council policies, authority to allow use of Council assets and/or
facilities by community organisations for activities which support the Parish or the Council’s
activities and/or services.

2. Delegation of powers in an emergency

The Council further authorises the Clerk to act with delegated authority as follows:



2.1 If an issue arises that cannot wait until the next meeting of the Council, the Clerk is empowered
to take any and all delegable decisions that would normally be taken by full Council, or a committee or
a working group, provided the Clerk first consults and obtains the agreement of a minimum of two
Council Members. Consultation may be by email or by telephone or by virtual meeting, followed by a
confirmatory email;

2.2 If circumstances do not permit the Clerk to consult as set out above, the Clerk should take all
reasonable steps to consult the Chair of the Council (or Vice-Chair if the Chair is unavailable) and take
their view into account. Consultation may be by email or by telephone or by virtual meeting, followed
by a confirmatory email;

2.3 If the decision or action to be taken arises from an emergency which threatens the continuity
of the Council’s business or where an urgent health or safety matter has arisen, and the Clerk considers
that there is a danger to life and limb, the Clerk may take appropriate action without the requirement
for consultation set out above.

3. Delegation to the Assistant Clerk

The Clerk may delegate all and any powers and duties (whether delegated to the Clerk by this Scheme
of Delegation or by a full meeting of the Council or by law) to the Assistant Clerk if the Clerk deems
the delegation appropriate and/or necessary for the efficient running of the Council. The terms of
delegation applicable to the Clerk, as set out in this Scheme of Delegation, will apply equally to the
Assistant Clerk.

4. Record Keeping and Reporting
4.1 Records must be kept by the Clerk demonstrating a clear trail of consultation (particularly around
decision making in any form);

4.2 All delegated decisions must be reported by the Clerk and ratified at the next full Council Meeting.
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