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INTERIM SCHEME OF DELEGATION TO OFFICERS POLICY


This policy sets out the matters that have been delegated to Town Council officers to enable the efficient operation of the Town Council
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1. Introduction

1.1. Seaford Town Council’s Scheme of Delegation to Officers is an essential policy to enable the efficient operation of the Town Council (the Council).
1.2. The Policy sits alongside the Committee Terms of Reference Policy document giving powers to officers and committees respectively, to enable the Council to react to circumstances and operate effectively. Without these two policy documents and delegations in place, every single decision would need to be taken by Full Council which would be unworkable, disproportionate and inefficient.
1.3. In addition to the delegations set out in this policy, other policies also assign specific tasks, responsibilities, and processes to officers; these are not duplicated within this document.
1.4. There will be times when one-off or temporary delegations are agreed by Full Council or a committee to officers and these will not be recorded in this document.
1.5. Additional permanent delegations will be added to this document at the next available review.

2. Full Council and Committee Functions

2.1. The Council’s Committee Terms of Reference sets out the functions that are retained by Full Council and those that are delegated to a committee.
2.2. In the absence of a specific delegation to officers, either in this or another policy document, or by a motion from the relevant committee or Full Council, those functions are reserved for decision making by the committee or Full Council.
2.3. Decisions on Council business cannot be delegated to individual councillors or working groups.

3. Delegation to Officers

3.1. The following matters are delegated to the officers to make decisions on behalf of the Council.
3.2. These delegations are made to the Town Clerk who, through the Council’s staff structure and associated job descriptions, further delegates specific tasks, responsibilities and decision-making powers. Please note:
· These decisions must be exercised in accordance with the law, the Council’s Standing Orders, and Financial Regulations, and any approved policy framework and budget.
· Full Council may at any time, following resolution, revoke any delegated authority.
· Officers may decide not to exercise delegated responsibilities and may instead make a recommendation to a committee or Full Council. Similarly, where officers have no delegated power to make a decision, they will report the matter to committee or Full Council for a decision.
3.3. The Town Clerk shall be the Proper Officer of the Council as defined in law and set out in Council policies. The table below identifies the delegations currently in place to the Town Clerk, and who shall take on these responsibilities in the absence of the Town Clerk.
3.4. The Deputy Town Clerk shall be the Responsible Financial Officer (RFO) of the Council as defined in law and set out in Council policies.
3.5. In the absence of the RFO for a significant period of time, the Proper Officer shall assume the legal responsibilities of RFO, and the Finance Manager shall assist in covering other aspects of the RFO’s workload, where required. 
3.6. A detailed breakdown is provided below:

	
	Delegation to the Town Clerk:
	Authorised Officer to Undertake in the Town Clerk’s Absence:

	1
	The responsibilities and duties of the role of Proper Officer as set out within law and the Council’s policies
	Deputy Town Clerk & RFO

	2
	Issue all statutory notifications
	Deputy Town Clerk & RFO

	3
	Receive Declarations of Acceptance of Office
	Deputy Town Clerk & RFO and Head of Place

	4
	Receive and record notices disclosing pecuniary interests from both councillors and officers
	Deputy Town Clerk & RFO

	5
	Receive and retain documents and plans
	Deputy Town Clerk & RFO

	6
	Hold the Council’s seal and apply it to documents as approved
	Deputy Town Clerk & RFO

	7
	Sign notices or other documents on behalf of the Council
	Deputy Town Clerk & RFO and Head of Place

	8
	Receive copies of bylaws made by a principal authority
	Deputy Town Clerk & RFO

	9
	Certify copies of bylaws made by the Town Council
	Deputy Town Clerk & RFO

	10
	Sign summons to attend meetings
	Deputy Town Clerk & RFO and Head of Place 

	11
	Manage all the Council staff, either directly or indirectly, and delegate as appropriate specific tasks, responsibilities and decision-making powers	
	Deputy Town Clerk & RFO and Head of Place

	12
	Manage the provision of the Council services, buildings, land and resources
	Deputy Town Clerk & RFO and Head of Place

	13
	Incur expenditure in an emergency up to £10,000 whether budgeted or not (see Financial Regulations 5.15)
	Deputy Town Clerk & RFO

	14
	Act on behalf of the Council in an urgent situation and report back to the Town Council as soon as practical
	Deputy Town Clerk & RFO and Head of Place

	15
	Deal with dispensation requests from Members under the Code of Conduct
	Deputy Town Clerk & RFO and Head of Place

	16
	Deal with matters specifically delegated by Full Council or a committee
	Deputy Town Clerk & RFO and Head of Place

	17
	Appoint employees in accordance with the Council’s staff structure, with the exception of the statutory officers (the posts 
of Proper Officer and Responsible Financial Officer)
	Deputy Town Clerk & RFO 

	18
	Authorise minor non-fiscal adjustments to contracts of employment and job descriptions to meet the needs of the Council
	Deputy Town Clerk & RFO

	19
	Appoint casual / temporary members of staff as needed to meet the business needs of the Council within existing budgets
	Deputy Town Clerk & RFO

	20
	Authorise additional paid hours of work for existing staff on a temporary basis to support the business needs of the Council
	Deputy Town Clerk & RFO and Head of Place

	21
	Enter into settlement agreements with employees up to a maximum of two months’ salary where this is the prudent option for the Council
	Deputy Town Clerk & RFO

	22
	Issue press releases on any Council activity, exercised in accordance with Council policy
	Deputy Town Clerk & RFO and Head of Place

	23
	Determine request for refunds/credits relating to membership, sports pitch hire, event or open space hire, beach hut hire, and concessions. This would also include amendments to hire fees based on seasonality and demand, and business interruption to a concession as a result of something that is within the Council’s responsibility
	Deputy Town Clerk & RFO

	24
	Amend/revise the representatives on Outside Bodies as and when necessary, where consensus is achieved (except at the beginning of each municipal year when this is done at the annual meeting)
	Deputy Town Clerk & RFO

	25
	In consultation with the members of the Committee Chairs Management Group (CCMG), determine appropriate meeting arrangements upon Government announcements, as required
	Deputy Town Clerk & RFO

	26
	In consultation with the relevant chairs, make amendments to the meeting timetable where justified and required, ensuring that this does not reduce the number of Full Council or committee meetings held during the municipal year
	Deputy Town Clerk & RFO

	27
	Having consulted with the Chair of Finance & General Purposes, at the year end to earmark any underspends on any appropriate budget as long as there are sufficient underspends in the overall Council budget. Any such decisions are to be communicated promptly to the Finance & General Purposes Committee
	Deputy Town Clerk & RFO

	28
	Subject to achieving email consensus (a majority of those who reply within the given timeframe) from councillors, to appoint members to committees outside of the Annual Meeting. Where email consensus is not achieved, this must be referred to Full Council for consideration.
	Deputy Town Clerk & RFO

	29
	Update the Staff Handbook as required
	Deputy Town Clerk & RFO
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