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1. Introduction 

 

Hednesford Town Council Terms of Reference and Scheme of Delegation is an 

essential document to enable the council to function efficiently and 

effectively. Without this, every decision would have to be taken by the full 

council. Decision-making powers are given to both committees and officers to 

enable the council to react to circumstances and operate effectively. 

Powers cannot be legally delegated to individual councillors or working 

groups. Working groups are ordinarily established to investigate and or review 

a particular matter then report back to the relevant committee, or council, 

with its findings, which may include recommendations. 

 

The town council has four standing committees:  

• Finance, Operations and Personnel 

• Project and Events 

• Pye Green Community Centre 

• Planning  

 

Each of the council’s standing committees has at least 3 councillors (with the 

exception of Finance, Operations and Personne committee of which all 

councillors are members)  elected by full council; non-voting members of the 

committee may be appointed from time to time, including non-councillors as 

the committee feels appropriate.  

The chief officer acts as the proper officer and will attend all meetings and is a 

member of the committees by virtue of their appointment to the role. In the 

absence of the chief officer another officer will be appointed. 

The community officer and/or project support officer will attend the 

Regeneration and Communities meeting and is a member of the committees 

by virtue of their appointment to the role.  

The responsible finance officer will attend the Finance, Operations and 

Personnel Committee meeting and is a member of the committee by virtue of 

their appointment to the role. 

The pye green community centre officer will attend the Pye Green Community 

Centre Committee meeting and is a member of the committee by virtue of 

their appointment to the role. 



 

5 
HTC  Scheme of Delegation 2026-2027 

Members of the public may be invited to attend, dependent upon the items 

for discussion.  

There must be three councillors present for the meetings to be quorate. At the 

first meeting of the council year (beginning in May) there will be the election 

of a chair and deputy chair of each standing committee, and schedule of 

meetings will be confirmed. 

Members will be summoned to attend meetings in accordance with the 

standing orders. 

Standing orders should be viewed in relation to the role of the chair and the 

conduct expected during meetings. 

Public notices of the meetings shall be published in accordance with the 

standing orders. 

Minutes including any recommendations for full council consideration will be 

recorded by the proper officer or other  officer (or as otherwise delegated by 

the chair) and circulated to all members of the committee and full council 

members. 

Standing orders should be viewed in relation to the presentation of the minutes. 

 

2. Scheme of Delegation 

 

The Council  

The following matters are to be dealt with by the Full Council: 

• Receive and approve recommendations from Committees  

• Approval of Budget and setting the Precept 

• Approval of the Annual Return and Audit of Accounts  

• Authorisation of borrowing  

• Adopting or changing all policies including Standing Orders, Financial 

Regulations, and the Scheme of Delegation  

• Making of Orders under any statutory powers  

• Making, amending, or revoking By-laws  

• Appointment of standing committees  

• Appointing council representatives to outside bodies.  

• All other matters which must, by law, be reserved to the full council.  

• Approving and adopting the council’s Strategy  

• The appointment of the Chief Officer and all staff who work under the 

Chief Officer 
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• Responses to legislative and other allied consultations, excluding those 

relating to planning which are dealt with by the Planning Committee  

• Decisions to adopt the General Power of Competence 

Dates for Full Council: 

• 30th June 2026 

• 11th August 2026 

• 29th September 2026 

• 3rd November 2026 

• 15th December 2026 

• 26th January 2026 

• 9th March 2027 

• 20th April 2027  

 

3. Committees 

 

The following matters are delegated to the council’s committees to progress 

decisions on behalf of the council. Committees are delegated plenary 

decision making powers in respect of matters delegated.  

They must be exercised in accordance with the law, the council’s standing 

orders and financial regulations and any approved policy framework and 

budget. 

The council may at any time, following resolution, revoke any delegated 

authority. Committees may decide not to exercise delegated responsibilities 

and may instead make a recommendation to the council.  

Similarly, where a committee has no delegated power to make a decision it 

makes a recommendation to council.  

 

4. All Committees  

 

• Creation and appointment to working groups.  

• Schedule and occurrence of meetings and working groups 

• Appointment of non-Councillor members to working groups, where 

they  bring additional expertise or knowledge, subject to confidentiality 

arrangements consistent with those required of councillors.  

• Report back activities to full council. 
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5. Finance, Operations and Personnel Committee  

 

All matters (except for creating council policy) relating to:  

• Review of budget position  

• Submission to the council estimates of income and expenditure of the 

council on continuing services and of payments on capital account for 

the next financial year and make a recommendation as to the 

council’s Precept  

• Consideration of annual budget request of all standing committees for 

recommendation to council  

• Checking annual review of salaries is in order  

• All personnel matters not delegated to officers  

• Authorise (or not) all incremental pay rises following staff appraisals  

• Carry out the appraisal the chief officer 

• Approve amendments in staff structure to reflect the council’s 

performance needs, so long as within budget. Any changes requiring 

additional budget require council approval  

• Consider and resolve all staff grievances in accordance with the 

Disciplinary and Grievance Policy.  

• Consider and resolve all staff appeals concerning grievance or 

disciplinary matters  

• Consider and resolve all Freedom of Information Act appeals  

• Consider and resolve appeals to decisions relating to a complaint  

• Consider all appeals against decisions where this is available within a 

policy  

• Matters properly referred from other committees within the 

requirements of standing orders  

• Review of all charges and fees made or proposed by all committees  

• Being responsible to the council for, and review the effectiveness and 

efficiency of, all services which do not fall within the province of any 

one committee  

• Consider all matters arising in relation to the boundaries of the town, 

the number of town councillors and elections of any kind within the 

town and make recommendations to the council  

• Being responsible for the council's assets, records and archives. 

• Being responsible for council’s investment properties and other 

premises owned or leased to the council (save for council properties 

reserved to other committees according to their responsibilities)  
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• Being responsible for publicity matters, including any annual report, 

and the production of any town newsletters  

• Being responsible for expenditure within the limits previously approved 

by the council 

• Approval of grant and donation awards 

• Considering and agreeing action to all internal audit reports  

• Approval of risk management strategy  

• Electoral matters  

• Recommendations for CIL spend 

 

I. The Responsible Finance Officer will attend meetings and is a 

member of the committee by virtue of their appointment to the role. 

II. To consider and if appropriate approve requests for expenditure up 

to the Chair of Council, Chair of Finance and Chief Officer’s 

authorisation level. 

III. Shall meet quarterly on the following dates: 

 

• 14th July 2026 

• 13th October 2026 

• 19th January 2027 

• 27th April 2027 

 

6. Project and Events Committee  

 

All matters (except for creating Council Policy) relating to:  

• Events (e.g. Christmas Lights, Summer Festival)  

• Being responsible for Community Consultation Strategy 

• Partnerships with stakeholders and community organisations  

• Tourism and promotion of Hednesford  

• Local business support and town centre initiatives  

• Young people and youth-focused projects  

• Heritage, arts, and cultural initiatives  

• Ceremonial and civic occasions (e.g. Remembrance Sunday)  

• Community wellbeing projects (e.g. dementia awareness, scam 

awareness)  

• Community infrastructure and devices (e.g. AEDs, SIDs)  

• Environmental and public realm improvement projects  

• Recommendations for CIL expenditure  

• Ad hoc and officer-led projects delivering measurable benefit for 

Hednesford 
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I. The community officer and/or project support officer will attend 

meetings and is a member of the committee by virtue of their 

appointment to the role. 

II. To consider and if appropriate approve requests for expenditure up to 

the chair of council, chair of finance  and proper officer’s authorisation 

level. 

III. Shall meet 3 times per year on the following dates : 

 

• 2nd June 2026 

• 6th October 2026 

• 2nd February 2026  

 

And working groups will be convened on an as and when basis as 

required 

 

7. Pye Green Community Centre Committee 

 

All matters (except for creating council policy) relating to: 

• Operational matters relating to PGCC  

• Maintenance 

• Revenue and income generation 

• Marketing and promotion of PGCC 

• Accessibility 

• Events  

• Terms and conditions 

• Recommendations for CIL spend 

 

 

• The pye green community centre officer will attend meetings and is a 

member of the committee by virtue of their appointment to the role. 

• To consider and if appropriate approve requests for expenditure up to 

the Chair of Council, Chair of Finance and Chief Officer’s authorisation 

level. 

• Shall meet bi- monthly on the following dates:  

 

• 7th July 2026 

• 1st September 2026 

• 10th November 2026 

• 12th January 2027 

• 16th March 2027 
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8. Planning Committee  

 

All matters (except for creating Council Policy) relating to: 

• Planning applications- To comment on planning applications received 

from the local planning authority  

• Develop local plan in line with aims and objectives 

• Development and review of the Neighbourhood Plan  

• Transport/ Highways considerations 

• Recommendations for CIL spend. 

 

I. To consider and if appropriate approve requests for expenditure up to 

the Chair of Council, Chair of Finance and Chief Officer’s authorisation 

level. 

II. Shall consult Chair of Committee to consider applications with site visit 

and shall call a meeting if application is contentious or needs further 

discussion 

III. Shall meet as and when required  

 

 

9. Delegation to Officers 

 

The following matters are delegated to the council’s officers to make 

decisions on behalf of the council. 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. 

The 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 the council.  

Similarly, where officers have no delegated power to make a decision, they 

report the matter to committee or the council for a decision.  

 

The chief officer shall be the proper officer of the council as defined in law. In 

addition:  

• Issue all statutory notifications 

• Receive Declarations of Acceptance of Office  

• Receive and record notices disclosing pecuniary interests  

• Receive and retain documents and plans  
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• Hold the council’s Seal and apply it to documents as approved  

• Sign notices or other documents on behalf of the council  

• Receive copies of By-laws made by the principal authority  

• Certify copies of By-laws made by the council  

• Sign summons to attend meetings  

• Ensure compliance with standing orders  

• Manage all town council staff (officers), either directly or indirectly.  

• Appoint all employees in accordance with the standing orders and  

council’s staff structure and /or budget agreement 

• Take all decisions relating to the training of councillors and staff  

• Appoint casual / temporary members of staff as needed to meet the 

business needs of the council and within existing budgets, subject to 

Member approval.  

• Manage the provision of council services, buildings, land and resources  

• Incur expenditure in an emergency up to £5,000, whether budgeted or 

not, in consultation with the chair of the council and chair of finance 

and/or chair of PGCC committee (if in relation to pye green 

community centre) 

• Act on behalf of the council in an urgent situation and report back to 

the council as soon as practical  

• Deal with dispensation requests from Members under the Code of 

Conduct  

• Deal with matters specifically delegated by council or committee  

• Authorise minor non-fiscal adjustments to contracts of employment 

and job descriptions to meet the needs of the council  

• Authorise additional hours of work for existing staff on a temporary basis 

to support the business needs of the council  

• Deal with all disciplinary matters and hearings in accordance with the 

council’s Grievance and Disciplinary Policy  

• Responsibility for the overall management of all budgets in 

accordance with council policies  

• Issue press releases on any council activity exercised in accordance 

with council policy 

• Overall responsibility for health and safety across all council owned 

sites.  

 

The responsible financial officer of the council shall be responsible for day to 

day management of the council budget as defined in law. In addition: 

• Ensure compliance with financial regulations 

• Ensure compliance with all financial procedures 
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• Determine accounting policies, records and control systems  

• Manage risk management of the council  

• Oversee the financial management of the council  

• Report to the finance, operations and personnel committee on the 

financial performance of the council  

• Oversee the management of the budget process  

• Prepare a budget for presentation to the council in consultation with 

the chief officer and chair of finance, operations and personnel 

committee 

• Complete the annual close down of the accounts system 

• Complete and review annually the council’s asset register  

• Proper administration of the council’s financial affairs  

• Report to external auditor matters under Local Government Finance 

Act 1988 s114  

• Arrange and manage the council’s insurance arrangements  

• Management of council salaries in accordance with contracts of 

employment  

• Day to day management of all employees within section or in absence 

of the chief officer 

• Matters specifically delegated by council or committee via the chief 

officer 

 

The chief officer will also oversee:  

• Day-to-day management of land, buildings, and other resources  

• Project development for consideration by relevant Committee  

• Management of maintenance contracts  

• Developing and securing of  income generating activities  

• Day-to-day management of all of the council’s human resources 

functions  

• Day-to-day management of civic functions of the council  

• Day-to-day management of all employees  

• Day-to-day management of general office administration  

• Day -to day management of the council’s social media channels 

• Overseeing Council transparency, access to information and data use 

and storage, including day to day management of Council’s website.  
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10. Working Groups 

Working groups may be formed by resolution of the council or a committee 

at any time. The work of such a working group will be decided upon at the 

time it is formed by means of a minute detailing the terms of reference.  

It  is recognised that the town council needs additional expertise, which can 

be provided by other groups. Each working group will report back with 

recommendations to the council or the committee that formed it. Refer to 

standing order 4y for reporting purposes.  

 

11. Urgent Matters  

 

In the event of any matter arising which requires an urgent decision the chief 

officer shall consult the chair of council  and chair of the finance, operations 

and personnel committee and/or chair of PGCC committee (if in relation to 

pye green community centre)  and with the concurrence of those 

member(s) shall have delegated power to act on behalf of the council in 

respect of the particular matter then under consideration. 

Before exercising the delegated powers granted above, the chief officer and 

those Members consulted shall consider whether the matter is of sufficient 

interest to justify the summoning of a special meeting of the appropriate 

committee and where a meeting is so summoned the committee concerned 

shall have delegated power to act on behalf of the council in respect of the 

particular matter then under consideration.  

Before exercising this delegated power granted above, the committee 

concerned shall consider whether the matter is of sufficient import to justify 

recommending to the chair  that a special meeting of the council should be 

called in accordance with standing orders. 

Any action taken under this standing order must recorded in writing and 

made available for inspection by any member of the council. Full details of 

the circumstances justifying the urgency and of the action taken shall be 

submitted in writing to the next available meetings of the committee 

concerned and of the council.  

In the unlikely event that town council and committees are unable to meet 

(such as in the immediate aftermath of a pandemic), the leaders of the main 

groups within the council will be consulted, in addition to the chair and chair 

of the finance, operations and personnel committee, chair and deputy Chair 

of council regarding the management of urgent matters. Councillors should 
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reference the town council’s emergency plan and business continuity plan 

for further information on appropriate responses to deal with emergencies. 

 

 

12. Limitations  

Committees and sub-committees shall, at all times, act in accordance with 

the council’s standing orders, financial regulations and this scheme of 

delegation and, where applicable, any other rules, regulations, schemes, 

statutes, bylaws or orders made and with any directions given by the council 

from time to time. 


