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FLITWICK TOWN COUNCIL 
DRAFT Minutes of the Flitwick Town Council meeting held on  

Tuesday 21st January 2025 at the Rufus Centre at 7:45pm 

 

 
Present:  
Cllr Roberts  
Cllr Snape 
Cllr Thompson  
Cllr Wilsmore 
Cllr Patterson  
Cllr Blazeby 
Cllr Hodges 
Cllr Parsons  
Cllr Earles  
Cllr Toinko  
Cllr Platt  
Cllr Harald  

 
CBCllr Ian Adams 
 
Stacie Lockey – Town Clerk & Chief Executive  
 

5745. APOLOGIES FOR ABSENCE 

 Apologies were received and accepted from Cllr Connell – work commitments.  

5746. DECLARATIONS OF INTEREST 

 To receive Statutory Declarations of Interests from Members in relation to: 

(a) Disclosable Pecuniary interests in any agenda item – no items.  

(b) Non-Pecuniary interests in any agenda item – no items.  

5747. TOWN MAYOR'S ANNOUNCEMENTS 

The Town Mayor had attended one event with the Bishop of Bedford. The Deputy Town 

Mayor had not attended any events.  

The Town Mayor thanked Sue Livens for her work during her time as a Councillor and 

wished her all the best.  

5748. Leader Update  
 

No comments.  

 

5749. REPORTS FROM WARD MEMBERS 

 A Member asked what dropped kerbs were going in at Manor Way. CBCllr Adams was 

unsure and was happy to find out and send information to the Town Clerk.   
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Members asked for clarity on the situation with the Froghall Road estate. CBCllr Adams 

confirmed that the estate had not yet been adopted, however the drains had been.  

There were complicated issues around the ownership of the ditch that was being 

investigated by CBC. Members commented that the ditch along Fry Grove smelled very 

unpleasant during the summer.   

Cllr Thompson asked for an update on the completion date for the older people's 

development on Steppingley Road and the sale of the adjacent land. CBCllr Adams 

commented that the older people's development was due to be handed over on 21st April. 

There were no further updates on the sale of the land at this time.  

CBCllr Adams advised that traffic issues on The Avenue were due to be discussed at the 

next traffic management committee, and an update would be provided in due course.  

5750. PUBLIC OPEN SESSION 

 No items.  

5751.     INVITED SPEAKER  

  No items.  

5752. MEMBERS QUESTIONS 

 Cllr Blazeby asked if Officers were aware that the light currently covered by the large tree 

in Chapel Road was not working. The Town Clerk agreed to follow this up; however 

explained that it was difficult to access because of the large, overgrown tree.    

 The Leader of the Council advised that he had been contacted by a resident recently 

about these matters and had since been in correspondence with Blake Stephenson’s 

office, who had sent a letter to UKPN detailing the issues with street lights in Chapel 

Road. UKPN had responded, stating that the work would be getting done.  

 The Town Clerk advised that a letter had been sent to the resident requesting them to cut 

back the tree, but no action had been taken. She advised that CBC were the only 

authority to be able to enforce this action.  

 The Leader advised that the other option would be for the Town Council to carry out the 

works and recharge the resident, but legal advice would need to be sought.  

 The Leader agreed to follow up on this with CBC members.  

Action: Cllr Snape/TC 

5753. MINUTES AND RECOMMENDATIONS OF MEETINGS 

a. For Members to approve the minutes of the Town Council Meeting held, on Tuesday 17th 

December 2024, this meeting was held at the Rufus Centre. 

 

It was resolved to approve the minutes of the Town Council meeting held on Tuesday 

17th December 2024, at The Rufus Centre as an accurate record.  

 

b. For Members to receive and consider the resolutions and recommendations of the 

Community Services Committee meeting, held on Tuesday 7th January 2025, this 

meeting was held at The Rufus Centre.  
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Members noted the resolutions of the Community Services Committee meeting held on 
Tuesday 7th January held at the Rufus Centre.  
 

c. For Members to receive and consider the resolutions and recommendations of the Finance 
& General Purposes Committee meeting, held on Tuesday 14th January 2025, this meeting 
was held at the Rufus Centre.  
 
Members noted the recommendations and resolutions of the Finance & General Purposes 

Committee meeting on Tuesday 14th January held at the Rufus Centre.  

 

5754. MATTERS ARISING 

a. Minutes of the Town Council Meeting held on Tuesday 17th December 2024. 

 No comments.  

b.  Members to receive any updates from Officers. 

 The Town Clerk gave a brief update on 3 Station Road; 

- Officers attended a pre-start meeting last Thursday with Marlow’s and LBC.  

- Works were due to start on 3rd February and would take approximately 13 weeks to 

complete.  

- Marlow’s would be issuing a letter to all nearby residents and businesses to let them 

know work was due to start and provide details of site contact information.  

- The site compound would be erected at the front of the building initially.  

- Officers had met with the agent to discuss marketing the site. The restaurant part would 

be marketed first, and the agent discussed some bespoke packages to attract the best 

tenants. Options and costs would be presented to Members once they have been 

received.  

  

5755.  OUTSIDE BODIES 

No items.  

5756.     ITEMS FOR CONSIDERATION 

a.  Proposed Budget 2025-26 
 
It was resolved to approve the circulated Flitwick Town Council budget for 2025-26 with a 
3% Precept rise. 

 
b. Consultation on School Admission Arrangements 2026/27 

 

 Members did not wish to respond to this consultation.  

  

c. Community Services Committee Vacancy  

Cllr Thompson commented that the Community Services Committee was currently well 

represented with good attendance records. Comments were made that given the current 

number of vacancies on the Council, vacancies on this Committee could remain so that 

any new Members would have the opportunity to fill this in the future.   

Members asked the Town Clerk if the deadline had been reached to start promoting the 

vacancies. The Town Clerk advised that the notification had been received and 

recruitment could now start.  
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Action: TC/CMM 

d. Business Improvement & Development Board Vacancy 

 Members agreed that this vacancy did not need to be filled at this time.   

 

e.  Flitwick Scout Group  

 

Members asked for clarification that this would be at no cost or time to the Council. The 
Leader confirmed this was correct, it was simply putting the Council’s name on the 
application.  
 
Members asked if the Town Clerk had received the up to date structural and asbestos 
surveys. The Town Clerk advised that these had not yet been received.  
 
Members felt that approving this approach was a good opportunity to see and support the 
plans, which otherwise the Council would not be able to do.  

  
Members asked for approximate timescales. The Town Clerk advised that she understood 
the Scout Group were almost at the point of submission, so if they did go ahead with the 
approach discussed, it was likely that the plans would be submitted to the February Town 
Council meeting.  

 
It was RESOLVED to allow the Scout Group planning application to be submitted in the 
Town Council’s name, providing a copy of the asbestos and building survey were received 
in advance, and the Council fully agreed on the plans.  

 
5757.    ITEMS FOR INFORMATION 

a.           Finance Reports 
 
 Members noted the finance reports.  
  
5758. PUBLIC OPEN SESSION 

 No items.  

5759. EXEMPT ITEMS 

 The following resolution will be moved that is advisable in the public interest that the 

public and press are excluded whilst the following exempt item issue is discussed. 

a) Confidential Report 

 

Members noted the confidential report.  

 Pursuant to section 1(2) of the public bodies (Admission to Meetings) Act 1960 Council 

resolve to exclude the public and press by reason of the confidential nature of the 

business about to be transacted. 

Meeting closed 8.15pm. 

 

 

Signed ……………………………………………. (Chairman)  
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Recommendations and resolutions of the  

Business Improvements & Development Board Committee 11th February 2025 
 

The Town Council are asked to note the RESOLUTIONS and approve the 
RECOMMENDATIONS of the BI&DB Committee 11th December 2025 

 

 

 

1590.    APOLOGIES FOR ABSENCE 

Apologies were received and accepted from Cllr Roberts – work commitment and 

Cllr Parsons – work commitment.  

1596.       MINUTES 

It was resolved to adopt the minutes of the Business Improvement & Development 

Board meeting held on Tuesday 10th December 2024, as an accurate record. 
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These Standing Orders were adopted by Council on 16th April 202417th January 2023 
and replace all previous versions, the most recent being 21st September 2021. They 
are based on model standing orders of 2018 by the National Association of Local 
Councils (NALC).  
 
Standing Orders are one of the council’s three principal governing policy documents 
providing procedural guidance for members and officers. They must be observed in 
conjunction with the council’s Financial Regulations and Standing Orders for 
Contracts. 
 
The word “councillor” is used in the standing orders and, unless the context suggests 
otherwise, includes a non-councillor with or without voting rights. 
 
INTRODUCTION 

HOW TO USE STANDING ORDERS  

Standing orders are the written rules of the council. Standing orders are essential to 

regulate the proceedings of a meeting. The council may also use standing orders to 

confirm or refer to various internal organisational and administrative arrangements. 

The standing orders of the 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 and these Standing Orders 

incorporate and reference many statutory requirements to which councils are subject. 

The statutory requirements to which this council is subject to apply whether or not 

they are incorporated in a council’s standing orders. 

The standing orders do not include model financial regulations. Financial regulations 

are standing orders to regulate and control the financial affairs and accounting 

procedures of the council. The financial regulations, as opposed to the standing 

orders of the council, include most of the requirements relevant to the council’s 

Responsible Financial Officer. The Council also operate under their Standing Orders 

for Contacts. 

NOTES 

Standing orders that are in bold type contain legal and statutory requirements. 

Standing orders not in bold are designed to help the council operate effectively but 

they do not contain statutory requirements.  

 

 

 

 

 

 

Formatted: Superscript
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1.     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 chairman 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 chairman 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 chairman of the meeting, is expressed 

in writing to the chairman.  

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 chairman 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 chairman of the 

meeting.  

k One or more amendments may be discussed together if the chairman 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 chairman 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 he 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 consider 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 chairman 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 chairman 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.  

t Excluding motions moved understanding order 1(r), the contributions or 
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speeches by a councillor shall relate only to the motion under discussion and 

shall not exceed 3 minutes without the consent of the chairman of the meeting. 

u If, at the Chairman’s discretion, urgent business is added to the Agenda, the 

item may be discussed but no formal decision may be made. The Town 

Clerk does hasve delegated authority through the scheme of delegations to 

deal with urgent matters in consultation with specific members.. 

2.      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 chairman of the 

meeting shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chairman of the meeting to moderate 

or improve their conduct, any councillor or the chairman 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 chairman 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. 

3.      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 All items of business will be set out on the agenda for all meetings and sent 

out with the summons to councillors. Members of Council or members of 

committee may make a request to the Town Clerk to include relevant items 

on agendas if relevant to the respective terms of reference. The Town Clerk 

will where possible include the requested item, however their decision is final. 

If the Town Clerk declines the request, they will notify the councillor of their 

decision and explain the reason for it. 

 e Meetings shall be open to the public unless their presence is prejudicial 



7 
 

7 
Standing Orders/DRAFT 10 MARCH 2024/FTC 

 

to the public interest by reason of the confidential nature of the 

business to be transacted or for other special reasons. The public’s 

exclusion from part or all of a meeting shall be by a resolution which 

shall give reasons for the public’s exclusion. 

 f 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. 

 g Each 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 chairman of the meeting. 

 h Subject to standing order 3(f), a member of the public shall not speak for 

more than 3 minutes and may only speak once]. 

 i In accordance with standing order 3(f), a question shall not require a 

response at the meeting nor start a debate on the question. The chairman of 

the meeting may direct that a response to a question by a member of the 

public be referred to a Councillor for an oral response or to an Officer for a 

written response. 

j During consideration of planning matters, equal opportunity shall be given to 

persons supporting applications and to persons opposing. 

 k A person, Councillor or member of the public shall raise their hand (either in 

person or via virtual access) when requesting to speak and remain seated 

when speaking.  

 l A person who speaks at a meeting shall direct their comments to the 

chairman of the meeting. 

 m Only one person is permitted to speak at a time. If more than one person 

wants to speak, the chairman of the meeting shall direct the order of 

speaking. Where there is more than one public participation section of a 

meeting, the chairman will give members of the public who have not already 

spoken priority over those who have previously spoken. 

 n Subject to standing order 3(o), 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. The Chairman should have regard if filming takes 

place, that members of the public may not wish to be filmed. This right must 

be taken up without disturbing the meeting. 

 o A person present at a meeting may not provide an oral report or oral 
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commentary about a meeting as it takes place without permission.    

 p 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.  

 q Subject to standing orders which indicate otherwise, anything 

authorised or required to be done by, to or before the Chairman of the 

Council may in his absence be done by, to or before the Vice-Chairman 

of the Council. 

 r The Chairman of the Council, if present, shall preside at a meeting. If the 

Chairman is absent from a meeting, the Vice-Chairman of the Council if 

present, shall preside. If both the Chairman and the Vice-Chairman are 

absent from a meeting, a councillor as chosen by the councillors 

present at the meeting shall preside at the meeting. 

 s 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.  

 t The chairman 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 his 

casting vote whether or not he gave an original vote. 

See standing orders 5(i) and (j) for the different rules that apply in the election 

of the Chairman of the Council at the annual meeting of the Council. 

 u 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 his vote for or against that question. Such a 

request shall be made before moving on to the next item of business on the 

agenda. 

 v 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 with the reason for absence;  

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; 
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vi. if there was a public participation session; and  

vii. the resolutions made. 

 

 

w 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 

subject to statutory limitations or restrictions under the code on his 

right to participate and vote on that matter. 

x Councillors have a duty to attend meetings 

y The quorum of the Council is 6 councillors. 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. 

Apologies should be sent directly to the Town Clerk or Deputy Town Clerk by 

email prior to the meeting. It is unacceptable for other Councillors to 

apologise on behalf of colleagues. 

i. It is the responsibility of the councillor to arrange for a nominated 

substitute to attend on their behalf which also must be notified as per 

3v(ii) above. 

ii. If a councillor is unable to attend and has not arranged for a 

nominated substitute to attend onf their behalf, the Chairman may at 

theirhis discretion agree for another councillor present at the meeting 

to substitute. 

iii. If a councillor does not attend a meeting of the Council for six (6) 

months and has not submitted a reason for long term absence that 

has been accepted by Resolution of the Council, they will no longer 

hold the office of Councillor. 

iv. In line with the Local Government Act 1972 s85 (1) & (2) apologies will 

be shown as: 

Apologies accepted, with the reason given. 

 

 

z 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 3(y) for the quorum of a committee or sub-committee 

meeting.  

 aa 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.  
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4.      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 and 

working groups as may be necessary, and: 

i. shall determine their terms of reference; and any delegation to its 

committees. 

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 clear days 

before the meeting that they are unable to attend; 

vi. shall, after it has appointed the members of a standing committee, 

 bb A meeting shall not exceed a period of 3 hours.  

bbcc Adequate breaks during long meetings are a necessity for maintaining 

attention, energy, and performance. The Chairman should offer members the 

opportunity of adjourning the meeting for a ten-minute break if a meeting is 

expected to be longer than two and a half hours.  

ccdd The statutory requirements for meetings are mainly contained in the Local 

Government Act 1972 (“the 1972 Act”) and the Public Bodies (Admission to 

Meetings) Act 1960 (“the 1960 Act”). Usually, there is a requirement for local 

authorities to hold public meetings in person with all members present in one 

place.  
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appoint the chairman of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its 

own vice-chairman at the first meeting of the committee;  

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. 

xiii. A councillor who has proposed a resolution on an agenda of a committee 

of which they are not a member must attend that Committee to explain 

their resolution and answer questions but shall not vote. The item will not 

be considered if the member requesting the resolution cannot attend. 

xiv. Any councillor is entitled to be present as a spectator at the meetings of 

any committee or subcommittee of which they are not a member, except 

if a resolution has been passed to exclude the press and public. The 

councillor may speak on an item on the Agenda with the chairman's 

permission but may not join in the debateparticipate further or vote. 

e.  Non-councillor members of Committees, Subcommittees, or Working Groups 

will be required to comply with the Council’s Standing Orders. If a Non-

Councillor member acts in a way that is contrary to the rules set out in the 

Standing Orders through disruptive or detrimental behaviour, the Council can 

remove such members from the meetings either permanently or temporarily. All 

Members should receive a copy of the associated Terms of Reference once 

elected. 

5.      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 7:45pm. 

d In addition to the annual meeting of the Council, at least three other 
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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 Chairman and Vice-Chairman of the Council. 

f All Members are eligible to be proposed as Chairman or Vice-Chairman of the 

Council 

I. The Chairman of the Town Council shall be known as the Town Mayor 

and the Vice-Chairman as the Deputy Town Mayor. 

II. The Chairman of the Town Council should serve for one year, but this 

may be varied by Resolution of the Council if circumstances are 

deemed appropriate for a longer Term of Office. 

III. The custom and practice of outgoing Town Mayor/Chairman proposing 

the Deputy Town Mayor/Vice Chairman is not mandatory.  

IV. It is preferable that the Chairman and Vice-Chairman of the Council 

have experience in Chairmanship before election to these posts. 

V. The Chairman of the Council should, during their office, involve the 

Vice-Chairman as much as practically possible. 

VI. As set out in the Civic Protocol, tIf practicable, the Vice Chairman is 

expected to attend deputise for the Town Mayor at functions that the 

Chairman isthey are unable to attend. 

g The Chairman of the Council, unless he has resigned or becomes 

disqualified, shall continue in office and preside at the annual meeting 

until his successor is elected at the next annual meeting of the Council.  

h The Vice-Chairman of the Council, if there is one, unless he resigns or 

becomes disqualified, shall hold office until immediately after the election 

of the Chairman of the Council at the next annual meeting of the Council. 

i In an election year, if the current Chairman of the Council has not been 

re-elected as a member of the Council, he shall preside at the annual 

meeting until a successor Chairman of the Council has been elected. The 

current Chairman of the Council shall not have an original vote in respect 

of the election of the new Chairman of the Council but shall give a casting 

vote in the case of an equality of votes. 

j In an election year, if the current Chairman of the Council has been re-

elected as a member of the Council, he shall preside at the annual 

meeting until a new Chairman of the Council has been elected. He may 

exercise an original vote in respect of the election of the new Chairman of 

the Council and shall give a casting vote in the case of an equality of 

votes. 
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k Following the election of the Chairman of the Council and Vice-Chairman of the 

Council at the annual meeting, the business shall include: 

i. In an election year, delivery by the Chairman 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 Chairman of the Council his 

acceptance of office form unless the Council resolves for this to be 

done at a later date. 

ii. If required, the Election of a Leader of the Council. and delivery of their 

acceptance of office forms unless the Council resolves for this to be done 

at a later date. 

iii. If required, the Election of a Deputy Leader of the Council. and delivery of 

their acceptance of office forms unless the Council resolves for this to be 

done at a later date. 

iv. To receive announcements from the Leader of the Council 

v. Confirmation of the accuracy of the minutes of the last meeting of the 

Council; 

vi. Consideration of the recommendations and resolutions made by a 

committee; 

vii. Review of delegation arrangements to committees, sub-committees, staff 

officers and other local authorities; 

viii. Review of the terms of reference for committees and working groups; 

ix. Appointment of members to existing committees; 

x. Appointment of any new committees in accordance with standing order 4; 

x.xi. Election of a Chairman to each committee. 

xi.xii. Review and adoption of appropriate standing orders, standing 

orders for contracts and financial regulations; 

xii.xiii. Review of arrangements (including legal agreements) with other 

local authorities, not-for-profit bodies and businesses. 

xiii.xiv. Review of representation on or work with external bodies and 

arrangements for reporting back; 

xiv.xv. 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. 

xv.xvi. Review of inventory of land and other assets including buildings 

and office equipment; 
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xvi.xvii. Confirmation of arrangements for insurance cover in respect of all 

insurable risks; 

xvii.xviii. Review of the Council’s and/or staff subscriptions to other bodies, 

unless this has been undertaken as part of the budget process 

xviii.xix. Review of the Council’s complaints procedure; 

xix.xx. 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); 

xx.xxi. Review of the Council’s policy for dealing with the press/media; 

xxi.xxii. Review of the Council’s employment policies and procedures; 

xxii.xxiii. Review of the Council’s expenditure incurred under s.137 of the 

Local Government Act 1972 or the general power of competence, unless 

it is to be undertaken at a meeting of the Council to approve year end 

accounts and the annual governance statement. 

xxiii.xxiv. Determining the time and place of ordinary meetings of the Council 

up to and including the next annual meeting of the Council.  

 

6.       EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES  
          AND SUB COMMITTEES 

 
a The Chairman of the Council may convene an extraordinary meeting of 

the Council at any time.  

b If the Chairman 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 chairman 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 chairman of a committee or a sub-committee does not call an 

extraordinary meeting within 7 days of having been requested to do so by 2 

members of the committee or the sub-committee, any 3 members of the 

committee or the sub-committee may convene an extraordinary meeting of the 

committee or a sub-committee.  

7.      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 3 councillors to be given to the 

Proper Officer in accordance with standing order 9, or by a motion moved in 
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pursuance of the recommendation of a committee or a sub-committee. To 

consider a previous resolution, there must have been a material change or 

further information that has come to light since the previous resolution was 

made. 

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. 

8.      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 chairman of the meeting. 

b Voting on appointments will be conducted by secret ballot. 

9.       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 

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 chairman 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 Subject to standing order 9(e) above, 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. 
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h Motions rejected shall be recorded with an explanation by the Proper Officer of 

the reason for rejection.  

10.     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; 

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.  

11.     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.  
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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. 

12.     DRAFT MINUTES  

 Full Council meetings  

 Committee meetings  

 Sub-committee meetings   

 

 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 chairman of the 

meeting and stand as an accurate record of the meeting to which the 

minutes relate.  

 d If the chairman 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 chairman of this meeting does not believe that the minutes of 

the meeting of the Council, Committee or sub Committee held on 

[date] in respect of (-----) were a correct record but their 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 
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accuracy of the minutes of a meeting, the draft minutes or recordings of the 

meeting for which approved minutes exist shall be destroyed. The approved 

minutes will be published on the Council’s website within 2 weeks of 

approval. 

 

13.    CODE OF CONDUCT AND DISPENSATIONS 

See also standing order 3(v).  

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 

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 the Town 

Clerk, or Proper Officer in accordance with the Councils Scheme of Delegation 

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 the Proper Officer before the meeting or, if this is not possible, 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 
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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. 

14.    CODE OF CONDUCT COMPLAINTS  

a Upon notification by the Unitary Council that it is dealing with a complaint that a 

councillor or non-councillor with voting rights has breached the Council’s code 

of conduct, the Proper Officer shall, subject to standing order 11, report this to 

the Council. 

b Where the notification in standing order 14(a) relates to a complaint made by 

the Proper Officer, the Proper Officer shall notify the Leader of the Council of 

this fact. The Leader shall nominate another staff member to assume the duties 

of the Proper Officer in relation to the complaint until it has been determined 

and the Council has agreed on what action, if any, to take.  

c The Council may: 

i. provide information or evidence where such disclosure is necessary to 

investigate the complaint or is a legal requirement; 

ii. seek information relevant to the complaint from the person or body with 

statutory responsibility for investigation of the matter. 

d.      Upon notification by the District or Unitary Council that a councillor or 

non-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. 

15.     PROPER OFFICER  

a The Proper Officer shall be the Town Clerk or, in their absence, the Deputy 

Town Clerk or other senior officer(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 residence or by 

email authenticated in such manner as the Proper Officer thinks 

fit, a signed summons confirming the time, place and the 
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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). 

• Publish a copy of the agenda and appropriate supporting papers on 

the Council’s website. 

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 4 days 

before the meeting confirming their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chairman 

of the Council, occasioned by a casual vacancy in his 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; 

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 



21 
 

21 
Standing Orders/DRAFT 10 MARCH 2024/FTC 

 

financial regulations; 

xiv. record every planning application notified to the Council and the Council’s 

response to the local planning authority and report this to the Council 

each month; 

xv. consider all planning applications received by the Council in accordance 

with the adopted planning guide and respond to the application on behalf 

of the Council or, for significant or controversial applications, refer to the 

next available meeting of the Council. 

xvi. manage access to information about the Council via the publication 

scheme and retain custody of the seal of the Council, which shall not be 

used without a resolution. 

c. The Town Clerk and other council officers shall have the authority and duties 
given to them under the Council's Scheme of Delegation and will report 
decisions taken under such delegation to each Council meeting.  

 
16.     RESPONSIBLE FINANCIAL OFFICER  

a The Town Clerk post has been designated as the Deputy Responsible 

Financial Officer and may deputise for the Responsible Finance Officer. 

b The Council shall appoint appropriate officer(s) to undertake the work of the 

Responsible Financial Officer if the Responsible Financial Officer and Deputy 

Responsible Financial Officer are absent. 

17.     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”. 

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 the Finance & General 

Purposes Committee Scrutiny Working Group monthly financial reports 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 month being reported and 

iii. 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 ends on 31 March, the Responsible 
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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 1 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 (or 

income and expenditure) for the year to 31 March. A completed draft annual 

governance and accountability return shall be presented to the Finance & 

General Purposes Committee Scrutiny Working Groupat 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. 

18.    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: 

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 £2530,000 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. A public contract regulated by the Public Contracts Regulations 2015 with 

an estimated value in excess of £3025,000 but less than the relevant 

thresholds referred to in standing order 18(f) is subject to the light touch 

arrangements under Regulations 109-114 of the Public Contracts 

Regulations 2015 unless it proposes to use an existing list of approved 

suppliers (Framework Agreement). 
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d. 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. the invitation to tender shall be advertised in a local newspaper and in 

any other manner that is appropriate;  

iv.iii. tenders are to be submitted in writing in a sealed marked envelope 

addressed to the Proper Officer;  

v.iv. tenders shall be opened by the Proper Officer in the presence of at least 

one Councillor after the deadline for submission of tenders has passed;  

vi.v. tenders are to be reported to and considered by the appropriate meeting 

of the Council or a committee or sub-committee with delegated 

responsibility. 

e. Neither the Council, nor a committee or a sub-committee with delegated 

responsibility for considering tenders, is bound to accept the lowest value 

tender. 

f. Where the Value of a contract is likely to exceed the threshold specified 

by the Office of Government Commerce from time to time, the Council 

must consider whether the Public Contracts Regulations 2015 or the 

Utilities Contracts Regulations 2016 apply to the contract and if either of 

those Regulations apply, the Council must comply with procurement 

rules. 

19.    HANDLING STAFF MATTERS 

a A matter personal to relating to an officer being considered by a meeting of 

Council, or HR Committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Town Clerk  

shall notify the Leader of the Council or, if they are not available, the Chairman 

of the absence occasioned by illness or other reason and that person shall 

report such absence to the HR Committee at its next meeting. The Deputy 

Town Clerk will follow the same process should the Town Clerk be unavailable. 

c The chairman of the HR Committee or, in their absence, the vice-chairman 

shall, upon a resolution, conduct a review of the performance of the Council 

officer appraisals, job descriptions and pay arrangements. The reviews and 
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appraisals shall be reported in writing and are subject to approval by resolution 

by the HR Committee. 

d The Leader and Chairman of the HR Committee shall, upon a resolution, 

conduct an annual review of the performance of the Town Clerk. The appraisal 

will be reported in writing and is subject to approval by resolution of the HR 

Committee. 

e Subject to the Council’s policy regarding the handling of grievance matters, the 

Council’s most sernior officer shall notify the chairman of the HR Committee or in 

their absence, the vice-chairman of the HR Committee in respect of an informal 

or formal grievance matter. This matter shall be reported back and progressed 

by resolution of the HR Committee, or Appeals Committee. 

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).  

h The council shall keep all written records relating to employees secure. All 

paper records shall be secured appropriately, and electronic records shall be 

password-protected and encrypted. 

i Only persons with line management responsibilities shall have access to staff 

records referred to in standing orders 19(f) and (g) above if so justified. 

j Access and means of access by keys and/or computer passwords to records of 

employment referred to in standing orders 19(f) and (g) above shall be provided 

only to employees authorised by Town Clerk or the HR Committee. 

k The Leader and Deputy Leader will not be on the Appeals Committee.  

20.    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. 

21.     RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION  

(Below is not an exclusive list).  
See also standing order 11. 
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a The Council shall have policies and procedures in place to respond to an 

individual exercising statutory rights concerning his personal data.  

b The Council shall have a written policy in place for responding to and 

managing a personal data breach. 

c 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. 

d 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. 

e The Council shall maintain a written record of its processing activities. 

22.     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 officers shall be handled in 

accordance with the Council’s policy in respect of dealing with the press and/or 

other media. 

23.     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.  Documents relating to matters reserved for the 

Town Council in the scheme of delegations should be signed by the Leader 

and the Town Mayor. Other documents should be signed by two councillors 

from the relevant standing committee, ideally including the committee 

chairman. 

b  

24.    COMMUNICATING WITH UNITARY COUNCILLORS   
 

a An invitation to attend a meeting of the Council shall be sent, together with the 

agenda, to the ward councillors of the Unitary Council representing the area of 

the Council.  

b Unless the Proper Officer or Council decides otherwise, a copy of each formal 

letter sent to the Unitary Council shall be sent to the ward councillors 

representing the area of the Council. 

25.     RESTRICTIONS ON COUNCILLOR ACTIVITIES 
 
a. Unless duly authorised, no councillor shall: 
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i. inspect any land and/or premises which the Council has a right or duty to 

inspect; or 

ii. issue orders, instructions or directions. 

26.   LEADER AND DEPUTY LEADER 

a The primary functions of the Leader and the Deputy Leader shall be to facilitate 

the definition of the Councils policy and to work with the Town Clerk to progress 

council business in accordance with the council's formal decisions. 

b The Leader and Deputy Leader are expected to act as uniting figures within the 

council, leading with influence, working with councillors and officers to build 

consensus and encouraging communication.  

c The Leader and Deputy Leader are appointed by the Council at the annual 

statutory meeting and serve for a term of two years to match the term of the 

Council. 

d The Leader and Deputy leader shall be ex-officio voting Members on all 

Standing Committees. 

e Any councillor may submit a written motion of no confidence in the Leader 

and/or Deputy Leader to the Proper Officer, which must be signed by three 

councillors.  

i. The motion will be considered at the next meeting of the Council. Should 

the motion be carried, the Leader and/or Deputy Leader will be 

immediately removed from office and a new Leader and/or Deputy 

Leader will be immediately elected in following the process set out in 

standing order 8. 

ii. Should the motion of no confidence in the Leader or Deputy Leader fall, it 

will not be possible to submit another motion of no confidence for three 

months unless the Leader or Deputy Leader are subsequently found to 

have broken the code of conduct by the Monitoring Officer of the Unitary 

Authority as detained in standing order 14. 

27.   QUESTIONS 

a A Councillor may ask the Town Mayor or Leader any question or request a 

statement on any matter related to which the Council has powers or duties or 

which affects the parish. 

b While not mandatory, written notice of the question should be submitted to the 

Proper Officer at least 3 clear working days prior to the date/time of the meeting 

to allow the delivery of an appropriate response at the meeting. 

c Every question shall be put and answered without discussion. An answer may 

take the form of: 

i. A direct oral answer 
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ii. Where the desired information is in a publication of the Council or other 

published work, a reference to that publication, or 

iii. Where the reply cannot conveniently be given orally, a written answer 

circulated later to the questioner within 10 working days. 

d Questions or statements not related to items of business on the agenda for a 

meeting shall only be asked during the part of the Council meeting set aside for 

such questions. 

e Any question or statement made by a Councillor with the consent of the 

Chairman should not exceed 3 minutes. 

 
28.   CO-OPTION 

f In the event of a co-option arising to fill a casual vacancy caused by the death, 

resignation or disqualification of a Councillor, the Council’s co-option policy 

shall apply. 

29.   GENERAL POWER OF COMPETENCE 

a Before exercising the General Power of Competence, the Council must resolve 

at a meeting of the Council and each subsequent relevant annual meeting that 

it meets the conditions in paragraph b below. 

b At the time a resolution under paragraph a is passed: 

i. The number of ordinary members of the council that have been declared 

to be elected, whether at ordinary elections or at a by-election, is equal or 

greater than two-thirds of the total number of members of the council; 

ii. The Town Clerk holds one of: the Certificate in Local Council 

Administration, the Certificate of Higher Education in Local Policy, the 

Certificate of Higher Education in Local Council Administration or the first 

level of the foundation degree in Community Engagement and 

Governance awarded by the University of Gloucestershire or its 

successor qualifications; and 

iii. The Town Clerk has completed the relevant training, unless such training 

was required for the purpose of obtaining a qualification of a description 

mentioned in paragraph b. “Relevant training” means training provided in 

the exercise of general power; or provided in accordance with the 

national training strategy for parish councils adopted by the National 

Association of Local Councils, as revised from time to time. 

30.   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. 
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b A motion to add to, 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 3 

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 chairman of a meeting as to the application of standing 

orders at the meeting shall be final. 

 

These Standing Orders were adopted on the xx/xx/xx. 

Signatures: 

Town Mayor 

 

Town Clerk 

 



* Required

Flitwick Residents' Annual Survey 2025
Welcome to Flitwick Town Council’s forth annual Residents’ Satisfaction Survey.  We want to 
hear your views on living in Flitwick; the work of the Town Council and your Councillors, and 
the services and facilities it provides.  
 
Although the Town Council is not directly responsible for dealing with some of the areas 
covered in this survey such as anti-social behaviour, we work closely with Central 
Bedfordshire Council and other agencies to highlight any issues, and to help resolve areas of 
concern.
 
Flitwick Town Council has a commitment to understanding the views, needs and wants of 
different members of our community. Information collected in the demographics section at 
the end of the survey will help the Council to deliver better services and make decisions 
based on evidence about the local population.

The survey is conducted annually and each year's results will be used to measure the Town 
Council’s performance and the progress made.  

Survey feedback will be presented in Spring 2025 and will be available through our social 
media channels and website.  Paper copies will be also be available.  

It should take approximately 5 minutes to complete. All responses are anonymous. The 
survey closes on Monday 14th April 2025.  Thank you for taking part.

Section

Very satisfied

Fairly satisfied

Neither satisfied nor dissatisfied

Fairly dissatisfied

Very dissatisfied

Overall, how satisfied or dissatisfied are you with Flitwick as a place to live * 1.



Very satisfied

Fairly satisfied

Neither satisfied nor dissatisfied

Fairly dissatisfied

Very dissatisfied

Overall, how satisfied or dissatisfied are you with the way Flitwick Town Council runs things? * 2.

Strongly agree

Tend to agree

Neither agree or disagree

Tend to disagree

Strongly disagree

To what extent do you agree or disagree that Flitwick Town Council provides value for 
money? * 

3.

A great deal

A fair amount

Not very much

Not at all

To what extent do you think Flitwick Town Council acts on the concerns of local residents? * 4.

Very well informed

Fairly well informed

Not very well informed

Not well informed at all

Overall, how well informed do you think Flitwick Town Council keeps residents about the 
services and benefits it provides? * 

5.



I speak positively of the council without being asked

I speak positively of the council if I am asked about it

I have no views one way or another

I speak negatively about the council if I am asked about it

I speak negatively about the council without being asked

On balance, which of the following statements comes closest to how you feel about Flitwick 
Town Council * 

6.

Very strongly

Fairly strongly

Not very strongly

Not at all strongly

How strongly do you feel you belong to the Flitwick area? * 7.

Very safe

Fairly safe

Neither safe nor unsafe

Fairly unsafe

Very unsafe

How safe or unsafe do you feel when outside in Flitwick after dark? * 8.

Very safe

Fairly safe

Neither safe nor unsafe

Fairly unsafe

Very unsafe

How safe or unsafe do you feel when outside in Flitwick during the day? * 9.



A great deal

A fair amount

Not very much

Not at all

How much do you trust Flitwick Town Council? * 10.

Extremely easy

Somewhat easy

Neutral

Quite difficult

Difficult

How easy is it for you to contact a Flitwick Town Councillor? * 11.

Have you used any of the the following, provided by Flitwick Town Council, in the last 12 
months… * 

12.

Yes No Can't remember

Play Parks

Green Spaces
(Millennium
Park, Manor
Park,  The
Nature Park -
Maulden Road)

Services and
support for
children and
young people

Services and
support for
older people

Council
Community
Events

The Rufus
Centre

The Hub
(Dunstable
Road)

The
Rendezvous Caf
é at the Rufus
Centre

Flitwick
Community
Fridge



How satisfied or dissatisfied are you overall with Flitwick Town Council's… * 13.

Very satisfied Fairly satisfied
Neither

satisfied nor
dissatisfied

Fairly
dissatisfied

Very
dissatisfied Don't know

Play Parks

Green Spaces
(Millennium
Park,  Manor
Park, planned
Nature Park -
Maulden Road)

Services and
support for
children and
young people

Services and
support for
older people

Community
Events

Management of
The Rufus
Centre

Management of
The Hub
(Dunstable
Road)

Management of
the
Rendezvous Caf
é at the Rufus
Centre

Support for
local
organisations

Support for
local businesses

Flitwick
Community
Fridge 





Would you like Flitwick Town Council to change the amount of resources they  devote to the 
following...
 * 

14.

Provide far more
resources

Provide more
resources

Neither more or
less

Provide less
resources

Provide far less
resources

Play Parks

Green Spaces 
(Millennium
Park, Manor
Park, The
Nature Park -
Maulden Road)

Services and
support for
children and
young people

Services and
support for
older people

Community
Events

Development of
The Rufus
Centre for wider
commercial and
community use

Development of
The Hub
(Dunstable
Road)

Development of
the
Rendezvous Caf
é at The Rufus
Centre

Support for
local
organisations
that provide
community
benefits 

Support for
local businesses

Supporting the
development
of  affordable
housing in
Flitwick 

Implementing
Environmental
improvements
to Council
operations and
services

The
development of
3 Station Road (
previously
Barclays Bank
building)

Support for
individuals,
families and
organisations
during the 'cost
of living crisis'



Definitely agree

Tend to agree

Neither agree nor disagree

Tend to disagree

Definitely disagree

To what extent do you agree or disagree that Flitwick is a place where people from different 
ethnic backgrounds get on well together?
By getting on well together, we mean treating each other with respect. * 

15.

Definitely agree

Tend to agree

Neither agree nor disagree

Tend to disagree

Definitely disagree

To what extent would you agree or disagree that people in Flitwick pull together to improve 
the local area? * 

16.

The increased
use of Flitwick
Town Square
(e.g. for
Outdoor dining,
Farmers/Craft/V
intage markets.)



Thinking about Flitwick, how much of a problem do you think each of the following are…. * 17.

A very big problem A fairly big problem Not a very big problem Not a problem at all

Thinking specifically about the environment, what actions would you like to see Flitwick Town 
Council taking to make a difference in the local area?

18.

If necessary, do you think Flitwick Town Council should consider increasing council tax in 
2025/26 to subsidise the cost of including a post office counter in the old Barclays Bank 
building development (3 Station Road)?

19.

Are there any other comments that you would like Flitwick Town Council to be aware of?20.

a) Noisy
neighbours or
loud parties

b) Rubbish or
litter lying
around

c) Vandalism,
graffiti and
other deliberate
damage to
property or
vehicles

d) People using
or dealing
drugs

e) People being
drunk or rowdy
in public places

f) Groups
hanging around
the streets 

g) Speeding
traffic

h) Poor parking

i) Dog fouling



Below 18

18 - 24

25 - 34

35 - 44

45 - 54

55 - 64

65 - 74

Over 75

What age group do you fit into from the following?21.

Woman

Man

Non-binary

Prefer not to say

Other

How would you describe your gender?22.

What is your ethnic background? Choose from one option from the 5 sections below that 
best describes your ethnic group or background.

23.

English, Welsh, Scottish, Northern Irish or British

Irish

Gypsy or Irish Traveller

Roma

Other

White24.



This content is neither created nor endorsed by Microsoft. The data you submit will be sent to the form owner.

Microsoft Forms

White and Black Caribbean

White and Black African

White and Asian

Other

Mixed or Multiple ethnic groups25.

Indian

Pakistani

Bangladeshi

Chinese

Other

Asian or Asian British26.

Caribbean

African

Other

Black, Black British, Caribbean or African27.

Arab

Other

Other ethnic group28.



FTC RESIDENTS’ SURVEY 2025
TIMELINE

JAN APRIL MAYFEB 29th AprilMARCH 

Update
Survey

Review open
ended
questions 
by 7/2

TC Meeting
18/2

Survey
included in
supporting
papers
distributed
13/2

Amend
following
meeting (if
required)

Social Media

Website 

Paper Copies

Flitwick Papers
Spring edition
- deadline for
content 3/3 
 
Published w/c
17/3

Events
Chat to
Councillor
sessions
(Venue &
Dates TBC) 

Feedback
comments  to
specific
committees
for discussion
& action

• • • •

•

•

Launch
17/3

Committee
Feedback

Consultation
Ends 14/4  

Annual
Assembly

Note:
Meeting and event dates subject to
confirmation

Presented to
Town Council

Test Survey

Generate QR
code

•

•

•

• Analyse
Results

Create Annual
Assembly
Presentation

Chat to
Councillor
sessions
(Venue &
Dates TBC)

• Presentation
on website
after event

•

•

•

•

•

•

• • Social Media

Update
promotional
materials



 

 

 

 

 

 

CENTRAL BEDFORDSHIRE COUNCIL 

 
LOCAL GOVERNMENT (MISCELLANEOUS PROVISIONS) ACT 1982 

APPLICATION FOR STREET TRADING CONSENT 

TO: The Licensing Team, Public Protection, Central Bedfordshire 
Council, Watling House, High Street North, Dunstable, Beds LU6 1LF 

I/We apply under the provisions of the above Act for a street trading 

consent. I/We submit the following particulars: 

1. a) Full name (Block capitals): 
Celal Acar 

b) Date of Birth: 
16-06-1998 

c) Trading name: 

2. a) Home address: 
405 Whaddon Way, Bletchley, MK3 7NR 

b) Telephone number: 
07468686811 

3. Will you be the sole operator of the stall/vehicle? Yes / No: Yes 

If ‘no’ how often will you operate the stall/vehicle? 

PLEASE NOTE All applicants and nominated assistants are required to submit 2 passport 
type photographs. 



If the answer to 3 is ‘no’, please give details below: 

4. Full names, addresses, dates of birth of all other people working on your stall are required: 

5. Have you, or any person associated with this application, been convicted of any offence in 
the last 10 years? Yes / No: No 

If ‘Yes’ please give details of name and offence(s) 

Court Code and date of conviction, Offence code and date of offence, Fine, penalty or 
sentence: 

6. Are there any prosecutions pending against you or any person associated with this 
application? Yes / No: 

No 



If ‘Yes’ please give details of name and offence(s) - (Alleged offence - Date of court hearing): 

7. Description of articles to be sold (Please note, a separate application must be completed 
for each stall, van, barrow etc): 

Beef Burgers 
Chips 
Chicken Shish 
Lamb Doner 
Chicken Nuggets 

8. Trading site (If this is a fixed position please give details and enclose a map): 
Station Road Flitwick Mk45 1JS 

9. Evidence you have obtained any necessary permissions to trade at your chosen site 
(e.g. if private property, the permission of the owner): 

10. How long a period of consent are you applying for - 12 months or one off (up to 2 
months): 

12 months 



11. Proposed days and times of trading: 
4pm-10.30pm 

12. a) Type of stall/vehicle and size: 
Large luton van 

 
b) Brief description of your proposed stall/vehicle (please include a colour photograph of 

the stall): 
Luton van converted in to a catering van 

Vehicle registration number (if applicable): 

13. Would you like to provide any tables or chairs for customers, please show details on the 
map you provide: No 

14. Address of premises used for storage/accommodation of stall/vehicle and, if appropriate 
food: 
405 Whaddon Way, Bletchley, MK3 7NR 

15. Do you have Public Liability Insurance in the sum of £5 million? Yes / No: 
 
 

If ‘Yes’ please enclose a copy of the policy. 

If ‘No’ give details of any Public Liability Insurance, you presently have and indicate whether 
you would be willing to obtain £5 million Public Liability Insurance: 



16. Will you be using any equipment that may give rise to complaints (e.g. generators)? 
Yes 

Generator 

17. What arrangements are there for the disposal of waste? 
Waste contract will be put in to place 

FOOD CONSENTS 

18. Please give details about your food handling experience to date (if applicable): 
Intermediate level 3 certificate in food safety 

19. a) Have you ever attended a food hygiene course offered by the local authority? 
Yes / No: 
Yes 

b) If ‘yes’ when and where? 
05 october 2016 
Eurosafety international ltd 

20. Are you at present registered with Central Bedfordshire Council as a food premises? 
Yes / No: No 

If ‘yes’ please give date of registration: 
Date of registration: 

Registration reference: 



BUSINESS INTERESTS 

21. a) Have you traded in Central Bedfordshire before? Yes / No: No 

b) If the answer to 21a is yes, please give details (Where, how long etc): 

22. a) Have you traded in any other town/city? Yes / No: 
No 

b) If ‘yes’ please give details: 

OTHER INFORMATION 

23. Please give any other details that you wish to be considered when dealing with your 
application: 



I/We declare that I/We are not under 18 years of age and I/We certify that, to 
the best of my/our knowledge and belief, the above particulars are correct. 

Any person who, in connection with an application for a street trading consent, 
makes a false statement which he knows to be false in any material respect, or 
which he does not believe to be true, shall be guilty of an offence. 

Dated .1..0./.1..2./.2..0.2..4........................ 

 

Signed Celal Acar  

 
 

I have paid the relevant fee online reference No- 
Or a fee of £ 529.10 accompanies this application. (Cheques to be made 
payable to Central 
Bedfordshire Council). 



Checklist: 
 

I have completed the application ☐ 

I have enclosed evidence of the landowner's permission   ☐ 

I have enclosed any relevant plans ☐ 

I have enclosed a photograph of the stall/vehicle ☐ 

I have enclosed evidence of Public Liability Insurance ☐ 

I have enclosed the fee or made payment online ☐ 

I have enclosed 2 passport type photographs of 
myself and others associated with this application. 

☐ 

 
Please quote reference number for online payment 

 
This form will be retained electronically by Central Bedfordshire Council to enable the 
provision of licences, registrations, consents, notices and other permissions required by 
legislation . These details may be provided to the Police, Home Office, Driver and Vehicle 
Standards Agency, Department of the Environment Food and Rural Affairs, Food Standards 
Agency, Gambling Commission, Immigration Service, Her Majesties Revenue and Customs, 
Department for Work and Pensions and other persons where there is a legal requirement or 
right to do so. Please be assured that your details will be safeguarded securely and only used 
for this sole purpose and will not be divulged to any other individuals or organisations 
without your consent. 

 
Your data will only be held for as long as is necessary or as governed by other statutory 
regulations and will be disposed of securely. 

 

If you have any questions contact the information governance team 
 

You can find out more about how data is managed at Central Bedfordshire Council by 
clicking here 



 

 
 

 

 

 

 

Flitwick Town Council 

 

Internal Audit Report 2024-25: 2nd Interim 

 

 

 
 

 

 

Sally King 
 
 

For and on behalf of Auditing Solutions Ltd 



 

Flitwick Town Council: 2024-25 

 2nd Interim  

28/01/2025 Auditing Solutions Ltd 

 

Background 

 

All town and parish councils are required by statute to make arrangements for an independent 

internal audit examination of their accounting records and system of internal control and for 

the conclusions to be reported each year in the Annual Return. Auditing Solutions Ltd 

provides this service to Flitwick Town Council. 
 

This report sets out all the work undertaken in relation to the 2024-25 financial year to date, 

during our visits on 25th September 2024 and 28th January 2025. 
 
 

Internal Audit Approach  

 

In undertaking our review for the year, we have had regard to the materiality of transactions 

and their susceptibility to potential mis-recording or misrepresentation in the year-end 

Annual Governance and Accountability Return. We have employed a combination of 

selective sampling techniques (where appropriate) and 100% detailed checks in several key 

areas to gain sufficient assurance that the Council’s financial and regulatory systems and 

controls are appropriate and fit for the purposes intended. 

 

Our programme of cover has been designed to afford appropriate assurance that the Council’s 

financial systems are robust and operate in a manner to ensure effective probity of 

transactions and to afford a reasonable probability of identifying any material errors or 

possible abuse of the Council’s own and the national statutory regulatory framework. The 

programme is also designed to facilitate our completion of the ‘Annual Internal Audit Report’ 

in the Council’s Annual Return, which requires independent assurance over several internal 

control objectives.  

 

Overall Conclusion  

 

We have therefore concluded that, based on the programme of work undertaken this year to 

date the Council has again maintained a sound, pro-active approach to risk management and 

corporate governance issues, together with the development and management of effective 

internal controls and procedural documentation. Once again pleased to acknowledge the 

quality of records maintained by the Clerk and the Finance Officer and thank them for their 

assistance, which has ensured the smooth progress of our review process.  
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Detailed Report 

Review of Accounting Arrangements & Bank Reconciliations 
 

The Council’s accounts are maintained with Rialtas accounting software reporting on an 

Income and Expenditure basis.  

 

Our objective here is to ensure that the accounting records are being maintained accurately 

and currently and that no anomalous entries appear in cashbooks or financial ledgers. To that 

end, we have:  

➢ Confirmed closing balances from 2023-24 AGAR and statement of accounts have 

been correctly brought forward to the current financial year. 

➢ Checked to ensure that a comprehensive, meaningful, and appropriate nominal coding 

schedule together with cost centres remains in place. The Council in conjunction with 

Rialtas reviewed its coding structure in the previous financial year.  

➢ Checked and agreed transactions (both receipts and payments) in the Council’s main 

Current and Business Saver account cashbooks to the relevant Barclays Bank 

statements for April 2024 and December 2024. including the daily “sweep” transfers 

to retain a level of £5,000 in the current account. 

➢ Checked and agreed the relevant bank account reconciliations for each account as of 

31st December 2024 to ensure that no long-standing, uncleared cheques, or other 

anomalous entries exist.  

➢ Confirmed with officers the arrangements for backing up the computer system. 

➢ Reviewed the process for the approval of grants and donations (where no invoice is 

appropriate) and that they have been approved for payment by members under the 

correct expenditure code. The Council has resumed issuing grants for the 2024-25 

financial year after suspending the previous year. 

 

We are pleased to report that no matters have arisen in this area of our review process to 

date warranting formal comment or recommendation. Further work in this area will be 

undertaken in this area at our final visit. 

 

 

Review of Corporate Governance 
 

Our objective here is to ensure that the Council has a robust regulatory framework in place; 

that Council and Committee meetings are conducted in accordance with the adopted Standing 

Orders; those financial transactions are made in accordance with the extant Financial 

Regulations and that we have a reasonable chance of identifying any actions of a potentially 

unlawful nature that have been or may be considered for implementation. Consequently, we 

have: - 

 

➢ Commenced examination of the minutes of the Full Council and its various Standing 

Committees for the year to November  2024 to ensure that no issues affecting the 

Council’s financial stability exist in the short, medium, or long-term, also that no legal 
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issues appear to be in existence whereby the Council may either be considering or 

have taken decisions that might result in ultra vires expenditure being incurred. 

 

➢ We note that the Council have reviewed and readopted Standing Orders at its meeting 

held on 19th March 2024 (minute ref. 5608 d.); they are scheduled to be reviewed 

again before the end of the financial year. 

➢ Financial Regulations were reviewed at the meeting held on 20th February 2024 

(minute ref. 5593 d.); again, they will be reviewed before the end of the financial 

year. 

➢ We have reviewed the external auditor’s report, issued since our last visit; to confirm 

they are raising no matters regarding the Councils accounts and governance. 

 

Conclusions  

 

We are pleased to report that no issues have been identified in this area, warranting 

further comment. 

 

Review of Expenditure 

 

Our aim here is to ensure that, in addition to confirming that sound financial control 

procedures are in place: -  

 

➢ Council resources are released in accordance with the Council’s approved procedures 

and budgets. 

➢ Payments are supported by appropriate documentation, either in the form of an 

original trade invoice or other appropriate form of document confirming the payment 

as due and / or an acknowledgement of receipt, where no other form of invoice is 

available. 

➢ An official order has been raised for all purchases and service delivery where one 

would be expected. 

➢ All discounts due on goods and services supplied are identified and appropriate action 

taken to secure the discount. 

➢ The correct expense codes have been applied to invoices when processed.  

➢ There is a satisfactory process for the approval of grants and donations (where no 

invoice is appropriate) and that they have been approved for payment by members 

under the correct expenditure code; and 

➢ VAT has been appropriately identified and coded to the control account for periodic 

recovery. We note that the Council continues to engage the services of a VAT 

consultant to conduct a review of VAT management on annual basis. 

➢ We have reviewed this area selecting a test sample for compliance with the above 

criteria comprising all payments individually more than £5,000 plus every 50th 

cashbook transaction, irrespective of value for the financial year. Our test sample 

comprised of 37 payments, totalling £547,277.09 of non-pay expenditure to 

December 2024, with all the above criteria met.  
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Conclusion 

 

We are pleased to report that no matters have arisen in this area of our review process to 

date warranting formal comment or recommendation. Further work in this area will be 

undertaken in this area at our final visit. 

 

 

Assessment and Management of Risk 
 

Our aim here is to ensure that the Council has put in place appropriate arrangements to 

identify all potential areas of risk of both a financial and health and safety nature, whilst also 

ensuring that appropriate arrangements exist to monitor and manage those risks to minimise 

the opportunity for their coming to fruition.  

➢ Noted that the Corporate Risk Register has been reviewed and readopted at the Town 

Council meeting held on 17th September 2024 (minute ref. 5696 g).  

➢ Reviewed the Council’s insurance policy underwritten by Aviva which commenced in 

September 2024 noting that it includes public liability cover of £10 million and 

employers’ liability cover of £10m. 

 

Conclusions 

 

We are pleased to report that no issues have been identified in this area warranting further 

comment. 

 

Review of Income 
 

In considering the Council’s income streams, we aim to ensure that robust systems are in 

place to ensure the identification of all income due to the Council from its various sources; to 

ensure that the income is invoiced in a timely manner and that effective procedures are in 

place to pursue recovery of any outstanding monies due to the Council.  

 

In addition to the annual precept the Council has a variety of income sources arising mainly 

from the Rufus Centre lettings and rentals, allotment income, café, cemetery fees, also the 

letting of sports pitches, grants, and bank interest.   

 

The Allotments are managed using Rialtas software, there are 2 sites containing 58 plots. 

New tenancy agreements are issued each year along with the invoices and chased if not 

returned with payment. As the invoices were only issued in January the level of outstanding 

debt will be examined at our final visit. We are pleased to note that the Council reviews 

allotment fees on an annual basis. 

 

The Council manages the Cemetery income stream using the Rialtas software module. On our 

second interim visit we examined the Cemetery income procedures included the Burials 

Register and Exclusive Rights of Burial records, examining a sample of entries relating to 

each area for April to December 2024 to ensure that each is supported by all relevant and 

legally required documentation and that the appropriate fees have been levied in accord with 

the published scales and recovered within a reasonable period.  
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Conclusions   

 

We are pleased to report that no matters have arisen in this area of our review process to 

date warranting formal comment or recommendation. Further work in this area will be 

undertaken in this area at our final visit. 

 

Petty Cash Account & Credit Cards 
 

We are required, as part of the annual Internal Audit Certification process in the Annual 

Return, to indicate the soundness of controls in this area of the Council’s financial activities. 

The Council has an imprest style petty cash scheme it also holds floats for various activities. 

We confirmed this was within the limits set in Financial Regulations and confirmed controls 

over access to the safe where the money was kept. A physical check of cash held was 

undertaken at our visit on 28th January 2025. 

 

The Council uses a Barclaycard, and we are pleased to note that robust procedures are in 

place including provision of receipts and reconciliation of the statements. As part of our 

payment review, we examined the April 2024 Barclaycard reconciliation, with no issues 

arising. 

 

We are pleased to note that receipts are attached to the invoices received from the fuel card 

supplier.  

 

Conclusion 

 

We are pleased to report that no issues have been identified in the areas examined 

warranting further comment.  

 

Investments and Loans 
 

Our objectives here are to ensure that the Council is investing “surplus funds”, be they held 

temporarily or on a longer term basis, in appropriate banking and investment institutions and 

that the Council is obtaining the best rate of return on the funds held, with any interest earned 

brought to account correctly and appropriately in the accounting records, also that any loan 

repayments due to or payable by the Council are transacted in accordance with the relevant 

loan agreements.  

 

We are pleased to note the Council has a Treasury Management policy in situ. 

 

During our visits we test repayments of PWLB loans as recorded in the Council’s accounts to 

independent PWLB statements.  We have agreed the repayments to the bank statements as in 

relation to our work on accounting and bank reconciliation.  

 

Conclusions 

We are pleased to report that no matters have arisen in this area of our review process to 

date warranting formal comment or recommendation. Further work in this area will be 

undertaken in this area at our final visit ensuring the correct repayments and loan 

balances are recorded on the AGAR. 
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Asset Register 
 

The Governance and Accountability Manual requires all councils to develop and maintain a 

register of assets identifying detail of all land, buildings, vehicles, furniture, and equipment 

owned by the Council.   

 

We are pleased to note that the Council holds a detailed asset register updated which will be 

maintained and updated “in house” for the 2024-25 financial year. Work is being undertaken 

to transfer the Asset Register to the Rialtus software module by the end of the financial year. 

 

Conclusion  

 

 We are pleased to report that no matters have arisen in this area of our review process to 

date warranting formal comment or recommendation. Further work in this area will be 

undertaken in this area at our final visit. We will also ensure appropriate recording of the 

assets in the AGAR. 

 

 

 



Motion to request that Flitwick Town Council ceases using the Twitter/X 
platform due to incompatibility with its commitment to diversity and inclusion. 
 
Proposed By: Cllr. Andy Snape 
 
Date: 9th February 2025. 
 
Summary 
This motion requests that Flitwick Town Council suspend its official presence on 
Twitter/X due to the platform's ongoing actions and policies, which have become 
increasingly inconsistent with our commitment to equality, diversity, and inclusion 
(EDI). 
 
Background 
Public authorities have a legal responsibility to uphold and promote Equality, 
Diversity, and Inclusion (EDI) principles in all areas of their operations.  
 
Continued involvement with Twitter/X, a platform that has become increasingly 
associated with hate speech, intolerance, and bigotry, undermines these values. 
Despite claims of moderation, Twitter/X has consistently failed to adequately address 
harmful content that targets marginalised groups based on race, gender, sexuality, 
religion, and other protected characteristics. This creates a hostile online 
environment that contradicts the inclusive, respectful atmosphere public authorities 
strive to foster in society. 
 
All social media platforms have varying levels of issues. However, Twitter/X is owned 
by Elon Musk, a man who recently appeared to give a back-to-back fascist-style 
salute during the celebrations of Donald Trump's US presidential inauguration, 
making our use of the platform untenable. 
 
Public authorities are entrusted with creating safe, accessible spaces for everyone. 
By maintaining a presence on a platform where discriminatory behaviour is prevalent 
and unregulated, they risk legitimising or indirectly supporting the harmful narratives 
that thrive there. This is inconsistent with EDI commitments and erodes public trust 
in our dedication to these values. 
 
Furthermore, public authorities have a duty of care towards their staff, stakeholders, 
and the communities they serve. Exposure to hate speech and harassment can have 
severe psychological impacts, creating barriers to participation, especially for 
individuals from vulnerable or underrepresented groups. 
 
By disengaging from Twitter/X, public authorities can send a clear message that they 
will not support platforms that fail to protect users from abuse and bigotry. This 
decision would affirm their commitment to safeguarding equality, promoting diversity, 
and ensuring inclusivity in every aspect of their work. 
 
Proposal 
Flitwick Town Council immediately ceases all official activity on Twitter/X, including 
posting content, engaging with users, and maintaining official accounts associated 
with this authority. All references to Twitter/X will be removed from flitwick.gov.uk and 
therufuscentre.co.uk, as well as all future publicity material. 



Flitwick Town Council CURRENT YEAR: 2024-2512/02/2025
15:28 Balance Sheet as at 31st January 2025

31st March 2023 31st March 2024
Fixed Assets Cost of Asset Depreciation Net ValueNet Value

0 0 0 0
Long Term Assets

0 0

0 0
Current Assets

35,906 DEBTORS 79,287
447 Burial Grounds & Cemetries 2,581

0 VAT Control Account 62,470
39,477 PREPAYMENTS 3,303
5,345 Mthly Business Prepays 21,628

47,844 PrePayment for Land Sale 53,194
4,733 Accrued Income 0
3,886 Stock Held - Bar 3,559
4,953 Stock Held - Food 5,610
5,018 Current Bank Ac Barclays 009 5,259

136,295 Barclays Business Reserve 106 92,647
1,000 PDQ Account 1,021

41,209 Tenants Deposits Account 44,921
400 Petty Cash Control (YE) 400
400 Float - Main Safe (YE) 400
400 Float - Cafe Safe (YE) 400

15 Float - Reception Safe (YE) 15
80 Float - Cafe Till Drawer 80

1,020,800 CCLA Deposit Fund 1,379,095
1,348,208 1,755,871

Total Assets1,348,208 1,755,871
Current Liabilities

8,693 DEBTORS Control: Functions 9,157
1,902 VAT Control Account 0

0 Barclaycard 1,349
23,904 CREDITORS 116,702
8,493 ACCRUAL - Loan Interest (YE) 0

18,438 ACCRUALS (YE) 0



Flitwick Town Council CURRENT YEAR: 2024-2512/02/2025
15:28 Balance Sheet as at 31st January 2025

31st March 2023 31st March 2024
18,645 PAYE/NIC Due 15,889
11,886 LGPS Pension Control 12,374
2,619 NEST Pension Control 2,923
2,973 Income in Advance (YE) 0
5,009 Past Yr TM Charity (YE) 0
1,591 Past Yr TM Allow & Civic Recep 0

45,751 Tenants Rent Deposits 45,896
1,500 Refundable Deposits: Functions 0

963 Barclaycard Year End balance 0
152,369 204,290

Total Assets Less Current Liabilities1,195,839 1,551,582
Long Term Liabilities

0 0

Total Assets Less Long Term Liabilities1,195,839 1,551,582
Represented By

453,445 GENERAL RESERVE 628,716
0 Proud AF Picnic 100

106,432 Central Project Fund 91,664
3,704 EMR Election Costs 0

0 EMR Nature Park Annual Grant 10,738
500,000 EMR Do Not Spend Ops Reserves 500,000

6,457 EMR IT Equipment Provision 3,232
0 EMR Oral History Equipment 250

25,088 EMR Allotments 17,494
13,160 EMR Cost of Living 13,160
57,050 EMR Steppingley Rd Legal Fees 57,050

0 EMR 3 Station Road Development 132,180
0 EMR Rufus Capital Works (4130) 19,442

3,000 EMR Community Events 0
14,600 Capital Receipts Reserve 0
1,687 PROJ - Nature Park 0

722 PROJ - Flitwick Town Sq Defib 722
3,800 PROJ - Heritage Website 3,800
2,000 PROJ - Rural Match Fund Bench 2,000

524 PROJ - Lockyer Suite Works 0
800 PROJ - Hub Car Pk Delineation 0

3,370 PROJ - Office Room 28 Refurb 0



Flitwick Town Council CURRENT YEAR: 2024-2512/02/2025
15:28 Balance Sheet as at 31st January 2025

31st March 2023 31st March 2024
0 PROJ - Replacement Windows 7,120
0 PROJ - Nature Park Planning 3,314
0 PROJ - Burial Ground Wall 500
0 PROJ - Skate Park Extension 60,100

1,195,839 1,551,582

and reflects its Income and Expenditure during the year.
The above statement represents fairly the financial position of the authority as at 31st January 2025

 ________________________________    Date : ___________________

________________________________     Date :____________________

Signed : Chairman
Signed : Responsible Financial 



FTC Projects Review 2024-25  
Last Updated: 31 January 2025

Roll Over Balance (24/25 only)  

Previous Year's Committee Spend (24/25 only)  Accepted Project budget variance at 5%. 

(315) Central Project Fund All projects now managed through individual EMRs with budgets drawn from CPF

1176/110 (1st Instal £27,837.50 rec'd April 24 & 2nd instal £27,837.50 received Sep 24)

800s

(315) Central Project Fund Working balance (315) less 2nd precept instal (Oct)= £63,826

Project 

Code
N/C  Committee 

 Minute 

Ref 

 Project 

Start 

Date 

 Whole 

Project 

Funds 

Committed  

 Previous 

Year's 

Project 

Spend 

 24/25 

Opening 

Project 

Balance 

GRANT 

Received 

24/25 

Project 

Spend to 

Date

Overspend 

Funded by 

CPF

Underspend 

Returned to 

CPF

TOTAL 

Approved 

Grants/ 

Funding

24/25 Actual 

Funds 

Received 

Grants/ 

Funding Budget 

Remaining

Comments

800
4212

110
Community Del. Auth Apr-21 3,000£         1,313£     1,687£      10,490£      12,177£      -£             0% 283,385£        10,490£       272,895£    

S106 remaining: Phase 1 £7,106.89, Phase 2 £274,728 & Plans 

£1,550 (CBC to be invoiced for S106 once works completed). SL 

7/9/22. Planning Consultant RCF approved July 23. 

Jan 25 : CPF Fund & 24/25 Grant Instal complete. Outstanding 

approved grant fund (£272,895) not yet claimed. No further CPF 

spend committed. 

801
4819

110
Community 5213d Feb-22 1,770£         1,048£     722£          -£             -£             722£            41%

Defib Purchased and installed March 2024. Further costs 

anticipated due to possible relocation fees. 

802
4823

110
Corporate 

753a

5252a)i
Jun-23 3,800£         -£          3,800£      -£             -£             3,800£         100%

803
4837

110
Community 5226e Mar-22 2,000£         -£          2,000£      -£             -£             2,000£         100%

Resolution made at Council March 2022 confirmed March 2023 

to be match funded by CBC - amount TBC

804
4849

110
Business 5565g ii Dec-23 48,655£      48,131£    524£          -£             2,239£         1,715£        -£             0%

Overspend is within accepted 5% tolerance.

PROJECT CLOSED June 24

805
4851

110
Community 5605b Mar-24 800£            -£          800£          -£             645£            155£             -£             0% PROJECT CLOSED August 24

806
4852

110
Business 5608j Mar-24 3,370£         -£          3,370£      -£             3,370£         -£             0% PROJECT CLOSED June 24

807
4850

110
Business 5608L Mar-24 3,560£         -£          3,560£      -£             3,560£         -£             0% PROJECT CLOSED July 24

808
4853

110
Community 5622c Apr-24 23,673£      23,673£    -£             20,359£      3,314£         14%

809
4854

110
Community 5622e Apr-24 16,127£      16,127£    -£             15,627£      500£            3%

810
4855

110

Business / 

Community
5661gii3 Jun-24 2,500£         2,500£      8,150£         10,649£      1£                 -£             0% 8,150£           8,150£         -£             

£1,650 from TM Charities via Ward Councillors - received

£6,500 Hubbub Grant Funding - received 

PROJECT CLOSED January 25

811
4856

110
Business 5661gii2 Jun-24 2,621£         2,621£      -£             2,539£         82£               -£             0% PROJECT CLOSED August 24

812
4857

110
Business 5661gii1 Jun-24 4,472£         4,472£      -£             4,472£         -£             0% PROJECT CLOSED July 24

813
4858

110
Community 5681gi Jul-24 1,453£         1,453£      -£             1,453£         -£             0% PROJECT CLOSED October 24

814
4859

110
Community 5681gii Jul-24 9,600£         9,600£      64,900£      14,400£      60,100£       626% 64,900£         -£             64,900£       

£38,400 match funding from CBC UKSPF Community Grant

£26,500 from CBC S106 Funding

815
4860

110
Business 5696ei Sep-24 8,521£         8,521£      -£             8,521£         -£             0% PROJECT CLOSED October 24

68,967£    1,715£        238£             

119,335£                                        

12,903£                                          

Opening Balance 106,432£                               

PLUS 2024/25:   Agreed CPF Precept Funding 55,675£                                         

Project Description 
Project Commitment 

Remaining YTD

LESS:    24/25 Projects Opening Balance 68,967£                                          

LESS Projects Overspend 1,715£                                            

PLUS Projects Underspend 238£                                                

YTD Funds Available 91,664£                     

PROJECT Details Project Details 24/25 FUNDING Details

O
n

go
in

g 
P

ro
je

ct
s

Proj - Nature Park

Proj - Flitwick Town Sq Defib

Proj - Heritage Website 

Proj - Rural Match Fund Benches

Proj - Lockyer Suite Works 

Proj - Hub Car Park Delineation

Proj - Office Room 28 Refurb 

Proj - Replacement Windows 

N
EW

 P
ro

je
ct

s:
  2

02
4/

25

Proj - Nature Park Planning

Proj - Burial Ground Wall 

Proj - Stocksfield Refurb 

Proj - Café IT Station

Proj - Café Dishwasher 

Proj - Road Closure Signage 

Proj - Skate Park Extension 

Proj - Rufus Centre CCTV
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