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1. Introduction
1.1 This Scheme of Delegation sets out those powers and duties delegated by Cheddleton Parish Council to the Clerk and Responsible Financial Officer.
1.2 Delegation is necessary for the efficient day-to-day operation of the Council and to avoid routine matters having to be referred to meetings.
1.3 All delegated powers shall be exercised in accordance with:
a) The approved budget.
b) The Council's Standing Orders.
c) The Council's Financial Regulations.
d) The Council's adopted policies.
e) Statutory requirements and guidance.
1.4 All delegated powers shall be deemed to be exercised on behalf of and in the name of Cheddleton Parish Council.

2. Extent of Delegation
2.1 Nothing within this Scheme shall prevent the Council from exercising any power or duty delegated to the Clerk.
2.2 The Clerk may undertake anything reasonably necessary or incidental to the exercise of delegated powers.
2.3 Actions undertaken under delegated authority shall be reported to the next appropriate meeting where necessary.

3. General Administration
The Clerk is authorised to:
3.1 Implement decisions and resolutions of the Council and its Committees.
3.2 Sign documents, agreements and correspondence necessary to give effect to Council decisions.
3.3 Respond to routine correspondence and enquiries.
3.4 Manage Council records and archives.
3.5 Act as Proper Officer and Responsible Financial Officer.
3.6 Administer Freedom of Information requests.
3.7 Administer Data Protection requirements.
3.8 Represent the Council at meetings, consultations and public inquiries where authorised or necessary.
3.9 Obtain legal, financial, technical and professional advice where required.

4. Financial Matters
The Clerk is authorised to:
4.1 Pay invoices and accounts properly incurred.
4.2 Operate the Council's banking arrangements.
4.3 Maintain the Asset Register.
4.4 Administer insurance policies and claims.
4.5 Arrange quotations and tenders in accordance with the Financial Regulations.
4.6 Instruct expenditure within approved budgets.
4.7 Prepare accounts and budgets for consideration by the Council.
4.8 Arrange internal and external audits.
4.9 Recover debts owing to the Council.

5. Contractor Management
The Clerk is authorised to:
5.1 Manage the day-to-day relationship with contractors.
5.2 Instruct routine works and maintenance within approved budgets.
5.3 Arrange quotations and tenders where required.
5.4 Monitor contractor performance.
5.5 Arrange meetings with contractors where necessary.
5.6 Liaise with insurers, consultants and professional advisers.
5.7 Report significant matters to the next appropriate meeting.

6. Property and Asset Management
The Clerk is authorised to:
6.1 Manage the Council's land, buildings and assets.
6.2 Arrange repairs and maintenance.
6.3 Arrange inspections, servicing and compliance requirements.
6.4 Arrange annual gas safety inspections.
6.5 Arrange electrical inspections and testing.
6.6 Arrange fire safety inspections and servicing.
6.7 Arrange Legionella monitoring.
6.8 Arrange tree inspections and surveys.
6.9 Arrange any other statutory or recommended inspections.
6.10 Obtain quotations where appropriate.
6.11 Where practicable, obtain a minimum of two quotations in accordance with the Council's Financial Regulations.
6.12 Report works instructed and undertaken to the next meeting of the Council or Committee.

7. Playgrounds
The Clerk is authorised to:
7.1 Arrange routine and annual playground inspections.
7.2 Arrange independent inspections and risk assessments.
7.3 Arrange repairs required to maintain equipment in a safe condition.
7.4 Obtain quotations for repairs and replacement equipment in accordance with the Financial Regulations.
7.5 Temporarily close equipment or playgrounds where there is an immediate safety risk.
7.6 Instruct emergency repairs where necessary.
7.7 Report inspections and works undertaken to the next Council/ committee meeting.

8. Community Centre and Facilities
The Clerk is authorised to:
8.1 Manage bookings and day-to-day operation of Council facilities.
8.2 Manage licences and agreements relating to Council premises.
8.3 Arrange routine maintenance and repairs.
8.4 Liaise with tenants, hirers and users of Council facilities.

9. Burial Grounds
The Clerk is authorised to:
9.1 Administer burial records.
9.2 Approve interments and memorial applications in accordance with the Council's Cemetery Regulations.
9.3 Arrange maintenance and inspections.

10. Website and Social Media
The Clerk is authorised to:
10.1 Manage and maintain the Council website and social media platforms.
10.2 Publish information promoting Council activities and services.
10.3 Remove comments, posts or content which are unlawful, defamatory, abusive, offensive, discriminatory, misleading, spam or otherwise contrary to Council policies.
10.4 Restrict, block or ban users from Council social media platforms where necessary.
10.5 Report significant actions to the next appropriate meeting.

11. Elections and Democratic Services
The Clerk is authorised to:
11.1 Sign and submit election documentation where required.
11.2 Approve poll card proofs and associated election documents on behalf of the Council.
11.3 Administer meetings and democratic processes.
11.4 Publish notices and agendas in accordance with legislation.

12. Planning and Footpaths Matters
12.1 Planning applications and footpath matters shall normally be considered by the Planning and Footpaths Committee.
12.2 Where a consultation deadline falls before the next scheduled meeting, the Clerk shall circulate the application and relevant information to members of the Planning and Footpaths Committee and the Chair by email.
12.3 Where no objections or concerns are raised, the Clerk, in consultation with the Chair of the Planning and Footpaths Committee, may submit a response of "No Objection".
12.4 Where an objection, concern or request for further consideration is received, the Clerk, in consultation with the Chair, shall arrange an Extraordinary Meeting wherever practicable.
12.5 Any comments submitted under delegated arrangements shall be reported to the next ordinary meeting of the Planning and Footpaths Committee.

13. Grants and Funding
The Clerk is authorised to:
13.1 Apply for grants and external funding where there is an identified Council or community need and where the project falls within the powers of the Council.
13.2 Accept grant offers where timescales do not permit prior Council approval, subject to reporting to the next meeting.
13.3 Administer grant-funded projects.

14. Health and Safety
14.1 The Clerk is authorised to oversee the discharge of the Council's responsibilities under the Health and Safety at Work etc. Act 1974 and associated legislation.

15. Urgency and Emergency Powers
15.1 In cases of urgency or emergency, the Clerk, in consultation with the Chair and Vice-Chair where practicable, is authorised to act on behalf of the Council.
15.2 This includes emergency works required to protect persons, property or Council assets.
15.3 Any action taken shall be reported to the next meeting of the Council.

16. Legal Proceedings and Professional Advice
The Clerk is authorised to:
16.1 Seek legal, financial, HR and other professional advice.
16.2 Liaise with insurers and solicitors.
16.3 Recover debts and protect Council property.
16.4 Implement decisions of the Council and execute documents arising from those decisions.

17. General Administrative Powers
17.1 The Clerk shall have delegated authority to undertake all routine administrative functions necessary for the efficient day-to-day management of the Council and to implement decisions made by the Council and its Committees.

18. Review
18.1 This Scheme of Delegation shall be reviewed annually by Cheddleton Parish Council or sooner if legislation or operational requirements dictate.

Adopted by Cheddleton Parish Council on: __________________
Minute Reference: __________________
Signed: ___________________________
Chair of Cheddleton Parish Council
Date: __________________
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