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1. Introduction 
 
This Scheme of Delegation outlines the responsibilities and decision-making processes within 
Bray Parish Council, ensuring efficient governance, accountability, and transparency through 
appropriate delegation of authority.  
 
Under Section 101(a) of the Local Government Act 1972, the Council has the power to arrange for 
the discharge of its functions to a committee, sub-committee, or officer of the authority. This 
scheme reflects the Council’s use of that power and defines the framework within which Council 
Officers and Committees operate. The Parish Council does not have the power to delegate a 
decision to an individual Councillor. 
 
Delegation of certain decisions is essential for the effective operation of the Council, which 
manages a range of services and assets. While Members collectively make policy decisions 
through Full Council and its Committees, no individual Member, or informal grouping of Members, 
holds authority to act or instruct Officers or contractors. Officers are responsible for advising 
Members on policy matters and ensuring those policies are carried out in accordance with the law, 
Council policies, and approved budgets.  
 
The Scheme sets out:  
 

• The roles and responsibilities of Officers and Committees 
• The specific circumstances in which functions of the Parish Council can be delegated. 
• The importance of operating within the Council’s strategic goals and legal obligations.  
 
Day-to-day management of Council operations rests with the Clerk, who may nominate another 
named Officer or professional to carry out delegated duties.  All delegated powers must be 
exercised in accordance with the Council’s Standing Orders, this Scheme, and any other relevant 
policies or conditions imposed by the Council. Any deviation from this Scheme must be reported 
to the Council at the earliest opportunity, with an explanation of the circumstances. 
 
This Scheme will remain in force on an ongoing basis and will be reviewed annually, or sooner if 
required, to ensure it remains current and effective. 
 
2. Roles and Responsibilities  
 
2.1 Council  

 
The following matters are reserved to the Council for decision, notwithstanding that the 
appropriate Committee(s) may make recommendations thereon for the Council’s consideration. 
 

• Appointment of the Chair and Vice-Chair.  
• Approving the annual budget and setting the Precept. 
• Approving the annual return, and internal audit reports. 
• Approving all expenditure not otherwise delegated to a committee or officers, in 

accordance with the Financial Regulations. 
• Authorising all borrowing. 
• Making, amending or revoking Standing Orders, Financial Regulations, or this Scheme of 
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Delegation or Policy framework. 
• Making, amending or revoking By-laws. 
• Making of Orders under any statutory powers. 
• Establishing committees and determining their terms of reference and membership. 
• Appointing or co-opting to a committee or sub-committee of a person not a member of the 

Council or the committee. 
• Appointing or nominating representatives of the Council to outside bodies. 
• Creating, approving or reviewing a neighbourhood plan. 
• Any proposed new undertakings. 
• The decision to prosecute or defend in a court of law. 
• Nomination or appointment of representatives of the Council at any inquiry on matters 

affecting the Parish, excluding those matters specific to a committee. 
• Granting of Honorary Freedom. 
• To make decisions on the use of CIL or s106 funds. 
• Appointment and dismissal of the Clerk. 
• Confirming eligibility to exercise the General Power of Competence. 
• All other matters which must by law, be reserved for Full Council. 

 
2.2 Proper Officer (Clerk) 

 
The Clerk is employed by the Council under section 112 (1) of the Local Government Act 1972 and 
is required to be independent, objective and professional at all times.  

 
The Clerk serves the Council as a Corporate Body and is answerable to that body, rather than to 
any individual councillor or group of councillors.  

 
The Clerk shall be the Proper Officer of the Council and as such is responsible for all statutory 
duties imposed, specifically:  

 
• To receive declarations of acceptance of office.   
• To receive and record notices disclosing personal and prejudicial interests.   
• To receive and retain plans and documents.   
• To sign notices or other documents on behalf of the Council.   
• To receive copies of by-laws made by the unitary authority.  To certify copies of by-laws made 

by the Council.   
• To sign summonses to attend meetings of the Council.   

 
In addition, the Clerk has the delegated authority to undertake the following matters on behalf of 
the Council:  

 
• The day-to-day administration of services, together with routine inspection and control of 

assets and procedures.  
• Day-to-day supervision and management of all staff employed by the Council.  
• Authorisation of routine expenditure within the agreed budget.  
• Expenditure up to £500. 
• Emergency expenditure up to £1,000.  

 
In the absence of the Parish Clerk due to sickness or holiday, responsibilities may be 
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delegated to an appropriate officer by Full Council or relevant Committee. 
 

2.3 Responsible Financial Officer (RFO) 
 

The Responsible Financial Officer to the Council, appointed in accordance with Section 151 of the 
Local Government Act 1972, shall be responsible for the Council’s accounting procedures in 
compliance with the Accounts and Audit Regulations in force at any given time, and is responsible 
for all statutory duties imposed which include:  
 
• Financial Administration: Maintaining accurate, up-to-date financial records and accounts to 

ensure legal compliance. 
• Budget & Precept: Preparing the annual budget, monitoring expenditure, and calculating the 

necessary precept. 
• Audit Preparation: Preparing records for both internal and external audit purposes. 
• Payments & payroll: Processing invoices, settling accounts within deadlines, and ensuring 

compliance with HMRC PAYE rules for salaries and expenses. 
• Financial Reporting: Reporting to the council on financial performance and providing advice to 

ensure compliance with financial regulations. 
• Asset Management: Maintaining a register of council assets.  
 
2.4 Chair of the Council  
 
No matter may be delegated to the Chair except for the following:  

 
• Convening an extraordinary meeting of the Full Council.  
• Receiving the resignation of any member.  
• When attending a Full Council meeting, the powers granted to a chair of a meeting.  
• Attending a civic function as a representative of the Council, it being understood that the 

contents of any speeches must not purport to being the view of the Council unless previously 
agreed.  

 
2.5 Chair of a meeting  
 
When a councillor acts in the role of the chair of a meeting, they shall have the power to:  

 
• Convene an extraordinary meeting of the relevant Council or committee.  
• Direct the order of speaking.  
• Direct any response to a question posed during public participation.  
• Suspend or close a meeting, where a resolution has been made to that effect, or where the 

meeting is subject to disorderly conduct, in accordance with the Council’s Standing Orders.  
• In the case of an equality of votes on any matter, exercise a casting vote.  
• Determine the rules of debate, in accordance with the Council’s Standing Orders.  
• Determine a point of order.  
• Put a motion to the vote.  
• Sign the minutes of a previous meeting, once confirmed by a resolution as an accurate record.  
• Move that a person be silenced or excluded from the meeting for disorderly conduct.  
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2.6 Councillors (Members) 
 

No matter may be delegated to an individual councillor, except that:  
 

• Two councillors may convene an extraordinary meeting of the Council.  
• Matters may be delegated to an officer to determine in consultation with one or more 

councillors, it being understood that the officer shall not overrule any reasonable request of 
that member(s), but that the officer’s decision shall be final.  

 
No councillor may issue an instruction to an officer but may highlight any issue that they believe 
requires the attention of the Council.  Any issue regarding staff performance may only be raised 
with the Clerk or through the Human Resources Committee. 

 
2.7 Committees 

 
Matters delegated to the council’s standing committees, sub-committees and working groups are 
specified under each Terms of Reference; but for avoidance of doubt are summarised below: 
 
2.7.1 Finance and I.T. Committee  

 
The Committee shall:  
 
• Supervise the overall budgetary process of Council, the governance and proper conduct of public 
money and make recommendations to Council on the amount of the budget.  
• Recommend to Council the amount of the precept.  
• Monitor income and expenditure and review against budget.  
• Provide quarterly forecasts of the accounts for the Full Council agenda  
• Consider the recommendations of other committees for budget expenditure in line with the 
Financial Regulations.  
• Consider and make recommendations to Council on any grant requests to the Council.  
• Review prices, rents, and other charges, including cemetery fees, allotment rents and parking 
fees and make recommendations to Council.  
• Periodically (maximum 5 yearly) review existing external contracts, tendering as appropriate and 
making recommendation to Council on appropriate action.  
• Formulate the three-year budget in conjunction with the Clerk/RFO.  
• Consider the findings of the Internal Auditors report and take appropriate actions. 
• Consider the Annual Accounts and recommend to Council.  
• Review annually the risk register, the asset register and financial regulations and make 
recommendations to Council on appropriate action.  
• Consider any other financial matter that may arise including the use of CIL.  
• Ensure that the Clerk/RFO and Internal Checker receive financial training as required.  
• Make recommendations to Full Council regarding the scope and extent of the contract for the 
Internal Auditor.  

• Ensure the Council has a fully developed strategic plan in place to support and develop IT 
capability within the Parish Office.  

• To annually review the costs for implementing the Strategic Plan and request a budget allocation 
for this purpose.  
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• To work with the Parish Council ICT service provider to ensure that ICT security arrangements 
remain compliant, that business continuity arrangements are robust and that the office systems 
comply with Data Protection regulations for ICT.  

• To keep under review the service provision of the ICT provider and make recommendations to 
Council regarding contract renewal.  

• To ensure website content is up to date and ensuring compliance with legislation such as the 
Website Accessibility Regulations 2018. 

• Authorise payments (regular and one-off) up to £2,500 excluding VAT per transaction, via a Finance 
Committee resolution approving the RFO’s payments schedule.  

• Select suppliers and approve quotes/estimates and place orders up to £2,500 excluding VAT, in 
accordance with Financial Regulations procurement rules (including not splitting contracts).  

• Approve the annual schedule of regular payments in advance where appropriate, with reporting as 
required by the Financial Regulations.  
 
The following matters are reserved to the Full Council for decision, but the Committee may make 
recommendations: 
 
• Setting the final budget or the precept (council tax requirement); 
• the outcome of a review of the effectiveness of its internal controls 
• approving accounting statements; 
• approving an annual governance statement; 
• borrowing; 
• declaring eligibility for the General Power of Competence; and 
• addressing recommendations from the internal or external auditors  
• determine and regularly review the bank mandate for all council bank accounts; 
• authorise any grant or single commitment in excess of £2,500.  

 
The Committee may refer specific matters to the Full Council for a final decision if it so wishes. 
 

2.7.2 Land Management Committee  
 
The Committee shall:  
 
• Consider matters relating to the proper maintenance of Parish properties, including allotments, 
play areas, the cemetery, trees, and Holyport Pond and receive reports from individual Councillors 
or the public.  
• Consider any other matter regarding public property (Parish Council or RBWM) within the Parish 
Boundaries.  
• Supervise and ensure compliance with Health and Safety, including the ROSPA inspection of the 
playgrounds at Jubilee Field, Aysgarth Park and Springfield Park, dog bins, lamp posts, trees and 
any other such matters.  
• By October each year provide full details to the Finance Committee of budget requirements along 
with a prioritised works list for maintenance and repair of parish assets for the next financial year 
and provisional details of the required budget for the following two years.  
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The Committee may refer specific matters to the Full Council for a final decision if it so wishes. 

 

2.7.3 Planning Committee 

 

The Committee shall:  
 
• Consider every planning application relating to this Parish and make representations to the 
Borough on any application referred to the Parish Council.  
• Make representation at Development Control Panel and at appeal hearing on applications which 
affect the Parish if required.  
• Consider any planning application in the neighbouring parishes which impacts on this Parish.  
• Consider any licensing applications within the Parish and make representation to the Borough on 
any areas of concern.  
 
Planning applications are considered in line with National Planning Policy Framework (NPPF), and 
Borough Local Plan (BLP). The responsibility for planning recommendations is ward based. The 
wards for this purpose are. 1. Holyport 2. Bray and The Fisheries 3. Fifield, Oakley Green and 
Dedworth. 
 
The following planning applications must be brought before the Planning Committee.  
 
1. Any new or replacement house.  
2. Any development in the Green Belt, Conservation Area or External changes to listed buildings.  
3. Any planning application where an objection has been lodged by a member of the public.  
4. Any planning application that a councillor wishes to recommend for refusal, due to non-
compliance with planning policies.   
 
The following planning applications may be delegated.  
 
1. All extensions, porches, and conservatories.  
2. All internal listed building changes.  
3. All applications for certificates of lawfulness, except in the Green Belt or Conservation areas.  
4. Minor alterations to previously recommend for approval applications by BPC.  

The Committee may refer specific matters to the Full Council for a final decision if it so wishes. 

 
2.7.4  Strategy Committee 
 
The Committee shall:  
 
• Annually review in good time the following governance documents - Standing Orders, Terms of 
Reference, and Code of Conduct. 
• Keep under review the development of the BPC Business Plan. 
• Ensure that Council complies with the Terms of the General Data Protection Regulations 2018, 
making amendments to the policies as required under the Terms of the Act and reviewing the 
Councils’ procedures for handling requests for information in good time for the Annual Meeting of 
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the Council.  
• Review the arrangements for insurance cover in respect of all insured risk before the renewal of 
the policy in June each year.  
• Annually review the list of policies, ensuring the Council adopts best practice documents as 
necessary and delegating to committees those policies relevant to the business of the Committee.   

The Committee may refer specific matters to the Full Council for a final decision if it so wishes. 

 
2.7.5 Traffic & Highways Committee 
 
The Committee shall:  
 
• Consider matters relating to traffic both within the Parish and its immediate environs. 
• Report to Council on issues it considers impact both short term and long-term issues within the 
Parish and its immediate environs.   
• Liaise with relevant officers and Councillors within RBWM on traffic matters that affect Parish 

residents.  

The Committee may refer specific matters to the Full Council for a final decision if it so wishes. 

 
2.7.6 Human Resources Committee 
 
The Committee will deal with all personnel, employment, and recruitment issues making 
recommendations to Council on such matters.   
 
• To annually (in November) review the Clerk’s salary level, contract of employment, job 
description and conditions of service and make recommendations to the Council on any changes 
and to the Finance Committee regarding budgeting requirements.  
• To advise and make recommendations to the Council about the pension provision of the Clerk.   
• To delegate to the Chair of the Council the annual review and appraisal of the performance of the 
Clerk and to report to the Council that it has been completed.   
• To ensure that an effective system of performance management is maintained for the Clerk.  
• To ensure the Council complies with all legislative requirements relating to the employment of 
staff.  
• To respond to any staff disciplinary matter in accordance with the Council’s Disciplinary 
Procedure and report to the Council on the outcome.  
• To respond to any staff grievance via the in accordance with the Council’s Grievance Procedure 
and to report to the Council on the outcome. 
• To periodically review all employment policies and procedures, including the Disciplinary and 
Grievance Procedures, and the Equality and Diversity Policy.   
• To oversee the appointment and recruitment process of Council employees.  
• To ensure employees are appointed in accordance with the Council’s Recruitment Procedure, 
Equal Opportunities Statement and Guidelines on Employment Practice.   
• To recommend the appointment or termination of contract for the Clerk.   
• To review health and safety at work for all employees. 



 

Page 9  

The Committee may refer specific matters to the Full Council for a final decision if it so wishes. 

 

3. Urgent Matters 
 

In the event of any matter arising which requires an urgent decision the Clerk to the Council shall 
forthwith consult with the Chair and/or Vice-Chair, and the Finance Committee Chair, if the matter 
involves expenditure not provided for in the annual budget, and not covered by Financial 
Regulations before acting on behalf of the Council. 
 
Before the Clerk exercises the delegated powers granted by the above paragraph, those Members 
consulted should consider whether the matter justifies summoning an extraordinary meeting of 
the Council or appropriate Committee. 
 
Whenever any action is taken in this way, full details of the circumstances justifying urgent action 
shall be submitted in writing to the next available meeting of the Committee concerned and Full 
Council.  
 

4. Working Groups 
 
Working Groups may be formed by resolution of the Council or a Committee at any time. The 
work of such a Working Group will be decided upon at the time it is formed by means of a minute 
detailing the Terms of Reference. Each Working Group will report back with recommendations to 
the Council or the Committee that formed it. A Working Group does not have decision making 
powers. Non-Council members can be appointed to working groups. 
 
4.1 Newsletter Working Group  
 
The Working Group shall:  
 
• Agree the content for the bi-annual newsletters.  
• Liaise with authors to ensure delivery of content to the Parish Office within the deadline for 
editing.  
• Proofread the draft newsletter.   
 
 
 

Reviewed at the Policies Committee meeting held on 16th February 2026 
Approved at the Full Council meeting held on 9th March 2026 

Review date: May 2027 Annual Meeting 
 


