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Charlton On Otmoor
 Parish Council

Delegation to the Proper Officer/Clerk.

1. INTRODUCTION

1.1 The powers and duties set out in this scheme are delegated to the Proper Officer/Clerk through a number of means including job description, Standing Orders, Financial Regulations, statutory provision or council and committee resolutions. The Proper officer is the Council’s Responsible Financial Officer and the Clerk and is responsible for the management of the organisation.
1.2 The Proper Officer may delegate these duties and powers to other Officer’s within the Council as per their job roles, or as otherwise required following prior approval by Council or the relevant Committee.

2. EXTENT OF DELEGATION

2.1 All delegated functions shall be deemed to be exercised on behalf of and in the name of the Council.
2.2 The Proper Officer will exercise these powers in accordance with:
· Approved budgets
· The Council’s Standing Orders and Financial Regulations
· The Councils Policy Framework and other adopted policies of the Council
· All statutory common law and contractual requirements

2.3 The Proper Officer may do anything pursuant to the delegated power, or duty, which it would be lawful for 
the Council to do including anything reasonably implied or incidental to that power or duty.
2.4 Provided that such authorisation is not prohibited by statute, the Proper Officer to who a power, duty or 
function is delegated may authorise another Officer to exercise that power, duty or function, subject to:-
· Only being given where there is significant administrative convenience in doing so
· The Officer authorised by the Proper Officer acting in the name of the Proper Officer
· Such authorisation not being prohibited by statute.

2.5 A delegation to a subordinate Officer shall not prevent the Proper Officer from exercising the same power
or duty at the same time.

3.  GENERAL  MATTERS

3.1 The Proper Officer is authorised to: 
3.2 Sign, or where appropriate, any documents necessary to give effect to any of the matters contained in reports or in any resolution passed by the Parish Council.
3.3 Alter or cancel the date or time of a Council, committee meeting but, before doing so, shall consult the Chairman concerned about the need for the change and about convenient alternative dates and times.
3.4 Deal with day to day matters relating to the post/emails.
3.5 To act as the Council’s designated Officer for the purposes of the Freedom of Information Act 2000.
3.6 To respond to consultations on planning applications subject to the comments by the council members.
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4. FINANCIAL  MATTERS

4.1 The Proper Officer is authorised to:-
4.2 Be the Responsible Financial Officer for the purposes of Section 151 of the Local Government Act 1972.
4.3 Operate the Council’s banking arrangements.
4.4 Incur expenditure up to a maximum of £300. on any item for which provision is made in the appropriate revenue budget provided that any action taken complies with any legislative provision and the requirements of the Council’s Constitution and Financial Regulations.
4.5 Pay all accounts properly incurred.
4.6 Pay all subscriptions to organisations to which the Council belongs.
4.7 Make all necessary arrangements for the provision of an internal and external audit service for the Council.
4.8 Maintain a Register of Assets.
4.9 Determine the Parish Council’s insurance requirements on the Council’s behalf.
    4.10 Make all necessary arrangements for the Council’s insurances.
    4.11 Prepare the final accounts for each financial year.

5. URGENCY

5.1 The Proper Officer is authorised to act on behalf of the Council in cases of urgency or emergency.
5.2 Any such action is to be reported to the next meeting of the Council or relevant committee. The chairman of the Council will be consulted where possible before such action taken.

6. EMERGENCY  PLANNING

6.1 The Proper Officer is authorised to implement Emergency Planning and to incur any necessary expenditure in accordance with the Council’s Standing Orders and Financial Regulations.
6.2 Any such action is to be reported to the next meeting of the Council and the Chairman to be consulted where possible before such action is taken.
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