
ST CLEMENT PARISH COUNCIL.

Notes of an Extraordinary Meeting held jointly with the Neighbourhood Plan Steering group at
the Parish Hall, St Clement at 7.30pm on Tuesday 24th May 2016.

Present: 
Parish Councillors: Peter Thomas (Chairman); Theresa Cowling; Graham Ellis; Chris Matta; Roger 
Tallis; Andrew Tribute.
Non-Councillor Steering group members: Colin Elliott (Steering group Chairman); Linda Hitchcox; Meg 
Edwards; Lesley Jones; David Jones; Helen Nicholson (part).
Parish Clerk: J Ashley (minutes).

1 Apologies.

Cllr Tom Stevens.

2 Terms of reference

After discussion, it was agreed to include the amendments at Appendix A to the approved Terms
of Reference for the Steering Group on the July Parish Council agenda.
The group discussed the practical implementation of the terms of reference and the respective
roles of the Parish Council and the Steering Group. Cllr Thomas noted that the group had been
asked to elect their own secretary and a finance coordinator so that they were not so reliant on
the Clerk.

Agendas
There must be a published agenda for every monthly meeting of the Steering Group. Steering
Group secretary to draft and circulate to group, any invited guests and the Clerk; Clerk to publish.
Agenda needs to be with Clerk a week before meeting to allow sufficient time for publication.
Agendas must include time, date, venue and note that the meeting is open to the public and a
description of items to be discussed.

Minutes
The monthly meetings of the steering group must be formally minuted. The minutes must record
time/ date/venue/ who was present and must follow the agenda. Secretary to take the minutes
and forward draft to Clerk, within a week of the meeting. This is to allow the Clerk to include any
items requiring a parish council decision on the agenda of the Parish Council meeting and to
circulate the minutes with the Parish Council meeting papers within deadlines. Clerk will publish
the minutes.

Parish Council Decisions
The Parish Council meets on the last Wednesday of the month, except in December. Decisions
are made in public at these meetings, and are made jointly, not by individual councillors. Agendas
are published approximately a week before the meeting.

Financial Matters
Basic principles: 

 The prior approval of the parish council is needed for any expenditure; this is authorised
at  the  Parish  Council's  monthly  meeting  (last  Wednesday  of  each  month  except
December), not by individual councillors.

 The Parish Council  has  a budget  for  the Neighbourhood Plan (currently  £3,000),  but
individual items of expenditure within that budget still need prior approval.

 The  Clerk  may be  able  to  approve  minor  items  (e.g.  small  items  of  stationery  etc.).
otherwise ask the Clerk to include a request for approval on the agenda of the next Parish
Council meeting (the Parish Council cannot discuss things which do not appear on the
published agenda). Note that  it  may be possible for expenditure to be combined with
other Parish Council activities to reduce costs. The Clerk will also advise if more than one
quotation is needed. In any case, the Clerk is the first point of contact.

 The Parish Council  can only  reclaim VAT if  the invoice is  in  the name of  the Parish
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Council. With the exception of very small items, it is simplest to ask the Clerk to place the
order directly with the  supplier.

 Payment is made by cheque signed at the Parish Council's monthly meeting (exceptions
are only normally made for emergencies). The Parish Council does not hold petty cash.

 Grant applications will  be made by and in the name of  the Parish Council  and grant
monies will be held and ring-fenced by the Parish Council.

 Contracts and consultancy must be procured via the Parish Council, who would have to
approve the terms and conditions of any agreements.

Note:  The  Parish  Council  to  consider  a  formal  delegation  to  the  Clerk  to  approve  items  of
expenditure up to the value of £50.

Role of the Finance Coordinator:
 To monitor and plan for the financial needs of the project
 To keep the Clerk informed as far in advance as possible about what the group will need

to spend and when (and on what) and to keep in close contact generally.
 To source grants, draft applications and plan the timing of grant applications
 To keep track of what is being spent by the group (including expenses) and whether any

proposed  expenditure  is  eligible  or  ineligible  for  grant  and  to  make  sure  that  the
conditions of grants, (including the timing of expenditure) are complied with by the group.

 To report on financial matters on behalf of the group and to request authorisation from the
Parish Council for any items of expenditure.

Role of the Clerk
 To ensure that  payments are made in accordance with the Parish Council's  Standing

Orders and Financial Regulations (expenditure is properly procured/authorised etc.)
 To plan and monitor the Parish Council's budget and ensure that funds are in place when

they are needed
 To submit any grant applications on behalf of the Parish Council

Record Keeping and Administrative matters
Lockable storage to be provided within Parish Hall for the use of the Steering Group, but central
record of all evidence to be held electronically in addition.

Expenses
There  was  a  discussion  about  reimbursement  of  expenses.  Cllr  Thomas  noted  that  Parish
Councillors  did  not  receive  any  expense  payments  and  a  certain  amount  of  goodwill  was
expected. The following approach was suggested:

 Expense payments would be met from the Neighbourhood Plan budget and it would be in
the interests of the group to control and agree expenditure on expenses.

 Travel to local meetings would not normally be reimbursed, although significant journeys
could  be.  The group would  need to  take into  account  the  personal  circumstances of
volunteers to ensure inclusiveness, so a degree of flexibility would be necessary. 

 External speakers could be reimbursed for travel to meetings.
 Large print runs, if  not done via a print firm, could be done via the Clerk, so that the

Parish Council's own equipment was used. If the council's equipment was not suitable,
the  costs  of  printing  at  home  could  be  reimbursed.  Documents  to  be  circulated
electronically where possible. Small amounts of printing at home would not normally be
reimbursed.

 Payments  of  expenses  would  need  to  be  supported  by  receipts  for  out  of  pocket
expenses or by mileage forms.

The meeting closed at 8.30pm.
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