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Policies and Procedures 
 

 

Document Name Terms of Reference for Committees and 
Schedule of Delegations 

Document Reference  

Date of last review July 2022 

Date adopted & minute reference 53.11.22 

Date of next review July 2023 and annually thereafter 

Supporting Documentation Standing Orders 

 
 
Aims and Objectives: 
 
To implement a more effective committee structure and outline the responsibilities of 
three Standing Committees, the Personnel Sub-Group, and the Monks Wall Sub-
committee.  This structure is intended to facilitate constructive debate, supported by 
effective chairing, and allow all councillors to be involved in more focussed decision 
making.  This document should be read alongside the Council’s revised Standing Orders, 
due to be considered by Council on 28.11.2022.  
 
The Council has three standing committees, plus a Personnel Sub-Group and a Monks 
Wall Sub-committee, with responsibilities as follows: 
 
Finance and General Purposes Committee – responsible for all internal matters, including 
the oversight of all physical assets, finances, and human resources. 
 
Heritage and Townscape Committee – responsible for external matters, outward facing to 
the public and dealing with heritage and townscape, environment, tourism and business 
development. 
 
Planning Committee – to carry out the Council’s functions as a legal consultee on all 
strategic and reactive planning matters, and to consider all related planning matters. 
 
Personnel Sub-Group – to be responsible for line management of the Chief Executive. 
 
Monks Wall Sub-Committee – responsible for all matters relating to the management and 
improvement of Monks Wall nature reserve. 
 

 

1. Sandwich Town Council Terms of Reference 

1.1 Preamble:  Sandwich Town Council is a legally constituted Parish Council and an historic 
Cinque Port town. Under section 245 of the Local Government Act of 1972, it is entitled to use 
the description of Town Council and for its Chair and Vice-Chair to be known as Mayor and 
Deputy Mayor respectively. 
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Throughout this document and its Appendix “The Council” refers to the 16 elected councillors of 
Sandwich Town Council meeting as a governing body.  

The Council is solely responsible for the following specific functions, and these cannot be 
delegated to any committee or individual:  

1. The power to set the precept and raise loans. 
2. The power to incur capital expenditure not specifically included in the Council's approved 

estimates of expenditure. 
3. To create a governance and committee structure, including Terms of Reference and 

Standing Orders for the Council and any committees. 
4. To set the schedule of dates for Council and committee meetings. 
5. To agree an annual budget and to monitor the budget at each meeting, considering 

statements of income and expenditure and taking appropriate action to deal with any over 
or under-spending. 

6. To agree the Council’s financial regulations and review these annually in January. 
7. To ensure adequate and effective internal and external controls are in place. 
8. To maintain the asset register and have overall responsibility for the prudent 

management of all assets owned by the Council, striking a fair balance between best 
value for the Council taxpayer and the needs of the wider community. 

9. To appoint members to committees, including co-optees, and to elect the chairs of 
committees. 

10. To create and review annually a schedule of delegation to committees, committee chairs 
and officers. 

11. To agree the Council’s business plan and mission statement 
12. To appoint or dismiss the Chief Executive. 
13. To agree the staffing structure of the Council, including job titles, salaries and other terms 

and conditions of employment. 
14. To appoint representatives to outside bodies. 
15. To decide upon annual subscriptions. 
16. To approve the end of year Accounts and Annual Governance and Accountability Return 

(AGAR).  

The Council will be supported by three standing committees, plus a Personnel Sub-Group and a 
Monks Wall Sub-Committee.  The committees will report to and be accountable to the Council 
for all their actions and decisions. 

1) Finance and General Purposes Committee  
2) Heritage and Townscape Committee  
3) Planning Committee  
4) Personnel Sub-Group 
5) Monks Wall Sub-Committee 

 
The three standing committees and Monks Wall Nature Reserve Sub-Committee will have 
delegated powers as set out in the terms of reference below. The schedule of meetings for 
Council and committees for each calendar year will be agreed at the June Council meeting. 

The quorum for any Council meeting is 6 councillors. No meeting can proceed unless it is 
quorate. 

The rules governing the conduct of Council meetings and related matters are contained in the 
standing orders, as amended. 

From time to time the Council may choose to create time-limited working groups to deal with a 
particular topic or project. The remit of these working groups will be agreed by the Council, 
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together with their terms of reference. Working groups will comprise a majority of councillors but 
will also include a minority of officers and/or persons with a particular expertise. The Council will 
decide whether the working group should report directly to Council or to a standing committee. 
Working Group meetings will not be open to the public but notes of the meetings will be made 
available. 

Any councillor, including non-members of a committee, can propose a motion at a committee, 
but only councillor members of the committee can vote on the motion. 

The matters delegated to each Committee are set out in paragraph 1.1 of this Terms of 
Reference and cannot be delegated to any committee, Chair or Officer and can only be decided 
by the full council. 

2. Duties of the Mayor and Deputy Mayor 

The Mayor and Deputy Mayor will be elected at the annual Mayor making meeting of the Town 
Council in May.1 The Mayor will have the following duties with the Deputy Mayor deputising as 
required. 

• To Chair all meetings of the Council. 

• To be the civic figurehead for the town. 

• To attend ceremonial events on behalf of Sandwich Town Council.  

3. Management of the Chief Executive 

A personnel group of four councillors acting with the authority of, and accountable to, the 
Finance and General Purposes Committee and to the Council, as appropriate, will be the de-
facto line manager for the Chief Executive. The personnel group will meet as and when required 
and will comprise the Mayor and the chairs of the three standing committees. (This personnel 
group cannot deal with those matters listed under 1.1 above where the Council will retain 
responsibility but will be empowered to deal with all other personnel issues, making 
recommendations to the Finance and General Purposes Committee or the Council as 
appropriate.)  

The personnel group will pass responsibility for day-to-day supervision and support of the Chief 
Executive to the Chair of the Finance and General Purposes Committee, who, with other 
members of the personnel group will also carry out an annual appraisal. This will consider 
performance criteria and achievements for the previous financial year and set targets for the 
following financial year.  

The Chief Executive will line-manage other staff and set their targets and performance 
objectives in line with the Council’s overall objectives as set out in the Mission Statement and 
Business Plan, reporting to the Finance and General Purposes Committee on current issues, 
including appraisals, disciplinary action, and other staffing matters. The Chief Executive will be 
assisted by the Chair of the Finance and General Purposes Committee in carrying out annual 
appraisals and dealing with any grievance or disciplinary issues as appropriate.  

Each year, the Council will establish an appeals panel of three councillors who will be required 
to deal with any staff appeals on grievance or disciplinary issues. The members of the personnel 
sub-group cannot be members of the appeal panel.   

 
1 The Local Government Act of 1972 Sch 12 Clause 7 (1) requires a Council to hold an annual meeting in May (within 14 days of 
an election in an election year, at which the first item of business is to be the election of a Mayor (Chair). 
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4. Finance and General Purposes Committee 

The committee shall consist of nine councillors including the Mayor, making a total of nine 
members with voting rights. The Mayor will be deputy chair of the committee. There will be up to 
three co-optees, being people with a particular knowledge or expertise that will be of benefit to 
the Committee’s operation.  The co-optees will be chosen or invited to join the Committee at the 
June Council meeting each year. 

Meetings will be held in accordance with the schedule agreed at the June Council meeting. 

Membership of the committee will be decided at the June Council meeting.  

Should any casual vacancies arise during the year the Council will decide upon any new 
appointment. 

The chair of the committee will be elected at the June Council meeting. 

Voting at the committee will be by show of voting cards of the councillors present, or if two 
members request, by a signed ballot. The clerk to the meeting will count the votes so cast. 

The chair will have an ordinary vote at each meeting, but in the event of an equality of votes the 
chair will have the casting vote. 

In the absence of the chair at any meeting a temporary chair will be elected by the other 
members of the committee to chair that meeting only.  

The quorum is five councillors who are members of the committee with voting rights. In the 
absence of a quorum the meeting will end, and no business can be transacted. Business will be 
deferred to the next meeting, or to an extraordinary meeting if required. 

Councillors who are not members of the committee can attend but cannot vote. They can speak 
on an item with the permission of the chair. 

4.1 Overall remit of the Finance and General Purposes Committee 

To oversee the Council’s internal management and administration. To manage all the financial 
and human resources, and all the physical assets of the Town Council, in a prudent and diligent 
manner, acting in the best interests of the community of Sandwich, at all times, and in 
accordance with the Council’s objectives. Specific duties, powers and responsibilities include: 

1. To set a budget and precept for recommendation to Council. 
2. To review annually, in January and February of each year, the Council’s staffing 

resources, along with the staffing structure, pay and conditions and terms of employment 
and to make recommendations to Council relying on, where appropriate, the Scheme of 
Conditions of Service of the National Joint Councils and the National Association of Local 
Councils. 

3. To oversee staff recruitment and retention processes and procedures, including staff 
training and annual appraisals, providing regular reports to Council on actions taken. 

4. To confirm any recommendation to suspend or dismiss a member of staff, other than the 
Chief Executive where this decision is reserved to the Council. 

5. To oversee any capital works carried out by the Council. 
6. To draw up and oversee a schedule of delegations to committees, officers and councillors 

for approval by the Council. 
7. To ensure all insurance policies are in place and that best value is obtained. 
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8. To negotiate any borrowings on the best possible terms and to recommend accordingly to 
Council. 

9. To have ultimate responsibility for all Health and Safety Matters including staff welfare. 
10. To review annually the Council’s financial regulations and make recommendations to 

Council on any changes. 
11. To oversee the production of the Annual Report and other publications. 
12. To ensure the efficient management of the town’s allotments at Black Lane and Sandown 

Road. 
13. To ensure effective IT services are procured and provided at best value to the Council. 
14. To oversee effective communication with the public, so that decisions are communicated 

speedily and effectively by means of the website, and by social and other media. 
15. To oversee the timely distribution of agendas, minutes and other relevant documents, in 

accordance with legal requirements.  
16. To facilitate recording and live-streaming of all council meetings, ensuring that meetings 

are accessible to the public by all means available. 
17. To have oversight of Council-run markets. 

 

5.  Heritage and Townscape Committee 

The Committee shall consist of nine councillors including the Mayor, making a total of nine 
members with voting rights. The Mayor will be deputy chair of the committee. There will be up to 
three co-optees, being people with a particular knowledge or expertise that will be of benefit to 
the Committee’s operation. The co-optees will be chosen or invited to join the Committee at the 
June Council meeting each year. 

Meetings will be held in accordance with the schedule agreed at the June Council meeting. 

Membership of the committee will be decided at the June Council meeting.  

Should any casual vacancies arise during the year the Council will decide upon any new 
appointment. 

The chair of the committee will be elected at the June Council meeting. 

Voting at the committee will be by show of voting cards of the councillors present, or if two 
members request, by a signed ballot. The clerk to the meeting will count the votes so cast. 

The chair will have an ordinary vote at each meeting. 

In the absence of the chair at any meeting a temporary chair will be elected by the other 
members of the committee to chair that meeting only.  

The quorum is five councillors who are members of the committee with voting rights. In the 
absence of a quorum the meeting will end, and no business can be transacted. Business will be 
deferred to the next meeting, or to an extraordinary meeting if required. 

Councillors who are not members of the committee can attend but cannot vote. They can speak 
on an item with the permission of the chair. 

5.1  Overall remit of the Heritage and Townscape Committee 

• To protect existing heritage assets and direct future growth and development in the town.  

• To protect and improve the town’s built and green environment, helping to make the town 
safe, sustainable and amenable. 
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• To promote the prosperity of the town in general by forging effective alliances and 
improvement plans with businesses, the Chamber of Commerce, or its successor body, 
and other statutory agencies. 

5.2  Specific powers and duties 

5.2.1 General 

• If appropriate, to make recommendations to the Council on revenue or capital 
expenditure over and above Council’s approved budget.  

• To recommend that representations be made to the appropriate authorities on car parks 
and car parking charges, public transport within Sandwich, rail services and air transport 
that might affect the town. 

• To promote the provision of new or expanded leisure and visitor facilities where there is 
clear need and demand.  

• To consider mobility issues within the town including the safety of roads and pavements, 
dropped kerbs, cycle provisions, and pedestrian and cyclist safety.  

• To recommend that representations be made on all other matters that impact upon the 
quality of life in the town – in particular, health services, housing, community care, 
emergency services, transport, utilities, telecommunications, emergency planning and 
community safety. 

• To manage the public conveniences leased by the Council. 

5.2.2 Tourism, Heritage and business support 

• To promote and support the appropriate marketing of the town to tourists and other 
visitors. 

• To have oversight of the Visitor Information Centre for the benefit of residents and 
visitors, receiving regular reports on visitor numbers, strategies, policies and plans. 

• To consider working with businesses and the Chamber of Commerce, or its successor 
body, to develop a business plan for the town that will maximise the opportunities for 
business prosperity, in balance with the wider needs and amenity of the town for 
residents and visitors.  

• To recommend that representations be made to the appropriate authorities in respect of 
tourism strategies for the District and County where those strategies have an impact on 
the management of tourism within the town.  

• To have oversight of the non-Council run markets and other events within the town. 

5.2.3 Environment 

• To manage, protect and enhance the town’s built and green environment, by direct 
action where it falls within the Council’s powers and duties, or making representations 
otherwise to the appropriate authorities.  

• To recommend that representations be made to the appropriate authorities on the 
Council’s Climate emergency and Fair-trade status. 

• To recommend that representations be made to the appropriate authorities on any other 
environment matters that impact upon the amenity and beauty of the town.  

• To ensure effective management of the Monks Wall nature reserve and seek regular 
reports from the Warden and the management team. 

6.  Planning Committee 

The membership of the Planning Committee will comprise of nine councillors with voting rights 
and up to three non-voting co-optees nominated by the Town Team and the History Society, 
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plus Sandwich’s voluntary Tree Warden. The Sandwich Ward District Councillor will be invited to 
attend as an observer and to provide District Council updates. The Mayor will be deputy chair of 
the Committee. 

The quorum will be five members of the committee with voting rights. In the absence of a 
quorum the meeting will end, and no business can be transacted.  Business will be deferred to 
the next meeting, or to an extraordinary meeting if required. 

Meetings will be held in accordance with the schedule agreed at the June Council meeting. 

Membership of the committee will be decided at the June Council meeting.  

Should any casual vacancies arise during the year the Council will decide upon any new 
appointment. 

The chair of the committee will be elected at the June Council meeting. 

Voting at the committee will be by show of voting cards of the councillors present, or if two 
members request, by a signed ballot. The clerk to the meeting will count the votes so cast. 

The chair will have an ordinary vote at each meeting, but in the event of an equality of votes the 
chair will have a casting vote. 

In the absence of the chair at any meeting a temporary chair will be elected by the other 
members of the committee to chair that meeting only.  

Councillors who are not members of the committee can attend but cannot vote. They can speak 
on an item with the permission of the chair. 

6.1  Overall remit 
 
The Planning Committee’s overall remit will be to act as the Council’s legal consultee in respect 
of planning and licensing applications, notifying Dover District Council and other planning bodies 
of the Council’s view on specific applications.  The specific powers and delegated 
responsibilities of the Committee are set out below: 

• To consider and review all strategic planning issues, including the District Local Plan and 
national planning policies, insofar as they impact upon Sandwich and its setting. 

• To act as statutory consultee on all planning applications and to protect, promote and 
enhance the heritage, urban fabric and green spaces of the town. 

• To respond to planning applications within the relevant timescale, setting out the 
Council’s views on each application. 

• To make representations in respect of appeals against the refusal of planning permission.  

• To make representations in respect of enforcement action or breaches of planning 
regulations.  

• To make representations regarding street naming, tree work applications, highways 
matters, the maintenance of litter bins, street cleaning, public shelters, bus shelters, 
street furniture, waste recycling and other related matters. 

• To make representations on mobility issues within the town including the safety of roads 
and pavements, dropped kerbs, cycle provisions, and pedestrian and cyclist safety.  

• To make representations to the appropriate Planning Authority in respect of all other 
planning matters not referred to above.  
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In certain cases, for example, in respect of larger applications or applications that have the 
potential to cause serious detriment to the town’s setting or character, the Council will, where 
time permits, “call in” the application for consideration in order that all councillors can make an 
informed decision.   

6.2 Neighbourhood planning 

• To consider the need for a Neighbourhood Plan for the town, as a measure that will help 
to protect the town’s heritage and direct any required development to suitable sites. 

• If a Neighbourhood Plan is put in place, to keep a watching brief on progress and to 
contribute in the best interests of the town. 

     7.   Monks Wall Sub-Committee 

The Sub-Committee shall consist of five councillors with voting rights.  There will be up to four 
co-optees, being people with a particular knowledge or expertise that will be of benefit to the 
committee’s operation.  The co-optees will be chosen or invited to join the Committee at the 
June Council meeting each year. 

The Mayor will chair the Sub-Committee. 

Meetings will be held in accordance with the schedule agreed at the June Council meeting. 

Membership of the Sub-Committee will be decided at the June Council meeting. 

Should any casual vacancies arise during the year the Council will decide upon any new 
appointment. 

The chair of the Sub-Committee will be elected at the June Council meeting. 

Voting at the Sub-Committee will be by show of voting cards of the councillors present, or if two 
members request, by a signed ballot.  The clerk to the meeting will count the votes so cast. 

The chair will have an ordinary vote at the meeting, but in the event of an equality of votes the 
chair will have a casting vote. 

In the absence of the chair at any meeting a temporary chair will be elected by the other 
members of the Sub-Committee to chair that meeting only. 

The quorum is three councillors who are members of the committee with voting rights.  In the 
absence of a quorum the meeting will end, and no business can be transacted.  Business will be 
deferred to the next meeting, or to an extraordinary meeting if required. 

Councillors who are not members of the Sub-Committee can attend but cannot vote.  They can 
speak on an item with the permission of the chair. 

7.1       Overall remit of the Monks Wall Sub-Committee 

• To be a Sub-Committee of the Heritage and Townscape Committee and to report to that 
Committee on any management or other issues affecting the reserve unless the matter is 
urgent and can only be reported to the Council. 

• To oversee and manage Monks Wall Nature Reserve and to make recommendations in 
respect of management and improvements. 

• To receive regular reports from the Warden in respect of the Reserve. 
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• To ensure that the Reserve is open to the public and serves the needs of the people of 
Sandwich and surrounding areas. 

• To promote the reserve to the people of Sandwich and beyond. 

     8.   Confidentiality 
 

Sandwich Town Council is committed to openness, transparency and integrity. Councillors have 
signed up to the Nolan principles and the Kent Code of Conduct. In this spirit, wherever 
possible, meetings will be fully open to the public. Where items are deemed to be confidential a 
resolution must be proposed and approved to exclude the press and public, and the legal 
reasons for doing so must be clearly stated and agreed.  This provision does not apply to the 
Personnel Sub-Group whose meetings will discuss confidential matters. 
 
     9.    Agendas 

Before being issued, all agendas will be drawn up in consultation with the relevant Chair. The 
Chair of each committee, with the Chief Executive and relevant staff, will ensure that agendas 
are well structured, that each item is relevant, is linked to the Business Plan, and is not a matter 
that can be delegated to committees, chairs or officers, and that the final agenda reflects the 
wishes and interests of all councillors wherever possible. 

   10.    Reports and policy documents 

Reports to Council and committees should be written in a plain style, that is intelligible and 
succinct. Reports should include an introduction, background and historical information where 
relevant, and should set out the impact and implications of any proposed course of action. 
Reports should include page numbers. Recommendations should be clear and unambiguous 
and should follow SMART principles - Specific, Measurable, Achievable, Realistic and Timely. 
The author of reports should be clearly identified. 
 
Whenever new or revised Terms of Reference, Financial Regulations, Policies, the Schedule of 
Delegations, Business Plans, Mission statements or other important documents (to be decided 
by the Council) are agreed by the Council they will be dated and signed by the Mayor and the 
Deputy Mayor. The signed documents should then be posted on the Council’s website and 
retained in a viewable ledger in date order. 
 
   11.    Schedule of delegated powers 

 
In order to promote the smooth running of the Town Council certain functions will be delegated 
to Committees, the Mayor, Committee Chairs, the Personnel Sub-Group, Sub-Committees, the 
Proper Officer and the Responsible Financial Officer, in accordance with the Local Government 
Act 1972 section 101.  The Town Council therefore employs a Schedule of Delegated powers 
that will be reviewed annually.  

This schedule of Delegations authorises the Proper Officer and Responsible Financial Officer, 
Standing Committees, the Personnel Sub-Group and the Monks Wall Sub-Committee of the 
Council to act with delegated authority in the specific circumstances detailed below.  

Sandwich Town Council Schedule of Delegations 

11.1.  Proper Officer 
 

a) The Chief Executive is designated and authorised to act as Proper Officer of the Council 
for the purposes of all relevant sections of the Local Government Act 1972 and any other 
statute requiring the designation of Proper Office, and is specifically authorised to: 
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1. Receive declarations of acceptance of office. 
2. Receive and record notices disclosing personal and prejudicial interests. 
3. Receive and retain plans and documents. 
4. Sign notices or other documents on behalf of the Council. 
5. Receive copies of by-laws made by the District or County Council. 
6. Certify copies of by-laws made by the Council. 
7. Sign summonses to attend meetings of the Council. 

 
b) In addition, the Chief Executive has delegated authority to undertake the following 

matters on behalf of the Council: 
 

1. Day to day administration of services, together with routine inspection and control. 
2. Day to day supervision and control of all staff employed by the Council. 
3. Authorisation of routine expenditure within the agreed budget. 
4. Emergency expenditure of up to £2,000 outside the agreed budget. 
5. To take any proceedings or other steps to enforce and recover any debt owing. 
6. To institute, defend and appear in any legal proceedings authorised by the Council. 
7. To appear or make representation to any tribunal or public inquiry into any matter in 

which the Council has an interest (in its own right or on behalf of the residents of 
Sandwich). 

8. To alter the date or time of a Council/committee meeting but, before doing so, shall 
consult with The Mayor or the relevant Chair about the need for the change and about 
convenient alternative dates and times. 

9. To decide the arrangements for the closure of the Council offices in the Christmas/ New 
Year period, subject to consultation with The Mayor. 

10. Under the direction of the Council and the Finance & General Purposes Committee 
(F&GP) to manage on a day to day basis the Council’s facilities and assets. 
 

c) The Chief Executive is given delegated authority to manage the Council staff in 
accordance with the Council’s policies and procedures including: 

 
1. The employment of temporary employees within agreed budgets. 
2. The employment of replacement employees within agreed budgets. 
3. The employment of other permanent employees in consultation with the F&GP 

Committee within agreed budgets. 
4. Control of staff performance and discipline. 
5. Monitoring, management and reporting of regular or sustained staff absence. 
6. Payment of expenses and allowances in accordance with the Council’s agreed policies. 
7. To present to the F&GP Committee recommendations for employees’ increments in 

accordance with the Council’s staff appraisal system. 
8. The delegated powers granted to the Facilities Manager to incur expenditure up to £1,000 

on a single item. 
 

Delegated actions of the Chief Executive shall be in accordance with the Standing Orders, 
Financial Regulations and this Scheme of Delegation and with directions given by the Council 
from time to time. 
 
11.2.   Responsible Financial Officer 
 
The Responsible Financial Officer to the Council shall be responsible for the Town Council’s 
accounting procedures in accordance with the Accounts and Audit Regulations in force at any 
given time. 
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11.3.   Council 
 
The Council is solely responsible for the following functions, and these cannot be delegated. 

17. The power to set the precept and raise loans. 
18. The power to incur capital expenditure not specifically included in the Council's approved 

estimates of expenditure. 
19. To create a governance and committee structure, including Terms of Reference and 

Standing Orders for the Council and any committees. 
20. To set the schedule of dates for Council and committee meetings. 
21. To agree an annual budget and to monitor the budget at each meeting, considering 

statements of income and expenditure and taking appropriate action to deal with any over 
or under-spending. 

22. To agree the Council’s financial regulations and review these annually. 
23. To ensure adequate and effective internal and external controls are in place. 
24. To maintain the asset register and have overall responsibility for the prudent 

management of all assets owned by the Council, striking a fair balance between best 
value for the Council taxpayer and the needs of the wider community. 

25. To appoint members to committees, including co-optees, and to elect the chairs of 
committees. 

26. To create and review annually a schedule of delegation to committees, committee chairs 
and officers. 

27. To agree the Council’s business plan and mission statement 
28. To appoint or dismiss the Chief Executive. 
29. To agree the staffing structure of the Council, including job titles, salaries and other terms 

and conditions of employment. 
30.  To appoint representatives to outside bodies. 
31. To decide upon annual subscriptions. 
32. To approve the end of year Accounts and Annual Governance and Accountability Return 

(AGAR).  

11.4.   Committees – General Provisions 
 

1. Members will be advised by the Chief Executive whether or not a particular item 
under discussion is within the committee’s delegated powers. The minutes will then 
record the decision as “agreed upon”. 

 
2. If the matter is not within the committee’s delegated powers, then the minutes will 

show the decision as “Recommended”, and the matter will be brought to the Council’s 
particular attention by the Chair of the committee at the next meeting of the Council. 
This item can be discussed in full by the Council. Where a committee Chair is unsure 
whether or not any matter falls within delegated powers, or whether or not any matter 
should be determined by them, they should refer the matter to the Council. A 
delegated power does not always need to be exercised. 

 
3. A committee may refer matters on which it has delegated authority to the Council for 

a final decision if it so wishes. 
 
11.5. Standing Committees  
 
The Council has three standing committees: 
 

• Finance & General Purposes Committee 

• Heritage and Townscape Committee 

• Planning Committee 
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In addition the Council has a Monks Wall Sub-Committee and a Personnel Sub-Group. 
 
The three Standing Committees, the Monks Wall Sub-Committee and the Personnel Sub-Group 
shall have delegated powers as set out in their terms of reference.  The Proper Officer acting on 
behalf of the Monks Wall Sub-Committee shall have delegated powers to spend up to £5,000 
from their budget in the event of an emergency and to report such expenditure to the Heritage 
and Townscape Committee and the Council as appropriate.  The Proper Officer acting on behalf 
of the Personnel Sub-Group shall have delegated powers to spend up to £2,000 to deal with any 
urgent personnel matters. 
 
The Planning Committee has delegated powers in respect of the Town Council’s responsibilities 
as a statutory consultee on planning matters. All those applications/cases where the Planning 
Committee has made representations will be reported to the next available meeting of the 
Council. 
 
11.6.   Urgent Matters 
 

1. In the event of any matter arising which requires an urgent decision, the Chief Executive 
shall consult the Mayor and the Chair of the Finance & General Purposes Committee 
and, with the agreement of those members in writing, shall have delegated power to act 
on behalf of the Council in respect of the particular matter then under consideration. 
These decisions will then be reported to the next available Council meeting by the Mayor 
and the Chair of F &GP Committee. 

2. Before exercising the delegated powers so granted, the Chief Executive and those 
members consulted shall consider whether the matter is of sufficient interest to justify the 
summoning of a special meeting of the appropriate committee and, where a meeting is so 
summoned, the meeting convened shall have delegated power to act on behalf of the 
Council in respect of the particular matter then under consideration. 

3. Before exercising the delegated powers so granted the committee concerned shall 
consider whether the matter is of sufficient importance to justify recommending to the 
Mayor that a special meeting of the Council should be called in accordance with Standing 
Order 6a. 

4. Any action taken under this provision must be recorded in writing and made available for 
inspection by any member of the Council. Full details of the circumstances justifying the 
urgency and of the action taken shall be submitted in writing to the next available 
meetings of the Committee concerned and of the Council. 

 
11.7.   Delegation – Limitation 
 

Standing Committees, the Personnel Sub-Group and the Monks Wall Sub-Committee 
shall, at all times, act in accordance with the Council’s Standing Orders, Financial 
Regulations and this Scheme of Delegation and, where applicable, any other rules, 
regulations, schemes, statutes, by-laws or orders made and with any directions given by 
the Council from time to time. 
 

11.8.  Review 
 
The Schedule of Delegations shall be reviewed within the Terms of Reference for Committees in 
January 2023 and annually thereafter. 
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Agreed and adopted at Sandwich Town Council on 28th November 2022. 
 
Signed     ______________________ Signed       __________________________    
       Mayor of Sandwich                               Deputy Mayor of Sandwich         
 
 
Signed     _____________________   Signed 
                 Chairman 
                  
 
 
 
 
 

 


