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OTHER RISKS

Procedure to Cover risk of a non quorate Council.

If at any time the number of elected and co-opted members do not constitute a
quorum the Clerk/RFO is delegated to handle all matters pertaining to aspects of the
Councils function until such time as the Council becomes quorate, when all decisions
will need to be ratified and financial matters reported, or until a decision to cease the
operation of the body is taken.

The Clerk/RFO will need to consider advice from other legally constituted bodies with
relevant experience and/or authority in Local Government matters.

Procedure to Cover Absence of Clerk/RFO.

1. Absences up to 2 weeks:

2. Administrative Assistant asked to cover. If unavailable,
Delegated powers are given to the Chair and/or the Vice Chair of the Council to
handle as they arise- post/ e-mails/ telephone messages/ any other matter
which cannot be reasonably left until the Clerk’s/ RFO’s return.
If they are unavailable to carry out these duties, the Chair is to delegate an
unpaid Councillor or a suitably qualified person.

3. Absences likely to be longer than 2 weeks:
Whilst carrying out the above procedure, contact other sources to ascertain if
temporary assistance is available.

4. If a pre- planned absence of over 2 weeks e.g. extended holiday, planned
operation,
Contact other Clerks to ascertain if temporary assistance is available.

Procedure to Cover Extremely Urgent Matters

The Clerk/ RFO has delegated powers to handle urgent enquiries and complete
guestionnaires.

Financial Regulations are in place to allow the Clerk/ RFO to handle these matters up
to a maximum of £1000. The Chair/ Vice Chair must be informed as soon as possible
and full Council must ratify the decision. If the Clerk/ RFO is unavailable then the
Chair of Council or Committee or the Vice Chair is delegated to carry out the
necessary actions.

Any other urgent matters which cannot be reasonably left to be dealt with by calling a
Special Council meeting: Delegated powers are given to the Clerk/ RFO and any two
from Chair/ Vice Chair of Councill Committee. The decision to be ratified at the next
scheduled meeting of Full Council.

Procedure to Cover Bad Debts including Rents and Training Fees.

If these relate to an employee of the Council then wherever possible the Clerk/RFO is
delegated to notify that person in writing of the sum which is overdue and will be
deducted from their salary- if necessary over a period of time- and then to commence
the procedure. (All present employees have been notified of this procedure by letter;
new employees will be informed on commencement of employment.)

The Clerk/RFO is delegated to write to any defaulter requesting within 7 days,
immediate payment or a meeting to discuss repayment arrangements.

The Clerk/RFO is delegated to accept repayment terms after negotiation with the
debtor bearing in mind their circumstances. Any agreement must be in written form
and signed by the debtor and the Clerk/RFO. If no response is forthcoming within 30
days, the Clerk/RFO will write again with the same request but stating no response will
result in the instigation of Court Proceedings.

Having no response to this second letter within 30 days, the Clerk/RFO is delegated to
initiate Court Proceedings. The Clerk/RFO will inform the Debtor, the Chair and Vice
Chair of the Council and report these actions to the next scheduled meeting of the full
Council. Updated September 2015




