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Nottingham City Council Constitution 

Summary and Explanation (Part 1) 

Introduction 
The City Council provides essential services to the public and as a democratic organisation is 
committed to openness and honesty about how it operates. 
 
This summary is a guide to the basic principles of how the Council works and what decisions 
can be made and by whom. It is a summary and does not try to be comprehensive. You will 
need to look at the separate parts of the constitution document for full details of decision-
making procedures. 
 
Nottingham City Council has adopted the Strong Leader and Cabinet Model of Executive 
Governance as set out in the provisions of the Local Government Act 2000 (as amended). 
Decisions are taken by full Council, Executive Board and committees of the Board, Leader of 
the Council, Executive Portfolio Holders, committees, ward councillors and officers. 
 
The Executive Board comprises up to ten Councillors and includes the Leader of Council. It is 
responsible for major decisions about service delivery. The law does not allow the Executive 
Board to make certain decisions (sometimes referred to as ‘non- executive’ decisions) e.g. 
decisions about planning or licensing matters. These non- executive decisions are taken by 
committees of Councillors. 
 
Councillors who are not on the Executive are responsible for keeping an overview of 
Council business and city concerns and scrutinising areas of particular interest or concern, 
holding the Executive to account and assisting in the development and review of Council   
policy. The Council must also ensure that overview and scrutiny arrangements are in place to 
undertake statutory responsibilities, including the scrutiny of substantial developments or 
variations in NHS services and the scrutiny of crime and disorder issues. Overview and 
scrutiny Councillors can make recommendations for improvement to the Executive, to the 
whole Council, or to outside organisations. 
 
Full Council comprises all 55 Councillors elected to the City Council. One of its functions is to 
agree the major policies, the “Policy Framework”, which govern the way services are 
provided and provide a direction for the city. Legislation prescribes that, in addition to the 
budget and setting of Council Tax, full Council must adopt this overall policy framework which 
comprises various plans and strategies. The Council may, from time to time, decide to add 
other plans and strategies to this list. The Council also has an overview and scrutiny function. 
This holds the Executive Board to account for its decisions, undertake reviews and makes 
recommendations on future policy. 
 
Role of Local Authorities 
Local authorities support children to reach their potential, provide services for people who are 
vulnerable or in need of support, safeguard and protect your environment, provide libraries, 
cultural and leisure facilities, promote and protect public health and provide and maintain 
much of the c ity’s infrastructure - local authorities lie at the very heart of all of our daily 
lives. Nottingham City Council is an all-purpose unitary authority providing all local 
government services within the City of Nottingham administrative district and works in 
partnership with other organisations to make Nottingham a better place in which to live, work, 
visit and invest. 
 
Amongst the City Council’s most important responsibilities is the duty to exercise 
community leadership. This means that Councillors should be: 
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• enablers of the community - standing up for, learning from and empowering local 
citizens, including the most vulnerable members of the community; 

• champions of the area - building a vision, setting a clear direction, and ensuring this is 
delivered; 

• challengers and scrutineers - of public services more generally; 
• shapers of services around the citizen - forging local partnerships to marshal 

resources in a way that best meets the community's needs; 
• decision-makers - setting priorities and being accountable for tough choices in 

balancing competing demands and interests. 
 

 

Purpose of the Constitution 
The Constitution is part of the Council’s corporate governance framework which defines the 
systems and processes by which the Council leads, directs and controls its functions and 
relates to its communities and partners. The purpose of the Constitution is to set out how the 
Council conducts its business, how decisions are made and the procedures that are 
followed to ensure that these decisions are effective, efficient and transparent so that the 
Council remains accountable to local people. Some of these procedures are required by law, 
while others are a matter for the Council to determine. The Council will exercise all its powers 
and duties in accordance with the law and it’s Constitution. 
 
You can view a copy of the Constitution at the City Council’s main office based at Loxley 
House, Station Street, Nottingham, NG2 3NG or on our website at 
https://www.nottinghamcity.gov.uk/your-council/about-the-council/nottingham-city-councils-
constitution/ 
 

Citizens Rights 
Citizens have a number of rights in their dealings with the Council. Some of these are legal 
rights, whilst others depend on the Council’s own processes. 
 
Citizens have the right to: 

• vote at local elections if they are registered for that purpose; 

• contact their Councillor about any relevant matters of concern to them; 

• obtain a copy of the Constitution; 

• attend meetings of the Council and its committees, except where exempt or confidential 
matters are being discussed; 

• petition for a referendum on a mayoral form of executive; 

• request Councillors to present other petitions to full Council meetings; 

• submit questions to the Lord Mayor for response at full Council; 

• find out from the Notice of Key Decisions and Private Meetings of the Executive, what 
major decisions are to be taken by the Board or by Board members, when those 
decisions will be taken and if they will be taken in public or in private; 

• request to see reports and background papers, and any record of decisions made 
by the Council, the Executive Board and its members and by committees; 

• complain to the Council - Nottingham City Council is committed to providing the  best 
possible services for its citizens. The City Council’s ‘have your say scheme’ gives Citizens 
the chance to tell the Council what they think of the services provided.  Full details of this 
scheme are available in plain English and in other languages from the Consultation and 
Engagement Manager, Nottingham City Council, Loxley House, Station Street, 
Nottingham, NG2 3NG or on the Council’s website via the following link: 
http://www.nottinghamcity.gov.uk/contact-us/have-your-say-comments-compliments-and-
complaints/ 
 

Citizens can: 

https://www.nottinghamcity.gov.uk/your-council/about-the-council/nottingham-city-councils-constitution/
https://www.nottinghamcity.gov.uk/your-council/about-the-council/nottingham-city-councils-constitution/
http://www.nottinghamcity.gov.uk/contact-us/have-your-say-comments-compliments-and-complaints/
http://www.nottinghamcity.gov.uk/contact-us/have-your-say-comments-compliments-and-complaints/
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• have their say by: 
- completing the online form; 
- calling us on 0115 8764921; 

• complain to the Ombudsman where they are not satisfied after first using the 
Council’s complaints procedure. (The Ombudsman’s address is PO Box 4771, Coventry, 
CV4 0EH); 

• complain to the Council’s Standards Committee if they have evidence which they think 
shows that a Councillor has not followed the Council’s Code of Conduct; 

• at specific times, inspect the Council’s accounts and make their views known to the 
external auditor; 

• feed back to the Council on their experience of its services and contribute to the 
development of policies and strategies for the City via the Citizens Panel, Customer 
Satisfaction Surveys, Customer Suggestion Schemes and Customer Contracts. 

 
Responsibility for Functions (Part 2) 
This part of the Constitution explains who is responsible for the various functions of the 
Council. It describes the decision-making framework of the City Council, the purpose of which 
is to discharge its responsibilities and functions in a transparent, effective and legal 
manner. 
 
This part also details the roles and responsibilities of individual formal positions within the 
Council that are either statutory or occupy a significant role in respect of the executive, 
scrutiny or civic and ceremonial infrastructure of the Council. 
 
Management Structure (Part 3) 
This part details the senior officer management structure of the City Council. 
 
Procedure Rules and Standing Orders (Part 4) 
This part details procedures to be followed in respect of: 

• the Budget and Policy Framework; 

• Executive Board; 

• Overview and Scrutiny; 

• Access to Information; 

• Officer Employment; 

• Standing Orders. 
 
Financial Regulations (including Contract Procedure Rules) (Part 5) 
Financial Regulations provide the framework for managing the City Council’s financial affairs 
and set out the rules and processes that underpin the day to day management of public 
funds. 
 
The Financial Regulations include Contract Procedure Rules that govern the way in which 
goods, materials and services are procured by the Council. 
 
Financial Regulations apply to every Councillor and colleague of the authority and anyone 
acting on its behalf, and they are required to abide by them in all circumstances. These 
responsibilities also apply when Councillors or colleagues represent the City Council on 
Outside Bodies. 
 
Codes of Conduct (Part 6) 
Councillors and Co-opted Members are required to abide by a Code of Conduct to ensure 
high standards of probity in the discharge of their responsibilities and this is included in Part 6 
of the Constitution. The Council has a Standards Committee that oversees this Code of 
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Conduct and other governance matters. 
 
Officers have to observe a code of conduct that sets guidelines on behaviour and standards of 
conduct at work. 
 
There is also a local protocol setting out guidance and principles covering the relations 
between Councillors and colleagues. 
 
Members’ Allowances Scheme (Part 7) 
Councillors are paid allowances linked to the level of responsibility they have within the 
Council. The Independent Remuneration Panel (IRP), which includes independent members 
of the public, reviews remuneration for Councillors and makes recommendations to full 
Council on the level at which allowances should be set. Full Council  must  take  the  
recommendations  of  the  IRP  into  consideration  in  taking decisions about allowances, but 
is not bound by these recommendations. 
 
Note to colleagues, citizens, Councillors and partners 
Local government is complex and characterised by acronyms, jargonistic phrases and fads.  
However,  we  are  determined  to  simplify  our  language  and  focus  wherever possible, 
starting with consistent descriptions of the people we work with. 
 
Following research in 2008, we were surprised to find several different ways of describing the 
people we are here to lead and serve; constituents, voters, electors, residents, customers, 
service-users, citizens, clients, consumers, people, to name a few. Of course, one 
individual may be all of these, but the point is, the words also mean different things to different 
people, and that in turn can drive different behaviour. 
 
Within this document, we are determined to use ‘citizens’ as often as possible and 
appropriate. This was agreed by the Corporate Leadership Team (CLT) and our Councillors 
as being the most rounded and appropriate description of the people we lead and serve. 
Similarly, rather than using staff or employees, we’re determined to use the word 
‘colleagues’. Rather than politicians or members the word ‘councillors’, and rather than 
contractors, providers, consultants, etc we will use our ‘partners’. However the nature of this 
document often means that we are using and referring to information taken directly from legal 
provisions and, in some circumstances it has been necessary to maintain the use of terms 
such as ‘member’ and ‘officer’ where they have legal meaning. 
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Section 1 
 

Introduction 
 

 

This part of the Constitution sets out who is responsible for the various functions of the 
Council.  The Local Government Act 2000 divides the Council’s functions into the following 
categories: 

 
1.  Council (non-executive) Functions 
2.  Local Choice Functions 
3.  Executive Functions 
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Section 2 
 

Council (non-executive) Functions 
 
Non-executive functions are powers and duties that under statute are not the responsibility 
of the Executive Board or Executive Councillors. The power to exercise non-executive 
functions is either reserved to full Council or delegated by full Council to committees, 
Corporate Directors or other specified officers. There are some non-executive functions that 
can only be the responsibility of the full Council and cannot be delegated to another body. 

 
To discharge non-executive functions which are not reserved to full Council alone, the 
Council has established the following ordinary committees: 
(i) Appointments and Conditions of Service Committee 
(ii) Audit Committee 
(iii) Licensing Committee 
(iv) Planning Committee 
(v) Regulatory and Appeals Committee 
(vi) Standards Committee 

 

 

The terms of reference of these Committees and their delegated powers are set out later in 
this Part of the Constitution. 

 
Where  the  Council  has  delegated  responsibility  for  the  discharge  of  non-executive 
functions to officers, these delegations will appear in the Scheme of Delegation. 
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Section 3 
 

Local Choice Functions 
 

Local Choice Functions 
 

Local choice functions are mainly set out in Schedule 2 to the Local Authorities (Functions 
and Responsibilities) (England) Regulations 2000 (the “Functions Regulations”. These 
functions may be, but need not be, the responsibility of the Council’s executive. This 
means that the Council can decide whether the function is to be the responsibility of the 
Executive (an ‘executive function’) or the responsibility of the Council (a ‘non executive’ 
function). 

 
Having regard to government guidance full Council has decided that the local choice 
functions will be executive or non-executive as set out in the schedule below. Where a 
function is allocated to the Executive Board, the Board will be able to delegate decisions 
within that function to a committee or sub-committee of itself or to an officer.   Similarly, 
where a function is allocated to the Council, the Council may delegate it to a committee or 
sub-committee or to an officer. 

 
Local Choice Function Status of 

Function 
‘Executive’, ‘Non- 
Executive’ 

1. Any function under a local Act other than a function specified or 
referred to in Regulation 2 or Schedule 1 of the Local Authorities 
Functions Regulations or specified within the terms of reference 
of any non-executive committee. 

Executive 

2. The determination of an appeal against any decision made by or 
on behalf of the authority (other than employee dismissals). 

Non-Executive 

4.  The making of arrangements pursuant to section 52 of the 
Education Act 2002 and the Education (Pupil Exclusions and 
Appeals (Maintained Schools) (England) Regulations 2002 and 
the Education (Pupil Exclusions and Appeals) (Pupil Referral 
Units) (England) Regulations 2008 (making arrangements for 
appeals against exclusion of pupils). 

Non-Executive 

5. The making of arrangements pursuant to section 94(1) and (4) of, 
and Schedule 24 to, the Schools Standards and Framework Act 
1998 (making arrangements for admission appeals). 

Non-Executive 

6. The making of arrangements pursuant to section 95(2) of, and 
Schedule 25 to, the Schools Standards and Framework Act 1998 
(children to whom section 87 applies: appeals by governing 
bodies). 

Non-Executive 

7. The  making  of  arrangements  under  section  20  (questions  on 
police matters at council meetings) of the Police Act 1996 for 
enabling questions to be put on the discharge of the functions of a 
police authority. 

Non-Executive 

8. The making of appointments under paragraphs 2 to 4 
(appointment of members by relevant councils) of Schedule 2 
(police authorities established under section 3) to the Police Act 

Non-Executive 
Full Council 
appoint City 
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Local Choice Function Status of 
Function 
‘Executive’, ‘Non- 
Executive’ 

1996. Councillors to the 
Joint Committee 
for appointments 
to the 
Nottinghamshire 
Police Authority. 

10. Any function relating to contaminated land. Executive 

11. The discharge of any function relating to the control of pollution or 
the management of air quality. 

Executive 

12. The  service  of  an  abatement notice  in  respect  of  a  statutory 
nuisance. 

Executive 

13. The passing of a resolution that Schedule 2 to the Noise and 
Statutory Nuisance Act 1993 should apply in the authority's area. 

Executive 

14.  The  inspection  of  the  authority's  area  to  detect  any  statutory 
nuisance. 

Executive 

15.  The  investigation  of  any  complaint  as  to  the  existence  of  a 
statutory nuisance. 

Executive 

16. The obtaining of information under section 330 of the Town and 
Country Planning Act 1990 as to interests in land. 

Executive 

17. The making of agreements for the execution of highways works. Executive 

18. The obtaining of particulars of persons interested in land under 
section 16 of the Local Government (Miscellaneous Provisions) 
Act 1976. 

Executive 

19. The appointment of any individual: 
 (a)   to  any  office  other  than  an  office  in  which  he/she  is 

employed by the Council; 
 (b)  to any body other than: 

(i) the Council; 
(ii)  a joint committee of two or more authorities; or 

 (c)  to any committee or sub-committee of such a body, 
and the revocation of any such appointment. 

Executive 

20. The making of agreements with other local authorities for placing 
staff at the disposal of those other local authorities. 

Executive 

22.  Functions  under  sections  106,  110,  111,  113  of  the  Local 
Government and Public Involvement in Health Act 2007 relating to 
local Area Agreements 

Executive 

23. Unless  specifically  catered  for  elsewhere,  the  adoption  or 
approval of any plan or strategy relating to the Licensing and 
Regulatory  functions  listed  in  Part  B  of  Schedule  1  of  the 
Functions Regulations 2000. 

Non-Executive 
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Section 4 
 

Executive Functions 
 
The Leader of the Council may determine to exercise any of the executive functions of the 
Council personally, or may arrange for the exercise of any of the Council’s executive 
functions by: 

 
(i)      the Executive Board; or 
(ii)     by another Executive Councillor; or 
(iii)    by a committee of the Executive; or 
(iv)    by an officer of the Council. 

 
Where joint arrangements are established with one or more local authorities and/or their 
executives to exercise functions which are executive functions, any joint committee 
appointed in accordance with those arrangements may, subject to the terms of those 
arrangements, discharge those executive functions. 

 
Where joint arrangements with one or more other local authorities in respect of the 
discharge of an executive function cease or have ceased to have effect by virtue of the 
Council or another local authority operation or beginning to operate executive 
arrangements, the Leader shall have power to make new joint arrangements to discharge 
those functions jointly with other local authorities and/or the executives of other local 
authorities, as appropriate. 

 
In exercising delegated powers officers must have regard to the principles set out in the 
Introduction to the Scheme of Delegation. 

 
Where the Leader delegates the discharge of executive functions to the Executive, the 
Executive may arrange for the discharge of any of those functions by a committee of the 
Executive or an officer of the authority. 

 
Any  arrangements  made  for  the  discharge  of  executive  functions  by  an  officer  or 
committee of the Executive by the Leader do not prevent the Executive or Leader from 
exercising those functions. 

 
Any arrangements made for the discharge of executive functions by an officer, committee 
of the Executive, or under executive joint arrangements with other local authorities by the 
Leader, do not prevent the Executive or Leader from exercising those functions. 
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Section 5 
 

Committee Terms of Reference 
 
1.1   The purpose of this section is to set out the detailed terms of reference and 

membership of the formal decision-making and scrutiny bodies of the Council. 
 
1.2    For non-executive business, only full Council can establish committees and agree and 

amend   terms   of   reference,   determine   their   composition   and   make 
appointments to them, unless delegated elsewhere in the Council or otherwise 
specified in legislation. However, where in-year changes to memberships are 
required,  either  at  the  request  of  the  relevant  political  group  or  because  a 
member has resigned or ceased to be eligible for membership, the Corporate Director 
for Strategy and Resources has the authority to action those changes subject to 
political balance being preserved where applicable and to the changes made being 
reported to the next meeting of the committee/board concerned. Details of 
membership will be updated and published on the Council’s website on an ongoing 
basis. 

 
1.3  Where a Councillor fails to attend three consecutive meetings of any Council 

committee/board/panel to which they have been appointed (other than full Council) 
without giving a reason for that absence, Council should consider the removal of 
that Councillor from membership of the committee/board/panel concerned. 

 
1.4   Up  to  six  substitutes  may  be  appointed  by  each  political  group  for  each 

committee, sub-committee or panel etc with the exception of those for which 
substitutes are not permitted. 

 
1.5   The quorum for meetings of the City Council is 14 in accordance with statutory 

requirements and for all other meetings is 3, unless otherwise determined by Council 
or the Leader/Executive Board (for executive business). The quorum for the 
Commissioning and Procurement Sub-Committee has been fixed at 2. 

 
1.6    Councillors attending meetings of any bodies established by Council and the 

Executive must declare any interest which they are required by law or by the 
Members’ Code of Conduct to declare as soon as the interest becomes apparent and,  
where  so  required  in  respect  of  that  interest,  shall  withdraw  from  the meeting. 

 
1.7 Reports considered at these meetings are generally provided by the Council’s officers. 

However, Councillors on any Board, Committee or Sub-Committee may submit a 
report relevant to its remit to the Corporate Director for Strategy and Resources who 
will include it in the agenda for the next available meeting of that body. 

 

 

1.8 Any councillor: 
(a)   who has not complied with the requirement to have a DBS check; 
(b)  who fails to maintain a valid DBS check; or 
(c)   whose check discloses matters which may present a risk to children and 

vulnerable adults (in the opinion of the Corporate Director for Children and 
Adults and the Monitoring Officer); 

is disbarred from membership of committees, sub committees and panels.  This 
also applies to appointments to offices or outside bodies.  See Part 6 of this 
Constitution – Codes of Conduct. 
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1.9   Below is list of the Council committees/boards/panels, the terms of reference and 
protocols for which are contained within this section: 

 
Council 
 
Non-executive Committees 
Appointments and Conditions of Service Committee 
Audit Committee  
Governance Improvement Board 
Licensing Committee 
Licensing Panels 
Planning Committee 
Regulatory and Appeals Committee 
Standards Committee 
Standards Hearings Sub Committee 
 
Executive Committees 
Executive Board 
Commissioning and Procurement Sub Committee 
East Midlands Shared Services Joint Committee  
City of Nottingham and Nottinghamshire Economic Prosperity Committee 
  
Scrutiny Committees 
Overview and Scrutiny Committee 
Overview and Scrutiny Call-in Panel 
Health Scrutiny Committee 
Children and Young People Scrutiny Committee  
 

Other Committees  
Corporate Parenting Board 
Greater Nottingham Light Rapid Transit Advisory Committee 
Health and Wellbeing Board 
Health and Wellbeing Board Commissioning Sub Committee 
Joint Committee for Strategic Planning and Transport 
Police and Crime Panel 
Trusts and Charities Committee 
Investigating and Disciplinary Committee 
Appeals Committee 
Independent Panel 

 
1.10  Agendas and minutes of these committees/boards/panels are published on the 

Council’s website or, where not available on-line, can be obtained by contacting 
Constitutional Services (telephone: 0115 8764315). All information is published
 except that which is exempt or confidential under the Local Government Act 1972 
(and   subsequent   Acts   and   regulations). An explanation of exempt and 
confidential information can be found in Part 4 of the Constitution – Procedures and 
Standing Orders under Access to Information. 

 
1.11  The Licensing Committee and its Panels are appointed by the Council acting in its 

capacity as a Licensing Authority under the Licensing Act 2003. The Local 
Government Act provisions relating to Committees (e.g. political balance, publication  
of  agenda  and  access  to  information,  etc)  do  not  apply  to  the Licensing 
Committee and its Panels which operate under the provisions of the Licensing Act 
2003, the Gambling Act 2005 and secondary legislation made under the 
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Council 
 
The following functions are to be exercised only by full Council: 
 

(a) adopting and amending the constitution; 
 
(b) approving, amending and adopting the following: 

(i) the Policy Framework which comprises the following plans and strategies: 
• Community Strategy (The Nottingham Plan); 
• Local Transport Plan; 
• Development Plan; 
• Licensing Policy; 
• Crime and Disorder Reduction Partnership Strategy; 
• Children and Young People’s Plan; 
• Civil Contingencies Plans: 
• Managing an Emergency; 
• Pipeline Safety Plan;  

(ii) the budget; 
 

(c) approving any application to the Secretary of State in respect of a Housing Land 
Transfer; 

 
(d)    decisions about matters covered by the Policy Framework or the budget which the 

decision maker is minded to resolve in a manner which would be contrary to the Policy 
Framework or contrary to or not wholly in accordance with the budget, subject to the 
urgency procedure contained in the Access to Information Procedure in Part 4 of the 
Constitution. (Standing Orders, also in Part 4 – allow budget allocations to be moved  
from  one  service  to  another  without  reference  to  full  Council,  provided certain 
conditions are satisfied); 

 
(e)    electing the Leader at the post- election annual meeting and appoint members, 

Chairs and Vice-Chairs of other Council bodies. Where the Council does not appoint 
the Chair or Vice-Chair of a body, the body itself may do so; 

 
(f)    removing the Leader by way of resolution by a simple majority. If the Council passes a 

resolution to remove the Leader, a new Leader is to be elected: 
(i) at the meeting at which the leader is removed from office; or 
(ii) at a subsequent meeting; 

 
(g)   establishing committees and agreeing and amending the terms of reference, 

determining the powers they may exercise, determining their composition and making 
appointments to them, unless delegated elsewhere in the Council; 

 
(h)   adopting or amending a Members’ Allowance Scheme, having regard to the 

recommendations of an Independent Remuneration Panel, and determining other 
allowances payable to Councillors; 

 
(i) conferring the title of Honorary Alderman/Alderwoman or the Freedom of the City; 
 
(j) confirming the appointment of the officer designated as the Head of Paid Service; 
 

(k)   making, amending, revoking, re-enacting and adopting byelaws and promoting or 
opposing the making of local legislation; 
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(l)    deciding  whether  or  not  to  delegate  non-executive  functions  to  another  local 

authority or to accept delegations from another Council; 
 
(m)  considering any recommendation from the Investigation and Disciplinary Committee for 

the dismissal of the Chief Executive, having first taken into account the views of the 
Independent Panel in accordance with the Local Authority (Standing Orders) (England) 
(Amendment) Regulations 2015; 

 
(n) to consider appeals made by the Chief Executive against decisions made by the 

Appointments and Conditions of Service Committee relating to grievances relating to 
or raised by the Chief Executive; 

 
(o) the passing of a resolution not to issue casino premises licences (Section 166 and 

154(2)(a) of the Gambling Act 2005); 
 
(p) approval  of  the  “The  Gambling  Act  Statement  Of  Principles  (Section  349 and 

154(2)(c) of the Gambling Act 2005)”; 
 
(q)   the power to delegate to an officer powers that are not required by law to be 

exercisable solely by the Council, solely by a specified office holder or solely by an 
executive body or executive of the Council; 

 
(r)   the power to introduce, vary or end a scheme relating to the payment of a late night 

levy  under the Police and Social Responsibility Act 2011 and  the functions of 
making, varying or revoking an early morning alcohol restriction order under section 
172A of the Licensing Act 2003 

 
(s) all other matters which, by law, must be reserved to Council.  
 

There are normally 6 meetings per annum: 
• the Annual meeting (first Monday in May unless it falls on a Bank Holiday, when it 

is then held on the first appropriate Monday or, in an election year for the full City 
Council, it is held on the first appropriate Monday after the election, subject to the 
requirements of the law); 

• ordinary meetings (5 per annum with the budget normally considered at a 
meeting in February or March); 

• Extraordinary meetings as necessary (when called by the Lord Mayor or by any five 

City Councillors. If the Lord Mayor refuses to call a meeting, or fails to do so  within  
seven  days,  any  five  City  Councillors  may  themselves  call  the meeting). 

 
Meetings of the City Council are normally held at 2pm although the Lord Mayor has 
discretion to vary the time if s/he deems necessary. 
 
Eligibility for membership: 
 
An elected City Councillor for one of the wards specified within the City of Nottingham. 
The regular election of Councillors is held on the first Thursday of May every four years. 
The term of office of Councillors starts on the fourth day after being elected and finishes on 
the fourth day after the date of the next regular election. 
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Non-executive Committees 
 
 
Appointments and Conditions of Service Committee 
 
a) To undertake the appointment process (long listing, short listing and formal interviews) 

(or to appoint a politically balanced panel to undertake long listing and short listing) in 
respect of the Chief Officers (as referred to in paragraph 1(a) of the Officer 
Employment Procedure Rules (Standing Orders on Employment Matters), subject to 
having ascertained the views of the Executive Board in accordance with Standing 
Orders; 

 
b) to approve the appointment of Chief Officers (as referred to in paragraph 1(a) of the 

Officer Employment Procedure Rules (Standing Orders on Employment Matters)); 
 

c) to determine the terms and conditions of City Council employees and procedures for 
disciplinary action and dismissal; 

 
d) to designate Proper Officers; 

 
e) to designate officers as Head of Paid Service, Section 151 Officer and as Monitoring 

Officer and to ensure the provision of sufficient staff and other resources; 
 

f) to exercise any other personnel functions which cannot be the responsibility of the 
Executive; 

 
g) to receive reports on action taken in respect of terms agreed for the Chief Executive, 

Deputy Chief Executive, Corporate Directors and the Senior Leadership Management 
Group (SLMG) leaving the employment of the Council where those terms included 
compensation; 

 
h) to determine redundancies, ill health retirements, flexible retirements and 

terminations of employment by mutual agreement on grounds of business efficiency, 
under the 85 year rule, in the interests of the efficient exercise of the Council’s 
functions under the Local Government (Early Termination of Employment) 
(Discretionary Compensation) (England and Wales) Regulations 2006 (‘the DCR’) and 
any exercise of discretions to increase total LGPS pension and award additional 
LGPS pension for the Chief Executive, Deputy Chief Executive, Corporate Directors 
and Directors subject in the event of a proposed dismissal to relevant notification to 
the proper officer, and the Executive and relevant consultation with nominated elected 
members and relevant approval as specified in the Officer Employment Procedure 
Rules (Part 4); 

 
i) to determine flexible retirements and terminations of employment by mutual 

agreement on the grounds of business efficiency, terminations of employment under 
the 85 year rule, in the interests of the efficient exercise of the Council’s functions 
under the Local Government   (Early   Termination   of   Employment)   (Discretionary   
Compensation) (England and Wales) Regulations 2006 (‘the DCR’) and any exercise 
of discretions to increase total LGPS pension and award additional LGPS pension 
for any employee who is part of the Senior Leadership Management Group below 
the level of Director. The Committee also determines terminations of employment by 
mutual agreement, and following consultation with the appropriate Portfolio Holder(s), 
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on the grounds of business efficiency under the DCR for employees where any 
proposed compensation payment is in excess of £30,000; 

 
j) to approve any proposals for significant restructuring of the Council’s management 

structure; 
 

k) to approve any proposals from the Chief Executive for changes to salary levels 
(including ranges of salaries) for Corporate Directors and the Deputy Chief Executive; 

 
l) to consider any grievances relating to or raised by the Chief Executive. Members 

involved in considering these will not be able to participate in any further consideration 
of the matter at other committees. 

 
NB - “Significant restructuring” 

(i) the transfer of a significant function between Council departments, or to an 
external body, or 

(ii) the addition or deletion of a Corporate Director or Director post to or from a 
department. 

 
The Committee is accountable to Council, has 8 members and is politically balanced. One 
place is reserved for the relevant Portfolio Holder with a remit covering Resources (or their 
substitute) in relation to matters in respect of the appointment process for the Chief 
Executive and Corporate Director and the dismissal process for the Chief Executive. 
 
Where practical, members of this committee should not also be members of Audit 
Committee, Investigating and Disciplinary Committee, or Appeals Committee. 
 

Audit Committee 

 
Description 
Balance requirements: The members of the committee drawn from the Council will be non-
executive and numbers will be politically balanced 

Status: Audit Committee is a Non-Executive Committee 

Overview of purpose: Audit committees in local authorities are necessary to satisfy the 
requirements of the Accounts and Audit (England) Regulations 2015, which state that a local 
authority is responsible  

“for a sound system of internal control which facilitates the effective exercise of its functions 
and the achievement of its aims and objectives; ensures that the financial and operational 
management of the authority is effective and includes effective arrangements for the 
management of risk”.  

Also, in England, Section 151 of the Local Government Act 1972 requires every local 
authority to “make arrangements for the proper administration of its financial affairs”. 

CIPFA’s ‘Audit Committees - Practical Guidance for Local Authorities and Police 2018’ is 
recognised best practice for audit committees in local authorities throughout the UK.  

Best practice also encompasses the relevant sections of  

 Delivering Good Governance in Local Government (CIPFA) 

 the Public Sector Internal Audit Standards 2017 (IIA & CIPFA) 
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 the Local Government Application Note 2019 on PSIAS (CIPFA) 

 the Code of Practice on Managing the Risk of Fraud and Corruption 2014 (CIPFA) 

Accountable to: Full Council 

Reporting arrangements: Annually, the Chair will present to Full Council, a report on the work 
of the committee. 

 
Purpose 
1. The Audit Committee is a key component of Nottingham City Council’s corporate 

governance. It provides an independent and high-level focus on the audit, assurance and 
reporting arrangements that underpin good governance and financial standards. 

2. Provide independent assurance to those charged with governance of the adequacy of the 
risk management framework and the internal control environment. 

3. Provide independent review of the Council’s governance, risk management and control 
frameworks.  

4. Oversee the financial reporting and annual governance processes. 
5. Oversee internal audit and external audit, helping to ensure efficient and effective 

assurance arrangements are in place. 
6. Consider assurance of the Council’s financial and non-financial performance to the extent 

that it affects the Council’s exposure to risk and weakens the control environment 
including emphasis on 

 Governance risks around high level financial strategy and reserves 

 Governance risks connected to asset realisation 

 Governance of Capital Programme and projects 

 Value for Money and Delivering Objectives 

 Governance of linked incorporated bodies 
The Council has already established an Overview & Scrutiny Committee and Companies 
Governance Executive Sub-Committee which are responsible for detailed scrutiny. Work 
programmes should be coordinated. 

7. Oversee proposed and actual changes to the Council’s policies and procedures pertaining 
to governance, including making recommendations to Council on non-executive 
amendments to the Constitution.  

 
Objectives 
The Committee will achieve its purpose by carrying out the following functions: 
Governance, Risk & Control 
1. Review the Council’s corporate governance arrangements against the good governance 

framework, including the ethical framework and consider the local code of governance. 
2. Review the Annual Governance Statement prior to approval and consider whether it 

properly reflects the risk environment and supporting assurances, taking into account 
Internal Audit’s opinion on the overall adequacy and effectiveness of the Council’s 
framework of governance, risk management and control. 

3. Consider the Council’s arrangements to secure value for money and review assurances 
and assessments on the effectiveness of these arrangements. 

4. Consider the Council’s framework of assurance and ensure that it adequately addresses 
the risks and priorities of the Council.  

5. Receive and consider the results of reports from external inspectors, ombudsman and 
similar bodies and from statutory officers. 

6. Monitor the effective development and operation of risk management in the Council. 
7. Monitor progress in addressing risk-related issues reported to the committee. 
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8. Consider reports on the effectiveness of internal controls and monitor the implementation 
of agreed actions. 

9. Review the assessment of fraud risks and potential harm to the Council from fraud and 
corruption. 

10. Monitor the counter-fraud strategy, actions and resources. 
11. Review the governance and assurance arrangements for Council owned companies, 

significant partnerships or other collaborations, including reports of companies assurance. 
12. Commission work from internal and external audit. 
13. Consider arrangements for and the merits of operating quality assurance and 

performance management processes. 
14. Consider the exercise of officers’ statutory responsibilities and of functions delegated to 

officers. 
15. Effectively scrutinise, review and monitor treasury management strategies and policies in 

accordance with guidance issued to local authorities, and make appropriate 
recommendations to the responsible body. 

16. Consider any appeals made by an employee against decisions made by the Appointments 
and Conditions of Service Committee relating to a grievance made against the Chief 
Executive. Members involved in considering these will not be able to participate in any 
further consideration of the matter at other committees. 

 
Financial Reporting 
17. Review the annual statement of accounts. Specifically, to consider whether appropriate 

accounting policies have been followed and whether there are concerns arising from the 
financial statements or from the audit that need to be brought to the attention of the 
Council. 

18. Consider the external auditor’s report to those charged with governance on issues arising 
from the audit of the accounts.  

19. Approve the Council’s Statement of Accounts and associated governance and accounting 
policy documents 

 
External Audit 
20. Support the independence of external audit through consideration of the external auditor’s 

annual assessment of its independence and review of any issues raised by PSAA or the 
authority’s auditor panel as appropriate. 

21. Consider the external auditor’s annual letter, relevant reports and the report to those 
charged with governance. 

22. Consider specific reports as agreed with the external auditor. 
23. Comment on the scope and depth of external audit work and to ensure it gives value for 

money. 
24. Advise and recommend on the effectiveness of relationships between external and 

internal audit and other inspection agencies or relevant bodies. 
 
Internal Audit 
25. Undertake the duties of the Board mandated by PSIAS (as identified in Table 1 below). 
26. Consider reports from the Head of Internal Audit on internal audit’s performance during 

the year, including the performance of external providers of internal audit services.  
27. Consider the Head of Internal Audit’s annual report. 
28. Consider summaries of specific internal audit reports as requested. 
 
Accountability Arrangements 
29. Report to those charged with governance on the committee’s findings, conclusions and 

recommendations concerning the adequacy and effectiveness of their governance, risk 



 

16 
Version 7.32 May 2021 

 

management and internal control frameworks, financial reporting arrangements, and 
internal and external audit functions. 

30. Report to Full Council on a regular basis on the committee’s performance in relation to the 
terms of reference and the effectiveness of the committee in meeting its purpose. 

31. Publish an annual report on the work of the committee. 
 

Table 1: Duties Of The Board (Audit Committee) Mandated By PSIAS 

PSIAS 

ref Duty of the Board 

1000  Approve the Internal Audit charter  

1110  Approve the risk-based internal audit plan, including internal audit’s resource 

requirements, including any significant changes, the approach to using other 

sources of assurance and any work required to place reliance upon those other 

sources. 

1110  Approve decisions relating to the appointment and removal of the Chief Audit 

Executive  

1110  Receive an annual confirmation from the Chief Audit Executive with regard to the 

organisational independence of the internal audit activity  

1110 Make appropriate enquiries of the management and the Chief Audit Executive to 

determine whether there are inappropriate scope or resource limitations  

1110 The chair to provide feedback for the Chief Audit Executive’s performance 

appraisal  

1111 Provide free and unfettered access to the audit committee chair for the head of 

internal audit, including the opportunity for a private meeting with the committee. 

1112 Consider any impairments to independence or objectivity arising from additional 

roles or responsibilities outside of internal auditing of the head of internal audit. To 

approve and periodically review safeguards to limit such impairments. 

1130 Approve significant additional consulting services agreed during the year and not 

already included in the audit plan, before the engagement is accepted 

1312 Contribute to the QAIP and in particular, to oversee the external quality assessment 

of internal audit that takes place at least once every five years.   

1320  Receive the results of the Quality Assurance and Improvement Programme from 

the Chief Audit Executive  

2020 & 

2030 

Receive communications from the Chief Audit Executive on internal audit’s audit 

plan and resource requirements including the approach to using other sources of 

assurance, the impact of any resource limitations and other matters 

2060 Receive communications from the Chief Audit Executive on the internal audit 

activity’s purpose, authority, responsibility and performance relative to its plan. 

Reporting must also include significant risk exposures and control issues, including 

fraud risks, governance issues and other matters needed or requested by senior 

management and the board. 

2600 Receive reports outlining the action taken where the head of internal audit has 

concluded that management has accepted a level of risk that may be unacceptable 

to the authority or there are concerns about progress with the implementation of 

agreed actions. 

 
Membership and Chairing 
The membership will consist of 9 non-executive members (politically balanced) and up to 2 
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external independent members. 
Make-up of membership  

 Councillors may not be a member of the Executive 

 The Chair cannot be a Chair of the Board of any of the Council’s Group of companies. 

 From March 2022 an additional exclusion to membership for any Councillor or external 
independent member serving as a director of any of the Council’s Group of companies 

 External independent members will have full voting rights 
 
Substitutes 
Councillor member substitutes are permitted 
No substitutes will be accepted for independent members 
 
Quorum 
The standard quorum will apply  
 
Frequency of Meetings 
There will normally be six meetings per year. Additional meetings may be called at the 
discretion of the Chair. 
 
Duration 
The committee will meet as set out above unless and until the constitution determines 
otherwise. 

 

 

Governance Improvement Board 

 
Description 
The Improvement Board is a politically balanced committee of Council, established to 
oversee the delivery of the Action Plan responding to the Report in the Public Interest 
concerning the Council’s Governance Arrangements for Robin Hood Energy Ltd (the PIR) 
and to review wider governance issues at Nottingham City Council. The committee is 
accountable to Council and will provide progress reports to Council every six months. 
 
Purpose 
The purpose of the Improvement Board is to:  
(a) deliver and drive progress against the PIR Action Plan 
(b) support improvement in the Council’s wider governance arrangements 
(c) ensure that a range of voices, including those independent of the Council, contribute to 

the development of governance at Nottingham City Council. 
 
Objectives 
The Board’s objectives are to: 
(a) steer the implementation of the PIR Action Plan and wider governance improvements 
(b) monitor progress on the implementation of the PIR Action Plan 
(c) assess Nottingham City Council’s current governance arrangements and identify and 

make recommendations to Council on areas for improvement 
(d) review the Constitution in relation to governance improvement and recommend 

amendments to the Leader in relation to executive matters and to Council for non-
executive matters 
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(e) identify best practice and gather views on matters within the Board’s remit from relevant 
internal and external sources, including the appointed co-opted members and members 
of the Executive, Overview and Scrutiny Committees and the Audit Committee 

(f) make decisions, including spending decisions relating to non-executive areas of the 
governance improvement programme 

(g) make recommendations to the Executive on executive areas of the governance 
improvement programme. 

 
Membership and Chairing 
 
The Board will consist of ten members, including two co-opted independent members who 
have full voting rights. The membership will consist of: 

 The Leader of the Council  

 Chair of Overview and Scrutiny Committee  

 Chair of Audit Committee 

 Representative of minority political groups (nominated by the leader of the largest 
minority political group) 

 Four other Councillors 

 Two independent members 
 
The Board will be chaired by one of the Councillor members but cannot be chaired by the 
Leader, or by the Chair of Overview and Scrutiny Committee or the Chair of the Audit 
Committee.  
 
The Vice-Chair will be taken by one of the two independent members. 
 
Substitutes 
Substitute members can be appointed to this Board. Up to three named substitutes can be 
appointed for each of the following members: 

 The Leader: to be substituted by a member of the Executive. 

 Chair of Overview and Scrutiny: to be substituted by one of the two Vice Chairs of 
Overview and Scrutiny or, if not available, another member of the Overview and 
Scrutiny committee. 

 Chair of Audit: to be substituted by the vice chair of the Audit Committee or, if not 
available, another member of the Audit Committee. 

 
For all other Councillor members up to six named substitutes may be appointed. 
 
No substitutes may be appointed for independent members. 
 
Quorum 
The quorum for this Board is five, which must include at least one independent member. 
 
Frequency of Meetings 
The Board will meet as required for the period covered by the PIR Action Plan.  
 
Duration 
The Board will initially meet for the duration of the Action Plan. After that period, every six 
months, it will review its need to meet. 
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Licensing Committee 
 
To undertake those functions of the Licensing Authority prescribed by the Licensing Act 
2003 (and any Regulations or Orders made under that Act), the Gambling Act 2005 
(including the power to prescribe fees under section  212), and powers and functions 
relating to late night levy requirements under Chapter 2 Part 2 of the Police Reform and 
Social Responsibility Act 2011 (and any Regulations made under that Chapter) other than 
matters which are specifically reserved to full Council. 
 
The Committee is accountable to Council (as Licensing Authority), has between 10 and 15 
members (not politically balanced) and meets as and when required. 
 
The Licensing Committee has established a Special Licensing Panel (to consider complex 
or contentious licensing applications and reviews of licences) and a number of “ordinary” 
Licensing Panels to deal with all other contested applications except: 

• where representations  are  received  relating  to  ‘cumulative  impact’.  Cumulative 
impact other than in a designated Saturation Zone; 

• any  contested  application  which  a  Panel  feels  should  be  referred  to  the  main 

         Committee. 
 
 

Licensing Panels 
 

To determine contested applications under the Licensing Act 2003 and Gambling Act 2005. 
 
Licensing Panels are accountable to the Licensing Committee, have 3 members (derived 
from the Licensing Committee and not politically balanced), are chaired by the Chair and 
Vice-Chair of the Licensing Committee, and meet as they are required. 
 
 
Special Licensing Panel 
 
Comprises the Chair and Vice-Chair of the Licensing Committee, and one other member to 
be drawn from the membership of the full Committee. 

Meets as required to determine complex or contentious licensing applications and to 
determine reviews of licences in accordance with the allocation procedure agreed by the 
Licensing Committee. 
 
Note: The Licensing Officer/Manager is responsible for the referral of applications and 
reviews to the Special Licensing Panel following consultation with the Chair and Vice-Chair 
of the Licensing Committee. 
 

Licensing Decision Making – List of Delegated Functions 
 

The Authority, in the majority of cases, follows the table of delegated functions set out below. 
However, in circumstances where it seems appropriate to the Authority, any particular matter 
may be dealt with otherwise than is indicated in this table whilst having due regard to statutory 
requirements. For example, an officer may choose not to exercise their delegated power and 
refer the matter to the Panel or a Panel itself may choose to refer the matter to the Committee. 
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Matter to be dealt with Full Licensing 
Committee 

Licensing  
Panel 

Officer 
Decision* 

Licensing Act 2003 
 

   

Application for personal 
licence with unspent 
convictions or immigration 
penalty 
 

 All cases where an 
objection or 
immigration 
objection notice is 
served 

No objection 
made 

Review of personal licence 
where the holder has been 
convicted of a relevant 
offence, foreign offence, or 
been required to pay an 
immigration penalty 

 All Cases  

Application for premises 
licence/club premises 
certificate 

Representation 
relating to Cumulative 
Impact other than in a 
designated saturation 
zone 

Representation made No 
representation 
made 

Application for provisional 
statement 

Representation 
relating to Cumulative 
Impact other than in a 
designated saturation 
zone 

Representation made No 
representation 
made 

Application to vary 
premises licence/club 
premises certificate (other 
than an application for a 
Minor Variation) 

Representation 
relating to Cumulative 
Impact other than in a 
designated saturation 
zone 

Representation made No 
representation 
made 

Application for Minor 
variation 

  All cases 

Application to vary 
designated premises 
supervisor 

 Police representation 
made 

All other cases 

Request to be removed as 
designated premises 
supervisor 

  All cases 

Application for transfer of 
premises licence 

 Police representation 
made 

All other cases 

Application for interim 
authority 

 Police representation 
made 

All other cases 

Application to review 
premises licence/club 
premises certificate 
(including summary 
reviews) 

 All cases  

Decision on whether a 
complaint or objection is 
irrelevant, repetitious, 
frivolous, vexatious, etc 

  All cases 
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Matter to be dealt with Full Licensing 
Committee 

Licensing  
Panel 

Officer 
Decision* 

Decision to object where 
Local Authority is a 
consultee and not the 
relevant authority 
considering the application 

 All cases  

Determination of a 
representation to a 
temporary event notice 

 All cases  

Gambling Act 2005 
 

   

Application for premises 
licence including 
applications for 
reinstatement under S195 
Gambling Act 

 1. Representation 
made and not 
withdrawn (S154 
(4)(a)) and/or 

2. Where the 
Licensing 
Authority 
considers that a 
condition should 
be added to the 
licence under 
S169 (1)(a) or a 
default condition 
should be 
excluded under 
S169(1)(b)  

All other cases 
 
 
 

Application to vary 
premises licence 

 1. Representation 
made and not 
withdrawn (S154 
(4)(b)) and/or 

2. Where the 
Licensing 
Authority 
considers that a 
condition should 
be added to the 
licence under 
S169 (1)(a) or a 
default condition 
should be 
excluded under 
S169(1)(b)  

All other cases 
 
 
 
 

Application for transfer of 
premises licence 

 Representation made 
and not withdrawn 
(S154(4)(c)) 

All other cases 

Application for provisional 
statement 

 1. Representation 
made and not 
withdrawn (S154 
(4)(d)) and/or 

All other cases 
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Matter to be dealt with Full Licensing 
Committee 

Licensing  
Panel 

Officer 
Decision* 

2. Where the 
Licensing 
Authority 
considers that a 
condition should 
be added to the 
licence under 
S169 (1)(a) or a 
default condition 
should be 
excluded under 
S169(1)(b)  

Review of premises licence  All cases  

Consideration of 
Temporary Use Notices 
(including notices modified 
under section 223) 

 1.  All cases where 
an objection 
notice has been 
received  

2. All cases where a 
counter notice 
may be required 

All other cases 

Application for Club 
Gaming/Club Machine 
Permits, renewals and 
variations (including those 
leading to cancellation of 
permit) under Sch12 para 
15 

 1. Objection made 
and not 
withdrawn 
(Sch12 para 28 
(2)) 

2. Refusal of a 
permit proposed 
on the grounds 
listed in Sch 12 
 para 6(1)(a)-(d), 
or para 10(3) as 
applicable  

All other cases 

Cancellation of Club 
Gaming/Club Machine 
Permits under Sch 12 para 
21  

 Where a permit 
holder requests a 
hearing under para 
21(2) or makes 
representations 

All other cases 

Cancellation of Club 
Gaming/Club Machine 
Permits under Sch 12 para 
22 (non payment of annual 
fee) 

  All Cases 
 

Applications for other 
permits registrations and 
notifications 

  All cases 

Cancellation and variation 
of Licensed Premises 
Gaming Machine permits 
under Sch 13 para 16 

 Where permit holder 
requests a hearing 
under para 16 (2) or 
makes 

All other cases 
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Matter to be dealt with Full Licensing 
Committee 

Licensing  
Panel 

Officer 
Decision* 

 representations 

Cancellation of Licensed 
Premises Gaming Machine 
permits under Sch 13 para 
17 (non payment of annual 
fee) 
 

  All Cases 
 
 

 
*These powers are delegated to the Regional Licensing and Policy Manager, the Principal 
Licensing Officers, the Chief Licensing Trading Standards and ASB Officer, Director for 
Community Protection and Corporate Director for Community Services. 

 

Planning Committee 
 
(a)    All  non-executive functions  of  the  Council  as  a  Local  Planning  Authority,  except  

for  matters reserved to or falling solely within the remit of full Council or Executive 
Board. e.g. as the Development Plan forms part of the Council’s policy framework the 
Executive Board is responsible for formulating the Development Plan, for approval by 
full Council, and in doing so will consult the Planning Committee; 

 
(b)    to exercise the functions of the Council relating to the regulation of the use of 

highways, street works and rights of way as set out in Schedule  1  of  the Functions 
Regulations (including all powers of enforcement); 

 
(c) to be consulted, and provide comments to Executive Board, on draft Local 

Development Documents; 
 
(d)    t o exercise the functions of the Council in relation to the registration of town and 

village greens and common land except where the power is exercisable solely for the 
purpose of giving effect to: 

(i) an exchange of lands effected by an order under either section 19(3) of or 
paragraph 6(4) of Schedule 3 to the Acquisition of Land Act 1981; or 

(ii)     an order under section 147 of the Inclosure Act 1845. 
 
The Planning Committee is accountable to Council, has 16 members (politically balanced) 
and usually has 12 meetings per annum.  Whilst a number of delegations to officers exist 
the following matters must be referred to the Committee: 

(i)     no application can be determined by officers where the decisions would: 
• result in the granting of planning permission that would be a significant 

departure from the adopted Development Plan; or 
• result in the approval of an application for a similar scheme, on the same site, 

that has been previously refused by the Committee; or 
• directly conflict   with   the   recommendation   of   any  external  statutory 

consultee unless those concerns will be overcome by condition or planning 
obligation; 

(ii)  any application which gives rise to complex or sensitive issues should be referred to 
Committee for determination. For the purposes of this section, ‘complex or sensitive’ 
includes: 
1)   an application that has generated significant public interest that is contrary to 
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the officer recommendation; 
2)   a major application on a prominent site, where there are important land-use, 

design or heritage considerations; 
3)   an application for the conversion of family housing to a house in multiple 

occupation (HMO) in an area where there is already a high concentration of 
HMOs and where the recommendation would conflict with adopted planning 
policies; 

4)   an application  in  relation  to  which  a  Nottingham City Councillor  has 
submitted a written request (giving valid planning reasons), within the statutory 
consultation period, for the application to be determined by Committee; 

5)   where an application has been submitted by a Nottingham City Councillor or 
on behalf of a Nottingham City Councillor; 

6)   an application that is recommended for approval, but where any planning 
obligations  are  proposed  to  be  waived,  or  are  substantially  less  than 
typically required by adopted planning policies. 

 
Ward Councillor Speaking Rights 
 
(1) Subject to prior arrangement with the Chair of the Committee, Ward Councillors may 

address the Committee on Planning Applications which are within their ward and 
being considered by the Committee. Ward Councillors will not however be permitted to 
take part in any debate on that application; 

 
(2)      where the Councillor concerned is a member of the Planning Committee, they shall 

withdraw from the Committee room immediately after speaking and prior to any 
debate on the application. The Councillor will not take part in any consideration of that 
application at either that or any other meeting of the Planning Committee; 

 
(3)       any such address shall last no more than 5 minutes per Ward Councillor; 
 
(4)       subject to the approval of the Chair, more than one ward Councillor may address the 

Committee on the same application. 

 

 

Regulatory and Appeals Committee 
 

(a) To deal with applications for local licences and registrations of various kinds 
including: 
(i)    those licensing and registration functions and functions relating to health and 

safety at work which are contained  in Schedule 1 of the Functions Regulations 
and are listed below under I, II and III; 

(ii) the Nottinghamshire County Council Act 1985; 
(iii) regulation, under the Nottingham City Council Act 2003, of occasional sales and 

dealers in second-hand goods; 
(iv) but excluding matters which are statutorily the responsibility of the Licensing 

Committee; 
 

(b) to deal with all powers relating to smoke free premises listed in paragraph F of 
Schedule 1 of the Functions Regulations; 

 
(c)    to provide individual case panels selected by the Corporate Director for Strategy and 
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Resources and the Chief Finance Officer from a wider group of Regulatory and Appeals 
Committee members to constitute an Appeals Panel to hear and determine: 
(i) appeals relating to housing rents and homelessness; 
(ii) appeals relating to the refusal / revocation of registration under the Council’s 

Control Scheme for Houses in Multiple Occupation;  
(iii) day care and childminding representations; 

(iv) access to personal files appeals; 
(v) representations under the Data Protection Act 1998;  
(vi) Approved Premises (Marriages) Appeals; 
(vii)  statutory complaints concerning education matters; 

 
(d) to exercise all powers and duties conferred on Nottingham City Council by the 

Nottingham City Council Act 2013; 
 

(e) unless specifically catered for elsewhere, the adoption or approval of any plan or 
strategy relating to the Licensing  and Regulatory functions listed in Part B of 
Schedule 1 of the Functions Regulations 2000. 

 
The Committee is accountable to Council, has 14 members (politically balanced), and 
meets as and when required. 

 
I. Licensing and Registration Functions 
1 Power to issue licences authorising the use of land as a caravan site (“site licences”) 

2 Power to license the use of moveable dwellings and camping sites 

3 Power to license hackney carriages and private hire vehicles 
4 Power to license drivers of hackney carriages and private hire vehicles 
5 Power to license operators of hackney carriages and private hire vehicles 
6 Power to register pool promoters 
7 Power to grant track betting licences 
8 Power to license inter-track betting schemes 
9 Power to grant permits in respect of premises with amusement machines 
10 Power to register societies wishing to promote lotteries 
11 Power to grant permits in respect of premises where amusements with prizes are 

provided 
12 Power to license sex shops and sex cinemas, and sexual entertainment venues 
13 Power to license performances of hypnotism 
14 Power to license premises for acupuncture, tattooing, ear-piercing and electrolysis 
15 Power to license pleasure boats and pleasure vessels 
16 Power to license market and street trading 
17 Duty to keep list of persons entitled to sell non-medicinal poisons 
18 Power to license dealers on game and the killing and selling of game 
19 Power to register and license premises for the preparation of food 
20 Power to license scrap yards 
21 Power to issue, amend or replace safety certificates (whether general or special) for 

sports grounds 
22 Power to issue, cancel, amend or replace safety certificates for regulated stands at 

sports grounds 
23 Power to license premises for the breeding of dogs 
24 Power to license pets shops and other establishments where animals are bred or kept 

for the purposes of carrying on a business 
25 Power to register animal trainers and exhibitors 
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26 Power to license zoos 
27 Power to license dangerous wild animals 
28 Power to license knackers’ yards 
29 Power to license the employment of children 
30 Power to approve premises for the solemnisation of marriages and civil partnerships 
33 Power to license persons to collect for charitable and other causes 
34 Power to grant consent for the operation of a loudspeaker 
35 Power to license agencies for the supply of nurses 
36 Power to issue licences for the movement of pigs 
37 Power to license the sale of pigs 
38 Power to license collecting centres for the movement of pigs 
39 Power to issue a licence to move cattle from a market 
40 Power to sanction use of parts of buildings for storage of celluloid 
41 Power to approve meat product premises 
42 Power to approve premises for the production of minced meat or meat preparations 
43 Power to approve dairy establishments 
44 Power to approve egg product establishments 
45 Power to issue licences to retail butchers’ shops carrying out commercial operations in 

relation to unwrapped raw meat and selling or supplying both raw meat and ready-to- 
eat foods 

46 Power to approve fish products premises 
47 Power to approve dispatch of purification centres 
48 Power to register fishing vessels on board which shrimps or molluscs are cooked 
49 Power to approve factory vessels and fishery product establishments 

50 Power to register auction and wholesale markets 
51 Duty to keep register of food business premises 
52 Power to register food business premises 
54 Power to register motor salvage operators 

 
II.
 
 
  

Functions relating to health and safety at work 

1 Functions under any of the “relevant statutory provisions” within the meaning of Part 
I (health, safety and welfare in connections with work, and control of dangerous 
substances) of the Health and Safety at Work etc. Act 1974, to the extent that those 
functions are discharged otherwise than in the authority’s capacity as an employer. 

 

III Conditions etc. and Enforcement 
1 The  functions  of  imposing  any  conditions,  limitation  or  other  restriction  on  

any approval, consent, licence, permission or registration granted in the exercise 
of any of the above functions and determining any other terms to which any such 
approval, consent, licence, permission or registration is subject. 

2 The function of determining whether, and in what manner, to enforce: 
(a) any contravention or failure  to  comply with  an  approval, consent, 

licence, permission or registration granted as mentioned above; or 
(b) any failure to comply with a condition, limitation or term to which any 

such approval, consent, licence, permission or registration is subject. 
3 The function of: 

(a)    amending,   modifying   or   varying   any   such   approval,   consent,   
licence, permissions or registration as is mentioned above, or any conditions, 
limitation or term to which it is subject; or 

(b) revoking any such approval, consent, licence, permission or registration 
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4 The function of determining: 
(a) whether a charge should be made for any approval, consent, licence, permit 

or registration as is mentioned above; and 
(b) where a charge is made for any such approval, consent, licence, permit 

or registration, the amount of the charge 
5 The power to enforce byelaws. 

 

Standards Committee 
 
(a)   To promote and maintain high standards of conduct by Councillors and co-opted 

members; 
 
(b)     to advise the Council on the adoption or revisions of its Code of Conduct, to monitor 

its operation and to assist Councillors and co-opted members in observing it; 
 
(c)    to agree the local arrangements for the investigation of allegations that the Code of 

Conduct has been breached, and arrangements under which decisions on allegations 
can be made; 

 
(d)    to arrange training and advice for Councillors and co-opted members on matters 

relating to the Council’s Code of Conduct, and related probity issues; 
 
(e)    to receive annual reports from the Monitoring Officer relating to complaints under 

the  Code  of  Conduct,  the  Confidential  Reporting  Code  and  any  other  matters 
relating to conduct and propriety; 

 
(f) to consider reports and recommendations from the External Auditor relevant to the 

Code of Conduct and related probity issues; 
 
(g)    to hear cases under the Council’s procedure for dealing with complaints about 

Councillors’ and co-opted members’ conduct; 
 
(h) to make recommendations regarding the settlement of cases of maladministration; 
 
(i)     to keep under review and make recommendations on the content of the Code of 

Conduct for colleagues and protocols in connection with Councillor/colleague 
relations; 

 
(j)      granting dispensations to Councillors and co-opted members in relation to the Code 

of Conduct, as permitted by legislation; 
 
(k)    to review the operation of the Council’s Confidential Reporting Code and make 

recommendations for any changes to it; 
 
(l)      to respond to consultation exercises carried out by government and other agencies 

on issues related to the work of the Committee; 
 
(m) to consider any other matters referred to it by the Monitoring Officer; 

(n) granting and supervising exemptions from political restriction. 
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The Committee is accountable to Council and has 8 members (politically balanced). 
  
The Committee meets as and when required. 

 

 

Standards Hearings Sub Committee 
 
(a) To hear cases in accordance with the Council’s procedure for dealing with complaints 

about Councillors’ and co-opted members’ conduct; 
 

(b) to decide whether to uphold complaints made against Councillors and Co-opted 
Members having first considered the views of the Council’s Appointed Independent 
Person; 

 
(c) to determine what action to take based upon the outcome of the hearing. 
 
The Sub Committee is accountable to the Standards Committee. 
 
The Sub Committee has 5 members (politically balanced) who must be members of the 
Standards Committee. 
 
The quorum for the Sub Committee is 3. 
 
If a single case is heard over more than one meeting, the same Sub Committee members 
must be present at all meetings. If exceptional circumstances mean this is not possible the 
Monitoring Officer will decide how to proceed.  
 
The Committee meets as and when required. 

 

Executive Committees 

 

Executive Board 

The City Council operates a Strong Leader and Cabinet form of governance as set out in the 
provisions of the Local Government Act 2000 (as amended). 
 
The  Executive  Board  has  responsibility,  delegated  by  the  Leader,  for  the  Council’s 
functions which are not the responsibility of any other part of the Council, whether by law or 
under the Constitution. 
 
Accordingly the role of the Executive Board is to:  

(a) take Key Decisions; 

(b)    require the development of plans and strategies for approval by full Council that 
form the Policy Framework, with the exception of the Licensing Policy due to it 
being a non-executive function; 

 
(c)    take all other decisions that are not delegated to a specific committee or individual 

within the Scheme of Delegation or any that have been reserved by the Leader; 
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(d)    respond to reports or recommendations received from the overview and scrutiny 

committees/panels within two months of receipt and to publish the response if the 
report or recommendation has been published, except when reports or 
recommendations have been received by individual members of the Executive, in 
which case the responsibility to respond and publish lies with that individual. 

 
The Executive Board normally meets once per month at times agreed by the Leader. 
 
The Executive Board’s membership comprises the Leader of the Council, the Deputy Leader 
and up to eight other City Councillors. Political balance rules do not apply and the Board is 
currently a single party Executive. 
 
Election of Leader 
 
The Leader is elected by full Council at its post-election annual meeting (or if the Council 
fails to elect a Leader at that meeting, at a subsequent meeting of the Council). The term 
of office of the Leader starts on the day of his/her election as Leader and ends on the day 
of the next post-election annual meeting (under whole elections) unless he/she before that 
day: 
• is removed from office or resigns; 

• ceases to be a Councillor; 

• is disqualified from being a Councillor. 
 
Appointment of Executive and Scheme of Delegation 
 
The Leader determines the size of the cabinet (Executive Board) and appoints between 2 

and 9 members of the Council to be the Executive Board in addition to himself/herself, allocates 
any areas of responsibility (portfolios) to them, and may remove them from the Executive Board 
at any time. The Leader determines the responsibility for the discharge of the executive 
functions of the Council. The Leader will report to the Council on all appointments to and 
changes to the Executive Board. 

 
There can be no co-optees or substitutes, nor can the Lord Mayor or Sheriff be members. 
Representation for the minority groups is provided by giving Leaders of groups the right to 
attend and speak at Executive Board meetings, including when exempt items are being 
considered. 
 
Executive Board members hold office until:  
(a) they resign from office; 
(b)    they are no longer Councillors; or 
(c)    they are removed from office by the Leader. 
 
There are Executive Assistants to Portfolio Holders and their role is to support Executive 
Councillors in fulfilling their responsibilities, but ONLY Executive Councillors can formally 
make decisions and take part in Executive Board decision-making. Assistants can work 
with officers, represent Executive Councillors at meetings and offer advice and support. 
 
Absent Leader 
 
If for any reason the Leader is unable to act or the office of Leader is vacant, the Deputy 
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Leader must act in his/her place. If the Deputy Leader is unable to act or the office is 
vacant, the Executive Board must act in the Leader’s place or arrange for a member of the 
Executive Board to do so. 
 
Removal of Leader 
 
Full Council has the power to remove the Leader by way of resolution by a simple majority. 
If the Council passes a resolution to remove the Leader, a new Leader is to be elected: 
(a)    at the meeting at which the Leader is removed from office; or 
(b)    at a subsequent meeting. 
 

 

Commissioning and Procurement Sub Committee 
 
Purpose 
 
To approve and oversee the delivery of the Council’s commissioning and procurement work 
programme. 
 
Responsibilities 
 
(a)  To review the implementation of the Commissioning Framework and Procurement 

Strategy across the City Council; 
 
(b)  to evaluate the impact of the Commissioning Framework; 

(c)  to evaluate the impact of the Procurement Strategy; 

(d)  to approve the Council’s annual commissioning work programme; 

(e)  to approve the Council’s annual procurement plan; 

(f)  to approve procurement, commissioning and de-commissioning proposals, including  
at  key  decision  level,  identified  for  review  in  the  annual  work programme, and 
occasional urgent decisions not   included   in   the   work programme; 

 
(g)  to review, by exception, outcomes achieved and delivery against the Nottingham 
 City Council Commissioning Framework’s Guiding Principles; 
 
(h)  to review, by exception, outcomes achieved and delivery against the Nottingham 
 City Council Procurement Strategy Guiding Principles; 
 
(i)   to  approve  and  oversee  the  commissioning  and  implementation  of  the  third sector 

Area Based Grant programme and any other voluntary sector grants of 
 £25,000 and above. 
 
The Committee is accountable to the Executive Board. 
 
The Committee meets monthly and the membership comprises five Portfolio Holders. 

 
If the Chair of the Health and Wellbeing Board is not a member, s/he will be a non-voting 



 

31 
Version 7.32 May 2021 

 

co-opted member. 

 
Standing invitations, with speaking but not voting rights, are made to representatives of the 
Voluntary Sector, namely Nottingham Community and Voluntary Service. 
 
The quorum for this Committee has been fixed at 2. 
 
 

Companies Governance Executive Sub Committee 
 
Purpose 
 
To approve and oversee the Council's strategic objectives across the Nottingham City 
Council group of companies and to support the development of the Group in line with the 
Council's regulations and ambitions. 
 
Responsibilities 
 
(a) To give direction to the Authority on the vision and ambition of the Council with reference 

to its commercial activities; 
 

(b) to review the implementation of the Council’s commercial approach including its group 
companies in relation to the development of the companies and the group; 

 
(c) to evaluate the impact of group companies and commercial activities on the achievement 

of the Council's strategic objectives; 
 

(d) to approve group company structure proposals and other formal structures to protect the 
legal and commercial interests of the Council as shareholder, as identified for review in 
the annual work programme, and occasional urgent decisions not included in the work 
programme; 

 
(e) to review, by exception, outcomes achieved and delivery against the Nottingham City 

Council company governance principles and approve measures taken to enable any 
deficiencies identified to be remedied; and 

 
(f) to take Key Decisions within its remit where appropriate. 

 
The Sub Committee is accountable to Executive Board. 
 
The Sub-Committee will normally meet six times a year or at such other frequency as is 
determined. 
 
The membership comprises the Leader of the Council (who will act as chair), the Portfolio 
Holder with responsibility for finance and three other Executive Councillors.  Standing 
invitations with speaking, but not voting, rights are made to the Chief Executive, the 
Monitoring Officer, the Strategic Director of Finance and representatives of the group 
companies. The Sub-Committee may invite any person it considers able to support its work 
to participate on a non-voting basis, either generally or in relation to specific strategies, 
projects and/or initiatives. 
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The quorum for this Committee has been fixed at 3. 

 
East Midlands Shared Services Joint Committee 
 

Subject to the terms of the East Midlands Shared Services (EMSS) Partnership Agreement 
to: 
 
(a)  oversee and provide strategic direction for the development, implementation and on-

going operation of EMSS; 
 
(b) ensure the effective delivery of the shared service functions in accordance with the terms 

of the agreement; 
 
(c) monitor the effectiveness of those arrangements and make recommendations to the 

Member Authorities e.g. in the event of any changes to legislation, developments in best 
practice or the requirements imposed on Member Authorities; 

 
(d) on an annual basis, agree a three year business plan for EMSS including: 

• service delivery, service development and financial objectives; 

• performance improvement & efficiency targets; 

• staffing; 

• business continuity planning; 

• risk management. 

 
(e)  set annual capital, revenue and staffing budgets for EMSS and no later than 1st 

December in each year submit these to the Member Authorities for approval as part of 
the business plan; 

 
(f) monitor the operational performance of EMSS on a quarterly basis; 
 
(g)  ensure service delivery is in accordance with the key performance indicators and 

agreed national, regional and local priorities; 
 
(h)  ensure effective action is taken to remedy any under-performance in the delivery of 

services; 
 
(i) monitor the financial performance of EMSS – quarterly report and monthly updates; 
 
(j) determine  the  arrangements  for  support  services  in  agreement  with  the  Host 

Authority and in consultation with the Head of Shared Service; 
 
(k)  produce an annual report to the member Authorities by no later than 30th June in each 

year covering the performance of EMSS in the 12 month period ending on the preceding 
31st March; 

 
(l) co-operate with and participate in overview and scrutiny exercises of the Member

 Authorities into the activities of EMSS; 
 
(m) review the operation and effectiveness of the shared service arrangements at least 

every two years, consider ways in which the Shared Services partnership can be 
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expanded and make recommendations to the Member Authorities as appropriate. 
 
Rules for Conduct of Meetings and Proceedings of the Joint Committee 
 
Preamble: the Joint Committee shall follow the normal arrangements which apply to the 
proceedings of local government committees with the following additional provisions 
applying: 
 
1.     Annual Meeting 
 
1.1 The Joint Committee shall in every year hold an Annual Meeting. 
 
1.2  The first meeting held after the Annual Meeting of all the Member Authorities in any 

year shall be the Annual Meeting. 
 
1.3 The  Joint  Committee  may  in  every  year  hold  in  addition  to  the  Annual Meeting 

such other meetings as they may determine. 
 
2.     Membership 
 
2.1  The membership of the Joint Committee to comprise four elected members, two 

being drawn from each Council’s Executive. 
 
2.2  Each Authority will have the right to appoint a substitute elected member drawn 

from their Executive to attend any meeting of the Joint Committee in place of an 
appointed elected member provided that the Secretary shall be given at least 24 hours 
notice of any such appointment. 

 
3.   Appointment of Chairman, Vice Chairman, Secretary and Treasurer 
 
3.1  The Joint Committee shall appoint one of its Members to be Chairman of the Joint 

Committee who shall subject to paragraph 3.2 and, unless he resigns his office or 
ceases to be a member of the Joint Committee, continue in office for a period of 24 
months or until his successor becomes entitled to act. 

 
3.2 The first Chairman of the Joint Committee shall be a person nominated by 
 Nottingham City and shall hold office for the period up to 31st May 2013. 
 
3.3  The Chairmanship of the Joint Committee following the initial appointment by 

Nottingham City shall rotate between Leicestershire and Nottingham City on a two year 
cycle. 

 
3.4  The Joint Committee shall appoint one of its Members to be Vice Chairman of the 

Joint Committee who shall subject to paragraph 3.5 and, unless he resigns his office or 
ceases to be a member of the Joint Committee, continue in office for a period of 24 
months or until his successor becomes entitled to act. 

 
3.5 The first Vice Chairman of the Joint Committee shall be a person nominated by 
 Leicestershire and shall hold office for the period up to 31st May 2013. 
 
3.6 The Vice Chairmanship of the Joint Committee following the initial appointment by 

Leicestershire shall rotate between Nottingham City and Leicestershire on a two year 
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cycle. 
 
3.7 The role of Secretary and Treasurer to the Joint Committee will be provided by 
 Nottingham City Council. 
 
4. Casual Vacancies 
 
4.1  On a casual vacancy occurring in the office of Chairman or Vice Chairman of the 

Joint Committee the vacancy shall be filled by the appointment by the Joint Committee 
of one of their members at the next meeting and the person so appointed shall hold 
office until the date upon which the person in whose place he is appointed would 
regularly have retired. 

 
5. Calling of Meetings 
 
5.1  The Secretary of the Joint Committee shall summon the members to such meetings as 

may: 
 

5.1.1 have been agreed in accordance with paragraph 1.3; 
 
5.1.2   be called by the Chairman of the Joint Committee or, if the office of Chairman is 

vacant, the Vice Chairman of the Joint Committee at any time; 
 
5.1.3   be requisitioned by any two members of the Joint Committee giving notice in 

writing signed by them to the Secretary of the Joint Committee specifying the 
nature of the business to be transacted; or 

 
5.1.4   be requisitioned by any Member Authority giving notice in writing to the 

Secretary of the Joint Committee specifying the nature of the business to be 
transacted and signed by the Chief Executive or proper officer of the Member 
Authority. 

 
5.2   Unless the persons giving notice requisitioning a meeting in accordance with 

paragraph 5.1.3 or paragraph 5.1.4 agree otherwise any meeting consequent upon  
such a requisition shall so far as practicable be held within 10 working days of the 
date of the receipt of the requisition by the Secretary to the Joint Committee. 

 
5.3 At least five clear working days before a meeting of the Joint Committee: 
 

5.3.1   notice  of  the  time  and  place  of  the  intended  meeting  shall  be published at 
the offices of both Leicestershire and Nottingham City: and 

 
5.3.2   a summons to attend the meeting, specifying the agenda for that meeting and 

signed by the Secretary to the Joint Committee shall be sent to: 
 

5.3.2.1 every member of the Joint Committee; and 

5.3.2.2    the proper officer of every Member Authority by sending by first  class  mail  
to  the  principal  office  address  of  the Member Authority or by sending an 
electronic copy by e- mail to any e-mail address notified to the Secretary of 
the Joint Committee for that purpose. 
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5.4   The Secretary will draw up the agenda in consultation with both the Chairman and Vice 
Chairman. 

 
5.5    No business shall be transacted at a meeting requisitioned by the members of the 

Joint Committee other than that specified in the agenda. 
 
6. Nominated Officers To Attend 
 
6.1   The Head of Paid Service, the Monitoring Officer and the s151 Officer of each Member 

Authority or their respective nominees shall be entitled to attend every meeting of the 
Joint Committee in the capacity of observer. 

 
7. Quorum 
 
7.1   The number of Members constituting a quorum shall be one quarter of the 

membership of the Joint Committee provided that in no case shall a quorum be less 
than three members and further provided that no item of business shall be transacted 
at a meeting of the Joint Committee unless at least one member from each Founding 
Member Authority ** is present and entitled to vote thereon. 

 
8. Standing Orders 
 
8.1   Subject to anything expressly provided herein the Standing Orders (Meeting 

Procedure Rules) of the Authority providing the Secretariat will apply to the Joint 
Committee. 

 
9. Voting 
 
9.1 Given the composition of the Joint Committee, decisions shall normally be taken on 

the basis of consensus. 
 
10. Sub-Committees 
 
10.1 The  provisions  of  these  Terms  of  Reference  shall  apply  mutatis  mutandis  to 

meetings of subcommittees as they do to meetings of the Joint Committee. 
 

** Nottingham City Council and Leicestershire County Council 
 
 
 
 
 

City of Nottingham and Nottinghamshire Economic Prosperity Committee 

 
CONTENTS 

Section 1 Purpose  

Section 2 Governance  

Section 3 Remit 

Section 4 Membership 



 

36 
Version 7.32 May 2021 

 

Section 5 Quorum  

Section 6 Chair and Vice Chair 

Section 7 Voting  

Section 8 Sub-Committees and Advisory Groups  

Section 9 Hosting and administration  

Section 10 Meetings  

Section 11 Access to information  

Section 12 Attendance at meetings  

Section 13 Procedure rules 

Section 14 Application to Sub-Committees  

Section 15 Scrutiny of decisions  

Section 16 Winding up of the EPC  

Section 17 Amendment of this Constitution  

 
 

 

1. Purpose 
 

1.1 To bring together local authorities in Nottingham and Nottinghamshire to agree and 

promote the key aspects of economic prosperity across the area, with a specific focus on 

shared priorities and securing investment. 

 

2. Governance 
 

2.1 The Economic Prosperity Committee (“EPC”) will act as a Joint Committee under Section 

20(2)(E) of the Local Government Act 2000 and pursuant to Regulation 11 of the Local 

Authorities (Arrangement for the Discharge of Functions) (England) Regulations 2012. 

 

2.2 The EPC will comprise the local authorities within the Nottinghamshire area: Ashfield 

District Council, Bassetlaw District Council, Broxtowe Borough Council, Gedling Borough 

Council, Mansfield District Council, Newark and Sherwood District Council, Nottingham 

City Council, Nottinghamshire County Council and Rushcliffe Borough Council 

(“constituent authorities"). 

 

2.3 Political Proportionality rules will not apply to the EPC as so constituted. 
 

2.4 The EPC will be a legally constituted body with powers delegated to it by the constituent 

authorities in the following areas: 

 

a) to prioritise and make decisions on the use of the funding that the EPC may influence 
or control; 

b) to review future governance requirements and delivery arrangements and how these 
can be best achieved in Nottingham and Nottinghamshire; 

c) to have direct oversight of key economic growth focused projects and initiatives that 
the EPC has influence over the funding of or contributes to; 
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d) to have strategic oversight of other key growth focused projects and initiatives in 
Nottingham and Nottinghamshire. 

 

     The EPC will not hold funds or monies on behalf of the constituent authorities. 

 

2.5 The EPC’s work plan and the outcome of any wider review into alternative governance 

may require a change in the delegated powers and terms of reference of the EPC and 

any such change would require the approval of all the constituent authorities. 

 

2.6 These terms of reference should be reviewed two years after their adoption or after any 

amendments. 

 

3. Remit 
 

3.1 The remit of the EPC will be: 

a) to act as a local public sector decision making body for strategic economic growth; 
b) to act as a conduit to other sub-regional and regional bodies such as the D2N2 Local 

Enterprise Partnership and the Midlands Engine;  
c) to oversee the alignment of relevant local authority plans for economic prosperity; 
d) to agree shared priorities and bids for funding, where appropriate, to existing and new 

funding sources such as Local Growth Funds, European Funds (until the end of the 
Brexit transition period) and the Shared Prosperity Fund (at the end of the Brexit 
transition period);  

e) to monitor and evaluate projects and programmes of activity commissioned directly by 
the EPC; 

f) to agree, monitor and evaluate spending priorities for the Nottinghamshire Business 
Rates Pool. (Only those constituent authorities that are members of the Pool would 
participate in this); 

g) to communicate and, where unanimously agreed, to align activity across Nottingham 
and Nottinghamshire on a range of other key public priorities that affect citizens. 

 

4. Membership 
 

4.1 One member from each constituent authority (such member to be the Leader/Elected 

Mayor or other executive member or committee chair from each constituent authority) 

and for the purposes of these terms of reference this member will be known as the 

principal member. 

 

4.2 Each constituent authority to have a named substitute member who must be an executive 

member where the authority operates executive governance arrangements. In those 

constituent authorities where governance is by committee, that alternate member shall 

be as per that authority’s rules of substitution. All constituent authorities must provide no 

less than twenty four hours’ notice to either the Chair or the Secretary where a substitute 

member will be attending in place of the principal member. Regardless of any such 

notification, where both the principal member and the substitute member attends a 

meeting of the EPC the principal member shall be deemed as representing their authority 

by the Chair or Vice Chair. 
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4.3 In the event of any voting member of the EPC ceasing to be a member of the constituent 

authority which appointed him/her, the relevant constituent authority shall as soon as 

reasonably practicable appoint another voting member in their place. 

 

4.4 Where a member of the EPC ceases to be a Leader / Elected Mayor of the constituent 

authority which appointed him/her or ceases to be a member of the Executive or 

Committee Chair of the constituent authority which appointed him/her, he/she shall also 

cease to be a member of the EPC and the relevant constituent authority shall as soon as 

reasonably practicable appoint another voting member in their place. 

 

4.5 Each constituent authority may remove its principal member or substitute member and 

appoint a different member or substitute as per that authority’s rules of substitution, and 

by providing twenty-four hours’ notice to the Chair or the Secretary. Co-options onto the 

Committee are not permitted. 

 

4.6 Each constituent authority may individually terminate its membership of the EPC by 

providing twelve months written notice of its intent to leave the EPC to the Chair or the 

Secretary. At the end of these twelve months, but not before, the authority will be 

deemed to no longer be a member of the EPC. 

 

4.7 Where an authority has previously terminated its membership of the EPC it may rejoin the 

EPC with immediate effect on the same terms as existed prior to its departure, where the 

EPC agrees to that authority rejoining via a majority vote. 

 

5. Quorum 
 

5.1 The quorum shall be 5 members. No business will be transacted at a meeting unless a 

quorum exists at the beginning of a meeting. If at the beginning of any meeting, the Chair 

or Secretary after counting the members present declares that a quorum is not present, 

the meeting shall stand adjourned. 

 

6. Chair and Vice Chair 
 

6.1 The Chair of the EPC will rotate annually between the principal member of the City of 

Nottingham and the principal member of Nottinghamshire County Council. The position 

of Vice Chair shall be filled by the principal member of one of the district/borough council 

members of the EPC and this role will rotate annually between district/borough councils. 

The Chair or in their absence the Vice Chair or in their absence the member of the EPC 

elected for this purpose, shall preside at any meeting of the EPC. 

 

6.2 Appointments will be made in May of each year.  

 

6.3 Where, at any meeting or part of a meeting of the EPC both the Chair and Vice Chair are 

either absent or unable to act as Chair or Vice Chair, the EPC shall elect one of the 
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members of the EPC present at the meeting to preside for the balance of that meeting or 

part of the meeting, as appropriate. For the avoidance of doubt, the role of Chair and 

Vice Chair vests in the principal member concerned and in their absence the role of 

Chair or Vice Chair will not automatically fall to the relevant constituent authority’s 

substitute member. 

 

7. Voting 
 

7.1 One member, one vote for each constituent authority. 

 

7.2 All questions shall be decided by a majority of the votes of the members present, the 

Chair having the casting vote in addition to their vote as a member of the Committee. 

Voting at meetings shall be by show of hands. 

 

7.3 On the requisition of any two Members, made before the vote is taken, the voting on any 

matter shall be recorded by the Secretary so as to show how each Member voted and 

there shall also be recorded the name of any Member present who abstained from 

voting. 

 

8. Sub-Committees and Advisory Groups 
 

8.1 The EPC may appoint sub-committees from its membership as required to enable it to 

execute its responsibilities effectively and may delegate tasks and powers to the sub-

committee as it sees fit. 

 

8.2 The EPC may set up advisory groups as required to enable it to execute its 

responsibilities effectively and may delegate tasks as it sees fit to these bodies, which 

may be formed of officers or members of the constituent authorities or such third parties 

as the EPC considers appropriate. 

 

9. Hosting and Administration 
 

9.1 The EPC will be hosted by the same authority as the Chair. The Director of Legal and 

Democratic Services from that authority shall be Secretary to the Committee (“the 

Secretary”). The Host Authority will also provide s151 and Monitoring Officer roles and 

legal advice to the EPC. The administrative costs of supporting the committee will be met 

equally by the constituent authorities, with each authority being responsible for receiving 

and paying any travel or subsistence claims from its own members. 

 

9.2 The functions of the Secretary shall be: 

a) to maintain a record of membership of the EPC and any sub-committees or advisory 
groups appointed; 

b) to publish and notify the proper officers of each constituent authority of any anticipated 
“key decisions” to be taken by the EPC to enable the requirements as to formal notice 
of key decisions as given under the Local Authorities (Executive Arrangements) 
(Meetings and Access to Information) (England) Regulations 2012 to be met; 
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c) to carry out such notification to and consultation with members of any appointing 
constituent authority as may be necessary to enable the EPC to take urgent “key 
decisions” in accordance with the requirements of the Local Authorities (Executive 
Arrangements) (Meetings and Access to Information ) (England) Regulations 2012; 

d) to summon meetings of the EPC or any sub-committees or advisory groups; 
e) to prepare and send out the agenda for meetings of the EPC or any sub- committees 

or advisory groups; in consultation with the Chair and the Vice Chair of the Committee 
(or sub-committee/ advisory group); 

f) to keep a record of the proceedings of the EPC or any sub-committees or advisory 
groups, including those in attendance, declarations of interests, and to publish the 
minutes; 

g) to take such administrative action as may be necessary to give effect to decisions of 
the EPC or any sub-committees or advisory groups; 

h) to perform such other functions as may be determined by the EPC from time to time. 
 

10. Meetings 
 

10.1 The EPC will meet no less than quarterly and meetings will be aligned where necessary 

with deadlines for decisions on resources and investment plans. 

 

10.2 Meetings will be held at such times, dates and places as may be notified to the 

members of the EPC by the Secretary, being such time, place and location as the EPC 

shall from time to time resolve. Meeting papers will be circulated five clear working days 

in advance of any meeting. The Chair may choose to accept or reject urgent items that 

are tabled at any meeting. 

 

10.3 Additional ad hoc meetings may be called by the Secretary, in consultation, where 

practicable, with the Chair and Vice Chair of the Committee, in response to receipt of a 

request in writing, which request sets out an urgent item of business within the functions 

of the EPC, addressed to the Secretary: 

a) from and signed by two members of the EPC, or 
b) from the Chief Executive of any of the constituent authorities. 

 

10.4 Urgent, virtual meetings facilitated via teleconference, video conferencing or other 

remote working methodologies may be called by the Secretary, in consultation, where 

practicable, with the Chair and Vice Chair of the EPC, in response to receipt of a 

request in writing, which request sets out an urgent item of business within the functions 

of the EPC, addressed to the Secretary: 

 

a) from and signed by two members of the EPC; or 
b) from the Chief Executive of any of the constituent authorities. 

 

Any such virtual meeting must comply with the access to information provisions and 

enable public access to proceedings. 

 

10.5 The Secretary shall settle the agenda for any meeting of the EPC after consulting, 

where practicable, the Chair or in their absence the Vice Chair; and shall incorporate in 
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the agenda any items of business and any reports submitted by: 

a) the Chief Executive of any of the constituent authorities; 
b) the Chief Finance Officer to any of the constituent authorities; 
c) the Monitoring Officer to any of the constituent authorities; 
d) the officer responsible for economic development at any of the constituent 

authorities; or 
e) any two Members of the EPC. 

 

10.6 The EPC shall, unless the person presiding at the meeting or the EPC determines 

otherwise in respect of that meeting, conduct its business in accordance with the 

procedure rules set out in paragraph 13 below. 

 

11. Access to Information 
 

11.1 Meetings of the EPC will be held in public except where confidential or exempt 

information, as defined in the Local Government Act 1972, is being discussed. 

 

11.2 These rules do not affect any more specific rights to information contained elsewhere 

under the law. 

 

11.3 The Secretary will ensure that the relevant legislation relating to access to information is 

complied with. Each constituent authority is to co-operate with the Secretary in fulfilling 

any requirements. 

 

11.4 Any Freedom of Information or Subject Access Requests received by the EPC should 

be directed to the relevant constituent authority(s) for that authority to deal with in the 

usual way, taking account of the relevant legislation. Where the request relates to 

information held by two or more constituent authorities, they will liaise with each other 

before replying to the request. 

 

12. Attendance at meetings 
 

12.1 The Chair may invite any person, whether a member or officer of one of the constituent 

authorities or a third party, to attend the meeting and speak on any matter before the 

EPC. 

 

12.2 Third parties may be invited to attend the EPC on a standing basis following a 
unanimous vote of those present and voting. 

 

12.3 Where agenda items require independent experts or speakers, the Officer or authority 

proposing the agenda item should indicate this to the Secretary and provide the 

Secretary with details of who is required to attend and in what capacity. The 

participation of independent experts or speakers in EPC meetings will be subject to the 

discretion of the Chair. 

 

13. Procedure Rules 



 

42 
Version 7.32 May 2021 

 

 

13.1 Attendance 

 

13.1.1 At every meeting, it shall be the responsibility of each member to enter their name on 

an attendance record provided by the Secretary from which attendance at the meeting 

will be recorded. 

 

13.2 Order of Business 

 

13.2.1 Subject to paragraph 13.2.2, the order of business at each meeting of the EPC will be: 

i. Apologies for absence 
ii. Declarations of interests 
iii. Approve as a correct record and sign the minutes of the last meeting 
iv. Matters set out in the agenda for the meeting which will clearly indicate which are 

key decisions and which are not 
v. Matters on the agenda for the meeting which, in the opinion of the Secretary are 

likely to be considered in the absence of the press and public 
 

13.2.2 The person presiding at the meeting may vary the order of business at the meeting. 

 

13.3 Disclosable Pecuniary Interests 

 

13.3.1 If a Member is aware that he/she has a disclosable pecuniary interest in any matter to 

be considered at the meeting, the Member must withdraw from the room where the 

meeting considering the business is being held: 

a) in the case where paragraph 13.3.2 below applies, immediately after making 
representations, answering questions or giving evidence; 

b) in any other case, wherever it becomes apparent that the business is being 
considered at that meeting; 

c) unless the Member has obtained a dispensation from their own authority’s 
Standards Committee or Monitoring Officer. Such dispensation to be notified to the 
Secretary prior to the commencement of the meeting. 

 

13.3.2 Where a member has a disclosable pecuniary interest in any business of the EPC, the 

Member may attend the meeting (or a sub –committee or advisory group of the 

committee) but only for the purpose of making representations, answering questions 

or giving evidence relating to the business, provided that the public are also allowed to 

attend the meeting for the same purpose, whether under a statutory right or otherwise. 

 

13.4 Minutes 

 

13.4.1 There will be no discussion or motion made in respect of the minutes other than 

except as to their accuracy. If no such question is raised or if it is raised then as soon 

as it has been disposed of, the Chair shall sign the minutes. 

 

13.5 Rules of Debate 
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13.5.1 Respect for the Chair 

 

A Member wishing to speak shall address the Chair and direct their comments to the 

question being discussed. The Chair shall decide the order in which to take 

representations from members wishing to speak and shall decide all questions of 

order. Their ruling upon all such questions or upon matters arising in debate shall be 

final and shall not be open to discussion. 

 

13.5.2 Motions / Amendments 

 

A motion or amendment shall not be discussed unless it has been proposed and 

seconded. When a motion is under debate no other motion shall be moved except the 

following: 

i. To amend the motion 
ii. To adjourn the meeting 
iii. To adjourn the debate or consideration of the item 
iv. To proceed to the next business 
v. That the question now be put 
vi. That a member be not further heard or do leave the meeting 
vii. To exclude the press and public under Section 100A of the Local Government 

Act 1972 
 

13.6 Conduct of Members 

 

13.6.1 Members of the EPC will be subject to their own authority’s Code of Conduct. 

 

14. Application to Sub-Committees 
 

14.1 The procedure rules and also the Access to Information provisions set out at paragraph 

11 shall apply to meetings of any sub-committees of the EPC. 

 

15. Scrutiny of decisions 
 

15.1 Each constituent authority which operates executive arrangements will be able to 

scrutinise the decisions of the EPC in accordance with that constituent authority’s 

overview and scrutiny arrangements. 

 

16. Winding up of the EPC 
 

16.1 The EPC may be wound up immediately by a unanimous vote of all constituent 

authorities. 

 

17. Amendment of this Constitution 
 

17.1 This Constitution can only be amended by resolution of each of the constituent 

authorities. 
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Scrutiny Committees 
 

Overview and Scrutiny Committee 
 
 
Description 
The Overview and Scrutiny Committee (the Committee) is a politically balanced Non-
Executive Committee of Council. While the Council operates an Executive form of 
governance the establishment of an Overview and Scrutiny Committee is a statutory 
requirement in order to discharge the functions conferred by the Localism Act 2011 and other 
relevant legislation. The Committee is accountable to Council and will report annually to 
Council on its activities during the previous year. 
 
The Committee will offer constructive review, feedback and challenge to the Council’s 
Executive and other relevant local decision makers on their decisions, actions, policy, 
strategy and performance.  
 
Purpose 
The purpose of the Overview and Scrutiny Committee is to: 
(a) hold local decision-makers, including the Council’s Executive and the Boards of the 

Council’s group of companies, to account for their decisions, actions, performance and 
management of risk 

(b) review existing policies and strategies of the Council and other local decision-makers 
where they impact on Nottingham citizens 

(c) contribute to  the  development  of  new  policies and  strategies of the Council and 
other local decision-makers where they impact on Nottingham citizens 

(d) explore any matters affecting Nottingham and/ or its citizens 
(e) make reports and recommendations to relevant local agencies with respect to the 

delivery of their functions, including the Council and its Executive 
(f) review decisions made but not yet implemented by the Council’s Executive in 

accordance with the Call-in Procedure. 
 

Objectives 
The Overview and Scrutiny Committee will: 
(a) develop and manage a work programme to ensure all statutory and other roles and 

responsibilities are fulfilled to the required standard and which covers review and 
development of key strategic issues, policies and strategies relevant to Nottingham 
and its residents, and which adds value through the examination of issues of local 
importance and concern, in accordance with the scope and approach set out in the 
Overview and Scrutiny Procedure Rules in Part 4 of this Constitution 

(b) monitor the effectiveness of that work programme and the impact of outcomes from 
overview and scrutiny activity 

(c) regularly review the decisions, actions and performance of the Council’s Executive and 
other relevant local decision makers, including the Council’s group of companies, in 
order to fulfil its role in holding those decision makers to account. This role will be co-
ordinated with those of the Audit Committee and the Companies Governance Executive 
Sub-Committee. 

(d) receive petitions in accordance with the Council’s Petitions Scheme 
(e) consider any relevant matter referred to it by any of its members and consider any 

relevant local government matter referred to it by any Nottingham City Councillor. 
 
The Overview and Scrutiny Committee has no decision making powers but has the power to: 
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(a) require members of the Council’s Executive, and certain other local decision makers, to: 
provide information to the Committee, to attend meetings, and answer questions posed 
by the Committee in relation to their Executive role 

(b) invite other persons to attend meetings of the Committee to provide information and/ or 
answer questions 

(c) make recommendations and provide reports to relevant decision makers, and in 
particular the Council’s Executive, on matters within their remits. The Council’s 
Executive and other relevant decision makers have a duty to respond in writing to such 
recommendations within two months of receipt. 

 
The Overview and Scrutiny is required to consider Crime and Disorder matters at least once 
every Municipal Year: 
 
Further detail on the rules and procedures relating to Overview and Scrutiny, including the 
Call-in Procedure, can be found in the Overview and Scrutiny Procedure Rules contained 
within Part Four of this Constitution. 
 
Sub-Committees 
The Overview and Scrutiny Committee may choose to establish sub-committees to discharge 
any of its functions. 
 
A standing Overview and Scrutiny Call-in Sub-Committee will be established to review 
decisions taken but not yet implemented by the Council’s Executive in accordance with the 
Call-in procedure outlined in the Overview and Scrutiny Procedure Rules in Part Four of this 
Constitution. 
 
Note: Separate Committees will be established by Council for the scrutiny of health and 
social care and the scrutiny of issues related to children and young people. These are not 
sub-committees this Committee. 
 
Membership and Chairing 
The Overview and Scrutiny Committee has 12 members.  
 
Members of the Executive are excluded from membership of the Committee  
 
Executive Assistants responsible for assisting on a Portfolio within the remit of this 
Committee are excluded from membership of the Committee.  
 
The Chair of the Committee will be appointed by Full Council at its Annual General Meeting. 
If the Chair changes in year, the Committee will appoint a Chair for the remainder of the 
Municipal Year at its next available meeting. 
 
The Chair cannot be a Chair of the Board of any of the Council’s Group of companies. 
 
The role of Vice Chair will be held jointly by the Chair of the Health Scrutiny Committee and 
the Chair of the Children and Young People Scrutiny Committee. 
 
The Overview and Scrutiny Committee may choose to appoint non-Councillor members to 
the Committee or its sub-committees. Voting arrangements for co-optees will be in 
accordance with In accordance with Paragraph 12 of Schedule 1 to the Local Government 
Act 2000 (as amended by section 115 of the Local Government Act 2003) as outlined in a 
procedure approved by Council and included in the Overview and Scrutiny Procedure Rules. 
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Substitutes 
Substitute members are permitted for this committee. 
 
Quorum 
The standard quorum for Council committees applies to this committee. 
 
Frequency of Meetings 
The Overview and Scrutiny Committee will meet a minimum of three times per year. The 
usual frequency of meetings will be once a month, with the exception of August. 
 
Duration 
There is no limit on the lifespan of the Overview and Scrutiny Committee. 
 
 

Scheme of voting rights for co-opted members of overview and scrutiny 
 
In accordance with Paragraph 12 of Schedule 1 to the Local Government Act 2000 (as 
amended by section 115 of the Local Government Act 2003) Nottingham City Council has 
agreed that non-statutory co-opted members of overview and scrutiny committees/panels 
may be given voting rights at the discretion of the relevant scrutiny committee. 

 
1.    The Scheme 
 
1.1   The Council would like to draw on the experience and knowledge of people within 

Nottingham when undertaking its scrutiny function. While there will be occasions 
where non-voting co-opted members will add value to the scrutiny process, there are 
benefits to giving the co-opted members voting rights, including: 
• giving a more active voice on behalf of the public in scrutiny; 

• improving the quality of decision making by including broader based views; 

• giving co-opted members the same status as the rest of c ommittee and 
therefore encouraging an equal sense of ownership and involvement; 

• promoting a partnership approach to scrutiny. 
 
1.2   This scheme enables the committees to give voting rights to non-statutory co-opted 

members of an overview and scrutiny committee/panel, if it so wishes. It does not 
mean that all non-statutory co-opted members will automatically be given voting rights. 

 
2      Appointments 
 
2.1   The committee will agree the process for selecting and appointing the non-statutory 

co-opted members. 
 
3      When a Co-optee may vote 
 
3.1   Where co-optees have been appointed as voting co-optees they may exercise a vote in 

considering items of business on agendas for the overview and scrutiny 
committee/panel to which they have been appointed. 

 
4 General Principles 
 
4.1  This Scheme and arrangements made in accordance with its terms shall be subject 

to  review  by  Council,  including  upon  recommendation  from  the  Overview  and 
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Scrutiny Committee. 
 
4.2   Co-opted members will be subject to the Members’ Code of Conduct and must sign a 

declaration of office and complete a Register entry of any relevant interests. 
 
4.3   Co-opted  members  will  be  entitled  to  allowances  to  assist  with  expenses  in 

accordance with the Council’s Members’ Allowances Scheme. 
 
 
Overview and Scrutiny Call-in Panel 
 
The Call-in Panel is a sub-committee of the Overview and Scrutiny Committee set up to 
determine the validity of call-in of Executive decisions and whether a decision should be 
referred back to the decision maker or, in certain cases, to Council, in accordance with the 
Constitution and Call-in Procedure. 
 
The Call-in Panel comprises 9 Councillors.  
 
The Chair of the Overview and Scrutiny Committee will chair the Call-in Panel. The Scrutiny 
Vice-Chairs will be Vice-Chairs of the Call-in Panel 

 

 

Health Scrutiny Committee 
 

a) To set and manage its work programme to fulfil the overview and scrutiny roles and 
responsibilities for health and social care matters, including, the ability to: 
(i) hold local decision-makers, including the Council’s Executive, to account for their 

decisions, action and performance; 
(ii) review policy and contribute to the development of new policies and strategies of 

the Council and other local decision-makers where they impact on Nottingham 
residents; 

(iii) explore any matters affecting Nottingham and/ or its residents; 
(iv) make reports and recommendations to relevant local agencies in relation to the 

delivery of their functions, including the Council and its Executive; 
 

b) to exercise the Council’s statutory role in scrutinising health services for Nottingham City 
in accordance with the National Health Service Act 2006 as amended and associated 
regulations and guidance; 
 

c) to engage with and respond to formal and informal consultations from local health service 
commissioners and providers; 

 
d) to scrutinise the commissioning and delivery of local health and social care services to 

ensure reduced health inequalities, access to services and the best outcomes for citizens; 
 
e) to hold the Health and Wellbeing Board to account for its work to improve the health and 

wellbeing of the population of Nottingham City and to reduce health inequalities; 
 
f) to work with the other scrutiny committees, to support effective delivery of a co-ordinated 

overview and scrutiny work programme;   
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g) to respond to referrals from, and make referrals to, Healthwatch Nottingham as 
appropriate; 

 
h) to commission time-limited panels (no more than 1 panel at any one time) to carry out a 

review of a matter within its remit. Commissioning includes setting the remit, initial 
timescale and size of membership to meet the needs of the review to be carried out.  
Such review panels will be chaired by the Chair of the Health Scrutiny Committee; 

 
i) to monitor the effectiveness of its work programme and the impact of outcomes from its 

scrutiny activity; 
 
j) to appoint a lead health scrutiny Councillor for the purposes of liaising with stakeholders 

on behalf of the health scrutiny function, including the Health and Wellbeing Board, 
Healthwatch Nottingham and the Portfolio Holder with responsibility for health and social 
care issues; 

 
k) to co-opt people from outside the Council to sit on the Committee or any review panels it 

commissions to support effective delivery of the work programme. 
 
Membership 

The Committee has 12 members. Membership must not include members of the Executive 

Board. The Committee is politically balanced. 

Chairing 

The Chair will be one of the Vice-Chairs of Overview and Scrutiny Committee and is 

appointed by Full Council. The Vice-Chair will be appointed at the first meeting of the Health 

Scrutiny Committee from the membership of the Committee. 

 

Children and Young People Scrutiny Committee 

Purpose  
To provide robust scrutiny of issues and services relevant to the wellbeing and safeguarding 
of children and young people, in the light of recommendations from the Council’s Ofsted 
Inspection April 2014, and the Jay and Casey Reports (Child Sexual Exploitation in 
Rotherham).  The work of the Committee should aim to drive and support services to find 
solutions to problems and/ or set aspirational targets and instil public confidence.  
 
Remit 
 
a) To set and manage a work programme to fulfil overview and scrutiny responsibilities in 

relation to children and young people to: 
(i) provide an appropriate and robust level of challenge to those in authority and hold 

local decision-makers, including the Council’s Executive, to account for their 
decisions, action and performance; 

(ii) review policy and contribute to the development of new policies and strategies of 
the Council and other local decision-makers where they impact on Nottingham’s 
children and young people; 

(iii) explore any matters affecting Nottingham’s children and young people; 
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(iv) make reports and recommendations to relevant local agencies in relation to the 
delivery of their functions, including the Council and its Executive, and monitor 
implementation of all accepted recommendations; 

 
b) to work with the other scrutiny committees, to support effective delivery of a co-

ordinated overview and scrutiny work programme; 
 
c) to consider referrals from partners and citizens to support effective delivery of a co-

ordinated work programme; 
 
d) to invite, take account of and respond to the views of local people (including children 

and young people) about their concerns and the delivery of services in relation to 
children and young people; 

 
e) to be required to consider the following issues / topics when developing the work 

programme, though the Committee’s scrutiny activity need not be limited to these 
matters: 
(i) safeguarding; 
(ii) Looked After Children; 
(iii) vulnerable children and young people (eg in relation to disability, domestic 

violence, missing); 
(iv) Child Sexual Exploitation; 
(v) Early Intervention; 
(vi) educational attainment;  
(vii) commissioning of services for children and young people; 
(viii) performance of services for children and young people; 

 
f) to consider potential risks to children and young people, how they are being managed 

and to report concerns as soon as possible to the appropriate individuals/ bodies if risk 
is identified; 

 
g) to monitor the progress made by, and effectiveness of the Council and its partners, in 

addressing the areas of concern and specific recommendations for actions made by 
Ofsted and any other relevant inspection/ assessment bodies; 

 
h) to have regard to the work of other committees/panels/boards, such as the Corporate 

Parenting Board and the Local Safeguarding Board, to avoid duplication, but to ensure 
that such bodies are held to account when appropriate; 

 
(i) to commission time-limited panels (no more than 1 panel at any one time) to carry out a 

review of a matter within its remit. Commissioning includes setting the remit, initial 
timescale and size of membership to meet the needs of the review to be carried out. 
Such review panels will be chaired by the Chair of the Children and Young People 
Scrutiny Committee; 

 
i) to co-opt people from outside the Council to sit on the Committee or any review panels it 

commission to support effective delivery of the work programme. 
 
Membership 
 
The Committee has 9 members. Membership must not include members of the Executive 
Board. The Committee is politically balanced. 
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When the Committee plans to consider an education issue, the statutory education cooptees* 
must be invited to be full and equal members of the Committee with voting rights for that 
specific item. 
 
*Church of England Diocese representative/Roman Catholic Diocese representative/Parent 
Governors representatives. 
 
Chairing 
 
The Chair will be one of the Vice-Chairs of Overview and Scrutiny Committee and is 
appointed by Full Council. The Vice-Chair will be appointed at the first meeting of the 
Children and Young People Scrutiny Committee from the membership of the Committee. 

 

 
Other Committees 

 

Corporate Parenting Board 
 

(a)   To   secure   councillor   and   cross-departmental   involvement   and   commitment 
throughout the Council to deliver better outcomes for children in our care; 

 
(b) to ensure that Nottingham City Council enables children in its care to: 

• have safe and stable care; 

• be well looked after; 

• be prepared for adult life; 

• to grow into emotionally balanced and resilient young people; 
 
(c)    to raise the profile of looked after children and their carers, and act as champions for 

the needs and rights of looked after children in the Council’s various service areas, 
political groups and settings; 

 
(d)    to invite people other than City Councillors and officers to attend meetings of the 

Board, on a regular or occasional basis, to act in an advisory role and to feed in the 
views of children and young people in care; 

 
(e)  to make a commitment to prioritising the needs of looked after children and their 

carers; 
 
(f) to report regularly to the Children’s Partnership Board (acting as the Children’s 

Trust) on matters relating to partnership; 
 
(g)    to report annually to full Council on progress and to consider matters referred to it by 

full Council and the Executive Board. 
 
(h)    to  make  recommendations  through  the  Executive  Board  on  potential  strategic 

change required within the Council to embed this agenda; 
 
(i) to have the ambition to raise the standards of core services to looked after children;  
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(j) to promote achievement and help build aspirations; 

(k)  to listen to the views of looked after children and young people and their carers and to 
involve them in the development and assessment of services; 

 
(l) to encourage looked after children to become active citizens; 

(m) to monitor the Council’s provision for looked after children; 

(n)   to oversee the provision of work placements and apprenticeships for looked after 
children by the City Council; 

 
(o) to identify best practice in other Councils, and to import these ideas as appropriate.  
 
The Corporate Parenting has 10 members, and is politically balanced. The membership will 
include the Portfolio Holder with a remit covering Children or Early Years. 
 
The Corporate Parenting Board usually meets 6 times per year. 
 
 

Greater Nottingham Light Rapid Transit Advisory Committee 
 
The Committee, established under the powers of The Nottingham Express Transit System 
Order 2009, advises Nottingham City Council (‘the promoter’) on the operation of the 
Nottingham Express Transit (NET) system. 
 
(a) To be consulted by, and advise the promoter on the operation of the NET system; 
 
(b) to consider representations made to the Committee by members of the public in relation 

to the NET system; and 
 
(c) to make representations or recommendations to the promoter in relation to the operation 

of the NET system. 
 
The members of the Committee are appointed by the Council and shall include 5 Nottingham 
City Councillors, 5 Nottinghamshire County Councillors and 1 person appointed by each of 
the following groups representing users of the NET system: 
 

 East Midlands Chamber of Commerce 

 Nottingham Federation of Small Businesses 

 Nottingham Trent University 

 Nottinghamshire Better Transport 

 Pedals 

 RideWise 

 Travel Watch East Midlands 

 Nottingham City Disability Involvement Group 
 
Members from the groups representing users of the NET system are appointed for a three-
year term. 
 
The Chair is appointed by the Committee on an annual basis, at the first meeting of the 



 

52 
Version 7.32 May 2021 

 

municipal year. 
 
A quorum is 3 members of the Committee. 
 
The Committee is accountable to Nottingham City Council and usually has 4 meetings per 
year. 
 

Health and Wellbeing Board 

The Nottingham City Health and Wellbeing Board brings together key local leaders to 
improve the health and wellbeing of the population of Nottingham and reduce health 
inequalities through:  

 developing a shared understanding of the health and wellbeing needs of its 
communities from pre-birth to end of life including the health inequalities within and 
between communities;  

 providing system leadership to secure collaboration to meet these needs more 
effectively;  

 having strategic influence over commissioning decisions across health, public health 
and social care encouraging integration where appropriate;  

 recognising the impact of the wider determinants of health on health and wellbeing;  

 involving patient and service user representatives and councillors in commissioning 
decisions.  

 
a) Publish and refresh the Joint Strategic Needs Assessment, including the 

Pharmaceutical Needs Assessment to provide an evidence base for future policy and 
commissioning decisions;  

 
b) produce a Joint Health and Wellbeing Strategy to identify priorities and provide a 

strategic framework for future commissioning;  
 
c) consider local commissioning plans to ensure that they are in line with the Joint 

Strategic Needs Assessment and Joint Health and Wellbeing Strategy; and specifically 
to consider the NHS Nottingham City Clinical Commissioning Group’s commissioning 
plans to ensure that they are in line with the Joint Health and Wellbeing Strategy and to 
provide an opinion for publication; 

 
d) liaise with NHS England as necessary on the NHS Nottingham City Clinical 

Commissioning Group’s annual assessment;  
 
e) encourage integrated working between health and social care commissioners including, 

where appropriate, supporting the development of arrangements for pooled budgets, 
joint commissioning and integrated delivery under Section 75 of the National Health 
Service Act 2006;  

 
f) oversee the Better Care Fund1; 
 

                                                           
1 Given that some members of the Board represent provider organisations, strategic funding decisions relating 

to the Better Care Fund are delegated to the Health and Wellbeing Board Commissioning Sub-Committee 
which is a commissioner-only body 
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g) encourage close working between health and social care commissioners and the Board 
itself;  

 
h) encourage close working between health and social care commissioners and those 

responsible for the commissioning and delivery of services related to the wider 
determinants of health;  

 
i) establish one or more sub-committees to carry out any functions delegated to it by the 

Board;  
 
j) delegate any of its functions to an officer;  
 
k) establish one or more time limited task and finish groups to carry out work on behalf of 

the Board;  
 
l) carry out any other functions delegated to it by Nottingham City Council under Section 

196(2) of the Health and Social Care Act 2012.  
 
In the interests of public accountability and transparency the Board is subject to the statutory 
overview and scrutiny function of Nottingham City Council. All Board partner organisations 
agree to provide information to; attend meetings of; and answer questions from the relevant 
City Council overview and scrutiny committee about the planning, provision and operation of 
services within their area as required by the committee to carry out its statutory scrutiny 
functions. Partners will not, however, be required to give:  

 confidential information which relates to and identifies an individual unless the 
information is disclosed in a form ensuring that individuals' identities cannot be 
ascertained, or an individual consents to disclosure;  

 any information, the disclosure of which is prohibited by or under any enactment;  

 any information, the disclosure of which would breach commercial confidentiality.  
 
The committee will give reasonable notice of the request for information and/or attendance at 
a meeting.  
 
Membership  
 
Voting members  
Nottingham City Council Portfolio Holder with a remit covering health  
Nottingham City Council Portfolio Holder with a remit covering children’s services  
Two further City Councillors  
Four representatives from Greater Nottingham Clinical Commissioning Partnership 
Nottingham City Council Corporate Director for People 
Nottingham City Council Director of Adult Social Care  
Nottingham City Council Director of Public Health  
One representative of the Healthwatch Nottingham Board  
One representative of NHS England  
 
Non-voting members  
One representative of Nottingham University Hospitals NHS Trust  
One representative of Nottinghamshire Healthcare NHS Foundation Trust  
One representative of Nottingham CityCare Partnership  
One representative of Nottingham City Homes  
One representative of Nottinghamshire Police  
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One representative of Department for Work and Pensions  
One representative of Nottingham Universities  
One representative of Nottinghamshire Fire and Rescue Service  
Up to two individuals representing the interests of the Third Sector  
Nottingham City Council Chief Executive 
 
Political proportionality does not apply to membership of the Board.  
 
All members of the Board are accountable to the organisation/ sector which appointed them. 
Each member has a responsibility to communicate the Board’s business through their 
respective organisation/ sector’s own communication mechanisms.  
 
Each Board member can nominate up to 3 substitutes and any one of those named 
substitutes can attend a Board meeting in their place. Substitutes must be from the same 
organisation/ sector as the Board member and be of sufficient seniority and empowered by 
the relevant organisation/ sector to represent its views; to contribute to decision making in 
line with the Board’s Terms of Reference and to commit resources to the Board’s business.  
 
If a member of the Board misses 3 consecutive meetings without giving apologies, their 
continued membership of the Board will be reviewed with the organisation that they 
represent.  
 
The Board may, with agreement of Nottingham City Council’s Full Council, add additional 
voting or non-voting members to support effective delivery of its responsibilities.  
 
Chairing  
 
The Chair of the Board will be the Nottingham City Council Portfolio Holder with a remit 
covering health.  
 
The Vice Chair of the Board is appointed by the Board and shall be one of the Greater 
Nottingham Clinical Commissioning Partnership members.  
 
Voting arrangements  
 
It is expected that most decisions will be agreed by consensus but, where this is not the 
case, then only those members listed as voting members may vote. Voting on all issues will 
be by show of hands.  
 
The Chair of the Board shall have a second or casting vote.  
 
Meeting arrangements  
 
The Board meets every other month. The Chair of the Board, in consultation with the Vice 
Chair, can convene special meetings of the Board as appropriate.  
 
All business of the Board shall be conducted in public in accordance with Section 100A of the 
Local Government Act 1972 (as amended). When the Board considers exempt information 
and/or confidential information is provided to Board members in their capacity as members of 
the Board all Board members agree to respect the confidentiality of the information received 
and not disclose it to third parties unless required to do so by law or where there is a clear 
and over-riding public interest in doing so.  
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The quorum for meetings shall be three voting members and must include at least one 
Nottingham City Council councillor and one representative of the Clinical Commissioning 
Group.  
 
Where a decision is required before the next Board meeting, the Chair may act on 
recommendations of officers in consultation with the Vice Chair through the following 
process:  
i. circulation of details of the proposed decision to all Board members for consultation; 

and  
ii. there being clear reasons why the decision could not have waited until the next full 

Board meeting. 
The decision will be recorded and reported to the next full Board meeting.  
 
All voting members of the Board are governed by the Nottingham City Council Code of 
Conduct. In addition, all Board members may also be bound by a code of conduct/ 
professional standards of the organisation/sector that they represent. 
 

 

Health and Wellbeing Board Commissioning Sub Committee 

The role of the Health and Wellbeing Board Commissioning Sub Committee is: 
 
(a) to provide advice and guidance to the Health and Wellbeing Board in relation to 

strategic priorities, joint commissioning and subsequent action plans and commissioned 
spend and strategic direction; 

 
(b) to accept delegated actions from the Health and Wellbeing Board and report back on 

progress and outcomes;  
 
(c) to performance manage the Health and Wellbeing Board commissioning plan and to 

agree changes to that plan based on monitoring and performance management 
considerations. This includes the ability to request deep dives to enable greater focus 
on specific areas; 

 
(d) to provide collective oversight, support and performance management to areas of work 

identified by the Sub Committee as being of highest priority. Areas of focus will be 
jointly commissioned activity or where there is significant system impact; 

 
(e) for every Section 75 Agreement, where responsibility has been delegated to the Sub 

Committee, to carry out the following roles in line with requirements of the relevant 
Agreement: 

i. take funding decisions, including Key Decisions, on pooled budgets; 
ii. take decisions on commissioning arrangements for jointly commissioned 

services; and 
iii. have oversight to ensure that arrangements are properly managed with, as a 

minimum, annual reports from the relevant Agreement lead(s) 
A record of which Section 75 Agreements have been delegated to the Sub-Committee 
and reporting arrangements can be found in the ‘Health and Wellbeing Board 
Commissioning Sub Committee role in relation to Section 75 Agreements’ document 
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(f) to have oversight of any other Nottingham City Council/ Greater Nottingham Clinical 

Commissioning Partnership joint funding and joint commissioning arrangements either 
in place now or in development for the future; 

 
(g) establish one or more time limited task and finish groups to carry out work on behalf of 

the Sub Committee; 
 

(h) delegate any of its functions to an officer; 
 

(i) carry out any other functions delegated to it by the Health and Wellbeing Board. 
 

Meeting Arrangements 
The Health and Wellbeing Board Commissioning Sub Committee will meet on a bi-monthly 
basis following directly on from Health and Wellbeing Board meetings. 
 
Extraordinary meetings of the Health and Wellbeing Board Commissioning Sub Committee 
may be called by the agreement of 2 voting members (one of whom must represent 
Nottingham City Council and one of whom must represent Greater Nottingham Clinical 
Commissioning Partnership) if a decision is required urgently. 
 
If an urgent decision is required that cannot wait for an extraordinary meeting to be called 
then the Director for Commissioning and Procurement (Nottingham City Council) and the 
Associate Director of Joint Commissioning and Planning (Greater Nottingham City Clinical 
Commissioning Partnership), as the two Sub-Committee Chairs, can act through the 
following process: 

 circulation of details of the proposed decision to all Sub-Committee members for 
consultation; and 

 there being clear reasons why the decision could not have waited until a full Sub 
Committee meeting. 

The decision will be recorded and reported, along with the reasons for urgency, to the next 
full Sub Committee meeting. 
 
Executive decisions are subject to the Nottingham City Council call-in procedure in 
accordance with the Overview and Scrutiny Procedure Rules.  In accordance with those 
rules, the call-in procedure does not apply where a decision is urgent and the Chair of the 
Overview and Scrutiny Committee agrees both that the decision proposed is reasonable in all 
the circumstances and that it must be treated as a matter of urgency.  The reasons for 
urgency will be reported alongside the decision. 
 
The quorum for the meeting is 2 voting members, one of whom must represent Nottingham 
City Council and one of whom must represent Greater Nottingham Clinical Commissioning 
Partnership. 
 
The meeting will be chaired in rotation by the Director for Commissioning and Procurement 
(Nottingham City Council) and the Associate Director of Joint Commissioning and Planning 
(Greater Nottingham City Clinical Commissioning Partnership). In the absence of both of 
these members, the Chair will pass to the voting member present from the body due to chair 
the meeting. 
 
Nottingham City Council and Greater Nottingham Clinical Commissioning Partnership have 
one vote each, shared between its voting members. 
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The chair of the meeting will not have a casting vote. In the event that agreement cannot be 
reached on a decision to be taken by the Sub-Committee, the matter will be referred to a 
meeting of the Sub-Committee which will be convened within the next 10 working days for 
this purpose by the Corporate Director of Strategy and Resources (Nottingham City Council). 
 
Membership 
 

Voting Members Organisation 

Portfolio Holder with a remit covering 
health and adult social care 

Nottingham City Council 

Director of Commissioning and 
Procurement 

Nottingham City Council 

Associate Director of Joint 
Commissioning and Planning 

Greater Nottingham Clinical 
Commissioning Partnership 

GP Lead Greater Nottingham Clinical 
Commissioning Partnership 

 
Substitution for voting members is permissible provided that the Chair is notified of the 
substitution in advance of the meeting and the substitution is to a named substitute.  
Substitutes must be of sufficient seniority and empowered by their organisation to represent 
its views and to contribute to decision making in line with Sub Committee’s terms of 
reference. 
 

Non-Voting Members Organisation 

Director of Public Health Nottingham City Council 

Director of Adult Social Care Nottingham City Council  

Head of Commissioning Nottingham City Council 

Head of Commercial Finance Nottingham City Council 

Director of Children’s Integrated Services Nottingham City Council 

Assistant Director of Commissioning – 
Mental Health, Children and Families 

Greater Nottingham Clinical 
Commissioning Partnership 

Representative Healthwatch Nottingham 

 
All voting members are required to comply with the requirements of the Nottingham City 
Council Code of Conduct and, as a matter of best practice, it is also expected that all non-
voting members will also observe the principles contained in the Code and comply with its 
requirements. 
 
Minutes of Sub Committee Meetings 
The Health and Wellbeing Board will be informed of the Sub Committee’s decisions by the 
inclusion on its agenda of the minutes of the Sub Committee’s meetings.  
 
 

Joint Committee for Strategic Planning and Transport 
 
1. Nottinghamshire County Council and Nottingham City Council established a Joint 

Committee between the two Authorities to advise on strategic planning and transport 
matters in Greater Nottingham in April 1998. 
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2. This protocol agreed between the two Authorities on the establishment and operation of 
the Joint Committee requires a two yearly review, to ensure it remains relevant to the 
needs of the Joint Committee.   

 
Role 

 
3. The role of the Joint Committee is to advise the County Council and City Council on 

strategic planning and transport matters of mutual concern in order to facilitate the 
sustainable development and growth of Greater Nottingham and to assist in meeting 
the Duty to Cooperate (S110 of the Localism Act). 

 
Responsibilities  
 
4. The Joint Committee will be responsible for providing advice on strategic planning and 

transport matters, including advice in relation to the following: 
 

(a) The preparation of coordinated and aligned Local Plans to provide a coherent and 
consistent planning framework across Greater Nottingham, including 
consideration of significant evidence base studies, such as Strategic Housing 
Market Assessments and Economic/Employment Land reports; 

 
(b) Local Plans/Development Plan Documents and Strategies prepared by other 

Local Planning Authorities; 
 
(c) The approach to, and use of, planning contributions arising from development in 

Greater Nottingham where this is of strategic importance; 
 
(d) Liaison with statutory bodies; 
 
(e) Liaison with the D2N2 Local Enterprise Partnership and Local Nature Partnership; 
 
(f) Co-ordination of policies and management for minerals and waste matters, 

including the Local Aggregates Assessment and the joint Replacement Waste 
Local Plan ; 

 
(g) The provision of infrastructure, including transport, social and green infrastructure,  

to support future growth, particularly where this has cross boundary implications; 
 
(h) Nottinghamshire Local Transport Plan (2011 – 2026); 
 
(i) Nottingham Local Transport Plan (2011 – 2016); 
 
(j) Strategic issues arising from the management of the Traffic Control Centre; 

 
(k) Strategic issues arising from public transport operations, including rail services 

and High Speed 2, Bus Quality Partnerships and the development of the 
Nottingham Express Transit; 

 
(l) Strategic issues arising from air quality reviews and assessments within or 

impacting on Greater Nottingham.  
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5. To assist the Joint Committee in carrying out the responsibilities in paragraph 4 above, 
they shall be entitled to receive information and to comment where they deem 
appropriate on other relevant matters including: 

 
(a)  Planning applications within and adjacent to Greater Nottingham subject to the 

statutory timetable; 
 
(b)  Major development proposals in areas within and surrounding Greater 

Nottingham;  
 
(c)  Significant developments in the highway and transport networks; 
 
(d)  Major strategic initiatives of either Authority in Greater Nottingham e.g. tackling 

climate change. 
 
(e)  Economic strategies for Greater Nottingham; 
 
(f)  Government legislation, regulations, guidance and initiatives affecting strategic 

planning and transport matters. 
 
6. The Joint Committee will have regard to the views and resolutions of the Greater 

Nottingham Joint Planning Advisory Board.  
 

Area of Responsibility 

 
7. The Joint Committee will be responsible for advising on strategic planning and transport 

matters across the whole area known as Greater Nottingham. Greater Nottingham is 
defined as the Nottingham Core Housing Market Area and Hucknall.  It comprises the 
local authority areas of Broxtowe, Erewash, Gedling, Nottingham City and Rushcliffe, 
plus the Hucknall part of Ashfield and the relevant parts of Derbyshire and 
Nottinghamshire County Councils, however, the remit of this Committee excludes 
Erewash Borough in Derbyshire.  

 
Relationship to Parent Authorities 
 
8. The views of the Joint Committee will be communicated to the appropriate Executive or 

other body or bodies of the County and City Councils as soon as possible following a 
resolution by the Joint Committee.  Where the Joint Committee has expressed a view 
on particular matters that is the subject of a report to any of the parent executive 
bodies, the recommendation of the Joint Committee will be included in the report. 

 

Membership 

 
9. The Joint Committee will be composed of four members from each authority.  Member 

substitutes are allowed. 
 

10. With the agreement of the Chair and Vice Chair, advisory members may be invited to 
the Committee from time to time to assist the Joint Committee in carrying out the 
responsibilities in paragraphs 4 to 7 above.  Such members will not have voting rights. 
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11. The appropriateness of advisory members will be reviewed in accordance with 
paragraph 12. 

 

 Chair and Vice Chair 

 
12. The Chair and Vice Chair will be appointed every two years and alternate between 

each Authority. The Vice Chair will always be appointed by the Authority not holding the 
Chair. 
 

Frequency of Meetings 

 
13. The Joint Committee will meet at least 4 times a year. 
 

Organisation and Conduct of Meetings 

 
14. Notice of meetings, circulation of papers, conduct of business at meetings and voting 

arrangements will follow the Standing Orders of the Authority which holds the Chair, or 
such Standing Orders which may be approved by the parent Authorities.  Meetings will 
be open to members of the public. 

 
Officer Support 

15. The secretariat of the Joint Committee will alternate every two years between the two 
Authorities with the Chair.  The costs of operating the Joint Committee will be met by 
the Council providing the secretariat services.  The work of the Joint Committee will be 
serviced by a Joint Officer Steering Group which will assist the Chair and Vice Chair in 
setting agendas and brief them prior to meetings.  They will also be responsible for 
communicating the views of the Joint Committee. 

 
Disagreement Between the two Authorities 

16. Where the members of the Joint Committee cannot arrive at a view on a particular 
issue which enjoys the support of the majority of members, that issue should be 
referred back to the relevant executive bodies of the two Councils. 

 
17. Participation in the Joint Committee will not deter either Authority from expressing a 

dissenting opinion on any specific issue.  The right to make representations at any 
consultation stage in the development plan making process or at an Examination in 
Public will not in any way be curtailed by membership of the Joint Committee. 

 
Review 
 
18. The role and operation of the Joint Committee will be kept under review, with a further 

complete review of its responsibilities and workings to be carried out not later than two 
years from the adoption of this revised protocol. 

 

Police and Crime Panel 
 
The terms of reference of the Panel are as follows: 
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1. to review and submit a report or recommendation on the draft police and crime plan, or 

draft variation, given to the Panel by the Police and Crime Commissioner; 
 
2. to review the annual report and put questions regarding the report to the Police and 

Crime Commissioner at a public meeting, and submit a report or recommendation as 
necessary; 

 
3. to hold a confirmation hearing and review, submit a report, and recommendation as 

necessary in respect of proposed senior appointments made by the Police and Crime 
Commissioner (Chief Constable, Chief Executive, Chief Finance Officer and Deputy 
Police and Crime Commissioner); 

 
4. to review and submit a report and recommendation as necessary on the proposed 

precept; 
 
5. to review or scrutinise decisions made or other action taken by the Police and Crime 
 Commissioner in connection with the discharge of the Commissioner’s functions; 
 
6. to submit reports or recommendations to the Police and Crime Commissioner with 

respect to the discharge of the Commissioner’s functions; 
 
7. to support the effective exercise of the functions of the Police and Crime     

Commissioner; 
 
8. to fulfil functions in relation to complaints in accordance with the Panel’s responsibilities 

under the Police Reform and Social Responsibility Act 2011 (the Act); 
 
9. to appoint an Acting Police and Crime Commissioner if necessary; 
 
10. to suspend the Police and Crime Commissioner if it appears to the Panel that the 
 Commissioner has been charged with a relevant offence; 
 
11. to exercise any other functions delegated to police and crime panels under the Police 
 Reform and Social Responsibility Act 2011 as required. 
 
Operating Arrangements 
 
12. The Panel is a joint committee of the county, city, borough and district councils 

in 
 Nottinghamshire; 
 
13. Nottinghamshire  County  Council  will  be  the  Host  Authority  in  establishing  

and maintaining the Panel and will arrange the administrative, secretarial and 
professional support necessary to enable the Panel to fulfil its functions; 
 

14. the  Panel  will  be  comprised  of  10  Councillors  and  a  minimum  of  two  co-
opted independent members. Councillor membership can be increased by co-opting 
additional members with the unanimous agreement of the Panel, and any proposal for 
an increase in membership would be subject to the approval of the Secretary of State; 

 
15. all Members of the Panel may vote in proceedings; 
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16. the local authorities will co-operate to provide the Panel with additional officer support 

for research, training and development, or where particular expertise would be of 
assistance; 

 
17. the local authorities will co-operate to ensure that the role of the Panel is promoted 

internally and externally and that members and officers involved in the work of the 
Panel are given support and guidance in relation to the Panel’s functions; 

 
18. the Panel must have regard to the Policing Protocol issued by the Home Secretary in 

carrying out its functions. 
 
Financial Arrangements 
 
19. The funding provided by the Home Office to support the work of the Panel will 

be received by the County Council as Host Authority. The Panel will seek to operate 
within the limit of the Home Office funding; 

 
20. the Home Office funding includes a specified sum per member per annum to cover 

their expenses. Each local authority will be allocated the appropriate sum and will pay 
the expenses of its own representatives; 

 
21. each authority has discretion to pay its representatives an allowance including 

any special responsibility allowance if they are appointed Chairman or Vice Chairman. 
 
Membership – Appointed Members 
 
22. Appointment of elected members to the Panel will be made by each local authority at 

its annual meeting or as soon as possible afterwards, in accordance with its 
procedures. Appointments will be made with a view to ensuring that the “balanced 
appointment objective” is met so far as is reasonably practicable, i.e. to: 
a. represent all parts of the police area; 
b. represent the political make-up of the relevant authorities and the Police 

Force area overall; 
c. have the skills, knowledge and experience necessary for the Panel to 

discharge its functions effectively; 
 
23. the Panel’s membership will be one C ouncillor appointed by each authority plus 

one additional Councillor appointed by Nottingham City Council; 
 
24. it is for each council to decide whether to appoint executive or non-executive 

members (if applicable), however where there is an executive mayor they must be 
nominated as an authority’s representative (although they are not under a duty to 
accept the nomination); 
 

25. the Panel will review at its annual meeting whether or not the balanced appointment 
objective is being met and if it concludes that it is not, the Panel will determine 
what action is needed to meet the objective. 

 
Membership – Co-opted Members 
 
26.   The Panel will co-opt two independent members in accordance with the eligibility 
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criteria set out in the Act; 
 
27. the Panel will invite nominations and will make arrangements for appointment; 
 
28. independent  members  will  be  appointed  for  a  term  of  2  years.  There will  be  no 

restriction on the overall time period that an independent member can serve on the 
Panel. 

 
Conduct of Panel Members 
 
29. Members  appointed  by  authorities  will  be  subject  to  their  own  authority’s  code  

of conduct. Independent co-optees will be subject to the Host Local Authority’s code of 
conduct. 

 
Vacancies 
 
30. Each council will fill vacancies for  elected   members  in   accordance   with   the 

arrangements in its constitution. Vacancies for independent members will be filled in 
accordance with the selection process agreed by the Panel. 

 
Resignation of Members 
 
31. Members of the Panel who wish to resign should do so in writing to their 

appointing council (as applicable) who will in turn notify the Host Local Authority as 
soon as possible. 

 
Removal of Appointed Members 
 
32. Each local authority will have the right to change its appointed member at any time 

but must give notice to the Host Local Authority and ensure that replacement 
does not affect the political balance requirement. 

 
Removal of Independent Members 
 
33. An independent member may only be removed from office if an appointed member 

has given notice to the Host Local Authority at least 10 working days prior to a 
meeting of the Panel, of their intention to propose a motion that an independent 
member’s co- option be terminated. At the subsequent meeting, termination will only 
be confirmed if at least two-thirds of the persons who are members of the Panel at the 
time when the decision is made vote in favour of termination. 

 

Amendments to Panel Arrangements 
 
34. Changes to the Panel Arrangements can only be made with the unanimous approval 

of all the local authorities in the Nottinghamshire Force area. The only exception to 
this requirement is that the Panel can decide to increase the number of co-opted 
members, subject to Secretary of State approval. Any councillor co-options also 
require the agreement of all the members of the Panel. 

 
Promotion of the Panel 
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35. The Panel Arrangements will be promoted by: 
a.   the establishment and maintenance by the Host Local Authority of a webpage; 
b.   all the local authorities including information about the Panel on their websites; 
c.   appropriate support and guidance will be provided to members and officers of 

the local authorities in relation to the functions of the Panel. 
 

Trusts and Charities Committee 
 

(a)   To exercise the administrative powers and duties of Full Council in relation to all 
trusts for which the Council is sole trustee; 

 
(b)   to exercise the administrative powers of the “Council as Trustee” in accordance with 

the   relevant   governing   documents   of   each   trust   and   Charity   Commission 
Scheme(s); 

 
(c)    upon  receipt  from  colleagues,  to  administer  and  approve  annual  reports and 

accounts; 
 
(d) approve Charity Commission returns and all other regulatory documents; 

(e) respond to enquiries from Auditors or Independent Examiners; 

(f) inquire of and respond to the Charity Commission and any other regulatory bodies; 
 
(g)   to approve expenditure for urgent or necessary works, repairs or other actions, up to 

the value of the maximum threshold for an Officer Decision, by the Chair and Vice- 
Chair, in consultation with an Opposition Councillor, with such approvals reported to 
the next meeting of the Trusts and Charities Committee. 

 
(h)   day to day management of any City Trust or Charity with assistance from the 

Director for Strategic Finance, Director for Legal and Governance and/or Director for 
Strategic Asset and Property Management and/or other relevant colleagues, as 
appropriate; 

 
(i)   to  act  as manager for  the  Trusts and  Charities,  and  be  authorised  to  take  all 

necessary administrative decisions; 
 
(j) to compile and maintain a comprehensive and up to date list of all City Trusts and 

Charities; 
 
(k)  to take any other action deemed appropriate or necessary to ensure the proper 

management and administration of all City Trusts and Charities. 
 

 

The Trusts and Charities Committee is accountable to Council, has 9 members (politically 
balanced) and normally has 4 meetings per annum. 
 
 
 
Investigating and Disciplinary Committee  
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(a) To consider allegations against the Chief Executive, Section 151 Officer or Monitoring 
Officer (Statutory Officers) which may ultimately lead to his/ her dismissal, in 
accordance with the procedures agreed by Council; 
 

(b) to determine whether an allegation made against a Statutory Officer requires further 
investigation or other appropriate action; 
 

(c) to give informal, unrecorded oral warnings in appropriate cases where no further formal 
action is required; 

 
(d) to appoint an Independent Investigator, agree the terms of remuneration, provide the 

investigator with their terms of reference and working methods; 
 

(e) to take decisions on the suspension of the Chief Executive, Section 151 Officer or 
Monitoring Officer while investigations are undertaken (suspensions to be reviewed 
after two months in conjunction with the Independent Investigator); 

 
(f) to consider the recommendations of the Independent Investigator; 

 
(g) to determine whether action(s) short of dismissal should be imposed; 

 
(h) where dismissal is recommended, to refer matters to the Independent Panel for 

consideration, and; 
 

(i) to recommend dismissal to Full Council following the completion of the Executive 
Objections Procedure. 

 
The Committee is accountable to Council, has 5 members and is politically balanced. 
One place is reserved for a member of the Executive.  
 
Members of this Committee cannot also be members of the Appeals Committee. 
 
The quorum for the Committee is 3, one of whom must be an Executive Member. 
 
Substitute members are permitted for this committee. 
 
 
 
Appeals Committee 
 
(a) To hear appeals by the Chief Executive, Section 151 Officer or Monitoring Officer  

against actions short of dismissal imposed by the Investigation and Disciplinary 
Committee in accordance with the procedures agreed by Council; 
 

(b) to consider the report of the Independent investigator and the findings of the 
Investigation and Disciplinary Committee;. 

 
(c) to conduct further investigation where necessary; 

 
(d) to consider which of the following options to follow: 

i. confirm the decision of the Investigation and Disciplinary Committee; 
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ii. impose lesser sanctions than those imposed by the Investigation and 
Disciplinary Committee; 

iii. remove all sanctions imposed by the Investigation and Disciplinary Committee. 
 

The decision of the Appeals Committee is final. 
 

The Committee is accountable to Council, has 5 members and is politically balanced. 
One place is reserved for a member of the Executive.  
 
Members of this Committee cannot also be members of the Investigation and Disciplinary 
Committee. 
 
The quorum for the Committee is 3, one of whom must be an Executive Member. 
 
Substitute members are permitted for this committee. 
 
 
 
Independent Panel 
 
(a) To consider proposals for dismissal of the Chief Executive, Section 151 Officer or 

Monitoring Officer; 
 

(b) to offer advice, views or recommendations to Council on the proposal to dismiss. 
 

The Committee is accountable to Council, and its membership comprises two independent 
persons who have been appointed under section 28(7) of the Localism Act 2011. Invitations 
for membership of the Panel will be issued in accordance with the following priority order: 

i. an independent person who has been appointed by Nottingham City Council and is a 
local government elector within Nottingham City; 

ii. any other Independent Person appointed by the Council; 
iii. an independent person who has been appointed by another council. 

 
Both Panel Members must be present for the meeting to be quorate. 
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Section 6 
 

Memberships of Committees/Boards 

 

Appointments and Conditions of Service Committee  

Labour Group Nottingham Independents Group 

1. Councillor Dave Liversidge (Chair) 1. Councillor Kevin Clarke 

2. Councillor Hassan Ahmed  

3. Councillor Eunice Campbell-Clark  

4. Councillor Rebecca Langton  

5. Councillor Sally Longford  

6. Councillor David Mellen  

7. Councillor Sam Webster  

 

Labour Group - substitutes Nottingham Independents Group - 
substitutes 

1. Councillor Nicola Heaton 1. Councillor Maria Watson 

2. Councillor Linda Woodings 2. Councillor Kirsty Jones 

3. Councillor Toby Neal  

4. Councillor Rosemary Healy  

5. Councillor Adele Williams  

6. Councillor Neghat Khan  

 

Audit Committee  

Labour Group Conservative Group 

1. Councillor Audra Wynter (Chair) 1. Councillor Andrew Rule 

2. Councillor Graham Chapman  

3. Councillor Michael Edwards  

4. Councillor Jane Lakey  

5. Councillor AJ Matsiko  

6. Councillor Sajid Mohammed   

7. Councillor Anne Peach  

8. Vacant  

  

Labour Group - substitutes Conservative Group - substitutes 

1. Councillor Ethan Radford 1. Councillor Roger Steel 

2. Councillor Hassan Ahmed  

3. Councillor   

4. Vacant  

5. Vacant  

6. Vacant  
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Governance Improvement Board  

1. Councillor David Mellen (Leader of the Council) 

2. Councillor Anne Peach (Chair of Overview and Scrutiny Committee) 

3. Councillor Audra Wynter (Chair of Audit Committee) 

4. Councillor Andrew Rule (Representative of minority political groups) 

5. Councillor Nicola Heaton 

6. Councillor Rebecca Langton 

7. Councillor Sally Longford (Chair) 

8. Councillor Sam Webster 

 

Substitutes for Leader of the Council 

1. Vacant 

2. Vacant 

3. Vacant 

Substitutes for Chair of Overview and Scrutiny 

1. Councillor Georgia Power 

2. Councillor Carole McCulloch 

3. Vacant 

Substitutes for Chair of Audit Committee 

1. Vice Chair of Audit Committee 

2. Vacant 

3. Vacant 

Substitutes for other Councillor members 

1. Vacant 

2. Vacant 

3. Vacant 

4. Vacant 

5. Vacant 

6. Vacant 

 

Co-opted members (voting) 

 

Planning Committee  

Labour Group Nottingham Independents Group 

1. Councillor Michael Edwards (Chair) 1. Councillor Kevin Clarke 

2. Councillor Leslie Ayoola  

3. Councillor Graham Chapman  

4. Councillor Maria Joannou  

5. Councillor Angela Kandola  

6. Councillor Gul Nawaz Khan  

7. Councillor Pavlos Kotsonis  

8. Councillor Sally Longford  

9. Councillor AJ Matsiko  

10. Councillor Toby Neal  

11. Councillor Ethan Radford  
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12. Councillor Mohammed Saghir  

13. Councillor Wendy Smith  

14. Councillor Cate Woodward  

15. Vacant  

 

Labour Group - substitutes Nottingham Independents Group - 
substitutes 

1. Councillor Dave Liversidge 1. Councillor Maria Watson 

2. Councillor Georgia Power 2. Councillor Kirsty Jones 

3. Councillor Jawaid Khalil  

4. Councillor Chantal Lee  

5. Vacant  

6. Vacant  

 

Licensing Committee  

Labour Group 

1. Councillor Toby Neal (Chair) 

2. Councillor Gul Nawaz Khan (Vice 
Chair) 

3. Councillor Audrey Dinnall 

4. Councillor Nicola Heaton 

5. Councillor Zafran Nawaz Khan 

6. Councillor Chantal Lee 

7. Councillor Rebecca Langton 

8. Councillor Dave Liversidge 

9. Councillor AJ Matsiko 

10. Councillor Lauren O’Grady 

11. Councillor Mohammed Saghir 

12. Councillor Linda Woodings 

13. Councillor Cate Woodward 

14. Councillor Audra Wynter 

15. Vacant 

 

Labour Group - substitutes 

1. Councillor Adele Williams 

2. Councillor Michael Edwards 

3. Vacant 

4. Vacant 

5. Vacant 

6. Vacant 

 

Regulatory and Appeals Committee  

Labour Group Conservative Group 

1. Councillor Toby Neal (Chair) 1. Councillor Roger Steel 

2. Councillor Cheryl Barnard  
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3. Councillor Audrey Dinnall  

4. Councillor Sam Gardiner  

5. Councillor Chantal Lee  

6. Councillor Angela Kandola  

7. Councillor Gul Nawaz Khan  

8. Councillor Dave Liversidge  

9. Councillor Salma Mumtaz  

10. Councillor Nick Rain  

11. Councillor Linda Woodings  

12. Vacant  

13. Vacant  

 

Labour Group - substitutes Conservative Group - substitutes 

1. Councillor Jawaid Khalil 1. Councillor Andrew Rule 

2. Vacant  

3. Vacant  

4. Vacant  

5. Vacant  

6. Vacant  

 

Standards Committee  

Labour Group Conservative Group 

1. Councillor Neghat Nawaz Khan 
(Chair) 

1. Councillor Roger Steel 

2. Councillor Graham Chapman  

3. Councillor Audrey Dinnall  

4. Councillor Pavlos Kotsonis  

5. Councillor Ethan Radford  

6. Councillor Wendy Smith  

7. Councillor Sam Webster  

 

Labour Group - substitutes Conservative Group - substitutes 

1. Councillor Phil Jackson 1. Councillor Andrew Rule 

2. Councillor Angela Kandola  

3. Councillor Toby Neal  

4. Councillor Salma Mumtaz  

5. Vacant  

6. Vacant  

 

Overview and Scrutiny Committee  

Labour Group Conservative Group  

1. Councillor Anne Peach (Chair) 1. Councillor Andrew Rule 

2. Councillor Georgia Power (Vice 
Chair) 
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3. Councillor Carole McCulloch (Vice 
Chair) 

 

4. Councillor Patience Ifediora  

5. Councillor Pavlos Kotsonis  

6. Councillor Gul Nawaz Khan  

7. Councillor Jane Lakey  

8. Councillor Toby Neal  

9. Councillor Ethan Radford  

10. Councillor Angharad Roberts  

11. Councillor Audra Wynter  

 

Labour Group - substitutes Conservative Group - substitutes 

1. Councillor Mohammed Saghir 1. Councillor Roger Steel 

2. Councillor Zafran  Nawaz Khan  

3. Councillor Jay Hayes  

4. Councillor Cate Woodward  

5. Councillor Sam Gardiner  

6. Councillor Steve Battlemuch  

 

Overview and Scrutiny Call-In Panel  

Labour Group Conservative Group 

1. Councillor Anne Peach (Chair) 1. Councillor Roger Steel 

2. Councillor Georgia Power (Vice 
Chair) 

 

3. Councillor Carole McCulloch (Vice 
Chair) 

 

4. Councillor Jane Lakey  

5. Councillor Gul Nawaz Khan  

6. Councillor Pavlos Kotsonis  

7. Councillor Ethan Radford  

8. Councillor Cate Woodward  

 

Labour Group - substitutes Conservative Group - substitutes 

1. Councillor Maria Joannou 1. Councillor Andrew Rule 

2. Councillor Sue Johnson  

3. Councillor Azad Choudhry  

4. Vacant  

5. Vacant  

6. Vacant  

 

Children and Young People Scrutiny Committee  

Labour Group Nottingham Independents Group 

1. Councillor Carole McCulloch (Chair) 1. Councillor Maria Watson 

2. Councillor Jay Hayes  

3. Councillor Maria Joannou   
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4. Councillor Jane Lakey  

5. Councillor Chantal Lee  

6. Councillor AJ Matsiko  

7. Councillor Shuguftah Quddoos  

8. Vacant  

 

Labour Group - substitutes Nottingham Independents Group - 
substitutes 

1. Councillor Georgia Power 1. Councillor Kevin Clarke  

2. Councillor Sue Johnson 2. Councillor Kirsty Jones 

3. Councillor Angharad Roberts  

4. Councillor Patience Ifediora  

5. Vacant  

6. Vacant  

 

Health Scrutiny Committee  

Labour Group Nottingham Independents Group  

1. Councillor Georgia Power (Chair) 1. Councillor Kirsty Jones 

2. Councillor Michael Edwards  

3. Councillor Sam Gardiner  

4. Councillor Phil Jackson   

5. Councillor Maria Joannou  

6. Councillor Angela Kandola  

7. Councillor Anne Peach  

8. Councillor Cate Woodward  

9. Vacant  

10. Vacant  

11. Vacant  

 

Labour Group - substitutes Nottingham Independents Group - 
substitutes 

1. Councillor Sajid Mohammed 1. Councillor Kevin Clarke 

2. Councillor Jawaid Khalil 2. Councillor Maria Watson 

3. Councillor Nicola Heaton  

4. Councillor Nick Raine  

5. Vacant  

6. Vacant  

 

Corporate Parenting Board  

Labour Group Nottingham Independents Group 

1. Councillor Cheryl Barnard (Chair) 1. Councillor Maria Watson 

2. Councillor Jay Hayes  

3. Councillor Rosemary Healy  

4. Councillor Nicola Heaton  

5. Councillor Phil Jackson  
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6. Councillor Maria Joannou  

7. Councillor Georgia Power  

8. Councillor Shuguftah Quddoos  

9. Vacant  

 

Labour Group - substitutes Nottingham Independents Group – 
substitutes 

1. Councillor AJ Matsiko 1. Councillor Kevin Clarke 

2. Councillor Dave Liversidge 2. Councillor Kirsty Jones 

3. Councillor Audrey Dinnall  

4. Councillor Lauren O’Grady  

5. Vacant  

6. Vacant  

 

Greater Nottingham Light Rapid Transit Advisory Committee  

Labour Group 

1. Councillor Sam Gardiner 

2. Councillor Rosemary Healy 

3. Councillor Phil Jackson 

4. Councillor Dave Liversidge 

5. Councillor Adele Williams 

 

Labour Group - substitutes 

1. Councillor Nick Raine 

2. Councillor Angharad Roberts 

3. Councillor Toby Neal 

4. Vacant 

5. Vacant 

6. Vacant 

Nottinghamshire County Councillors 

Co-opted members 

 

Nottinghamshire Police and Crime Panel 

Labour Group 

1. Councillor Neghat Khan 

2. Councillor Linda Woodings 

 

Labour Group – substitutes 

1. Councillor Michael Edwards 

 

Other local authority members 
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Health and Wellbeing Board 

Labour Group 

1. Councillor Adele Williams (Chair) 

2. Councillor Cheryl Barnard 

3. Councillor Eunice Campbell-Clark 

4. Vacant 

 

Labour Group – substitutes 

1. Councillor Carole McCulloch 

2. Vacant 

3. Vacant 

4. Vacant 

5. Vacant 

6. Vacant 

 

Co-opted members (voting) 

Co-opted members (non-voting) 

 

Health and Wellbeing Board Commissioning Sub Committee 

Labour Group 

1. Councillor Adele Williams 

  

Labour Group - substitutes 

1. Vacant 

2. Vacant 

 

Co-opted members (voting) 

Co-opted members (non-voting) 

 

Joint Committee on Strategic Planning and Transport 

Labour Group 

1. Councillor Linda Woodings (Chair) 

2. Councillor Michael Edwards 

3. Councillor Sally Longford 

4. Councillor Adele Williams  

 

Labour Group – substitutes 

1. Councillor Dave Liversidge 
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2. Councillor Pavlos Kotsonis 

3. Vacant 

4. Vacant 

5. Vacant 

6. Vacant 

 

Nottinghamshire County Councillors 

 

Trusts and Charities Committee 

Labour Group Conservative Group 

1. Councillor Sajid Mohammed (Chair) 1. Councillor Andrew Rule 

2. Councillor Sam Gardiner  

3. Councillor Rosemary Healy  

4. Councillor Sue Johnson  

5. Councillor Anne Peach  

6. Councillor Ethan Radford  

7. Councillor Angharad Roberts  

8. Councillor Audra Wynter  

 

Labour Group - substitutes Conservative Group – substitutes 

1. Councillor Sam Webster 1. Councillor Roger Steel 

2. Councillor Shuguftah Quddoos  

3. Councillor Phil Jackson  

4. Councillor Jane Lakey  

5. Vacant  

6. Vacant  
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Section 7 
 

Formal Roles and Responsibilities 
 
This section details the roles and responsibilities of individual formal positions within the 
Council that are either statutory or occupy a significant role in respect of the Executive, 
scrutiny or civic and ceremonial infrastructure of the Council. 

 
The following positions are detailed in the numbered sections indicated: 

 

1. City Councillor 
2. Lord Mayor 
3. Sheriff of Nottingham 
4. Leader of the Council 
5. Deputy Leader of the Council 
6. Portfolio Holders - General responsibilities 
7. Portfolio Holder for Strategic Regeneration and Communications 
8. Portfolio Holder for Energy, Environment and Waste Services 
9. Portfolio Holder for Children and Young People 
10. Portfolio Holder for Neighbourhoods, Safety and Inclusion 
11. Portfolio Holder for Leisure, Culture and Schools 
12. Portfolio Holder for Adults and Health 
13. Portfolio Holder for Highways, Transport and Cleansing Services 
14. Portfolio Holder for Skills, Growth and Economic Development 
15. Portfolio Holder for Finance and Resources 
16. Portfolio Holder for Housing, Planning and Heritage 
17. Executive Assistants to Portfolio Holders 
18. Chairs of Overview and Scrutiny 
19. Vice Chairs of Overview and Scrutiny 
20. Chair of Planning Committee 
21. Chair of Licensing Committee 
22. Chair of Standards Committee 
23. Chair of Audit Committee 
24. Chair of Appointments and Conditions of Service Committee 
25. Chair of Regulatory and Appeals Committee 
26. Chair of Trusts and Charities Committee 
27. Executive Portfolio Holders (names and addresses) 
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1.    City Councillor (and general member of a Committee) 
 
The key responsibilities for the role of a l l  City Councillors are identified as follows: 
 
1. Are collectively the ultimate policy makers and carry out a number of strategic and 

corporate functions appropriate to a member of Council. 
 
2. Represent their communities and bring their views into the Council's decision making 

process. They are the advocate of, and for, the communities they serve. 
 
3. Effectively, fairly and impartially represent the interests of their ward and those of 

individual citizens. 
 
4. Undertake the necessary action arising from citizen casework. 
 
5. Contribute  to  the  good  governance  of  the  Council  and  of  the  City  and  actively 

encourage community participation in decision making. 
 
6. Are willing to take on special standing or time-limited responsibilities should it be 

required of them. 
 
7. Are available to represent the Council on other bodies. 
 
8. Are to participate actively and effectively as a member on any scrutiny, regulatory or 

other committee/panel, assembly or forum to which they are appointed. 
 
9. Should seek to play an active role in the Council’s overview and scrutiny function. 
 
10. Develop  and  maintain  a  working  knowledge  of  the  organisation,  services  and 

activities and other matters which affect and impact on the role of the c ommittee 
they are appointed to. 

 
11. Are required to maintain the highest standards of conduct and ethics. Additionally, a 

number of Councillors are appointed to special roles within the Council and these roles 
and their responsibilities are also set out later in this Part. 

 
12. Should  undertake  an  annual  Personal  Development  Review,  commit  to  attend 

necessary and recommended development activities relevant to their roles and 
responsibilities. To keep informed on matters relating to the Council, the City and 
local government generally. 

 
Rights and duties 
 
Upon being elected as a Councillor, certain rights and duties are conferred upon individual 
Councillors: 
 
14. All Councillors have a right of access to documents, information, land and buildings 
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 of  the  Council  as  is  necessary  for  the  proper  discharge  of  their  duties  and  
in accordance with the law and the protocols set out in this constitution. 

 
15. Councillors must not make public information which is confidential or exempt 

or divulge  information  given  in  confidence  to  anyone  other  than  a  Councillor  
or colleague entitled to know it; for these purposes “confidential” and “exempt” 
information are defined in Part 4 of the Constitution (Access to Information). 

 

2.    Lord Mayor 
 
The key responsibilities for the role of the Lord Mayor are as follows: 
 
1. upholding and promoting the purposes of the Council's Constitution and the 

interests of the wider Council and citizens; 
 
2. presiding over meetings of the f ull Council so that its business can be carried 

out efficiently and with regard to the rights of Councillors and the interests of the 
community, to make rulings that are binding in the Council meeting; 

 
3. ensuring that the business of the full Council is planned and managed effectively 

and transparently in the interests of the wider Council and citizens; 
 
4. ensuring that the plans and strategies that form the Council’s Policy Framework 

are considered by Council in a planned and co-ordinated manner; 
 
5. ensuring that the Council meeting is a forum for the debate of matters of 

concern to the local community; 
 
6. the   resolution,   in   accordance   with   the   Council’s   Standing   Orders,   of   

any disagreement between the Council and the Executive Board in respect of the 
budget and the Policy Framework; 

 
7. attending civic and ceremonial functions as the Council requires; 
 
8. presiding over citizenship ceremonies to welcome new British citizens to the City 

of Nottingham; 
 
9. receiving members of the Royal Family and other important visitors to the City; 
 
10. in the absence of the Chair of the Overview and Scrutiny Committee, to make 

decisions on the inclusion of urgent key decisions and exempt executive items in 
accordance with The Local Authorities (Executive Arrangements)(Meetings and 
Access to Information)(England) Regulations 2012. 

 

3.   Sheriff of Nottingham 
 
The key responsibilities for the role of Sheriff of Nottingham are as follows: 
 
1. in the absence of the Lord Mayor, the Sherriff of Nottingham assumes the 

specific responsibilities outlined as per the Lord Mayor’s responsibilities; 
 
2. Section 246 of the Local Government Act 1972 preserves the right of 
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councils to appoint a Sheriff. The post of Sheriff does not have a legal position 
within a Council nor within Royal or social precedence. It is therefore without 
legal or administrative functions. 

 

3. the role of the Sheriff of Nottingham City is a ceremonial one to promote the City 
as a destination for visitors for short breaks, conferences, business and shopping, 
and to encourage local residents to use and take part in cultural and leisure 
activities in the City. This is achieved by performing the following functions: 
(i) supporting the tourism strategy for the City and County; 
(ii) welcoming  tourists  and  visitors  to  the  City  at  various  events,  

including conferences and entertainment/hospitality venues; 
(iii) hosting  welcome  receptions  in  order  to  promote  the  City,  in  particular  

for conference delegates and journalist familiarisation visits; 
(iv) working  with Marketing Nottingham and Nottinghamshire  at  promotional  

events  such  as tourism and destination exhibitions; 
(v) opening new retail, entertainment or visitor attractions in the City and County. 
 

 

4.   Leader of the Council 
 
The key responsibilities for the role of Leader of the Council are as follows: 
 
1. under the Strong Leader and Cabinet Executive Governance Model adopted by 

the 
 City Council on 13 December 2010, the Leader is responsible 

for: 
(i) the allocation and discharge of all executive functions; 
(ii)    determining the size of the executive, appointing its members and 

removing them at any time; 
(iii)    appointing a member of the Executive as the Deputy Leader or removing 

that person from Office and appointing a replacement. 
 
2. to carry out the functions of his/her specifically allocated Portfolio as follows: 

(i)     working with partners to build a shared vision for the City, aiming to ensure 
that Council policies and plans, and those of the Council’s partners, 
match that vision; 

(ii) promoting the City, and the Council and its core values and objectives; 
(iii)    steering  and  overseeing  the  strategic  use  of  resources  and  the  

strategic planning cycle of the Council to achieve its objectives; 
(iv)   leading the political development of the City, within the context of regional, 

national, European and international policy and strategic partnerships; 
(v)    leading the work of the Executive Board in developing, setting and 

implementing policy and in taking key decisions; 
(vi) speaking and issuing statements on behalf of the City Council. 

 
3. to report to full Council on all appointments he/she makes to the Executive Board. 
 
4. to  ensure  that  the  Code  of  Conduct  is  observed  and  that  ethical behaviour  

is promoted. 
 
5. to support open and transparent scrutiny, encouraging full Council, t he 

Executive 
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 and statutory partners to work constructively with scrutiny in developing policies 
and strategies for the future and in improving Council services. 

 
6. the Leader may give notice to the Chief Executive or any relevant Corporate 

Director that he/she requires a report or portfolio holder decision to be prepared 
for consideration by himself/herself or the appropriate decision making 
board/committee in relation to functions within his/her remit of responsibility. On 
receipt of this notice the Chief Executive or relevant Corporate Director will 
ensure that a report or portfolio decision form is produced for consideration within 
14 working days or will provide reasons to the Leader as to why it cannot be 
produced within that timescale. Any such notice from the Leader shall be copied 
to the Head of Legal and Governance. 

 
 

5.   Deputy Leader of the Council 
 
The key responsibilities for the Deputy Leader are as follows: 
 
1. if the Leader is unable to act or the office of Leader is vacant, to deputise for and 

act in his/her place; 
 
2. to provide assistance and support to the Leader and all Portfolio Holders in 

the delivery of their individual areas of responsibility; 

 
3. value for money and organisational health; 

 
4. improved cross-cutting service delivery; 

 
5. to carry out the functions of his/her specifically allocated portfolio; 

 
6. the Deputy Leader and Portfolio Holder(s) may give notice to the Chief Executive 

or any relevant Corporate Director that he/she requires a report or portfolio holder 
decision to be prepared for consideration by themselves or the appropriate 
decision making board/committee in relation to functions within their remit of 
portfolio responsibility.  On receipt of this notice the Chief Executive or Corporate 
Director will ensure that a report or portfolio decision form is produced for 
consideration within 14 working days or will provide reasons to the Deputy Leader 
or Portfolio Holder as to why it cannot be produced within that timescale. Any such 
notice from the Deputy Leader or Portfolio Holder(s) shall be copied to the Head of 
Legal and Governance. 

 
 

6.   Portfolio Holders – general responsibilities 
 
In addition to their specific portfolio responsibilities all Portfolio Holders also 
have the following common responsibilities: 
 
1. sharing responsibility with the Leader, Deputy Leader and other members of 

the Executive for the Executive business of the Council; 
 
2. promoting and being accountable for the services in their portfolio within the 

Council and the City as a whole, and nationally and internationally as required, 
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representing the Council’s views on matters of corporate or strategic policy within 
their portfolio; 

 
3. ensuring that the executive functions within their portfolio are performed in 

accordance with approved Council policies and strategies, and to the highest 
ethical standards; 

 
4. below the level of Key Decisions, and where not otherwise delegated, taking 

executive decisions in relation to executive functions within their portfolio, and in 
accordance with constitutional requirements. A Portfolio Holder may delegate 
decisions in respect of matters within their portfolio to an officer (subject to the 
financial limits set out in the constitution). 

 
5. reporting to the Leader, Executive Board and Overview and Scrutiny bodies on 

the performance of their portfolio, as reasonably required; 
 
6. directing, encouraging and developing Executive Assistants working on behalf of 

the Executive, and other Councillors and, generally, acting as a role model; 
 
7. approving capital expenditure in accordance with Financial Regulations on 

schemes within the remit of their portfolio which form part of the approved capital 
programme; 

 
8. speaking and issuing statements on behalf of their area of responsibility, in line 

with policy agreed by the Leader; 
 
9. supporting open and transparent scrutiny and working constructively with scrutiny 

in developing policies and strategies for the future and in improving Council 
services, and working collaboratively with scrutiny Councillors (including 
attendance at scrutiny meetings, as required); 

 
10. any Portfolio Holder may give notice to the Corporate Director for Strategy and 

Resources that s/he requires a report or portfolio holder decision to be prepared 
for consideration by themselves or the appropriate decision making 
board/committee in relation to functions within their remit of portfolio responsibility. 
On receipt of this notice the Corporate Director for Strategy and Resources will 
ensure that a report or portfolio decision form is produced for consideration within 
14 working days or will provide reasons to the Portfolio Holder as to why it cannot 
be produced within that timescale. 

 
 

7.   Portfolio Holder for Strategic Regeneration and Communications  
 

The key responsibilities for  the Portfolio Holder for Strategic Regeneration and 
Communications are as follows: 
 
Strategic Regeneration and Development 
Communications and Marketing 
Political leadership and development of the city 
Overview of all regeneration across the city 
Strategic and Operational Property 
Regeneration Land and Property 
Improvement and Assurance Board 
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Core Cities 
Devolution 
One Nottingham 
International Links 
Promote Vision of the Council 
Overseeing strategic use of resources and strategic 
planning cycle of the Council 
Partnerships – Voluntary Sector and Faith 
Strategic partnerships 
Support to portfolio holders 
 

8.   Portfolio Holder for Energy, Environment and Waste Services 

 
The key responsibilities for  the Portfolio Holder for Energy, Environment and 
Waste Services are as follows: 
 
Customer Care and Customer Services across the 
Council 
Climate Change, Carbon Reduction and Sustainability 
Waste Collection and Disposal 
Carbon Neutral 2028 
Clean Air and Air Quality 
Biodiversity and Conservation 
Energy – Fuel Poverty 
Energy from Waste 
EnviroEnergy 
Nottingham Energy Partnerships 
Flooding 

    Council Plan Monitoring 
 
 

9.    Portfolio Holder for Children and Young People 
 
The key responsibilities for the Portfolio Holder for Children and Young People are 
as follows: 
 
Children’s Services 
Performing the Lead Role for Children’s Services in 
accordance with statutory requirements and guidance. 
Children’s Safeguarding, children’s social care 
Children in Care and Care Leavers 
Early Intervention 
Children’s Partnership and Young People’s Plan 
Youth and Play teams, 
Youth justice services 
Children’s Centres 
Children’s Mental Health 
Lead on commissioning of Children’s Services 
Early years 

 
 

10. Portfolio Holder for Neighbourhoods, Safety and Inclusion 
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The key responsibilities for  the Portfolio Holder for Neighbourhoods, Safety and 
Inclusion are as follows: 
 
Community Safety 
Crime and Drugs Partnership 
Overview of the Council’s Section 17 responsibilities. 
Community Safety and Respect for Nottingham 
Domestic Violence Lead 
Licensing 
Environmental Health 
Trading Standards 
Taxi Strategy 
Equalities and Inclusion 
Lead on refugees and asylum seekers 
Community Sector and Volunteering 
Community Centres 
Community Cohesion 
Area Based Grant 

 
 

11. Portfolio Holder for Leisure, Culture and Schools 
 

The key responsibilities for  the Portfolio Holder for Leisure, Culture and Schools 
Centre are as follows: 

 
Leisure and Culture 
Leisure Centres and Sport 
Museums and Heritage Sites 
Libraries 
Arts and Events 
Theatres and concert venues 
Cemeteries and Crematoriums 
Armed Forces Champion 
Schools 
School re-organisation and governance 
Attendance 
Educational provision 3 – 16 including Academies and Free 
Special Educational Needs – Special Education Schools 
Pupil Referral Units 
Virtual School for Children in Care 
Services to schools 
School Catering 
Education Improvement Board 

 

12.  Portfolio Holder for Adults and Health  
 

The key responsibilities for  the Portfolio Holder for Adults and Health are as 
follows: 
 
Adults: 
Corporate Strategies for Older People and Vulnerable 
Adults 
Championing Independent Living 
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- telecare 
- catering 
Adult Safeguarding 
Lead on commissioning of Adults Services 
Meals at Home 
Adult Passenger Transport 
All age disability services 
Health: 
Public Health and Wellbeing 
Health inequalities 
Smoking and avoidable injuries 
Chair of the Health and Well Being Board 
Mental Health and Well-being 
Teenage Conception 
Oral/Dental health 

    Wider Health Links 
 
 

13. Portfolio Holder for Highways, Transport and Cleansing Services 
 
The key responsibilities for  the Portfolio Holder for Highways, Transport and 
Cleansing Services are as follows: 
 
Local and Public Transport 
Strategic Transport 
NET phase 1, 2 and 3 
HS2 
Corporate Transport Fleet 
Parking 
Parking Enforcement 
Cycling 
Traffic Management 
Highways Design 
Highways Maintenance 
Road repairs and resurfacing 
Street Lighting 
Cleansing and Streetscene 
Parks and Open Spaces 
Playgrounds 
Allotments 
Councillor Rebecca Langton 
Skills, Growth and Economic 
Development 
Jobs and Skills 

 
14.  Portfolio Holder for Skills, Growth and Economic Development 
 

The key responsibilities for  the Portfolio Holder for Skills, Growth and Economic 
Development are as follows: 

 
Jobs and Skills 
Lead on skills and employment 
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Post 16 Training, FE and HE 
Apprenticeships 
Develop opportunities for young people and adults 
‘Local Jobs for Local People’ and ‘Making the Connections’ 
Investment initiatives 
Nottingham and Notts Futures Advice, Skills and 
Employment 
Employability in Schools 
City Centre Management 
City Centre Retail Management 
Tourism 
Place Marketing Organisation 
Markets, Fairs and Toilets 
Business & Growth 
Growth Plan Delivery 
Neighbourhood Regeneration 
Business Support, Development and Liaison 
Inward Investment 
Social Enterprise and Enterprise Development 

     Creative Quarter 
     Smart Cities 
 

15.  Portfolio Holder for Finance and Resources 
 

The key responsibilities for  the Portfolio Holder for Finance and Resources are 
as follows: 
 
Finance 
Value for Money across the council 
Collection of Council Tax and NNDR 
Housing and Council Tax Benefits 
East Midlands Shared Services 
Income Generation and Commercialisation 
Commissioning and Procurement 
Welfare Rights 
Health and Safety 
Risk Management 
Legal and Democratic Services and Elections 
IT 
Digital Inclusion 
HR 

     Facility and Building Services 
 

16.  Portfolio Holder for Housing, Planning and Heritage 
 

The key responsibilities for  the Portfolio Holder for Housing, Planning and 
Heritage are as follows:  
 
Planning 
Planning Policy and Development Management 
Housing 
Physical neighbourhood transformation and regeneration. 
Estate Management – Council and private estates 
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Private Housing and Private Rented Sector 
Performance of NCH and Housing Associations 
Student Housing 
Housing with care and support. 
Strategic and Retained Housing functions 
Temporary Accommodation commissioning 
Houses in Multiple Occupation 
Heritage 
Homelessness and Housing Aid 
Policy and Operational 

 

17.   Executive Assistants 
 
Executive Assistants will provide general political support to the Executive and 
will, mainly, achieve this by supporting particular Executive Councillors’ portfolios and 
areas of executive work and be responsible in the first instance to a named Portfolio 
Holder. Their roles will include the following: 
 

1. development of policy in areas allocated by the Executive including leading policy 
development in particular areas of the Portfolio Holder’s responsibilities. This will 
involve attending weekly briefings with executive Councillors and/or senior 
officers, contributing to the discussions of key issues facing the leadership of the 
Council and its partners; 

 
2. assisting Executive Councillors in all elements of work within their portfolios, 

including: 
(i) carrying out research and providing advice on executive functions, including 

briefings to support portfolio decisions; 
(ii) supporting liaison between the Executive Councillors and other Councillors, 

Corporate Directors and the overview and scrutiny function, and external 
organisations; 

(iii) representing the Executive Councillors at internal meetings and at consultation 
events with the voluntary sector, business and other partners, service users 
and citizens; 

(iv) representing the Executive Councillors and the Council at external meetings 
ensuring that the Council is represented at as many events as possible; 

 
3. development of knowledge, experience and expertise in the portfolio of the 

Executive Councillor through: 
(i) attending conferences and development events for their portfolio area;  
(ii) visiting frontline delivery points for the portfolio area; 
(iii) reading and research as appropriate to keep up to date with issues in 

the portfolio area. 

 
Executive Assistants do not have delegated authority to take executive decisions in 
relation to any executive functions. 
 
An Executive Assistant may not participate in the business of the overview and 
scrutiny committees or any of its Review Panels involving a portfolio with which they 
are assisting.  They may, however, be invited to attend the meeting in the capacity of 
expert witness. 
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18.  Chairs of Overview and Scrutiny 
 
The key responsibilities for Chairs of overview and scrutiny are as follows: 
 
Chairs of all scrutiny committees 

 
1. effectively chairing and managing meetings, including facilitating healthy 

discussion; 
 

2. ensuring that all committee members (including any co-opted members) are 
engaged in the work of the committee and have the opportunity to contribute to 
the scrutiny process; 

 
3. supporting the Committee to agree and prioritise its work programme, taking 

into account resources and workload; 
 

4. maintaining the direction of the work programme, ensuring that the scope for 
each item is clear, that the Committee remains focused on the topic and that 
timescales are adhered to; 

 
5. developing constructive ongoing working relationships with Executive 

councillors, colleagues and partners, involving relevant key stakeholders where 
appropriate; 

 
6. ensuring that high standards of conduct, courtesy and consideration are 

maintained at all times; 
 

7. ensuring that scrutiny is an open, transparent process that informs, consults, 
and engages with the needs of local people and local communities, particularly 
traditionally excluded groups where relevant; 

 
8. making sure that recommendations are evidence-based; 
 
9. chairing any review panels commissioned by the Committee of which they are the 

Chair; 
 

10. championing scrutiny, identifying and sharing best practice; 
 
11. taking responsibility for continuous development and improvement to fulfil the role; 
 
12. working with, and taking advice from, the Senior Governance Officers within the 

Constitutional Services Team. 
 

Chair of the Overview and Scrutiny Committee 
 

In addition to the general responsibilities of Chairs of scrutiny committees (see above), 
the key responsibilities for the Chair of the Overview and Scrutiny Committee are as 
follows: 
 
1. being the lead Councillor for the scrutiny function of the authority; 
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2. chairing the Call-in Panel; 

 
3. making decisions on the inclusion of urgent key decisions and exempt executive 

items in accordance with The Local Authorities (Executive Arrangements)(Meetings 
and Access to Information)(England) Regulations 2012; 

 
4. determining requests to exempt executive decisions from the call-in period in 

accordance with section 15 of Part 4 of the Constitution; 
 
5. representing and promoting the scrutiny function to internal and external bodies; 

 
6. representing  the  Council  when  required  at  local,  regional  and  national  

forums concerned with overview and scrutiny; 
 
7. evaluating the impact and value of work carried out and to identify areas 

for improvement; 
 
8. presenting the annual scrutiny report to full Council. 
 
 

19. Vice-Chairs of Overview and Scrutiny 
 

The key responsibilities for Vice-Chairs of Scrutiny are as follows: 
 
1. to chair either the Health Scrutiny Committee or Children and Young People 

Scrutiny Committee; 
 
2. to deputise for the Chair of the Overview and Scrutiny Committee in his/her 

absence (with the exception of making decisions on the inclusion of urgent key 
decisions and exempt executive items in accordance with The Local Authorities 
(Executive Arrangements)(Meetings and Access to Information)(England) 
Regulations 2012, which are reserved to the Lord Mayor in the absence of the 
Chair). 

 
 

20. Chair of Planning Committee 
 

The key responsibilities for the Chair of Planning Committee are as follows: 
 

1. chairing meetings of the Committee effectively and in accordance with best 
practice given the semi judicial nature of this Committee; 

 
2. ensuring that applications for planning permission and consent to display 

advertisements, building regulation aspects of proposals submitted to the City 
Council and other matters relating to development control are determined in 
accordance with legislative requirements and Council policies, in particular the 
Nottingham Local Plan, more up to date City Planning Guidance and the 
Nottinghamshire Structure Plan, and with regard to central and regional guidance 
and directives; 

 
3. keeping in regular contact with the Portfolio Holder with responsibility for 
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strategic planning and with the Corporate Director for Strategy and Resources, 
Corporate Director for Development and Growth and with the Head of 
Development Management and other colleagues as appropriate regarding 
development control and other related matters; 

 
4. ensuring  that  site  visits  are  undertaken  by  members  of  the  Committee  

when considered necessary; 
 
5. encouraging close liaison with officers through joint training which seeks to 

maintain and enhance the effectiveness of the Committee. 
 
 

21. Chair of Licensing Committee 
 

The Chair of the Licensing Committee is responsible for ensuring that issues 
relating to the determination and regulation of the issue of licences and other related 
matters are properly considered in accordance with legislative requirements and 
Council policy. Full Council (as Licensing Authority) may reserve to itself decisions on 
particular matters within the Committee’s remit. The Chair will have the following 
specific responsibilities: 

 
1. chairing meetings of the Committee to determine those applications under the 

Licensing Act  2003  and  the  Gambling  Act 2005  which  are  not  delegated  to 
officers, ensuring decisions conform to the relevant legislation, the authority’s 
Statement of Policy/Principles and with Statutory Guidance; 
 

2. ensuring that consultation is undertaken as appropriate and in accordance with 
the relevant legislation; 
 

3. liaising  with  the  Portfolio  Holders  with  responsibility  for  neighbourhood 
regeneration, transport and area working on issues relating to licensing and 
gambling, including responses to regional and national consultation; 
 

4. maintaining close liaison with the Corporate Director for Strategy and Resources, 
the Corporate Director for Commercial and Operations and other colleagues as 
appropriate regarding licensing and gambling matters. 

 
These requirements also apply to the Chairs of Licensing Panels. 

 
22. Chair of Standards Committee 

 
The key responsibilities for the Chair of the Standards Committee are as follows: 

 
1. effectively chairing meetings of the Standards Committee; 
 
2. championing high standards of conduct by Councillors and co-opted members; 
 
3. acting as an advisor on aspects of the code of conduct; 
 
4. ensure development and overview is available on matters relating to the code 

of conduct; 
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5. ensuring any reports received from the Monitoring Officer about complaints 
relating to conduct and propriety are handled appropriately; 

 
6. ensuring any recommendations from the External Auditor on these matters are 

considered; 
 
7. ensuring cases arising from complaints about members’ conduct are heard under 

the 
 Council’s procedure; 
 
8. ensuring matters referred under legislation are considered. 

 

 

23. Chair of Audit Committee 
 

The role of the Chair of the Audit Committee is to drive forward improvements 
on our corporate focus on governance. The Chair should: 

 
1. consider the reports of external audit and inspection agencies; 
 
2. support the Committee in reviewing the financial statements, external auditor’s 

opinion and reports to Councillors, and monitor management action in response to 
the issues raised by external audit; 

 
3. support the Committee in reviewing the Council’s integrated planning and 

performance framework; 
 

4. support consideration of the effectiveness of the Council’s risk management 
arrangements, the control environment and associated anti-fraud and anti-
corruption arrangements; 

 
5. seek assurances that action is being taken on risk-related issues identified by 

auditors and inspectors; 
 

6. lead the Committee to be satisfied that the authority’s assurance statements, 
including the Annual Governance Statement, properly reflect the risk environment 
and any actions required to improve it; 

 
7. lead approval (but not direct) Internal Audit’s strategy, plan and monitor 

performance; 
 

8. support the review of the summary Internal Audit reports and the main issues 
arising, and seek assurance that action has been taken where necessary; 

 
9. ensure that there are effective relationships between external and internal 

audit, inspection agencies and other relevant bodies, and that the value of the 
audit process is actively promoted; 

 
10. lead the Audit Committee in procuring external audit if required. 
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24. Chair of Appointments and Conditions of Service Committee 
 

To chair meetings of the Committee, in accordance with the terms of reference.  
 
 

25. Chair of the Regulatory and Appeals Committee 
 

To chair meetings of the Committee, in accordance with the terms of reference.  
 
 

26. Chair of Trusts and Charities Committee 
 

To chair meetings of the Committee, in accordance with the terms of reference.  

 

27.    Executive Portfolio Holders (names and addresses) 
 
Leader of the Council and Portfolio Holder for 
Strategic Regeneration and Communications 

Councillor David Mellen 
LH Box 28 
Loxley House  
Station Street 
Nottingham NG2 3NG 

 
Deputy Leader of the Council and Portfolio 
Holder for Energy, Environment and Waste 
Services 

Councillor Sally Longford 
LH Box 28 
Loxley House  
Station Street 
Nottingham NG2 3NG 

 

Portfolio Holder for Children and Young People Councillor Cheryl Barnard 
LH Box 28 
Loxley House  
Station Street 
Nottingham NG2 3NG 
 

Portfolio Holder for Neighbourhoods, Safety and     Councillor Neghat Khan 
Inclusion                                                                         LH Box 28 

Loxley House  
Station Street 
Nottingham NG2 3NG 

 

Portfolio Holder for Leisure, Culture and 
Schools 

Councillor Eunice 
Campbell-Clark 
LH Box 28 
Loxley House  
Station Street 
Nottingham NG2 3NG 

 
Portfolio Holder for Adults and Health Councillor Rebecca Langton 

 
 
 

LH Box 28 
Loxley House  
Station Stree 
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Portfolio Holder for Leisure, Culture 
and IT

 

 
Councillor Dave Trimble 

LH Box 28 

Loxley House 

Station Street 

Nottingham NG2 3NG 
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Portfolio Holder for Highways, Transport and  Councillor Rosemary Healy 

Cleansing Services  LH Box 28 
Loxley House  
Station Street 
Nottingham NG2 3NG 

 

Portfolio Holder for Skills, 
Growth and Economic 
Development 

 
 
 
 

Portfolio Holder for Finance and 
Resources

Councillor Rebecca 
Langton 
LH Box 28 
Loxley House  
Station Street 
Nottingham NG2 3NG 
 

Councillor Sam Webster 

LH Box 28 

Loxley House 

Station Street 

Nottingham NG2 3NG 
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Section 8 
 

Statutory Officers/ Proper Officers 
 

Statutory Officers 
 

Full Council has made or approved the appointments set out below. 
 

Title and Statutory 
Derivation 

Officer Appointed Function 

Director of 
Children’s Services 
S18 Children’s Act 
2004 

Corporate Director 
for People 

The functions conferred or exercisable by 
the authority which are specified in s.18(2) 
Children Act 2004; and such other functions 
conferred or exercisable by the authority as 
may be prescribed by the Secretary of State 
by  regulations;  and  such  additional  other 
functions  conferred  or  exercisable  by  the 
authority as the authority considers 
appropriate. 

Director of Adult 
Social Services 
(S6 Local Authority 
Social Services Act 
1970) 

Corporate Director 
for People 

The functions are the authority’s social 
services  functions,  other  than  those  for 
which the local authority’s Director of 
Children’s  Services  is  responsible  under 
S18 Children Act 2004 

Officer responsible 
for financial 
administration (S151 
Local Government 
Act 1972) 

Corporate Director 
for Strategy and 
Resources and 
Chief Finance Officer 

The functions are: 
 
(i)  Ensuring lawfulness and financial 

prudence of decision making – after 
consulting with the Head of Paid 
Service and the Monitoring Officer, to 
report to Council, or the Executive 
Board  in  relation  to  executive 
functions, and the Council's external 
auditor  if  it  appears  to  him/her  that 
any proposal, decision or course of 
action  would  involve  incurring 
unlawful expenditure, is unlawful and 
is likely to cause a loss or deficiency 
or if the Council is about to enter an 
item of account unlawfully. 

 
(ii)   Administration of financial affairs – 

responsibility for the administration of 
the financial affairs of the Council. 

 
(iii) Contributing to corporate 
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Title and Statutory 
Derivation 

Officer Appointed Function 

  management  –  in  particular  through 
the provision of professional financial 
advice. 

 
(iv)    Providing advice – to provide advice 

on the scope of powers and authority 
to take decisions, maladministration, 
financial impropriety, probity and 
budget and  policy framework  issues 
to all members of the Council and to 
support and advise councillors and 
officers in their respective roles. 

 
(v)   Giving financial information – to 

provide appropriate financial 
information to the media, members of 
the public and the community. 

 
(vi) The Chief Finance Officer within 

Resources is the designated Section 
151   Responsible   Financial   Officer. 
The Council will provide the Chief 
Finance Officer with such officers, 
accommodation and other resources 
as are, in their opinion, sufficient to 
allow their duties to be performed. 

Head of Paid 
Service (S4 Local 
Government and 
Housing Act 1989) 

Chief Executive The duties of the Head of Paid Service are 
to report to the Council where necessary 
setting out proposals with respect to the co- 
ordination of the Council’s functions, the 
number and grades of staff required and the 
organisation, appointment and proper 
management of the Council’s staff. 

Monitoring Officer 
(S5 Local 
Government and 
Housing Act 1989) 

Director for Legal 
and Governance 

Functions of the Monitoring Officer include: 
 
(i)      Maintaining   the   Constitution   –   to 

maintain an up-to-date version of the 
Constitution which is widely available 
to members, staff and the public; 

 
(ii) Ensuring lawfulness and 

reasonableness of decision making – 
after consulting with the Head of Paid 
Service and the Chief Finance Officer, 
to report to Council, or to the 
Executive  Board  in  relation  to  an 
executive  function,  if  it  appears  to 



 

96 
Version 7.32 May 2021 

 

 

Title and Statutory 
Derivation 

Officer Appointed Function 

  him/her that any proposal, decision or 
omission has given or would give rise 
to contravention of any enactment or 
rule of law or to maladministration, 
provided in the last mentioned case, 
the Local Government Ombudsman 
has  investigated  the  matter 
concerned. Such reports would have 
the effect of stopping the 
implementation of the proposal or 
decision until the report has been 
considered; 

 
(iii) Supporting the Standards Committee 

– to contribute to the promotion and 
maintenance of high standards of 
conduct; 

 
(iv)   To receive complaints and, where 

appropriate,  conduct  investigations 
into matters and to report and make 
recommendations in respect of them 
to the Standards Committee liaising 
with the Independent Person as 
required 

 
(v)   Proper   officer   for   access   to 

information – to ensure that executive 
decisions, together with the reasons 
for  those  decisions  and  relevant 
officer reports and background papers 
are made publicly available as soon 
as possible; 

 
(vi)    Advising whether executive decisions 

are within the budget and policy 
framework – to advise whether 
decisions of the executive are in 
accordance with the agreed budget 
and policy framework; 

 
(vii)   Providing advice – to provide advice 

on the scope of powers and authority 
to take decisions, maladministration, 
financial impropriety, probity and 
budget and  policy framework  issues 
to all members of the Council. 
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Title and Statutory 
Derivation 

Officer Appointed Function 

Electoral 
Registration Officer 
and Returning 
Officer 
(Ss 8, 28 and 35 
Representation of 
the People Act 
1983) 

Chief Executive Functions   of   the   Electoral   Registration 
Officer and Returning Officer   relating to 
parliamentary, local government and 
European parliamentary elections and 
referenda include: 

 
(i)       power to assign officers in relation to 

requisitions of the registration officer; 
(ii)      duty    to    provide    assistance    at 

European Parliamentary elections; 
(iii)     powers   in   respect   of   holding   of 

elections; 
(iv)    power   to   pay   expenses   properly 

incurred by electoral registration 
officers; 

(v)      power to fill vacancies in the event of 
insufficient nominations; 

(vi)    duty to declare vacancy in office in 
certain cases; 

(vii)   duty to give public notice of casual 
vacancy; 

(viii)   duties relating to publicity; 
(ix)     duties relating to notice to Electoral 

Commission. 
 
Note: The  following  sub-delegations  in 
relation to DEROs are also in place: 

 
(i)    The   Director   for   Legal   and 

Governance is authorised to act as 
DERO performing and exercising any 
and all of the Deputy Chief Executives 
current duties and powers as Electoral 
Registration Officer, including 
adjudicating upon hearings and 
appeals to objections and reviews of 
entries to the Register of Electors. 

 
(ii)      The Director of Legal and 

Governance and the Head of Legal 
and Governance are authorised  to  
perform  and  exercise the duties of a 
DERO, to determine objections and 
reviews, including adjudicating upon 
hearings and appeals to objections 
and reviews of entries to the Register 
of Electors. 

 
(iii)     The Electoral Registration Officer and 
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Title and Statutory 
Derivation 

Officer Appointed Function 

  his/her   deputy   are   authorised   to 
perform the full powers detailed in (2) 
above and to appoint additional 
DEROs as necessary. 

Scrutiny Officer 
S31(2) Local 
Democracy, 
Economic 
Development and 
Construction Act 
2009 

Head of Legal and 
Governance 

Functions of the Scrutiny Officer include: 
 
(a)     The promotion of the role of the 

authority's overview and scrutiny 
committee or committees. 

 
(b)    The provision of support to the 

authority's overview and scrutiny 
committee or committees and the 
members of that committee or those 
committees. 

 
(c)    The  provision  of  support  and 

guidance to: 
(i) members of the authority, 
(ii)    members of the executive of the 

authority, and 
(iii)  officers  of  the  authority,  in 

relation to the functions of the 
authority's overview and scrutiny 
committee or committees. 

Director of Public 
Health (S73A 
National Health 
Service Act 2006) 

Director for Public 
Health 

Functions of the Director for Public Health 
include: 

 
(a) Preparing an annual report on the 

health of citizens 
(b) Taking steps to improve public health 
(c) Responsibility for any of the public 

health protection or health 
improvement functions delegated to 
local authorities by the Secretary of 
State 

(d) Planning for, and responding to, 
emergencies that present a risk to 
public health 

(e) Co-operating with the police, the 
probation service and prison service to 
assess the risks posed by violent or 
sexual offenders 

(f) Attending Health and Wellbeing Board 
meetings. 
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Proper Officer Provisions 

 
Legislation Description Proper Officer 

Local 
Government 
Act 1972 

S83 (1)-(4) Officer to whom persons elected to 
any of the following offices of the City 
Council shall make declaration of 
acceptance of office: Lord Mayor, 
Deputy Lord Mayor, Councillor 

Chief Executive 

Local 
Government 
Act 1972 

S84 The Officer to whom a person elected 
to any office under the City Council 
may give written notice of resignation 

Chief Executive 

Local 
Government 
Act 1972 

S88(2) The  Officer  who  may  convene  a 
meeting of the Council for the 
election to fill a vacancy 

Chief Executive 

Local 
Government 
Act 1972 

S89(1)(b) The Officer who may receive notice 
in writing of a casual vacancy in the 
office of Councillor from two local 
government electors 

Chief Executive 

Local 
Government 
Act 1972 

S115(2) The  Officer  who  shall  receive  all 
money due from every officer 
employed by the Council 

Corporate Director 
for Strategy and 
Resources and 
Chief Finance 
Officer 

Local 
Government 
Act 1972 

S146 (1)(a) 
and (b) 

The Officer who shall give statutory 
declarations and certificates with 
regard to securities on the change of 
name or status 

Corporate Director 
for Strategy and 
Resources and 
Chief Finance 
Officer 

Local 
Government 
Act 1972 

S146(1)(a) Declarations and Certificates with 
regard to securities 

Chief Executive 

Local 
Government 
Act 1972 

S151 The Officer responsible for the proper 
administration of financial affairs 

Corporate Director 
for Strategy and 
Resources 
Corporate and Chief 
Finance Officer 

Local 
Government 
Act 1972 

S191 Functions  with  respect  to  ordnance 
survey 

Corporate Director 
for Strategy and 
Resources and 
Chief Finance 
Officer 

Local 
Government 
Act 1972 

S191(2), (4) 
(b) 

The  Officer  to  whom  applications 
under  Section  1  of  the  Ordnance 
Survey Act 1842 should be sent 

Corporate Director 
for Strategy and 
Resources and 
Chief Finance 
Officer 

Local 
Government 
Act 1972 

S204(3) The   Officer   to   whom   notice   of 
application for a Justices Licence 
under  Schedule  1  to  the  Licensing 
Act 1964 should be given 

Corporate Director 
for Commercial and 
Operations  
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Local 
Government 
Act 1972 

S210(6) and 
(7) 

Charities Corporate Director 
for Strategy and 
Resources and 
Chief Finance 
Officer 

Local 
Government 
Act 1972 

S225(1) Deposit of Documents with the 
Proper  Officer  and  the  making  of 
notes or endorsements and receipts 

Corporate Director 
for Strategy and 
Resources and 
Chief Finance 
Officer 

Local 
Government 
Act 1972 

S229(4) and 
(5) 

The Officer who shall certify that a 
document is a photographic copy of a 
document in the custody of the 
Council 

The Director having 
custody of the 
original or the 
Director for Legal 
and Governance 

Local 
Government 
Act 1972 

S234(1) Authentication of documents The Director having 
custody of the 
original or the 
Director for Legal 
and Governance 

Local 
Government 
Act 1972 

S234(2) (a) Statutory notices under the Public 
Health  Act  1936     and  1961,  the 
Public Health (Recurring Nuisances) 
Act  1969,  the  Clean Air  Acts  1956 
and 1968, the Control of Pollution Act 
1974, the Housing Acts 1957 to 1988 
and the Local Government and 
Housing Act 1989 (other than for 
Council Houses), the Local 
Government (Miscellaneous 
Provisions) Act 1976, the Prevention 
of Damage by Pests Act 1948, the 
Food  Act  1984  and  the 
Environmental  Protection  Act  1990 
(as it relates to statutory nuisances). 
The Building Regulations and the 
Building Act 1984 and under the Local 
Government (Miscellaneous 
Provisions Act 1976 with regard to 
dangerous trees and excavations. 

Corporate Director 
for Commercial 
and Operations or 
the Director for 
Legal and 
Governance 

  (b) Notices in respect of Council 
dwellings relating to the right to buy 
or proceedings for the termination of 
a secure tenancy. 

Corporate Director 
for Commercial 
and Operations or 
the Director for 
Legal and 
Governance 

Local 
Government 
Act 1972 

236(9) The  Officer responsible for sending 
certified copies of byelaws to 
appropriate bodies 

Corporate Director 
for Strategy and 
Resources 
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Local 
Government 
Act 1972 

238 The Officer who shall certify copies of 
Byelaws as true copies 

Corporate Director 
for Strategy and 
Resources 

Local 
Government 
Act 1972 

248 Keeping the roll of Freemen Chief Executive 

Local 
Government 
Act 1972 

Sch.12/para 4 
(2) (b) 

Summons to attend meeting Corporate Director 
for Strategy and 
Resources 

Local 
Government 
Act 1972 

Sch.12/para.4 
(3) 

The Officer who may receive notice 
from a member of the address to 
which a summons to a meeting is to 
be sent. 

Corporate Director 
for Strategy and 
Resources 

Local 
Government 
Act 1972 

Sch.14/para.25 
(7) 

The Officer who may certify copies of 
resolutions passed under the Public 
Health Acts 1875 to 1925 as true 
copies for production in legal 
proceedings. 

Director for Legal 
and Governance 

Local 
Government 
Act 1972 

S100B(2) Exclusion   from   reports   open   to 
inspection parts relating to items 
during which the meeting is likely not 
to be open to the public. 

Corporate Director 
for Strategy and 
Resources 

Local 
Government 
Act 1972 

S100B(7)(C) The supply to the press of additional 
material supplied to Members of the 
Council in connection with items of 
business to be discussed. 

Corporate Director 
for Strategy and 
Resources 

Local 
Government 
Act 1972 

S100C(2) Preparation of a written summary of 
those parts of the proceedings of a 
Committee which disclose exempt 
information. 

Corporate Director 
for Strategy and 
Resources 

Local 
Government 
Act 1972 

S100D(1)(a) 
and (5)(a) 

Identification  of  background  papers 
and compilation of list of such 
documents. 

Director responsible 
for the report 

Local 
Government 
Act 1972 

S100F(2) Making of decisions as to documents 
disclosing exempt information which 
are not required to be open to 
inspection  by  Members  of  the 
Council. 

Corporate Director 
for Strategy and 
Resources 

Local 
Elections 
(Principal 
Areas) 
Rules 1986 

-- All references to the Proper Officer in 
these rules relate to the Chief 
Executive 

Chief Executive 
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Local 
Government 
Act 1974 
 
 

S30(5) Publication in newspapers of reports 
of Local Commissioner. 

Chief Executive 

Local 
Government 
Act 1976 

S41 Certification of copies of resolutions, 
minutes and other documents. 

Director for Legal 
and Governance 

Public 
Health 
(Control of 
Diseases) 
Act 1984 

S11 Notifiable disease/food poisoning Corporate Director 
for Commercial and 
Operations  

Public 
Health 
(Control of 
Diseases) 
Act 1984 

S18 Information to be furnished with 
regard  to  notifiable  diseases/  food 
poisoning 

Corporate Director 
for Commercial 
and Operations  

Public 
Health 
(Control of 
Diseases) 
Act 1984 

S20 Preventing someone working to stop 
spread of disease 

Corporate Director 
for Commercial 
and Operations  

Public 
Health 
(Control of 
Diseases) 
Act 1984 

S21 Exclusion from school of a child liable 
to convey a notifiable disease 

Corporate Director 
for Commercial and 
Operations  

Public 
Health 
(Control of 
Diseases) 
Act 1984 

S22 List of day pupils at school having a 
case of notifiable diseases 

Corporate Director 
for Commercial and 
Operations 

Public 
Health 
(Control of 
Diseases) 
Act 1984 

S24 Infected articles not to be sent to any 
laundry 

Corporate Director 
for Commercial and 
Operations  

Public 
Health 
(Control of 
Diseases) 
Act 1984 

S29 Letting of house or room after recent 
case of concerning a notifiable 
disease 

Corporate Director 
for Commercial and 
Operations  

Public 
Health 
(Control of 
Diseases) 
Act 1984 

S31 Disinfection of premises Corporate Director 
for Commercial and 
Operations  

Public 
Health 
(Control of 
Diseases) 
Act 1984 

S32 Removal of person from an infected 
house 

Corporate Director 
for Commercial 
Operations 
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Public Health 
(Control of 
Diseases) Act 
1984 

S48 Removal of body to a mortuary or for 
immediate burial 

Corporate Director 
for Commercial and 
Operations  

Public 
Health 
(Control of 
Diseases) 
Act 1984 

S59 Authentication of documents Corporate Director 
for Commercial and 
Operations 

Public 
Health 
(Control of 
Diseases) 
Act 1984 

S60 Service of  notices and other 
documents 

Corporate Director 
for Commercial and 
Operations 

Food Safety 
Act 1990 

S49 Proper Officer of the Authority as 
regards  documents  relating  to 
matters within his/her province 

Corporate Director 
for Commercial 
and Operations 

Housing Act 
1985 

S606(1) and 
(2) 

Reports on unfitness and clearance Corporate Director 
for Commercial and 
Operations  

Local 
Government 
and Housing 
Act 1989 

S2 Receipt of list of politically restricted 
posts 

Chief Executive 

Local 
Government 
and Housing 
Act 1989 

S114 Financial report to the authority Corporate Director 
for Strategy and 
Resources and 
Chief Finance 
Officer 

Registration 
Service Act 
1953 

-- All references to Proper Officer Director for Legal 
and Governance 

The Local 
Government 
(Committees 
and Political 
Groups) 
Regulations 
1990 

-- Notifications to and by the Proper 
Officer 

Corporate Director 
for Strategy and 
Resources and 
Chief Finance 
Officer 

The Local 
Authorities 
(Standing 
Orders) 
(England) 
Regulations 
2001 

-- Functions in relation to notifying 
executive of appointments, dismissals 
etc 

Corporate Director 
for Strategy and 
Resources or 
Director for HR 
and 
Transformation 
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The Local 
Authorities 
(Standing 
Orders) 
(England) 
Regulations 
2001 

-- The Local Code of Conduct Corporate Director 
for Strategy and 
Resources 

Freedom of 
Information 
Act 2000 

S36 Exemption Monitoring Officer or 
in his absence, the 
Chief Executive 
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Deputy Proper Officer Provisions 
 

 
 

Returning Officer                               The Chief Executive can designate an individual 
Officer (in writing) who is authorised to act as a 
Deputy Returning Officer for Elections when the 
Chief Executive is unable to act 

 
In other cases where the designated Proper Officer is unable to act, the following are 
designated Deputy Proper Officers: 

 
• For the Chief Executive Any Corporate Director 

• For any Corporate Director A Director in the same department 
 
The Chief Executive is designated as Proper Officer for any purposes where no other 
Officer has been specifically designated. If neither the Proper Officer nor the Deputy Proper 
Officer is able to act the Chief Executive may designate an appropriate Officer to act as 
Proper Officer or Deputy Proper Officer. If the Chief Executive is unable to exercise this 
power then it shall be exercised by the Deputy Chief Executive, Corporate Director for 
Strategy and Resources or a second tier Officer. 

 
The Monitoring Officer and the Section 151 officer designate their own deputy direct and are 
not covered by the above. 
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Section 9 

Scheme of Delegation 
(“the Scheme”) 

 

1 Introduction 
 
Delegated powers may only be exercised in accordance with: 
(i) this Constitution; 
(ii)    statutory or other legal requirements, including the principles of public law, the Human 

Rights Act 1998, Equality Act, statutory guidance and statutory codes of practice; 
(iii)    the revenue and capital budgets of the Council, subject to any variation which is 

permitted by the Council’s Financial Regulations; 
(iv) the Council’s policy framework; 
(v)    delegations made by the Council, the Leader of the Council, Executive Board or its 

sub-committees, a Portfolio Holder, a Committee, sub-committee, Chief or other officer 
which shall be exercised in accordance with paragraphs (i) to (iv) above. 

 
2 Consultations and written advice from appropriate officers 
 
In exercising delegated powers, it should be ensured that: 
 
(i) in relation to officer decisions, the colleague responsible for the content of the decision 

is wholly responsible for ensuring that the Leader and/or relevant Portfolio Holder(s) 
are fully briefed on executive decisions, at a level that is appropriate to the decision 
being taken, prior to it being signed. For all other decisions, the colleague responsible 
for the content of the decision is responsible for ensuring that any Councillors 
nominated for such purposes by any of the political groups on the Council are 
consulted and briefed proportionately on matters of consequence within their service 
area; 

 
(ii) colleagues responsible for the content of Portfolio Holder decisions are also wholly 

accountable for the quality of the proposed decisions they put to the Portfolio Holder 
and ensuring they are drafted  with accuracy, clarity and in accordance with the 
procedures outlined in this Constitution; 

 
(iii) as far as possible, delegated decisions taken by officers are not, and are not perceived 

to be, pre-emptive in respect of specific courses of action still to be decided by the  
Portfolio Holder, regardless of the financial threshold of the delegated decision; 

 
(iv) Equality Impact Assessments (EIAs) are carried out, where required, in order to ensure 

that the Council meets it’s statutory duty under the Equality Act 2010 to have due 
regard for equality in the exercise of its functions. Case law has set out some general 
principles, now known as the Brown principles, which set out how the above statutory 
duty should be exercised: 
• a decision maker must be aware of his/her duty to have ‘due regard’; 

• the ‘due regard’ must be fulfilled before or at the time that a  particular 
decision was being considered; 

• the duty must be exercised in substance, with rigour and with an open mind; 

• the duty is non-delegable; 

• the duty is a continuing one; and 

• it is good practice to keep a record showing that the duty has been actively 
considered and pondered. 
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Note: Colleagues and Councillors are requested to refer to the Equality and 
Community Relations intranet pages for further resources and guidance on equality, 
diversity and community cohesion issues; 

 
(v) except where the decision relates to a day to day operational matter, regulatory or 

enforcement action, contract management matters or is governed by other statutory 
procedures/processes or guidance, written advice must be sought from appropriate  
officers  (e.g.  legal,  financial,  human  resources  and  equalities) before a decision is 
taken; 

 
(vi) in addition, except where the decision relates to a day to day operational matter, 

regulatory or enforcement action, contract management matters or is governed by 
other statutory procedures/processes or guidance, then decision takers should 
generally consult any individuals, groups and Councillor(s) specific to the ward(s) that 
are affected, and must allow reasonably sufficient time for receipt of comments from 
consultees and for consideration of those comments. 

 
(vii) Decisions relating to:  

 strategic planning applications; 

 schools re-organisation; 

 detailed proposals for landscaping, open space provisions, park equipment 
provision, affordable housing and other local enhancements relating to agreements 
under section 278 of the Highways Act 1980 or funded by obligations under section 
106 of the Town and Country Planning Act 1990 unless there is a specific detailed 
allocation provided for by the terms of the agreement itself. 

 The development of housing policies and strategies. 
are only to be taken following consultation with the relevant ward councillors. 

 
3 Scheme of Executive Delegation 
 
(i)     The  Leader  may  amend  the  Scheme  of  Delegation  relating  to  executive 

functions at any time during the year. To do so, the Leader must give written notice 
to the Corporate Director for Strategy and Resources and to the person, body or 
committee concerned. The notice must set out the extent of the amendment to the 
scheme of delegation, and whether it entails the withdrawal of delegation from any 
officer, body, committee, Executive Board or its sub committees. The Corporate 
Director for Strategy and Resources will, for information, present a report to the next 
ordinary meeting of the Council setting out the changes made by the Leader; 

 
(ii)    where the Leader seeks to withdraw an executive delegation from any person, body or 

committee, reasonable notice will be given and will be deemed to be served on that 
officer, body or committee when the Leader has served it on the Corporate Director for 
Strategy and Resources. 

 
4 Records of decisions 
 
Records of decisions must comply with the following: 
 
(i)     if it is a Portfolio Holder decision, it should be made in conjunction with a colleague who 

has delegated authority to counter-sign decisions and whose remit covers the subject 
of the decision. This authority cannot be delegated below Head of Service level and 
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more senior colleagues may decide to reserve this authority to themselves. The 
colleague counter-signing a decision is wholly responsible for ensuring that they hold 
the required level of authority to do so. The delegated decision making form recording 
the decision must be authorised by both parties within 10 working days of each other; 

 
(ii)   in those circumstances where a delegated decision comes within the remits of more than 

one Portfolio, only the signature of the principal Portfolio Holder is required. However, 
consultation must take place with the other affected Portfolio Holder(s) and a record of 
their affirmation of the proposals should be recorded on the delegated decision form; 

 

(iii)  it must record reasons why it was not considered necessary to consult (where 
appropriate); 

 
(iv)   if it is an officer decision committing expenditure or making savings of £25,000 or 

more (except where it relates to regulatory or enforcement action, contract 
management matters or is governed by other statutory procedures/processes) it shall 
be recorded in the prescribed form and shall be signed by an officer authorised to take 
the decision in accordance with this scheme; 

 
(v)   all completed Delegated Decision Making Forms must be submitted to the Corporate 

Director for Strategy and Resources within 2 working days of signature and should be 
recorded in the prescribed form; 

 
(vi)    the form recording the decision should include any documentation required to 

demonstrate how ‘due regard’ for equality has been considered, including Equality 
Impact Assessment documents, and the advice received from appropriate officers in 
accordance with paragraph 2(iv) above; 

 
(vii)  only where recommended in a report must a delegated decision form be completed (as 

above) for a decision delegated to a Portfolio Holder or an officer by Executive Board or 
one of its sub-committees; 

 
(viii)  Ward Councillor decisions are made by either the Corporate Director for Commercial 

and Operations, Director for Community Protection and Head of Community 
Partnerships or, for decisions with a value under £1,500, Neighbourhood Development 
Officers, in accordance with the recommendations of the relevant Ward Councillor(s). 
The financial limits of delegation to officers and portfolio holders specified in paragraph 
10 below apply to Ward Councillor decisions.  Where officers are unable to take a 
decision it will be taken by the Portfolio Holder with responsibility for neighbourhoods, in 
consultation with the relevant ward councillors.  All spending decisions on ward budgets 
are reported quarterly on the Council’s website. 

 
5 Sub-delegation of powers 
 
The powers delegated to Portfolio H olders and officers within this Scheme may be sub-
delegated by them to other officers by means of a delegated decision using the 
recommended form. Both Officer to Officer and Portfolio Holder to Officer delegations should 
be in writing.  A copy of the notice of the delegation should be sent to the Head of Legal and 
Governance and the department should maintain a register of such delegations to be 
available for inspection on request. 
 
6 Delegation of powers to Portfolio Holders (Portfolio Holder Decisions) 
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(i)     A Portfolio Holder has power to make any Executive decision (other than a Key 
Decision) in respect of their portfolio subject to compliance with the requirements set 
out in this Scheme (see Section 7 of this Part for Portfolio Holder roles and 
responsibilities); 

 
(ii) a Portfolio Holder may delegate decisions in respect of matters within their portfolio to 

an officer (subject to the financial limits set out in paragraph 10 below). To do so, 
the Portfolio Holder must give written notice to the Corporate Director for Strategy 
and Resources and to the officer concerned. The notice must set out the extent of the 
delegation, and whether it entails the withdrawal of a delegation from an officer. The 
Corporate Director for Strategy and Resources will, for information, present a report to 
the next ordinary meeting of Council setting out the changes made by the Portfolio 
Holder; 

 
(iii)   where a Portfolio Holder seeks to withdraw an executive decision from any officer, 

reasonable notice will be given and will be deemed to be served on that officer when 
the Portfolio Holder has served it on the Corporate Director for Strategy and 
Resources; 

 
(iv)    as stated in paragraph 4(ii) above, in those circumstances where a delegated decision 

comes within the remit of more than one Portfolio, only the signature of the principal 
Portfolio Holder is required. However, consultation must take place with the other 
affected Portfolio Holder(s) and a record of their affirmation of the proposals should be 
recorded on the form approved for these purposes; 

 
(v)    in  the  event  that  an  agreement  cannot  be  achieved  between  the  Portfolio 

Holders as to who the principal Portfolio Holder is on a particular decision, as required 
by paragraph 6(iv) above, then the decision on which is the principal portfolio will be 
taken by the Leader. 

 
7 Delegations to Officers 
 
(i)     Officers may exercise all functions delegated to them by full Council, its committees 

and sub-committees, the Leader of the Council and Portfolio Holders and any powers 
conferred by Standing Orders and Financial Regulations; 

 
(ii)   these detailed functions are set out in the Scheme. References to the 

boards/committees and officers responsible for the matters concerned and references 
to specific legislation shall be construed as referring to the board/committees and 
officers within whose remit those matters currently lie and any legislation amending, 
extending or succeeding the specified legislation, including regulations and orders 
made under it. 

 
8 Chief  Executive,  Corporate  Directors, Strategic Directors  and  Director  for  Public  

Health (Remits of Responsibility) 
 
(i) Chief Executive 
 

The remit of the Chief Executive includes: 

• Strategic Partnerships (Corporate Policy and Partnerships Policy); 

• One Nottingham; 

• Overall corporate management and operational responsibility (including overall 
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management responsibility for all officers). 
 
(ii) Corporate Director for Strategy and Resources (including the responsibilities of the 

Strategic Director for Finance) 
 

The remit of the Corporate Director for Strategy and Resources includes: 

• Information and Technology (IT Application Development, IT Operations and 
IT Strategy and Security and Information Governance); 

• Revenues, Benefits and Welfare Rights; 

• Legal and Governance (Legal Services, Constitutional Services, Emergency 
Planning, Health and Safety (internal), Civic, Registration and Coronial Services, 
Electoral registration and elections management); 

• Business Strategy and Support; 
• East Midlands Councils; 
• Strategic Director for Finance (Strategic Finance, Corporate Finance, Internal 

Audit, and Departmental Financial Support); 
• East Midlands Shared Services. 

 
(iii) Corporate Director for Commercial and Operations 
 

The remit of the Corporate Director for Commercial and Operations includes: 
• Neighbourhood Engagement and Services (Area Committees, Equality and 

Diversity, Customer Services, Community Centres, Street Services and Refuse 
Collection, Sustainability and Climate Change, Transport Services, Highways); 

• Sport, Culture and Parks (Sports, leisure centres, parks and open spaces, 
libraries, cultural services ad council owned cemeteries and crematoria); 

• Public  and  Community  Protection  (Environmental  Health  and  Trading 

Standards including food safety and standards, health and safety enforcement, 
noise and pollution control, statutory nuisance, public health, trading standards, 
tobacco control and strategy, student strategy, houses in multiple occupation, 
housing strategy, infectious disease control, dog and pest control, Licensing 
Registration and permits, Parking, abandoned and untaxed vehicles, Enviro-
crime, crime and anti-social behaviour (including litter, high hedges, graffiti and 
relevant functions of the Council as Local Planning Authority such as 
enforcement powers relating to the amenity of land, advertisement control); 

• Energy Services; 
• Commercial Development. 

 
(iv) Deputy Chief Executive/Corporate Director for Development and Growth 
 

The remit of the Deputy Chief Executive/Corporate Director for Development and 
Growth includes: 

• Planning (including Development Management, Building Control, Planning and 
Transport Strategy, Road Safety, Housing and Regeneration); 

• Major Programmes (corporate projects, project finance, BSF, LIFT, Leisure  

• Strategic Asset and Property Management; 

• Economic Development; 

• Transport; 

• Strategic Regeneration; 
• Housing Partnership; 

• acting  on  behalf  of  the  Chief  Executive  when  the  Chief  Executive  is 
unavailable. 
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NOTE: Development Services – additional delegation requirements: 
 
(a)   the Planning Committee is responsible for most town and country planning and 

development control functions, with the exception of the Local Development 
Framework; 

 
(b)   many of the powers of the Planning Committee are delegated in turn to the Corporate 

Director for Development and Growth, and also to the Chief Planner and are set out in 
this Scheme; 

 
(c)   in general, the Scheme in relation to planning matters is subject to certain key 

limitations. No application can be determined by officers where the decisions would: 

• result  in  the  grant  of  planning  permission  that  would  be  a  significant 
departure from the adopted Development Plan; or 

• result in the approval of an application for a similar scheme, on the same site, 
that has been previously refused by the Committee; or 

• directly conflict  with  the  recommendation  of   any  external  statutory 
consultee unless those concerns will be overcome by condition or planning 
obligation; 

  
(d) any application which gives rise to  complex  or  sensitive  issues  should  be referred to 

committee for determination. For the purposes of this section, ‘complex or sensitive’ 
includes: 

• an application that has generated significant public interest that is contrary to the 
officer recommendation; 

• a major application on a prominent site, where there are important land-use, 
design or heritage considerations 

• an application for the conversion of family housing to a house in multiple 
occupation (HMO) in an area where there is already a high concentration of 
HMOs and where the recommendation would conflict with adopted planning 
policies; 

• an  application  in  relation  to  which  a  Nottingham  City  Councillor  has 
submitted a written request (giving valid planning reasons), within the statutory 
consultation period, for the application to be determined by Committee; 

• where an application has been submitted by a Nottingham City Councillor or on 
behalf of a Nottingham City Councillor; 

• an application that is recommended for approval, but where any planning 
obligations are proposed to be waived, or are substantially less than typically 
required by adopted planning policies. 

 
(v) Corporate Director for People 
 

The remit of the Corporate Director for People includes: 

• Schools and Learning (relationships with Schools, School Standards, School 
improvement, admissions, Special Educational needs, Vulnerable Pupils, services 
to schools and inclusion); 

• Family Community Teams (Specialist Services, Family Community Team North, 
Family Community Team South, Family Community Team Central, Frontline 
Integrated Prevention Services, YOT, Positive Activities for Young People, 
Disabled Children, Family Support, CAMHS); 

• Children’s Safeguarding (Children’s Social Care, Children in Care, Child 
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Protection, Local Safeguarding Children Board, Local Safeguarding Adult Board, 
Quality Assurance, Safeguarding Children); 

• Adults Safeguarding (Safeguarding Adults, Adult Protection, Adult Assessment 
(Learning Disability, Physical Disability, Older People, Children in Transition, 
Sensory Impairment, Hospital  Discharge, Deprivation of Liberty Assessors), 
Integrated Adult Assessment with Health (Mental Health, Community Neurological 
Service, Intermediate Care Crisis Service)). 

• Director for Public Health. 
 
(vi) Director for Public Health 
 

The remit of the Director for Public Health includes: 

• Health  improvement;  any  of  the  public  health  protection  or  health 
improvement functions delegated to local authorities by the Secretary of State; 
protecting the public against public health threats and hazards; provision  of  
public  health  advice  to  commissioners;  co-operating  with police, probation 
and prison services in relation to assessing risks of violent or sexual offenders. 

 
9 Financial limits of delegation 
 
(i) The  following  table  sets  out  the  financial  limits  of  general  delegations,  with  the 

exception of the following circumstances: 
• where the Scheme specifically states different financial thresholds; 

• where specific delegated authority is granted by the Council, a committee/board 
of the City Council, or the Leader; 

• Treasury Management – decisions on borrowing, leasing, investments, and 
financing, and related day to day transactions, are delegated, without limit, to 
the Chief Finance Officer, in accordance with Financial Regulations (section 
C.15 to C.21); 

 

 Financial Limit of Authority (revenue and 
capital) 

Leader, Executive Board and its 
sub Committees where delegated 

Any sum but £1m plus is a key decision 

Executive Portfolio Holder £999,999 (provided the spend is on services/ 
goods within the current policy framework of 
the Council) 

Chief Executive, Corporate 
Director, Strategic Director and 
the Director of Public Health 

£49,999 (provided the spend is on services/ 
goods within the current policy framework of 
the Council). Decisions with a value of less 
than £25,000 do not need to be recorded on 
a delegated decision form. 

 

(ii) any financial decision taken under this delegation should be in compliance with 
Financial Regulations. In any case, the exercise of the delegation must be on the 
basis that an uncommitted budget is available to cover the expenditure and that in the 
case of revenue spend, there will be no increase in spending in a future year as a 
result of the decision. 

 

(iii) the financial value of a decision should reflect the total committed cost of that decision 
to the Council, for example, the full cost of a contract over its lifespan rather than the 
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cost per year. Decisions incurring savings, income, loss of income and expenditure 
must all be recorded on a delegated decision making form. 

 
(iv) Variation from Delegated Authority 

Where authority has been delegated to implement an approved decision but the need 
for variation from the approved decision is subsequently identified, depending on the 
value of the variation, approval for the variation may be required. The financial 
thresholds identified above that applied to the original decision apply to the level of 
authority required to authorise the variation. The colleague (Head of Service or above) 
responsible for managing the implementation of the decision is responsible for 
identifying any variation to the original decision, seeking the appropriate level of 
approval for the variation and liaising with the Portfolio Holder where the variation 
requires officer approval. 

 
10 Key decisions 
 
(i) Key decisions are defined under The Local Authorities (Executive Arrangements) 

(Meetings and Access to Information) (England) Regulations 2012. Nottingham City 
Council has decided that significant decisions are those likely: 
(a)   to result in the Council incurring expenditure or making income or savings of 

£1,000,000 or more revenue, taking account of the overall impact of the 
decisions; or £1,000,000 or more capital (see paragraph 10 above for explanation 
of revenue and capital expenditure); 

(b)   to be significant in terms of its effects on communities living or working in an 
area consisting or two or more wards in the City. 

 

(ii) Who can take key decisions? 
Nottingham City Council has decided (and included within the provisions of this 
Constitution)  that  key  decisions  may  be  taken  by  the  Leader  of  the 
Council, Executive Board and its sub Committees, where specifically delegated. The 
taking of key decisions must be undertaken in compliance with  the  Executive  
Board  Procedure  Rules  set  out  in  Part  4  of  the Constitution.  Key decisions 
taken by the Leader shall be in accordance with Paragraph 3 of the Rules and shall 
be recorded on a delegated decision form. 

 
(iii) Who decides if a decision is key? 

It is for the Chief Executive, Corporate Director, Strategic Director and the Director for 
Public Health to decide which decisions within their responsibility are key. They should 
consider the definition and where appropriate seek advice. The procedures and 
guidance in relation to the Notice of Key Decisions and Private Meetings of the 
Executive are set out in Part 4. The Notice of Key Decisions and Private Meetings of 
the Executive is a statutory document which enables citizens to see what Key 
Decisions are due to be taken by the City Council, who will be taking the decision, 
when the decision will be taken, how and with whom consultations are taking place 
how comments can be submitted and how further information can be requested. The 
notice also indicates which decisions are proposed to be taken in private and explains 
how representations can be made requesting that those decisions be taken in public. 

 
11 Misattribution of functions 
 
The Scheme of Delegation describes particular functions as executive functions and non-
executive functions for illustrative purposes only, and misattribution of a function as 
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executive or non-executive shall not be treated as preventing the exercise of the function or 
delegation. 
 
12 Effect of structural reorganisation within the Council on the Scheme of Delegation 
 
The delegations granted in the Scheme remain in force notwithstanding any change in the 
title or remit of a Directorate, a Corporate Director or any officer or Portfolio Holder the 
subject of these delegations. In the event of any reorganisation within the Council these 
delegations shall pass to such other Portfolio Holder, officer or officers within whose remit 
the function lies at the relevant time. 
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Scheme of Delegation 
 

Number Description Legislation Executive or 
Non-Executive 

Officer(s) to whom 
function delegated 

 
CHIEF EXECUTIVE, ALL CORPORATE DIRECTORS AND DIRECTOR OF PUBLIC HEALTH 
 
 
 
 

1. All functions within remit 
To administer all functions within their remit including 
the exercise of all relevant duties and powers under 
any legislation or at Common Law. This includes the 
power to do anything which is calculated to facilitate, or 
is conducive or incidental to the discharge of those 
functions.  By way of example this delegation includes, 
but is not limited to: 

• administration  (including  taking  all  necessary 
action to implement Council, committee and 
executive decisions within approved budgets), 

• regulation  (including  the  administration  of  any 
relevant order making, permit and certification, 
registration, consent, or permission processes 
and powers), 

• investigation,  and  enforcement  (including  the 
power to issue simple cautions), 

•       advice and information giving, 

•       funding and finance, 

• providing instructions to the Director for Legal 
and Governance   and/or   the   Legal Service 
Manager(s) in relation to any relevant legal 
proceedings, service of notice, or the entering or 
negotiation of any agreements, property matters 
or controls, 

•        appointment   of    inspectors   and   authorised 
officers to carry out some or all of the powers 
specified under any legislation  relating  to  any 

-- Can be either 
depending on the 
circumstances 

General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 
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Number Description Legislation Executive or 
Non-Executive 

Officer(s) to whom 
function delegated 

matter within their remit, 

• appointment    of    experts,    consultants    and 
advisors (in accordance   with the corporate 
procedure and with the exception of legal 
advisors who can only be appointed with the 
approval  of  the  Director  for  Legal  and 
Governance); 

• acting  in  accordance  with  any  authorisation, 
instruction, or order granted by any Government 
Department or body, entering into relevant 
memorandum of understanding, and carry out 
any associated powers and duties. 

2. Visits abroad 
To determine officer and councillor attendance on visits 
(including visits abroad). 

-- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

3. Attendance at Conference/Seminars 
To  determine  officer  and  Councillor  attendance  at 
Conference/Seminars, (including those held abroad). 

 
Where more than one service is involved and in the 
event  of  any  disagreement,  determination  of 
attendance by Officers and Councillors at 
Conference/Seminars, (including those held abroad), 
shall be by the Chief Executive. 

-- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

4. Fees and Charges 
Subject to any statutory provision and/or any specific 
provision made elsewhere in this Constitution, to agree, 
in consultation with the appropriate Chair (for non- 
executive functions) or Portfolio Holder (for executive 
functions), fees and charges for all matters within their 

-- Can be either 
depending on the 
circumstances 

General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 
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Non-Executive 

Officer(s) to whom 
function delegated 

remit where a power to charge exists. Director for Community 
Protection 

 
4.a Fixed Penalty Notices  

Subject to any statutory provision and/or any specific 
provision made elsewhere in this Constitution, to agree, 
in consultation with the appropriate Chair (for non- 
executive functions) or Portfolio Holder (for executive 
functions), the level of the penalty to be charged in 
relation to fixed penalty notices for all matters within 
their remit where a power to issue a fixed penalty notice 
exists.  

 

Various Can be either 
depending on the 
circumstances 

General function to all 
Corporate Directors and 
the Director for Public 
Health and the Director 
for Community 
Protection for all matters 
within their remit. 
 

5. Service of Statutory Notices 
Service  of  statutory  notices,  fixed  penalty  notices, 
orders and/or arranging for the execution of work 
consequent on non-compliance with such notices or 
orders in relation to any matter within their remit, 
together with any action to recover associated costs 
and expenses. 

 
N.B 
(i)        In  respect  of  planning  enforcement  notices, 

breach of condition notices, stop notices, tree 
replacement and preservation notices, listed 
building repair notices, blight and purchase 
notices (and responses thereto), they are to be 
served only by the Director for Legal and 
Governance or the Head of Legal and 
Governance, subject to him/her being satisfied 
with the evidence available. 

(ii)       Where a matter falls within the remit of more 
than one Director (e.g. those matters which are 
Planning Functions but also relate to enviro- 

 Can be either 
depending on the 
circumstances 

General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

 

 
 

Director for Legal and 
Governance 

 
Legal Services 
Manager(s) 

 

 
 

Director for Community 
Protection for matters 
within his remit and also 
under the Nottingham 
City Council Act 2013 

 
Service Manager 
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Non-Executive 

Officer(s) to whom 
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crime such as enforcement of unauthorised 
advertisements, or land affecting the amenity of 
an area) then the powers may be exercised by 
either Director. 

(Markets and Fairs) 

6. Blank – this delegation has been deleted    

7. Authorisation to invite and accept tender(s) and bid(s) 
 
Up to contract value of £25,000 
1. To have the power to invite tender(s) or bid(s) 

and to accept tender(s) or bid(s) for the carrying 
out of works for the Council, the purchase, 
leasing or hiring of goods, materials and 
equipment by the council, or the supply of 
services to the council where the estimated 
contract value is below £25,000, subject to 
compliance   with   Contract   Procedure   Rules 
which  require  three  quotations  to  be  sought 
were the contract values are between £10,000 
and £50,000; 

 
For contract values above £25,000 
2.(a)   To have the power to invite tender(s) or bid(s) 

and to accept tender(s) or bid(s) for the carrying 
out of works for the Council, the purchase, 
leasing or hiring of goods, materials and 
equipment by the council, or the supply of 
services to the council where the estimated 
contract value is above £25,000, subject to the 
appropriate  level  of approval being sought and 
in compliance with Contract Procedure Rules 
which require: 
(i) three quotations to be sought where the 
 contract values are between £10,000 and 

-- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

 

 
 
 

 
 

 
 
 
 
 
 
Executive Board, 
Portfolio Holder or 
Corporate Directors 
and the Director for 
Public Health 
depending on value of 
tender(s) or bid(s) 
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 £50,000; 
(ii) a full tender process being undertaken 
 for a contract estimated to exceed 
 £50,000. 

 
3       Provided that authority to a let a contract has 

been obtained, acceptance of the most 
economically advantageous tender or bid for the 
award of concession/sponsorship contracts and 
the acceptance of other than the highest tender or 
bid with the agreement of the Chief Executive and 
the Corporate Director for Strategy and 
Resources and Chief Finance Officer. 

7.a Framework Agreements 
Authority to enter in to Framework Agreements: 
 
(a) with an indicative contract value between £50,000 

to £999,999 
 

 

 

(b) with an indicative contract value of £1m or over 
 (key decision) 

 

NB – approval to enter in to a Framework Agreement 
does not constitute approval to spend against the 
framework which must be sought by appropriate 
Scheme of Delegation or other appropriate approval 

-- Executive 
 

 
 
 
Relevant Portfolio Holder 
(in consultation with the 
Portfolio Holder with 
responsibility for 
commissioning 
 
 
Commissioning and 
Procurement Sub 
Committee 
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Non-Executive 

Officer(s) to whom 
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8. Tenders – Invitations to suppliers 
To ensure that invitations to suppliers to provide 
quotations or to submit tenders for work, goods, 
materials or services incorporate adequate and 
appropriate price adjustment provisions (unless the 
circumstances of the particular invitation requires  a 
different approach). 
 
 
 

-- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

9. Invitation to tenders – written consent for assignment or 
sub-contracts 
Corporate Directors shall ensure that invitations to 
suppliers to provide quotations or to submit tenders for 
work, goods, materials or services incorporate a 
notification that assignment or sub-contracting is not 
permitted without prior written consent from the City 
Council unless the circumstances of the particular 
invitation required a different approach. 

-- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

10. This delegation has been deleted    

11. Contracts 
The assignment or novation of a contract. 

-- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

12. Virements 
May exercise virement on budgets under his/her control 
for amounts up to £50,000 on any one budget head 
during the year, following notification to the Chief 
Finance Officer and in consultation with the appropriate 
Portfolio Holder under arrangements agreed by the full 
council and subject to the conditions set out in the 
Corporate Financial Procedures. 

-- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

13. Management of stock -- Executive General function to all 
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Non-Executive 
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Subject to the agreement of the Corporate Director for 
Strategy and Resources and Chief Finance Officer: 

 
(i)       the writing off of debts which are irrecoverable 

or losses due to burglaries, break-ins, etc and 
(ii)      the writing off or making adjustments in respect 

of deficiencies or surpluses of stock, equipment, 
etc 

(iii)      the write-off and disposal of redundant stocks 
and equipment. The procedures for disposal for 
such   stocks   and   equipment   should   be   by 
competitive quotations or auction. 

Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

14. This delegation has been deleted    

15. Variation of price of goods and services 
To vary the price of goods and services supplied, in 
accordance with changes in the cost incurred by the 
City Council, in consultation with the Corporate Director 
for Strategy and Resources and Chief Finance Officer: . 

-- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

16. Management of Employees 
The recruitment (within approved staffing budgets), 
management and discipline of all employees in their 
department below the level of Director, in accordance 
with and subject to restrictions in the relevant national 
and local schemes and conditions of service, as set out 
in: 
(a)      the    City    Council’s    People    Management 

Handbook, 
(b)      the Officer Employment Procedure Rules and 

Appointments and Conditions of    Service 
Committee  terms of reference (as set out in the 
Council’s Constitution); 

noting that these may be reviewed and amended from 

-- Non- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 
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Non-Executive 

Officer(s) to whom 
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time  to  time  to  reflect  the  changing  needs  of  the 
Council, in consultation (or where necessary, 
negotiation) with recognised trade unions). 

 
Note to Corporate Directors and the Director for Public 
Health: In exercising this general delegation, reference 
should always be made to the specific procedures as 
set out in the People Management Handbook. 

17. Variation in contracts 
To negotiate and agree variations in contracts. 

-- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

18. Opening hours of facilities 
Determination of hours of opening of Council owned or 
operated premises and facilities, including seasonal 
arrangements and closure during holiday periods. 

-- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

19. Production of publications relating to the service 
Production of publications, relating to the service 
provided, for sale or free distribution to the public, 
subject to Section 2 of the Local Government Act 1986 
and the Code of Recommended Practice on Local 
Authority Publicity. 

-- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

20. Consultation papers – responses 
To respond to consultation papers relating to matters 
within the Corporate Director’s remit. 

-- Executive General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 
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21. Disclosure of information 
To exercise the functions of the Council pursuant to 
Section 115 (disclosure of information to a relevant 
authority) of the Crime and Disorder Act 1998. 

Crime and 
Disorder Act 
1998 – Section 
115 

Executive General function to all 
Corporate Directors and 
the Director Public 
Health for all matters 
within their remit 

 
Director for Community 
Protection 

22. Power of Entry 
To authorise appropriate competent officers to enter 
premises under any legislation granting such powers to 
the Council (including the power to be accompanied by 
such other persons as may be deemed appropriate), 
and exercise any or all relevant statutory powers under 
that legislation such as powers of inspection, 
examination, investigation, seizure, forfeiture, 
condemnation,  destruction,  sampling,  testing, 
recording, closure and prohibition. 

-- Can be either 
depending on the 
circumstances 

General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

 
Director for Community 
Protection 

23. Particulars of persons interested in land 
Obtaining particulars of persons interested in land. 

Local 
Government 
(Miscellaneous 
Provisions) Act 
1976 – Section 
16 

Can be either 
depending on the 
circumstances 

General function to all 
Corporate Directors and 
the Director for Public 
Health for all matters 
within their remit 

 
CHIEF EXECUTIVE 

24. Urgent  Decisions by Chief Executive 
Discharge any non-executive function of the Council 
which has not been specifically delegated to another 
colleague  or  committee  or  to  discharge  a  function 

-- Non-Executive Chief Executive 
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Non-Executive 

Officer(s) to whom 
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which is necessary before the next meeting of the 
appropriate committee after consultation with the Chair 
or Vice-Chair and with the main minority party 
spokesperson, provided: 
(i) that every such decision  is recorded in 

accordance with current corporate  requirements 
and open to public inspection unless the 
decision falls within the rules relating to Exempt 
Information; and 

(ii)      that a report on the exercise of the delegation 
together with  a  summary of  the  consultations 
and the reasons for urgency shall be submitted 
to the next meeting of the committee concerned 
and that the power shall be exercised by the 
Corporate Director for Strategy and Resources 
and Chief Finance Officer: only when the Chief 
Executive is not available. 

25. Capital and Revenue Grants 
Make all decisions relating to the reclaim of capital 
grants, cessation of revenue grants and variation to any 
legal agreement (including financial returns to the City 
Council) in relation to the above expenditure. 

-- Executive Chief Executive 

26. Economic Regeneration – administration of fund 
Administer, following consultation with the Leader, the 
economic regeneration fund for the purposes of 
improving services, keeping and generating jobs, 
attracting visitors to the City, or raising Nottingham’s 
national and international profile. 

-- Executive Chief Executive 

27. Capital Investment bids 
Be responsible for Capital Investment bids for the 
refurbishment of property, changes in office layout, 

-- Executive Corporate Director for 
Development and 
Growth 
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Non-Executive 
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replacement of lifts, heating and other plant.  
Director for Strategic 
Asset and Property 
Management 

28. List  of  Senior  Nominated  Officers  –  Protection  of 
children 
Maintain the list of Senior Nominated Officers in 
connection with establishment arrangements for the 
protection of children. 

-- Executive Chief Executive 

29. Approval of Development briefs 
Approve  development  briefs  in  consultation  with  the 
Leader and other relevant Portfolio Holders. 

-- Executive Chief Executive 
 
Corporate Director for 
Development and 
Growth 

30. Civil emergencies and disasters 
Deal with emergencies and disasters and the carrying 
out of civil defence functions. 

 
 
 
 
Planning for, and responding to, emergencies that 
present a risk to public health. 

-- Executive Chief Executive 
 
Deputy Chief Executive 

 
Corporate Director for 
Strategy and Resources 

 

 
 

Director for Public Health 

31. Press and Media – Co-ordination 
Control and co-ordinate press and media relations, the 
organisation of press conferences, publicity and public 
relations including approval of the issue of all official 
publicity and official publications. 

-- Executive Chief Executive 

32. Complaints – Chief Officer and Councillors 
Deal with  issues relating to the Commission for Local 

-- Executive Chief Executive 
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 Administration provided that:  
(i)        complaints involving Councillors shall be notified 

to the Councillor concerned and the Leader of 
the party of which the Councillor is a member; 

(ii)       complaints involving the  Chief Executive  shall 
be undertaken    by    a    Corporate    Director 
nominated by the Leader; 

(iii)      the Leader shall be consulted about statements 
to be published with the Local Commissioner. 

33. 
 

Arrangements for civic hospitality 
Determine arrangements for civic hospitality. 

-- Executive Corporate Director for 
Strategy and  
Resources 

33.a Councillor Absence 
Power to approve reasons for a councillor’s non-
attendance at meetings prior to that councillor reaching 
six consecutive months without attending a meeting. 

Section 85 of the 
Local 
Government Act 
1972 

Executive Chief Executive in 
consultation with the 
Director of HR and 
Transformation 

 
STRATEGY AND RESOURCES 

34. Claims settling 
To settle claims of any value in line with the Council’s 
procedure for claims handling and in accordance with 
the Ministry of Justice - Pre Action Protocols for 
Personal Injury Claims, subject to claims in excess of 
£100,000  being  referred  to  the  Strategic  Finance 
Manager for approval. 

-- Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

 
Strategic Finance 
Manager 

 
Insurance and Risk 
Manager 

35. Allocation of funds for the purpose of managing risk 
To allocate funds for the purposes of managing risk, 
subject to all allocations over £500 being referred to the 
Strategic Finance Manager. 

  Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 
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Strategic Finance 
Manager  
 
Insurance and Risk 
Manager 

36. Outside Bodies – Appointments 
To approve and action in-year nominations to existing 
outside bodies as directed by relevant group whips. 

-- Executive Corporate Director for 
Strategy and Resources 

37. Protection of rights and interests of the Council 
Take preliminary steps to protect the rights and 
interests of the Council subject to consultation with the 
Leader in relation to any Bill or Statutory Instrument or 
Order in Parliament. 

-- Can be either 
depending on the 
circumstances 

Corporate Director for 
Strategy and Resources 

 
Director of Legal and 
Governance 

38. Members’  Allowances Scheme 
Administer the scheme of Members’ allowances and to 
adjust such allowances annually in accordance with the 
formula agreed by the Council. 

-- Non-Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

39. Pensions 
Subject to 1 and 2 below, to exercise the functions of 
the authority in relation to pensions. 
(CFP D10 3-5) 
(1)  In consultation with the Portfolio Holder for 

Resources and the Director for Legal and 
Governance, to determine requests for 
guarantees   to   the   Nottinghamshire   Pension 
Fund from bodies entering into admission 
agreements with the Fund. 

(2) Be the person specified to determine disputes in 
the first instance arising from the decisions of 
the Council as scheme emp lo ye r  u n d e r  the  
Local Government Pension Regulations 1997. 

Local 
Government 
Pension 
Scheme 
(Benefits, 
Membership 
and 
Contributions) 
Regulations 
2007 (as 
amended) 

 
Local 
Government 

Non-Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 
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Pension Scheme 
(Miscellaneous) 
Regulations 
2009 (as 
amended) 
 
Local 
Government 
Pension 
Scheme 
(Administration) 
2008 (as 
amended) 

 
National Health 
Service Pension 
Scheme 
Regulations 
2008 (as 
amended) 

 
National Health 
Service (Injury 
Benefits) 
Regulations 
1995 

40. Petty Cash 
Determine appropriate arrangements for the 
reimbursement of expenditure incurred by staff in 
exercise of Council duties, including establishing petty 
cash accounts where this is the most appropriate 
arrangement. 

-- Non-Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 
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41. Accounts and Audit 
To discharge the functions of the Council under the 
Accounts and Audit Regulations 2009 [with the 
exception of Regulation 4(3), 6(4) and 10(3)]. 

Accounts and 
Audit 
Regulations 
2009 

Non-Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

42. Statement of Accounts 
In accordance with Regulation 5(2) of the Accounts and 
Audit Regulations 2009 as amended, to sign and date 
the statement of accounts, and certify that it presents a 
true and fair view of the financial position of the Council 
at the end of the year to which it relates and of the 
Council’s income and expenditure for that year. 

Accounts and 
Audit 
Regulations 
2009 

Non-Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

43. Financial    Regulations    and    Corporate    Financial 
Procedures 
To exercise the responsibilities assigned to the Chief 
Finance Officer in the Standing Orders and Financial 
Regulations and Corporate Financial Procedures 

-- Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

44. Loans and Investments 
To raise loans and make investments (temporary 
investment of surplus monies and longer term 
investment of monies for specific purposes) as and 
when required at appropriate rates in accordance with 
Council Treasury Management policy. 

-- Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

45. Leasing agreements completion 
To complete and sign leasing agreements for items 
included   within   the   approved   capital   or   revenue 
budgets. 

-- Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

46. Home Loans Scheme  
To  operate the Home Loans scheme including 
mortgage advances, transfer of mortgages, sales of 

-- Executive Corporate Director for 
Strategy and Resources 
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houses in possession and guarantees to building 
societies. 

47. Benefits 
(a)      To   assess   and   pay  Council   Tax  Benefits, 

Housing Benefits and Education Benefits. 
(b)      To  determine  requests  for  the  award  of 

discretionary housing benefit in exceptional 
circumstances. 

(c)       To  represent  the  Council  at  HM  Court  and 
Tribunal  Service  or  equivalent  body  in 
connection with Benefit Appeals. 

(d)      To select and contract with third party agencies 
and suppliers as required in the administration 
of Benefits. 

(e)     To initiate and carry out whatever steps are 
necessary  in  accordance  with  any  legislation 
now or subsequently made relating to the 
administration of Council Tax Benefit, Housing 
Benefit and Education Benefit. 

-- Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

48. Council Tax 
(a) To institute and conduct recovery proceedings 

(including winding up of companies) in relation 
to Council Tax. 

(b)      To nominate persons to appear in Courts of Law 
in connection with any proceedings for recovery 
action relating to the Council Tax. 

(c) To  represent  the  City  Council  at  Valuation 
Tribunals. 

(d)      To maintain and make available the valuation 
list  and  to  supply  information  to  the  Listing 
Officer in order to assist that officer in 
maintaining the list. 

(e)      To serve completion notices in respect of any 

-- Executive Corporate Director for 
Strategy and Resources 
and Chief Finance Officer 
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newly completed or erected property, specifying 
the date of completion or the date upon which it 
could reasonably be expected to be completed. 

(f)       To   issue   proposals   for   alterations   to   the 
valuation list. 

(g)     To issue notices requiring information from 
occupiers, owners or management agents, and 
to issue notices advising of joint and several 
liability, and exempt dwellings. 

(h)      To take all steps necessary to ascertain whether 
discounts or exemptions should apply, including 
discounts under Section 13(A) (1) of the Local 
Government Finance Act 1992. 

(i) To serve and quash penalties.  
(j) To serve demand notices and reminder notices. 
(k) To  initiate  and  carry  out  whatever  steps  are 

necessary in accordance  with  any regulations 
now  or  subsequently  made  under  the  Local 
Government Finance Act 1992. 

(l)        To select and contract with third party agencies 
and suppliers as required in the administration 
of Council Tax. 

(m) In  accordance  with  Section  38  of  the  Local 
Government Finance Act 1992, to publish within 
21 days in the local newspaper notice of the 
amount of Council Tax set by the authority. 

49. Non Domestic Rates 
(a) To grant discretionary rate relief under Sections 

47 and 48 of the Local Government Finance Act 
1988. 

(b) To  reduce  or  remit  liability  for  rates  under 
Section 49 of the Local Government Finance Act 
1988. 

 

 
 

Local 
Government 
Finance Act 
1988 – Sections 
47 and 48 

Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 
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(c)      To institute and conduct recovery proceedings 
(including winding up of companies) in relation 
to Non Domestic Rates. 

(d)      To nominate persons to appear in Courts 
of Law in connection with any 
proceedings for recovery action relating to 
the Non Domestic Rates. 

(e) To  represent  the  City  Council  at  Valuation 
Tribunals. 

(f)       To maintain and make available the valuation 
list and to supply information to the Valuation 
Officer in order to assist that officer in 
maintaining the list. 

(g)      To serve completion notices in respect of any 
newly completed or erected property, specifying 
the date of completion or the date upon which it 
could reasonably be expected to be completed. 

(h)      To   issue   proposals   for   alterations   to   the 
valuation list. 

(i)        To  ascertain  whether  reliefs  or  exemptions 
should apply. 

(j)  To serve demand notices and reminder notices. 
(k)  To  initiate  and  carry  out  whatever  steps  are 

necessary in accordance with any regulations 
now or subsequently made under the Local 
Government Finance Act 1988. 

(l)        To select and contract with third party agencies 
and suppliers as required in the administration 
of Non Domestic Rates. 

 
Local 
Government 
Finance Act 
1988 – Section 
49 

50. Financial Services  
To provide financial services, either on an agency basis 
or where required by statute for other authorities or 
bodies. 

-- Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 
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51. Loans to Housing Associations – interest rates 
To determine and declare local average rates in 
accordance with legislation and the interest rate for 
loans to housing associations. 

-- Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

52. Sign certificates under Local Government (Contracts) 
Act 1997 
To sign certificates under the Local Government 
(Contracts) Act 1997. 

Local 
Government 
(Contracts) Act 
1997 

Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

53. Nominated Officer – Proceeds of Crime Act 2002 
To be the officer nominated, or to nominate in writing 
another officer, as the person to receive disclosures of 
suspicious transactions for the purposes of the 
Proceeds of Crime Act 2002 and any regulations made 
thereunder. 

-- Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

54. Receipt of Cash by Council – Maximum amount 
To determine an amount (not exceeding the sterling 
equivalent of 15,000 euros) being the maximum sum 
which the Council will receive in cash without the 
express written consent of the Corporate Director for 
Stratey and Resources. 

-- Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

55. VAT status on land and property transactions 
Where appropriate, to elect for VAT status on particular 
land and property. 

-- Executive Corporate Director for 
Strategy and 
Resources and Chief 
Finance Officer 

56. Conditions of Service and Pay Awards  
Implement and adopt nationally negotiated decisions 
on conditions of service and pay awards. 

-- Non-Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

57. Outside bodies – Company and Creditors Meetings 
To authorise persons to act for the Council at Company 
and creditors meetings. 

-- Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 
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58. (a) Legal – General 
The provision of legal advice to the authority (including 
all meetings, decision makers, Members and officers of 
the authority), the instruction of solicitors and counsel, 
the  approval of  contract  terms,  the conveyancing  of 
land   and   property  and the formal   certifying   of 
documents on behalf of the authority. 

-- Can be either 
depending on the 
circumstances 

Director for Legal and 
Governance and Head of 
Legal and Governance 

58( b) Designated Persons -  Regulation of Investigatory 
Powers 
To appoint officers of an appropriate description as 
defined in Chapter 2 of the Regulation of Investigatory 
Powers Act 2000 and part 2 of the Regulation of 
Investigatory  Powers  (Communication  Data)  Order 
2010 who may authorise and acquire communication 
data, those persons to include the following officers: 

• Director of Legal and Governance 

• Director Community Protection 

• Deputy Director of Community Protection 

• Head  of  Environmental  Services  and  Trading 
Standards 

Sections 21,22 
and 25 
Regulation of 
Investigatory 
Powers Act 
2000 and part 2 
Regulation of 
Investigatory 
Powers ( 
Communication 
Data) Order 
2012 

Executive Director for Legal and 
Governance 

59. Legal Services – Sealing of Documents 
To  authorise  the  sealing  or  signature  of  any  Order, 
Deed, notice, undertaking, contract or any other 
document when this is necessary to give effect to the 
substance of a decision of the Executive Board, an 
Executive Member, the Council (or any of its 
committees) or of an officer acting under delegated 
powers, or otherwise to protect the authority’s position. 

-- Can be either 
depending on the 
circumstances 

Director for Legal and 
Governance and Head of  
Legal and Governance 
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60. Legal Services  - Authorisation to institute or defend the 
authority in legal proceedings 
To: 
(i)        (subject to being satisfied as to the evidence 

available)   authorise,   institute   or   defend   on 
behalf of the authority any legal proceedings 
(under any legislation or at common law); 

(ii)       appear on behalf of the authority in proceedings 
before any Courts, Tribunals or other legal 
forums; 

(iii)      take  all  necessary  action  in  connection  with 
such proceedings (including as to settlement of 
actual or threatened litigation on the best terms 
available where this is in his/ her opinion 
appropriate); 

(iv)     make all appropriate applications and take all 
reasonable steps in relation to ancillary matters 
and the enforcement of judgements (e.g. as to 
costs, forfeiture, proceeds of crime, anti-social 
behaviour orders, levying distress etc); 

(v)       authorise  council  officers  to  appear  in  court 
where they do not otherwise have legal rights of 
audience; 

(vi)       instruct  Counsel,  professional  advisers  and 
experts where appropriate; 

(vii) accept on behalf of the Council the service of 
notices, orders and legal procedures. 

-- Can be either 
depending on the 
circumstances 

Director for Legal and 
Governance and Head of 
Legal and Goverance 



 

136 
Version 7.32 May 2021 

 

Number Description Legislation Executive or 
Non-Executive 

Officer(s) to whom 
function delegated 

61. Legal Services – Instructions to Counsel/ professional 
advisers 
To instruct Counsel and professional advisers, where 
appropriate. 

-- Can be either 
depending on the 
circumstances 

Director for Legal and 
Governance 

62. Legal Services – Procedural arrangements for issue of 
decisions 
(1)     To determine procedural arrangements for the 

issue of all consents, refusals, decisions and 
notices on behalf of the Council under statutory 
powers. 

(2)      In conjunction with the Corporate Director for 
Development  and  Growth  or  Director  of 
Planning, to determine applications for 
Certificates of Lawfulness of Existing and 
Proposed Use and to issue or refuse such 
Certificates. 

-- Can be either 
depending on the 
circumstances 

Director for Legal and 
Governance 

63. Democratic Services – School Exclusion appeals 
Make arrangements for appeals against exclusion of 
pupils. 

-- Non-Executive Director for Legal and 
Governance 

64. Democratic Services – School Admission Appeals 
Make arrangements for school admission appeals. 

-- Non-Executive Director for Legal and 
Governance 

65. Democratic Services - Petitions Administration 
To arrange for the discharge of the Council’s functions 
relating to petitions. 

Local 
Democracy, 
Economic 
Development 
and Construction 
Act 
2009 – Sections 
10 to 22 

Executive Director for Legal and 
Governance 
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66. Legal Services – Appeals by governing bodies 
Make arrangements for appeals by governing bodies. 

-- Non-Executive Director for Legal and 
Governance 

67. Registrars – Approval of Premises 
Approve premises for the solemnisation of marriages 
and civil partnerships. 

-- Non-Executive Director for Legal and 
Governance 

68. Enforcement order – Common Land 
Power to apply for an enforcement order against 
unlawful works on common land. 

Commons Act 
2006 – Section 
41 

Non-Executive Director for Legal and 
Governance 

69. Common Land – Unlawful Interference 
Power to protect unclaimed registered common land 
and unclaimed town or village greens against unlawful 
interference. 

Commons Act 
2006 – Section 
45(2) 

Non-Executive Director for Legal and 
Governance 

70. Applications for registration of town of village greens 
Power to determine whether any current or future 
applications for registration of town or village greens 
are duly made. 

Commons 
Registration Act 
1965 and 
Commons Act 
2006 

Non-Executive Director for Legal and 
Governance 

71. Applications for registration of town of village greens – 
appointment of independent expert 

 
Power in relation to any application for registration of 
land as a town or village green determined to be duly 
made, to appoint an independent expert to consider the 
application and either:  
 
(a)      in the event that no objections to the application 

are received, to instruct the independent expert 
to make recommendations regarding the 

 Non-Executive Director for Legal and 
Governance 
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determination of the application, such 
recommendations to be submitted to the 
Planning Committee for consideration; 

or 
(b)      if objections to the application are received, to 

appoint the independent expert to: 
(i) hold a non-statutory local inquiry; or 
(ii)   if all objectors agree, consider written 

representations; and 
(iii)    in each case, to make recommendations to 

the Planning Committee regarding the 
determination of the application. 

72. Local Land Charges 
To arrange for the discharge of the Council’s functions 
relating to Local Land Charges. 

-- Executive Director for Legal and 
Governance 

73. Access Land 
Without prejudice to the generality of number 59 above 
delegations: 

(i)        To   prosecute   any   person   who   places   or 
maintains  a  notice  deterring   public   use   of 
access land;  

(ii)       to enter into an agreement re access land with 
an owner/occupier and to serve notice to do 
works in default of compliance with such 
agreement; 

(iii)      to serve notice re: access land in the absence of 
agreement with the owner/occupier and to do 
works in default; 

(iv)      to defend appeals against notices served under 
sections 36 (3) and 37 (1) of the above 
legislation. 

Countryside and 
Rights of Way 
Act 2000 
provisions as 
follows: 

 
Section 14(1),  
 
Sections 35 and 
36 

 
 
 
Section 37 

 
 
Section 38 

Executive Director for Legal and 
Governance 
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74. Undertakings 
To give undertakings on behalf of the Council. 

-- Executive Director for Legal and 
Governance and Head of 
Legal and Governance 

75. Authorisation of Officers to conduct actions – recovery 
of houses/rent etc 
To authorise officers of the Council to conduct actions 
on behalf of the Council in the County Court in respect 
of: 
(i)        the recovery of possession of houses and other 

property belonging to the Council; 
(ii)       the   recovery   of   any   rent,   mesne   profits, 

damages or other sum claimed by the Council in 
respect of the occupation by any person of such 
a house. 

County Courts 
Act 1984 – 
Section 60 

Executive Director for Legal and 
Governance 

76. Freedom of Information – determination of exemptions 
To determine exemptions. 

Freedom of 
Information Act – 
Section 36 

Executive Director for Legal and 
Governance. 

77. Amendments to Constitution 
Power to make amendments to the Constitution which 
are required to comply with the law, or decisions that 
only have to be noted by Council (eg Executive changes 
made by the Leader) (any such amendments to be 
reported to Council in the next scheduled constitutional 
update report), or to reflect decisions of Council. All 
other changes to the Constitution require the specific 
approval of full Council. 

 Non-Executive Director for Legal and 
Governance 
/Monitoring Officer 
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77(a) Council Tax Support Scheme Consultation 
1. To determine the consultation timetable and 

arrangements and to produce and publish a draft 
local Council Tax Support scheme annually (or 
as appropriate) subject to consultation with the 
relevant Portfolio Holder and the Leader of the 
Council; 

2. To consult any major precepting authority in 
relation to the proposed scheme and to amend 
the draft scheme to take account of matters 
arising from consultation with those authorities, 
as the Corporate Director for Strategy and 
Resources and Chief Finance Officer: 
considers appropriate; 

3. To consult such other persons as the Corporate 
Director for Strategy and Resources and Chief 
Finance Officer: considers are likely to have an 
interest in the operation of the scheme. 

-- Executive Corporate Director for 
Strategy and Resources 
and Chief 
Finance Officer 

 
COMMERCIAL AND OPERATIONS  
 

78. Crime and Disorder Strategy - Implementation 
To implement the Crime and Disorder Strategy and to 
discharge or arrange for the discharge of the Council’s 
functions in relation to the reduction of crime and 
disorder and antisocial behaviour. 

Crime and 
Disorder Act 
1998 (as 
amended) 

Executive Corporate Director for 
Commercial and 
Operations 

 
Director for Community 
Protection 
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79. Parenting Contracts 
Discharge the functions of the Council in relation to 
Parenting Contracts (under the Anti-Social Behaviour 
Act 2003) and Parenting Orders (including making 
applications for parenting orders whether within existing 
proceedings or freestanding under the Crime and 
Disorder  Act  1998  or  the  Anti-Social  Behaviour  Act 
2003). 

Anti-Social 
Behaviour Act 
2003 (as 
amended) 

Executive Corporate Director for 
Commercial and 
Operations  

 
Director for Community 
Protection 

80. Anti-social Behaviour Orders 
Discharge the functions of the Council in relation to 
Anti-Social Behaviour Orders (including making 
applications for Anti-Social Behaviour Orders whether 
on conviction in criminal proceedings (following 
sentence)   or   freestanding   under   the   Crime   and 
Disorder Act 1998) 

Crime and 
Disorder Act 
1998 

Executive Corporate Director for 
Commercial and 
Operations 

 
Director for Community 
Protection 

 
Legal Services 
Managers 

81. Child Curfew Schemes 
Discharge (in consultation with the Corporate Director 
for Children and Adults) the functions of the Council in 
relation to local child curfew schemes under Section 14 
of the Crime and Disorder Act 1998 and in relation to 
the  local  provision  of  youth  justice  services  under 
Section 38 of the Crime and Disorder Act 1998. 

Crime and 
Disorder Act – 
Section 14 and 
Section 38 

Executive Corporate Director for 
Commercial and 
Operations 

 
Corporate Director for 
Children and Adults 

 
Director for Community 
Protection 

82. Waste Disposal Plans 
To liaise with the Chief Executive, the Waste Disposal 
Authority and other local authorities in the preparation 
and revision by the Waste Disposal Authority of waste 
disposal plans. 

-- Executive Corporate Director for 
Commercial and 
Operations 
 

82(a) Area Spend and Ward Budgets 
Approval of the following spend: 

 Area Capital Fund 

-- Executive Corporate Director for 
Commercial and 
Operations 
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 Housing environmental improvements 

 Highway environmental improvements of a 
local nature 

 Minor traffic schemes, diversions and closures 
under highways and road tradffic legislation, of 
a local nature 

 Applications for footpath closures on grounds of 
amenity or development 

 Requests for the variation or revocation of 
gating orders 

are delegated to the Portfolio Holder responsible for 

Neighbourhoods, Corporate Director, Director of 

Community Protection and Head of Community 

Partnership.  Neighbourhood Development Officers 

have authority to approve spend with a value up to 

£1500.  Approvals should be based upon 

recommendations from the relevant ward councilors. 

 

 
 
 

82 (b) - deleted     

83. Markets 
(i)        To   discharge   the  functions   of   the   Council 

relating to markets and fairs 
(ii)       Without    prejudice    to    the    generality    of 

discharging the functions of the Council relating 
to markets, to determine the following matters: 

• allocation, letting or revocation of stalls and 
premises to traders; 

• applications  for  occupants  of  markets  to 
install equipment in connections with their 
business; 

-- Executive Corporate Director for 
Commercial and 
Operations 
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• routine assignment of tenancies; 

• minor variations  in  type  of  business  and 
change of names; 

• charity collections in markets; 

• applications   for   licences   for   privately 
operated specialist markets and the level of 
licence fees; 

• applications for licences for charity car boot 

sales. 
84. Market Trader Licence Appeals 

To determine appeals by market traders where the 
trader’s licence has been revoked under the Council’s 
non-statutory appeal procedure. 

-- Executive Corporate Director for 
Commercial and 
Operations 

85. War memorials and public statues 
To maintain war memorials and public statues. 

War Memorials 
(Local 
Authorities 
Powers) Act 
1923 

Can be either 
depending on the 
circumstances 

Corporate Director for 
Commercial and 
Operations 

86. Issue, amend or replace Safety Certificates (whether 
general or special) for sports grounds 
Power to issue, amend or replace safety certificates 
(whether general or special) for sports grounds. 

Safety of Sports 
Grounds Act 
1975 

Non-Executive Corporate Director for 
Commercial and 
Operations  
 
Director for Community 
Protection 

 
Head of Environmental 
Health and Trading 
Standards 

 
Food and Health and 
Safety Manager 
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87. Safety Certificates – regulated stands 
Power to issue, cancel, amend or replace safety 
certificates  for  regulated  stands  at  sports  grounds 
under Part 3 of the Fire and Safety of Places of Sport 
act 1987. 

-- Non-Executive Corporate Director for 
Commercial and 
Operations  
 
Director for Community 
Protection 

 
Head of Environmental 
Health and Trading 
Standards 

 
Food and Health and 
Safety Manager 

88. Fire Safety 
To administer and enforce the requirements in 
accordance with Articles 25 (d) (i) and (ii) of the 
Regulatory Reform (Fire Safety) Order 2005 at 
designated sports grounds requiring a general safety 
certificate, under section 1(1) of the Safety at Sports 
Grounds Act 1975 and Regulated Stands within the 
meaning of section 26(5) of the Fire Safety and Safety 
of Places of Sports act 1987. 

-- Non-Executive Corporate Director for 
Commercial and 
Operations  
 
Director for Community 
Protection 

 
Head of Environmental 
Health and Trading 
Standards 

 
Food and Health and 
Safety Manager 

89. Licensing Functions 
(i)        For those licensing and registration functions set 

out in Schedule 1 of the Functions Regulations 
and within the remit of the Regulatory and 
Appeals Committee to: 

-- 
 
 
 
 

Non-executive 
 
 
 
 

Corporate Director for 
Commercial and 
Operations  
 
Director for Community 
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• grant,   renew,   transfer,   authorise,   vary, 
review, suspend, revoke and cancel 
licences/permits/registrations and 
approvals; 

• determine, impose, periodically review and 
revise, application procedures, conditions, 
byelaws, regulations, specifications, 
standards and similar policy guidelines 
associated with the above; 

• review   and   revise   fees   and   charges 
associate with the above. 

(ii)       For those Functions that are within the remit of 
the Licensing Committee to: 
• exercise  those  delegations  shown  within 

the Table of Delegations contained within 
Part 4 of this Constitution (Responsibility 
for Functions and Terms of Reference); 

• to   serve   and   receive   notices,   counter 
notices, notifications, etc; 

• determine points of clarification required for 
hearings and whether representations are 
frivolous, vexatious, not relevant, etc; 

• reject      applications/representations      in 
accordance with the governing legislations; 

• agree that a hearing is unnecessary; 

• adjourn hearings where all parties are in 
agreement; 

• extend time limits; 

• exercise the role of the Licensing Authority 
as a   Responsible   Authority   (including 
proposals to attach conditions and exclude 
default conditions). 

(iii) To: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Protection 
 
Head of Licensing, 
Permits and Regulation 

 
Licensing 
Officer/Manager 

 
NB 
The power to grant, 
renew, transfer, 
authorise, vary, review, 
suspend, revoke and 
cancel licences/ 
permits/registrations/ and 
approvals which are 
within the remit of the 
Regulatory and Appeals 
Committee is also 
delegated to the Senior 
Licensing Officers. 

 
The power to exercise the 
role of the Licensing 
Authority as a 
Responsible Authority 
(including proposals to 
attach conditions and 
exclude default 
conditions) is not 
exercisable by the 
Licensing 
Officer/Manager 
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• grant,   renew,   vary,   review,   and   revoke 
licences; 

• determine,  impose,  periodically  review  and 
revise application procedures, standards and 
similar policy guidelines associated with the 
above; 

• review    and    revise    fees    and    charges 
associated with the above; 

• hear oral representations  from  applicants 
whose application it is proposed to refuse or 
revoke. 

(iv) To  keep  and  maintain  any  public  registers 
associated with the above. 

(v) To give effect to the decision of the Court on an 
appeal. 

  

 

 
 
 
Scrap Metal 
Dealers Act 
2013 
 
 

 
 
 
Executive 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Can be either 
depending on the 
circumstances 
 
 

 
 
 
 
The Power to grant, 
renew, vary, review, and 
revoke licences under 
the Scrap Metal Dealers 
Act 2013 is also 
delegated to the Senior 
Licensing Officers but 
only the 

• Director for 
Community 
Protection 

• Head of Licensing, 
Permits and 
Regulation 

• Licensing 
Officer/Manager are 
appointed to hear oral 
representations. 

90. Burials 
To arrange and undertake public and private burials 
and associated activities under the Local Government 
Act 1972 and Local Authorities’ Cemeteries Order 1977 
(as amended). 

Local 
Government Act 
1972 and Local 
Authorities’ 
Cemeteries 
Order 1977 (as 
amended) 

Executive Corporate Director for 
Commercial and 
Operations 
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91. Burials and Crematoria 
To exercise the functions of the Council as Burial 
Authority, manage the Council’s cemeteries and 
crematoria, issue deeds of grant of right of burial and 
exercise the Council’s powers in respect of closed or 
disused church yards and burial grounds. 

 Executive Corporate Director for 
Commercial and 
Operations 

92. Cremations 
To arrange and undertake cremations and associated 
activities under the Regulations as to Cremations 
1930(as  amended) and  the  Environmental  Protection  
Act 1990. 

Regulations as 
to Cremations 
1930 (as 
amended) and 
the 
Environmental 
Protection Act 
1990 

Executive Corporate Director for 
Commercial and 
Operations 

93. Municipal Funeral Service 
To arrange for the provision of a municipal funeral 
service under the Local Government Act 1972. 

Local 
Government Act 
1972 

Executive Corporate Director for 
Commercial and 
Operations 

94. Maintenance and repair of Vehicles 
To arrange for the maintenance and repair of Council 
owned and operated vehicles and to be responsible for 
the testing of Hackney Carriages and Private Hire 
vehicles, and the M.O.T testing of motor vehicles. 

-- Executive Corporate Director for 
Commercial and 
Operations 

95. Management of Council Vehicles 
To arrange for the management of the Council’s vehicle 
fleet including the disposal of surplus vehicles. 

-- Executive Corporate Director for 
Commercial and 
Operations 
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96. Abandoned Vehicles 
To deal with abandoned vehicles and vehicles causing 
a nuisance and to take whatever action is required, 
including authorisation of entry into land and premises. 

-- Executive Corporate Director for 
Commercial and 
Operations 

97. Public Conveniences 
To be responsible for the provision of public 
conveniences. 
 

-- Executive Corporate Director for 
Commercial and 
Operations 

98. Street Scene Maintenance (1) 
To discharge the functions of the Council relating to 
grounds  maintenance,  street  cleansing,  arboriculture 
services and the removal of graffiti, etc. 

-- Executive Corporate Director for 
Commercial and 
Operations 

99. Street Scene Maintenance (2) 
To arrange for sweeping of highways, streets and 
passages, the removal of fallen leaves, the removal of 
litter from landscaped areas, and the emptying of litter 
bins. 

-- Executive Corporate Director for 
Commercial and 
Operations 

100. Grounds Maintenance 
To be responsible for grounds maintenance functions 
(excluding schools, parks and gardens). 

-- Executive Corporate Director for 
Commercial and 
Operations 

101. Concessionary use of facilities 
To determine application for the concessionary use of 
recreational facilities. 

-- Executive Corporate Director for 
Commercial and 
Operations 

102. Concessions for Events 
To determine applications for the letting of concessions 
in parks for special events that fall outside the regular 
events that are let following receipt of Sealed Tenders. 

-- Executive Corporate Director for 
Commercial and 
Operations 
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103. Pleasure Fairs 
To determine the use of recreational facilities for events 
under Pleasure Fairs. 

-- Executive Corporate Director for 
Commercial and 
Operations 

104. Hire of bands/concert parties 
To determine applications for the hire of bands, concert 
parties and entertainments in recreational facilities. 

-- Executive Corporate Director for 
Commercial and 
Operations 

105. Programmes of events 
To approve Programmes of Events 

-- Executive Corporate Director for 
Commercial and 
Operations 

106. Event Entertainments 
To hire bands, discotheques and entertainments in 
Council catering establishments either for special 
promotional purposes or on behalf of  a third party 
where this is subject to a full recharge. 

-- Executive Corporate Director for 
Commercial and 
Operations 

107. Tariffs and Charges – Leisure Facilities 
To set tariffs and charges for the use of Council 
controlled leisure facilities. 

-- Executive Corporate Director for 
Commercial and 
Operations 

108. Parking places in parks, etc 
Provision of parking places in parks, etc. 

-- Executive Corporate Director for 
Commercial and 
Operations 

109. Vehicles in parks, etc 
Provision of vehicles in parks, etc. 

-- Executive Corporate Director for 
Commercial and 
Operations 

110. Provision of recreational facilities -- Executive Corporate Director for 
Commercial and 
Operations 
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111. Complimentary Tickets for theatre productions 
The issue of complimentary tickets for theatre 
productions to persons deemed appropriate, subject to 
records of all such issues being kept. 

-- Executive Corporate Director for 
Commercial and 
Operations 

112. Nottingham Theatre Royal and Concert Hall – booking 
performances 
In consultation with the Portfolio Holder for Leisure and 
Culture, authorisation to enter into negotiations and 
contractual agreements with promoters / producers / 
agents and artist(s) in order to book performances for 
the  Nottingham  Theatre  Royal  and  Concert  Hall,  or 
other   performances   to   be   delivered   at   venues 
elsewhere within Nottinghamshire, including the 
agreement of ticket pricing but subject to a maximum of 
£200,000 per week per engagement contract, subject 
to the Corporate Director for Development and Growth 
keeping full and proper records of all expenditure 
incurred and income received in respect of each 
engagement contract. 

N/A Executive Corporate Director for 
Commercial and 
Operations  
 
Manager Director of 
Nottingham Theatre 
Royal and Concert 
Hall 
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113. Nottingham   Theatre   Royal   and   Concert   Hall   – 
pantomime performances 
In consultation with the Portfolio Holder for Leisure, 
Culture and Tourism, enter into negotiations and 
contractual agreements with promoters/producers/ 
agents  and  artist(s)  regarding  pantomime 
performances at the Concert Hall and Theatre Royal, 
including the agreement of ticket pricing but subject to 
a maximum of £200,000  per week per engagement 
contract but including the ability to release staged 
payments to promoters/producers, subject to the 
Corporate   Director   for   Development   and   Growth 
keeping full and proper records of all expenditure 
incurred and income received in respect of each 
engagement contract. 

N/A Executive Corporate Director for 
 Commercial and 
Operations  

 
Manager Director of 
Nottingham Theatre 
Royal and Concert Hall 

113.a Nottingham   Theatre   Royal   and   Concert   Hall   – 
Marketing Brochure 

 
Authority to produce a quarterly marketing brochure for 
forthcoming   productions   and   events   for   both   the 
Theatre Royal and Royal Concert Hall:  
(1) up to a spend of £85,000 per financial year; and 
(2)    subject to the brochure being produced by 

providers who have been the subject of a full 
and proper procurement exercise directly by the 
City Council which remains valid at the time of 
commission. 

-- Executive Corporate Director for 
Commercial and 
Operations  
 
Managing Director of 
Nottingham Theatre Royal 
and Concert Hall 

114. Selection of Books in Libraries 
To authorise the selection of books and other materials 
in accordance with the City Council’s policies. 

-- Executive Corporate Director for 
Commercial and 
Operations 
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115. Libraries – refusal of borrowing rights 
To bar persons from library premises and/or refuse 
persons   borrowing   rights   in   accordance   with   the 
byelaws and regulations approved by the City Council. 

-- Executive Corporate Director for 
Commercial and 
Operations 

116. Library Collections – loan arrangements 
Authority to make loan arrangements for items in the 
library collections. 

-- Executive Corporate Director for 
Commercial and 
Operations 

117. Reproduction of items in the library 
To grant permission to reproduce items in the library 
collections. 

-- Executive Corporate Director for 
Commercial and 
Operations 

118. Private Room hire of Council premises 
To hire out rooms in departmental premises to suitable 
external organisations and individuals and power to 
charge, when deemed appropriate, a fee for such 
service. 

-- Executive Corporate Director for 
Commercial and 
Operations 

119. Grant/sponsorship applications 
To  apply  for  grants,  gifts  or  sponsorship  in  the 
promotion and furtherance of the work of 
the department. 
 

-- Executive Corporate Director for 
Commercial and 
Operations 

120. Gifts from benefactors 
To accept gifts from benefactors to the Council. 

-- Executive Corporate Director for 
Commercial and 
Operations 

121. Offer of accommodation to suitable bodies 
To offer accommodation in departmental premises 
where available for the meeting of suitable bodies e.g. 
societies of educational or cultural nature. 

-- Executive Corporate Director for 
Commercial and 
Operations 
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122. Removal of things so deposited on highways as to be a 
nuisance 
Powers relating to the removal of things so deposited 
on highways as to be a nuisance. 
These are now covered in delegation number 155 

Highways Act 
1980 – Section 
149 

Non-Executive Corporate Director for 
Community Services 

123. Deposit of builders’ skips on the highway 
Power to permit deposit of builders’ skips on the 
highway. 

Highways Act 
1980 – Section 
139 

Non-Executive Corporate Director for 
Development and Growth 

124. Control scaffolding or other structures which obstruct 
the highway 
Power to control scaffolding or other structures which 
obstruct the highway. 

Highways Act 
1980 – Section 
169 

Non-Executive Corporate Director for 
Development and Growth 

125. Dispense with obligation to erect hoarding or fence 
Power to dispense with obligation to erect hoarding or 
fence. 

Highways Act 
1980 – Section 
172 

Non-Executive Corporate Director for 
Development and Growth 

126. Workplace Parking Levy  – administration and 
enforcement 
To administer the City Council’s Workplace Parking 
Levy Scheme and to take necessary compliance and 
enforcement action in relation to the Scheme. 

The City of 
Nottingham 
Workplace 
Parking Levy 
Order 2008 
The Workplace 
Parking Levy 
(England) 
Regulations 
2009 

Executive Corporate Director for 
Commercial and 
Operations 

 
Director of 
Neighbourhood Services 

127. Community    Protection    –    Various    Environmental 
Protection delegations 
The power to exercise the Public and Community 
Protection functions within the remit of the Corporate 

Various Executive or non- 
executive 
depending on the 
circumstances 

Corporate Director for 
Commercial and 
Operations  
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Director for Commercial and Opertaions, including:- 

•       Environmental Health 

•       Trading Standards 

•       Food Safety and Standards 

•       Health and Safety enforcement 

•       Noise and Pollution Control 

•       Statutory Nuisance 

•       Public Health 

•       Tobacco Control and Strategy 

•       Student Strategy 

•       Safer Housing (including but not limited to 
Houses in Multiple Occupation and Selective 
Licensing) 

•       Housing strategy 

•       Infectious disease control 

•       Dog and pest control 

•       Licensing Registration and Permits 

•       Parking enforcement 

•       CCTV 

•       Licensing permits and regulation 

•       Prevention of terrorism 

•       Community safety 

•       Abandoned and untaxed vehicles 

• Enviro-crime,  crime  and  anti-social  behaviour 
(including litter, high hedges, graffiti and relevant 
functions of the Council as Local Planning 
Authority such as enforcement powers relating 
to  the  amenity  of  land,  advertisement  control 
etc). 

The delegations granted are of the complete functions 
within their remit including the exercise of all relevant 
duties and powers under any legislation or at 

Director Community 
Protection 
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Common Law. This includes the power to do anything 
which is calculated to facilitate, or is conducive, or 
incidental to the discharge of those functions 
including those things cited by way of example in 
delegation 1 above. 

        127 (a) Public Spaces Protection Orders (PSPOs) 
To commence consultation  on (which includes the 
necessary publicity and necessary notification) and 
approve the making, variation, extension or discharge of 
Public Spaces Protection Orders in the following 
circumstances: 

 Where a proposed PSPO (or proposed variation, 
extension or discharge of a PSPO), in the opinion of 
the relevant Director, is significant or likely to be 
politically sensitive or contentious, the relevant 
Portfolio Holder is responsible for commencing the 
consultation process via a Portfolio Holder Decision.  
Executive Board is responsible for deciding whether 
to approve the making, variation, extension or 
discharge of the order following the consultation. 

 Where a proposed PSPO or proposed variation, 
extension or discharge of a PSPO impacts on the 
City Centre (ie crosses several ward areas), and 
therefore impacts on those working in or visiting the 
city centre as well as residents (and is not deemed 
by the relevant Director to be politically contentious 
or sensitive), the Director of Community Protection is 
responsible for commencing the consultation 
process. 
The relevant Portfolio Holder is responsible for 
deciding whether to approve the making, variation, 
extension or discharge of the order following 
consultation.  

Anti-social 

Behaviour, Crime 

and Policing Act 

2014 –Part 4, 

Chapter 2 

Executive  

 

 

 

 

Relevant Portfolio Holder 

 

 

Executive Board 

 

 

Director of Community 

Protection  
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 Where a proposed PSPO (or proposed variation, 
extension or discharge of a PSPO) impacts only on 
one ward, the Director of Community Protection is 
responsible for commencing the consultation process 
and the decision whether to approve the making, 
variation, extension or discharge of the order will be 
taken by the Portfolio Holder with responsibility for 
neighbourhoods, in consultation with the relevant 
ward councillors. 
 

Relevant Portfolio Holder 

 

Director of Community 

Protection 

 

 
DEVELOPMENT AND GROWTH 

128. Traffic Regulation Orders - determination 
To consider and determine objections and 
representations in respect of proposed traffic regulation 
orders, speed limits, on street parking places orders 
and traffic calming measures, and disposal or 
appropriation of open spaces. 

-- Executive Corporate Director for 
Development and 
Growth 
 
 

129. Traffic Regulation Orders 
To approve the making of permanent and experimental 
traffic regulation orders, speed limits and on and off 
street parking places orders and their implementation 
including associated engineering measures. 

Road Traffic 
Regulation Act 
1984 Sections 1, 
9, 32, 45 & 84 

Executive Corporate Director for 
Development and 
Growth  
 
 

130. Temporary Traffic Regulation Orders and Notices 
To make temporary traffic regulation orders and issue 
temporary notices under the Road Traffic Regulation 
Act 1984 and to make Orders under the Town Police 
Clauses Act 1847 and to carry out associated works. 

Road Traffic 
Regulation Act 
1984 – Section 
14, 16 

Executive Corporate Director for 
Development and 
Growth 
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131. Traffic Regulation Orders - Advertisements 
To instruct the Director of Legal and Governance to 
advertise the intention of making Traffic Regulation  
Orders  concerning  pay  and  display  car parks  and,  
where  no  objections  are  maintained,  to cause the 
Orders to be made. 

-- Executive Corporate Director for 
Development and 
Growth 

 
 

132. Traffic Calming schemes 
To approve the construction of road humps and other 
traffic calming measures. 

Highways Act 
1980 – Sections 
90A and 90G 

Executive Corporate Director for 
Development and 
Growth 

 
 

133. Traffic Management – Network Management 
To exercise the Council’s network management 
responsibility. 

Traffic 
Management 
Act 2004 Part 2 

Executive Corporate Director for 
Development and 
Growth 

 
 

134. Pedestrian Crossings 
To make arrangements for the establishment, alteration 
and removal of pedestrian crossing facilities. 

Highways Act 
1980 – Section 
23 

Executive Corporate Director for 
Development and 
Growth 

 
 

135. School Crossing Patrols 
To make arrangements for the provision of school 
crossing patrols. 

Road Traffic 
Regulation Act 
1984 – Section 
26 

Executive Corporate Director for 
Development and 
Growth 

 
 
Director for Community 
Protection 
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136. Road Safety Schemes 
To undertake schemes to improve road safety and 
pedestrian and cycling facilities. 

-- Executive Corporate Director for 
Development and 
Growth 

 
 137. Register Common Land 

Power to register common land or town or village 
greens, except where the power is exercisable solely 
for the purpose of giving effect to an exchange of lands 
affected by an order under section 19(3) of, or 
paragraph  6(4)  of  Schedule  3  to,  the  Acquisition  of 
Land Act 1981, or an order under section 147 of the 
Inclosure Act 1845. 

Acquisition of 
Land Act 1981, 
Schedule 3 
section 19(3) or 
paragraph 6(4) 
or Inclosure Act 
1845 section 
147 

Non-Executive Corporate Director for 
Development and 
Growth 

138. Register variation of rights of common 
Power to register variation of rights of common. 

-- Non-Executive Corporate Director for 
Development and 
Growth 

139. Discharge of functions associated with common land 
To discharge the Council’s functions relating to the 
registration of common land and town or village greens 
pursuant to Part 1 of the Commons Act 2006 and the 
Commons (Registration of Town or Village Greens) 
(Interim Arrangements) (England) Regulations. 

Commons Act 
2006 – Part 1 

Non-Executive Corporate Director for 
Development and 
Growth 

140. Access land or land proposed to be access land 
To exercise the power conferred on land owners or 
persons having an interest in access land or land 
proposed to be access land. 

Countryside and 
Rights of Way 
Act 2000 

Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property  
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141. Highways – dedication of Council owned land 
Dedicate where appropriate Council owned land as a 
highway. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

142. Highways – execution of works 
Making agreements for the execution of works under 
Section 278 of the Highways Act 1980. 

Highways Act 
1980 – Section 
278 

Non – Executive Corporate Director for 
Development and 
Growth 

 
 

143. Highways – Applications 
Power to decline to determine certain applications. 

Highways Act 
1980 – Section 
121C 

Non – Executive Corporate Director for 
Development and 
Growth 

144. Highway Improvement Schemes 
To approve the construction, alteration and removal of 
highway improvement schemes. 

-- Executive Corporate Director for 
Development and 
Growth 

145. Highways – Dedication of Land 
To accept the dedication of land as highways (including 
for highway widening) and to adopt highways and to 
approve the entering into of agreements for these 
purposes. 

Highways Act 
1980 section 38 

Executive Corporate Director for 
Development and 
Growth 

 
 

146. Highways – Stop up or Diversion Orders 
To approve the making of applications to the 
magistrates court for orders to stop up or divert 
highways. 

Highways Act 
1980 – Section 
116 

Executive Corporate Director for 
Development and 
Growth 
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147. Highways –  Provision of Road and Directional signage 
To  make arrangements  for  the provision of and 
authorise the provision of road and directional signing 
(except temporary direction signing). 

-- Executive Corporate Director for 
Development and 
Growth 

148. Highways - Traffic Regulation Conditions 
To make applications to the Traffic Commissioner for 
the imposition of traffic regulation conditions in respect 
of local services. 

Transport Act 
1985 Section 7 

Executive Corporate Director for 
Development and 
Growth 

149. Highways/Traffic implications of planning proposals 
To  respond  to  consultation  on  the  highways/traffic 
implications of planning applications. 

-- Executive Corporate Director for 
Development and 
Growth 

150. Amendments to highways/traffic related proposals 
To make minor amendments to the details of approved 
highways or traffic related proposals. 

-- Executive Corporate Director for 
Development and 
Growth 

151. Parking - highways 
To  provide  and  maintain  parking  spaces  on   the 
highway and regulate parking on grass verges, central 
reservations and footways. 

-- Executive Corporate Director for 
Development and 
Growth 

152. Maintenance of Highways 
To maintain and repair highways within approved 
revenue   budgets   (with   the   exception   of   highway 
bridges and other structures). 

-- Executive Corporate Director for 
Development and 
Growth 

153. Highways – Control of Works 
To  be  responsible  for  the  control  of  work  and  the 
placing of items in, over, under, on or adjacent to 
highways and streets including the taking of 
enforcement action. 

-- Executive Corporate Director for 
Development and 
Growth 
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154. Rights  of  the  public  to  the  use  and  enjoyment  of 
highways 
Duty to assert and protect the rights of the public to the 
use and enjoyment of highways. 

Highways Act 
1980 – Section 
130 

Non-Executive Corporate Director for 
Development and 
Growth 

155. Action in relation to obstructions and other items on the 
highway 
Power to take action in relation to obstructions, 
structures, things deposited and booths placed on or 
over the highway. 

Highways Act 
1980 - Section 
130A, 137, 
137ZA, 138, 143, 
148, 149, 151 
154, 155, 161, 
162, 163, 164, 
165 

Non-Executive Corporate Director for 
Development and 
Growth  
 
Corporate Director for 
Commercial and 
Operations 
 
Director for Community 
Protection 

156. Confirmation of orders 
Power to confirm unopposed orders and to take all 
necessary steps (including submission to the Secretary 
of State) to obtain confirmation of orders, where such 
orders have been made pursuant to a delegation under 
this Scheme of Delegation 

Highways Act 
1980 
Acquisition of 
Land Act 1981 
Wildlife and 
Countryside Act 
1981 
Cycle Tracks Act 
1984 
Town and Country 
Planning Act 1990 
 

 

Non-Executive Corporate Director for 
Development and 
Growth 

 
 

157. License of planting, retention and maintenance of trees, 
etc in part of the highway 
Power to license planting, retention and maintenance of 
trees etc in part of the highway. 

Highways Act 
1980 – Section 
142 

Non-Executive Corporate Director for 
Development and 
Growth 

158. Provision, etc of services, amenities, recreations and 
refreshment facilities on highways 

Highways Act 
1980 – Section 

Non-Executive Corporate Director for 
Development and 
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Officer(s) to whom 
function delegated 

Power to grant permission for provision etc. of services, 
amenities, recreations and refreshment facilities on 
highways and power to enforce failure to comply with 
the terms of such permissions 

115E Growth 
 
Corporate Director for 
Commercial and 
Operations 
 
Director for Community 
Protection 

159. Orders to stop up and divert highways 
To make applications to the Secretary of State for 
orders to stop up and divert highways and to respond 
to consultations as highway authority on applications 
made by others to the Secretary of State 

Town and 
Country 
Planning Act 
1990 – Section 
247 

Executive Corporate Director for 
Development and 
Growth 

 
Chief Planner 

160. Rights of Way – extinguishment 
(a) Power to extinguish certain public rights of way 
(b) Power to extinguish public right of way on land 

acquired for clearance 

Acquisition of 
Land Act 1981 – 
Section 32 

 
Housing Act 
1985 – Section 
294 

Non – Executive Corporate Director for 
Development and 
Growth 

161. Rights of Way – cycle tracks 
Power to designate footpath as cycle track and to carry 
out works to give effect to the designation order. 

Cycle Tracks 
Act 1984 – 
Section 3 

Non – Executive Corporate Director for 
Development and 
Growth 

 
 162. Rights of Way Network 

To manage the Council’s  rights  of  way network 
including the exercise of the Council’s functions in 
respect of such matters. 

-- Executive Corporate Director for 
Development and 
Growth 

163. Temporary    disturbance    of    surface    of    footpath, 
bridleway or restricted byway 
Power to authorise temporary disturbance of surface of 
footpath bridleway or restricted byway. 

Highways Act 
1980 – Section 
135 

Non-Executive Corporate Director for 
Development and 
Growth 
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164. Erection of stiles, etc on footpaths and bridleways 
Power  to  authorise  the  erection  of  stiles  etc  on 
footpaths and bridleways. 

Highways Act 
1980 – Section 
147 

Non-Executive Corporate Director for 
Development and 
Growth 

165. Create footpaths, bridleways and restricted byways by 
agreement 
Power  to  create  footpaths  bridleways  and  restricted 
byways by agreement. 

Highways Act 
1980 – Section 
25 

Non-Executive Corporate Director for 
Development and 
Growth 

166. Create footpaths, bridleways and restricted byways by 
order 
Power  to  create  footpaths  bridleways  and  restricted 
byways by order. 

Highways Act 
1980 – Section 
26 

Non-Executive Corporate Director for 
Development and 
Growth 

167. Construction of cellars, etc under street 
Power to consent to construction of cellars etc under 
street. 

Highways Act 
1980 – Section 
179 

Non-Executive Corporate Director for 
Development and 
Growth 

168. Making  of  opening  into  cellars,  etc  under  streets, 
pavements lights, ventilators 
Power to consent to the making of openings into cellars 
etc. under streets, pavement lights, ventilators. 

Highways Act 
1980 – Section 
180 

Non-Executive Corporate Director for 
Development and 
Growth 

169. Register  of  information  with  respect  to  maps  and 
statements deposited and declarations lodged in 
accordance with Section 31(6)Highways Act 1980 
Duty  to  keep  register  of  information  with  respect  to 
maps and statements deposited and declarations 
lodged in accordance with Section 31(6) Highways Act 
1980. 

Highways Act 
1980 – Section 
31A 

Non-Executive Corporate Director for 
Development and 
Growth 

170. Public path extinguishment orders 
Power to stop up footpaths bridleways and restricted 
byways. 

Highways Act 
1980 – Section 
118 

Non-Executive Corporate Director for 
Development and 
Growth 

171. Rail crossing extinguishment orders 
Power to make rail crossing extinguishment orders. 

Highways Act 
1980 – Section 
118A 

Non-Executive Corporate Director for 
Development and 
Growth 



 

164 
Version 7.32 May 2021 

 

Number Description Legislation Executive or 
Non-Executive 

Officer(s) to whom 
function delegated 

172. Special extinguishment orders 
Power to make special extinguishment orders. 

Highways Act 
1980 – Section 
118B 

Non-Executive Corporate Director for 
Development and 
Growth 

173. Public path diversion orders 
Power to divert footpaths bridleways and restricted 
byways. 

Highways Act 
1980 – Section 
119 

Non-Executive Corporate Director for 
Development and 
Growth 
 174. Rail crossing diversion orders 

Power to make rail crossing diversion orders. 
Highways Act 
1980 – Section 
119A 

Non-Executive Corporate Director for 
Development and 
Growth 

175. Special diversion orders 
Power to make special diversion orders. 

Highways Act 
1980 – Section 
119B 

Non-Executive Corporate Director for 
Development and 
Growth 

176. Special diversion orders – requirement of applicant to 
enter into an agreement with regard to costs or 
expenses 
Power to require an applicant for a special diversion 
order to enter into an agreement with regard to costs or 
expenses. 

Highways Act 
1980 – Section 
119C(3) 

Non-Executive Corporate Director for 
Development and 
Growth 

177. SSSI diversion order 
Power to make a SSSI diversion order. 

Highways Act 
1980 – Section 
119D 

Non-Executive Corporate Director for 
Development and 
Growth 

178. Definitive map and statement under review 
Duty  to  keep  definitive  map  and  statement  under 
review, including making modifications by order, 
confirming unopposed orders and referring opposed 
orders to the Secretary of State. 

Wildlife and 
Countryside Act 
1981 – Section 
53 

Non-Executive Corporate Director for 
Development and 
Growth 

 
 

179. Modifications in other orders 
Power to include modifications in other orders. 

Wildlife and 
Countryside Act 
1981 – Section 
53A 

Non-Executive Corporate Director for 
Development and 
Growth 
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180. Register of prescribed information – application under 
Section 53B of the Wildlife and Countryside Act 1981 
Duty to keep register of prescribed information with 
respect to applications under this section. 

Wildlife and 
Countryside Act 
1981 – section 
53B 

Non-Executive Corporate Director for 
Development and 
Growth 

181. Prepare map and statement by way of consolidation of 
definitive map and statement 
Power to prepare map and statement by way of 
consolidation of definitive map and statement. 

Wildlife and 
Countryside Act 
1981 – Section 
57A 

Non-Executive Corporate Director for 
Development and 
Growth 

182. Street works licence 
Power to grant a street works licence. 

New Roads and 
Street Works 
Act 1991 – 
Section 50 

Non-Executive Corporate Director for 
Development and 
Growth 

183. Rights of way improvement plan 
Duty to prepare and publish a rights of way 
improvement plan. 

Countryside and 
Rights of Way 
Act 2000 – 
Section 60 

Executive Corporate Director for 
Development and 
Growth 
 

184. Walkway Agreements 
To approve the entering into of Walkway Agreements. 

Highways Act 
1980 section 35 

Executive Corporate Director for 
Development and 
Growth 

185. Heavy Goods Vehicle Operators’ Licences 
To make objections/representations in relation to the 
proposed grant of or changes to heavy goods vehicle 
operators’ licences. 

-- Executive Corporate Director for 
Development and 
Growth 

186. Maintenance of bridges and other structures 
To undertake maintenance and repair of bridges and 
other structures. 

-- Executive Corporate Director for 
Development and 
Growth 

187. Bridges over highways - Licences 
To determine and issue licences for bridges over the 
highways. 

-- Executive Corporate Director for 
Development and 
Growth 

188. Temporary deposits or excavations in streets 
Power to consent to temporary deposits or excavations 
in streets. 

Highways Act 
1980 – Section 
171 

Non-Executive Corporate Director for 
Development and 
Growth 
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189. Placing of rails, beams, etc over highways 
Power to restrict the placing of rails, beams etc. over 
highways. 

Highways Act 
1980 – Section 
178 

Non-Executive Corporate Director for 
Development and 
Growth 

190. Retaining Walls 
To take action in relation to retaining walls near streets. 

-- Executive Corporate Director for 
Development and 
Growth 

191. Street Naming and Numbering 
To exercise the Council’s function in relation to the 
naming and numbering of streets and their renaming 
and renumbering. 

-- Executive Corporate Director for 
Development and 
Growth 

192. Street Trees and Highway grass verges 
To provide street trees and highway grass verges and 
their removal and replacement. 

-- Executive Corporate Director for 
Development and 
Growth 

193. Street Performances/displays 
To determine applications  for street   performance/ 
displays, etc. 

-- Executive Corporate Director for 
Development and Growth 

194. Home and Business Watch Signage 
To  determine  applications  for  Homewatch/Business 
Watch signs. 

-- Executive Corporate Director for 
Development and 
Growth 

195. Adopted Streets List 
To  keep  and  update  the  Council’s  list  of  adopted 
streets. 

-- Executive Corporate Director for 
Development and 
Growth 

196. Urgent repairs – private streets 
To  carry  out  urgent  repairs  to  private  streets  or  to 
require such urgent repairs to be carried out. 

-- Executive Corporate Director for 
Development and 
Growth 

197. Events – Directional Signage 
To  provide  or  approve  the  provision  of  temporary 
directional signing for events. 

-- Executive Corporate Director for 
Development and 
Growth 
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198. Remedial and enforcement functions in respect of 
watercourses, non-main rivers classified as streams, 
brooks and ditches, etc 
To exercise remedial and enforcement functions in 
respect of watercourses, non-main rivers classified as 
streams, brooks and ditches, etc. 

-- Executive Corporate Director for 
Development and 
Growth 

199. Culverting watercourses 
To determine plans relating to schemes for culverting 
watercourses. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Community 
Protection 

200. Reservoirs 
To perform the enforcement functions of the Council 
regarding reservoirs. 

-- Executive Corporate Director for 
Development and 
Growth 

201. Private forecourts - Improvements 
To carry out improvements to private forecourts where 
this would promote the environmental well-being of the 
area when the Council undertakes adjoining highway 
improvement schemes. 

-- Executive Corporate Director for 
Development and 
Growth 

202. Local Access Forum 
To establish and appoint members to the Local Access 
Forum. 

Countryside and 
Rights of Way 
Act 2000 – 
Section 94 

Executive Corporate Director for 
Development and 
Growth 
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203. Town and Country Planning Act – making of orders 
To apply for orders and to make orders and to exercise 
associated functions under these statutory provisions. 

Town and 
Country 
Planning Act 
1990 – Sections 
248, 249, 251, 
253, 254, 256, 
257, 258, 259, 
260 and 261 
Civil Aviation 
Act 1982 – 
Section 48 
Housing Act 
1985 – Section 
294 

Executive (except 
for 257 and 258) 
which are non- 
executive) 

Corporate Director for 
Development and 
Growth 

 
 

204. Urgent Action – Planning and Building Control matters 
To take any urgent action in relation to planning and 
building  control  matters  after  consultation  with  the 
appropriate Chair or Portfolio Holder, subject to any 
such action taken under this power being reported to 
the next ordinary meeting of the Executive Board or 
appropriate Committee. 

-- Can be either 
depending on the 
circumstances 

Corporate Director for 
Development and 
Growth  
 
 

205. Decision Notices – Planning/Listed Building Consents 
To issue decision notices in respect of any application 
for  planning  consent  and  for  listed  building  consent 
upon receipt of an indication by the Secretary of State 
that he/she does not require that application to be 
referred to him/her, such notices to reflect the decision 
which  the  Council  has  already  indicated  that  it  is 
minded to take on the application concerned. 

-- Can be either 
depending on the 
circumstances 

Corporate Director for 
Development and 
Growth 
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206. Response to consultations – planning applications, etc 
To respond to consultations and all other requests 
relating to planning applications, listed building 
applications,  nationally  significant  infrastructure 
projects and any other plans and proposals, and all 
other matters of a planning nature in accordance with 
approved planning policies of the Council. 

-- Can be either 
depending on the 
circumstances 

Corporate Director for 
Development and 
Growth 

 
 

207. Planning Consents – Determination of need 
To take decisions on applications to determine whether 
planning permission is required, in consultation with the 
Director for Legal and Governance (Monitoring Officer) 
where appropriate. 

-- Can be either 
depending on the 
circumstances 

Corporate Director for 
Development and 
Growth 

 
 

208. Determination    of    planning    and    other    related 
Applications 
To determine the following planning and other related 
applications, including approvals subject to conditions, 
with or without planning obligations: 
(i) Applications for planning permission 
(ii) Applications for reserved matters approval 
(iii) Applications for listed building consent 
(iv) Applications for conservation area consent 
(v)     Applications  to  vary  or  remove  planning 

conditions 
(vi) Applications to discharge planning conditions 
(vii) Applications for hazardous substances consent 
(viii) Applications for advertisement consent 
(ix) Applications for works to protected trees 

(including trees within a conservation area) 
(x)      Applications submitted by the City Council or 

another local authority 
(xi)     Applications for non-material changes to an 

approved planning permission 
(xii)     Applications for minor material amendments to 

 Non-Executive Corporate Director for 
Development and 
Growth  
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an approved planning permission 
(xiii) Applications for prior approval 
(xiv)   Applications for Certificates of Lawfulness of 

Existing and Proposed Development (but not 
uses) 

(xv)  Modifications and discharge of Planning 
Obligations (except where what is proposed would 
be substantially less than either a) those typically 
required by adopted planning policies or, b) those 
required by a previous Planning Committee 
resolution) 

(xvi)    Applications for Permission in Principle and 
Technical Details Consent 

208a Determination of applications for Certificates of 
Appropriate Alternative Development 
To determine applications for Certificates of Appropriate 
Alternative Development 

Section 17 of the 

Land 

Compensation Act 

1961 

Executive Corporate Director for 
Development and Growth 
 
Chief Planner 

208b Permission in Principle – Brownfield Land 
Granting of Permission in Principle for sites on the 
Council’s Brownfield Land Register 

 Non-Executive Corporate Director for 
Development and Growth 

209. Blank – this delegation has been deleted    

210. Decline    to    determine    application    for    planning 
permission 
Power to decline to determine application for planning 
permission. 

Town and 
Country 
Planning Act 
1990 – Sections 
70A and 70B 

Non-Executive Corporate Director for 
Development and 
Growth 

 
 

211. Planning Applications Determinations 
Duties relating to the making of determinations of 
planning applications under Sections 69, 76 and 92 of 
the 1990 Act as well as the Town and Country Planning 
(Development Management Procedure (England)) 
Order 2010 and directions made thereunder 

Sections 69, 76 
and 92 of the 
1990 Act as well 
as the Town 
and Country 
Planning 

Non-Executive Corporate Director for 
Development and 
Growth 
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(Development 
Management 
Procedure 
(England) ) 
Order 2010 and  
directions made 
thereunder 

212. Blank – this delegation has been deleted    

213. Permitted Development Rights 
Power to make determinations, give approvals and 
agree certain other matters relating to the exercise of 
permitted development rights under Schedule 2 to the 
Town and Country Planning (General Permitted 
Development) Order 1995. 

Schedule 2 to 
the Town and 
Country 
Planning 
(General 
Permitted 
Development) 
Order 1995 

Non-Executive Corporate Director for 
Development and 
Growth 

 
 

214. Service of Completion Notices 
In  consultation  with  the  Director  of  Legal  and 
Governance the power to serve a completion notice. 

Town and 
Country 
Planning Act 
1990 – Section 
94(2) 

Non-Executive Corporate Director for 
Development and 
Growth 

 
Director for Legal and 
Governance 

215. Applications  for  hazardous  substances  consent  and 
related powers 
Power to determine applications for hazardous 
substances consent, and related powers. 

Planning 
(Hazardous 
Substances) Act 
1990 

Non-Executive Corporate Director for 
Development and 
Growth 

 
 

216. Old Mining Sites – determination of conditions 
Duty to determine conditions to be attached to old 
mining permissions relating to dormant sites or active 
Phase I or II sites or mineral permissions relating to 
mining sites. 

Schedule 2, 
paragraph 
2(6)(a) Planning 
and 
Compensation 
Act 1991 and 

Non-Executive Corporate Director for 
Development and 
Growth 
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Schedule 13, 
Paragraph 9(6) 
and Schedule 
14, paragraph 6 
(5) of the 
Environment Act 
1995 

217. Mineral Planning Authority 
To exercise the functions of the Council as a mineral 
planning authority. 

Environment Act 
1995 

Executive Corporate Director for 
Development and 
Growth 

 
 

218. Environmental Impact Assessments (EIAs) 
(i)       To screen development proposals, in response 

to requests being made by developers, prior to 
the submission of a planning application, to 
determine whether an EIA is required. 

(ii) To screen planning and other relevant 
applications  to  determine  whether  an  EIA  is 
required. 

(iii) Where  a  scheme  is  determined  to  be  EIA 
 development, to produce a scoping option. 

Town and 
Country Planning 
(Environmental 
Impact 
Assessment) 
(England and 
Wales) 
Regulations 

Executive Corporate Director for 
Development and 
Growth 

 
 

219. Energy Conservation 
To  provide  advice  and  guidance  to  Council 
departments and other organisations about energy 
conservation, purchasing and efficiency and related 
promotional activities and , in conjunction with the 
Corporate Director for Strategy and Resources and 
Chief Finance Officer, to enter into agreements for the 
purchase and supply of energy and water. 

-- Executive Corporate Director for 
Development and 
Growth 
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220. Environmental Improvement Schemes 
To progress environmental improvement schemes 
across the City through to final completion on site 
following approval of the schemes by the relevant 
Committees of the Council. 

-- Executive Corporate Director for 
Development and 
Growth 

 
 

221. Disabled Access Grants 
To  administer  the  Council’s  Disabled  Access  grants 
scheme. 

-- Executive Corporate Director for 
Development and 
Growth 

 
 

222. Car Parking Spaces 
To determine applications for operational car parking 
spaces in the Council’s car parks and to reserve car 
parking spaces in off-street car parks for exhibitions 
and other events, subject to capacity being available. 

-- Executive Corporate Director for 
Development and 
Growth 

223. On/off Street Parking 
To discharge the functions of the Council other than the 
making of the relevant orders relating to on-street and 
off-street parking, including without prejudice to the 
generality of the foregoing the administration of 
parking within the Council’s remit and dealing with the 
misuse of permits and badges on vehicles, including 
disabled persons’ badges. 

-- Executive Corporate Director for 
Commercial and 
Operations  
 
Director of Community 
Protection 

224. Council Controlled Car Parks - Charging 
To set charges for parking at off-street parking places 
and Council controlled car parks. 

Road Traffic 
Regulation Act 
1984 

Executive Corporate Director for 
Commercial and 
Operations 

225. CCTV Traffic Enforcement 
To  discharge  the  Council’s  functions  relating  to  bus 
lane and parking enforcement, via the use of an 
approved device, including prosecution if necessary, 
subject  to  the  Director  of   Legal  and Governance 
being satisfied with the evidence. 

-- Executive Corporate Director for 
Development and Growth 
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226. Bus timing points 
To agree bus timing points. 

 Executive Corporate Director for 
Development and 
Growth 

227. Siting and erection of bus shelters 
To respond to consultation regarding the siting and 
erection of bus shelters. 

 Executive Corporate Director for 
Development and 
Growth 

228. Open Spaces 
Where a disposal of open space within the meaning of 
the Open Spaces Act 1906 is in prospect, to instruct 
the Director of Legal and Governance to advertise in 
accordance with Section 123 of the Local Government 
Act 1972 or Section 233 of the Town and Country 
Planning Act 1990. 

Open Spaces 
Act 1906 
Section 123 of 
the Local 
Government Act 
1972 
Section 233 of 
the Town and 
Country 
Planning Act 
1990 

Executive Corporate Director for 
Development and 
Growth 

229. Cleaning of Council owned buildings 
To be responsible for the cleaning of Council owned 
buildings. 

-- Executive Corporate Director for 
Development and 
Growth 

230. Catering – schools, parks, catering concessions and 
adult social care 
To discharge the functions of the council relating to the 
strategic management of catering in schools and to 
manage the service delivery of catering in parks and 
catering concessions, schools meals services and 
catering for adult social care (e.g. meals on wheels). 

-- Executive Corporate Director for 
Development and 
Growth 

231. Catering – City Council establishments 
To exercise or waive the rights to sole and exclusive 
catering rights within all City Council establishments. 

-- Executive Corporate Director for 
Development and 
Growth 
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232. Council owned Land and Property – Assignment and 
Under lettings 
To agree assignment and under lettings of leases and 
tenancies. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

233. Council owned Land and Property – approval of plans 
To  approve  plans  where  the  Council’s  consent  is 
required as owner. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

234. Land  and  Property  –  Claims  under 
Leasehold Reform Act 1967 
To admit or deny claims and where admitted settle the 
sale price under the Leasehold Reform Act 1967. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

235. Council   owned   Land   and   Property   –   licences, 
wayleaves and easements 
To  authorise  the  grant  of  licences,  wayleaves  and 
easements. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director of Strategic 
Asset and Property 
Management 
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236. Council mortgaged Land and Property – repossessed 
properties 
To accept offers for the sale of repossessed properties. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

237. Council owned Land and Property – grant of tenancies 
and leases 
To grant tenancies and leases of property, other than 
Housing Revenue account dwellings, for up to 30 years 
where rent does not exceed £100,000 per annum. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

238. Council owned Land and Property – Dilapidations 
(1) To settle terms, agree dilapidations and accept 

the surrender of existing leases and to recover 
possession of premises on expiry of leases. 

 
(2)      To approve settlement of the dilapidations claim 

up to £50,000 where the Council has been the 
tenant. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

239. Land  and  Property  –  acquisition  of 
properties following compulsory purchase action 
To negotiate and settle terms for the acquisition of 
properties following compulsory purchase action by the 
Council. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 
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240. Council owned Land and Property – Notice and Review 
To authorise service of appropriate notices to determine 

tenancies and leases to initiate possession, rent review 

and lease renewal or where there has been a breach of 

covenant and to settle rents on review and renewal 

where rent does not exceed £100,000 per annum. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

241. Council  owned  Land  and  Property  –  Variations  of 
covenants 
To approve variations of covenants in leases and 
tenancies and to agree terms. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

242. Council   owned   Land   and   Property   –   Statutory 
Compensation to Tenants 
To settle statutory compensation payable to tenants. 

-- Executive Corporate Director for 
Development and Growth 

 
Director for Strategic 
Asset and Property 
Management 

243. Land  and Property – Land Compensation Act 1973 
(1)   To settle and pay home loss payments under 

Sections 29 and 32 of the Land Compensation 
Act 1973. 

(2)   To settle and pay disturbance payments under 
Sections 37 and 43 of the Land Compensation 
Act 1973. 

 Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 



 

178 
Version 7.32 May 2021 

 

Number Description Legislation Executive or 
Non-Executive 

Officer(s) to whom 
function delegated 

244. Council owned Land and Property – Sales of Council 
Property 
To market, negotiate and approve sales of land and 
property for values up to £100,000 where the property 
has been declared surplus to council requirements. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

245. Land and Property – Acquisition of Land 
and Property 
To approve the acquisitions of land and property and 
the taking of surrenders, wayleaves, easements, 
licences, tenancies and leases by the Council over 
property up to a maximum capital payment of £25,000 
or £10,000 initial rental payment and for terms up to 10 
years in respect of leases and 50 years in respect of 
easements. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

246. Land and Property – Release of Covenants 
To negotiate and approve terms of release of 
covenants  on freehold  land  to  a  maximum  value  of 
£50,000. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

247. Council  owned  Land and  Property  –  Planning 
Applications 
To submit planning applications in relation to council 
owned land and property. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 
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248. Council owned Land and Property – Overdue Rent 
In consultation with the Corporate Director for Strategy 
and Resources and Chief Finance Officer to determine 
arrangements for reduction and recovery of overdue 
rent. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

249. Council owned Land and Property – Rental Reductions 
To agree rental reductions and rent free periods in 
appropriate cases where the tenant or lessee 
undertakes work to the premises. 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

250. Council owned Land and Property – Property Trading 
Account 
To approve building improvement for property as the 
Property Trading Account up to £50,000, subject to the 
necessary budget provision being identified. 

-- Executive Corporate Director for 
Development and 
Growth  
 
Director for Strategic 
Asset and Property 
Management 

251. Land and Property – Recovery of Land 
To  authorise  recovery  of  possession  of  land  and 
property from trespassers 

-- Executive Corporate Director for 
Development and 
Growth 

 
Director for Strategic 
Asset and Property 
Management 

 
Director for Legal and 
Governace 

 
Head of Legal and 
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Governance 
 
Director of Community 
Protection 

252. Building Regulations 
(i)     To pass and reject plans deposited under the 

building regulations, and to pass or reject 
Building Notices and certificates under those 
regulations. 

(ii) To  accept  or  reject  notices  given  under  the 
Building (Approved Inspectors, etc) Regulations 
1985. 

(iii)     To grant or refuse applications for relaxation of 
the  Building  Regulations  where,  after 
appropriate consultation, no objection has been 
received. 

(iv)   To issue notices to remove or alter work not 
complying with the Building Regulations. 

(v) To  deal  with  all  matters  relating  to  Building 
Regulations  and associated  matters,  including 
the service of notices under (but not limited to) 
Sections  76,  77,  78,  79  81  and  99  of  the 
Building Act 1984 relating to Dangerous 
Structures together with the powers under S.265 
Housing Act 1985 (Demolition Orders). 

Building Act 
1984 (and 
associated 
legislation) 

Non-executive Corporate Director for 
Development and 
Growth 

 
Chief Planner 

 
Building Control 
Manager 

252(a) Major Adaptations for Disabled People 
To authorise approval and payment of major adaptation 
schemes for disabled people (within the agreed capital 
budget for the year) as follows: 

 

Up to £15,000 
 

 
 
 

 Executive Delegated under portfolio 
holder decision 0767 

 
 

Managers within the 
Adaptations and 
Renewal Agency 
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£15,000 - £25,000 
 

 
 

Above £25,000 

Head of Housing 
Solutions 

 
 

Corporate Director for 
Development and 
Growth or Strategic 
Director for Economic 
Development 

252(b) Discharge of full homelessness duty 
To authorise offers of accommodation using the Private 
Rented Sector Offer (PRSO) to fulfil the housing duty 
for  households  accepted  by  the  local  authority  as 
statutorily  homeless,  in  accordance  with  Nottingham 
City Council’s Housing Allocations Policy. 

s.193(7AA)-(8) 
Housing Act 
1996 as 
amended by 
s.148(5)-(7) 
Localism Act 
2011 

 
Localism Act 
2011 
(Commenceme 
nt No. 2 and 
Transitional 
Provisions) 
(England) Order 
2012 SI 
2012/2599 

Executive Head of Housing 
Solutions 

252(b)(i) Evictions Following the Expiry of Duty to Provide Interim 
Homelessness Accommodation  
To carry out eviction proceedings following the expiry of 
the duty to provide interim homelessness 
accommodation in accordance with s188 of the Housing 
Act 1996 following the issuing of reasonable written 
notice and with the assistance of a private bailiff and in 
accordance with City Council procedures. 

s.188 Housing 
Act 1996 (as 
amended) 

Executive Head of Housing 
Solutions 
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252(c) The Advanced Payment Code (APC) 
To implement the legal process (APC) in which 
developers who are to construct buildings fronting 
private streets are required to deposit monies or give 
security to cover the cost of proposed road works. 

To approve a procedure for the operation of the APC. 

To grant exemptions from the APC where justified in 
accordance with the legislative provisions. 

Highway Act 
1980 - Section 
219 – 225 

Executive Corporate Director for 
Development and 
Growth 

 
Head of Service, Traffic 
and Safety 

252(d) Flood and Water Management Act 
Discharge the Council’s functions, duties and powers 
under Part 1 and Schedule 1 of the Flood and Water 
Management Act 2010 

Flood & Water 
Management 
Act – Part 1 and 
Schedule 1 

Executive Corporate Director for 
Development and 
Growth 

 
Head of Service, Traffic 
and Safety 

252(e) Consent Works on Ordinary Watercourses 
The power to give consent for: 

• The erection or alteration of any mill dam, weir 
or other like obstruction to the flow of any 
ordinary watercourse or the raising or other 
alteration of such obstruction 

• The erection or alteration of any culvert that 
would be likely to affect the flow of any 
watercourse 

The operation of any drainage works, under the control 
of any Internal Drainage Board or local authority, so as 
to manage the level of water in a watercourse for the 
purposes of facilitating spray irrigation 

Land Drainage 
Act 1991, 
Section 23 

 
 
 
 
 
 
 
 
Land Drainage 
Act 1991, 
Section 61F 

Executive Corporate Director for 
Development and 
Growth 

 
Head of Service, Traffic 
and Safety 

 
PEOPLE 
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253. Court of Protection Deputy 
To  authorise  the  appropriate  officer  to  apply  to  the 
Court of Protection to be appointed as a Deputy to 
manage  the  property  and  affairs  and/or  personal 
welfare of an individual who lacks capacity, in cases 
where that officer considers it appropriate. 

Mental Capacity 
Act 2005 (s.16) 

Non- Executive Director of Adult Social 
Services 

254. Employment of children 
Power to license the employment of children. 

Children and 
Young Persons 
Act 1933 – Part II 
byelaws made 
under that Part, 
and Part II of 
the Children and 
Young Persons 
Act 1963 

Non-Executive Corporate Director for 
People 

255. Financial Assistance to students and pupils 
To grant or refuse financial assistance to students and 
pupils in accordance with statutory regulations. 

-- Executive Corporate Director for 
People 

256. School Imprest Accounts 
To increase school Imprest Accounts as appropriate, in 
consultation with the Corporate Director for Strategy 
and Resources and Chief Finance Officer. 

-- Executive Corporate Director for 
People 

257. Secondment of Teachers and other Education Service 
staff 
To arrange the secondment of Teachers and other 
Education Service staff to promote the provision of an 
efficient and effective Education Service. 

-- Executive Corporate Director for 
People 
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258. Adopters – payment of costs 
To pay legal fees for adopters where legal 
representation is necessary (and where there is no 
possibility of public funding being allowed) and in 
appropriate circumstances the payment of medical fees 
in connection with adoption. 

-- Executive Corporate Director for 
People 

259. Special   Guardianship   and   Residence   Orders   – 
payment of legal expenses 
To pay reasonable legal expenses incurred in relation 
to applications for Special Guardianship and Residence 
Orders    in    accordance    with    relevant    legislation, 
guidance and policy where there is no possibility of 
public funding being allowed. 

-- Executive Corporate Director for 
People 

260. Special Guardianship – Financial Support 
To provide financial support to holders of Special 
Guardianship and Residence Orders in accordance with 
relevant legislation, guidance and policy. 

s.s 8, 14 (A) and 
14 (F) Children 
Act 1989, 
Adoption and 
Children Act 
2002 and 
Special 
Guardianship 
Regs 2005, Reg 
6 (1) 

Executive Corporate Director for 
People 

261. Children in Care – cost of application for Citizenship 
To pay the cost of any application for registration as a 
British Citizen on behalf of a child in the care of the 
Council. 

-- Executive Corporate Director for 
People 

262. Children in Care – Next friend on insurance claims 
To  act  as  the  next  friend  of  any  child  in  care  with 
regards to insurance claims. 

-- Executive Corporate Director for 
People 
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263. Children in Care - Consents 
To consent to abortion in respect of children in care 
and approve the separation of siblings in care. 

-- Executive Corporate Director for 
People 

264. Child Placement – Secure Accommodation 
To permit the placement of a child in secure 
accommodation for a period not exceeding 72 hours. 

Regulations 
under Children 
Act 1989 s 25(2) 

Executive Corporate Director for 
People 

265. Children in Care – change of name by deed poll 
To effect a change of name by deed poll of a child in 
care. 

-- Executive Corporate Director for 
People 

266. Foster   Care   –   prohibition   of   accommodation   at 
specified addresses 
To impose requirements to prohibit the accommodation 
of foster children at specified addresses. 

-- Executive Corporate Director for 
People 

267. Placement of Older Children 
To authorise the placement and cost thereof of older 
children under the inter agency placement scheme 
established by the Association of British Adoption and 
Fostering Agencies on the Adoption Resources 
Exchange. 

-- Executive Corporate Director for 
People 

268. Adoption and Fostering Panels - recommendations 
To  decide  upon  recommendations  of  Adoption  and 
Fostering Panels. 

-- Executive Corporate Director for 
People 

269. Special  Guardianship and Residence Order 
Applications 
To consent to the making of an application for Special 
Guardianship and Residence Order where required. 

Children Act 
1989 ss 8, 14 
(A) and 14 (F) 

Executive Corporate Director for 
People 

270. Urgent Action to protect interests of a child 
To  take  any  action  urgently  required  to  protect  the 
interests of any child in need under the Children Act 
1989. 
 
 

Children Act 
1989 S17 

Executive Corporate Director for 
People 
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271. Authorised   officer   under   Children’s   and   Adoption 
legislation  
To  act  as  Authorised  Officer  under  Children’s  and 
Adoption Legislation. 

Children Act 
1989 and 2004 
and Adoption 
and Children 
Act 2002 

Executive Corporate Director for 
People 

272. Disabled Children 
To put into place services for Disabled Children under 
Part 3 of the Children’s Act 1989 and to make available 
the provision of specific services outlined in the 
Chronically Sick and Disabled Persons Act 1989 
including the provision of Direct Payments. 

Part 3 Children 
Act 1989 

 
Chronically Sick 
and Disabled 
Persons Act 
1989 

Executive Corporate Director for 
People 

 
Head of Family 
Community Teams 

273. Personal  Budgets  and  Packages for Adults (including 
Residential or Nursing Care) 
To authorise the purchase and/or direct payment in lieu 
of purchase and/or direct provision of personal budgets 
and  residential  or  nursing  care  placements  for 
individual adults appropriate to their properly assessed 
needs subject to: 
(i)       an overall individual package expenditure limit of 

£2,500 per week; 
(ii)      all   individual   packages   being   commissioned 

through providers who have been subject of a 
full and proper procurement exercise either 
directly by the City Council or through a 
recognised regional or national framework which 
remains valid at the time of commissioning, or as 
per the process for the award of a spot contract as 
set out at 276(a)(i) and 276(a)(ii); 

(iii) the appropriate officer keeping full and proper 
records of all expenditure incurred in respect of 
each package purchased or provided. 

-- Executive Corporate Director for 
People 

 
Director of Adult Social 
Care 

 
Heads of Service in Adult 
Assessment 

 
Team Managers in Adult 
Assessment (up to a 
maximum of £325 per 
week only) 
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274 (a) Care Packages 
To authorise the purchase and/or direct provision of 
care  packages  for  individual  children  appropriate  to 
their properly assessed needs subject to: 
(i)       an overall individual package expenditure limit of 

£4,500 per week; 
(ii)     all individual packages being commissioned 

through providers who have been subject of a 
full and proper procurement exercise either 
directly by the City Council or through a 
recognised regional or national framework which 
remains valid at the time of commission; 

(iii)      the appropriate officer keeping full and proper 
records of all expenditure incurred in respect of 
each package purchased or provided. 

-- Executive Corporate Director 
£3,501 to £4,500 per week 
 
Director 
£1,801 to £3,500 per 
week 

 
Head of Service 
£482 to £1,800 per week 

 
Service Manager 
£115 to £481 per week 

 
Team Manager 
£0 to £115 per week 

274(b) Care Packages for Adults (including Residential and 
Nursing Care) 
(i) In relation to residential and nursing care, to issue 

a spot contract where the individual chooses, or it 
is in their best interests to be placed with, a 
provider where an existing contract, framework or 
accreditation is not in place (eg out of County 
area); subject to a proper process being followed 
as defined by the Head of Contracting and 
Procurement.  

(ii) In relation to care packages (non-residential and 
nursing care), to issue a spot contract where the 
needs of the individual cannot be met through an 
existing contract, framework or accreditation, (eg 
specialist services), subject to a proper process 
being followed as defined by the Head of 
Contracting and Procurement.   

 

 Executive Corporate Director for 

People 

Head of Quality and 
Efficiency 
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Number Description Legislation Executive or 
Non-Executive 

Officer(s) to whom 
function delegated 

 
275. 

 

Education Welfare Officers  
Authorisation to institute or defend the authority in legal 
proceedings  
Authority to appoint The Education Welfare Service 
Manager and the Education Welfare Legal Intervention 
Officers  to carry out the following functions:  

(i) to initiate, prosecute, defend or appear in 
legal proceedings in the Magistrates Court or 
any other applicable Court on behalf of the 
Local Authority in respect of Sections 437, 
438, 440, 442, 443, 444, 444ZA, 444A, 
444B, 446, 447 and 559 of the Education Act 
1996; Section 103 of the Education and 
Inspections Act 2006; Section 36 of the 
Children Act 1989 (Education Supervision 
Orders); Section 20 of the Anti-Social 
Behaviour Act 2003; City Council Bye Laws 
governing the employment of children under 
the Children and Young Persons Act 1933 
and 1996 and any consolidation and 
amending information or by virtue of any 
subsequent statutory consolidation or 
amendment to the above mentioned Acts; 

(ii) to issue and serve any necessary Notices or 
Orders in connection with the above 
provisions.  

(iii) to monitor the employment of children of 
compulsory school age and register them for 
entertainment licences. 

- - Executive  Corporate Director for 
People 
 
Director for Legal and 
Governance  
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Number Description Legislation Executive or 
Non-Executive 

Officer(s) to whom 
function delegated 

276. Inter-departmental Lettings 
To agree interdepartmental lettings for Council owned 
residential premises, providing residential 
accommodation for care leavers or for children in care 
who have a complex learning disability or who are on 
the autistic spectrum. The mechanism will be managed 
between Development and Growth and Children and 
Families (where there  are  no  direct  costs  to  the 
Housing Revenue Account). 

 
Agreements   made   will   be   reviewed   by   Housing 
Strategy and Partnerships every two years (biannually). 

 
If more than five properties are to be let on this basis in 
any one financial year, the relevant Portfolio Holder 
must be consulted. 

-- Executive Housing Strategy and 
Partnerships Manager 
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Procedures and Standing Orders 
 
 

This part of the Constitution details procedures to be followed in respect of: 
• the Budget and Policy Framework; 
• Executive Board; 
• Overview and Scrutiny; 
• Access to Information; 
• Officer Employment; 
• Standing Orders. 
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Budget and Policy Framework Procedure Rules 
 

1 The process 
 

The full Council is responsible for the adoption of the budget and policy framework. Any 
issue being considered by Council on the matters referred to in these procedure rules will 
be decided by a majority of the members of the Council present and voting thereon at 
the meeting of the Council (S39 (1) Schedule 12 Local Government Act 1972). Once a 
budget or a policy framework is in place, it will be the responsibility of the Executive 
Board to implement it. 

 
2 Developing the budget and policy framework 

 
The process by which the budget and policy framework will be developed is as follows: 

 
(a) the Executive Board will publicise a timetable for making proposals to the Council 

for the adoption of the budget and policy framework respectively and its 
arrangements for consultation; 

 
(b) in relation to proposals associated with the preparation of or alterations to the 

Development Plan the Executive Board, in consultation with the Planning 
Committee, will develop draft proposals for the purpose of public consultation in 
accordance with regulations 10 to 22 of the Town and Country Planning 
(Development Plans) (England) Regulations 1999. The draft consultation proposals 
will be submitted to Council for approval or amendment; 

 
(c) at the end of any consultation period, the Executive Board will draw up firm 

proposals for plans and the budget having regard to the responses to that 
consultation. Reports to Council will reflect the comments made by consultees and 
the Board’s response. 

 
3 Adoption of plans and strategies 

 
The following requirements in paragraphs 3 and 4 derive from The Local Authorities 
(Standing Orders) (England) Regulations 2001: 

 
(a) if the Council has objections to a plan or strategy it may not amend it, 

approve it for submission to a Government Department or adopt it until the Council 
has informed the Leader of its objections and allowed him/her time to respond. It 
may however make an in principle decision; 

 
(b) if the Council informs the Leader of an objection it shall also instruct the Executive 

Board to reconsider the draft plan or strategy and specify a date by which the 
Leader may submit a response to the Chief Executive. That date must be at 
least five working days from the date when the Leader receives the instruction to 
reconsider; 

 
(c) if the Leader does not make a response within the time specified then the in 

principle decision takes effect automatically; 

 
(d) when the Executive Board reconsiders the plan it may: 
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(i) accept the Council’s objections. In that case no further action is required; 
(ii) make amendments to the draft plan or strategy. In that case the Leader must 

submit any revised draft to the Chief Executive for consideration by the 
Council together with the Executive Board’s reasons for those amendments; 

(iii) disagree with the Council’s objections. In that case the Leader must inform 
the Chief Executive that the Executive Board disagrees with the Council’s 
objections and explain why; 

 
(e) if the Leader submits a revised draft of the plan or strategy, or if he/she 

informs the Chief Executive that the Executive Board disagrees with the Council’s 
objections, then a further Council meeting must be arranged within 14 working 
days. The Council must then consider the submissions made by the Leader on 
behalf of the Executive Board before adopting, amending or approving the plan or 
strategy. 

 
4 Budget Proposals 
 
(a) If, before 8th February in any year: 

(i) the Executive Board submits to the Council estimates as required by the 
Local Government Finance Act 1992 to enable the budget requirement and 
basic amount of its Council tax to be calculated; and 

(ii) the Council objects to those estimates; 
the Council may not make amendments to those estimates until the Council has 
informed the Leader of its objections and allowed him/her time to respond. It may 
however make an in principle decision; 

 
(b) the procedures in paragraphs 3(b) to 3(e) above apply to objections to the budget 

in the same way that they apply to objections to plans and strategies. 
 
5 Decisions outside the budget or policy framework 
 
(a) Any person or body exercising executive functions must normally act within the 

budget and policy framework; 
 
(b) urgent decisions outside the budget or policy framework may be made in the 

circumstances described in paragraph 6. 
 
(c) virement will be possible to the extent described in the Council's Standing 

Orders and Financial Regulations; 
 

(d) in any other circumstances if a person or body exercising executive functions 
wishes to make a decision which is outside the budget or policy framework, that 
decision may only be taken by the Council. It is the duty of the person or body who 
wishes to make the decision to refer it to Council; 

 
(e) if a person or body wishes to make a decision which appears to be outside the 

budget or policy framework they shall take advice from the Monitoring Officer 
and/or the Chief Finance officer. Those officers shall advise as to whether the 
proposed decision would in fact be contrary to the policy framework, or contrary to 
or not wholly in accordance with the budget. If the advice of either of those officers 
is that the decision would not be in line with the existing budget and/or policy 
framework, then the decision must be referred by that body or person to the 
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Council for decision except where the decision is a matter of urgency. 

 
6 Urgent decisions outside the budget or policy framework 

 
This procedure covers decisions contrary to the policy framework and contrary to or 
not wholly in accordance with the budget: 

 
(a) any person or body discharging executive functions may take a decision which 

is contrary to the Council’s policy framework or contrary to or not wholly in 
accordance with the budget approved by full Council if the decision is a matter of 
urgency. However, the decision may only be taken: 
(i) if it is not practical to convene a quorate meeting of the full Council; and 
(ii) if the Chair of the Overview and Scrutiny Committee agrees that the 

decision is a matter of urgency. 
The reasons why it is not practical to convene a quorate meeting of full Council and 
the agreement of the Chair of the Overview and Scrutiny Committee must be 
noted on the record of the decision. In the absence of the Chair of the Overview 
and Scrutiny Committee the consent of the Vice-Chair of the Overview and 
Scrutiny Committee, or in his/her absence the consent of the Lord Mayor is 
required; 

 
(b) following the decision, the decision taker will provide a full report to the next 

available Council meeting explaining the decision, the reasons for it and why the 
decision was treated as a matter of urgency. 

 
7 Virement 

 
The Council's Standing Orders and Financial Regulations set out procedures relating to 
the scheme of virement. 

 
8 In-year changes to policy framework 

 
All decisions in relation to executive functions must be in line with the policy 
framework. Only the Council can change any policy or strategy which is part of the 
framework except that the Executive Board may make changes: 
(i) to give effect to a ministerial requirement in relation to any plan or strategy 

submitted to a Minister for approval; and/or 
(ii) if so authorised by the Council when approving or adopting the plan or 

strategy. 

 
9 Call-in of decisions outside the budget or policy framework 

 
(a) Where the Overview and Scrutiny Committee is of the opinion that an executive 

decision is, or if made would be, contrary to the policy framework, or contrary to or 
not wholly in accordance with the Council’s budget, it shall seek advice from the 
Monitoring Officer and/or Chief Finance Officer; 

 
(b) in respect of functions which are Executive functions, the Monitoring Officer’s report 

and/or Chief Finance Officer’s report shall be to the Executive Board with a copy to 
every member of the Council. Regardless of whether the decision is delegated or 
not, the Board must meet to decide what action to take in respect of the 
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Monitoring Officer’s report and to prepare a report to Council in the event that the 
Monitoring Officer or the Chief Finance Officer conclude that the decision was a 
departure, and to the Overview and Scrutiny Call-in Panel if the Monitoring Officer 
or the Chief Finance Officer conclude that the decision was not a departure; 

 
(c) if the decision has yet to be made, or has been made but not yet implemented, and 

the advice from the Monitoring Officer and/or the Chief Finance Officer is that the 
decision is or would be contrary to the policy framework or contrary to or not wholly 
in accordance with the budget, the Overview and Scrutiny Call-in Panel may refer 
the matter to Council. In such cases, no further action will be taken in respect of the 
decision or its implementation until the Council has met and considered the matter. 
The Council shall meet within 14 days of the request by the Overview and Scrutiny 
Call-in Panel. At the meeting it will receive a report of the decision or proposals 
and the advice of the Monitoring Officer and/or the Chief Finance Officer. The 
Council may either: 
(i) endorse a decision or proposal of the decision taker as falling within the 

existing budget and policy framework. In this case no further action is 
required, save that the decision of the Council must be minuted and circulated 
to all Councillors in the normal way; 
or 

(ii) amend the Council’s Standing Orders, Financial Regulations, budget or policy 
concerned to encompass the decision or proposal of the body or individual 
responsible for that Executive function and agree to the decision with 
immediate effect. In this case, no further action is required save that the 
decision of the Council must be minuted and circulated all Councillors in the 
normal way; 
or 

(iii) where the Council accepts that the decision or proposal is contrary to the 
policy framework or contrary to or not wholly in accordance with the budget, 
and does not amend the existing budget or framework to accommodate it, 
require the Executive Board to reconsider the matter in accordance with the 
advice of either the Monitoring Officer or Chief Finance Officer 
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Executive Procedure Rules 

 
1 How does the Executive Board operate? 

 
1.1 Delegation 

 
(a) The Leader of the Council determines the Scheme of Delegation for the discharge of 

executive functions. The Leader may exercise any of the executive functions of the 
Council personally, or may arrange for the exercise of any of the Council’s executive 
functions: 
(i) by the Executive Board as a whole; 
(ii) by a committee of the Executive Board; 
(iii) by an individual member of the Executive Board;  
(iv) by an officer; 
(v) by an area committee; 
(vi) through joint arrangements; or 
(vii) by another local authority; 

 
(b) at the Annual Meeting of the Council, the Leader will present his/her written record 

of any delegations made by him/her for inclusion in the Council’s scheme of 
delegation. Any such document presented by the Leader will contain the following 
information about Executive Board functions in relation to the coming year: 
(i) the extent of any authority delegated to Executive Board members 

individually, including details of the limitation on their authority; 
(ii) the terms of reference and constitution of such Executive Board committees 

as the Leader appoints and the names of Executive Board members 
appointed to them; 

(iii) the nature and extent of any delegation of executive functions to area 
committees, any other authority or any joint arrangements and the names of 
those Executive Board members appointed to any joint committee for the 
coming year; and 

(iv) the nature and extent of any delegation to officers with details of any 
limitation on that delegation, and the title of the officer to whom the delegation 
is made. 

 
1.2 Sub-delegation of Executive Board functions 

 
(a) Where the Executive Board, a committee of the Executive Board or an individual 

member of the Executive Board is responsible for an executive function, they may 
delegate further to a committee, joint arrangements or an officer, unless the Council 
otherwise directs; 

 
(b) the delegation of functions does not prevent the discharge of those functions by 

the person or body who delegated them or the Leader. 
 
1.3 Scheme of Executive Delegation 

 
(a) The Leader may amend the scheme of delegation relating to executive functions at 

any time during the year. To do so, the Leader must give written notice to the 
Corporate Director for Strategy and Resources and to the person, body or 
committee concerned. The notice must set out the extent of the amendment to the 
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scheme of delegation, and whether it entails the withdrawal of delegation from any 
person, body, committee, Executive Board, or the Commissioning and Procurement 
Sub-Committee as a whole. The Corporate Director for Strategy and Resources will, 
for information, present a report to the next ordinary meeting of the Council setting 
out the changes made by the Leader; 

 
(b) where the Leader seeks to withdraw an executive delegation from a committee or 

an officer, reasonable notice will be given and will be deemed to be served on that 
committee or officer when he/she has served it on the Corporate Director for 
Strategy and Resources. 

 
2 How are Executive Board meetings conducted? 

 
2.1 Executive Board meetings – when and where? 

 
The Executive Board will normally meet at least once per month at Loxley House at times 
to be agreed by the Leader. 

 
2.2  Public or private meetings of the Executive Board? 

 
(a) The Executive Board will meet in public except when considering information of an 

exempt or confidential nature and only in accordance with Regulation 4 of the Local 
Authorities (Executive Arrangements) (Meetings and Access to Information) 
(England) Regulations 2012 (the “2012 Regulations”) and the access to information 
rules later in this Part; 

 
(b) public meetings: 

(i) at least 5 clear days before a public meeting is held, the Council must give 
notice of the time and place of a public meeting by displaying it at the 
Council’s offices and publishing it on the Council’s website. Where a 
meeting is convened at shorter notice, the notice must be displayed at the 
time the meeting is convened; 

 
(c) private meetings: 

(i) at least 28 clear days prior to a private meeting, the Council must make 
available at its offices a notice of its intention to hold the meeting in private 
and publish that notice on its website. Such notice must: 

 include a statement of the reasons for the meeting to be held in private; 

 invite representations as to why the meeting should be held in public; 
(ii) at least 5 clear days before a private meeting a further notice of the intention 

to hold the meeting in private must be made available at the Council’s 
offices and be published on the Council’s website. This notice must: 
 provide a statement of the reasons for the meeting to be held 

in private; 
 include details of any representations received about why the meeting 

should be open to the public; and 
 include a response by the decision making body to any such 

representations received. 
(iii) where it is impracticable to provide 28 days’ notice of a meeting to be held in 

private, the 2012 regulations make provision for an urgency procedure, 
details of which are in the Access to Information Procedure Rules. 
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2.3 Quorum 

 
The quorum for a meeting of the Executive Board, or a committee of it, shall be 3. 

 
2.4 How are decisions to be taken by the Executive Board? 

 
(a) Executive decisions which have been delegated to the Executive Board as a whole 

will be taken at a meeting convened in accordance with the Access to Information 
Rules later in this Part of the Constitution; 

 
(b) where Executive decisions are delegated to a committee of the Executive Board, the 

rules applying to executive decisions taken by them shall be the same as those 
applying to those taken by the Executive Board as a whole; 

 
(c) decisions shall be taken by a majority of those present and voting. If there is an 

equality of votes at a meeting of the Executive Board or one of its committees, the 
person presiding shall have a second or casting vote. 

 
2.5 Who presides? 

 
The Leader, or in his/her absence the Deputy Leader, presides. In the absence of both, 
the Board shall appoint one of its members to preside. 

 
2.6 Access to agenda reports and background papers before meetings 

 
(a) For at least 5 clear days before a meeting of the Executive Board (or, as in 2.4 (b) 

above, a body to which it has delegated executive decision making powers) the 
Council will make available for inspection by the public at its offices and publish on 
its website, copies of: 
(i) the agenda for the meeting; and 
(ii) every report relating to items being recommended for decision (except if the 

proper officer thinks fit, for those reports in whole or any part which relate only 
to matters during which in their opinion, the meeting is likely to be a private 
meeting); 

 
(b) where the meeting is convened at shorter notice, copies of the agenda and reports 

(except if the proper officer thinks fit, for those reports in whole or any part which 
relate only to matters during which in their opinion, the meeting is likely to be a 
private meeting) must be available for inspection at the time when the meeting is 
convened. Where an item which would be available for inspection by the public is 
added to the agenda copies should be available at the time that it is added to the 
agenda; 

 
(c) copies of these documents do not need to be made available to the public until 

copies are available to members of the decision making body. When the whole or 
part of a report for a meeting of the Executive Board (or, as in 2.4b above, a body to 
which it has delegated executive decision making powers) is made available for 
inspection by members of the public, at the same time: 
(i) a copy of a list compiled by the proper officer of the background papers 

to the report or part report must be included in the report or part report; and 
(ii) at least one copy of each of the documents included in that list must be made 
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available for inspection by the public at the Council’s offices and on the 
Council’s website. 

 
2.7 Who may attend? 

 
Meetings will be held in public except where confidential or exempt information as defined 
in the Local Government Act 1972 is being discussed. 

 
2.8 What business? 

 
At each meeting of the Executive Board the following business, to be in accordance with 
the Notice of Key Decisions, will be conducted: 
(i) declarations of interests, if any; 
(ii) consideration of the minutes of the last meeting; 
(iii) consideration of Executive Board member reports and reports of Corporate Directors 

and reports of the Director of Public Health as indicated in the agenda for the 
meeting. The reports shall indicate which are key decisions and which are not in 
accordance with the Access to Information Procedure rules set out later in this Part 
of the Constitution; 

(iv) corporate issues set out in the agenda for the meeting indicating which are key 
decisions and which are not in accordance with the Access to Information Procedure 
rules set out later in this Part of the Constitution; 

(v) matters referred to the Executive Board; 
(vi) matters set out in the agenda for the meeting which, in the opinion of the Corporate 

Director for Strategy and Resources, are likely to be considered in the absence of 
the press and public. 

 
2.9 Consultation 

 
All reports to the Executive Board from any member of the Executive Board or an officer 
on proposals relating to the budget and policy framework must contain details of the 
nature and extent of consultation with Overview and Scrutiny and others, and the outcome 
of that consultation. Reports about other matters will set out the details and outcome 
of consultation as appropriate. The level of consultation required will be appropriate to the 
nature of the matter under consideration. 

 
2.10 Who can put items on the Executive Board agenda? 

 
(a) Items will be included on the agenda of the Executive Board in accordance 

with the Councillor/officer protocol in Part 6 of the Constitution; 

 
(b) non-executive members can address the Executive Board on matters specifically 

relevant to their ward in agreement with the Leader of the Council. 

 
2.11 Recording of executive decisions made at meetings 

 
As soon as reasonably practicable after any meeting at which an executive decision was 
made, a written statement must be produced for every executive decision made and must 
include: 
(i) a record of the decision including the date made; 

(ii) a record of the reasons for the decision; 
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(iii) details of alternative options considered and rejected; 

(iv) a record of conflicts of interest declared; and 

(v) any dispensation in respect of any declared conflict of interest. 

2.12 Access to records of the decision etc. after the meeting 

 
(a)  As soon as practicable after any meeting at which an executive decision was 

made, the Council will make available copies of the following after a meeting: 
(i) records of decisions taken, together with all reasons, for all meetings and 

for all decisions excluding any part of the record not open to the public or 
which discloses exempt or confidential information and 

(ii) any report considered at the meeting and relevant to a decision 
recorded. These will be made available at the Council’s offices and 
on their website; 

 
(b) any written record of an executive decision or any report which has been made 

available for inspection by the public must be retained by the Council and be made 
available for inspection by the public for at least 6 years beginning on the date of 
the decision to which the report or record relates; 

 
(c) any background papers to a report referred to at paragraph 2.6 above must be 

retained by the Council and be available for inspection by the public for at least 4 
years beginning on the date of the decision to which the report relates . 

 
3 How are Key Decisions taken? 

 
(a) at least 28 clear days before a decision maker intends to make a key 

decision, the Council must make available for inspection by the public at its offices 
and publish on its website a document stating: 
(i) that a key decision is to be made on behalf of the Council;  
(ii)  the matter in respect of which the decision is to be made; 
(iii) where the decision maker is an individual, that individual’s name, title (if any) 

and, where the decision maker is a decision-making body, its name and a list 
of its members; 

(iv) the date on which, or the period within which, the decision is to be made; 
(v) a list of the documents submitted to the decision maker for consideration in 

relation to the matter in respect of which the key decision is to be made; 
(vi) the address from which, subject to any prohibition or restriction on their 

disclosure, copies of, or extracts from, any document listed is available; 
(vii) that other documents relevant to those matters may be submitted to the 

decision maker; and 
(viii) the procedure for requesting details of those documents (if any) as they 

become available; 

 
(b) where it is impracticable to provide 28 clear days’  notice of a key decision, the 

2012 Regulations make provision for general exception and special urgency 
procedures, details of which are set out in the Access to Information Procedure Rules 
later in this part. 
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4 How are Leader’s Key Decisions taken? 

 
The Leader will take Key Decisions as and when required in accordance with the rules set 
out in paragraph 3 above and in paragraph 11(ii) of Part 2 of the Constitution. 
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Overview and Scrutiny Procedure Rules 

 
1 Arrangements for Overview and Scrutiny bodies 

 
The Council appoints the Overview and Scrutiny Committee, Health Scrutiny Committee 
and Children and Young People Scrutiny Committee. The Overview and Scrutiny 
Committee appoints the Call-in Panel. Scrutiny Review Panels are appointed by the 
scrutiny committee that commissions them. The Council appoints 8 City Councillors to the 
City and County Joint Health Scrutiny Committee. 

 
2 Terms of Reference 

 
The terms of reference of the Overview and Scrutiny Committee, Health Scrutiny 
Committee, Children and Young People Scrutiny Committee, Scrutiny Review Panels, 
the Call-in Panel, and the City and County Joint Health Scrutiny Committee are set out in 
Part 2 of the Constitution. 

 
3 Who may sit on the Committees and Panels? 

 
All Councillors except members of the Executive Board may be members of the 
committees and panels. However, no member may be involved in scrutinising a decision in 
which s/he has been directly involved. Membership is set out in Part 2 of the Constitution. 

 

There is a statutory requirement to co-opt a representative of the Church of England 
Diocese (if the Council maintains one or more Church of England schools), Roman 
Catholic Diocese (if the Council maintains one or more Roman Catholic schools) and 
parent governor representatives for scrutiny of education issues. These statutory co- 
opted members have voting rights in relation to education issues. In addition, scrutiny 
committees can appoint additional non-statutory co-opted members to be members of 
committees and/or panels and can choose to give them voting rights, in accordance with 
the Local Government Act 2003. 

 

4 Meetings of the Committees and Panels 

 
There must be at least 3 meetings of the Overview and Scrutiny Committee each year 
and at least 2 meetings of the Joint City and County Health Scrutiny Committee. In 
addition, meetings may be called from time to time as and when appropriate by the Chair 
of the committees and by the Corporate Director for Strategy and Resources. 

 
5 Quorum 

 
The quorum for meetings of the Overview and Scrutiny Committee, Health Scrutiny 
Committee and Children and Young People Scrutiny Committee shall be 3, and the 
quorum for all Scrutiny Review Panels shall be 2. 

 
6 Who chairs Committees and Panel meetings? 

 
The Chair of the Health Scrutiny Committee will be one of the Vice-Chairs of the 
Overview and Scrutiny Committee, the other Vice-Chair of the Overview and Scrutiny 
Committee will Chair the Children and Young People Scrutiny Committee. Any review 
panels will be chaired by the Chair of the committee that commissioned the review. 
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The Chair of the Health Scrutiny Committee will also be the Chair of the Joint City and 
County Health Scrutiny Committee in years when the City Council is administering the 
Committee, and Vice-Chair in other years. 

 
7 Work programme 

 
The scrutiny committees will draw up an annual work programme after consultation with all 
Councillors and/or political groups, citizens, partners, the Executive and Corporate 
Directors/Directors and are able to commission scrutiny activity via review panels in line 
with that programme. The scrutiny committees will ensure that the work programme is 
focused, efficient adds value and has impact and will review progress on a regular basis. 

 
8 Agenda items 

 
(a) Any member of a scrutiny committee or review panel may give notice to the 

Corporate Director for Strategy and Resources that s/he wishes an item relevant to 
the functions of the committee or review panel to be included on its agenda. On 
receipt of such a request the Corporate Director for Strategy and Resources will 
ensure that it is included on the next available agenda; 

 
(b) in accordance with the Localism Act 2011 any member of the authority may refer to 

scrutiny committees any matter relevant to the functions of the committee and which 
is not an excluded matter; 

 
(c) in accordance with section 19 of the Police and Justice Act 2006 as amended by 

section 126 of the Local Government and Public Involvement in Health Act 2007 any 
member of the authority may refer to the Overview and Scrutiny Committee (the 
Council’s designated crime and disorder committee) any local ‘crime and disorder 
matter’. It is then up to the Committee to decide whether to exercise its power in 
relation to such matters, known as ‘Councillor Calls for Action’. (More details are set 
out in paragraph 16 below). 

 
9 Roles of the Committees and Panels 

 
The roles are set out in Part 2 of the Constitution. 

 
10 Consideration of Reports 

 
(a) The committee or panel is empowered to make reports or recommendations to the 

Council and to the Executive with respect to any of the functions of the Council and 
the Executive and on any matters which affect the Council’s area or its inhabitants 
(section 21 Local Government Act 2000); 

 
(b) once it has formed recommendations on a matter, the committee or panel will 

prepare a formal report and identify whether the report, or recommendations within 
the report, should be referred for consideration to an Executive Board Member, the 
Executive Board and/or to Council, or to an outside organisation; 

 
(c) if the committee or a panel cannot agree on one single final report, then up to one 

minority report may be prepared and submitted for consideration with the majority 
report; 
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(d) in accordance with section 122 of the Local Government and Public Involvement in 
Health Act 2007, the committees or panels may make reports and recommendations 
to the Executive or Council and must require them in writing to: 
(i) consider the report or recommendations; 
(ii) respond to the committee or panel on what action is to be taken, if any; 
(iii) if the report has been published, to publish the response; 
(iv) to undertake the above within two months of receipt of the report or 

recommendations. 

 
11 Rights of Committee and Panel members to documents 

 
In addition to their rights as Councillors, members of the scrutiny committees and panels 
have the additional rights to documents, and to notice of meetings, as set out in the Access 
to Information Procedure Rules later in this Part of the Constitution. 

 
12 Councillors and officers giving account 

 
(a) The scrutiny committees and panels may, within their terms of reference, scrutinise 

and review decisions made or actions taken in connection with the discharge of 
any Council functions. As well as reviewing documentation, in fulfilling the scrutiny 
role they may require any member of the Executive Board, the Chief Executive 
and/or any Corporate Director or Service Director to attend before them to explain in 
relation to matters within their remit: 
(i) any particular decision or series of decisions; and 
(ii) the extent to which the actions taken implement Council policy; and/or 
(iii) their performance; 
and it is the duty of those persons to attend if so required (S.21 (14) Local 
Government Act 2000); 

 
(b) where any Councillor or officer is required to attend a committee or panel under this 

provision, the Chair of that committee or panel will inform the Corporate Director for 
Strategy and Resources. The Corporate Director for Strategy and Resources will 
inform the Councillor or officer in writing giving at least ten working days notice of the 
meeting which he/she is required to attend. The notice will state the nature of the 
item on which he/she is required to attend to give account and whether any papers 
are required to be produced for the c ommittee or p anel. Where the account to be 
given to the committee or panel will require the production of a report, the Councillor 
or officer concerned will be given sufficient notice to allow for preparation of that 
documentation; 

 
(c) where, in exceptional circumstances, the Councillor or officer is unable to attend on 

the required date, the committee or panel will, in consultation with the Councillor or 
officer, arrange an alternative date for attendance. 

 
 

13 Attendance by others 

 
(a) The committee or a panel may invite people other than those people referred to in 

paragraph 12 above to address it, discuss issues of local concern and/or answer 
questions; 

 

(b) Section 244 of the consolidated NHS Act 2006 (which replaced Sections 7 and 8 of 
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the Health and Social Care Act 2001) requires NHS bodies to provide information to 
overview and scrutiny committees and NHS officers to attend meetings of overview 
and scrutiny committees to answer questions. NHS bodies are also required to 
respond to recommendations made by overview and scrutiny committees and must 
consult with relevant overview and scrutiny committees about proposals for 
substantial service changes; 

 
(c) Section 19 of the Police and Justice Act 2006 enables a designated overview and 

scrutiny committee to review and scrutinise matters in connection with the discharge 
by the responsible authorities of their crime and disorder functions and to requires 
relevant officers to attend meetings of the committee and to respond to 
recommendations; 

 
(d) The Flood and Water Management Act 2010 enables overview and scrutiny to review 

and scrutinise flood risk management authorities with regard to the exercise of their 
flood risk management functions. Flood risk management authorities have a duty to 
comply with requests for information or responses to reports from overview and 
scrutiny. Risk management authorities must also have regard to reports and 
recommendations of overview and scrutiny. 

 
14  Call-in 
 

(a) The call-in procedure applies to any executive Portfolio Holder decision and any 
executive officer decision with a value of £50,000 and above except: 
(i) a decision which has already been implemented; 
(ii) a decision made under the urgency procedure set out below; 
(iii) day to day management and operational decisions by officers; 
(iv) a decision which is essentially the same as a previously called-in decision; 

 
(b) all executive decisions of: 

(i) the Executive Board; 
(ii) an individual member of the Executive Board; 
(iii) a Committee of the Executive Board; 
(iv) an officer under authority delegated by the Leader or by the Executive Board or 

by a Committee of the Executive Board or by an officer to officer sub delegation 
of powers within the scheme of delegation of this Constitution (Part 2, Section 
9) (£25,000 or more);  

 shall be published and made available at Loxley House, normally within three working 
days of being made; 

 
(c) within five working days of publication of an executive decision, three councillors 

may request reconsideration of that decision (call-in). The request must: 
(i) be in writing; 
(ii) be signed by the councillors concerned; 
(iii) be based on one or more of the following reasons, details of which should be 

given: 

 decision outside the policy/budgetary framework; 

 inadequate consultation relating to the decision; 
 relevant information not considered; 
 viable alternatives not considered; 
 justification for the decision open to challenge on the basis of evidence 

considered; 
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(d) where there are three or fewer non-majority group councillors then two signatures are 

required to call-in a decision.  Where there are four or more non-majority group 
councillors then three signatures are required to call-in a decision.  In both cases, 
signatories can also sit on the Call-In Panel provided that their view on the matter is 
not pre-determined; 

 
(e) the Governance Manager shall be responsible for assessing the validity of call-ins, 

in consultation with the Head of Legal and Governance in cases of doubt, and 

where doubt remains, with the Director for Legal and Governance; 
 
(f) the Call-in Panel shall be responsible for determining whether a decision should 

be referred back to the decision maker or, in certain cases, to Council; 
 

(g) within seven working days after the day of receipt of a request, or at a later date 
if agreed by the Chair of the Overview and Scrutiny Committee, or in their 
absence by one of the Vice Chairs, the Call-in Panel will meet to consider the 
request; 

 
(h) implementation of the decision is suspended until the call-in request is 

determined by the Call-in Panel; 
 
(i) the decision-maker will re-consider the decision (if so requested) and give reasons for 

the (re-considered) decision at the next meeting of the Call-in Panel; 
 

(j) if the decision-maker is Executive Board or another committee exercising Executive 
powers, reconsideration will be carried out by one of the following: 
(i) the original decision making body (at a specially convened meeting, if 

necessary); 

(ii) the Leader of the Council; 
(iii) an individual Portfolio Holder to whom the Leader has delegated this 

responsibility; 
 

15 Call-in and urgency 

 
The call-in procedure set out above does not apply where the decision taken is urgent. A 
decision is urgent if any delay likely to be caused by the call-in process would seriously 
prejudice the Council’s or the public’s interests. The record of the decision and notice by 
which it is made public shall state whether, in the opinion of the decision making person 
or body, the decision is an urgent one and therefore not subject to call-in. The Chair of 
the Overview and Scrutiny Committee must agree both that the decision proposed is 
reasonable in all the circumstances and that it should be treated as a matter of urgency. 
In the absence of the Chair, the Vice-Chairs’ consent shall be required. In the absence of 
all three, the Chief Executive or his/her nominee’s consent shall be required. 
Decisions taken as a matter of urgency must be reported to the next available meeting of 
the Council, together with the reasons for urgency. 
16 Councillor Call for Action 

 

 

(a) The Councillor Call for Action (CCfA) provides Councillors with an additional 
method of resolving issues of concern in their local areas, providing he/she has 
exhausted all other means of resolving the issue locally; 
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(b) any member of the authority can refer a matter to a scrutiny committee which is 
relevant to the functions of the committee except an ‘excluded matter’. This is 
known as a CCfA. An ‘excluded matter’ is one which either: 
(i) is a local crime and disorder matter (see below); or 
(ii) relates to a licensing or planning decision; or 
(iii) relates to an individual or body who has a statutory right of recourse to a 

review or a right of appeal; or 
(iv) is vexatious, discriminatory or not reasonable; 

 
(c) in accordance with section 19 of the Police and Justice Act 2006 as amended by 

section 126 of the Local Government and Public Involvement in Health Act 
2007 CCfAs will relate to any matter concerning crime and disorder (including 
anti-social behaviour), or the misuse of drugs, alcohol or other substances, which 
affects all or part of the relevant Councillor’s ward or any person living or working 
there; 

 
(d) once a matter (other than an ‘excluded matter’) is referred to a scrutiny committee 

under the CCfA process, the committee must decide whether to exercise its powers 
to review or scrutinise any decision made, or action taken, in respect of the matter 
and/or to make a report or recommendation to the Council or Executive with respect 
to it. If the committee decides not to exercise any of those powers, then it must 
give its reasons for not doing so to the Councillor who made the CCfA. 

 
17 Procedure at Committee/ Panel meetings 

 
 (a) The committee/panel shall consider the following business:  

(i) declarations of interests 
(ii) minutes of the last meeting; 
(iii) consideration of any matter referred to the committee under the call-in process; 

 
 (b) where the committee/panel conducts investigations they may ask people to 

attend to give evidence at meetings, which are to be conducted in accordance 
with the following principles: 
(i) that the investigation is conducted fairly and all members of the committee or 

panel are given the opportunity to ask questions and to contribute and speak; 
(ii) that those assisting the committee or panel by giving evidence are treated with 

respect and courtesy; and 
(iii) that the investigation adheres to the scope, purpose and intended time limit of 

the review, so as to maximise the efficiency and impact of the scrutiny process. 
Any new lines of investigation outside the scope of the original review would 
need to be prioritised and/or commissioned by the scrutiny committees within 
their current or future work programme; 

 

(c) following any investigation or review, the committee or panel shall prepare a 
report for presentation to a Portfolio Holder, submission to the Executive Board, 
Council and/or an outside organisation as appropriate and shall make its report 
and findings public. The committee/panel shall endeavour to reach consensus 
whenever possible. 

 

N.B. More detailed information on the operation of overview and scrutiny is available 
from the Senior Governance Officers. 
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Access to Information Procedure Rules 

 
1 Scope 

 
These rules apply to all meetings of the Council, the Executive Board and its committees, 
the Overview and Scrutiny committees, the Standards Committee and Regulatory 
Committees (together called meetings). Executive decisions taken by individual officers 
must also comply with the rules set out in Paragraph 18.2 below. 

 

2 Additional rights to information 
 

These rules do not affect any more specific rights to information contained elsewhere in 
this Constitution or the law. 

 

 

3 Rights to attend meetings 
 

Members of the public may attend all meetings subject only to the exceptions in these 
rules. 

 

 

4 Notices of meetings 

 
The Council will give at least five clear days notice of any meeting by posting details of 
the meeting at the Council House, Old Market Square, Nottingham, at Loxley House, 
Station Street, and at the venue for the meeting if elsewhere and on the Council’s website 
or where a meeting is convened at shorter notice, at the time the meeting is convened. 
Clear days do not include the day on which the notice of the meeting is given or the day 
of the meeting itself. 

 

 

5 Public Access to agenda and reports before the meeting 

 
(a) The Council will make copies of the agenda and reports which are open to the public 

available for inspection at Loxley House at least five clear days before the meeting. 
Clear days do not include the day on which the agenda is published or the day of the 
meeting itself; 

 
(b) except in relation to executive business (where all reports which are open to the 

public and are listed on the agenda for the meeting must be available 5 clear days 
before the meeting), when reports open to the public are prepared after the summons 
has been sent out the Corporate Director for Strategy and Resources shall make 
each such report available to the public as soon as the report is completed and sent 
to Councillors; 

 

 

(c) Councillors have additional rights of access which are detailed in paragraphs 19 and 
20 below. 

 
6 Supply of copies 

 
The Council will supply copies of: 
(i) any agenda and reports which are open to public inspection; 
(ii) any further statements or particulars necessary to indicate the nature of those 
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items; and 
(iii) if the Corporate Director for Strategy and Resources thinks fit, copies of any other 

documents supplied to councillors in connection with an item to any person on 
payment of a charge for postage and any other costs. 

 
7 Access to minutes etc after the meeting 

 
The Council will make available copies of the following for six years after a meeting: 
(i) the minutes of the meeting or records of decisions taken, together with reasons, for 

all meetings and for all decisions of Executive Board members, excluding any part of 
the minutes or records when the meeting was not open to the public or which 
disclose exempt or confidential information; 

(ii) a summary of any proceedings not open to the public where the minutes open to 
inspection would not provide a reasonably fair and coherent record; 

(iii) the agenda for the meeting; and 
(iv) reports relating to items when the meeting was open to the public. 

 
8 Background papers 

 
8.1 List of background papers 

 
The originator of a report will set out in the report a list of those documents (called 
background papers) relating to the subject matter of the report which in his/her opinion: 
(a) disclose any facts or matters on which the report or an important part of the report is 

based; and 
(b) which have been relied on to a material extent in preparing the report 

but excluding published works or those which disclose exempt or confidential 
information (as defined in Rule 9) or the advice of a political adviser. 

 
8.2 Public inspection of background papers 

 
The Council will make available for public inspection for four years after the date of the 
meeting one copy of each of the documents on the list of background papers. In 
accordance with the Executive Arrangements (Access to Information) (England) 
Regulations 2012, background papers relating to executive decision making whether by a 
decision making body or an individual executive member or officer, must also be made 
available on the council’s website. 

 
9 Exclusion of access by the public to meetings 
 
9.1 Confidential information - requirement to exclude public 

 
The public must be excluded from meetings whenever it is likely in view of the nature of 
the business to be transacted or the nature of the proceedings that confidential information 
would be disclosed. Any document or part of document that contains or may contain 
confidential information must not be disclosed the public. 

 
9.2 Meaning of confidential information 

 
Confidential information means information provided to the Council by a Government 
Department on terms (however expressed) which forbid the disclosure of the information 
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to the public; or information the disclosure of which to the public is prohibited by or under 
any enactment or by any order of a court. 

 
9.3 Exempt information - discretion to exclude public 

 
The public may be excluded from meetings whenever it is likely in view of the nature of 
the business to be transacted or the nature of the proceedings that exempt information 
would be disclosed. 

 
Where the meeting will determine any person’s civil rights or obligations, or adversely 
affect their possessions, Article 6 of the Human Rights Act 1998 establishes a presumption 
that the meeting will be held in public unless a private hearing is necessary for one of the 
reasons specified in Article 6. 

 
9.4 Meaning of exempt information 

 
Exempt information means information falling within the following 7 categories (subject to 
the qualifications and definitions indicated). All categories are subject to a Public Interest 
Test in that exemption is possible if, and only so long as, in all the circumstances, the 
public interest in maintaining an exemption outweighs the public interest in disclosing the 
information. 
 

CATEGORY QUALIFICATIONS/DEFINITIONS 

1. Information relating to any individual.  

2. Information which is likely to reveal 
the identity of an individual. 

 

3. Information relating to the financial or 
business affairs of any particular 
person (including the authority 
holding that information). 

Information is not exempt information if it is 
required to be registered under: 
(a) the Companies Act 1985; 
(b) the Friendly Societies Act 1974; (c)
 the Friendly Societies Act 1992; 
(d) the Industrial and Provident Societies 

Acts 1965 to 1978; 
(e) the Building Societies Act 1986; or 
(f) the Charities Act 1993 
 
Information is not exempt if it relates to 
proposed development for which the Local 
Planning Authority may grant itself planning 
permission pursuant to Regulation 3 of the 
Town and Country Planning General 
Regulations 1992. 
 
‘financial or business affairs’ includes 
contemplated, as well as past or current, 
activities. 
 
‘registered’ in relation to information required 
to be registered under the Building Societies 
Act 1986 means recorded in the public file of 
any building society (within the meaning of 
that Act) 
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CATEGORY QUALIFICATIONS/DEFINITIONS 

4  Information relating to any 
consultations or negotiations, or 
contemplated consultations or 
negotiations, in connection with any 
labour relations matter arising 
between the authority or a Minister of 
the Crown and employees of, or office 
holders under, the authority  

‘Employee’ means a person employed under 
a contract of service. ‘Labour relations 
matter’ means: 
 
(a) any of the matters specified in 

paragraphs (a) to (g) of section 218 
(1) of the Trade Union and Labour 
Relations (Consolidation) Act 1992 
(matters which may be the subject of 
a trade dispute, within the meaning of 
that Act); or 

 
(b) any dispute about a matter falling 

within paragraph (a) above; 
 
and for the purposes of this definition the 
enactments mentioned in paragraph (a) 
above, with the necessary modifications, 
shall apply in relation to office-holders under 
the authority as they apply in relation to 
employees of the authority; 
 
‘office-holder’, in relation to the authority, 
means the holder of any paid office, 
appointments to which are or may be made 
or confirmed by the authority or by any joint 
board on which the authority is represented 
or by any person who holds any such office 
or is an employee of the authority. 

5. Information in respect of which a 
claim to legal professional privilege 
could be maintained in legal 
proceedings. 

 

6. Information which reveals that the 
authority proposes 

(a) to give under any enactment: a notice 
under or by virtue of which 
requirements are imposed on a 
person; or 

 
(b) to make an order or direction under 

any enactment. 

 

7. Information relating to any action 
taken or to be taken in connection 
with the prevention, investigation or 
prosecution of crime. 
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10 Exclusion of access by the public to reports 

 
If the Corporate Director for Strategy and Resources thinks fit, the Council may exclude 
access by the public to the whole or any part of reports which in his or her opinion relate 
to items during which, in accordance with Rule 9, the meeting is likely not to be open to 
the public. Such reports will be marked “Not for publication” together with the category of 
information likely to be disclosed. Specific provisions relating to confidential and exempt 
business considered at private meetings of an executive decision making body are set out 
in rule 15 below. 

 
11 Application of rules to the Executive 

 
Rules 1-10 apply to all meetings of the council.  
 
Rules 11 to 20 apply only to Executive decision making bodies or individuals. 

 
In these rules, ‘decision maker’ means the body by which or the individual by whom an 
executive decision is made. ‘Decision making body’ means either the executive, a 
committee of the executive, a joint committee or sub- committee of a joint committee 
(where all of its members are members of a local authority executive) or an area committee 
exercising executive powers. 

 
12 Procedure before taking key decisions 

 
A key decision (as defined in Paragraph 11 of Part 9 of Section 2 of the Constitution) may 
not normally be taken unless: 

 
(a) a notice* has been published on the Council’s website and made available for 

inspection by the public at the Council’s offices at Loxley House, Station Street, 
Nottingham at least 28 clear days in advance of the decision being taken setting out 
the following: 
(i) that a key decision is to be made on behalf of the Council; 
(ii) the matter in respect of which the decision is to be made; 
(iii) where the decision maker is an individual, that individual’s name, and title, if 

any and, where the decision maker is a decision-making body, its name 
and a list of its members; 

(iv) the date on which, or the period within which, the decision is to be made; 
(v) a list of the documents submitted to the decision maker for consideration in 

relation to the matter in respect of which the key decision is to be made; 
(vi) the address from which, subject to any prohibition or restriction on their 

disclosure, copies of, or extracts from, any document listed is available; 
(vii) that other documents relevant to those matters may be submitted to the 

decision maker; and 
(viii) the procedure for requesting details of those documents (if any) as they 

become available; 

 
(b) in addition, where the decision is to be taken at a meeting of the Executive Board or 

its committees, notice of the meeting has been given in accordance with Rule 4 
(notice of meetings);  
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(c) the notice referred to at 12(a) above, must contain particulars of any matter in 
respect of which the public are to be excluded from a meeting because of the likely 
disclosure of confidential or exempt information or (in the case of a key decision 
taken by an individual) advice provided by a political adviser or assistant but the 
notice must not contain any confidential or exempt information or advice provided by 
a political assistant or adviser. 

 
Exceptions to this general rule are contained in Rules 13 and 14. 

 
13 General Exception – key decisions 

 
(a) Subject to rule 14 below, where it is impracticable to give 28 clear days notice of the 

making of a key decision, that decision may only be made: 
(i) where the proper officer has informed the Chair of the Overview and Scrutiny 

Committee, or if there is no such person, each member of the Overview 
and Scrutiny committee by notice in writing, of the matter about which the 
decision is to be made; 

(ii) where the proper officer has made available at the Council’s offices at 
Loxley House, Station Street, Nottingham for inspection by the public and 
published on the Council’s website a copy of the written notice given to 
overview and scrutiny Councillor(s) referred to in (i) above; and 

(iii) after 5 clear days have elapsed following the day on which the proper officer 
made available the notice referred to in (ii) above; 

 
(b) as soon as reasonably practicable after the Chair of the Overview and Scrutiny 

Committee (or the members of that Committee where there is no Chair) has been 
informed of the intention to take a key decision, the proper officer must make 
available for public inspection at the Council’s offices at Loxley House, Station Street, 
Nottingham and publish on the Council’s website a notice setting out the reasons 
why it was impracticable to give 28 clear days notice of that key decision. 

 
14 Cases of Special Urgency 

 
(a) Where the date by which a key decision must be made, makes compliance with 

rule 13 above impracticable, the decision may only be made where the decision 
maker has obtained agreement that the decision is urgent and cannot reasonably 
be deferred from 
(i) the Chair of the Overview and Scrutiny; or 
(ii) if there is no such person, of if the Chair of the Overview and Scrutiny 
 Committee is unable to act, the Lord Mayor (as chair of the Council); or 
(iii) where there is no Chair of either the Overview and Scrutiny Committee or 
 Lord Mayor, the Sheriff (as Vice Chair of Council); 

. 
(b) as soon as reasonably practicable after the decision maker has obtained 

agreement under (a) above, the decision maker must make available for public 
inspection at the Council’s offices at Loxley House, Station Street, Nottingham and 
publish on the Council’s website a notice that the decision is urgent and cannot 
reasonably be deferred. 

 
15 Procedures prior to private meetings of executive decision making bodies. 
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15.1 Where an executive decision making body of the Council, as defined at Rule 11 
above, intends to hold all or any part of a meeting in private, at least 28 clear days 
before a private meeting, it must make available 
• at the Council’s offices at Loxley House, Station Street, Nottingham; 
• and publish on the Council’s website; 
a notice** stating its intention to hold the meeting in private and providing reasons 
why the meeting is to be held in private. 

 
At least 5 clear days before a private meeting, the decision making body must make 
available at the Council’s offices at Loxley House, Station Street, Nottingham and 
publish on the Council’s website a further notice of its intention to hold the meeting in 
private. The notice must include: 
(a) a statement of the reasons for the meeting to be held in private; 
(b) details of any representations received by the decision making body about 

why the meeting should be open to the public; 
(c) a statement of its response to any such representations. 

 
15.2 Where the date by which a meeting must be held makes compliance with the 

requirement for 28 days notice of a private meeting impracticable, the meeting may 
only be held in private where the decision-making body has obtained agreement from: 
(i) the Chair of the Overview and Scrutiny Committee; or 
(ii) if there is no such person, or if the Chair of the Overview and Scrutiny 
 Committee is unable to act, the Lord Mayor (as Chair of Council); or 
(iii) where there is no chair of either the Overview and Scrutiny Committee or of 

the Council, the Sheriff ( as Vice- Chair of the Council) 
that the meeting is urgent and cannot be reasonably be deferred. 

 
As soon as reasonably practicable after the decision making body has obtained 
agreement as set out above, it must make available at the Council’s offices at Loxley 
House, Station Street, Nottingham and publish on the Council’s website a notice 
setting out the reasons why the meeting is urgent and cannot reasonably be deferred 

 
16 Reports to Council Where the Key Decision Procedure is Not Followed 

 
16.1 When the Overview and Scrutiny Committee can require a report 

 
(a) Where an executive decision has been made and: 

(i) was not treated as a key decision; and 
(ii) a relevant overview and scrutiny committee are of the opinion that the 

decision should have been treated as a key decision; 
that Overview and Scrutiny Committee may require the executive which is responsible 
for the decision to submit a report to Council within such reasonable time period as the 
Committee may specify; 

 
(b) The report must include details of: 

(i) the decision and the reasons for the decision; 
(ii) the decision maker by which the decision was made; and 
(iii) if the executive are of the opinion that the decision was not a key decision, the 

reasons for that opinion. 
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16.2 Executive reports to Council on Special Urgency 

 
The Leader will submit quarterly reports to Council containing details of each executive 
decision taken during the period since the last report where the making of the decision 
was agreed as a case of special urgency (rule 14). The report to Council will set out 
particulars of each decision made and a summary of the matters in respect of which the 
decision was made. 

 
17  Record of executive decisions at meetings 

 
As soon as reasonably practicable after any meeting of a decision making body at which 
an executive decision was made (see paragraph 11 above) whether held in public or 
private, the proper officer or, where no officer was present, the person presiding at the 
meeting, will produce a record of every decision taken at that meeting as soon as 
practicable. The record must include: 
(i)  a record of each decision and the date it was made;  
(ii)  the reasons for each decision; 
(iii) details of any alternative options considered and rejected at that meeting; 
(iv) a record of any conflict of interest declared by any member of the decision making 

body and a note of any dispensation granted by the Head of Paid Service in 
respect of any declared conflict of interest. 

 
18 Individual Decisions (Executive Members and Officers) 

 
18.1  The Constitution only permits the Leader of the Council to take individual Key 

 Decisions and does not authorise other individual members of the Executive to 
do so, although this is permissible by law 

 
18.2 Records of individual decisions by Executive Member an inspection of documents by 

the Public 

 
As soon as reasonably practicable after an Executive decision has been taken by an 
individual member of the Executive s/he will prepare, or instruct the proper officer to 
prepare, a record of the decision. The record will include: 
(i) a record of the decision made and the date it was made;  
(ii)  the reasons for the decision; 
(iii) details of any alternative options considered and rejected by the member 

when making the decision; 
(iv) a record of any conflict of interest declared by the executive member 

within whose remit the decision falls; and 
(v) in respect of any decisions taken by an executive member who has declared a 

conflict of interest, a note of dispensation granted by the Standards 
Committee. 

 
After an executive decision has been taken by an individual member, the record of 
the decision, any report considered and the background papers listed in any report to 
the decision taker must be available for inspection by the public as soon as is 
reasonably practicable. This does not require the disclosure of exempt or confidential 
information or advice from a political assistant. 
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18.3 Records of officer decisions 

 
As soon as reasonably practicable after an officer has made a decision which is an 
executive decision and which has a value of £25,000 or more, the officer must produce a 
written statement which must include: 
(i) a record of the decision including the date it was made;  
(ii) a record of the reasons for the decision; 
(iii) details of any alternative options considered and rejected by the officer when 

making the decision; 
(iv) a record of any conflict of interest declared by an executive member who is consulted 

by the officer which relates to the decision; and 
(v) in respect of any declared conflict of interest, a note of dispensation granted by the 

Head of Paid Service. 

 
After an executive decision has been taken by an officer, the record of the decision, any 
report considered and the background papers listed in any report to the decision taker 
must be available for inspection by the public as soon as is reasonably practicable. 

 
19 Additional Rights of Access for Overview and Scrutiny Committee/ Panels 

 
19.1 Rights to copies 

 
Subject to Rule 19.2 a member of an overview and scrutiny committee will be entitled to 
copies of any document which is in the possession or control of the Executive and which 
contains material relating to: 
(i) any business transacted at a meeting of an executive decision making body; 
(ii) any decision taken by an individual member of the Executive or by an officer under 

executive arrangements. 

 
Any document to which an Overview and Scrutiny member is entitled under this paragraph 
must be provided by the executive as soon as reasonably practicable and in any case no 
later than 10 clear days after the executive receives the request. 

 
19.2 Limit on rights 

 
Members of Overview and Scrutiny Committees are not entitled to copies of: 

 
(a) any document or part of a document that contains exempt or confidential 

information unless that information is relevant to: 
(i) an action or decision that that member is reviewing or scrutinising; or 
(ii) any review contained in any programme of work of such a committee or 

sub- committee; or 
(b) a document or part of a document containing advice provided by a political 

adviser or assistant. (Political adviser/assistant here means a person appointed 
under section 9 of the Local Government and Housing Act 1989 ) 

 
Where the executive decides that a member of the Overview and Scrutiny Committee is 
not entitled to a copy of a document or part of a document for a reason set out in this 
paragraph, it must provide the Overview and Scrutiny Committee with a written statement 
setting out its reasons for that decision. 
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20 Additional rights of access for Councillors 

 
20.1  Material relating to executive business to be transacted at a public meeting. 

 
All Councillors will be entitled to inspect any document which is in the possession or under 
the control of the Executive Board or its committees and such a document must be made 
available for inspection at least 5 clear days before the meeting at which the decision is to 
be taken. Where a meeting is convened at shorter notice such a document must be 
available at the time the meeting is convened and where an item is added to an agenda at 
shorter notice such a document must be available for inspection when the item is added to 
the agenda. 

 
20.2  Material relating to executive business transacted at a private meeting or to a 

decision by an individual member or an officer 

 
Immediately after a decision is made at any private meeting or is taken by an individual 
member or an officer (and in any event within 24 hours of the conclusion of the meeting or 
the decision having been made), any document which is in the possession or under the 
control of the Executive and contains material relating to that decision shall be open to 
inspection by all Councillors unless either (a) or (b) below applies: 
(a) it contains exempt information falling within paragraphs 1, 2, 4, 5 and 7 of the 

categories of exempt information and paragraph 3 (to the extent that the information 
relates to any terms proposed or to be proposed by or to the authority in the course 
of negotiations for a contract); or 

(b) contains the advice of a political adviser. 

 
The rights outlined in rule 20 are in addition to any other rights that a member of a council 
may have. 

 

Notes 

 
*The 28 day notice of key decisions and **the 28 day notice of business intended to be 
conducted in private meetings of executive decision making bodies, are combined and 
published by the City Council as the Notice of Key Decisions and Private Meetings of the 
Executive. 
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Officer Employment Procedure Rules (Standing Orders on Employment Matters) 

 
1. General Human Resource Management 
 
For the purposes of the Officer Employment Procedure Rules the following categories are 
used: 

 
(a) ‘Chief Officer’ includes the following: 

a. Chief Executive (on the basis of appointment as Head of Paid Service); 
b. Corporate Directors (on the basis that with respect to all or most of their duties 

they report directly to or are directly accountable to the Head of Paid Service); 
c. any Strategic Directors who with respect to all or most of their duties report 

directly to or are directly accountable to the Head of Paid Service; 
d. any other officer who with respect to all or most of their duties reports directly 

to or is directly accountable to the Head of Paid Service; 
e. any other officer who, with respect to all or most of their duties is required to 

report directly to or is directly accountable to full Council or any committee or 
sub-committee of the Council; 

f. Monitoring Officer; 
g. Chief Finance Officer; 
h. Director of Public Health; 
 

(b) ‘Deputy Chief Officer (Director level or above)’ includes the following: 
a. any Strategic Director or Director who with respect to all or most of their duties 

reports directly to or is directly accountable to a Chief Officer; 
 

(c) ‘Deputy Chief Officer (below level of Director)’ includes the following 
a. any officer below the level of Director or Strategic Director who with respect to 

all or most of their duties reports directly to or is directly accountable to a Chief 
Officer. 

To avoid any doubt, a person will not be deemed to be a Chief Officer or Deputy Chief 
Officer if her or his duties are solely secretarial or clerical or another form of support 
services; 
 

(d) ‘all other officers’ includes all officers who do not fall into the definition of Chief Officer 
or Deputy Chief Officer (including Directors who as respects all or most of their duties 
report directly to or are directly accountable to a Deputy Chief Officer). 

 
1.1 The Chief Executive has overall corporate management and operational responsibility 

for all staff (unless otherwise stated in these rules). This includes the functions of 
appointment, dismissal and disciplinary action. 

 
1.2 Chief Officers below the level of Chief Executive have delegated powers on human 

resource matters within their work areas, but must make decisions subject to relevant 
national and local conditions of service and policies of the Council. The Proper Officer 
(currently the Director for HR and Transformation) must give written approval before 
any decisions which relate to remuneration and benefits which are outside the 
Council’s established policies are approved by a relevant Chief Officer. 

 
1.3 Unless otherwise stated in these rules, Chief Officers below the level of Chief 

Executive can delegate their powers and responsibilities to appropriate Directors and 
Managers.  
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2. Officer Appointments 
 
Appointment of Chief Officers 
 

2.1. The Appointments and Conditions of Service Committee (ACOS) is responsible for 
carrying out the appointment process for all Chief Officers (except for Chief Officers 
below the level of Director).1 
 

2.2. In such cases, the Proper Officer (currently the Director for HR and Transformation) 
will ensure that: 
(a) a job description and person specification is drawn up that details the duties of 

the officer concerned and the qualifications or qualities required of the person 
to be appointed; 

(b) the post is advertised in such a way that is likely to bring it to the attention of 
people who are qualified to apply for it; 

(c) the job description, person specification and relevant information regarding 
Nottingham, the City Council and the role are sent to any person; 

(d) ACOS (or a politically balanced panel of ACOS members appointed by it) 
carries out the recruitment process at the long listing and shortlisting stages.  

 If the Chair of ACOS considers that long listing and/ or short listing need to 
take place prior to the next scheduled meeting of the Committee s/he may 
propose (by email) to establish a politically balanced panel of ACOS members 
to be agreed by all Committee members; 

(e) ACOS undertakes the final interview stage; 
(f) ACOS will then seek the views of the Executive.2The Proper Officer (currently 

the Director for HR and Transformation) will inform every member of the 
Executive of the name of the prospective appointee, of anything else which is 
relevant to the appointment and will give a timescale for the Leader to make 
any objection on her/ his own behalf or on behalf of one or more Executive 
members. This must be done before an unconditional offer of appointment is 
made.  

 
2.3. Power is delegated to the Chief Executive or other officers nominated by the Chief 

Executive to carry out the appointment process for Chief Officers below the level of 
Director subject to fulfillment of the procedures at 2.2(a), 2.2(b), 2.2(c). In addition the 
Proper Officer (currently the Director for HR and Transformation) will inform every 
member of the Executive of the name of the prospective appointee, of anything else 
which is relevant to the appointment and will give a timescale for the Leader to make 
any objection on her/ his own behalf or on behalf of one or more Executive members. 
This must be done before an unconditional offer of appointment is made.  

 
2.4. If it is proposed to appoint a Chief Officer exclusively from among existing officers, the 

procedure at 2.2 above will apply, apart from 2.2(b) and 2.2(c) or 2.3 as relevant.  
 

2.5. ACOS can approve the appointment of a Chief Officer only if the Leader makes no 
objection on her/ his own behalf or on behalf of one or more Executive members, or if 
ACOS is satisfied that any objections made within the specified timescales are not 
material or well-founded. 
 

                                                           
1 Local Authority (Standing Orders) (England) Regulations 2001 

2 Local Authority (Standing Orders) (England) Regulations 2001  
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Appointment of Deputy Chief Officers (Director level or above) 
 

2.6. Power is delegated to the Chief Executive, Deputy Chief Executive or other Chief 
Officers nominated by the Chief Executive to appoint Deputy Chief Officers (Director 
level or above) in consultation with a politically balanced interview panel3 consisting of 
five Councillors. In the event that it is not possible to convene an interview panel 
consisting of five Councillors, a politically balanced panel of no fewer than three 
Councillors should be convened. 

 
2.7. The Chief Executive, Deputy Chief Executive or nominated Chief Officer will chair the 

interview panel and make the decision on the appointment, in consultation with 
members of the panel. 

 
2.8. Following notification by the panel chair, the Proper Officer (currently the Director for 

HR and Transformation) will inform every member of the Executive Board of the 
name of the prospective appointee, of anything else which is relevant to the 
appointment and will give a timescale for the Leader to make any objection on her/ 
his own behalf or on behalf of one or more members of the Executive.4 
 

2.9. The Chair of the panel can approve and offer the appointment only if the Leader 
makes no objection on her/ his own behalf or on behalf of one or more Executive 
members, or if the panel is satisfied that any objections made within the specified 
timescales are not material or well-founded. 

 
Appointment of Deputy Chief Officers (below level of Director) 
 

2.10. Power is delegated to the Chief Executive , Deputy Chief Executive or other Chief 
Officers nominated by the Chief Executive to appoint Deputy Chief Officers (below 
level of Director).  
 

2.11. Prior to confirmation of appointment the Proper Officer (currently the Director for HR 
and Transformation) will inform every member of the Executive Board of the name of 
the prospective appointee, of anything else which is relevant to the appointment and 
will give a timescale for the Leader to make any objection on her/ his own behalf or on 
behalf of one or more members of the Executive.5 
 

2.12. The appointing officer can approve and offer the appointment only if the Leader 
makes no objection on her/ his own behalf or on behalf of one or more Executive 
members, or if the panel is satisfied that any objections made within the specified 
timescales are not material or well-founded.  
 
Appointment of the Head of Paid Service 
 

2.13. Full Council must approve the appointment of the officer designated as Head of Paid 
Service. 
 
Appointment of Director of Public Health 
 

                                                           
3In this context and throughout these Employment Procedure Rules, political balance should be interpreted as 
requiring one minority councillor. 
4 Local Authority (Standing Orders) (England) Regulations 2001  
5 Local Authority (Standing Orders) (England) Regulations 2001  
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2.14. Specific requirements apply to the appointment of the Director of Public Health 
(DPH). The DPH must be appointed jointly by the Council and the Secretary of State 
(in practice Public Health England). 
 

2.15. The Chair of the Health and Wellbeing Board will establish an appointment panel to 
include (in addition to her/himself): 

 the Chief Executive; 

 an external professional assessor, appointed after consultation with the Faculty 
of Public Health (and who must be geographically distant from the locality 
where the post is being advertised); 

 a senior local NHS representative; 

 the Public Health England (PHE) regional director or a senior professionally 
qualified member of Public Health acting on her or his behalf. 

 
2.16. In addition to the five core members, the Chair of the Health and Wellbeing Board can 

appoint additional members to the panel as s/he thinks appropriate, but the majority 
of the panel should consist of Nottingham City Council employees and professional 
members. PHE and the Faculty of Public Health must be consulted for advice and 
recommendations on panel membership. Roles in the appointment of the DPH are 
clearly outlined in government guidance.6 
 

2.17. The Chair of the Health and Wellbeing Board will chair the appointment panel and 
make the decision on the preferred candidate in consultation with members of the 
panel. 
 

2.18. Following notification by the panel Chair, the Proper Officer (currently the Director for 
HR and Transformation) will inform every member of the Executive Board of the 
name of the prospective appointee, of anything else which is relevant to the 
appointment and will give a timescale for the Leader to make any objection on her/ 
his own behalf or on behalf of one or more members of Executive Board. 
 

2.19. If the Leader makes no objection on her/ his own behalf or on behalf of one or more 
Executive members, or if the panel is satisfied that any objections made within the 
specified timescales are not material or well-founded the chair of the panel will write 
to the PHE Regional Director notifying her/ him of the preferred candidate.  
 

2.20. The PHE Regional Director must be involved in all stages of the decision making 
process for the appointment and the appointment cannot be confirmed without 
agreement on behalf of the Secretary of State for Health. 
 

2.21. As the DPH acts as a Chief Officer, the appointment process will also have to comply 
with paragraph 2.2 (a), (b) and (c). 
 
 
 
 
 

                                                           
6 Directors of Public Health in Local Government: Guidance on appointing directors of public health, 

Public Health England 

/ Faculty of Public Health/ Local Government Association, 2013 
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Appointment of all other officers 
 

2.22. Chief Officers below the level of Chief Executive are responsible for all other officer 
appointments, including Directors who are not Deputy Chief Officers under delegated 
powers as set out in 1.2 and 1.3 above. 

 
3. Severance 

 
3.1 The Appointments and Conditions of Service Committee (ACOS) determines 

redundancies, ill health retirements, flexible retirements and terminations of 
employment by mutual agreement on the grounds of business efficiency under the 85 
year rule, in the interests of the efficient exercise of the Council’s functions for the 
Chief Executive, Deputy Chief Executive, Corporate Directors and Directors under the 
Local Government (Early Termination of Employment) (Discretionary Compensation) 
(England and Wales) Regulations 2006 (‘the DCR’). 

 
ACOS can award additional LGPS (Local Government Pension Scheme) pension for 
the Chief Executive, Deputy Chief Executive, Corporate Directors and Directors in the 
event of a proposed dismissal. The Committee must notify the proper officer 
(currently the Director for HR and Transformation) and the Executive and carry out 
consultation with nominated councillors. Approvals must be as specified in these 
Rules. 
 
ACOS also determines redundancies, ill health retirements, flexible retirements and 
terminations of employment by mutual agreement on the grounds of business 
efficiency for employees at Director level and above who are eligible to be members 
of a pension scheme other than LGPS. 

 
3.2 Below the level of Director, the Chief Executive determines flexible retirements and 

terminations of employment by mutual agreement (both in relation to employees who 
are eligible to be members of LGPS or of another pension scheme)on the grounds of 
business efficiency under the 85 year rule and in the interests of the efficient exercise 
of the Council’s functions under the Local Government (Early Termination of 
Employment) (Discretionary Compensation) (England and Wales) Regulations 2006 
(‘the DCR’). However, ACOS determines terminations of employment by mutual 
agreement on the grounds of business efficiency under the DCR for employees 
where any proposed compensation payment is more than £30,000. 

 
The Chief Executive can award additional LGPS pension for any employee below the 
level of Director.  

 
Any other termination of employment of an employee below the level of Director 
(including redundancies) will be determined by the Chief Executive or an employee 
nominated by the Chief Executive. This includes employees who are eligible to be 
members of a pension scheme other than LGPS.  

 
3.3 ACOS and the Chief Executive (and anyone nominated by the Chief Executive) must 

make all decisions in relation to paragraphs 3.1 and 3.2 above in accordance with 
and within the terms of: 
(i) the Council’s policies under the Local Government Pension Scheme 

Regulations 2013 or The Local Government Pension Scheme (Miscellaneous 
Amendments) Regulations 2014; 
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(ii) the Council’s policies under the Local Government (Early Termination of 
Employment) (Discretionary Compensation) (England and Wales) Regulations 
2006); and 

(iii) with respect to employees who are eligible to be members of a pension 
scheme other that LGPS, any relevant legislation relating to the pension 
scheme and related Council policies. 

 
4. Disciplinary Action and Dismissal 
 
4.1 ‘Disciplinary action’ in relation to a member of Council staff means any action arising 

from alleged misconduct which, if proved, would, according to the usual practice of 
the Council, be recorded on the member of staff’s personal file. It includes any 
proposal to dismiss a member of staff for any reason other than redundancy, 
permanent ill health or infirmity of mind or body. It does not include failure to renew a 
contract of employment for a fixed term unless the Council has undertaken to renew 
such a contract.  
 

4.2 The majority and opposition group(s) will each nominate one Councillor to be kept 
informed of and consulted on matters which relate to potential formal disciplinary 
and/or capability issues concerning Chief Officers. These nominations are submitted 
to the Corporate Director for Strategy and Resources on an annual basis. 
 
Disciplinary action (including dismissal) against the Head of Paid Service (Chief 
Executive), the Chief Finance Officer or the Monitoring Officer7 

 
4.3 See Appendix A on page 38 below. 

 
Disciplinary Action (including dismissal)against Chief Officers other than the Head of 
Paid Service (Chief Executive), the Chief Finance Officer or the Monitoring Officer8 

 
4.4 The Chief Executive is responsible for taking disciplinary action against, and for 

dismissing, the Deputy Chief Executive and other Chief Officers (other than the Chief 
Finance Officer and Monitoring Officer).In all cases, nominated councillors must be 
consulted before any formal action is taken. 
 

4.5 Before giving notice of dismissal, the Proper Officer (currently the Director for HR and 
Transformation) will inform every member of the Executive Board. S/he will inform 
them of the name of the person who they propose to dismiss, provide any details 
relevant to the dismissal and will give a timescale for the Leader to make any 
objection to the dismissal on her/ his own behalf or on behalf of one or more 
members of the Executive.9 If, in the opinion of the Chief Executive, the Leader 
makes no material or well-founded objection on her/ his own behalf or on behalf of 
one or more members of Executive, the dismissal can take place. 
 

4.6 In the case of the Director of Public Health, (in addition to requirements relating to 
disciplinary action against Chief Officers), the Chief Executive or nominated Officer 
must consult with Public Health England (on behalf of the Secretary of State) before 
giving notice of dismissal. The Chief Executive may suspend the DPH from duty while 
this consultation takes place. Public Health England will normally provide the 

                                                           
7 The Local Authorities (Standing Orders) (England) (Amendment) Regulations 2015 para 2(2) and para (5)(a) 
8 The Local Authorities (Standing Orders) (England) (Amendment) Regulations 2015 para 2(2) and para (5)(a) 
9 Local Authority (Standing Orders) (England) Regulations 2001  
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Secretary of State’s formal response within a maximum of 28 days, but cannot veto 
the Council’s final decision on dismissal. 

 
If, at any time, the Secretary of State believes that the DPH is not properly carrying 
out any Secretary of State function that has been delegated to the Council s/he can 
direct the authority to review the DPH’s performance, to consider taking particular 
steps, and to report back. (This power does not extend to the DPH’s performance in 
relation to the Council’s own health improvement duties). 
 
Disciplinary Action (including dismissal) against Deputy Chief Officers 
 

4.7 The Chief Executive, Deputy Chief Executive or another Officer nominated by the 
Chief Executive, is responsible for taking disciplinary action against, and for 
dismissing, Deputy Chief Officers (whether at Director level or above or below). In all 
cases relating to Deputy Chief Officers at Director level or above, nominated 
Councillors must be consulted before any formal action is taken.  

 
4.8 Before giving notice of dismissal, the Proper Officer (currently Director for HR and 

Transformation) will inform every member of the Executive Board. S/he will inform 
them of the name of the person who they propose to dismiss, provide any details 
relevant to the dismissal and will give a timescale for the Leader to make any 
objection to the dismissal on her/ his own behalf or on behalf of one or more 
members of the Executive10 If, in the opinion of the Chief Executive or nominated 
Officer, the Leader makes no material or well founded objection on her/ his own 
behalf or on behalf of one or more members of Executive, the dismissal can take 
place. 

 
4.9 The nominated Councillors must be consulted if there are proposals for Chief Officers 

or Deputy Chief Officers (Director level or above) to leave the employment of the 
Council on terms which include compensation. Following this consultation, a report 
must be submitted to the next meeting of the Appointments and Conditions of Service 
Committee for approval and proposals can only be approved if the Leader makes no 
material or well-founded objection on her/ his own behalf or on behalf of one or more 
members of the Executive. 

 
4.10 Nominated Councillors must be informed before arrangements are agreed to transfer 

or temporarily second Corporate Directors or Directors to manage other directorates 
or divisions.  

 
Disciplinary action (including dismissal) against all other officers 

 
4.11 Relevant Corporate Directors are responsible for disciplinary action which affects 

officers below Deputy Chief Officer under delegated powers, as set out in paragraph 
1.2 above (with the exception of political assistants – see paragraph 5). 

 
5. Assistants to political groups 
 
5.1 Any appointment, disciplinary action and dismissal of an assistant to a political group 

must be made in accordance with the wishes of that political group and the relevant 
statutory requirements. 

 
                                                           
10 Local Authority (Standing Orders) (England) Regulations 2001  
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6. Settlement of Employment Cases 
 
6.1 Corporate Directors and the Director of Public Health have the authority to agree 

offers of settlement in Employment Tribunal cases, subject to agreement in advance 
by: 

 the Proper Officer (currently the Director for HR and Transformation) in respect 
of settlements up to £14,999 (whether in respect of a single claim or in a multi-
party claim with a total settlement sum up to £14,999); 

 the Chief Executive in respect of offers of £15,000 or more (whether in respect 
of a single claim or in a multi-party claim with a total settlement sum of £15,000 
or more). 
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APPENDIX A 
 
Disciplinary Procedure for Local Authority Chief Executives 
 

Investigating and disciplinary committee convened (IDC) 
This should be a standing committee of the Council 

 
 

 

The IDC considers the allegation[s] 
The Chief Executive should be asked for comments. In the light of the 

Chief Executive’s comments and having carefully considered the 
complaint / allegation the IDC may decide on any of the following 

actions 

 
 

 

Option 1. 
No further action. This should be 
immediately communicated to the 

Chief Executive and the 
complainant notified if necessary. 

Option 2. 
Informal un-recorded oral 

warning 
If the matter is not serious but there 
is some minor fault or error on the 

part of the Chief Executive then the 
IDC can issue an informal un- 

recorded warning 

Option 3 
Case to answer / further 
investigation required 

If following consideration of the 
Chief Executive’s response the 

IDC believes that the case 
cannot be dismissed and 

requires further investigation 
and that, if the allegations were 
to be upheld they would result in 

a sanction greater than an 

Appointment of the Independent Investigator (II) 
An Independent Investigator is appointed- 

A list of suitably qualified individuals should be maintained by the 
Joint Secretaries. This could operate as a taxi rank system  or the 

authority could be given three names from which the  Chief 
Executive could pick. Only genuine conflicts of interest etc. 

should be acceptable reasons for rejection by the Chief 
Executive. If the Chief Executive will not agree within 14 days  
the Council should be free to appoint their choice from the list. 

 

 
 
 
 

Role of the II 
In practice it should be for the II to determine the process they 

will follow. This will be dependent upon the nature of the 
allegations and availability of information. However, the JNC’s 
preferred process is ‘Evidence Collection and Investigation’. 

informal warning, the IDC 
should appoint an Independent 

Investigator, II, and consider 
suspension. 

 
 
 
 

Suspension 
The chair of the IDC should 
have delegated authority to 

suspend. Suspension should 
be reviewed after a period of 

two months and only extended 
following consultation with the 

II and consideration of any 
objections / representations 

from the Chief Executive 

 
 

 

Evidence collection and 

investigation 

It may be a process of evidence 

gathering, hearing submissions etc. 

which will lead to the formulation of 

a recommendation for 

consideration by the IDC. 

Hearing the case 

Alternatively the II may hear the case. 
If the II hears the case both parties will have the usual 
opportunities to present evidence and cross examine 

witnesses etc. At the hearing both parties are afforded 
the opportunity to be represented by an individual of 

their choice, although representation for the Chief 
Executive should be obtained at his / her expense. 
Following the hearing the II will produce a report for 

consideration by the IDC. 

 
 
 

The report of the II 

Irrespective of the manner in which the II investigates the case on completion of their investigation the II must 
prepare a report with recommendations and rationale for submission to the IDC. 
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Consideration and Decision of the IDC 

If the II has held a full hearing the IDC will limit their hearing to a consideration of the II’s report. They may decide to  
call witnesses for clarification. The Chief Executive and II should attend this meeting and both parties afforded the 

opportunity to summarise their case. The hearing should be conducted in accordance with the ACAS code of practice.  
If the II did not hear the case then the IDC should now afford the Chief Executive the opportunity for a hearing to allow  

the postholder to challenge the recommendations of the II, call witnesses etc. The same rule regarding costs of 
representation would apply in this context 

 
 
 

 
Recommendations of the IDC 

Following either consideration of the report of the II or a full hearing of the case the IDC will essentially have three 
options 

1. No case to answer 
2. Disciplinary action short of dismissal 
3. Dismissal 

 
 
 
 

 
No case to answer 

Appropriate communication 
should be prepared in agreement 

with the Chief Executive to 
ensure that as far as possible 

there is no damage to the 
postholder’s reputation. The IDC 
should consider reimbursement 

of any reasonable expenses 
incurred by the employee. 

 

 

Action short of dismissal 
A decision to take action short of 

dismissal should be communicated in 
writing to the Chf Exec with rationale 

for the decision. The Chf Exec has the 
right of appeal to the appeals 

committee against this decision 

 

 

 

Recommendation to dismiss   
If there is a recommendation to 

dismiss, the reports of the IDC and 
the II should then be sent to 

Independent Panel (IP) for its 
consideration. The Chief Executive 

may make written representations to 
the IP

Composition, role and process of the IP 
The IP should be a committee of the Council, appointed under section 102(4) of 

the Local Government Act 1972, and should comprise only independent 
persons (at least two) appointed under S28(7) of the Localism Act 2011. 

Appropriate training should be provided to these Independent members. Both 
parties should be present or represented* at the meeting. The IP should receive 
any oral representations from the Chief Executive, in which case it should invite 
any response on behalf of the IDC to the points made, and may ask questions of 
either party.  The IP should review the decision and prepare a report for Council. 

This report should contain clear rationale if they disagree with the 
recommendation to dismiss. 

 
*  the IDC should nominate a person to attend on its behalf 

 

Report to full Council 
Following consideration by the IP a report should be presented to Council. 
This report should comprise the recommendation of the IDC, the II’s report 
and any comments on the recommendation for dismissal from the IP. In the 

light of this information Council should consider the recommendation to 
dismiss. The Chief Executive should be provided with a right of appeal 

against the decision and allowed to attend this meeting and address Council. 
The II may also be invited to attend to provide clarification if required. 
Following this consideration Council should either confirm or reject the 

recommendation to dismiss. It may at this stage impose a lesser sanction. 
This stage in the process constitutes the Chief Executive’s final right of 

appeal. 
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Standing Orders 

 
Full Council 

 
Despatch of Council summons and accompanying reports 

 
1 The summons to attend a meeting of the Council and all reports referred to in the 

summons will be sent to Councillors at least 5 clear days before the meeting 
concerned. Meetings of the Council, other than Extraordinary meetings, are 
normally fixed at the Annual Meeting. 

 
Submission of motions and questions by Councillors 
 
2 (a) Motions must be in writing, signed by the mover, and received by the 

Corporate Director for Strategy and Resources 8 clear working days prior to 
the day of the meeting. No motion will be inserted in the summons for any 
meeting of the Council unless it is received by this deadline. 

(b) Questions must be: 
i. in writing; 
ii. signed by the questioner; 
iii. received by the Corporate Director for Strategy and Resources by 

9.00am on the working day before the meeting of the Council at which 
they are to be asked; 

iv. submitted together with a statement indicating whether questions are for 
oral or written response in accordance with Standing Orders 2(d) and 
2(e). 

(c) In order to ensure the factual accuracy of questions submitted by Councillors: 
i. the Corporate Director for Strategy and Resources may refer questions 

back to the questioner if the question contains factual inaccuracies; 
ii. in cases where the inaccuracy is extreme, and the inaccuracy will cause 

reputational damage to the Council, the Lord Mayor will have the 
discretion (in consultation with the Corporate Director for Strategy and 
Resources) to refuse the question.  

(d) Questions for oral response 
 Each political group can submit up to four questions and independent 

Councillors i.e. those not part of a political group can submit one question 
each for oral response at the meeting.  Responses to the questions will be 
provided by: 
i. the City Council’s lead Councillors on the Nottinghamshire and City of 

Nottingham Fire and Rescue Authority to questions on the discharge 
of that authority’s functions;  

ii. a Councillor on the Executive Board on any matter within their remit; or 
iii. the Chair of a committee or the Chair of any other City Council body to 

questions on any matter within their remit. 
Following the response to an oral question a maximum of three 
supplementary questions may be asked by any Councillor, but they must 
relate directly to the initial question. The original questioner has the right to 
ask one supplementary question within the three supplementaries.  Any 
decision as to the direct relationship of the supplementary questions to the 
original question shall be made by the Lord Mayor (or in their absence, the 
Sheriff or Chair) whose decision shall be final.  
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(e)     Questions for written response 
Each political group can submit up to 4 questions and independent Councillors 
i.e. those not part of a political group can submit 1 question each for written 
response.  Questions submitted for written response will receive a written 
answer which will be provided to all Councillors within 5 working days of the 
meeting concerned and included in the minutes of that meeting.  

 
Submission of petitions and questions by citizens 

 
3 30 minutes will be allocated at any meeting of the Council, except for any 

Extraordinary meetings, to consider questions submitted by citizens and ‘standard’ 
petitions as follows: 

 
(a) Questions from citizens 

Questions may be submitted for oral response at a meeting of Council by 
citizens who live or have a business address (but not employees of 
businesses) within the City boundary. Questions must: 

i. relate to Council services but not be about individual or personal 
issues;  

ii. be concise and concern a single subject;   
iii. not be in several parts; 
iv. be in writing and addressed to a member of Executive Board, the 

Chair of a committee or the Chair of any other City Council body on a 
matter within their remit; 

v. be submitted by 9.00 am 2 clear working days before the meeting of 
Council at which they want the question to be asked.  

The Lord Mayor will have discretion over the questions which may be asked 
at a Council meeting under this procedure.  

(b) Petitions 

Petitions may be submitted at a meeting of Council by citizens that live or 
have a business address (but not employees of businesses) within the City 
boundary. 

i. Standard 

Standard petitions (as defined under the Council’s Petitions Scheme) 
may be submitted by Councillors, on behalf of citizens, and may be 
accompanied by a statement of no more than two minutes in 
length to be read by a Councillor on behalf of the organiser of the 
petition. Councillors must ensure that the petition organiser lives or 
has a business address (but not be an employee of a business) 
within the City boundary, before they submit the petition. 

ii. Requiring debate 

Petitions under this category of the Council’s Petitions Scheme (i.e. 
in excess of 5000 signatures) must be submitted to the Head of 
Legal and Governance at least 12 working days prior to the date of 
the Council meeting. In the event of more than one petition being 
received, the Lord Mayor, having regard to the business to be 
transacted at a Council meeting, shall have discretion to determine at 
which meeting a petition shall be considered. 

 
The petition organiser will be allocated 5 minutes to present the 
petition then the petition may be debated for a maximum of 15 
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minutes, or at the discretion of the Lord Mayor. The relevant Portfolio 
Holder(s) will present a provisional written response to the petition to 
inform discussion and to help full Council agree a response. 

 
 
Order of business 

 
4 At meetings of the Council, other than Extraordinary meetings and post-election 

Annual Meetings, the order of business will be as follows: 

 
(a) to choose a person (who is not a member of the Executive Board) to preside 

if the Lord Mayor and Sheriff are absent; 
(b) apologies for absence; 
(c) declarations of interests by Councillors and colleagues; 

(d)  in accordance with Standing Order 3, to receive any petitions from citizens 
and, without discussion, answers to questions from citizens.  Answers to be 
given by a Councillor on the Executive Board, the Chair of a committee or the 
Chair of any other City Council body to questions on matters within their remit; 

(e) to read the minutes of the last meeting of the Council to approve them, 
subject to any amendments. At an Extraordinary meeting of the Council, the 
minutes of the last meeting may be confirmed at the next ordinary meeting. 
Where the minutes correctly record any comment made concerning a 
Councillor, that Councillor shall have the right to comment on the factual 
accuracy of the comment itself; 

(f)     i.    to receive official communications; 
ii. to receive announcements from the Leader of the Council and/or the 

Chief Executive; 
(g) in accordance with Standing Order 2(d) to receive, without discussion, 

answers to questions from Councillors.  Answers to be given by: 
i. the City Council’s lead Councillors on the Nottinghamshire and City of 

Nottingham Fire and Rescue Authority to questions on the discharge 
of that authority’s functions; 

ii. a Councillor on the Executive Board on any matter within their remit; 
or 

iii. the Chair of a committee or the Chair of any other City Council body to 
questions on any matter within their remit; 

(h) statutory Council business;  
(i) reports from: 

i. the Standards Committee; 
ii. the Overview and Scrutiny Committee; 
iii. the Leader or Deputy Leader of the Council; 
iv. other Councillors on the Executive Board with portfolios; 
v. the Audit Committee; 
vi. non-Council bodies, as determined by the Executive Board;  

(j) motions in the order they were submitted; 
(k) other business set out in the notice convening the meeting;  
(l) appointments; 
(m) business which, in the opinion of the Lord Mayor or Chair, should be 

considered at the meeting as a matter of urgency. 
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5 The Council may, at any meeting, vary the order of business if two-thirds of the 
Councillors present and voting agree. 

 
Rules of Debate 

 
6 Before the start of the debate on any item, the Lord Mayor or Chair will ask which 

Councillors wish to speak and a note shall be taken of those Councillors. 

 
7 An amendment must: 

(a) be in writing, signed by the mover and delivered to the Lord Mayor or Chair 
immediately upon being seconded; 

(b) have reference to the subject matter of the original motion or 
recommendation and not have the effect of negating (cancelling) that motion 
or recommendation. 

 
8 Following receipt of an amendment which is found to be in order, the Lord Mayor or 

Chair shall ask which Councillors wish to speak on the amendment and a note will 
be taken of those Councillors. A further amendment may not be moved until the 
Council has decided on any earlier amendment. 

 
9 If an amendment is carried (agreed), the motion or recommendation as amended 

takes the place of the original motion or recommendation and becomes the motion 
or recommendation to which any further amendment may be moved. The right of 
reply in respect of an amended motion or recommendation belongs to the mover of 
the successful amendment, or of the last such amendment if there is more than 
one. 

 
10 A Councillor shall not speak more than once on any motion, report or amendment, 

except on a point of order or in exercising a right of reply. The mover of an original 
motion or recommendation will have the right of reply at the close of a debate on the 
motion or recommendation immediately before it is put to the vote or before a motion 
is put “that the debate is now adjourned” or “that the Council now adjourn”. If an 
amendment is proposed, then: 
(a) the mover of the original motion or recommendation, or of the last successful 

amendment, will be entitled to speak on any amendment to the motion or 
recommendation immediately before the reply, and 

(b) the mover of the amendment will have the right of reply at the close of the 
debate on the amendment immediately before it is put to the vote or before a 
motion is put “that the debate is now adjourned” or “that the Council now 
adjourn”. 

 
11 No motion, report or amendment will be debated until it is moved and 

seconded. A Councillor, when seconding may, if he/she then discloses his/her 
intention to do so, reserve his/her speech until a later period in the debate. A motion 
or report which is moved but not seconded will be put immediately to the vote 
without debate. 

 
12 A Councillor who has not spoken on the question before the Council may, at the 

conclusion of a speech of another Councillor, move without comment (provided that 
he/she has not previously moved to the same effect whilst the same question is 
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under discussion): 
(a) “that the question is now put”;  
(b) “that the debate is adjourned”;  
(c) “that the Council now adjourn”; 
on the seconding of which the Lord Mayor or Chair, if in his/her opinion the question 
before the meeting has been sufficiently discussed, will, subject to the right of reply, 
put that motion to the vote.  The motion will be carried if it is passed by two-thirds of 
the Councillors present and voting. 

 
13 A Councillor shall stand when speaking and shall address the Lord Mayor or Chair.  If 

standing would cause a councillor to experience discomfort or difficulty, then they are 
permitted to remain seated whilst speaking or raising a point of order. 

 
14 Whenever the Lord Mayor or Chair rises during a debate a Councillor then speaking 

or standing shall resume his/her seat and the Council shall be silent. 
 

15 A Councillor may rise to a point of order during a debate, provided that he/she does 
no more than call attention to the alleged breach of order: 
(a) a Councillor may not, upon the pretext of raising a point of order, express 

differences of opinion or contradict a speaker; 
(b) the point of order must be very briefly stated to the Lord Mayor or Chair in 

the form of a question and identifying the relevant standing order.  A 
Councillor, having raised it, shall at once resume his/her seat and the point 
raised will be decided by the Lord Mayor or Chair; 

(c) a Councillor, against whom a point of order is being raised, must sit down 
until the Lord Mayor or Chair has given his/her decision. 

The following will be recognised as breaches of order:  
(d) violation of any Standing Order; 
(e) discussion of a question not before the meeting. 

 
16 Where a meeting of the Council is still in progress at 9.30 pm: 

(a) the Lord Mayor or Chair will require discussion to be discontinued and no 
further discussion will take place; 

(b) if any question under discussion is a motion, it will immediately be put to 
the vote without the exercise of any right of reply; 

(c) any outstanding matters will then, in the order in which they appear on the 
summons, be formally moved and seconded, without comment, and put to 
the vote without debate; 

(d) the Lord Mayor or Chair will declare the meeting closed. 

 
17 The ruling of the Lord Mayor or Chair on all questions of Standing Orders and 

all matters arising in debate will be final and will not be open to discussion. 

 
Time Limits 
 
18 (a) Questions to Councillors 
  A Councillor responding to a question under Standing Orders 2(d) and 3(a) will 

be allowed a maximum of 10 minutes to respond. Responses to any 
supplementary questions will be subject to a 5 minute limit. 

(b) Speaker times on agenda items 
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A proposer of a report, motion or amendment will be allowed a maximum of 15 
minutes to speak on that item.  The seconder of the report, motion or 
amendment, and the principal opposition speaker will be allowed a maximum 
of 10 minutes.  Each other speaker on a report, motion or amendment 
(including those exercising a right to reply) will be allowed a maximum of 5 
minutes. In all cases the time limits specified may be changed at the sole 
discretion of the Lord Mayor (or in their absence, the Sheriff or Chair). 
 

Voting 

 
19 Voting on all questions will be by show of hands, subject to any legal requirement. 

Where, immediately after a vote is taken, any Councillor requests that their vote be 
recorded, the minutes of the meeting will record whether he/she voted for or against 
the question or abstained. 

 
In all cases of elections to office, except where by law it is otherwise provided, the 
votes of the Council will first be taken for all nominated persons.  Each person voting 
will vote for only one of the nominated persons. After the first voting the names of 
any persons nominated who received no votes, and the name of the person who 
received the fewest votes will be withdrawn from further voting.  If more than one 
person receives the smallest number of votes the names of all nominated persons 
receiving that number of votes will be withdrawn.  The votes will then be taken again 
in the same way for the remaining nominated persons.  This process will continue 
until one nominated person receives the votes of a majority of the Councillors 
present, when he/she will be declared to be duly elected. 
 

Quorum 

 
20 The quorum for meetings of the Council is 14 (in accordance with the statutory 

requirement). 
 

Conduct 

 
21 At all times during Council meetings Councillors will behave with courtesy and 

respect towards others and do nothing which might bring the Council into disrepute 
or disrupt Council business. 

 
22 If the Lord Mayor or Chair considers that a Councillor is in breach of Standing Order 

21, he/she may: 
(a) require the removal of the Councillor from the meeting; and/or 
(b) refer the matter for consideration by the Standards Committee. 

 
Political Balance 

 
23 Wherever in Standing Orders, or elsewhere in the Council’s Constitution, there is a 

requirement that a body should be politically balanced, appointment to seats on the 
body concerned will be made in accordance with the wishes of the group to which 
those seats are allocated, as expressed by the Leader of that group. 

 
The Policy Framework and the Budget Dispute Resolution 
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24 Where the Executive Board has submitted a draft plan or strategy to the Council for 

its consideration and, following consideration of that draft plan or strategy, the 
Council has any objections to it, the Council will take the action set out in Standing 
Order 25. 

 

25 Before the Council: 
(a) amends the draft plan or strategy; 
(b) approves, for the purpose of its submission to the Secretary of State or any 

Minister of the Crown for their approval, any plan or strategy (whether or not 
in the form of a draft) of which any part is required to be so submitted; or 

(c) adopts (with or without modification) the plan or strategy; 
it will inform the Leader of any objections which it has to the draft plan or strategy, 
and give him/her instructions requiring the Executive Board to reconsider, in the 
light of those objections, the draft plan or strategy submitted to it. 

 
26 Where the Council gives instructions in accordance with Standing Order 25, it will  

specify a period of 10 working days, beginning on the day after the date on which 
the Leader receives the instructions on behalf of the Executive Board, within which 
the Leader may: 
(a) submit a revision of the draft plan or strategy as amended by the Executive 

Board (the "revised draft plan or strategy"), with the Board’s reasons for any 
amendments made to the draft plan or strategy, to the Council for its 
consideration; or 

(b) inform the Council of any disagreement that the Executive Board has with 
any of the Council's objections and the Board’s reasons for any such 
disagreement. 

  
27 When the period specified by the Council, referred to in Standing O rder 26, 

has expired, the Council will, when: 
(a) amending the draft plan or strategy or, if there is one, the revised draft plan 

or strategy; 
(b) approving, for the purpose of its submission to the Secretary of State or 

any Minister of the Crown for their approval, any plan or strategy (whether 
or not in the form of a draft or revised draft) of which any part is required to 
be so submitted; or 

(c) adopting (with or without modification) the plan or strategy; 
take into account any amendments made to the draft plan or strategy that are 
included in any revised draft plan or strategy, the Executive Board’s reasons for 
those amendments, any disagreement that the Board has with any of the Council's 
objections and the Board’s reasons for that disagreement, which the Leader 
submitted to the Council, or informed the Council of, within the period specified. 

 
28 Subject to Standing Order 32, where, before 8 February in any financial year, 

the Executive Board submits to the Council for its consideration in relation to the 
following financial year: 
(a) estimates of the amounts to be aggregated in making a calculation (whether 

originally or by way of substitute) in accordance with any of sections 32 to 
37 or 43 to 49, of the Local Government Finance Act 1992; 

(b) estimates of other amounts to be used for the purposes of such a calculation; 
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(c) estimates of such a calculation; or 
(d) amounts required to be stated in a precept under Chapter IV of Part 1 of the

 Local Government Finance Act 1992; 
and following consideration of those estimates or amounts the Council has any 
objections to them, it must take the action set out in Standing Order 29. 

 
29 Before the Council makes a calculation (whether originally or by way of substitute) 

in accordance with any of the sections referred to in Standing Order 36, or issues a 
precept under Chapter IV of Part I of the Local Government Finance Act 1992, it will 
inform the Chair of the Executive Board of any objections which it has to the 
Committee’s estimates or amounts and must give to him/her instructions requiring 
the Committee to reconsider, in the light of those objections, those estimates and 
amounts in accordance with the Council's requirements. 

 
30 Where the Council gives instructions in accordance with Standing Order 29, it will  

specify a period of 10 working days, beginning on the day after the date on which 
the Chair receives the instructions on behalf of the Board, within which the Chair 
may: 
(a) submit a revision of the estimates or amounts as amended by the Executive 

Board ("revised estimates or amounts"), which have been reconsidered in 
accordance with the Council's requirements, with the Board’s reasons for 
any amendments made to the estimates or amounts, to the Council for its 
consideration; or 

(b) inform the Council of any disagreement the Board has with any of the 
 Council's objections and the reasons for any such disagreement. 

 
31 When the period specified by the Council, referred to in Standing O rder 30, 

has expired, the Council will, when making calculations (whether originally or by 
way of substitute) in accordance with the sections referred to in Standing Order 
36(a), or issuing a precept under Chapter IV of Part I of the Local Government 
Finance Act 1992, take into account: 
(a) any amendments to the estimates or amounts that are included in any 

revised estimates or amounts; 
(b) the Executive Board reasons for those amendments; 
(c) any disagreement that the Board has with any of the Council's objections; 

and 
(d) the Board’s reasons for that disagreement, 
which the Chair submitted to the Council, or informed the Council of, within the 
period specified. 

 
32 Paragraphs 28 to 31 do not apply in relation to: 

(a) calculations or substitute calculations which a Council is required to make 
in accordance with section 52I, 52J, 52T or 52U of the Local Government 
Finance Act 1992; and 

(b) amounts stated in a precept issued to give effect to calculations or substitute 
calculations made in accordance with section 52J or 52U of that Act. 

 
33 The Executive Board may, without reference to Council, take any decision which is 

contrary to or not wholly in accordance with the budget or capital programme, 
provided that any additional costs incurred can be offset by additional (unforeseen) 



 

47 

Version 7.32 May 2021 
 

income, contingency funds (reserves and balances) or savings from elsewhere 
within the budgetary allocations to functions which are the responsibility of the 
Executive Board. 

 

Secret Societies 

 
34 A member of the Council who is a member of a secret society and is present at a 

meeting of the Council or of a board or committee of the Council at which a matter 
involving or associated with that society or a member of that society is to be 
considered will, before that matter is considered, declare a non-pecuniary interest in 
it. For the purpose of this Standing Order the following will be regarded as 
secret societies: 

 
Any lodge, chapter, society, conclave, trust or regular gathering or meeting which:  
(a) is not open to members of the public who are not members of that lodge, 

chapter, society, conclave, trust or regular gathering; 
(b) includes in the grant of membership an obligation on the part of the members 

to make a commitment (whether by oath or otherwise) of allegiance to the 
lodge, chapter, society, conclave or trust; and 

(c) includes, whether initially or subsequently, a commitment (whether by oath 
or otherwise) of secrecy about the rules, membership or conduct of the 
lodge, chapter, society, conclave or trust. 

 
A lodge, chapter, society, conclave, trust, gathering or meeting as defined above 
will not be regarded as a secret society if it forms part of the activity of a generally 
recognised religion. 

 
The Common Seal 

 
35 The Chief Executive, the Director of Legal and Governance and the Head of Legal 

and Governance have authority to affix the Common Seal to any document required 
to give effect to a decision of the Council, a Board or a Committee or an officer 
exercising delegated powers. Documents not required by the Director of Legal and 
Governance to be under seal may be signed in accordance with paragraph 8 of the 
Contract Procedure Rules. 

 
As to Boards, Committees and Panels Election of Chairs and Vice-Chairs 
 
36 Except where appointments have been made by the Council, each board or 

committee will, at its first meeting, elect, from its own members, a Chair, and 
may elect a Vice-Chair, or Vice-Chairs. 

 
Quorum 

 
37 The quorum of a board, committee or sub-committee is three except where the 

Council, or in the case of Executive committees the Leader directs otherwise. 

 
Summoning of Boards and Committees 

 
38 All meetings of boards or committees will be summoned by the Corporate Director 
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for Strategy and Resources. The Chair, Vice-Chair or any four Councillors of the 
Council may require a meeting of a board or committee of which they are members 
to be convened. 

 
Appointment of Panels and Working Groups 

 
39 Every board and committee and the Leader, Deputy Leader, Portfolio Holders and 

lead members may appoint politically balanced advisory panels and working groups 
with such terms of reference and membership (including members who are not 
members of the City Council) as they may determine. 

 
Substitutes 
 
40 (a) Committees of the Council other than Area Committees shall have provision 

for substitute members; 
(b) For each committee which has provision for substitute members, the Council 

will appoint as substitute members up to six Councillors nominated by each 
political group from their membership.  Councillors appointed as substitutes for 
Executive committees must be members of the Executive; 

(c) Substitute members will have all the powers and duties of any ordinary 
member of the committee or sub-committee; 

(d) Substitute members may attend meetings in that capacity only to take the  
p lace  of the ordinary member for whom they are substituting and where the 
ordinary member will be absent for the whole of the meeting;  

( e )  It is the responsibility of the ordinary member who cannot attend to make 
arrangements for a substitute to be present in his/her place and to notify the 
Head of Legal and Governance, of the proposed substitution at least one 
hour before the meeting concerned. The substitution must be for the 
whole of that meeting; 

( f )  The attendance of substitute members will be recorded in the minutes of 
the meeting. 

 
Motions in Committee 

 
 41 Motions in committee do not require a seconder. 

 
Reports 

 
42 A Councillor may submit a report relevant to the remit of any board, committee or 

sub-committee which they are a member of, to the Corporate Director for Strategy 
and Resources who shall include it in the next available agenda of that board, 
committee or sub-committee. 

 
See also Access to Information Rules 
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DEFINITIONS 
 
The meaning assigned to each expression shall apply throughout the City Council’s 
Financial Regulations. 

 
Meanings 

 
‘Accountable Body’ means the organisation that is responsible for external funding and 
ensuring it is spent in accordance with the conditions for which is was given.  It is often 
used  to  define  ultimate  responsibility  for  grants  and  similar  payments  made  into 
partnerships and other joint ventures. 

 
‘Best Value’ means the statutory obligation on the City Council to make proper 
arrangements for securing continuous improvement in the economy, efficiency and 
effectiveness in the use of its resources and is ‘the optimum combination of whole life costs 
and benefits to meet customer requirements’. 

 
‘Capital Expenditure’ means all expenditure (from whatever source financed or to be 
financed) on the acquisition of land and buildings, the erection of buildings, the execution of 
works of a permanent nature and the purchase of vehicles, plant, machinery, equipment or 
furniture, or payments to third parties for such purposes. 

 
‘Chief Finance Officer’ means the person designated as the Responsible Finance Officer 
as set out in Part 4 (Section 8), Formal Roles and Responsibilities, of the City Council’s 
Constitution to be responsible for ensuring the proper administration of the City Council’s 
financial affairs under Section 151 of the Local Government Act 1972. 

 
‘City Council Department’ or ‘Department(s)’ means all Departments within the City 
Council whether in the role of client or contractor. 

 
‘Corporate Director(s)’ means those persons designated as such in Part 4 (Section 9), 
Formal Roles and Responsibilities, of the City Council’s Constitution. For the purposes of 
these Financial Regulations the Chief Executive and Deputy Chief Executive shall be 
deemed to be Corporate Directors. 

 
‘Director for Public Health’ means the person designated as such in Part 2 (Section 8), 
Statutory Officers/Proper Officers, of the City Council’s Constitution 

 
‘Corporate Financial Procedures (CFPs) are those process rules and standards formally 
approved by the Chief Finance Officer under delegated powers and which form part of the 
Financial Regulations. 

 
‘Director of Legal and Governance’ means the person exercising the functions of the 
Authority’s Solicitor including the provision of legal advice to the Authority. 

 
‘Emergency’ means an occurrence involving or likely to ‘involve danger to life or health’ or 
‘serious damage to property’ or ‘destruction of property’. 
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‘Financial Regulations’ means the rules of the City Council which include the Contract 
Procedure Rules (CPRs). They also include Corporate Financial Procedures (CFPs) which 
have been formally approved by the Chief Finance Officer. 

 
‘Formal Contract(s)’ means a scheme evidenced by a contract(s) in printed format, either 
under seal or merely signed, which is therefore not evidenced by the issue of an official 
order. 

 
‘Main Financial Systems’ means the following financial systems: 

• Accounts Payable 

• Cash Receipting 

• Accounts Receivable 

• Payroll/Personnel 

• Main Accounting System (including Capital) 

• Council Tax 

• Supporting People 

• NNDR 

• Corporate Property 

• Rents Housing Repairs 

• Benefits Purchasing Cards 
 
‘Monitoring Officer’ means the person designated as Monitoring Officer as set out in Part 
4 (Section 8), Formal Roles and Responsibilities, of the City Council’s Constitution. 

 
‘Overview and Scrutiny Committee’ means the Overview and Scrutiny committees and 
any panels or boards it may choose to establish from time to time. 

 
‘Portfolio Holder’ means a Councillor who has been delegated responsibility for specific 
service(s) and / or strategic issues (Portfolio) by the Leader of the Council. 

 
‘Scheme(s)’ means a requirement of the City Council involving the procurement of work, 
goods, materials or services for a specific purpose. 

 
‘Service Director’ means the person responsible for the direct management of services 
under their control. 

 
‘Supplier(s)’ means supplier(s) of work, goods, materials or services (including any City 
Council Department). 
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1 Introduction and Background 
 
 

1.1    To conduct business efficiently, every local authority needs to ensure that there are 
sound financial management policies in place and that they are strictly adhered to. 
Part of this process is the establishment of financial regulations that set out the 
financial policies of the organisation. 

 
1.2    The Financial Regulations provide clarity about the financial accountabilities of 

individuals – Portfolio Holders, the Head of Paid Service, the Monitoring Officer, the 
Chief Finance Officer, other Corporate Directors and the Director for Public Health. 
Each of the financial regulations sets out the overarching financial responsibilities. 

 
1.3    The Council’s Financial Regulations set the control framework for five key areas of 

activity: 
A. Financial Planning 
B. Financial Management 
C. Risk Management and Control of Resources 
D. Financial Systems and Procedures 
E. External Arrangements 

 

1.4    Nottingham City Council is one of England’s eight core cities. It is a unitary authority 
providing all local government services for approximately 300,000 residents. With an 
annual  budget  of  around  £1bn,  the  Council’s  priorities  are  to  make  Nottingham 
cleaner and safer, raise the City’s ambitions and make it a place to be proud of. 

 
1.5   The Council is responsible for significant amounts of public money received from 

Central Government and raised locally through setting Council Tax and fees in order 
to ensure the provision of a wide range of services. 

 
1.6    The City Council’s governance structure is laid down in its Constitution, which sets 

out how the Council operates, how decisions are made and the procedures that are 
followed. This ensures that decisions are effective, efficient and transparent, so that 
the Council remains accountable to local people. Some of these procedures are 
required by law while others are a matter for the Council to determine. The Financial 
Regulations form part of the Constitution and set out the financial controls in place for 
Nottingham City Council. 

 
1.7   The authority has adopted a Strong Leader and Cabinet model of Executive 

Governance. This gave to the Leader of the Council effective control of executive 
governance arrangements including choice of membership and size of the cabinet 
(known at Nottingham City Council as Executive Board), the allocation of portfolio 
responsibilities and general delegations of executive functions. 
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2 Status of Financial Regulations 
 
 

2.1    Financial Regulations provide the framework for managing the City Council’s financial 
affairs, and set out the rules and processes that underpin the day to day management 
of public funds. The Financial Regulations include Contract Procedure Rules that 
govern the way in which work, goods, materials and services are procured by the 
Council. 

 
2.2    The Financial Regulations apply to every Councillor and colleague of the authority and 

anyone acting on its behalf, and all these individuals are required to abide by them in 
all circumstances. These responsibilities also apply when Councillors or colleagues 
represent the City Council on outside bodies. 

 
2.3 The regulations identify the financial responsibilities of: 

• full Council; 
• Executive Board and other committees of the Council; 
• the Head of Paid Service (Chief Executive); 
• the Monitoring Officer; 
• the Chief Finance Officer (CFO); and 
• other Corporate Directors and the Director for Public Health. 

 
2.4    The Leader of the Council, Portfolio Holders and Corporate Directors and the Director 

for Public Health may vest their responsibilities in such other departmental colleagues 
in accordance with the process set out in the Scheme of Delegation in Part 2 of the 
Constitution. Such authorisation must be given in writing and Corporate Directors 
and the Director for Public Health must always retain ultimate accountability for their 
responsibilities whether delegated to other people or not. Where decisions have been 
delegated or devolved to other responsible individuals, such as school governors, 
references to the Corporate Director and the Director for Public Health in the 
regulations should be read as referring to them. 

 
2.5    All councillors and colleagues have a general responsibility for taking reasonable 

action to provide for the security of the assets under their control, and for ensuring 
that the use of these resources is: 
• legal, 
• properly authorized; and 
• value for money. 

 
2.6    The Authority’s detailed financial procedures, setting out how the Regulations will be 

implemented, are hyperlinked throughout this document where relevant and are also 
contained on the intranet with the financial regulations. 
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3 Overall Financial Responsibilities 
 
 
The Full Council 

 
The full Council’s responsibilities include: 
3.1    adopting the Authority’s Constitution and Councillors’ code of conduct and approving the 

policy framework and budget within which Executive Board operates; 
3.2   approving and monitoring compliance with the Authority’s overall framework of 

accountability and control. The framework is set out in its constitution; 
3.3 monitoring compliance with the agreed policy and related executive decisions; 
3.4    approving procedures for recording and  reporting decisions taken. This includes 

those key decisions delegated by and decisions taken by the Council and its committees. 
The Scheme of Delegation details who has responsibility for which decisions and are set 
out in Part 2 of the Constitution. 

 
Leader of the Council 

 
3.5    The Leader is elected by full Council at its post election annual meeting (for a four year 

term).  The term of office of the Leader starts on the day of his/her election as Leader 
and ends on the day of the next post election annual meeting (under whole elections). 
The Leader of the Council may determine to exercise any of the executive functions  of  
Council  personally,  or  may  arrange  for  the  exercise  of  any  of  the Council’s 
executive functions by: 
•      the Executive; or 
•      by another Executive Councillor; or 
•      by a committee of the Executive; or 
•      by an officer of the Council. 

 
The  Leader  also  determines  the  size  of  the  Cabinet  (Executive)  and  appoints 
between 2 and 9 members of the Council to be the Executive Board in addition to 
him/herself, and allocates defined areas of responsibility for specific service and strategic 
issues (known as Portfolios) to them. The Leader appoints one of the members of the 
Executive Board to be his/her deputy, who will hold office until the end of the term of 
office as Leader. 

 
3.6 Executive responsibilities include: 

•      taking key decisions (Leader, Executive Board and its sub committees only); 
• requiring the development of plans and strategies for approval by full Council that 

form the Policy Framework 
• discharging executive functions in accordance with the policy framework and 

budget. 
3.7    The Leader is able to enter into partnership arrangements with one or more local 

authorities and/or their executives to exercise functions which are executive 
functions. 

 
Committees of the Council 

 
Executive Board 

 
3.8    The Executive Board has responsibility, delegated by the Leader, for the Council’s 

functions which are not the responsibility of any other part of the Council, whether by 



10 Version 7.32 May 2021 

law or under the constitution. The detailed remit of the Executive Board is set out in 
Part 2 of the Constitution. 

 
Overview and Scrutiny Committee 

 
3.9    The Overview and Scrutiny Committee is responsible for scrutinising executive 

decisions before or after they have been implemented and for holding the Executive 
to account.  It is also responsible for making recommendations on future policy 
options and for reviewing the general policy and service delivery of the authority. The 
detailed remit of the Overview and Scrutiny Committee is set out in Part 2 of the 
Constitution. 

 
Audit Committee 

 
3.10  The Audit Committee is an advisory body and reports to full Council. It has right of 

access to all the information it considers necessary and can consult directly with 
internal and external auditors. Amongst other activities, the Committee is responsible 
for reviewing the external auditor’s reports and the annual audit letter and internal 
audit’s annual report. The detailed remit of the Audit Committee is set out in Part 2 of 
the Constitution. 

 

3.11   The Standards Committee is established by full Council and is responsible for 
promoting and maintaining high standards of conduct amongst Councillors. In 
particular, it is responsible for advising the council on the adoption and revision of the 
Councillors’ code of conduct, and for monitoring the operation of the code. The 
detailed remit of the Standards Committee is set out in Part 2 of the Constitution. 

 
Other Regulatory Committees 

 
3.12  The regulatory committees are responsible for a range of decisions which concern 

applications for consents and licences of various kinds. There are three regulatory 
committees: 
• the Planning Committee; 
• the Licensing Committee (and its Panels); 
• the Regulatory and Appeals Committee. 

 
Health and Wellbeing Board 

 
3.13  The Health and Wellbeing Board will lead and advise on work to improve the health 

and wellbeing of the population of Nottingham City and specifically to reduce health 
inequalities. It will support the development of improved and joined up health and 
social care services.  The detailed remit of the Health and Wellbeing Board is set out 
in Part 2 of the Constitution. 
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Scheme of Delegation 
 
3.14  Part 2 of the Constitution sets out in detail who is responsible for the various functions 

of the Council. 
 
The Statutory Officers – Full Council Appointments 

 
3.15  Full Council makes and approves appointments to the following statutory positions: 

 
Head of Paid Service 

 
3.16 The Head of Paid Service is responsible for: 

a. the corporate and overall strategic management of the Authority as a whole;  
b. establishing a framework for management direction, style and standards; 
c. monitoring the performance of the organisation; 
d. the system of record keeping in relation to all f ull Council decisions, 

together with the Monitoring Officer; 
e. reporting to and providing information for: 

•      the Full Council; 
•      Executive Board; 
•      the Overview and Scrutiny Committee, and other Committees. 

 
The Monitoring Officer 

 
3.17  The Monitoring Officer is responsible for: 

a.  promoting and maintaining high standards of financial conduct and therefore 
provides support to the Standards Committee; 

b.  ensuring that executive decisions and the reasons for them are made public. 
He or she must also ensure that Council members are aware of decisions 
made by Executive Board and of those made by individuals who have delegated 
executive responsibility; 

c. reporting any actual or potential breaches of the law or maladministration to full 
 Council and/or to Executive Board; and 
d. ensuring  that  procedures  for  recording  and  reporting  key  decisions  are 

operating effectively; 
e. advising  all  Councillors  and  colleagues  about  who  has  authority  to  take  a 

particular decision; 
f. advising Executive Board or full Council about whether a decision is likely to 

be considered contrary or not wholly in accordance with the policy framework; 
g. maintaining an up-to-date constitution. 
h. the Monitoring Officer (together with the Chief Finance Officer) is responsible 

for advising Executive Board or full Council about whether a decision is likely 
to be considered contrary or not wholly in accordance with the budget. Actions 
that may be ‘contrary to the budget’ include: 
• initiating a new policy; 
• committing expenditure in future years to above the budget level; 
• incurring interdepartmental transfers above virement limits; 
• causing  the  total  expenditure  financed  from  council  tax,  grants  and 

corporately held reserves to increase, or to increase by more than a 
specified amount. 
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Chief Finance Officer 
 
3.18  The Chief Finance Officer has statutory duties in relation to the financial 

administration and stewardship of the Authority. This statutory responsibility cannot 
be overridden. The statutory duties arise from: 
• Section 151 of the Local Government Act 1972; 
• The Local Government Finance Act 1988; 
• The Local Government and Housing Act 1989; 
• Local Government Act 2000; 
• The Accounts and Audit Regulations 2011; 
• Local Government Act 2003; 
• Money Laundering Regulations 2007. 

 
 

3.19   The Chief Finance Officer, who must be a member of a specified accountancy body 
(Section 113, Local Government Finance Act 1988), has the following personal 
statutory responsibilities: 
• the proper administration of City Council’s financial affairs (Section 151, Local 
 Government Act 1972); 
• setting and monitoring compliance with financial management standards; 
• advising on the corporate financial position and on the key financial controls 

necessary to secure sound financial management; 
• providing financial information; 
• preparing the revenue budget and capital programme; 
• treasury management. 

 
3.20  Section 114 of the Local Government Finance Act 1988 requires the Chief Finance 

Officer to report to full Council, Executive Board and external auditor if the Authority or 
one of its officers: 
• has made, or is about to make, a decision which involves incurring unlawful 

expenditure; 
• has taken, or is about to take, an unlawful action which has resulted or would 

result in a loss or deficiency to the authority; 
• is about to make an unlawful entry in the authority’s accounts. 

 
 

3.21  Section 114 of the 1988 Act also requires: 
• the Chief Finance Officer to nominate a properly qualified member of staff to 

deputise should he or she be unable to perform the duties under section 114 
personally; 

• the  authority  to  provide  the  Chief  Finance  Officer  with  sufficient  staff, 
accommodation and other resources (including legal advice where this is 
necessary) to carry out the duties under section 114. 

 
3.22. The Chief Finance Officer is responsible for: 

a. producing Financial Regulations for adoption by full Council and establishing 
Corporate Finance Procedures (CFPs) as required; 

b. maintaining a continuous review of the financial regulations, and submitting any 
additions or changes necessary to full Council for approval; 

c. reporting, where appropriate, breaches of the Financial Regulations to the 
council and/or to Executive Board members; 

d. formally approving and amending CFPs under delegated powers; 
e. advising Corporate Directors and the Director for Public Health of any 
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amendments to Financial Regulations, CFPs or CPRs and reviewing the values 
within such Regulations, Rules and Standards as required; 

f. notifying the Portfolio Holder with responsibility for finance of new or amended 
 CFPs prior to issue; 
g. issuing advice and guidance to underpin the Financial Regulations that 

Councillors, colleagues and others acting on behalf of the authority are required 
to follow. 

 
 

Statutory Officers – Other Appointments  
 
The Director for Public Health 
 
3.23  The panel constituted in accordance with paragraph 2.7 of the Officer Employment 

Procedure Rules (Part 4 of the City Council’s Constitution) is responsible for the 
appointment of the Director for Public Health, acting jointly with Public Health England 
on behalf of the Secretary of State for Health. 

 
3.24 The Director for Public Health is responsible for: 

a.   preparing an annual report on the health of citizens; 
b.   taking steps to improve public health; 
c.   a ny of the public health protection or health improvement functions delegated to 

local authorities by the Secretary of State; 
d.   p lanning for, and responding to, emergencies that present a risk to public health;  
e.   co-operating with the police, the probation service and prison service to assess 
 the risks posed by violent or sexual 

offenders; 
f. attending Health and Wellbeing Board meetings. 

 
Corporate Directors and the Director for Public Health 

 
3.25  Corporate Directors are responsible for: 

a. managing the financial activities of their Department, within the framework 
and procedures determined by the Chief Finance Officer and through formal 
delegations contained in the Constitution. The latest version of the 
Constitution can be found on the Nottingham City Council website; 

b. ensuring that Executive Councillors are advised of the financial implications 
of all proposals and that the financial implications have been written by a 
representative of the Chief Finance Officer; 

c. signing contracts on behalf of the Authority; 
d. consulting with the Chief Finance Officer and seeking approval on any 

matter liable to affect the Authority’s finances materially, before any 
commitments are incurred; 

e. ensuring that all colleagues in departments are aware of the existence 
and content of the Authority’s financial regulations and other internal 
regulatory documents, and that they comply with them. They must also 
ensure that an adequate number of copies are available for reference within 
their departments.   They should also make colleagues aware that Financial 
Regulations and detailed Financial Procedures are available to view on the 
Financial Guidance page of Nottingham City Council’s intranet; 

f. operating corporately in partnership with other colleagues across the 
organisation to ensure good standards of financial management, 
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governance and stewardship; 
g. ensuring departmental financial arrangements are adequate and effective 

in order to comply with Financial Regulations and CFPs; 
h. Corporate  Directors  and  the  Director  for  Public  Health  may  vest  

their responsibilities in other people provided that the Corporate Director or 
the Director for Public Health gives their written authorisation and that it is 
done so in accordance with the detailed Scheme of Delegation set out in Part 
2 of the Constitution.  However, Corporate Directors and the Director for 
Public Health always retain accountability for their responsibilities, even 
where responsibility may have been vested elsewhere within their 
Department. 

 
Personal Responsibilities 

 
3.26  All financial decisions and decisions with financial implications must have regard 

to proper financial propriety.  Where there is any doubt as to the 
appropriateness of a financial proposal or correctness of a financial action 
clarification must be sought from the Chief Finance Officer or their Departmental 
Representative, in advance of any decision or action.  Failure to observe Financial 
Regulations may result in action under the City Council's Disciplinary Procedure. 
More information on the Disciplinary Procedure can be  found  on  the Disciplinary 
Procedure page of  Nottingham  City Council’s intranet. 

 
3.27  Any person concerned with the use or care of the City Council’s resources or assets 

should ensure that they are fully conversant with the requirements of these Financial 
Regulations. The Financial Regulations and CFPs should be read in conjunction with 
the City Council’s Budget Management Handbook and the ‘How To’ guides available 
on the intranet. 

 
3.28  All employees must immediately inform their line manager about any matter that 

involves or is thought to involve irregularities concerning cash, stores, income, 
expenditure, assets (including data held by the City Council) or any suspected 
irregularity  concerning  the  exercise  of  the  functions  of  the  City  Council.  Line 
managers should consult with the Chief Finance Officer and the Head of Internal 
Audit, who will determine what further information is required and whether any 
investigation should be undertaken and if so, the conduct of that investigation. 

 
Dispensations from Financial Regulations 

 
3.29  There will be no dispensations from Financial Regulations except as follows: 

 Emergency Action 
In the event of an ‘Emergency’ the Chief Executive or a Corporate Director is 
empowered to authorise all necessary actions. The Director for Public Health is 
empowered to authorise all necessary actions in relation to disasters and 
emergencies that present a risk to public health.  The Chief Executive, Corporate 
Director or the Director for Public Health must notify the Chief Finance Officer in 
writing, of the circumstances and estimated financial impact and report formally 
to the relevant service Portfolio Holder or, for non-executive matters, to the next 
available meetings of the relevant non-executive committee. 

 

 Operational Issues (Dispensation is sought when the estimated value of the 
affected scheme is below Key Decision level) 
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Where the Chief Executive, a Corporate Director or the Director for Public Health 
considers that there are justifiable reasons for dispensing with Contract 
Procedure Rules within Financial Regulations they may do so, following 
evidenced consultation with the Chief Finance Officer, provided that: 
(a)    for delegated decisions, the Chief Executive, Corporate Director or the 

Director for Public Health then obtains the agreement of the relevant 
Portfolio Holder to their decision through the Portfolio Holder decision 
process; or 

(b)     for a decision to be made by Executive Board or one of its sub committees 
or a non-executive committee, the Chief Finance Officer’s observations 
are included in any report seeking such a dispensation. 

 Operational  Issues  (Dispensation  is  sought  when  the  estimated  value  of  
the affected scheme is at or above Key Decision level) 
The provisions of the Contract Procedure Rules within Financial Regulations 
may be dispensed with in consultation with the Portfolio Holder with 
responsibility for Finance. The Chief Finance Officer’s observations must be 
included in any report seeking such a dispensation. 
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FINANCIAL REGULATION A - FINANCIAL PLANNING 
 
 

Introduction 

 
A. Financial Planning covers all financial accountabilities in relation to the strategic 

direction of the Authority, including the policy framework which is included in the 
constitution, the Medium Term Financial Strategy (MTFS) and the Medium Term 
Financial Plan (MTFP). 

 
A.1   Full Council is responsible for agreeing the Authority’s policy framework and budget, 

which will be proposed by Executive Board. In terms of financial planning, the key 
elements are: 
• the Council Plan; 
• the Medium Term Financial Strategy (MTFS); 
• the Medium Term Financial Plan (MTFP); 
• the Annual Budget; 
• the Capital Strategy and Asset Management Plan; 
• the Treasury Management, Investment and Borrowing strategies; 
• the Procurement Strategy; 
• the Risk Management Strategy; 
• the Income Generation Strategy; 
• the Debt Management Strategy. 

 
Policy Framework 

 
A.2. Full Council is responsible for approving and adopting the policy framework and 

budget. The policy framework comprises the following plans and strategies: 
• the Sustainable Community Strategy (The Nottingham Plan); 
• Local Transport Plan; 
• Development Plan; 
• Licensing Policy; 
• Crime and Disorder Reduction Partnership Strategy; 
• Children and Young People’s Plan; 
• Civil Contingencies Plans: 

o Managing an Emergency; 

o Pipeline Safety Plan. 
 
A.3    The Chief Finance Officer is responsible for publishing the MTFS which sets the 

aims, objectives and principles by which the Councils finances are planned and 
managed. The MTFS takes account of: 
• legal requirements; 
• medium-term planning prospects; 
• the Council Plan; 
• available resources; 
• spending pressures; 
• best value and other relevant government guidelines; 
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• trends, demographics, economic conditions, organisational culture, etc; 
• other internal policy documents; 
• cross cutting issues (where relevant). 

 
A.4    Full Council is also responsible for approving procedures for agreeing variations to 

approved budgets, plans and strategies forming the policy framework and for 
determining the circumstances in which a decision will be deemed to be contrary to 
the budget or policy framework. 

 
A.5    Full Council is responsible for setting the level at which Executive Board may 

reallocate budget funds from one service to another. 
 
A.6    Executive Board is responsible for taking decisions during the financial year on 

resources and priorities, in order to deliver the budget policy framework within the 
financial limits set by the full council. 

 
Preparation of the Council Plan 

 
A.7.   The Chief Executive is responsible for proposing the Council Plan to Executive Board 

for consideration before its submission to full Council for approval. 

 
Budgeting  
 
Budget Format 
 
A.8.   The content of the budget will be approved by full Council and proposed by Executive 

Board on the advice of the Chief Finance Officer. The draft budget must include 
allocation to different services and schemes, proposed taxation levels, contingency 
funds and level of reserves. 

 
Allocation of Resources 

 
A.9.   The Chief Finance Officer is responsible for ensuring that a revenue budget is 

prepared on an annual basis by the statutory date required and a MTFP on at least a 
three-yearly basis in accordance with the requirements of the MTFS for consideration 
by Executive Board, before submission to full Council. Full Council may amend the 
budget or ask Executive Board to reconsider it before approving it. 

 
A.10   Corporate Directors and the Director for Public Health are required to participate fully 

in the budget process in accordance with the MTFS and necessary standards and 
deadlines. They are responsible for ensuring that their financial and service planning 
activity results in accurate figures and plans being submitted for inclusion in the 
overall budget. 

 
The Capital Programme 

 
A.11  The Chief Finance Officer is responsible for: 

• submitting,  annually  to  Executive  Board,  a  report  on  the  projected  capital 
resources available and current programmed spend for the ensuing a minimum 
of three financial years; 
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• a regular review of available methods of financing the City Council’s capital 
investment programmes; 

• recommending the allocation of available resources to Executive Board. 
• ensuring that the capital programme will be constructed in accordance with the 

principles outlined in the City Council’s prevailing approved Capital Strategy 
including whole life costing, option appraisals, alignment with the SCS and 
Council Plan and the other key strategies as set out in the MTFS  through the 
approved ‘project prioritisation process. 

• ensuring  that  an  appropriate  ‘project  assessment  process’  is  in  place  to 
strengthen project management and assist in assessing value for money.’ 

 
Budget Monitoring and Control 
 
Revenue Budget Monitoring 
 
A.12  The Chief Finance Officer is responsible for: 

• providing appropriate financial information to enable budgets to be monitored 
effectively; 

• monitoring and reporting overall expenditure against budget allocations and 
publishing a report to Executive Board on the overall position on a regular 
basis, drawing attention to specific areas of concern and proposing action to 
deal with these areas. 

 
A.13  It is the responsibility of Corporate Directors and the Director for Public Health to: 

• control income and expenditure within their area and to monitor actual and 
forecast performance; 

• report to the Chief Finance Officer and to the relevant Portfolio Holder on 
variances within their own areas; 

• report when variations from the approved budget are forecast, alerting the 
Chief Finance Officer to any problems and preparing and implementing 
corrective action. 

• ensure  that  an accountable  budget manager  is  identified  for  each  item  of 
income and expenditure under the control of the Corporate Director or the 
Director for Public Health. These budget managers are personally accountable 
for delivering their planned service outputs within the budget allocated to them; 

• ensure prior approval by the Leader and the relevant Portfolio Holder and 
Monitoring Officer (where required in 3.17) and notification to Executive Board 
of new proposals, which fulfil one or more of the following criteria: 
a. create  financial  commitments  in  future  years  in  excess  of  existing 

budgets; 
b. change existing policies, initiate new policies or cease existing policies; 
c. materially extend or reduce the Authority’s services; 
d. exceed the limit defined by the Council as a key financial decision; 
e. exceed any limit set by the Leader as requiring reference to him or a 

Portfolio Holder; 
f.       any such  proposals under  this  regulation  shall  not have  approval  to 

proceed until necessary financial provision is available within approved 
budgets; 

g. ensure  compliance  with  the  scheme  of  virement  as  set  out  in  the 
Corporate Finance Procedure on Virements and the MTFS. 
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Capital Budget Monitoring 

 
A.14  The Chief Finance Officer is responsible for: 

• preparing and submitting regular reports on the Authority’s projected capital 
expenditure and resources compared with the budget; 

• establishing procedures to monitor and report on performance compared to the 
prudential indicators set by the Council; 

• notifying Executive Board on performance and any variations on approved 
budget. 

 
A.15  Corporate Directors and the Director for Public Health are responsible for: 

• preparing regular reports reviewing the Capital Programme provisions for their 
services; 

• ensuring an accountable officer is appointed for each capital scheme; 
• any additions or deletions to the Capital Programme shall seek the appropriate 

approval as outlined in the Capital Strategy; 
•  ensuring all approved schemes are managed in accordance with the Capital 

Strategy. 

 
A.16  Resources may be vired from one capital project or heading in accordance with 

virement rules and in line with the approved Capital Strategy. 

 
A.17  Executive  Board  has  overall  responsibility  for  monitoring  financial  performance 

against the budget during the financial year, considering significant developments 
affecting the financial position of the City Council and determining how any changed 
circumstances will be resolved. 

 
Maintenance of Reserves 

 
A.18  It is the responsibility of the Chief Finance Officer to advise Executive Board and/or 

full Council on prudent levels of reserves for the Authority as set out in the 
MTFS. 
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FINANCIAL REGULATION B - FINANCIAL MANAGEMENT 
 
 

INTRODUCTION 
 
B Financial management covers all financial accountabilities in relation to the operation 

of the Authority, including the policy framework which is included in the Constitution, 
the Medium Term Financial Strategy (MTFS) and the Medium Term Financial Plan 
(MFTP). 

 
B.1 The Chief Finance Officer is responsible for: 

• ensuring that a financial framework is in place and effective systems of financial 
administration are operating within the Authority; 

• maintaining and updating Financial Regulations and the management of a 
process for monitoring compliance with them; 

• ensuring proper professional practices are adhered to and acting as head of 
profession in relation to the standards, performance and development of finance 
colleagues throughout the Authority; 

• advising on the key strategic controls necessary to secure sound financial 
management; 

• ensuring that financial information is available to enable accurate and timely 
monitoring and reporting of comparisons of national and local financial 
performance indicators; 

• ensuring that Internal Audit carry out a programme of probity and system 
checks required to establish the effectiveness of financial management 
standards in place. 

 
B.2 Corporate Directors and the Director for Public Health are responsible for: 

• seeking advice from the Chief Finance Officer on financial control and 
participating fully in the Council’s financial management activity; 

• ensuring compliance with the financial framework; 

• ensuring all colleagues have received training on financial management matters 
to ensure compliance with corporate procedures 

 
Budget Monitoring and Control 

 
B.3 The budget monitoring and control responsibilities are listed in Section A under 

Financial Planning – please refer to sections A10 to A15. 
 
Financial Implications of Reports 

 
B.4 The Chief Finance Officer is responsible for: 

• monitoring the quality of the financial implications information included in 
reports by Corporate Directors and the Director for Public Health; 

• providing financial implications where there are corporate implications and 
especially when corporate resources (revenue or capital) are required. 
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B.5 The Corporate Directors and the Director for Public Health are responsible for: 
• ensuring that financial implications are obtained, understood and acted upon 

following completion of Legal and HR comments on reports, from the Chief 
Finance Officer or a nominated representative; 

• ensuring that where reports impact on other departments, are joint reports or 
have implications for corporate resources, financial implications are requested 
from other departments and a copy of the report is submitted to the Chief 
Finance Officer or nominated representative for clearance; 

• ensuring in all relevant circumstances, that financial implications referred to in 
reports are reflected in current budgetary provisions or the Medium Term 
Financial Plan. 

 
Treatment of Year End Balances 

 
B.6    The Chief Finance Officer is responsible for defining the protocol for any year end 

underspends or overspends as outlined in the MTFS. 
 
Accounting Policies 

 
B.7    The Chief Finance Officer is responsible for selecting suitable accounting policies and 

ensuring that they are applied consistently. 
 
Accounting Records and Returns 

 
B.8    The Chief Finance Officer is responsible for determining the accounting procedures 

and records for the Authority. 
 
The Annual Statement of Accounts 

 
B.9   The Chief Finance Officer is responsible for ensuring that the annual statement of 

accounts is prepared in accordance with the Code of Practice on Local Authority 
Accounting in the United Kingdom: A Statement of Recommended Practice (CIPFA / 
LASAAC). The Audit Committee is responsible for approving the annual statement of 
accounts. 

 
Companies 

 
B.10  The  Chief  Finance  Officer  is  responsible  for  providing  guidance  on  setting  up 

Companies. 
 
B.11 Corporate Directors and the Director for Public Health are responsible for seeking 

approval from the Chief Finance Officer and Head of Legal before setting up a 
company or establishing formal relationships with any external organisation. 
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FINANCIAL REGULATION C - RISK MANAGEMENT AND CONTROL OF RESOURCES 
 

 
 

Introduction 
 

C It is essential that robust, integrated systems are developed and maintained for 
identifying and evaluating all significant operational risks to the Authority. This should 
include the proactive participation of all those associated with planning and delivering 
services. 

 
Risk Management 
 
C.1   Audit Committee is responsible for approving the Authority’s Risk Management 

Framework and for reviewing the effectiveness of risk management. Executive Board 
is responsible for ensuring that proper insurance exists where appropriate. 

 

C.2   The Chief Finance Officer is responsible for preparing the authority’s risk 
management policy statement, for promoting it throughout the authority and for 
advising Executive Board on proper insurance cover where appropriate. 

 
Insurance Arrangements 

 
C.3   The City Council's Insurance and Risk Management Team shall be responsible for 

arranging all relevant insurance cover and delivery of claims handling. 
 

C.4   Corporate  Directors  and  the  Director  for  Public  Health  shall  be  responsible  for 
ensuring that all property, equipment, cash and appropriate risks, for which loss 
arrangements should be in place are notified to the City Council’s Insurance and Risk 
Management Service, to allow effective strategies to deal with such losses to be 
effected. 

 
INTERNAL CONTROL 

 
C.5   Internal control refers to the systems of control devised by management to help 

ensure the Authority’s objectives are achieved in a manner that promotes economical, 
efficient and effective use of resources and that the Authority’s assets and interests 
are safeguarded. 

 
C.6   The Chief Finance Officer is responsible for advising on effective systems of internal 

control. These arrangements need to ensure compliance with all applicable statutes 
and regulations, and other relevant statements of best practice. They should ensure 
that public funds are properly safeguarded and used economically, efficiently, and in 
accordance with the statutory and other authorities that govern their use. 

 
C.7   It is the responsibility of Corporate Directors and the Director for Public Health to 

establish sound arrangements for planning, appraising, authorising and controlling 
their operations in order to achieve continuous improvement, economy, efficiency and 
effectiveness and for achieving their financial performance targets. 
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Audit Requirement 
 
C.8   The Accounts and Audit Regulations 2011 require every local authority to maintain an 

adequate and effective internal audit. 
 
C.9   The annual audit plan must be approved by Audit Committee each year following 

consultation between Corporate Directors, and the Director for Public Health, the 
Chief Finance Officer and the Head of Internal Audit. 

 
C.10 The Audit Commission is responsible for appointing external auditors to each local 

authority. The basic duties of the external auditor are governed by Section 15 of the 
Local Government Finance Act 1982, as amended by Section 5 of the Audit 
Commission Act 1998. 

 
C.11 The Authority may, from time to time, be subject to audit, inspection or investigation 

by external bodies such as HM Revenue & Customs and the Inland Revenue, who 
have statutory rights of access. 

 
PREVENTING FRAUD AND CORRUPTION 

 
C.12 The Chief Finance Officer is responsible for the development maintenance publication 

of a Counter Fraud Strategy which sets out the Council’s position on fraud and which 
is in place to provide clarity to colleagues on how to minimise, identify and respond to 
fraud.  There are also instructions on how to avoid corruption within the Code of 
Conduct for Employees. You can find more information on the Code of Conduct page 
of Nottingham City Council’s intranet. 

 

C.13 The Whistleblowing procedure sets out the kind of complaints that can be raised with 
the Monitoring Officer or a line manager.  It also states that managers and those 
raising complaints can go to the Monitoring Officer, the Chief Finance Officer or the 
Director of HR & Transformation for advice. The procedure also aims to reassure 
those raising a complaint in good faith that they will not suffer detriment.  More 
information on the Whistleblowing procedure can be found on the Whistleblowing 
page of Nottingham City Council’s intranet. 

 
Assets 

 
C.14 Corporate Directors and the Director for Public Health should ensure that records and 

assets are properly maintained and securely held. They should also ensure that 
contingency plans for the security of assets and continuity of service in the event of 
disaster or system failure are in place. 

 
Treasury Management 

 
C.15 Treasury Management is the management of the local authority’s cash flows, its 

borrowings and its investments, the management of the associated risks and the 
pursuit of the optimum performance or return consistent with those risks. 

 
C.16 The authority has adopted CIPFA’s Code of Practice for Treasury Management in 

Local Authorities. 
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C.17  Full Council is responsible for approving the treasury management policy statement 
setting out the matters detailed in paragraph 15 of CIPFA’s Code of Practice for 
Treasury Management in Local Authorities. The policy statement is proposed to full 
Council by Executive Board. The Chief Finance Officer has delegated responsibility 
for implementing and monitoring the statement. 

 
C.18 All money in the hands of the Authority is controlled by the officer designated for the 

purposes of section 151 of the Local Government Act 1972, referred to in the code as 
the Chief Finance Officer. 

 
C.19 The Chief Finance Officer is responsible for reporting to Executive Board a proposed 

treasury management strategy for the coming financial year at or before the start of 
each financial year. 

 
C.20 All executive decisions on borrowing, investment or financing shall be delegated to 

the Chief Finance Officer, who is required to act in accordance with CIPFA’s Code of 
Practice for Treasury Management in Local Authorities. 

 
C.21 The Chief Finance Officer is responsible for reporting to Executive Board not less 

than three times in each financial year on the activities of the treasury management 
operation and on the exercise of his or her delegated treasury management powers. 
This includes an annual report following the end of the financial year. 

 
Staffing 

 
C.22 The Head of Paid Service (the Chief Executive) is responsible for determining how 

colleague support executive and non-executive roles within the Authority and how it 
will be organised. 

 
C.23 The Chief Executive is responsible for providing overall management to staff. He/she 

is also responsible for ensuring that there is proper use of the evaluation or other 
agreed systems for determining the remuneration of a job. 

 
C.24 Corporate Directors and the Director for Public Health are responsible for controlling 

total staff numbers by: 
• advising Executive Board on the budget necessary in any given year to cover 

estimated staffing levels; 
• adjusting the staffing to a level that can be funded within approved budget 

provision, varying the provision as necessary within that constraint in order to 
meet changing operational needs; 

• the proper use of appointment procedures. 
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FINANCIAL REGULATION D – SYSTEMS AND PROCEDURES 
 
 

D Sound systems and procedures are essential to provide an effective framework of 
accountability and control. 

 
Introduction 

 
D.1 The Chief Finance Officer is responsible for: 

• the operation of the authority’s accounting systems; 
• the form of accounts, and the supporting financial records; 
• compiling, in consultation with Corporate Directors and the Director for Public 

Health, a Business Continuity Plan to provide for as normal a continuation of 
financial services as possible in the event of any incident affecting systems 
used to deliver those services; 

• approving  any  changes  to  existing  financial  systems  or  any  new  systems 
before they are introduced. 

 
D.2 Corporate Directors and the Director for Public Health are responsible for: 

• the proper operation of systems and financial processes in their own 
departments in accordance with Council-wide standards; 

• obtaining approval from the Chief Finance Officer in writing prior to any changes 
to agreed procedures to meet their own specific service needs; 

• ensuring that their colleagues receive relevant financial training that has been 
approved by the Chief Finance Officer; 

• ensuring that, where appropriate, computer and other systems are registered in 
accordance with data protection legislation. Corporate Directors and the 
Director for Public Health must also ensure that all their colleagues are aware 
of their responsibilities under freedom of information legislation. 

 
Income 

 
D.3    The scheme of delegation must identify staff authorised to act on the Corporate 

Director’s or the Director for Public Health behalf, or on behalf of Executive Board, in 
respect of payments, income collection and placing orders, together with the limits of 
their authority 

 
D.4 The Chief Finance Officer is responsible for: 

• the Debt Management Strategy which outlines the procedures for income and 
write offs; 

• ensuring that appropriate accounting adjustments are made following write off 
action; 

• ensuring in consultation with Corporate Directors and the Director for Public 
Health that adequate provision is made for potential bad debts arising from 
uncollected income. 

 
D.5 Corporate Directors and the Director for Public Health are responsible for: 

• ensuring that a proper scheme of delegation has been established within their 
area and is operating effectively; 

• ensuring that there is a fundamental annual review of all fees and charges in 
their remit in accordance with the Income Strategy and that proposals for the 
level of fees and charges are approved by relevant Portfolio Holder; 
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• ensuring that the agreed charging policy is implemented and consistently 
applied in respect of each relevant activity and service; 

•  holding secure receipts, tickets and other records of 
income. 

 
Ordering and Paying for Works, Goods and Services 

 
D.6 The Chief Finance Officer is responsible for: 

• making payments from the Authority’s funds on correct authorisation that the 
expenditure has been duly incurred in accordance with Financial Regulations; 

• defining the requirements for the checking and certification of invoices prior to 
payment to confirm that the goods have been ordered and received, the invoice 
is in order and is certified for payment by the nominated budget manager; 

• ensuring that all the Council’s financial systems and procedures for ordering 
and paying for works, goods and services are sound and properly administered 

• making payments, whether or not provision exists within the estimates, where 
the payment is specifically required by statute or is made under a Court Order; 

• ensuring that only staff authorised sign orders and to ensure an up-to date list 
of  such  authorised staff is maintained,  including  specimen signatures 
identifying in each case the limits of their authority; 

• making appropriately approved payments for expenditure duly incurred in 
accordance with Financial Regulations and Corporate Finance Procedures. 

 
D.7 Corporate Directors and the Director for Public Health are responsible for: 

• ensuring that the Council’s corporate financial systems are used for payment 
for work, goods and services except where specialist systems are used in 
agreement with the Chief Finance Officer; 

• ensuring that purchase orders are always raised within their area for purchases 
unless a dispensation applies; 

• ensuring that all colleagues involved in the ordering and management of goods 
and services follow the corporate process unless written agreement to the  
contrary has been given by the Chief Finance Officer; 

• ensuring that payments are not made in advance of goods being supplied, work 
done or services rendered to the Council except with the approval of the Chief 
Finance Officer; 

• ensuring that their department obtains best value from purchases by taking 
appropriate steps to obtain competitive prices for goods and services of the 
appropriate quality, which are in line with best value principles as contained in 
the Authority’s Procurement Strategy; 

• utilising the purchasing procedures outlined in the Authority’s Code of Practice 
for Tenders and Contracts; 

• ensuring that no contract, agreement or other document is signed or sealed 
unless it gives effect to: a decision or resolution (in accordance with the 
Council’s Constitution) of the Leader, the Portfolio Holder, an authorised 
committee or sub committees or a decision by an individual exercising 
delegated power; 

• ensuring that budgetary provision exists before any contract can be entered 
into. 
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Contract Management 
 
D.8 The Chief Finance Officer and the Monitoring Officer are responsible for providing 

Contract Procedure Rules to give advice and guidance on contract management. 

 
D.9 Corporate Directors and the Director for Public Health are responsible for ensuring 

that the Contract Procedure Rules are adhered to by colleagues within their 
department 

 
Payments to Employees and Councillors 

 
D.10 The Chief Finance Officer is responsible for all payments of salaries and wages to all 

staff, including payments for overtime, and for payment of allowances to councillors. 

 
D.11 Corporate Directors and the Director for Public Health are responsible for: 

• ensuring that all appointments are made in accordance with the Council’s 
regulations and approved establishments, grades and scales of pay; 

• ensuring that adequate budget provision exists for each employee 
appointments, all permanent and temporary variations relating to employee 
appointment and all engagements of self-employed persons. 

 
Taxation 

 
D.12 The Chief Finance Officer is responsible for: 

• advising Corporate Directors and the Director for Public Health, in the light of 
guidance issued by appropriate bodies and relevant legislation as it applies, on 
all taxation issues that affect the Authority; 

• maintaining the Authority’s tax records, making all tax payments, receiving tax 
credits and submitting tax returns by their due date as appropriate. 

 
D.13 Corporate Directors and the Director for Public Health are responsible for: 

• consulting with, and seeking advice from in advance, the Chief Finance Officer 
on the potential tax implications of any new initiatives for the delivery of Council 
activity and services, including those that could impact on the Council’s partial 
exemption. 

 
Trading Accounts/Business Units 

 
D.14 It is the responsibility of the Chief Finance Officer to advise on the establishment and 

operation of trading accounts and business units. 
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FINANCIAL REGULATION E – EXTERNAL ARRANGEMENTS 
 
 
Introduction 

 
E.1    The City Council provides a distinctive leadership role for the community and brings 

together the contributions of the various stakeholders. It must also act to achieve the 
promotion or improvement of the economic, social and environmental well-being of 
Nottingham. 

 
E.2    Elected Councillors and colleagues of the Council carry out many of their duties and 

responsibilities in partnership with other organisations, which may include other local 
authorities, other public sector service providers, private companies and voluntary or 
community sector organisations. A number of the partnerships that the Authority 
participates in have statutory responsibilities to discharge, whereas others are formed 
voluntarily where there is perceived to be a benefit to be achieved by working in co- 
operation with others. 

 
E.3    Many colleagues and Councillors will see the work that they do with partnerships as 

being part of their job with the Council, but to differing degrees they may become 
involved in the management or running of partnerships and in decisions about use or 
allocation of resources, whether or not they call themselves Directors, Committee 
Members or Trustees. 

 
Partnerships 

 
E.4    Executive Board is responsible for approving delegations, including frameworks for 

partnerships. Executive Board is the focus for forming partnerships with other local 
public, private, voluntary and community sector organisations to address local needs. 

 
E.5    Executive Board can delegate functions – including those relating to partnerships – to 

colleagues. These are set out in the scheme of delegation that forms Part 2 of the 
Authority’s Constitution. Where functions are delegated, Executive Board remains 
accountable for them to full Council. 

 
E.6   The Chief Executive, or their appointed nominee, represents the City Council on 

partnership and external bodies, in accordance with the scheme of delegation. 
 
E.7    The Monitoring Officer is responsible for promoting and maintaining the same high 

standards of conduct with regard to financial administration in partnerships that apply 
throughout the City Council. 

 
E.8    The Chief Finance Officer must ensure that the accounting arrangements to be 

adopted relating to partnerships and joint ventures are satisfactory. He or she must 
also consider the overall corporate governance arrangements and legal issues when 
arranging contracts with external bodies. He or she must ensure that the risks have 
been fully appraised before agreements are entered into with external bodies. 
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E.9    Corporate Directors and the Director for Public Health are responsible for ensuring 
that appropriate approvals are obtained before any negotiations are concluded in 
relation to work with external bodies. 

 
E.10 Corporate Directors and the Director for Public Health must appoint, in writing, a 

named Lead Officer to undertake the following responsibilities: 
• project management of the appraisal process; 

• representing the interests of the City Council; 

• assisting in project managing the creation of the new entity, and 

• monitoring performance. 
 
E.11  Where the City Council, as a member of a partnership bidding for capital and revenue 

funds under various grant programmes, is to act as the Accountable Body, it 
automatically assumes accountability for the financial probity of the Partnership in 
relation to the receipt and use of that grant. 

 
E.12  In order to eradicate or minimise risk to the City Council acting as the Accountable 

Body, an Accountable Body Team shall be appointed to ensure that the requirements 
of the Chief Finance Officer are met.  The Team shall be responsible for advising the 
Partnership on procedures to be adopted to fulfil the requirements for funding laid 
down by the Government or any other funding body or organisation under that 
programme. 

 
External Funding 

 
E.13  The Chief Finance Officer must ensure that the accounting arrangements to be 

adopted relating to partnerships and joint ventures are satisfactory. He or she must 
also consider the overall corporate governance arrangements and legal issues when 
arranging contracts with external bodies and must ensure that the risks have been 
fully appraised before agreements are entered into with external bodies. 

 
Work For Third Parties (CFP E3) 

 
E.14   Corporate Directors and the Director for Public Health are responsible for ensuring 

appropriate approval for any contractual arrangement for any work for third parties or 
external bodies in their area. 

 
Other Relationships 

 
E.15  Where other relationships are identified that do not meet the criteria of Financial 

Regulation E12 – E14, the Corporate Director or the Director for Public Health shall 
agree the key controls and reporting requirements with the Chief Finance Officer. 
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2. Contract Procedure Rules 
 
Contents 

 

Paragraph Section 
 
1 Compliance 
2 Best Value 
3 Selection of Suppliers 
4 Invitations to Suppliers 
5 Procedures for Quotation and Tender Discussion and/or Clarification 
6 Acceptance of Quotations and Tenders 
7 Orders and Contracts 
8 Supplier Performance 
9 Payments 
10 Performance Security Arrangements 
11 Insurances 
12 Consultants 
13 Records 
14 Audit Examination 
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1 Compliance 
 
1.1 The purpose of these Contract Procedure Rules is to safeguard the interests of the 

City Council, its employees, or any person acting on behalf of the City Council. 
 
1.2    These Contract Procedure Rules must be followed by every City Council employee 

and any person acting on behalf of the City Council every time there is a requirement 
of the City Council to procure works, supplies or services under a contract.  All 
necessary legal, financial and professional advice must be taken by such employees 
or by such persons to ensure compliance with these Contract Procedure Rules. These 
Contract Procedure Rules must be followed in consultation with and in accordance 
with any guidance provided by the Council’s Procurement Team.   

 
1.3 Where the Council provides any financial support to an organisation in delivery of their 

services and does not receive a direct benefit in return, this may be considered a 
grant rather than a contract for works, supplies or services and may not be subject to 
these Contract Procedure Rules.  Legal Services can advise on the status of grants 
and advice should be taken if in doubt. If legal services determine that a grant is not 
appropriate then these Contract Procedure Rules must be complied with. 

 
1.4    Every City Council employee must ensure that they are aware of and observe the 

provisions of the City Council’s Code of Conduct for Employees. 
 

1.5    Corporate Directors and the Director for Public Health shall ensure that the City 
Council complies with the statutory obligation to secure Best Value and that the City 
Council complies with other legislation for the time being in force. 

 
1.6 These Contract Procedure Rules must be read in conjunction with the City Council’s 

Procurement Strategy and any specific guidance issued by the Procurement Team.  
 
1.7   Corporate Directors and the Director for Public Health must use the City Council’s e- 

tendering system to procure works, supplies or services unless a departure from 
that process is expressly given by the Head of Procurement or nominated 
representative.  

 
2 Best Value 

 
2.1    Best Value requires the City Council to make proper arrangements for securing 

continuous improvement in the economy, efficiency and effectiveness in the use of its 
resources and is the optimum combination of whole life costs and benefits to meet 
customer requirements. 

 
2.2    Best Value requires the City Council to identify those quotations and tenders which 

will secure the best balance of price against quality over the whole life of the scheme. 
 

2.3   Corporate  Directors  and  the  Director  for  Public  Health  must  adopt  the 
Quotation/Tender Evaluation Models recommended by the Procurement Team, to 
ensure compliance with the requirements of these Contract Procedure Rules. 
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2.4  Aggregation of contract and framework value 
 

The value of a contract is the estimated total amount payable (net of VAT) over the life 
of the contract (including extensions) as set out explicitly in any procurement 
documents.  
 
Where framework agreements and/ or dynamic purchasing agreements are created, 
the value is calculated as the total estimated value of all call off contracts envisaged 
over the life of the framework or dynamic purchasing agreement (including 
extensions). 
 
In the case that framework agreements and/ or dynamic purchasing agreements are 
created for other local authorities or public bodies to use, the value for any 
procurement documents (including OJEU) should be the total value of estimated 
usage across all public bodies named. However, for the purposes of internal approval, 
the value of the contract stated on any delegated decision or executive approval will be 
the expected expenditure of the Council only and should not include external public 
bodies.  

 
 Requirements must not be artificially sub-divided into two or more separate 

requirements with the intention of avoiding the application of these Contract Procedure 
Rules or the obligations of the EU procurement regime.  

 
  In the event that multiple departments are procuring the same goods, services or   

works, the expenditure should be consolidated and procured via the same contract to 
maximize economies of scale and avoid disaggregation of contracts risking breach of 
procurement regulations. In this event, Corporate Directors and the Director for Public 
Health should ensure that the department with the highest proportion of total 
expenditure is appointed as the lead department and is therefore responsible for 
obtaining formal approval, signing off the procurement documentation and completing 
any associated documents such as the Data Protection Impact Assessment. 

 
2.5 Concession contracts 

 
Where the Council provides an opportunity to a supplier to exploit the delivery of 
works, goods or services and the supplier receives benefit or payment for those 
directly from a third party rather than the Council paying for them directly, this may be 
a concession contract which requires a procurement process in line with the 
Concession Contracts Regulations 2016 (CCR).   
 
A concession contract must involve the transfer of an operating risk to the supplier, the 
risk transferred must involve real exposure to the market and the services must be for 
the benefit of the Council or its residents. 
 
The value of a concession contract, subject to the CCR, is the estimated total turnover 
that the supplier can generate in consideration for the works, goods and services over 
the duration of the contract, net of value added tax, as estimated by the Council.   
Legal Services, in consultation with Procurement colleagues can advise if a contract is 
a concession contract which falls within the CCR. 

 
2.6 Make or Buy 

 
2.6.1 The Council’s Procurement  Strategy states: “Procurement is the process of   

acquiring the goods, services and works an organisation needs….Procurement 
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also involves options appraisal and ‘make or buy’ decisions, which may result in 
the provision of services in-house where appropriate.” Therefore a joined up, 
strategic ‘Make or Buy’ decision for all goods and services should be made as 
part of any procurement options appraisal and a written justification recorded and 
sent to the Head of Procurement as to why an in-house service is considered not 
be appropriate for a particular requirement. 
 

2.6.2 Where the Council has chosen to develop and sustain internal expertise in an 
area then it is likely that using the internal provision will secure Best Value.  As 
a minimum, dialogue should be had between the purchasing section and the 
internal provider before any decision is made to procure externally. 
 

2.6.3 Arrangements for internal provision should be periodically reviewed to ensure 
that they do not become out-of-date and continue to be the most suitable 
arrangements, taking into account, for example, that: 

• requirements change over time and may no longer be reflected in the 
agreed  service  (e.g.  in  terms  of  quality,  quantity  or  range  of  options 
offered); 

• innovations or alternatives may have been developed since the original 
agreement; 

• new entrants to a market could potentially offer greater value  than the 
in-house alternative. 

The regularity of these reviews will depend upon the degree of change in 
the market, the degree of change in the requirements and the flexibility of 
the existing agreement. 

 
2.6.4 An externally provided solution may provide better value for m oney for the 

Council because: 
• the extra cost required to provide the service internally is less than the 

price available externally (including any potential TUPE costs if currently 
provided externally, and/or break costs in the terms of PFI contracts); 

• there is insufficient capacity (including any necessary specialism) to 
provide the service in-house; 

• the quality that can be offered internally does not meet the needs of the 
internal customer. 
 

2.6.5 Inappropriate reasons for contracting out (or not using internal services) 
include: 
• unsolved management problems (including issues of ‘long-standing 

resentment or mistrust of one group of staff by another’); 
• ability to transfer risk (as this will be built into prices); 
• a legacy of capital starvation (as prudential borrowing can rectify this).  

 
2.6.6 The expectation is that in most cases, the service managers from the customer 

and provider sections will discuss and agree if any of the criteria in 2.5.4 are 
met and thus if it is appropriate to externally procure.  If the parties cannot 
agree it should be referred to the Procurement Team who will apply and keep 
updated a specific process and route of escalation for these types of decisions. 
 

2.6.7 The Chief Financial Officer is responsible for updating and reviewing 
procedures and processes for resolving any disputes within the ‘Make or Buy’ 
process between departments. 
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2.6.8 Corporate Directors are responsible for checking whether in-house provision is 

an alternative before commencing purchasing or tendering activities. This 
decision should ideally be made six months before the expiry of the existing 
contract so that adequate time is allowed for the re-tendering process. If a 
robust business case for delivering the service internally has not been approved 
at that point, the procurement should proceed to ensure a compliant contract is 
in place at all times.  

 
2.6.9 Where the Council chooses to deliver services itself (‘in-house’) such 

arrangement will not be subject to these Contract Procedure Rules. 
 
Nottingham City Council owned companies – Teckal  
 

2.6.10  When buying services the Council can consider entering into arrangements with 
one of its subsidiary companies if it meets certain requirements falling under the 
EU procurement regime (known as the ‘Teckal’ exemption). 

 
2.6.11  Arrangements falling within the Teckal exemption are excluded from these 

CPRs.  The Council will still be required to enter into a contract with the 
subsidiary company and approval will be required to enter into such contract 
and demonstrate best value.  

 
2.6.12 Legal services should be consulted to advise whether the Teckal exemption 

applies. 
 
2.7 Co-operation with other public bodies 
 

2.7.1   In limited circumstances it may be possible for the Council to co-operate with 
other public bodies without undertaking a procurement process. 

 
2.7.2   As a minimum co-operation between the Council and another public body must 

have the aim to ensure that public services they have to perform are provided 
with a view to achieving objectives they have in common and that the co-
operation is governed solely by considerations relating to the public interests.   
 

2.7.3   Legal Services should be consulted to advise whether co-operation would be 
permitted for the proposed arrangement, in which case these CPR’s will not 
apply. 

 

3   Selection of Suppliers 
 
3.1     Corporate Directors and the Director for Public Health shall ensure compliance with 

the City Council’s Corporate Contracts currently in force to procure works, 
supplies or services.   These are arrangements established by the City Council’s 
H e a d  o f  Procurement or nominated representative. 

 
3.1.1  Where a corporate  contractual arrangement has not been established, 

Corporate Directors and the Director for Public Health shall ensure that 
quotations  and  tenders  are  invited in consultation with the Head of 
Procurement or nominated representative by  the  use  of  one  of  the  
following approaches: 
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3.1.1.1  EU public procurement – the EU public procurement regime is 

mandatory for any scheme which has a procurement requirement 
falling within the EU procurement regime and, if so, whose value, or 
(if made up of a series of related schemes), whose aggregate 
value is likely to exceed the relevant EU threshold figure for the time 
being in force; 

 
3.1.1.2   Joint procurement arrangements/frameworks/purchasing consortia 

arrangements established by other contracting authorities; 
 
3.1.1.3   Use of frameworks such as Crown Commercial Services the Eastern 

Shires Purchasing Organisation (ESPO);  

 
3.1.1.4  Suitable suppliers derived from a competitive selection process as set 

out in 4.1.1 and 4.1.2 conducted in consultation with the Head of 
Procurement or nominated representative and where necessary, also 
with the Head of Legal and Governance. 

 
3.1.2  Corporate Directors and the Director for Public Health are encouraged to adopt 

a collaborative approach to procurement, where appropriate. A partner is 
obtained through a competitive selection process which can be demonstrated 
by using any of the arrangements set-out in paragraph 3.1 of these Contract 
Procedure Rules. 

 
3.2 EU Public Procurement including Framework Agreements 

 
3.2.1    Corporate Directors and the Director for Public Health shall ensure that the 

letting of a scheme which has a procurement requirement falling within the EU 
procurement regime and, if so, whose value, or (if made up of a series of 
related schemes), whose aggregate value is likely to exceed the relevant EU 
threshold figure for the time being in force, complies with the requirements of 
the Public Contracts Regulations 2015, the Utilities Contracts Regulations 2016 
and the Concession Contracts Regulations 2016 and any re-enactment(s) of 
them in respect of technical specifications and procedures covering the seeking 
of tenders, the selection of the successful supplier(s) and awards. 
 

3.2.2    Corporate Directors and the Director for Public Health shall ensure that any 
scheme which   has   a   procurement   requirement   falling   within   the   EU 
procurement regime and, if so, whose value, or (if made up of a series of 
related schemes), whose aggregate value is likely to exceed the relevant EU 
threshold figure for the time being in force is referred to the City Council’s 
Head of Procurement or nominated representative to ensure compliance with 
the Public Contracts Regulations 2016, the Utilities Contracts Regulations 2016 
and the Concession Contracts Regulations 2016 and any re-enactment(s) of 
them. 

 

3.2.3    Corporate Directors and the Director for Public Health shall ensure that the 
appropriate advertisements are placed in the Official Journal of the European 
Union (OJEU) and other relevant publications in conjunction with the City 
Council’s  Procurement Manager. The City Council’s Head of Procurement or 
nominated representative shall maintain a register of such advertisements so 
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placed. 
 

3.2.4   Corporate Directors and the Director for Public Health shall ensure compliance 
with the requirements of the Public Contracts Regulations 2015, the Utilities 
Contracts Regulations 2016 and the Concessions Contracts Regulations 
2016and any re- enactment(s) of them where it is intended that the City 
Council should enter into a framework agreement for any scheme which has a 
procurement requirement falling within the EU procurement regime and, if so, 
whose value, or (if made up of a series of related schemes), whose aggregate 
value is likely to exceed the relevant EU threshold figure for the time being in 
force (refer to paragraph 3.3 of these Contract Procedure Rules for the use of 
framework agreements established by other contracting authorities). 

 
3.2.5   Corporate Directors and the Director for Public Health shall have the discretion, 

in consultation with the City Council’s Head of Procurement or nominated 
representative , to adopt the requirements of the Public Contracts Regulations 
2015, the Utilities Contracts Regulations 2016 and the Concessions Contracts 
Regulations 2016 and any re- enactment(s) of them where it is intended to 
enter into a framework agreement for any scheme which does not have a 
procurement requirement falling within the EU procurement regime or, if it 
does, whose value, or (if made up of a series of related schemes) whose 
aggregate value is not likely to exceed the relevant EU threshold figure for the 
time being in force, otherwise the requirements of these Contract Procedure 
Rules shall be complied with. 
 

3.2.6  Corporate Directors and the Director for Public Health shall ensure that 
framework agreements are created and maintained whenever it is deemed 
appropriate in pursuit of securing continuous improvement in the economy, 
efficiency and effectiveness in the use of City Council’s resources to secure 
Best Value for the City Council. 

 
Note:  More information on the Public Contracts Regulations 2015, Utilities Contracts 
Regulations 2016 and Concessions Contracts Regulations 2016 can be found at 
https://www.gov.uk/guidance/public-sector-procurement-policy. 
 

3.3 Joint Procurement Arrangements/ Frameworks/ Purchasing Consortia 
 

3.3.1   To fulfil their requirements, Corporate Directors and the Director for Public 
Health may use a number of arrangements established outside the City Council 
by other parties, provided that those parties are “contracting authorities” as 
defined by the Public Contracts Regulations 2015, the Utilities Contracts 
Regulations 2016 and the Concessions Contracts Regulations 2016 
and any re-enactment(s) of them, these arrangements being: 

 
3.3.1.1     joint procurement arrangements with other local authorities or other 

contracting authorities; 

 
3.3.1.2     framework arrangements established by contracting authorities  

such as the East Midlands Property Alliance (EMPA); 

 
3.3.1.3      purchasing consortia established by contracting authorities such 

as Crown Commercial Services and the Eastern Shires Purchasing 
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Organisation (ESPO). 
 

3.3.2   Any requirement of the City Council involving the procurement of works, 
supplies or services via joint procurement arrangements with other local 
authorities, where a competitive process has been followed that complies with 
the contract procedure rules of the leading organisation, shall be deemed to 
comply  with  the  corresponding  requirements  of  these  Contract  Procedure 
Rules. 
 

3.3.3     Framework arrangements established by contracting authorities must be 
evaluated and approved by the Head of Procurement or nominated 
representative and a Legal Services Manager before being used. 

 
3.3.4   Any requirement of the City Council involving the procurement of works, 

supplies or services via the use of purchasing consortia shall be deemed to 
comply with the requirements of these Contract Procedure Rules covering the 
seeking of quotations or tenders, the selection of the successful supplier(s) and 
awards. 
 

3.3.5   In all cases where the fulfilment of requirements using arrangements referred 
to in paragraph 4.4.1 of these Contract Procedure Rules is being considered, 
Corporate Directors and the Director for Public Health must be satisfied that the 
Public Contracts Regulations 2015, the Utilities Contracts Regulations 2016 
and the Concessions Contracts Regulations 2016 and any re-enactment(s) of 
them have been complied with by the other contracting authorities, otherwise 
the requirements of these Contract Procedure Rules shall be followed. 

 
3.3.6  Corporate Directors and the Director for Public Health shall ensure that the 

proposed terms and conditions that are to apply are adequate and appropriate 
and where necessary shall refer them to the Head of Procurement (or 
nominated representative) or Head of Legal and Governance for a 
consideration of the suitability of the arrangement concerned and of the City 
Council’s legal liability before proceeding with or entering into any arrangement 
referred to in paragraph 3.3.1 of these Contract Procedure Rules. 
 

3.3.7  Corporate Directors and the Director for Public Health shall ensure that the 
terms and conditions entered into are complied with. 

 
3.3.8   Corporate Directors and the Director for Public Health shall ensure that where 

a framework agreement is entered into, the provisions of such agreement 
regarding the number of suppliers to be invited to provide quotations or to 
submit tenders in pursuance of that agreement are followed, notwithstanding 
the requirements of paragraph 4 of these Contract Procedure Rules. 

 

 

3.4 Vetting of Suppliers 
 

3.4.1   Corporate  Directors  and  the  Director  for  Public  Health  shall  ensure  that 
suppliers are vetted in consultation with the Head of Procurement or nominated 
representative and in accordance with the Public Contracts Regulations 2015, 
the Utilities Contracts Regulations 2016 and the Concessions Contracts 
Regulations 2016 for financial stability, technical competence, managerial 
capability, previous performance and (but only so far as is relevant to a 
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procurement process and is lawful) for the ability to comply with any national 
legislation and City Council policies and procedures before each scheme is let 
or before being included into the relevant approved list(s), whichever is the 
earlier.  Where applicable, Corporate Directors and the Director for Public 
Health shall ensure that suppliers meet adequate and appropriate standards of 
health and safety. 

 
3.4.2   Corporate Directors and the Director for Public Health shall ensure that 

all suppliers of construction and engineering related work, have  adopted  the  
City  Council’s Construction Charter or its successor, and have endorsed its 
principles and agreed to implement its actions, before each scheme is let. 

 
3.5 Purchasing Cards 

 
3.5.1   Corporate Directors and the Director for Public Health shall: 

 
3.5.1.1    only use the City Council's Purchasing Card Scheme as outlined in 

The Purchase Card Guidance as part of their procurement regime; 

 
3.5.1.2    ensure that purchasing cards are used: 

 
3.5.1.2.1 in the procurement  process for works, supplies services 

where arrangements for their use has been made in 
conjunction with the City Council's Head of Procurement or 
nominated representative.   

 
3.5.1.2.2 only for items below the single transaction limit of £1,000. 

Any transactions over this amount shall be processed by 
purchase order or in line with the City Council’s Payment 
Policy. Any officers who require a transaction limit above this 
value must receive approval from the Head of Procurement 
or a nominated representative in support of procurement;  

 
3.5.1.2.3 over the internet on secure sites and in accordance with the 

guidance provided in The Purchase Card Guidance; and  
 
3.5.1.2.4 in other  circumstances  agreed  with  the  Chief  Finance 

Officer. 
 

3.5.2       There shall be no artificial sub-division of spend in order to bring a 
single transaction below the £1,000.00 limit.  The Head of 
Procurement  or a nominated representative will investigate any 
concern of sub-division of payments. 

 
4 Invitations to Suppliers 

 
4.1   Procurement of schemes for works, supplies and services (including schemes 

involving construction and engineering related work): 
 

4.1.1   Where the estimated value of a scheme over the whole life of the scheme 
is between £25,000 and £100,000 (between £5,000 and £50,000 for Schools), 
Corporate Directors and the Director for Public Health shall refer to the 
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Procurement Team and make every effort to obtain at least 3 quotations in 
writing, except where corporate contracts have been established by the City 
Council’s Head of Procurement or nominated representative or where 
framework agreements or other arrangements are legally accessible 
pursuant to paragraph 3 of these Contract Procedure Rules.  Corporate 
Directors and the Director for Public Health, however, may elect to seek 
tenders in lieu of quotations. 

 
4.1.2    Where the estimated value of a scheme over the whole life of the scheme 

exceeds £100,000 (£50,000 for Schools), Corporate Directors and the Director 
for Public Health shall make every effort to obtain at least 3 tenders in writing, 
except where corporate contracts have been established by the City Council’s 
Head of Procurement or nominated representative  or where framework 
agreements or other arrangements are legally accessible pursuant to 
paragraph 4 of these Contract Procedure Rules. 

 
4.2  Quotations and Tenders as detailed in 4.1.1 and 4.1.2 above need not be sought: 
 

4.2.1 if the estimated value of a scheme over the whole life of the scheme is 
less than £25,000 (£5,000 for Schools); 

 
4.2.2 in the event of an emergency (Financial Regulation 3.29); 

 
4.2.3  when the arrangement is for in-house delivery by Nottingham City Council or a 

subsidiary company in accordance with the Teckal exemption as per 
paragraphs 2.6.10 to 2.6.12 above; 

 
4.2.4  when the arrangement is through co-operation with another public body in 

accordance with paragraphs 2.7.1 to 2.7.3 above. 

 
Corporate Directors and the Director for Public Health, however, shall ensure that the 
most  suitable  arrangement  is  secured  for  the  City  Council  and  the  details  are 
recorded in writing and appropriate approval is sought for the Council’s financial 
commitment under any of these arrangements. 

  
4.3    Corporate Directors and the Director for Public Health shall ensure that the City 

Council’s e-tendering system shall be used when inviting and receiving quotations 
and tenders electronically, unless the express approval of the Head of Procurement or 
nominated representative is given to dispense with the use of the system. 

 
4.4    In consultation with the Head of Legal and Governance, the Procurement Manager 

shall   ensure   that   the   City   Council’s   e-tendering   system   complies   with   the 
requirements of the Public Contracts Regulations 20015, the Utilities Contracts 
Regulations 2016 and the Concessions Contracts Regulations 2016 and any re-
enactment(s) of them. 

 

4.5    Other methods such as e-auctions and dynamic purchasing systems may be used to 
invite and receive quotations and tenders electronically, provided there is no conflict 
with the requirements of the Public Contracts Regulations 2015, the Utilities Contracts 
Regulations 2015 and the Concessions Contracts Regulations 2015 and any re- 
enactment(s) of them, otherwise the requirements of these Contract Procedure Rules 
shall be complied with. 
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4.6    Corporate Directors and the Director for Public Health shall ensure that any individual 

scheme is not artificially divided into two or more separate schemes with the intention 
of avoiding the application of these Contract Procedure Rules. 

 
4.7    Corporate  Directors  and  the  Director  for  Public  Health  shall  ensure  that  each 

individual scheme be packaged to secure Best Value for the City Council. 
 
4.8    Corporate Directors and the Director for Public Health shall ensure that suppliers 

invited to provide quotations or to submit tenders are contacted and (regardless of 
the  process  being  used)  a  record  maintained  on  the  City  Council’s  e-tendering 
system of the requests made and their agreement to provide quotations or submit 
tenders. 

 
4.9    Corporate Directors and the Director for Public Health shall ensure that where there 

is a multiple stage process for inviting quotations or tenders then any criteria to be 
used for short-listing suppliers throughout such process is robust and transparent and 
shall make use of the assistance available from the Procurement Team. 

 
4.10 Corporate Directors and the Director for Public Health shall ensure that a realistic 

period be stipulated in the invitations to suppliers to provide quotations or to submit 
tenders, with a minimum period of ten working days allowed for a response. This 
period may be reduced provided the special circumstances are recorded. 

 
4.11  Corporate Directors and the Director for Public Health shall ensure that invitations to 

suppliers to provide quotations or to submit tenders for works, supplies or services, 
incorporate: 

 
4.11.1    the requirements set-out in these Contract Procedure Rules appropriate to 

the circumstances of the invitation; 
 
4.11.2    a specification that describes the City Council’s requirements in sufficient 

detail to enable the submission of competitive offers; 
 
4.11.3   the nature and quantity of the works, supplies or services that is required; 
 
4.11.4    the time, or times, within which the works or services are to be performed 

or the goods and materials are to be delivered; 
 
4.11.5    a notification that assignment or sub-contracting is not permitted without 

prior written consent from the City Council, unless the circumstances of the 
particular invitation require a different approach; 

 
4.11.6    a notification that quotations are provided and tenders are submitted to the 

City Council on the basis that they are compiled and delivered at the 
supplier’s expense and that, in no circumstances, will the City Council 
contribute to such expenses whatever the outcome of the procurement 
process; 

 
4.11.7    a notification that the City Council is not bound to accept the lowest or any 

quotation or tender for a specific scheme; 
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4.11.8   a Certificate of Bona Fides; 
 
4.11.9   a Form of Tender; 
 
4.11.10  adequate  and  appropriate  provisions  regarding  insurances,  health  and 

safety, equality and diversity, data protection and freedom of information; 
 
4.11.11 adequate  and  appropriate  price  adjustment  provisions  (unless  the 

circumstances of the particular invitation require a different approach), anti- 
collusion  provisions;  anti-corruption  provisions  and  anti-fraud  provisions 
(refer to paragraph 7.5(vi) of these Contract Procedure Rules); 

 
4.11.12  robust and transparent award criteria to be used in evaluating quotations or 

tenders received to ensure compliance with the requirements of these 
Contract Procedure Rules; and/or 

 
4.11.13 any other relevant items that are considered necessary. 

 
4.12  Corporate  Directors  and  the  Director  for  Public  Health  shall  ensure  that  the 

information contained in any invitation to provide quotations or to tender is issued to 
each supplier at the same time.  Any supplemental information must be given on the 
same basis. 

 
4.13  Corporate Directors and the Director for Public Health shall ensure that TUPE issues 

are considered when any employee either of the City Council or of an incumbent 
provider of work or services may be affected by any transfer arrangement and obtain 
advice from a Legal Services Manager before proceeding with invitations to suppliers 
to provide quotations or to submit tenders. 

 
5 Procedures for Quotation and Tender Discussion and/or Clarification 

 
5.1 Pre-Quotation and Pre-Tender Discussion 

 
5.1.1 Discussion with potential suppliers prior to inviting quotations or tenders may 

be appropriate in special circumstances as part of the competition process and 
in order to secure Best Value for the City Council, provided there is no conflict 
with the requirements of the Public Contracts Regulations 2015, the Utilities 
Contracts Regulations 2016 and the Concessions Contracts Regulations 2016 
and any re- enactment(s) of them. The objective of such discussion is to 
ensure that an effective invitation is prepared. All potential suppliers must be 
treated equally within this process. 

 
5.2 Post-Quotation and Post-Tender Clarification 

 
5.2.1  Clarification after receipt of quotations or tenders and before the letting of 

scheme(s) with those supplier(s) who have submitted such quotations or tenders 
may be appropriate as part of the competition process and in order to secure Best 
Value for the City Council, provided there is no conflict with the requirements of 
the Public Contracts Regulations 2015, the Utilities Contracts Regulations 2016 
and the Concessions Contracts Regulations 2016 and any re-enactment(s) of 
them. The objective of such discussion is to obtain an improvement in content of 
these quotations or tenders in circumstances which do not put the other 
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supplier(s) at a disadvantage, distort competition or affect adversely trust in the 
competition process.  All potential suppliers must be treated equally within this 
process. 
 

5.2.2  Where post-quotation or post-tender clarification results in a fundamental 
change to the specification or the proposed terms and conditions that are to 
apply, an official order must not be issued or a formal contract must not be made 
and quotations or tenders must be re-invited. 

 
5.3 Notification 

 
5.3.1  Corporate Directors and the Director for Public Health may authorise such 

discussion and/or clarification within a specific scheme, provided the special 
circumstances are recorded, including a record of the discussion and/or 
clarification. Corporate Directors and the Director for Public Health shall notify 
the Head of Procurement (or nominated representative) or the Head of Legal 
and Governance of the discussion and/or clarification and actions taken, at the 
earliest opportunity. 

 
6 Acceptance of Quotations and Tenders 

 
6.1    Whenever the City Council’s e-tendering system is not used, Corporate Directors and 

the Director for Public Health shall ensure that a record of the quotations received be 
prepared, signed, dated and timed, which record shall include the date and time each 
quotation is received, together with the main terms of each quotation (e.g. value, 
price, delivery period, or other significant issues unique to each quotation). 

 
6.2   Subject to any legal obligations on the City Council, Corporate Directors and the 

Director for Public Health shall ensure that the confidentiality of quotations and 
tenders received and the identity of the corresponding supplier is preserved at all 
times and that information about one supplier’s offer shall not be given to another 
supplier. 

 
6.3    Corporate Directors and the Director for Public Health shall ensure that quotations 

and tenders received are adequately and appropriately evaluated in accordance with 
the Quotation/Tender Evaluation Model recommended by the Procurement Team or 
set out in Procurement Team guidance  

 
6.4    Corporate Directors and the Director for Public Health shall ensure that errors or 

discrepancies found in quotations or tenders be adequately and appropriately dealt 
with.  Where such error or discrepancy cannot be adequately and appropriately dealt 
with the matter shall be immediately referred to the Head of Contracting and 
Procurement or nominated representative for a decision. 

 
6.5    Corporate Directors and the Director for Public Health shall ensure that the quotation 

or tender which secures Best Value for the City Council be accepted, provided that 
there is no conflict with the Public Contracts Regulations 2015, the Utilities Contracts 
Regulations 2016 and the Concessions Contracts Regulations 2016 and any re-
enactment(s) of them. 

 
6.6    Corporate Directors and the Director for Public Health shall ensure that a record is 

kept of the withdrawal of a quotation or tender by a supplier within a specific scheme 
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together with the circumstances of such withdrawal. 
 
6.7   Corporate Directors and the Director for Public Health shall ensure that where the 

accepted quotation or tender is changed following the rectification of errors or 
discrepancies and/or post-quotation/tender clarification, such amendment(s) be 
initialled by Corporate Directors or the Director for Public Health or authorised signing 
officer(s). 

 
6.8  Corporate Directors and the Director for Public Health shall ensure that suppliers 

whose quotation or tender for a specific scheme is not accepted be notified and given 
the name/s of the successful tenderer/s and reasons for the decision including the 
characteristics and relative advantages of the successful tender, and the score (if 
any) obtained by the recipients of the notice and the winner/s.  Where a scheme falls 
within the EU procurement regime and has a value or (if made up of a series of 
related schemes) an aggregated value likely to exceed the relevant EU threshold 
figure for the time being in place, the notification of the decision must comply with 
the reguirements of the Public Contracts Regulations 2015, the Utilities Regulations 
2015 or the Concession Contracts Regulations 2016 as applicable.  

 
6.9   Each scheme shall be let on the authority of a Corporate Director or the Director for 

Public Health, following a decision having been taken on the acceptance of a 
quotation or tender by an appropriate decision-maker (i.e. for executive business a 
Corporate Director or the Director for Public Health (or other specifically delegated 
officer), Portfolio Holder/Leader or Executive Board) in accordance with the currently 
prevailing financial limits. 

 
6.10  Notwithstanding any current requirements for reporting of decisions, Corporate 

Directors and the Director for Public Health shall ensure that a quarterly report be 
forwarded to the Chief Finance Officer which sets out all schemes exceeding 
£100,000 (£50,000 for Schools) let under the authority of such Corporate Directors 
and the Director for Public Health in the preceding quarter.  Any special 
circumstances (e.g. emergency and/or operational action) or items of an exceptional 
nature must be included in the report. 

 
6.11   Corporate Directors and the Director for Public Health shall ensure compliance with 

the relevant provisions of these Contract Procedure Rules where the accepted 
quotation or tender incorporates provisional, prime cost or non-defined items or other 
such similar items. 

 
7 Orders and Contracts 

 
7.1 All schemes regard less  o f  va lue  must be evidenced by means of an official order 

or a formal contract. Such official order must be issued or such formal contract must 
be made to all suppliers for the provision of schemes, before the relevant supply, 
service or work begins, except in exceptional circumstances as provided for in 
paragraph 7.2 of these Contract Procedure Rules. 

 
7.1.1 Corporate Directors and the Director for Public Health shall ensure that official 

orders are raised through the City Council’s main financial system, except 
where the City Council’s Purchasing Card Scheme has been used in  
compliance  with  the  requirements  of  paragraph  3.5  of  these  Contract 
Procedure Rules. 
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7.1.2 Corporate Directors and the Director for Public Health shall ensure that official 
orders are also raised through the City Council’s main financial system: 

 
7.1.2.1   for call-offs, draw-downs or other similar arrangements, where an 

official order has already been issued or formal contract has already 
been made, or where a series of official orders have already been 
issued or formal contracts have already been made with the same 
external organisation, which relate to the same scheme; and 

 
7.1.2.2   for budgetary purposes, where a formal contract has already been 

made. However, such budgetary orders shall not be issued to 
suppliers, but shall be retained by the relevant City Council 
department. 

 
NOTES 

 
A. The   law   prevents   formal   contracts   being   made   between   City   Council 

Departments.  However, any agreement between City Council Departments 
relating to a scheme must be evidenced by the issue of an official order. 

 
B. Contracts under seal are made to provide a 12 year period within which action 

can be taken for breach.  Under simple contracts (contracts which are only 
signed), this period is reduced to 6 years.  In the determination of which to 
choose, risk is a factor in addition to value. 

 
C. The Director of Legal and Governance, and Head of Legal and Governance, 

have authority to make contracts under seal. Simple contracts may only be 
made in accordance with paragraph 9 of these Contract Procedure Rules. 

 
D. The Chief Finance Officer may authorise specific exceptions to the requirement 

that all schemes be evidenced by means of an official order or formal contract. 
The   Chief   Finance   Officer   may   only   provide   such   authorisation   after 
consultation with the Director for Legal and Governance. 

 
7.2    In exceptional circumstances, where an official order has been raised electronically, 

i.e. by telephone or e-mail,, Corporate Directors and the Director for Public Health 
shall ensure that an official confirmatory order be issued through the City Council’s 
main financial system without undue delay.  Such official confirmatory order shall be 
clearly marked “CONFIRMATION ONLY”. 

 
7.3 Where any scheme has a value of £2,000,000 or more: 
 

7.3.1 the Director of Legal and Governance or the Head of Legal and Governance 
must make a formal contract under seal where the value of any scheme is 
£2,000,000 or more. The affixing of the seal to such contract must be authorised 
by hand by the Director of Legal and Governance or the Head of Legal and 
Governance. 
 

7.3.2 the Head of Legal and Governance (taking into consideration the risks 
involved) may deem a formal contract under seal to be inappropriate in any 
particular case (except for schemes involving construction and engineering 
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related work), even where the value of the scheme not involving construction 
and engineering related work is £2,000,000 or more. In this case, the Corporate 
Director concerned or the Director for Public Health shall ensure that an official 
order or a simple contract relating to such scheme is made in such terms that 
have the prior approval of a Legal Services Manager. For the avoidance of 
doubt, such official order, as well as such simple contract, must be signed by 
at least two signing officers. 

 
7.4 Where any scheme has a value of less than £2,000,000: 
 

7.4.1 the Corporate Director concerned or the Director for Public Health must issue 
an official order or make a simple contract where the value of any scheme is 
less than £2,000,000. Such official order or such simple contract must be 
made in such terms that have the prior approval of the Head of Legal and 
Governance and be signed by at least one authorised officer; 

 
7.4.2 the Head of Legal and Governance (taking into consideration the risks 

involved) may deem an official order or simple contract inappropriate in any 
particular case, even where the value of the scheme is less than £2,000,000.  
In this case, the Corporate Director concerned or the Director for Public Health 
shall ensure that a formal contract under seal relating to the scheme is made in 
such terms that have the prior approval of the Head of Legal and Governance 
and in accordance with paragraph 7.3  of these Contract Procedure Rules; 

 
7.4.3 Corporate Directors and the Director for Public Health may authorise, in writing, 

other officers to sign official orders or simple contracts or to authorise such 
orders or contracts electronically in a main financial system on their behalf at a 
value agreed with the Chief Finance Officer provided Corporate Directors and 
the Director for Public Health are satisfied that their officers have received 
relevant financial training as approved by the Chief Finance Officer (see 
Financial Regulation D.5) and the relevant form has been completed. 
 
Corporate Directors and the Director for Public Health shall supply the names 
and signatures of signing officers together with the corresponding signing/ 
authorising limits to the Chief Finance Officer.  Corporate Directors and the 
Director for Public Health shall prepare and keep up-to-date a register of names 
and signatures of signing officers together with the corresponding signing limits, 
which shall be made available to the Chief Finance Officer upon request. 

 

7.5 Corporate Directors and the Director for Public Health shall ensure that: 

 
i) no official order be issued or formal contract made for a scheme which will 

commit the City Council to expenditure unless provision exists to finance that 
expenditure, except in the event of an emergency; 
 

ii) no official order be issued or formal contract made for work, goods, materials or 
services for the private use of any person; 

 
iii) only official order forms in a format approved by the Chief Finance Officer be 

used; 
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iv)     each official order or formal contract indicates clearly the nature and quantity of 
the work, goods, materials or services, the agreed value or price and provisions 
for payment, any trade or cash discount or allowance, the time, or times, within 
which such order or contract is to be performed, together with any reference to 
a quotation, tender or other arrangement via the selection of the relevant 
Contract Purchase Agreement (CPA) when raising a purchase order. Reference 
to the CPA on a purchase order ensures those specific terms apply to the 
purchase, rather than the Council’s standard purchase order terms of 
agreement; 

 
v) each official order or supplier’s form of order used to call-off, draw-down or 

make other similar arrangements where a formal contract in respect of such 
requirements is already made (whether such contract be under seal or a simple 
contract) contains full details of the contract in question, including as a 
minimum: the date of the contract, the names of the parties to it and a 
description of the works, supplies or services (as the case may be) which 
form the subject-matter of the contract; 
 

vi)     each official order or formal contract contains adequate and appropriate (and in 
addition, the applicable requirements of paragraphs  4.11.1 to 4.11.13 inclusive 
of these Contract Procedure Rules): 
• price adjustment provisions; 
• anti-collusion provisions; 
• anti-corruption provisions; and 
• anti-fraud provisions; 

 
vii)     each official order or formal contract contains the following clause (or such 

other similar clause as a Legal Services Manager may decide): 
“The City Council shall be entitled to immediately cancel this contract and to 
recover from the supplier all costs and losses resulting from such cancellation, 
if the supplier, or any person employed by, or acting on behalf of the 
supplier (whether with or without the knowledge of the supplier), shall: 
(a)    have offered or given or agreed to give to any person any gift or 

consideration of any kind as an inducement or reward for doing, or 
forbearing to do, or for having done, or refrained from doing any action in 
relation to the obtaining the execution of this contract, or any other 
contract with the City Council; or 

(b)    for showing, or forbearing to show, favour or disfavour to any person in 
relation to this contract, or any other contract with the City  Council; or 

(c)     has been convicted of any offence under the Bribery Act 2010; or 
(d)     shall have given any fee or reward the receipt of which is an offence 

under section 117(2) of the Local Government Act 1972. 
For the avoidance of doubt, the events under sub-clauses (c) and (d) above 
shall apply to this contract, or any other contract with the City Council or with 
any other party, or in respect of any relevant function or activity, as the case 
may be.”; 
 

viii)     where applicable, and with the advice of the Head of Legal and 
Governance, each official  order  or  formal  contract  for  schemes  exceeding  
£10,000  in  value contain provisions for (and in addition to the other 
requirements of this paragraph 7.5 of these Contract Procedure Rules): 

• the cancellation of such official order or formal contract; 
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• the making of retentions; and 
• the deduction of liquidated and ascertained damages in the event of the 

supplier’s non-compliance by the due or any extended completion date 
for a scheme; 

Where the City Council has a right to liquidated and ascertained damages, 
such right must be enforced by deductions from monies owing to the supplier. 
Any deduction of liquidated and ascertained damages shall be made in 
accordance with a certificate or instruction issued by Corporate Directors, the 
Director for Public Health or authorised issuing officers; 
 

ix)      the proposed terms and conditions that are to apply to each official order or 
formal  contract  are  adequate  and  appropriate  and  where  necessary,  be 
referred to a Legal Services Manager for consideration of the City Council’s 
legal liability before proceeding with or entering into such official order or formal 
contract; 

 
x)  where the terms of any official order or a formal contract are changed, such 

amendment(s)  be  initialled by Corporate Directors,  the  Director  for  Public 
Health or authorised signing officers.  In addition, the copy of an official order 
so changed and held by the issuing City Council department, be amended 
accordingly; 

 
xi)     as soon as possible after any official order has been made, a register be kept 

of such orders made; and 
 
xii)    a scanned copy of every executed formal contract is sent to the Senior 

Procurement Manager for storing on the City Council’s e-tendering system, 
together with an electronic record of the names of the City Council and supplier 
contacts relevant to each such contract. 

 
7.6   Transparency obligations  
 

7.6.1 Corporate Directors and the Director for Public Health  shall ensure that as 
soon as possible after any formal contract has been made, the Chief Finance 
Officer and Head of Procurement or nominated representative are notified and 
a register be kept of such contracts made. 

 
7.6.2  All formal contracts must be notified to the Procurement Team and recorded on 

the Council’s Contracts Register. 
 

  7.6.3  The award of all contracts of value exceeding the relevant UK procurement    
         threshold for the time being in force, must within a reasonable time, be 

published nationally in accordance with the requirements of the of the Public 
Contracts Regulations 2015, the Utilities Contracts Regulations 2016 or the 
Concessions Contracts Regulations 2016. This obligation applies to contracts 
awarded regardless of whether they fall within the EU procurement regime or 
are of a value likely to exceed the relevant EU threshold figure for the time 
being in force.  

 
7.7    An official order or formal contract relating to any scheme may be extended to include 

further requirements relating to the scope of that scheme provided that any such 
variation complies with  the requirements of the Public Contracts Regulations 2015, 
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the Utilities Contracts Regulations 2016 and the Concessions Contracts Regulations 
2016  and any re-enactment(s) of them, Best Value continues to be secured for the 
City Council and is made in consultation with the Head of Procurement or nominated 
representative.  

 
7.8    Corporate  Directors  and  the  Director  for  Public  Health  shall  ensure  that  any 

contingency allowance incorporated into an official order or formal contract does not 
exceed 10% of the estimated cost of a scheme. 

 
7.9   Corporate Directors and the Director for Public Health shall ensure that variations to 

the scope of construction and engineering related work provided for by an official 
order or formal contract be authorised in accordance with the terms of such official 
order or formal contract, provided provision exists to finance that expenditure, except 
in the event of an emergency. Such authorisation shall be given in writing and shall 
state the agreed price of each variation or the agreed basis on which the cost of such 
variation is to be calculated.  In urgent cases, verbal authorisation(s) may be given, 
but this must be confirmed in writing within 7 days, or in accordance with the 
appropriate term(s) of the official order or formal contract. 

 
7.10  Provision of Works, Supplies or Services by the City Council to Other 

Organisations 

 
7.10.1   The Head of Legal and Governance must be consulted where it is 

contemplated that any works, supplies or services will be provided to 
organisations other than the City Council whether on such organisation’s 
terms and conditions or those of the City Council. 

 
8 Supplier Performance 

 
8.1   Corporate Directors and the Director for Public Health shall ensure that each official 

order or formal contract for works, supplies  or services contains adequate and 
appropriate provisions for supervising and monitoring supplier performance including 
the quality and standard of such works, supplies or services. 

 
8.2   During  the  performance  of  an  official  order  or  formal  contract  for  works, 

supplies or services, Corporate Directors and the Director for Public Health shall 
ensure that supplier performance, compliance with specification, expenditure, 
progress, risk and user satisfaction are monitored and also, where necessary, ensure 
that adequate and appropriate actions are taken to rectify and overcome any short- 
comings. 

 
8.3   Corporate  Directors  and  the  Director  for  Public  Health  shall  ensure  that  claims 

received from suppliers of works, supplies or services in respect of matters not clearly 
in accordance with the terms of the official order or formal contract, or from other 
external organisations, be referred to the Head of Legal and Governance for 
consideration of the City Council’s legal liability as soon as they are notified to the 
City Council. 

 
8.4   Corporate Directors and the Director for Public Health shall ensure that claims made 

against suppliers of works, supplies  or services or other external organisations be 
referred to the Head of Legal and Governance for consideration of the City Council’s 
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legal liability as soon as they become reasonably apparent. 

 
8.5   Corporate  Directors  and  the  Director  for  Public  Health  shall  ensure  that  where 

suppliers are required to provide guarantees then such guarantees are adequate and 
appropriate and underwritten by an insurance company or similar financial institution. 

 
9 Payments 

 
9.1   Corporate Directors and the Director for Public Health shall ensure that payments to 

suppliers for works, supplies  or services are certified and made in accordance with: 
 

9.1.1 the appropriate term(s) of the official order or formal contract; and 
 
9.1.2 Corporate Financial Procedures D.60 and D.67. 

 
10 Performance Security Arrangements 

 
10.1  Corporate Directors and the Director for Public Health shall ensure that procurement 

exercises allow for the obtaining of security for the due performance of all schemes 
(whether they be schemes involving supplies or services or involving construction  
and  engineering  related  work)  between  the  City  Council  and  any external 
organisation where the value of such scheme is estimated to be £2,000,000 or more.  
Such security may be by way of performance bonding, parent company/third party 
guarantees, deposit of money as security or other means considered appropriate by 
the Head of Legal and Governance.  The Head of Legal and Governance may decide 
that such security is not required for the procurement, in which case the following 
requirements shall not apply. 

 
10.2  Each external organisation invited to submit a tender in respect of a scheme having a 

value estimated to be £2,000,000 or more must be required to make its own security 
arrangements and allow for the cost of such provision in its tender. Corporate 
Directors and the Director for Public Health shall ensure that: 

 
10.2.1 the need for such allowance is made clear in the tender documents; 
 
10.2.2 in conjunction with a Legal Services Manager, that the terms of such security 

arrangements are adequate and appropriate; and 
 
10.2.3 the scheme must not commence until a decision has been made by a Legal 

Services Manager as to whether such security arrangements should be put 
into effect. 

 
10.3  For the purpose of this Contract Procedure Rule 10, the estimated value of a scheme 

shall be the higher value of either: 
 

10.3.1 the value of any official order to be issued to or formal contract to be made 
with the external organisation; or 

 
10.3.2 the value of a series of official orders to be issued to or formal contracts to be 

made with the same external organisation where such official orders or formal 
contracts relate to the same scheme; or 
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10.3.3 the aggregate value of call-offs, draw-downs or other similar arrangements to 

be made against: 
 

10.3.3.1   any official order to be issued to or formal contract to be made with 
the external organisation; or 

 
10.3.3.2   a series of official orders to be issued to or formal contracts to be 

made  with  the  same  external  organisation  where  such  official 
orders or formal contracts relate to the same scheme. 

 
10.4 Nothing in these Contract Procedure Rules shall prevent security arrangements in 

accordance with this Contract Procedure Rule 10 being put in place where the value 
of a scheme is estimated to be under £2,000,000 and the Corporate Director or the 
Director for Public Health in consultation with a Legal Services Manager determines 
that the subject-matter of such scheme justifies the need for such security 
arrangements. 

 
11 Insurances 

 
11.1  Corporate Directors and the Director for Public Health shall ensure that there is 

adequate and appropriate insurance cover in force during the continuance of a 
scheme for both the City Council and its suppliers in conjunction with the City 
Council’s insurance officers. 

 
12 Consultants 

 
12.1  Where a supplier is providing consultancy services to the City Council (e.g. 

professional, technical, IT and managerial), Corporate Directors and the Director for 
Public Health shall ensure that the relevant provisions of these Contract Procedure 
Rules are followed and included in the terms of such supplier’s appointment. 

 
12.2   Corporate Directors and the Director for Public Health shall ensure that the taxation 

procedures set out within CFP D.115 – D.128 are followed in the employment of 
consultants and a Use of Consultants Approval Form is completed. 

 
12.3   Corporate Directors and the Director for Public Health shall ensure compliance with 

the requirements of the Audit Commission’s Checklist for commissioning and 
managing consultants the principles of which have been adopted by the City Council. 

 
13 Records 

 
13.1   Corporate Directors and the Director for Public Health shall ensure that the records 

required by these Contract Procedure Rules are kept and securely retained. 

 
13.2  For the purpose of these Contract Procedure Rules, Corporate Directors and the 

Director for Public Health shall ensure that the relevant documentation set-out in the 
City Council’s Retention and Disposal Schedule is securely kept and retained for at 
least the periods stated in such schedule. 

 
14 Audit Examination 
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14.1  The authority of the City Council’s Internal Audit is outlined in the City Council’s 

Financial Regulation C.9 and further detail is outlined in CFP C.24 – C.35. 

 
14.1.1 Before the final payment is certified in respect of any scheme for construction 

and engineering related work, such scheme and all documentation associated 
with it may be examined by the City Council’s Internal Audit. All such 
documentation shall be provided to the City Council’s Internal Audit within the 
time-scale for the ascertainment of the final payment set out in the contractual 
provisions relating to an official order or formal contract in respect of any 
scheme for construction and engineering related work. 

 
14.1.2 Corporate Directors and the Director for Public Health shall ensure that a 

copy of the final payment certificate in respect of any scheme for construction 
and engineering related work is provided to the City Council’s Internal Audit at 
the time it is issued. 

 
14.1.3 The City Council’s Internal Audit may, at any time, examine any scheme and 

all associated documentation for works, supplies or services. 

 
14.1.4 Where applicable, Corporate Directors and the Director for Public Health shall 

ensure that each supplier invited to provide a quotation or submit a tender for 
any scheme be notified at quotation or tender preparation stage that such 
scheme and all documentation associated with it may be examined by the 
City Council’s Internal Audit. 
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Councillor Code of Conduct 

 

The role of councillor across all tiers of local government is a vital part of our 
country’s system of democracy. It is important that as councillors we can be 
held accountable and all adopt the behaviors and responsibilities associated 
with the role. Our conduct as an individual councillor affects the reputation of 
all councillors. We want the role of councillor to be one that people aspire to. 
We also want individuals from a range of backgrounds and circumstances to 
be putting themselves forward to become councillors. 

As councillors, we represent local residents, work to develop better services and 

deliver local change. The public have high expectations of us and entrust us to 

represent our local area; taking decisions fairly, openly, and transparently. We have 

both an individual and collective responsibility to meet these expectations by 

maintaining high standards and demonstrating good conduct, and by challenging 

behaviour which falls below expectations. 

Importantly, we should be able to undertake our role as a councillor without being 

intimidated, abused, bullied or threatened by anyone, including the general public. 

This Code has been designed to protect our democratic role, encourage good 

conduct and safeguard the public’s trust in local government. 

 
Definitions 

For the purposes of this Code of Conduct, a “councillor” means a member or co-

opted member of a local authority or a directly elected mayor. A “co-opted member” 

is defined in the Localism Act 2011 Section 27(4) as “a person who is not a member 

of the authority but who 

a) is a member of any committee or sub-committee of the authority, or; 

b) is a member of, and represents the authority on, any joint committee or 

joint sub- committee of the authority; 

and who is entitled to vote on any question that falls to be decided at any meeting of 

that committee or sub-committee”. 

As a matter of best practice it is also expected that all non-voting co-opted members 

will also observe the principles contained in this Code of Conduct and comply with 

its requirements. 

For the purposes of this Code of Conduct, “local authority” includes county councils, 

district councils, London borough councils, parish councils, town councils, fire and 

rescue authorities, police authorities, joint authorities, economic prosperity boards, 

combined authorities and National Park authorities. 

 
Purpose of the Code of Conduct 

The purpose of this Code of Conduct is to assist you, as a councillor, in modelling 

the behaviour that is expected of you, to provide a personal check and balance, and 



4 
Version 7.32 May 2021 

 

to set out the type of conduct that could lead to action being taken against you. It is 

also to protect you, the public, fellow councillors, local authority officers and the 

reputation of local government. It sets out general principles of conduct expected of 

all councillors and your specific obligations in relation to standards of conduct. The 

LGA encourages the use of support, training and mediation prior to action being 

taken using the Code. The fundamental aim of the Code is to create and maintain 

public confidence in the role of councillor and local government. 

 

General principles of councillor conduct 

Everyone in public office at all levels; all who serve the public or deliver public 

services, including ministers, civil servants, councillors and local authority officers; 

should uphold the Seven Principles of Public Life, also known as the Nolan 

Principles. 

Building on these principles, the following general principles have been developed 

specifically for the role of councillor. 

In accordance with the public trust placed in me, on all occasions: 

 I act with integrity and honesty 

 I act lawfully 

 I treat all persons fairly and with respect; and 

 I lead by example and act in a way that secures public confidence in the role 
of councillor. 

In undertaking my role: 

I impartially exercise my responsibilities in the interests of the local community 

I do not improperly seek to confer an advantage, or disadvantage, on any person 

I avoid conflicts of interest 

I exercise reasonable care and diligence; and 

I ensure that public resources are used prudently in accordance with my local 
authority’s requirements and in the public interest. 

 

Application of the Code of Conduct 

This Code of Conduct applies to you as soon as you sign your declaration of 

acceptance of the office of councillor or attend your first meeting as a co-opted 

member and continues to apply to you until you cease to be a councillor. 

This Code of Conduct applies to you when you are acting in your capacity as a 
councillor which may include w hen: 

 you misuse your position as a councillor 

 Your actions would give the impression to a reasonable member of the public 

with knowledge of all the facts that you are acting as a councillor; 

The Code applies to all forms of communication and interaction, including: 

https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
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 at face-to-face meetings 

 at online or telephone meetings 

 in written communication 

 in verbal communication 

 in non-verbal communication 

 in electronic and social media communication, posts, statements and comments. 

You are also expected to uphold high standards of conduct and show leadership at all 

times when acting as a councillor. 

Your Monitoring Officer has statutory responsibility for the implementation of the 

Code of Conduct, and you are encouraged to seek advice from your Monitoring 

Officer on any matters that may relate to the Code of Conduct. Town and parish 

councillors are encouraged to seek advice from their Clerk, who may refer matters 

to the Monitoring Officer. 

 
Standards of councillor conduct 

This section sets out your obligations, which are the minimum standards of conduct 

required of you as a councillor. Should your conduct fall short of these standards, a 

complaint may be made against you, which may result in action being taken. 

Guidance is included to help explain the reasons for the obligations and how they 

should be followed. 

 

General Conduct 

1. Respect 

As a councillor: 

1.1 I treat other councillors and members of the public with respect. 
 

1.2 I treat local authority employees, employees and representatives of 

partner organisations and those volunteering for the local authority 

with respect and respect the role they play. 

Respect means politeness and courtesy in behaviour, speech, and in the written 

word. Debate and having different views are all part of a healthy democracy. As a 

councillor, you can express, challenge, criticise and disagree with views, ideas, 

opinions and policies in a robust but civil manner. You should not, however, subject 

individuals, groups of people or organisations to personal attack. In your contact with 

the public, you should treat them politely and courteously. Rude and offensive 

behaviour lowers the public’s expectations and confidence in councillors. 

In return, you have a right to expect respectful behaviour from the public. If members 
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of the public are being abusive, intimidatory or threatening you are entitled to stop 

any conversation or interaction in person or online and report them to the local 

authority, the relevant social media provider or the police. This also applies to fellow 

councillors, where action could then be taken under the Councillor Code of Conduct, 

and local authority employees, where concerns should be raised in line with the local 

authority’s councillor- officer protocol. 

2. Bullying, harassment and discrimination  

3. As a councillor: 

3.1 I do not bully any person. 
 

3.2 I do not harass any person. 
 

3.3 I promote equalities and do not discriminate unlawfully 

against any person. 

The Advisory, Conciliation and Arbitration Service (ACAS) characterises bullying as 

offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power 

through means that undermine, humiliate, denigrate or injure the recipient. Bullying 

might be a regular pattern of behaviour or a one-off incident, happen face-to-face, on 

social media, in emails or phone calls, happen in the workplace or at work social 

events and may not always be obvious or noticed by others. 

The Protection from Harassment Act 1997 defines harassment as conduct that 

causes alarm or distress or puts people in fear of violence and must involve such 

conduct on at least two occasions. It can include repeated attempts to impose 

unwanted communications and contact upon a person in a manner that could be 

expected to cause distress or fear in any reasonable person. 

Unlawful discrimination is where someone is treated unfairly because of a protected 

characteristic. Protected characteristics are specific aspects of a person's identity 

defined by the Equality Act 2010. They are age, disability, gender reassignment, 

marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex 

and sexual orientation. 

The Equality Act 2010 places specific duties on local authorities. Councillors have a 

central role to play in ensuring that equality issues are integral to the local authority's 

performance and strategic aims, and that there is a strong vision and public 

commitment to equality across public services.  

Impartiality of officers of the council  

As a councillor: 

 
3.4 I do not compromise, or attempt to compromise, the 

impartiality of anyone who works for, or on behalf of, the 

local authority. 
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Officers work for the local authority as a whole and must be politically neutral 

(unless  they are political assistants). They should not be coerced or persuaded to 

act in a way that would undermine their neutrality. You can question officers in order 

to understand, for example, their reasons for proposing to act in a particular way, or 

the  content of a report that they have written. However, you must not try and force 

them  to act differently, change their advice, or alter the content of that report, if 

doing so would prejudice their professional integrity. 

 

4. Confidentiality and access to information 

As a councillor: 

4.1 I do not disclose information: 

a. given to me in confidence by anyone 

b. acquired by me which I believe, or ought reasonably 

to be aware, is of a confidential nature, unless 

i. I have received the consent of a person authorised to give 
it; 

ii. I am required by law to do so; 

iii. the disclosure is made to a third party for the 

purpose of obtaining professional legal advice 

provided that the third party agrees not to disclose 

the information to any other person; or 

iv. the disclosure is: 

1. reasonable and in the public interest; and 

2. made in good faith and in compliance with the 

reasonable requirements of the local authority; 

and 

3. I have consulted the Monitoring Officer prior 

to its release. 

 
4.2 I do not improperly use knowledge gained solely as a result of my 

role as a councillor for the advancement of myself, my friends, my 

family members, my employer or my business interests. 

 
4.3 I do not prevent anyone from getting information that they are entitled 

to by law. 

Local authorities must work openly and transparently, and their proceedings and 

printed materials are open to the public, except in certain legally defined 

circumstances. You should work on this basis, but there will be times when it is 

required by law that discussions, documents and other information relating to or 

held  by the local authority must be treated in a confidential manner. Examples 

include personal data relating to individuals or information relating to ongoing 

negotiations. 

Disrepute  
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As a councillor: 

4.4 I do not bring my role or local authority into disrepute. 

As a Councillor, you are trusted to make decisions on behalf of your community 

and your actions and behaviour are subject to greater scrutiny than that of ordinary 

members of the public. You should be aware that your actions might have an 

adverse impact on you, other councillors and/or your local authority and may lower 

the public’s confidence in your or your local authority’s ability to discharge your/it’s 

functions. For example, behaviour that is considered dishonest and/or deceitful 

can bring your local authority into disrepute. 

You are able to hold the local authority and fellow councillors to account and are 

able to constructively challenge and express concern about decisions and 

processes undertaken by the council whilst continuing to adhere to other aspects of 

this Code of Conduct. 

5. Use of position 

As a councillor: 

5.1 I do not use, or attempt to use, my position improperly to the 

advantage or disadvantage of myself or anyone else. 

Your position as a member of the local authority provides you with certain 

opportunities, responsibilities and privileges, and you make choices all the time 

that will impact others. However, you should not take advantage of these 

opportunities to further your own or others’ private interests or to disadvantage 

anyone unfairly. 

6. Use of local authority resources and facilities 

As a councillor: 

6.1 I do not misuse Council resources. 
 

6.2 I will, when using the resources of the local or authorising their 

use by others: 

a. act in accordance with the local authority's requirements; and 

b. ensure that such resources are not used for political purposes 

unless that use could reasonably be regarded as likely to 

facilitate, or be conducive to, the discharge of the functions of 

the local authority or of the office to which I have been elected 

or appointed. 

You may be provided with resources and facilities by the local authority to assist you 

in carrying out your duties as a councillor. 

Examples include: 

 office support 
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 stationery 

 equipment such as phones, and computers 

 transport 

 access and use of local authority buildings and rooms. These are given to 

you to help you carry out your role as a councillor more effectively and are 

not to be used for business or personal gain. They should be used in 

accordance with the purpose for which they have been provided and the 

local authority’s own policies regarding their use. 

7. Complying with the Code of Conduct 

As a Councillor: 

7.1 I undertake Code of Conduct training provided by my local authority. 
 

7.2 I cooperate with any Code of Conduct investigation 

and/or determination. 

 
7.3 I do not intimidate or attempt to intimidate any person who is likely 

to be involved with the administration of any investigation or 

proceedings. 

 
7.4 I comply with any sanction imposed on me following a finding that 

I have breached the Code of Conduct. 

It is extremely important for you as a councillor to demonstrate high standards, 

for you to have your actions open to scrutiny and for you not to undermine public 

trust in the local authority or its governance. If you do not understand or are 

concerned about the local authority’s processes in handling a complaint you 

should raise this with your Monitoring Officer. 

Protecting your reputation and the reputation of the local authority 

8. Interests 

As a councillor: 

8.1 I register and disclose my interests. 

Section 29 of the Localism Act 2011 requires the Monitoring Officer to 

establish and maintain a register of interests of members of the authority . 

You need to register your interests so that the public, local authority employees and 

fellow councillors know which of your interests might give rise to a conflict of 

interest.  The register is a public document that can be consulted when (or before) 

an issue arises. The register also protects you by allowing you to demonstrate 

openness and a willingness to be held accountable. You are personally responsible 

for deciding whether or not you should disclose an interest in a meeting, but it can 

be helpful for you to know early on if others think that a potential conflict might 

arise. It is also important that the public know about any interest that might have to 
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be disclosed by you or other councillors when making or taking part in decisions, so 

that decision making is seen by the public as open and honest. This helps to ensure 

that public confidence in the integrity of local governance is maintained. 

You should note that failure to register or disclose a disclosable pecuniary 

interest as set out in Table 1, is a criminal offence under the Localism Act 2011. 

Appendix B sets out the detailed provisions on registering and disclosing 

interests. If in doubt, you should always seek advice from your Monitoring 

Officer. 

 

9. Gifts and hospitality 

As a councillor: 

9.1 I do not accept gifts or hospitality, irrespective of estimated value, 

which could give rise to real or substantive personal gain or a 

reasonable suspicion of influence on my part to show favour from 

persons seeking to acquire, develop or do business with the local 

authority or from persons who may apply to the local authority for 

any permission, licence or other significant advantage. 

 
9.2 I register with the Monitoring Officer any gift or hospitality 

with an estimated value of at least £25 within 28 days of its 

receipt. 

 
9.3 I register with the Monitoring Officer any significant gift 

or hospitality that I have been offered but have refused 

to accept. 

In order to protect your position and the reputation of the local authority, you 

should exercise caution in accepting any gifts or hospitality which are (or which 

you reasonably believe to be) offered to you because you are a councillor. The 

presumption should always be not to accept significant gifts or hospitality. 

However, there may be times when such a refusal may be difficult if it is seen as 

rudeness in which case you could accept it but must ensure it is publicly 

registered. However, you do not need to register gifts and hospitality which are not 

related to your role as a councillor, such as Christmas gifts from your friends and 

family. It is also important to note that it is appropriate to accept normal expenses 

and hospitality associated with your duties as a councillor. If you are unsure, do 

contact your Monitoring Officer for guidance. 

 

10. Local Provisions  

As a councillor 

10.1 I will not obstruct or seek to obstruct the effective performance of 

the Council’s functions concerning children, young people and 

vulnerable and elderly adults  
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10.2 I will not improperly seek to influence the outcome of any decision 

in relation to children, young people or vulnerable or elderly adults 

nor seek preferential treatment for any such person  

10.3 I will undertake training designated by the Corporate Director for 

People as mandatory   

10.4 I will cooperate fully with any Disclosure and Barring Service 

checks required in accordance with Council policy or practice or as 

required by the Monitoring Officer or the Corporate Director for 

People 

10.5 I will be debarred from all offices and membership of committees, 

sub committees panels or outside bodies if I    

• Do not comply with the requirement to have a DBS test within one 

moth of being elected; or  

•  Fail to maintain a valid DBS check; or 

• Am subject to a DBS check that discloses a matter which suggests 

that, in the opinion of the Corporate Director for People and the 

Monitoring Officer, I may pose a risk children and vulnerable adults 

As a Co-opted members 

10.6   I will take advice about whether the provisions of 10.3 – 10.5 apply 

to me . This will depend on the Committee(s) or Sub Committee(s) I 

have been co-opted to. 
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Appendices 

Appendix A – The Seven Principles of Public Life 

The principles are: 

Selflessness 

Holders of public office should act solely in terms of the public interest. 

Integrity 

Holders of public office must avoid placing themselves under any obligation to people 

or organisations that might try inappropriately to influence them in their work. They 

should not act or take decisions in order to gain financial or other material  benefits 

for themselves, their family, or their friends. They must disclose and resolve  any 

interests and relationships. 

Objectivity 

Holders of public office must act and take decisions impartially, fairly and on merit, 

using the best evidence and without discrimination or bias. 

Accountability 

Holders of public office are accountable to the public for their decisions and 

actions and must submit themselves to the scrutiny necessary to ensure this. 

Openness 

Holders of public office should act and take decisions in an open and transparent 

manner. Information should not be withheld from the public unless there are clear 

and lawful reasons for so doing. 

Honesty 

Holders of public office should be truthful. 

Leadership 

Holders of public office should exhibit these principles in their own behaviour. They 

should actively promote and robustly support the principles and be willing to challenge 

poor behaviour wherever it occurs. 
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Appendix B Registering interests 

Within 28 days of becoming a member or your re-election or re-appointment to office 
you must register with the Monitoring Officer the interests which fall within the 
categories set out in Table 1 (Disclosable Pecuniary Interests) which are as 
described in “The Relevant Authorities (Disclosable Pecuniary Interests) Regulations 
2012”. You should also register details of your other personal interests which fall 
within the categories set out in Table 2 (Other Registerable Interests). 

 
“Disclosable pecuniary interest” means an interest of yourself, or of your partner if 
you are aware of your partner's interest, within the descriptions set out in Table 1 
below. 

 
"Partner" means a spouse or civil partner, or a person with whom you are living as 
husband or wife, or a person with whom you are living as if you are civil partners. 

 
1. You must ensure that your register of interests is kept up-to-date and 

within 28 days of becoming aware of any new interest, or of any change 

to a registered interest, notify the Monitoring Officer. 

 
2. A ‘sensitive interest’ is as an interest which, if disclosed, could lead to 

the councillor, or a person connected with the councillor, being subject 

to violence or intimidation. 

 
3. Where you have a ‘sensitive interest’ you must notify the Monitoring 

Officer with the reasons why you believe it is a sensitive interest. If the 

Monitoring Officer agrees they will withhold the interest from the public 

register. 

 

Non participation in case of disclosable pecuniary interest 

4. Where a matter arises at a meeting which directly relates to one of your 

Disclosable Pecuniary Interests as set out in Table 1, you must disclose the 

interest, not participate in any discussion or vote on the matter and must not 

remain in the meeting unless you have been granted a dispensation. If it is a 

‘sensitive interest’, you do not have to disclose the nature of the interest, just 

that you have an interest. Dispensation may be granted in limited 

circumstances, to enable you to participate and vote on a matter in which 

you have a disclosable pecuniary interest. 

5. Where you have a disclosable pecuniary interest on a matter to be considered 
or is being considered by you as a Cabinet member in exercise of your 
executive function, you must notify the Monitoring Officer of the interest and 
must not take any steps or further steps in the matter apart from arranging for 
someone else to deal with it 

 

6. Where you, as a co-opted member, have a Disclosable Pecuniary Interest 
arising from your employment, the course of action that you should take will 
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depend on the particular circumstances.  It you have been appointed by your 
employer as a co-opted councillor it may not be necessary or appropriate for 
you to be precluded from the meeting solely because the matter under 
consideration relates to something which affects your organisation. There may 
be circumstances where, because the matter affects you directly or, for some 
other reason, it would not be appropriate for you to participate. To determine 
this you must ask yourself the question “would a reasonable member of the 
public with knowledge of all the circumstances consider the matter as so 
significant that it is likely to prejudice your judgement of the public interest.”   

 

Disclosure of Other Registerable Interests 
 

1. Where a matter arises at a meeting which directly relates to one of your 

Other Registerable Interests (as set out in Table 2), you must disclose the 

interest. You may speak on the matter only if members of the public are also 

allowed to speak at the meeting but otherwise must not take part in any 

discussion or vote on the matter and must not remain in the meeting unless 

you have been granted a dispensation. If it is a ‘sensitive interest’, you do 

not have to disclose the nature of the interest. 

 
Disclosure of Non- Registerable Interests 

 
2. Where a matter arises at a meeting which directly relates to your financial  

interest or well-being (and is not a Disclosable Pecuniary Interest set out in 

Table 1) or a financial interest or well-being of a relative or close associate, 

you must disclose the interest. You may speak on the matter only if members 

of the public are also allowed to speak at the meeting but otherwise must not 

take  part in any discussion or vote on the matter and must not remain in the 

meeting unless you have been granted a dispensation. If it is a ‘sensitive 

interest’, you  do not have to disclose the nature of the interest. 

 
3. Where a matter arises at a meeting which affects – 

a. your own financial interest or well-being; 

b. a financial interest or well-being of a friend, relative, close associate; or 

c. a body included in those you need to disclose 

under Disclosable Pecuniary Interests as set out 

in Table 1 

you must disclose the interest. In order to determine whether you can 
remain in the meeting after disclosing your interest  the following test should 
be applied 

 

4. Where a matter affects your financial interest or well-being: 

a. to a greater extent than it affects the financial interests of the 

majority of inhabitants of the ward affected by the decision and; 

b. a reasonable member of the public knowing all the facts would 

believe that it would affect your view of the wider public interest 
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You may speak on the matter only if members of the public are also allowed 

to speak at the meeting but otherwise must not take part in any discussion 

or vote on the matter and must not remain in the meeting unless you have 

been granted a dispensation. 

If it is a ‘sensitive interest’, you do not have to disclose the nature of the 
interest. 

 
5. Where you have a personal interest in any business of your authority and you 

have made an executive decision in relation to that business, you must make 
sure that any written statement of that decision records the existence and 
nature of your interest. 
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Table 1: Disclosable Pecuniary Interests 

This table sets out the explanation of Disclosable Pecuniary Interests as set out in the 

Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012. 

 

Subject Description 
Employment, office, trade, 
profession or vocation 

Any employment, office, trade, 
profession or vocation carried on for 
profit or gain. 

[Any unpaid directorship.] 

Sponsorship Any payment or provision of any other 
financial benefit (other than from the 
council) made to the councillor during 
the previous 12-month period for 
expenses incurred by him/her in  
carrying out his/her duties as a 
councillor, or towards his/her election 
expenses. 
This includes any payment or 
financial benefit from a trade union 
within the meaning of the Trade Union 
and Labour Relations (Consolidation) 
Act 1992. Contracts Any contract made between the 
councillor or his/her spouse or civil 
partner or the person with whom the 

 councillor is living as if they were 
spouses/civil partners (or a firm in which 
such person is a partner, or an 
incorporated body of which such person  
is a director* or a body that such person 
has a beneficial interest in the securities 
of*) and the council 
— 
(a) under which goods or services are to 
be provided or works are to be executed; 
and 
(b) which has not been fully discharged. 

Land and Property Any beneficial interest in land which is 
within the area of the council. 
‘Land’ excludes an easement, 
servitude, interest or right in or over 
land which does not give the councillor 
or his/her spouse or civil partner or the 
person with whom the councillor is 
living as if they were spouses/ civil 
partners (alone or jointly with another) 
a right to occupy or to receive income. 

Licenses Any licence (alone or jointly with others) 
to occupy land in the area of the council 
for a month or longer 

https://www.legislation.gov.uk/uksi/2012/1464/made
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Corporate tenancies Any tenancy where (to the councillor’s 
knowledge)— 
(a) the landlord is the council; and 
(b) the tenant is a body that the 
councillor, or his/her spouse or civil 
partner or the person with whom the 
councillor is living as if they were 
spouses/ civil partners is a partner of or 
a director* of or has a beneficial interest 
in the securities* of. 

Securities Any beneficial interest in securities* of 
a body where— 
(a) that body (to the councillor’s 
knowledge) has a place of 
business or land in the area of the 
council; and 
(b) either— 
(i) ) the total nominal value of the 
securities* exceeds £25,000 or 
one hundredth of the total 
issued share capital of that 
body; or 
(ii) if the share capital of that body is of 
more than one class, the total nominal 
value of the shares of any one class in 
which the councillor, or his/ her spouse 
or civil partner or the person with whom 
the councillor is living as if they were 
spouses/civil partners has a beneficial 
interest exceeds one hundredth of the 
total issued share capital of that class. 
 
(iii)  
(iv) tal issued share capital of that class. 

 

‘director’ includes a member of the committee of management of an 

industrial and provident society. 

* ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, 

units of a collective investment scheme within the meaning of the Financial 

Services and Markets Act 2000 and other securities of any description, other than 

money deposited with a building society. 
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Table 2: Other Registerable Interests 

 

 

 

 

You have a personal interest in any business of your authority where it relates to or is 
likely to affect: 

 

a) any body of which you are in general control or management and to which you 
are nominated or appointed by your authority 

 

b) any body 

(i) exercising functions of a public nature 

(ii) any body directed to charitable purposes or 

(iii) one of whose principal purposes includes the influence of public opinion 
or policy (including any political party or trade union) 
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Employees’ Code of Conduct 
 
 

Introduction 
 
The purpose of this Code of Conduct is to give all employees guidance on how the City 
Council and the public in general expect them to behave. This Code is designed for the 
protection of staff and, if the Code is followed, then staff should not find themselves in a 
situation where their conduct could create an impression of a conflict of interest, or 
corruption, in the minds of the public.  It cannot cover every eventuality and further 
guidance should be sought from an employee's Corporate Director or, in the case of 
Corporate Directors, the Chief Executive, if they are unsure of the standards expected of 
them. 

 
1.  Standards 

 
1.1    All employees of the City Council are expected to give the highest possible standard 

of service to the public and, where it is part of their duties, to provide appropriate 
advice to Councillors and fellow employees with impartiality. Employees are 
expected without fear of recrimination to bring to the attention of the appropriate 
level  of  management  any  deficiency  in  the  provision  of  service,  impropriety  or 
breach of procedure. 

 
1.2    It is the Council's duty to protect employees against unjustified allegations of wrong 

doing and adherence to this Code is essential for this purpose. However, it should 
be noted by all employees that failure to comply with the standards detailed in the 
Code may result in disciplinary action. 

 
1.3    It is expected that all employees will observe the following standards, which have 

been agreed by Nottingham City Council and the trade unions. All employees 
should: 
• have the right to be treated with respect; 
• have a duty to treat other people with respect; 
• be sensitive to other people's different needs, attitudes and lifestyles; 
• oppose all forms of discrimination; 
• help put an end to bullying; 
• be prepared to be challenged over their own behaviour. 

 
2.   Disclosure of Information 

 
2.1    The City Council believes that open government is best. The law requires that 

certain types of information must be available to Members, auditors, Government 
departments, service users and the public. The Council believes that all information 
should be disclosed unless there is a good reason for not doing so, i.e. in the public 
interest  or  in  the  particular  interest  of  clients  where  the  information  has  been 
obtained on the basis of confidentiality. 

 
2.2    Many employees obtain information in their official position which has not been 

made public and/or is confidential. Employees may also have access to personal 
information about other employees or clients. This information must only be 
disclosed, during or after employment, to a third party where there is a legal 
responsibility to provide it, or where the employee or client or customer of the 
Council provides a written authority for the information to be provided. 
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2.3    The restrictions in paragraph 2.2 apply equally to information which employees may 

obtain from their employment about a contractor, debtor or creditor of the Council. 
Employees must adhere to the Council's guidelines relating to confidential 
information as covered by the Data Protection Act 1984.  This Act requires that 
personal information held on computer must be obtained fairly, only used for the 
purpose for which it was gathered, kept up to date and accurate, kept secure and 
made available to individuals to let them know what is held about them.  It also 
requires that personal information must not be disclosed to unauthorised people or 
organisations or kept for longer than is necessary. 

 
2.4    Employees who discover information about customers or members of the public in 

the course of their duties which gives cause for concern (e.g. evidence of criminal 
activity, child abuse, etc.) are expected to report it to the appropriate level of 
management. 

 
2.5    Employees  should  not  use  any  information  obtained  in  the  course  of  their 

employment for personal gain or benefit. Nor should they pass it on to others who 
might use it in such a way. 

 
2.6    Where employees have access to and are entrusted with confidential information 

concerning the business or finances of the Council, or its suppliers, agents, 
contractors, customers, residents or employees, they shall not, during the period of 
employment, divulge such information except in the proper course of their duties or 
in any circumstances after the period of employment without the written consent of 
the Council. 

 
2.7 Employees must not, during employment or for a period of six months after ceasing 

to be employed: 
(a) seek  to  procure  orders  from,  and  do  business  with,  any  person,  firm  or 

company who has done similar business with the Council; 
(b) directly or indirectly, carry on or engage in any activity or business which shall 

be in direct competition with the Council; 
(c) endeavour to entice away employees of the City Council to work for their new 

business. 
 
3.  Political Neutrality 

 
3.1    Employees serve the Council as a whole. It follows they must serve all Councillors 

and not just those of the controlling group and must ensure that the individual rights 
of all Councillors are respected. 

 
3.2    Where employees are required to advise political groups, they must do so in ways 

which do not compromise their political neutrality. 
 
3.3    Employees, whether or not politically restricted under the terms of the Local 

Government and Housing Act 1989, must follow every policy of the Council whilst at 
work and must not allow their own personal or political opinions to interfere with their 
work. 

 
3.4 Political assistants appointed in accordance with the Local Government and 

Housing Act 1989 are exempt from the standards set in paragraphs 3.1 to 3.3. 
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4.  Relationships 
 
4.1 Councillors 

Employees are responsible to the City Council through its senior managers. For 
some, their role is to give advice to Councillors and senior managers and all are 
there to carry out the Council's work. Mutual respect between employees and 
Councillors is essential to good Local Government. Where close personal 
relationships between employees and individual Councillors exist, there is a need 
for care to be taken to avoid inappropriate standards of conduct. 

 
4.2 The Local Community and Service Users 

Employees should always remember their responsibilities to the community they 
service and ensure courteous, efficient and impartial service delivery to all groups 
and individuals within that community. Where employees are linked to groups or 
individuals within the community (e.g. community associations, religious groups, or 
community leaders, Councillors, etc.) they must recognise the potential for 
allegations of bias and/or for them to be exposed to inappropriate pressure. 
Employees should discuss such links (or any pressure put upon them) with their line 
manager or Corporate Director. 

 
4.3 Contractors 

All  relationships  of  a  business  or  private  nature  with  external  contractors,  or 
potential contractors, must be made known to the employee's Corporate Director. 
Orders and contracts must be awarded on merit, by fair competition against other 
tenders, and no special favour should be shown to businesses run by, for example, 
friends, partners or relatives. No part of the local community should be discriminated 
against. 

 
4.4    Employees who engage or supervise contractors or who have any other official 

relationship  with  contractors  and  have  previously  had  or  currently  have  a 
relationship in a professional, private or domestic capacity with contractors, should 
declare their relationship directly to their Corporate Director or, in the case of 
Corporate Directors, to the Chief Executive, who should decide what action is 
necessary and convey that decision to the employee in writing. 

 
4.5    No employee shall purchase for private purposes goods or services from a firm 

which has dealings with the City Council where the firm is offering preferential terms 
to the individual employee (directly or indirectly) because of a contractual, business 
or other relationship with the City Council. This equally applies to ordering of extra 
supplies against a contract where the intention is to use the goods privately and pay 
for them at the Council's contract price, particularly if the employee is aware that the 
price is not available to the ordinary customer. This also applies to the use of 
services of a contractor with whom employees have official contacts as part of their 
employment with the City Council. It also precludes employees from using, for 
private purposes, any special trading cards which the City Council may hold for 
Council business. It does not, however, preclude employees from benefiting from 
general discounts available to all Council employees, e.g. Staff Discount Scheme, 
Local Government Travel Club or discounts available through membership of a 
trade union. 
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5.  Appointment and Other Employment Matters 
 
5.1    Employees involved in appointments should ensure that these are made on the 

basis of merit in accordance with the procedures laid down in the City Council's 
Code  of  Practice  on  Recruitment  and  Selection.  It  would  be  unlawful  for  an 
employee to make an appointment which was based on anything other than the 
ability of the candidate to undertake the duties of the post. Employees must not act 
with unfair bias either in favour or against candidates in making appointments.  In 
order to avoid any possible accusation of bias, employees must not be involved in 
any appointment where they are related to, or have close personal relationship with, 
an applicant. (Close professional relationships between managers [and/or between 
managers and members of staff] should not prevent managers from being involved 
in appointments, provided that there is no relationship between them that would 
cause a reasonable onlooker to suspect that the appointment was biased either in 
favour or against candidates). 

 
5.2    Similarly,  employees  must  not  be  involved  in  decisions  relating  to  discipline 

promotion or pay adjustments for any other employee who is a relative or partner. 
 
6.  Outside Commitments 

 
6.1    It is a condition of service that employees on the Greater London Provincial Council 

(GLPC) Job Evaluation Scheme above spinal column point 30 shall devote their 
whole time service to the work of the City Council and shall not engage in any other 
business (including self employment) or take up any additional appointment without 
the express written prior consent of their Corporate Director or, in the case of 
Corporate Directors, the Chief Executive. The Corporate Director or the Chief 
Executive reserve the right to withdraw such consent at any time in the future. 
(Note: It is the intention of the Council that this contractual provision should remain 
in force for employees at or above the corresponding pay point on the new spinal 
column despite the absence of a specific term to this effect in the new Green Book). 

 
6.2    The Council will not unreasonably preclude any of its employees from undertaking 

additional employment, but any such employment must not, in the City Council's 
view, conflict with or react detrimentally to the Authority's interests or in any way 
weaken public confidence in the conduct of the Authority's business, for example, it 
would be deemed quite improper for any work to be carried out for private gain that 
has been procured through the employee's normal duties. 

 
6.3     No personal business activity or outside work of any sort may be undertaken by 

employees during their normal working hours for the City Council. Similarly, no 
Council equipment, accommodation or resources must be used in connection with 
these activities. 

 
6.4    Although it is accepted that employees' off duty hours are their personal concern, all 

employees  should  avoid  situations  whereby  their  work  and  personal  interests 
conflict or may appear to conflict. 

 
6.5    Where a request is received by the Council for an officer to make a presentation, 

speak at a seminar, lecture or course and an individual employee is required to do 
this within their normal field of work and during working hours, the work will be 
undertaken on behalf of the City Council and any fee will be treated as income to 
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the Council. 
 
6.6 Where an approach is made directly to an individual implicitly or explicitly because of 

that individual's reputation and personal skills/knowledge/ experience and a fee is 
payable, there is potential for the fee to be treated as income for the individual. 
Corporate Directors and, in the case of a Corporate Director, the Chief Executive, 
have discretion to grant employees paid leave to give lectures concerned with their 
professional discipline and to retain the whole of the fees received on the 
understanding that such occasions are likely to be relatively infrequent. 

 
6.7 Intellectual Property 

 
"Intellectual Property" is a generic term that includes inventions, creative writings 
and drawing. If these items are created as part of an employee's normal course of 
employment, then, as a general rule, they belong to the City Council. However, 
various Acts of Parliament apply to "Intellectual Property" and the Legal Section 
should be contacted for advice if any doubt exists. 

 
7.  Personal Interests (Financial and Non-Financial) 

 
7.1    Any personal interests, financial or otherwise, must be registered when they could 

reasonably  be  deemed  to  potentially  conflict  with  any  work  undertaken  by 
employees in the course of their duties e.g. acting as a School Governor, 
involvement with an organisation receiving grant aid from the Authority, involvement 
with an organisation or pressure group which may seek to influence the Authority's 
policies. Each Corporate Director will be responsible for ensuring that all employees 
in their Departments are aware of the need to register personal interests in 
accordance with this section. 

 
7.2    Section 117 of the Local Government Act 1972 requires employees to give written 

notice of any contract or proposed contract in which the Council is involved and in 
which the employee has a financial interest (either direct or indirect) as soon as the 
employee becomes aware of it.   Failure to declare an interest may result in 
prosecution. This requirement applies to all employees, irrespective of their grade. 
Corporate Directors should bring the Act's current requirements to the attention of 
relevant employees within their Department who may be affected. 

 
7.3    Details of interests (financial and non-financial) must be made in writing and sent to 

the  Corporate  Director,  who will record declarations of it in a departmental 
register(s) kept for that purpose. The following information will be recorded in the 
departmental register(s): 
•        the name of the member of staff; 
•        the company or organisation the member of staff has an interest in; 
•        what that interest is. 

 
The declaration must be made as soon as the employee is aware of the interest 
and/or the contract or proposed contract to which the interest relates.  All contracts 
or proposed contracts are covered by this requirement, including contracts for the 
regular supply of goods and services. 

 
The departmental registers are open for inspection by the Chief Executive and the 
Chief Finance Officer. 
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7.4    To avoid suggestions of any impropriety, employees with a financial or non-financial 

interest in a matter should not only declare that interest but also seek to distance 
themselves from involvement in that item. This may mean passing an issue to 
another colleague to deal with. Where this is not possible, employees must be open 
stated at meetings, whether Committee meetings or other meetings, public or private. 
Notes taken at the time should be placed in the appropriate file concerning the 
interest(s) and how it has been handled. 

 
7.5    All employees involved in the award or management of contracts shall declare to 

their Corporate Director (or in the case of Corporate Directors the Chief Executive) 
any association or friendship with any contractor on any part of the Council's select 
list of contractors and should take no part in the tender process without their written 
approval. Any employees engaged in the consideration or determination of any 
application for any contract, permission, grant, approval or consent must declare to 
their Corporate Director (or in the case of Corporate Directors the Chief Executive) 
any association with any person or body who is an applicant in the field of work in 
which that employee is engaged. 

 
7.6    A Corporate Director to whom any such interest, association or friendship is declared 

shall consider whether to take steps to ensure the employee concerned is not placed 
in a position where private interests and official duties may conflict. 

 
8.   Equality Issues 

 
8.1    All employees must have a knowledge of and be committed to the implementation of 

the City Council's Equality and Diversity Policy. They must ensure that all the 
Council's policies and procedures in relation to equalities issues are complied with in 
addition to the requirements of the law. All members of the community, customers 
and employees have a right to be treated with fairness and equity in line with the 
Council's positive commitment to the delivery of quality services to a diverse 
community. 

 
9.  Separation of Roles During Tendering 

 
9.1    Employees involved in the tendering process and dealing with contractors should be 

clear on the separation of client and contractor roles within the City Council. Senior 
employees who have both a client and contractor responsibility must be aware of 
the need for accountability and openness. 

 
9.2    Employees in contractor or client units must exercise fairness and impartiality in 

dealing with all customers, suppliers, other contractors and sub-contractors. 
 
9.3    Employees who are privy to confidential information on tenders or costs for either 

internal or external contractors should not disclose that information to any 
unauthorised party or organisation. 

 
9.4   Employees should ensure that no special favour is shown to current or former 

employees or their partners, close relatives or associates in awarding contracts to 
businesses run by them or employing them in a senior or relevant managerial 
capacity. 
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9.5    Employees must not use their position and knowledge of the Council to gain access 
to and provide information which puts a particular contractor or anyone else in a 
better position than any other contractor tendering to undertake work. 

 
9.6    Employees involved in the purchase of work, goods, materials and services must 

comply with the relevant standing orders and financial regulations approved by the 
Council. 

 

10.   Corruption 
 
10.1   Employees must be aware that it is a serious criminal offence for them corruptly to 

receive or give, any gift, loan, fee, reward or advantage for doing, or not doing, 
anything, or showing favour or disfavour to any person while the employee is acting 
in his or her official capacity. If an allegation is made it is for the employee then to 
demonstrate that any such rewards have not been corruptly obtained. 

 
10.2   The  absence  of  actual  corruption  is  not,  in  itself,  sufficient.  Avoidance  of  any 

grounds for suspicion of corruption is also important at all times and particularly 
where contracts are being negotiated. Employees should, wherever possible, avoid 
negotiating with a potential contractor, supplier or purchaser (of land for example) 
on a one to one basis. Where any one to one negotiations are involved, including 
telephone negotiations, the employee must ensure that all steps in the negotiations 
are recorded, and that their Corporate Director, or where the negotiations involve 
the Corporate Director, the Chief Executive, has been made aware of and has 
approved, in writing, those steps. Standing orders, financial regulations and the 
policies of the Council must always be followed on all occasions. 

 
11.  Use of Resources 

 
11.1   Employees must ensure and demonstrate that they use public funds entrusted to 

them in a responsible and lawful manner. They should strive to ensure value for 
money to the local community. They must comply at all times with the Council's 
standing orders and financial regulations. 

 
11.2   Any  facilities,  equipment,  tools,  etc.,  provided  by  the  Council  for  use  in  an 

employee's duties should be used only for those duties and for no other purpose 
except where the Council has agreed to private use.  This applies to all facilities and 
property. There are approved arrangements for the use of some services for private 
purposes on payment of charges determined by the Council - for example, private 
telephone calls from the workplace; private photocopies, etc.  Where approved 
private use takes place the appropriate charge must be made. 

 
12.  Gifts, Hospitality and Sponsorship 

 
Gifts and Hospitality 

 
12.1   The  acceptance  of  gifts  and/or  hospitality  by  employees  must  be  treated  with 

extreme caution. 
 
12.2   No offer of a gift or inducement, whether made at specific occasions (e.g. at 

Christmas) or casually, should be accepted when the gift is made by, or indirectly 
by, a person, firm or organisation which, to the knowledge of the employee, has or 
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seeks to do business of any kind with the Council or to have an interest in its 
decisions. 

 
12.3   There is a delicate balance between acceptance or refusal of hospitality or tokens of 

good will on certain occasions. On each occasion a judgement must be made 
between causing offence by refusal or risking improper conduct by acceptance. The 
receipt of minor articles, often by way of trade advertisements, which will be used on 
the Council's business (e.g. diaries, calendars, office requisites, etc., which are 
customarily distributed at Christmas and, occasionally, at other times) is acceptable. 
Gifts other than such promotional materials are not acceptable. 

 

12.4   Offers of hospitality and invitations to social occasions from those who do or seek 
business with the Council, or have an interest in its decisions, should similarly be 
treated with caution. They should be considered only where the scale of hospitality 
is of a modest standard.  A working lunch or breakfast to allow the parties to discuss 
business might be acceptable but should be cleared with a Corporate Director first. 
Again, it is the duty of the employee concerned to be satisfied that personal integrity 
is not put at risk. 

 
12.5   Employees who are invited to take part in conferences by virtue of their position with 

the Council should discuss the invitation with their Corporate Director before 
attending. 

 
12.6  Details of every offer of a gift or hospitality (other than those which this code 

exemplifies as being acceptable) either offered to and refused or offered to and 
accepted  by employees in their Department, including themselves will be 
maintained by the Corporate Director in a departmental register(s) kept for that 
purpose. The following information will be recorded in the departmental register(s): 
• the person or body making the offer; 
• the member of staff to whom the offer was made; 
• the gift or hospitality offered; 
• the circumstances in which the offer was made; 
• whether the gift or hospitality was accepted or declined; 
• if  accepted  the  member  of  staff  who  had  authorised  acceptance.  This 

acceptance  should  be  made  in  writing  and  a  copy  maintained  with  the 
register. If refused, the action taken (if any) by the Corporate Director (or in 
the case of Corporate Directors the Chief Executive). 

 
The departmental registers are open for inspection by the Chief Executive and the 
Chief Finance Officer. 

 
Sponsorship 

 
12.7   Where an outside organisation wishes to sponsor or is seeking to sponsor a Council 

activity, whether by invitation, tender, negotiation or voluntarily, the basic 
conventions concerning acceptance of gifts or hospitality apply. Particular care 
must be taken when dealing with contractors or potential contractors. 

 
12.8   Where the Council wishes to sponsor an event or service, neither an employee, or 

any partner or relative, must benefit from such sponsorship without there being full 
disclosures of any such interest in accordance with Section 7 of this code. Similarly, 
where the Council through sponsorship, grant aid, financial or other means, gives 
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support in the community, employees should ensure that impartial advice is given 
and that there is no conflict of interest involved. 

 
13 Membership of a Secret Society 

 
13.1   All employees must declare any membership of any organisation classed as a 

secret society, for example the Freemasons. Such a declaration must be made in 
writing and sent to the Corporate Director who will record it in a departmental 
register(s) kept for that purpose. 

 
The following information will be recorded in the departmental register(s): 
• the name of the member of staff; 
•        the secret society to which that member of staff belongs. 

 
13.2 The departmental registers are open for inspection by the Chief Executive and the 

Chief Finance Officer. 

 
The definition used is in line with the Yearbook: 
"Any lodge, chapter, society, trust or regular gathering or meeting, which: 
(a)    is not open to members of the public who are not members of that lodge, 

chapter, society or trust; 
(b)     includes in the grant of membership an obligation on the part of the member a 

requirement to make a commitment (whether by oath or otherwise) of 
allegiance to the lodge, chapter, society, gather or meeting; and 

(c)     includes, whether initially or subsequently, a commitment (whether by oath or 
otherwise) of secrecy about the rules, membership or conduct of the lodge, 
chapter, society, trust, gathering or meeting. 

 
A lodge, chapter, society, trust, gathering or meeting as defined above, should not 
be regarded as a secret society if it forms part of the activity of a generally 
recognised religion”. 

 
14 Employees Facing Criminal Charges 

 
14.1   The City Council expects employees facing criminal charges to give notice of this, 

without delay, to an appropriate line manager. Employees are required to notify an 
appropriate line manager or Corporate Director in all circumstances, whether they 
personally feel the matter is relevant or not. 

 
Addendum 

 
In addition to the requirement laid down in Paragraph 13 the City Council expects 
employees in the Residential Child Care Sector of the Social Services Department 
to also notify an appropriate line manager of any cautions and any arrests or 
charges in connection with a child or children. (Personnel and Customer Care  
Committee July 1999). 
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Protocol for Councillor/ Officer Relations 

 
 

1. Introduction 
 
1.1 The purpose of this protocol is to provide guidance on the complementary roles of 

councillors and officers. It seeks to promote good working relationships between 
councillors and officers and support the smooth and effective running of the Council.  

 
1.2 It is not comprehensive but is a guide and is intended to supplement other codes 

and procedures including the Councillor and Officer Codes of Conduct which can be 
found elsewhere in this Constitution. 

 
1.3 It applies when councillors, voting and non-voting co-opted members, and officers 

are conducting Council business. The majority of provisions of this protocol that are 
applicable to councillors are also applicable to voting and non-voting co-opted 
members. 

 
1.4 A breach of this protocol will be considered a breach of the relevant code of conduct 

and will be dealt with under the procedures for breaches of those codes. 
 
1.5 This protocol will be reviewed periodically by the Standards Committee and will be 

overseen by the Monitoring Officer. 
 
1.6 Further information and guidance on the matters covered by this protocol can be 

sought from the Monitoring Officer. 
 

 
2. Principles 
 
2.1 Good working relationships between councillors and officers are essential for the 

effective operation of the Council. This protocol and the relationships it seeks to 
support are underpinned by the following principles: 

 mutual trust, 

 respect for the different roles of councillors and officers, 

 a desire to provide the best possible service to the residents and city of 
Nottingham, 

 a commitment to collaborative, non-adversarial resolution of disputes.  
 
 
3. The Roles of Councillors and Officers 

 
3.1 Councillor Roles 

Councillors are democratically elected for a term of four years and, once elected, 
represent all individuals in their ward, not just those who voted for them. Councillors 
can form political groups and the largest group or a combination of groups usually 
form an administration to provide the political leadership for the authority.  
 

3.2 Councillors have a range of roles and must bear in mind the capacity in which they 
are operating and any conflicts of interest that may arise from these different roles. 
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Further advice on interests can be sought from the Monitoring Officer. The roles 
occupied by councillors include: 

 policy-makers and budget setters – setting the strategic direction of the 
Council, 

 community representatives and leaders and advocates for their wards, 

 representatives of the Council on non-Council bodies.  

 as politicians, representatives of the political parties to which they belong, 
recognising that in their role as Councillors they have a duty always to act in 
the public interest. 

 
3.3 In addition to the above, members of particular Council bodies have specific roles. 

Executive members make executive decisions within the policy and budgetary 
framework, Overview and Scrutiny members scrutinise decisions, develop policy and 
examine issues, and members of other non-executive committees make decisions 
within their remits. Working relationships between officers and councillors with 
specific Executive or chairing roles will, by necessity, be close.  
 

3.4 It is a generally accepted convention in local government that the Officer leadership 
of the Council and its executive councillors will have support from officers in 
developing policy. Any advice and drafts of documents/ policies provided in the 
course of the development of proposals by the Administration and in support of its 
decision making will be confidential to the Administration.  
 

3.5 All Ward Councillors representing an affected ward should be notified of any 
proposed formal consultation exercises and site visits and invited to public meetings 
relating to their wards.  
 

3.6 Officer Roles 
Officers (with the exception of political assistants) are required to be politically 
impartial. They serve the whole Council and not individual groups or councillors. 
Some officers, including all senior officers, hold politically restricted posts which 
prevent them from engaging in political activity outside of work.  
 

3.7 Certain senior officers hold posts with mandatory statutory responsibilities including 
the Chief Executive, the Monitoring Officer, and the Chief Finance Officer as well as 
those with responsibility for particular areas of Council activity. A full list of statutory 
officers can be found in Part Two of this Constitution. Councillors must respect these 
responsibilities and accept that these officers have a duty to give advice or make 
decisions which councillors may not have requested and may not agree with or 
support.  
 

3.8 Officers are responsible for enforcement and regulation matters within the policy 
framework set by Councillors at regulatory committees. Councillors should not seek 
to influence decisions taken within this framework. 

 
 
4. Responsibilities of Councillors and Officers 

 
4.1 Councillors  

Councillors are responsible for: 

 providing political leadership,  
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 determining the budget and policy framework for the Council,  

 monitoring and reviewing the performance of the Council in implementing that 
policy and delivering services,  

 representing the Council externally and acting as advocates on behalf of their 
residents. 

 
4.2 Officers 

Officers are responsible for: 

 Ensuring the Council acts lawfully and with financial propriety, even if that is 
against the wishes of councillors, 

 the day to day management of the Authority’s services, the organisation and its 
resources inclusive of officers,  

 initiating, implementing and managing policy in accordance with the overall 
framework set by councillors, 

 giving professional advice to all Councillors. 
 

4.3 Mutual Responsibilities 
Both councillors and officers are responsible for: 

 working effectively together in partnership, 

 respecting each other’s respective roles, workloads and pressures, 

 acting with respect, dignity, courtesy, integrity, mutual support and appropriate 
confidentiality, 

 undertaking training and development in order to carry out their role effectively,  

 not subjecting any individual to intimidation, bullying or harassment.  
 
5. Working Together 

 
The remainder of this Protocol will address specific areas of councillor/ officer 
interaction.  
 

5.1 Personal Relationships 
Mutual respect between councillors and officers is essential for the delivery of good 
local government. Close personal familiarity in public between individual councillors 
and officers can damage this relationship and should be avoided. Close working 
relationships should never become so close, or appear to become so close, as to 
bring into question the officer’s ability to deal impartially with another councillor or 
other party groups, nor to undermine public trust in the Council. 
 

5.2 Where such relationships exist or develop over time they should never be hidden. 
Councillors should declare such relationships to the Monitoring Officer and officers 
should declare such relationships to their Director in writing. This includes any family 
relationships.  
 

5.3 Contact between Councillors and Officers  
Contact between councillors and officers should be at a level appropriate to the 
issue being raised. Routine matters should be raised with a relevant officer however 
concerns about a service should normally be raised with the relevant Director or 
Head of Service.  

 
5.4 While councillors and officers can constructively challenge they should not criticise 

or undermine respect for the other at any meeting where council business is being 
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considered or transacted, in any public forum or through any communications. Any 
concerns a councillor has about the conduct or capability of an officer should be 
raised with the relevant Head of Service or more senior officer. Any concerns an 
officer has about the conduct of a councillor should initially be raised with the 
officer’s line manager. If the concerns relates to a possible breach of the Councillor 
Code of Conduct the relevant process should be followed. 
 

5.5 Advice  
Officers should always provide advice based upon their professional judgment even 
if that advice is contrary to the view of the councillor/s receiving it. Where an 
individual councillor may have a contrary view s/he should not seek to pressure the 
officer to make a recommendation contrary to the officer’s professional view.  

 
5.6 Correspondence  

Official letters on behalf of the Council should normally be sent out in the name of 
the relevant officer, Portfolio Holder, Committee Chair, the Leader or the Lord Mayor 
or Sheriff, rather than in the name of an individual councillor. In certain 
circumstances it may be appropriate for a letter to go out in the name of a councillor, 
for example, making representations to an MP, but the letter should make clear 
whose views are being expressed in the correspondence.  
 

5.7 Officers should not normally copy correspondence between themselves and a 
councillor to another councillor. If it is necessary to copy correspondence to another 
councillor, the officer should tell the original councillor. Use of silent or blind copies is 
not acceptable. If an officer has to reproduce a conversation with a councillor in 
correspondence, then that correspondence should be copied to the relevant 
councillor.  
 

5.8 Letters which, for example, create obligations or give instructions on behalf of the 
Council should not be sent out in the name of a councillor.  

 

5.9 Individual councillors will respond directly to casework and other requests from 
citizens or other relevant stakeholders. 

 
5.10 Response to Councillor Queries 

Officers will respond to enquiries made by councillors, including casework requests, 
within agreed time frames.  

 
5.11 Political Groups  

With the exception of Political Assistants, officers serve the Council as a whole and 
not exclusively any political group or individual councillor. In their dealings with 
political groups and individual councillors, all officers must maintain political 
neutrality and treat them in a fair and even handed manner.  
 

5.12 Officers, may attend group meetings to provide briefings on Council business. With 
the exception of Political Assistants, officers below the level of Head of Service 
should only attend group meetings when accompanied by a senior officer. Officers 
attending group meetings should usually be accompanied by another officer and 
must respect the confidentiality of information disclosed at group meetings.  
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5.13 Briefings, whether in person or in written form, must be available to all groups on an 
equal basis.  

 
5.14 Management of Officers  

The management of officers (including Political Assistants) is the responsibility of 
managers and ultimately the Chief Executive as Head of Paid Service. Officers are 
also responsible for the preparation of Job Descriptions and Person Specifications. 
Officers will support, advise and respond to councillors’ requests but councillors 
cannot instruct officers to do any piece of work or take any course of action other 
than through formal decision making procedures. Requests should not be given 
directly to junior officers without the knowledge of their line manager.  

 
5.15 In some officer appointments, at the level of Head of Service and above, councillors 

may take part in selecting and appointing an officer. As a matter of law the candidate 
who best meets the specification for the role as advertised should be appointed and 
a councillor should not let his/her political or personal preferences influence his/her 
judgement. The Council has legal obligations in relation to equal opportunities and 
councillors are required to comply with these legal obligations and to adhere to the 
Council’s equal opportunities policy in their dealings with staff/ potential staff.  
 

5.16 Councillors should not seek or request personal information about individual officers 
nor seek to contact officers outside of working hours or via personal contact details 
unless by prior agreement, an existing provision or arrangement.  

 
5.17 Access to information 

When requested, officers should provide councillors with published information. Any 
exceptions to this should be referred to the Director for Legal and Governance for 
consideration. 

 
5.18 Where unpublished, exempt or confidential information is requested, the requesting 

Councillor must demonstrate their need to know the information before it is released. 
Where a conflict of interest would be created by providing information to a 
Councillor, it should not be released. It is the councillor’s responsibility to disclose 
such an interest. Consideration should always be given to Data Protection and other 
regulations when deciding whether to release information. 
 

5.19 Further information can be found in the Access to Information Procedure Rules 
contained within this Constitution. 

 

5.20 As outlined in the Councillor and Employee Codes of Conduct, exempt, confidential 
or personal information obtained by councillors or officers in the course of their 
duties must not be shared.  

 

5.21 Public Relations and Press Releases   
The Council’s Communications and Marketing officers serve the Council as a whole 
and must operate within the limits of the statutory framework which prohibits 
publishing material which appears to be designed to affect public support for a 
political party. All councillors should be offered the opportunity to participate in 
communications and marketing events regardless of political group. The latter does 
not apply where an individual councillor or a number of councillors are participating 
in the event due to a role they hold, for example, Portfolio Holder or Chair of a 
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Committee. 
 

5.22 Council press releases drafted by officers will often contain quotations from the 
Mayor, Sheriff, Leader, a Portfolio Holder or the Chair or Vice-Chair of the 
Committee or Sub-Committee whose service is involved. Such press releases will 
not indicate the councillor’s party political affiliation.  
 

5.23 Individual councillors may issue personal press releases. If issued, these must 
contain a clear statement that it is a personal publication to avoid any possibility of 
confusion with a Council press release.  

 

5.24 Further guidance on the legal constraints placed on local authority publicity during 
an election period can be obtained from the Communications and Marketing Office 
and/or the Monitoring Officer.  

 

5.25 Ceremonial Events  
The Mayor or the Sheriff, will be the appropriate person to lead/ represent the 
Council at ceremonial events which are of particular significance or are not 
specifically associated with the office of the Leader, a particular 
Portfolio/Committee/Sub-Committee.   

 

5.26 Ward councillors should always be informed of, and, where possible, invited to 
ceremonial events taking place within their own wards. Any councillor taking part in a 
ceremonial event must not seek disproportionate personal publicity nor use the 
occasion for party political advantage bearing in mind that the councillor is 
representing the Council as a whole.  
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Members’ Allowances Scheme 

 
Nottingham City Council, in exercise of the powers conferred by the Local 
Authorities (Members’ Allowances) (England) Regulations 2003 (the 2003 
regulations) and all other powers vested in it, hereby makes the following scheme: 
 
1. Citation 
 
This scheme, made by the City Council on 16 January 2017, may be cited as 
Nottingham City Council Members’ Allowances Scheme. 
 
2. Interpretation 
 
In this scheme: 

 “Councillor” means a member of Nottingham City Council; 

 “Year” means the 12 months beginning 1 April and ending with 
31 March. 

 
3. Basic Allowance 
 
Subject to paragraphs 6 and 7, a basic allowance of £12,828.13 (indexed with 
effect from 1 April 2017 in line with increases in pay of employees covered by the 
National Joint Council for Local Government Services) shall be paid to each 
Councillor for each year. 
 
4. Special Responsibility Allowance 
 

(1) For each year, a special responsibility allowance (indexed with effect 
from 1 April 2017, in line with increases in pay of employees covered by 
the National Joint Council for Local Government Services) shall be paid 
to those Councillors who have the special responsibilities in relation 
to the authority that are specified in Schedule 1 to this scheme. 

 
(2) Subject to paragraphs 6 and 7, the amount of each such allowance shall 

be the amount specified against that special responsibility in that 
schedule. 

 

(3) In any year a Councillor shall be paid only one special responsibility 
allowance (being the highest amount payable in respect of special 
responsibilities held). A civic office holder may, in addition, be paid the 
civic allowance specified in the schedule. 

 
5. Waiver 
 
A person may, by notice in writing given to the Director of Legal and 
Governance, elect to forego any part of his or her entitlement to an allowance 
under this scheme. 

 
 

6.  Part-year Entitlements 
 

(1) The provisions of this paragraph shall have effect to regulate the 
entitlements of a councillor to basic and special responsibility allowance 
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where, in the course of a year that councillor becomes, or ceases to 
be, a councillor, or accepts or relinquishes a special responsibility in 
respect of which a special responsibility allowance is payable. 

 
(2) Where the term of office of a councillor begins or ends otherwise than 

at the beginning or end of a year, the entitlement of that councillor to 
basic allowance shall be to the payment of such part of the basic 
allowance as bears to the whole the same proportion as the number of 
days during which his or her term of office subsists bears to the number 
of days in that year. 

 

(3) Where a councillor has during part of, but not throughout, a year such 
special responsibilities as entitle him or her to a special responsibility 
allowance, that councillor’s entitlement shall be to payment of such part 
of that allowance as bears to the whole the same proportion as the 
number of days during which he or she has such special responsibilities 
bears to the number of days in that year. 

 

(4)  
(a) Basic and special responsibility allowances shall be payable in 

installments of 1/12th of the amount specified in this scheme and 
shall be paid or made available by the last working day of each 
month. 

 
(b) Where a payment of 1/12th of the amount specified in this scheme 

in respect of a basic allowance or a special responsibility 
allowance would result in the councillor receiving more or less 
than the amount to which he or she is entitled, the payment shall 
be such amount as will ensure that no more or no less is paid than 
the amount to which he or she is entitled. 

 
7. Allowances in Cases of Ongoing Sickness Absence 

 
(1) Where, through sickness, a Councillor has not attended any formal 

meetings of the Council and/ or any Boards, Committees or Panels of 
the Council of which he/ she is a member for a period of six months (but 
remains a councilor by virtue of a decision of the Chief Executive under 
section 85 of the Local Government Act 1972), from that date, any 
allowances to which he/ she was formerly entitled to shall be payable at 
a rate of 50% of the former allowance and only for a further period of six 
months. 

 
(2) Where the Councillor is absent for reasons relating to pregnancy or 

maternity, no reduction should be made to allowances. 
 

8. Carers’ Allowance 
 

(1) Carers’ Allowance shall be paid to a Councillor who, as a result of 
attending a qualifying meeting, incurs costs in providing for the care of a 
dependant relative. Carers’ allowances shall be paid at an hourly rate 
equal to the actual cost incurred, subject to: 
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(a) a maximum hourly rate mirroring the highest rate of the National 
Living Wage; 

(b) an annual limit mirroring the maximum level of benefit which can 
be obtained by an employee of the Authority purchasing childcare 
vouchers (currently £933); 

(c) production of supporting invoices/ receipts to the Chief 
Finance Officer. 

 
(2) “Qualifying meeting” means: 

(a) a meeting of the Council or of any Board, committee or sub- 
committee  of  the  Council,  or  of  any  other  body  to  which  the 
Council makes appointments or nominations, or of any committee 
or sub-committee of such a body; 

(b) any  other  meeting,  the  holding  of  which  is  authorised  by  the 
Council, or a Board or committee or sub-committee of the Council, 
or a joint committee of the Council and one or more local 
authorities within the meaning of section 270(1) of the Local 
Government Act 1972, or a sub-committee of such a joint 
committee, provided in each case that it is a meeting to which 
members of at least two political groups have been invited; 

(c) a meeting of any association of authorities of which the Council is 
a member; 

(d) the performance of any duty in connection with the discharge of 
any function of the Council conferred by or under any enactment 
and empowering or requiring the Council to inspect or authorise 
the inspection of premises; and 

(e) the performance  of  any  duty  in  connection  with  arrangements 
made by the Council for the attendance of pupils at schools 
approved for the purposes of section 342 (approval of non- 
maintained special schools) of the Education Act 1996; 

(f) the carrying out of any other duty approved by the Council, or any 
duty of a class so approved, for the purpose of, or in connection 
with, the discharge of the functions of the Council or any of its 
committees or sub-committees. 

 
(3) “Dependant relative” means a person who lives with the Councillor 

or who is entirely dependent on the Councillor for primary care, 
including: 
(a) a child aged 14 or under; 
(b) an elderly relative requiring full-time care; 
(c) a relative with a disabled or nursing requirement who needs 

temporary or permanent full-time care. 
 

(4)  This allowance shall be paid where the claimant: 
(a) is not already in receipt of allowances or payments towards care 

from the individual(s) being cared for; or 
 

(b) where those being cared for are, themselves, ineligible for 
appropriate government paid allowance(s). 

 
9. Travel and subsistence allowances 
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Travel and subsistence allowances shall be paid to Councillors and to members 
of Council committees and sub-committees in connection with or relating to the 
duties specified in paragraph 8 (2) above provided that, except for travel by 
bicycle, these allowances shall be paid to Councillors only where the duties are 
undertaken outside the area of the City.  The allowances shall be paid in 
accordance with Schedule 2. 
 

 

10. Avoidance of duplication 
 
Where a Councillor is also a member of another authority (within the meaning 
of regulation 3 of the 2003 regulations) that member may not receive 
allowances from more than one authority in respect of the same duties. 
 

11. Time limit for making claims 
 
Claims for travel and subsistence and carers’ allowances, on a form provided 
by the Director of Finance and signed by the claimant, shall be submitted to the 
Director within one month from the date on which entitlement to the allowance 
arose. 
 

12. Withholding/ recovery of payments 
 
Where payment of any allowance has already been made in respect of any 
period during which the councillor concerned: 

 ceased to be a member of the Council, or 

 was in any other way not entitled  to receive  the  allowance  in 
respect of that period; 

the Council may require that such part of the allowance as relates to any such 
period shall be repaid to the Council. 
 

13. Operative date 
 
Any allowance payable in accordance with this scheme shall be payable as if 
the scheme had been in force from 1 April 2017 or the date(s) of appointment, 
whichever is the later.  
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Schedule 1 – Special Responsibility Allowances 
 
 

Position Amount (£) 

Leader £38,217.14 

Deputy Leader £27,794.29 

Portfolio Holders £20,845.71 

Lord Mayor £13,897.14 

Chair of Overview and Scrutiny Committee £13,897.14 

Chief Whip (Majority Group) £10,422.86 

Chairs of Area Committees £6,948.57 

Executive Assistants                                                         
£6,948.57 

Sheriff 
£6,948.57 

Vice Chairs of Overview and Scrutiny 

Committees 

£6,948.57 

Chair of Planning Committee 
£6,948.57 

Chair of Licensing Committee 
£6,948.57 

Leader of Minority Group 
£6,948.57 

Chair of Appointments and Conditions of Service 

Committee £3,474.29 

Vice Chair of Licensing Committee 
£3,474.29 

Chair of Audit Committee £3,474.29 

Adoption Panel Members 
£3,474.29 

Leader of smaller and smallest minority group £0 

Deputy Leader of each minority Group (6+ 

Members) £0 
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Schedule 2 – Travel and Subsistence Allowances  
 
TRAVEL ALLOWANCE 
 

For journeys outside the City boundary only, councillors may claim either 
bus fares or mileage (using a motor cycle, car or bicycle). 
 
Allowable mileage will be taken to be the distance from the City boundary for 
the journey concerned as determined by the Director of Finance using an 
appropriate computerised system and is based on the periodically notified HM 
Revenue and Customs approved mileage rates for vehicles (up to 10,000 
miles). 
 
Motorcycle rates 
 
24 pence per mile 
 

Motor vehicle rates 
 
A rate of £0.45p per mile shall be paid (based on HMRC Guidance and varied 
as necessary) 
 
Bicycle rate 
 
20 pence per mile 
 

SUBSISTENCE ALLOWANCE 
 
Can be claimed subject to the following: 

 absence from the usual place of residence must exceed 4 hours, 

 half an hour is allowed for travelling from home and to home, 

 expenditure on subsistence must have been incurred, 

 receipts must be produced, 

 the  allowance  paid  will  be  actual  expenditure  but  subject  
to  the maximum amounts specified below. 

 
The allowances set out below are the maximum amount which can be claimed 
in respect of any expenditure. Amounts claimed will still have to be justified 
and approved as set out above.   A receipt must be obtained and the 
expenditure must be necessary and additional to the colleague's ordinary 
expenditure on a meal at the relevant time (a deduction of £1.00 for breakfast 
and lunch and £2.00 for an evening meal should be made from all claims in 
respect of a meal taken at that time and the national agreement only allows 
for the reimbursement for additional costs). 
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Subsistence rates 
 
Breakfast £5.00 (before 11 am) 

Lunch £5.00 (12 noon to 2 pm) 

 

Evening meal 
 

£10.00 
 

(after 7 pm) 

 
Overnight subsistence 
 
Where attendance at a conference or similar event necessitates an overnight 
stay, accommodation at the conference hotel, or a hotel of an equivalent 
standard, will be arranged and paid for by the Council. For meals taken in 
connection with the event, the reasonable actual cost will be reimbursed, 
subject to production to the Director of Finance of a receipt. 
 

Meals taken on trains 
 
The reasonable cost of the meal may be reimbursed where it is incurred 
during a period for which there is an entitlement to a day subsistence allowance 
and a receipt is obtained. 
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