
*Phones and other equipment may be used to film, audio record, tweet or blog from this meeting by an 

individual Council member or a member of the public. No part of the meeting room is exempt from 

public filming unless the meeting resolves to go into exempt session 

The use of images or recordings arising from this is not under the Council’s control. 

  

 

25th November 2024 

  

To: Members of the Corporate Services Committee 

  

Cllrs: D Jones (Chair), E Billington, J Carroll, E Costello, W Henderson, M Herber, 

C Rollins 

 

(Copies to other Councillors for information) 

  

Notice of Meeting  

  

You are hereby summoned to a Meeting of the Corporate Services Committee to be held at 

the Council Offices, Peel Street on Monday 2nd December at 7.00pm. 

 
Members of the public who wish to attend the meeting may do so in person or remotely through the 

meeting link below.  

 

To attend remotely through Teams please follow this link: MEETING LINK 
 

 

THIS MEETING MAY BE 

RECORDED * 

Clare Evans 

Town Clerk 
  

Agenda 
 

1. APOLOGIES & SUBSTITUTIONS 

  

2. QUESTIONS FROM THE PUBLIC 

  

 In accordance with approved Standing Orders 1(e)-1(l) Members of the public may make 

representations, ask questions and give evidence at a meeting which they are entitled to 

attend in respect of the business on the agenda.  
 

The total period of time designated for public participation at a meeting shall not exceed 

15 minutes and an individual member of the public shall not speak for more than 3 

minutes unless directed by the chairman of the meeting. 

  

3. DECLARATIONS OF INTEREST & REQUESTS FOR DISPENSATIONS 

  

 Under the Localism Act 2011 (sections 26-37 and Schedule 4) and in accordance with 

the Council’s Code of Conduct, Members are required to declare any interests which are 
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not currently entered in the member’s register of interests or if he/she has not notified the 

Monitoring Officer of any such interest. 
 

Members are invited to submit any requests for Dispensations for consideration. 

  

4. MINUTES 

  

 Pages 7 - 13 

 

To approve the Minutes of the meeting held on 9th September 2024 

 

  

 Recommendation: To approve the Minutes of the meeting held on 9th September 

2024 and for these to be signed by the Chairman. 

  

5. INCOME AND EXPENDITURE REPORT 

  

 Pages – 14 - 18 

 

Members will find attached, for information, the income and expenditure report, 

highlighting significant variances, for Corporate Services Committee to date. 

  

6. BANK AND CASH RECONCILIATION STATEMENTS 

  

 Pages 19 - 21 

 

Members are requested to receive the monthly bank and cash reconciliation statements for 

August, September and October 2024. 

  

 Recommendations: 1. To approve the monthly bank and cash reconciliation 

statements for August, September and October 2024; 

2. For these along with the original bank statements to be 

signed by the Chair of Corporate Services Committee and 

the Council’s RFO. 

  

7. LIST OF CHEQUE PAYMENTS 

  

 Pages 22 - 57 

 

Members will find a list of payments for the period August to October 2024 (inclusive).  

 

This report is provided for information. 

  

8. INVESTMENT REPORT 

  

 Pages 58 - 66 

 

In accordance with Committee Functions, Financial Regulation 8 and Banking 

Arrangements, Investment Strategy & Investment Arrangements. 

 

The Corporate Services Committee are to oversee and manage the financial obligations 

of the Council, including:  
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To receive quarterly reports on investments containing a forecast of capital expenditure, 

investment opportunities and a recommendation for further investment including where 

length and amount. 

  

 Recommendation: To consider an appropriate investment opportunity for monies 

received from the CCLA Property Fund 

  

9. WORKER PROTECTION (AMENDMENT OF EQUALITY ACT 2010) ACT 2023 

  

 Members are advised that a new Act came into effect on 26th October 2024 which 

introduces a new legal duty on employers to prevent sexual harassment during the course 

of employment.  

 

The Town Councils HR provider has informed the Head of Corporate Services that they 

have carried out a review of their employment policies that will be impacted by this new 

duty, and those policies affected will be sent to the Town Council in the coming weeks.  

The main one being the Bullying and Harassment Policy. This policy was scheduled to be 

reviewed at this meeting however, in light of the new duty, it would be prudent to defer 

this review until a revised policy has been received. Members are also advised that it is 

likely that the Whistleblowing policy may also be affected by this new duty, again this 

policy was scheduled to be reviewed at this meeting however this review is being deferred 

until it can be ascertained whether there will be any revisions.  

 

Furthermore, employers will also need to show that they have provided meaningful 

training to all staff and managers. Training opportunities on this topic i.e. Protection from 

Sexual Harassment at Work, are currently being researched. It is hoped that this training 

can also be offered out to members.   

 

This report is provided for information.  

  

10. REVIEW OF TOWN COUNCIL MEMBERSHIP TO OTHER BODIES 

  

 In accordance with the approved Committee Functions and Terms of Reference the 

Corporate Services Committee is required to annually review the Council’s and/or 

employees’ memberships of other bodies. 

 

   

Membership Period Annual Subscription 

2025/26 

   

Society of Local Council Clerks 

(SLCC) 

Annual £480 

Bedfordshire Association of 

Town & Parish Councils 

(NALC) 

Annual £2,295 

Institute of Cemetery and 

Crematorium Management 

Annual April to March £105  

Information Commissioners 

Officer (ICO) 

Annual £60 

 

National Allotment Association  Annual £58 
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This report is provided for information. 

 

Campaign to Protect Rural 

England (CPRE) 

Annual £60 

LGA Associate Membership 

(fee paid via NALC) 

Annual £580 

  

11. REVIEW EXISTING CONTRACTS 

  

 Pages 67 -70 

 

In accordance with the approved Committee Functions and Terms of Reference the 

Corporate Services Committee is required to annually review existing contracts. 

 

Members will find a list attached.  

 

This report is provided for information. 

  

12. FREEDOM OF INFORMATION  

  

 Members are informed that one freedom of information request was received, 9th October 

2024, and responded to within the timescale as per the Town Councils Freedom of 

Information Policy.  

  

13. RETIREMENT POLICY  

  

 Pages 71 - 83 

 

Members are being requested to recommend to Town Council, the adoption of the Town 

Councils Retirement Policy.  

 

Members will find a report attached.  

  

 Recommendation: To recommend to Town Council, the adoption of Houghton 

Regis Town Councils Retirement Policy. 

  

14. HOUGHTON REGIS TOWN COUNCILS LOCAL GOVERNMENT PENSION 

SCHEME (LGPS) EMPLOYER POLICY STATEMENT 

  

 Pages 84 - 111 

 

The current LGPS regulations, which came into effect from 1 April 2014, require each 

scheme employer within the LGPS to formulate, publish and keep under review a 

statement which sets out their policy on certain discretions which they have the power to 

exercise under the LGPS regulations. 

 

Following information received from Bedfordshire Pension Fund members are advised 

that the Town Councils Discretionary Statement may need reviewing to ensure it reflects 

the current regulations. 

 

Members will find a report attached.  
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 Recommendation: To recommend to Town Council, the adoption of Houghton 

Regis Town Councils Local Government Pension Scheme 

(LGPS) Discretion Statement 

  

15.  FINANCIAL REGULATIONS 

  

 Pages 112 - 131 

 

A new Model Financial Regulations template has been produced by the National 

Association of Local Councils (NALC) for the purpose of its member councils and county 

associations. 

 

Officers felt it was important to highlight to members one new section of the updated 

regulations. Financial Regulation 4.8 (extract below) which is in bold text and therefore 

refers to a statutory obligation the council cannot change.  

 

4.8 Any member with council tax unpaid for more than two months is prohibited from 

voting on the budget or precept by Section 106 of the Local Government Finance Act 

1992 and must disclose at the start of the meeting that Section 106 applies to them. 

 

Members will find a report attached. 

  

 Recommendation: To recommend to Town Council, at the meeting to be held on 

the 16th December 2024, the adoption of Financial Regulations 

based on the 2024 model version as provided by NALC 

(National Association of Local Councils) 

  

16.  FLEXI-TIME SCHEME 

  

 Pages 132 - 134 

 

Houghton Regis Town Council operates a Flexi-Time scheme. Flexible working is one 

element which helps to increase employee motivation, reduce sickness absence, promotes 

employee wellbeing and also serves to promote recruitment and retention. 

 

Members will find the Town Council Flexi-Time Scheme policy attached. This policy was 

last reviewed 14th September 2020. There have been no updates to this operational policy 

and therefore is fit for purpose.  

  

 Recommendation: To recommend to Town Council the re-adoption of the Town 

Councils Flexi-Time Scheme policy.  

  

17. CEREMONIAL ROBES POLICY 

  

 Pages 135 - 137 

 

 Houghton Regis Town Council adopted a Ceremonial Robes policy at the Town Council 

meeting held on the 9th December 2019. 
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 Recommendation: To recommend to Town Council the re-adoption of the Town 

Councils Ceremonial Robes policy. 

  

18. TOWN COUNCIL OFFICES 

  

 Pages 138 - 139 

 

At the special meeting of the Corporate Services committee, held on the 23rd July 2024, it 

was agreed (minute number 12923) to obtain quotes from design architects for the 

development of comprehensive remodeling options aimed at: 

1. Enhancing the functionality and aesthetics of the main foyer 

2. Expanding office and administrative spaces, including the potential relocation of 

the council chamber if necessary 

3. Improving the external visibility and public presence of the council offices 

  

 Members will find a report attached.  

 

 Recommendation: To appoint Company ‘A’ as the Town Councils design 

architect. 

  

  

  

  

  

  

  

  

o-o-o-o-o-o-o-o-o-o-o-o-o-o-o 
 



 

 

HOUGHTON REGIS TOWN COUNCIL 

Corporate Services Committee 
Minutes of the meeting held on 

Monday 9th September at 7.00pm. 

 
 

 

 

 

Present: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Apologies: 

Councillors: 

 

 

 

 

 

 

 

Officers: 

 

 

 

Public: 

 

Councillors: 

D Jones  

E Billington 

P Burgess 

J Carroll  

E Costello 

T McMahon 

C Slough 

 

Debbie Marsh  

Louise Senior 

Clare Evans 

 

0  

 

W Henderson 

M Herber 

C Rollins 

Chairman 

 

(Substitute) 

 

 

(Substitute) 

(Substitute) 

 

Corporate Services Manager  

Head of Democratic Services 

(Part) 

  

12956 APOLOGIES & SUBSTITUTIONS  

  

 Apologies were received from Cllr Henderson (Cllr Slough substituted), Cllr Herber 

(Cllr McMahon substituted) and Cllr Rollins (Cllr Burgess substituted). 

  

12957 QUESTIONS FROM THE PUBLIC  

  

 None. 

  

12958 DECLARATIONS OF INTEREST & REQUESTS FOR DISPENSATIONS 

  

 None.  

  

12959 MINUTES 

  

 To approve the Minutes of the meetings held on 10th June 2024, 23rd July 2024 and 

27th August 2024. 

 

Members agreed to approve the minutes with the amended date of 4th March 2024 

contained in Minute 12853 and the resolution. 

  

 Resolved: To approve the Minutes of the meeting held on 10th June 2024, 23rd 

July and 27th August 2024 and for these to be signed by the 

Chairman. 

  

12960 TO RECEIVE THE MINUTES OF THE FOLLOWING MEETINGS AND 

CONSIDER ANY RECOMMENDATIONS CONTAINED THEREIN 
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 Personnel Sub-Committee: 7th May 2024 

  

 Resolved: To receive the Minutes of the Personnel Sub-Committee meeting of 

the 7th May 2024. 

  

12961 INCOME AND EXPENDITURE REPORT 

  

 For information purposes, Members were provided with the income and expenditure 

report, highlighting significant variances, for Corporate Services Committee to date. 

 

It was noted that there were two overspends in the report and it was likely further 

expenditure would be made under Miscellaneous Establishment Costs (190-4020). 

  

12962 BANK AND CASH RECONCILIATION STATEMENTS 

  

 Members received the monthly bank and cash reconciliation statements for May, June 

and July 2024. 

  

 Resolved: 1. To approve the monthly bank and cash reconciliation 

statements for May, June and July 2024. 

2. For these along with the original bank statements to be signed 

by the Chair of Corporate Services Committee and the 

Council’s RFO. 

  

12963 LIST OF CHEQUE PAYMENTS 

  

 For information purposes, Members were provided with a list of payments for the 

period May to July 2024 (inclusive).  

  

12964 INVESTMENT REPORT 

  

 In accordance with Committee Functions, Financial Regulation 8 and Banking 

Arrangements, Investment Strategy & Investment Arrangements. 

 

The Corporate Services Committee are to oversee and manage the financial 

obligations of the Council, including:  

 

To receive quarterly reports on investments containing a forecast of capital 

expenditure, investment opportunities and a recommendation for further 

investment including where length and amount. 

 

This would potentially be the final report on the CCLA Property Fund account as 

Houghton Regis Town Council had given notice to withdraw the funds held.  

 

Members were reminded that at the Corporate Services meeting held on the 4th March 

2024 Members resolved (minute number 12731) to withdraw the Town Councils 

funds from the CCLA Property fund and to subsequently invest these funds in the 

CCLA Deposit account as it is a AAA rated investment. 
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12965 CORPORATE PEER CHALLENGE ACTION PLAN 

  

 At its meeting on the 16th July 2024, the Town Council endorsed the Corporate Peer 

Challenge Action Plan.  

 

In addition to this, Town Council under minute number 12906, resolved to approve 

the use of General Reserves up to £14,000 to support the Amber flagged projects 

within the Action Plan to enable delivery, subject to Committee approval, in 2024/25.  

 

In doing so, the Corporate Services Committee was allocated a project to be funded 

through general reserves. Below was the detail of that project.  

 

Corporate Services Committee  

 

 

 
  

 Resolved: To support Town Councils recommendation of the use of £2000 

from General Reserves to support the delivery of the amber flagged 

project for the Corporate Services Committee as detailed. 

   

12966 CCLA MANDATE 

  

 CCLA Investment Management Ltd was committed to maintaining up to date accurate 

information. A review of the Town Councils account files had identified that CCLA 

must request up to date details of account information. 

 

The CCLA required a minimum of two or more (maximum 4) authorising persons on 

the account. Names and job titles of those authorising persons needed to be sent to 

CCLA along with the accompanying minutes confirming this detail.  

 

Members were reminded that any funds withdrawn, by officers, from the CCLA were 

deposited in the Town Council’s NatWest bank account. 
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 Resolved: To confirm, the following persons: 

Ms Clare Evans, Town Clerk 

Mrs Debbie Marsh, Head of Corporate Services 

Mr Andrew Gaudion, Finance Officer 

are authorised by the Council, to manage Houghton Regis Town 

Councils accounts held by the CCLA 

   

12967 DRUGS, ALCOHOL AND SUBSTANCE MISUSE POLICY 

  

 Members received the Town Councils Drugs, Alcohol and Substance Misuse Policy. 

Members were advised that it was proposed to remove paragraph 5.2 from this policy. 

Other than this proposal the policy remained fit for purpose.   

 

It was clarified that the proposed changes were to discourage alcohol consumption on 

council premises and that failure to comply could potentially result in disciplinary 

action.   

  

 Resolved: To recommend to Town Council the adoption of the Town Councils 

Drugs, Alcohol and Substance Misuse Policy. 

  

12968 FREEDOM OF INFORMATION POLICY AND MODEL PUBLICATION 

SCHEME 

  

 Members were advised that the Town Councils Freedom of Information Policy 

remained fit for purpose; however, the Town Council Model Publication Scheme had 

been revised.  
 
Members were provided with a copy of the report. 

 

For clarification, it was explained that the Transparency Code requirements only 

applied to councils with an income of over £25,000 and under £6.5million.  Houghton 

Regis Town Council had adopted this in principle by publishing expenditure over 

£500.00; however, there was other legislation, more applicable to the Town Council, 

which was the Model Publication Scheme applying to any expenditure over £100.00.  

The auditor had clarified which piece of legislation the Town Council should apply 

and now the Model Scheme of Publication relating to £100.00 and above showed on 

the ICO template document. 

 

An amendment to item 20 on page 98 was requested, changing wording from ‘Her 

Majesty’ to His Majesty’. 

  

 Resolved: 1) To recommend to Town Council the adoption of the Town 

Councils Freedom of Information Policy  

2) To recommend to Town Council the adoption of the Town 

Councils Model Publication Scheme 

  

12969 RESERVES POLICY 
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 Houghton Regis Town Council was required to maintain adequate financial reserves 

to meet the needs of the organisation.  

 

The purpose of this policy was to set out how the Council would determine and review 

the level of reserves. 

 

Members were provided with a copy of the report. 

 

While the report set out the approach, there was some feeling that more robust 

parameters were needed to determine what the reserve level and policy should be.  

The policy would form part of the annual budget setting and, therefore, the reserves 

would be reviewed every year 

  

 Resolved: To recommend to Town Council, the adoption of the Town Councils 

Reserves Policy 

  

12970 INTERNAL AUDIT PLANNING, REPORTING & REVIEW POLICY AND 

INTERNAL AUDIT SPECIFICATION 

  

 At the Corporate Services meeting held on the 4th October 2022 (minute number 

12208) it was agreed that, although historically this document had been presented 

annually at a full Council meeting, moving forward this policy should be added to the 

Policy Review list in order that the Committee had sight of it, for comment, before 

being presented to Council. 

 

Members were provided with a copy of the approved document. There had been no 

changes in legislation, therefore it was suggested that it remained suitable and fit for 

purpose.  

 

Members of the Committee were asked to consider the Internal Audit Planning, 

Reporting & Review Policy and Internal Audit Specification and make a 

recommendation to Town Council for approval.     

  

 Resolved: To recommend to Town Council that the Internal Audit Planning, 

Reporting & Review Policy and Internal Audit Specification be 

approved. 

  

12971 HEALTH AND SAFETY POLICY 

  

 Members received a copy of the Town Council’s Health & Safety at Work Policy. 

There were no changes proposed to this policy, therefore it remained fit for purpose. 

 

It was brought to the attention of the Committee that a reference was made to a 

previous employee in the policy (page 132, reference 3.2) and further occurrences 

subsequently appeared.   It was requested that these be amended. 

 

Members were happy to support the recommendation with the suggested 

amendments. 
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 Resolved: To recommend to Town Council the adoption of the Town Councils 

Health & Safety at Work Policy (as amended). 

  

12972 BANKING ARRANGEMENTS, INVESTMENTS STRATEGY & 

INVESTMENT ARRANGEMENTS 

  

 The Town Council’s Banking Arrangements, Investments Strategy & Investment 

Arrangements policy had been amended to reflect the Town Council’s decision to 

remove investments being placed in the CCLA Property Fund. Members were aware 

that the Town Council gave notice to remove funds from this account and for those 

funds to be placed in the CCLA Public Sector Deposit account.  

 

Members were provided with a copy of the amended policy. 

 

The policy had been amended to remove references to CCLA Property Fund.  (Pg 138 

item 4) and there had been some discussion about investing in more liquid investment 

options.  The amended document reflected the present situation, but Houghton Regis 

Town Council would be taking further investment advice going forward. 

 

Members were informed that there had been some investigation into gilts, but further 

investigations were required in order to ascertain whether this type of investment 

would be appropriate.  It was highlighted that other councils had put funds in high 

interest accounts in high street banks 

 

It was highlighted that the document referred to the Department for Levelling Up, 

Housing & Communities (DLUHC) but that this department had been renamed to the 

Ministry of Housing, Communities and Local Government (MHCLG). 

 

Investments would need to be approved by the Committee and a recommendation to 

update the policy could be made as necessary. 

 

Members were advised that it was hoped a report on potential investments would be 

made at the next meeting.  It was, therefore, suggested that this item was noted and 

considered further once the report had been produced.   

  

12973 EXCLUSION OF PRESS AND PUBLIC 

  

 • Staff Plan 

  

 A recorded vote was requested: 

 

Proposed by:  Cllr Billington  

Seconded by:  Cllr McMahon  

In favour: Cllrs C Slough, Cllr Billington, Cllr Costello and Cllr McMahon. 

Against: Cllr Carroll   

Abstention: Cllr Burgess 
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 Resolved: In accordance with Section 1(2) of the Public Bodies (Admission to 

Meetings) Act 1960, the public and press be excluded from the 

meeting during the consideration of the item set out below on the  

  grounds that publicity would be prejudicial to the general interest 

by reason of the confidential nature of the business to be 

transacted. 

  

12974 STAFF PLAN 

  

 At the last Corporate Services Committee meeting, members were presented with an 

initial proposal for a 5-year staffing structure plan.  

 

Following discussions, members comments were taken on board, thus a revised report 

was submitted to the committee containing additional information for consideration. 

  

Members engaged in a thorough review and discussion of the revised report, 

considering the various options presented to meet the council's future staffing needs.  

  

 Members voted on the recommendations contained within the report.   

  

 Accordingly, option 2 was carried.  

  

 Resolved: To agree the suggested way forward. 

  

 The Chairman declared the meeting closed at 8.13pm 

 

Dated this 2nd day of December 2024  

 

 

 

Chairman 
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CORPORATE SERVICES COMMITTEE                 Agenda Item 5 

 

Date: 

 

2nd December 2024  

Title: 

 

Income & Expenditure Report 

Purpose of the 

Report: 

To provide members with the Income & Expenditure report 

highlighting significant variances, for Corporate Services 

Committee to date. 

 

Contact Officer: 

 

Debbie Marsh, Head of Corporate Services   

 

 

1. BACKGROUND 

  

 In accordance with the committee functions a review of the income and expenditure of 

the committee should be undertaken periodically. Accordingly, this report is provided 

to members highlighting significant variances, for the Corporate Services Committee 

to date. 

 

The income and expenditure report is provided for reference. 

  

2. ISSUES FOR CONSIDERATION 

  

 101-4061 Financial Management Fees  

Includes the CCLA Property Fund redemption loss of £19,790.87.  

Members are advised that the Town Councils internal auditor, at the recent internal 

audit, observed:   

It was noted that the Council had accounted for the loss on the investment held with the 

CCLA Property Fund, rather than accounting for the full receipt value (this was 

discussed with the Clerk and Finance Officer during the audit visit). 

 

The effect of this is that Council income for the year and the value of the General 

Reserve is significantly understated. 

 

The internal auditors recommendation is: 

The Council to review this transaction (if necessary, in consultation with the Council's 

accountant) and ensure that the full value of the receipt is correctly recorded. 

 

Members are informed that DCK Beavers had been contacted prior to the internal 

auditors visit who has confirmed that the way the Town Council has treated the 
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redemption of the CCLA Property Fund is fine and that an adjustment will be made to 

the AGAR at the year end. 

  

 102-4020 Misc. Establishment Costs  

Expenditure incurred to cover D Skinner retirement refreshments and Honorary 

Freeman Scrolls and Frames. 

  

 190-4012 Water Rates 

It is anticipated this budget will be overspent by £500 by the end of the financial year. 

  

 190-4015 Gas 

Members are informed that the supplier was slow in repairing the reported faulty meter 

therefore, the Town Council has not been charged for gas consumption for a number of 

months this is reflected in the low expenditure figure.   

  

 190-4020 Misc. Est Costs 

Expenditure incurred for various items, including paper towels and toilet tissues. It is 

anticipated this budget will be further overspent before the end of the financial year.  

  

 190-4021 Communications Costs 

Members are advised that notice has been given to BT to remove redundant phone 

lines that are now out of contract. Following these changes and cost savings members 

are advised that the Town Council will be entering into a 3 year contract with BT to 

upgrade the broadband line that currently serves the town council offices. The current 

broadband speed is slow. Following advice received from the Town Councils IT 

provider, who monitors the traffic over the internet, they have suggested the Town 

Council consider an internet connection of 100Mbps as a minimum to ensure users 

experience an acceptable level of speed and connection. Similar costs have been 

received from other suppliers but due to the Town Council being in a long term 

contract with BT (January 2027), the option to change supplier is not available. It is 

proposed to enter into a three year contract as soon as savings can be identified. 

Current fixed broadband costs are £195 per month for 18Mbps, the proposed option is 

for £285 per month for 100Mbps.  

  

 190-4022 Postage 

Members are advised that this budget will be overspent by £450 by the end of the 

financial year. This will be due to the increase of postage costs along with the posting 

of the Town Mayors Christmas cards.  

  

3. HRTC CORPORATE PLAN 

  

 4 Management and Operations: To improve the efficiency and effectiveness of 

the Town Council as the key local service provider 
 

  

4. IMPLICATIONS  

  

 Corporate Implications 

• There are no corporate implications arising from this report 

  

 Legal Implications 
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• There are no legal implications arising from this report 

  

 Financial Implications 

• There are no financial implications arising from this report 

  

 Risk Implications 

• There are no risk implications arising from this report 

  

 Equalities Implications  

 

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate 

unlawful discrimination, harassment and victimisation and foster good relations in 

respect of nine protected characteristics, age, disability, gender reassignment, marriage 

and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual 

orientation. 

 

This project / issue does not discriminate. 

  

 Climate Change Implications  

• There are no climate change implications arising from the recommendations 

  

 Press Contact 

There are no press implications arising from this report.  

  

5. CONCLUSION AND NEXT STEPS 

  

 Proactive monitoring of the budget will set the council in good stead going forwards 

and will help to ensure that expenditure and income targets are met. Whilst two 

particular budget codes are overspent, as detailed above, this does not have an impact 

on the overall cost centre budgets. 

  

6. APPENDICES 

  

 Appendix A:  Income and Expenditure cost centre report   
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CORPORATE SERVICES COMMITTEE                            Agenda Item 8 

  

Date: 

 

2nd December 2024 

Title: 

 

Investment Report 

Purpose of the Report: To provide to members a report on investments to date.   

 

Contact Officer: 

 

Debbie Marsh, Head of Corporate Services  
 

 

1. RECOMMENDATION 

  

 To consider an appropriate investment opportunity for monies received from the 

CCLA Property Fund  

  

2. BACKGROUND 

  

 In accordance with Committee Functions & Terms of Reference, Financial Regulations 

and Banking Arrangements, Investment Strategy & Investment Arrangements Policy, 

it is a requirement that the Corporate Services Committee receive quarterly reports on 

investments.  

 

The Council has funds deposited in NatWest and in the Churches, Charities and Local 

Authorities Investment Management Company (CCLA) Public Sector Deposit Fund.    

  

3. CURRENT INVESTMENT 

  

 Commencement of the short-term investment (Public Sector Deposit Fund) was during 

Financial Year 2014 - 2015.  

 

In accordance with Minutes AC1113 and AC1121, two officers administrate both these 

accounts for supervision and audit trail purposes.   

 

Funds can be transferred into and out of the Deposit account without notice.  

  

4. SHORT-TERM INVESTMENT – PUBLIC SECTOR DEPOSIT ACCOUNT 

  

 Commencement of the Public Sector Deposit Fund was September 2014.   

 

This is a pooled, qualified money market fund created by and for the public sector 

which has a low level of risks.  Shares are bought and the dividend is paid at the end of 
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each month (in accordance with IAS 18 – Revenue) less management fees but without 

deduction of tax.   

 

At the Corporate Services meeting held on the 4th March 2024 members resolved 

(minute number 12731) to withdraw the Town Councils funds from the Town Councils 

CCLA Property fund account and to subsequently invest these funds in the CCLA 

Deposit account as it was a AAA rated investment. Members were informed via email 

that the funds from this account had been received on the 2nd October 2024 and had 

been placed in the CCLA Deposit account.  

 

Members were informed that the Town Councils initial value in the Property Fund was 

£600,00 however, following redemption the value received was £580,209.13.  

 

Members can find more details on this fund by following this link The Public Sector 

Deposit Fund | CCLA  In addition at Appendix A Members will find attached The 

Public Sector Deposit Fund Fact Sheet –  31st October 2024  

 

The declared yield rate as at: 

31st October 2024 – 4.94% 

31st July 2024 – 5.18% 

30th April 2024 – 5.23% 

30th November 2023 – 5.30% 

31st July 2023 – 4.94% 

 

Accessibility of funds is almost immediate making this a highly liquid Current Asset 

investment. Activity is a fluctuation of withdrawals when required to meet the council’s 

expenditure costs for the period and deposits of investing surplus funds (namely 

Precept) in accordance with the Trustee Investment Act 1961 S.11 and 

recommendations.   

 

Further detail is provided in the Chronological report attached at Appendix B. 

  

5. INFORMATION 

  

 Members requested, following receipt of funds from the Town Councils CCLA 

Property Fund, that research be undertaken to ascertain what potential investment 

opportunities were available to the town council.  

 

Members are reminded of the following when considering potential investment 

opportunities: 

• How the town council has assessed the market that it is/will be competing in, 

the nature and level of competition, how it thinks that the market/customer 

needs will evolve over time, barriers to entry and exit and any ongoing 

investment requirements.  

• Whether and, if so how, the town council uses external advisors be they 

treasury management advisors, property investment advisors or any other 

relevant persons.  

• How the town council monitors and maintains the quality of advice provided 

by external advisors.  
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• To what extent, if at all, any risk assessment is based on credit ratings issued 

by credit ratings agencies.  

• Where credit ratings are used, how frequently they are monitored and the 

procedures for taking action if credit ratings change.  

• What other sources of information are used to assess and monitor risk. 

• It is highlighted to members that none of the council staff team hold 

qualifications in treasury management, in addition there is also only very 

limited work-based experience of treasury management. 

  

 The following information has been sourced: 

  

 1) Unity Trust Bank https://www.unity.co.uk/  

Savings Accounts. No investment opportunities. 

12-month fixed 4.5% AE|R 

18-month fixed  4.55% AER 

24-month fixed 4.6% AER 

Instant Access 2.62& AER 

 The Town Council would need to hold a Unity Current Account to apply.  

Savings accounts, including fixed term and instant access, are not designed for 

transactional banking. These accounts cannot be used to make payments through 

Online Banking, to make a payment or withdraw funds. 

  

 2) Nationwide  https://www.nationwide.co.uk/  

 Investment is provided by a third party (Aegon Financial Planning). The following is 

taken from their investment webpage: Investing is a long-term strategy, and you should 

be comfortable with investing for at least 6 years. If you decide to invest, remember 

that the value of your investments can go down as well as up and you may get back less 

than you originally invested. 

 

Business Savings accounts – Nationwide are not currently accepting new applications 

for their range of Business Savings accounts. 

  

 3) NatWest  

  

 NatWest have confirmed they do not offer Government Bonds and therefore cannot 

advise on these.  

 

The Town Council already holds a Reserve Account and a Liquidity Manager 

Account. The Liquidity Manager Account has a balance, as of 31st October 2024, of 

£121,047.32. 

 

There is an opportunity to open a Treasury Reserve account, information contained in 

the following link https://www.natwest.com/business/savings/treasury-reserve.html  

  

 4) Government Bonds 

  

 A government bond is a type of debt-based investment, where you loan money to a 

government in return for an agreed rate of interest and agreed period of time. 

Governments use them to raise funds that can be spent on new projects or 

infrastructure, and investors can use them to get a set return paid at regular intervals. 
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In the UK, government-issued bonds are known as gilts. While all investment incurs 

risk, government bonds from established and stable economies are regarded as being 

comparatively low-risk investments. 

 

UK gilts are British government bonds issued by HM Treasury, listed on the London 

Stock Exchange (LSE). They’re also known as ‘gilt-edged securities’ because of their 

reliability as an investment – the UK government has never defaulted on its coupon 

and principal payments, so UK gilts make for a secure investment. 

 

Investing in UK gilts directly 

Typically, when HM Treasury issues new gilts, banks and other large investors tend 

to buy up the majority of them. This means most individual investors must buy gilts 

on the open market. Gilts are listed on the LSE, so investors would purchase them in 

the same way they would stocks. 

 

More information can be found here https://www.dmo.gov.uk/responsibilities/gilt-

market/  

  

 5) Barclays 

  
 Barclays Treasury Deposits 

 

Rates and minimum balance requirements available on request. At maturity for fixed 

deposits or on repayment for Call and Notice deposits, funds can be repaid to a Barclays 

current or deposit account. 

  

 6) Lloyds 

  

 Business Savings Accounts 

https://www.lloydsbank.com/business/savings.html?WT.ac=lloyds-bb_and_sme-

products_and_services-homepage-save_tile-page-view_savings_accounts  

 

Members will note these rates may be subject to change after the 7th November 2024. 

  

 7) CCLA 

  
 CCLA is a sustainable organisation in terms of environmental sustainability and social 

sustainability (will not invest in organisations in oppressive regimes and governance). 

The council’s current accounts with the CCLA include: 

• Deposit account 

This account allows for daily access and was launched in 2011. Houghton Regis Town 

Council has £1,569,500.00 invested, as of 31st October 2024.  

This account has a AAA rating (due to the way the CCLA manages the fund).  

The deposit account offers good security, high liquidity, is AAA rated and therefore 

considered very low risk.  

  

 8) Independent Financial Services provider 
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 Members may recall that the town council met with an independent financial services 

provider last year. The provider holds a portfolio of clients including many principal 

authorities and town and parish councils. They provide investment advice on a regular 

basis making recommendations on investment opportunities. Their advice is tailored 

according to the risk appetite of the council. It is for the council to action their 

recommendations if desired.  

 

Using the services of a financial advisor would meet the Internal Auditors 

recommendation of increasing the spread of investment. However the financial advice 

comes at a cost (Approx £12-15,000 per annum, not budgeted for in 2024/25 or the 

draft 2025/26 budget). It is felt unlikely that the council would increase its investment 

return sufficiently to cover this increase in cost and the cost would therefore be an 

additional burden on the budget. Using their services would require agreement from 

the council to use reserves. Of note, this provider may recommend part investing with 

the CCLA. 

  

 9) Flagstone 

  

 During the recent internal auditors visit, it was suggested the Town Council might 

like to consider investing in the following deposit platform. An account with them 

which gives access to 30 or so other investment opportunities. 

https://www.flagstoneim.com  

 

Members are advised that three town and parish councils, who currently use this 

platform, have been contacted. All three have provided positive feedback.  

 

This type of account would need to be monitored and administered regularly but this 

could be managed in house.  

  

6. HRTC CORPORATE PLAN 

  

 Aspirations Management and Operations: To improve the efficiency and 

effectiveness of the Town Council as the key local service provider 

4.5 Enhance the role of the council. 
 

  

7. IMPLICATIONS  

  

 Corporate Implications 

• Financial Regulations 

• Risk Management Strategy 

• Banking Arrangements, Investment Strategy & Investment Arrangements 

  

 Legal Implications 

• Compliance with the Trustee Investment Act 1961 S.11 

  

 Financial Implications 

• There are no financial implications of this report. 

  

 Risk Implications 
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• As with any type of investment there is always an element of risk. Officers’ 

supervision of the accounts and monitoring their environments as well as the 

UK’s economy climate, helps to regulate and assess any potential risks.   

• Reputation should monies be lost from poor investment decisions. 

• The Town Council has an investment risk appetite comparable to at least a 

AA-rating or higher (minute number 12731) 

• Although there is a national Financial Services Compensation Scheme which 

provides compensation should a bank or investment company fail. An 

individual is covered up to an investment level of £85k. For councils, this 

compensation is only available if your income is under £500k per year. 

Therefore, Houghton Regis Town Council is not eligible to compensation 

under this scheme. 

  

 Equalities Implications  

 

Houghton Regis Town Council has a duty to promote equality of opportunity, 

eliminate unlawful discrimination, harassment and victimisation and foster good 

relations in respect of nine protected characteristics; age, disability, gender 

reassignment, marriage and civil partnership, pregnancy and maternity, race, religion 

or belief, sex and sexual orientation. 

 

This report does not discriminate. 

  

 Climate Change Implications 

There are no climate change implications arising from the recommendations 

  

 Press Contact 

• There are no press implications.  

  

8. CONCLUSION AND NEXT STEPS 

  

 There are a number of investment opportunities available to the town council. Whilst 

the Town Council is not necessarily looking to get a favourable return on their 

investment, they are committed to ensuring they invest is placed within a stable 

investment portfolio which is at least AA rated and supports investment in 

environmental and social sustainability 

 

Apart from the CCLA Deposit Fund, no information has been gleaned from High Street 

banks as to what they invest monies into.  

 

Members are requested to consider what further information they require.  

  

9. APPENDICES 

  

 Appendix A – The Public Sector Deposit Fund Fact Sheet – 31st October 2024. 

Appendix B - Chronological Report 
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The Public Sector Deposit Fund
Fund fact sheet – 31 October 2024

Investment objective
To maximise the current income consistent with the preservation 
of principal and liquidity.

Investment policy
The fund will be invested in a diversified portfolio of high-quality 
sterling denominated deposits and instruments. All investments 
at the time of purchase will have the highest short-term credit 
rating or an equivalent strong long-term rating. The fund is 
actively managed, which means the authorised corporate director
uses their discretion to pick investments, in pursuit of the 
investment objective.

The weighted average maturity of the investments will not 
exceed 60 days. The fund will not invest in derivatives or other 
collective investment schemes.

Target investors
The fund is designed for investors who are looking for capital 
security and a competitive yield for their short-term investments.

Who can invest?
Any public sector organisation can invest in the fund, but it may 
be marketed to any retail or professional client. Share class 4 is 
reserved for public sector organisation investment only.

Key risks
Investors should consider the following risk factors before 
investing: issuer/credit risk (issuer/financial institution may not 
pay), market risk (investment value affected by market 
conditions), operational risk (general business operational risks), 
maturity profile (timings of investment maturity), liquidity risk 
(investment in non-readily realisable assets), concentration risk 
(need for diversification and suitability of investment) and interest 
rate risk (changes to interest rate affecting income). Please see 
the fund prospectus for more details.

Top 10 counterparty exposures (%)
9.54% HM Treasury
9.54% Landesbank Baden-Wuerttemberg
9.54% Yorkshire Building Society
4.40% BNP Paribas
4.04% Lloyds Bank Corporate Markets plc
4.04% MUFG Bank
3.67% Deutsche Zentral-Genossenschaftsbank (DZ Bank AG)
3.67% Leeds Building Society
3.67% Mizuho Bank
3.67% SMBC Bank International plc

Top 10 country exposures (%)
31.54% UK
15.04% Japan
13.21% Germany
11.01% France
10.13% Canada
7.70% Singapore
3.67% Switzerland
2.94% Finland
2.20% Netherlands
1.10% United States

Share class 4 yield as at 31 October 2024

4.94%
5 years performance

11.29 11.04

23.69

0

10

20

30

%

Public Sector 
Deposit Fund 
(see note 1)

Comparator 
benchmark (see 

note 2)

Consumer price 
index inflation 
(see note 3)

Asset type (%)

■ Call account 0.07%
■ Term deposit 34.34%
■ Certificates of deposit 65.59%

Credit rating (%) see note 4

■ AAA 0.00%
■ AA+ 0.00%
■ AA 0.37%
■ AA- 31.98%
■ A+ 33.53%
■ A 9.91%
■ A- 24.21%

F1+ F1

Note 1: Source: CCLA - Performance shown after management fees and other expenses, with the income reinvested. The daily yield 
on the fund will fluctuate, and past performance is not a reliable indicator of future results. Note 2: From 1 January 2021, the 
comparator benchmark is the Sterling Overnight Index Average. Before 1 January 2021, the comparator benchmark was the 7-Day 
Sterling London Interbank Bid Rate. Note 3: consumer price index inflation is lagged one month. Note 4: Using Fitch Ratings 
methodology.
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Income
Average yield over the month 4.94%
Yield at the month-end shown 4.94%

Total return performance by year
12 months to 31 October 2020 2021 2022 2023 2024
The Public Sector Deposit Fund +0.42% +0.03% +0.84% +4.31% +5.32%
Comparator benchmark +0.15% +0.03% +0.91% +4.33% +5.28%
Relative (difference) +0.27% +0.00% -0.07% -0.02% +0.04%

Annualised total return performance
Performance to 31 October 1 year 3 years 5 years
The Public Sector Deposit Fund +5.32% +3.47% +2.16%
Comparator benchmark +5.28% +3.49% +2.12%
Relative (difference) +0.04% -0.02% +0.04%

Performance shown after management fees and other expenses, with the income reinvested. From 1 January 2021, the comparator 
benchmark is the Sterling Overnight Index Average. Before 1 January 2021, the comparator benchmark was 7-Day Sterling London 
Interbank Bid Rate. Past performance is not a reliable indicator of future results. Source: CCLA

Market update
The Labour government’s first budget for 14 years delivered a series of additional spending plans funded by a mix of increased taxes 
and extra lending. The impact of the budget is likely to raise the inflation rate by 0.5% in 2025 which has led to expectations of future 
cuts to be reduced. The MPC reduced the official base rate by 0.25% to 4.75% in the November meeting with three further cuts likely 
across 2025.

Away from the budget, inflation figures were encouraging for the Bank of England with CPI below the target at 1.7% and services 
inflation falling substantially to 4.9% although this later figure is still concerning for rate setters when coupled with an expected 
increase in headline CPI as last year’s energy price reduction phases out of the calculation. The ongoing concerns stemming from 
elevated services inflation combined with a mildly inflationary Budget are likely to cause the MPC to emphasise caution ahead leading 
to a slower reduction in the Base Rate than previously forecast.

Key facts
Authorised corporate director CCLA Investment Management Limited
Fund size £1,362m
Fitch money-market fund rating AAAmmf
Weighted average maturity 49.13
Launch date May 2011
Dealing day Each business day (see note 5)
Withdrawals On demand
Fund domicile United Kingdom
ISIN (share class 4) GB00B3LDFH01
Interest payment frequency Monthly
Ongoing charges figure 0.10% (currently reduced to 0.08%) (see note 6)

Note 5: Dealing instructions (including cleared funds for purchases) must be received by 11:30am.
Note 6: The ongoing charges figure is based on the annual management charge (including portfolio 
transaction costs).

Please refer to https://www.ccla.co.uk/glossary for explanations of terms used in this 
communication. If you would like the information in an alternative format or have any queries, 
please call us on 0800 022 3505 or email us at clientservices@ccla.co.uk.

Please Contact
Kelly Watson

Market Development
T: +44 (0)207 489 6105
M: +44 (0)7879 553 807

E: kelly.watson@ccla.co.uk

Jamie Charters
Market Development

T: +44 (0)207 489 6147
E: jamie.charters@ccla.co.uk

Lee Jagger
Market Development

T: +44 (0)207 489 6077
E: lee.jagger@ccla.co.uk

Risk warning and disclosures
This document is a financial promotion and is for information only. It does not provide financial, investment or other professional advice. 
The market update contained in this document represents CCLA’s house view and should not be relied upon to form the basis of any 
investment decisions. To make sure you understand whether our product is suitable for you, please read the key investor information 
document and the prospectus and consider the risk factors identified in those documents. CCLA strongly recommend you get 
independent professional advice before investing. Under the UK money market funds regulation, the Public Sector Deposit Fund 
(PSDF) is a short-term low volatility net asset value money market fund. You should note that purchasing shares in the PSDF is not the 
same as making a deposit with a bank or other deposit taking body and is not a guaranteed investment. Although it is intended to 
maintain a stable net asset value per share (where £1 invested in the PSDF remains equal to £1 in value in the PSDF), there can be no 
assurance that it will be maintained. The value of the PSDF may be affected by interest rate changes. The PSDF does not rely on 
external support for guaranteeing the liquidity of the fund or stabilising the net asset value per share. The risk of loss of principal is 
borne by the shareholder. Past performance is not a reliable indicator of future results. The value of investments and the income from 
them may fall as well as rise. You may not get back the amount you originally invested and may lose money. Any forward-looking 
statements are based on our current opinions, expectations and projections. We may not update or amend these. Actual results could 
be significantly different than expected. The PSDF is authorised in the United Kingdom and regulated by the Financial Conduct 
Authority as a UK UCITS Scheme and is a Qualifying Money Market Fund. Issued by CCLA Investment Management Limited 
(registered in England and Wales, number 2183088, at One Angel Lane, London EC4R 3AB) who is authorised and regulated by the 
Financial Conduct Authority. For information about how we collect and use your personal information please see our privacy notice, 
which is available at https://www.ccla.co.uk/our-policies/data-protection-privacy-notice.
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Short Term Investment - The Public Sector Deposit Fund  

Date Opening 
Balance (£) 

Details Amount 
(£) 

Closing 
Balance (£) 

Other details 

      

18/05/23 739,500 Subscription 30,000 769,500 Transfer of funds from NatWest 

30/06/23 769,500   769,500  

31/07/23 769,500   769,500  

31/08/23 769,500   769,500  

30/09/23 769,500   769,500  

30/11/23 769,500   769,500  

29/02/24 769,500 Withdrawal 150,000 619,500  

31/03/24 619,500 Withdrawal 150,000 469,500  

30/04/24 469,500 Subscription 600,000 1,069,500 Transfer of funds from NatWest 

31/05/24 1,069,500   1,069,500  

30/06/24 1,069,500 Withdrawal 100,000 969,500  

31/07/24 969,500 Withdrawal 100,00 869,500  

31/08/24 869,500 Withdrawal 400,000 469,500  

30/09/24 469,500 Deposit 
Withdrawal 

700,000 
100,000 

1,069,500 Transfer of funds from NatWest 

31/10/24 1,069,500 Deposit 
Withdrawal 

600,000 
100,000 

1,569,500 Transfer of funds from NatWest 
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Existing Contracts 

Service Minute No. Details Cost/ annum Start date 

     

IT   Support Charge 

- 12month rolling 

contract 

90 day notice 

period 

£ 1918.89 9th October 

  Microsoft 365 

Business Basic 

(Councillors) - 

Annual 

Subscription 

£942 30th January 2024 

  Microsoft 365 

Business Standard 

(office staff) - 

Annual 

Subscription 

£1,854  

  Trellix (Anti-

Virus software) 

Standard Annual 

licence – 

previously known 

as McAfee 

(18 licences) 

£426 25th October 2023 

  Cove Cloud 

Server Backup 

Previously known 

as SolarWinds 

£660 17th November 

2023 

  Trellix Standard 

Annual licence– 

previously known 

as McAfee 

(5 licences)  

£118 12th December 

2023 

  Trellix Standard 

Annual licence– 

previously known 

as McAfee 

(5 licences) 

£118 May 2024 

  Telephone 

software (3CX) 

£265 Licence Expires 27th 

January 2025 

£249 Support Expires 27th 

January 2025 

Website 

hosting 

 Annual fee £346  
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Domain Name 

registration 

renewal 

12629 CS 

12752 TC) 

2 year renewal  £67.50 December 2025 

 

DCK 

Accounting 

 Annual 

arrangement for 

year-end close 

down and year 

end accounts 

preparation  

£1,300 

(approx.) 

 

Operation 

Hana 

12720 

Community 

Services 

Annual 

arrangement 

£40,000 1st April 2024 – 

31st March 2025 

Internal Audit 12863 (CS) 

12887 (TC) 

3-year 

arrangement 

£840 2024-2027 

Human 

resources 

advisor 

9942 Annual 

arrangement  

£2,703  

External audit 12191 5 years from  

1st April 2022 and 

ending on 31st 

March 2027 

£2100 Appointed via 

Regulation 3 of 

the Local Audit 

(Smaller 

Authorities) 

Regulations 2015. 

Town centre 

toilets 

12119  

(Com Serv) 

12186 (TC) 

3 years from  

1st September 

2022 to 31st 

August 2025 

£22,000.00 

plus 

consumables 

per annum 

Town centre 

toilets 

Insurance 12760 Long term 

agreement  

£15,528.45 

plus 

additional 

premiums 

relating to 

any changes 

in 

circumstance. 

1st June 2024 to 

31st May 2027 

Payroll 11454 30-day notice 

period  

 

£2,000 1st April 2021 

Photocopier 

lease 

12735 Long term 

agreement 

£511 2024 to 2029 

Mobile 

Phones 

 15 x mobile 

phone lines  

£15/mth 

Sim only  

£2700 Rolling 

BT     
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Peel Street 

• Phone lines  

• Broadband 

   

£234/mth 

£200/mth  

 

Village Green 

• Broadband 

   

£200 

 

Franking 

Machine 
 Long term 

agreement 

£300 1st June 2023- 31st 

August 2029 

Accounting 

Software 

annual support 

and 

Maintenance 

Licence for 5 

Users 

 Annual 

arrangement 

 

£1221 01/04/2024 to 

31/03/2027 

Cemetery 

Software 

annual support 

and 

Maintenance 

Licence for 5 

Users 

 Annual 

arrangement 

£415 01/04/2024 to 

31/03/2027 

Allotment 

Software 

annual support 

and 

Maintenance 

Licence for 5 

Users 

 Annual 

arrangement 

£249 01/04/2024 to 

31/03/2027 

Making Tax 

Digital for 

VAT 

submission 

 Annual 

arrangement 

£110 01/04/2024 to 

31/03/2027 

Rialtas Cloud 

users costs 
 Initial 3 year 

contract. Then 

rolling annually.  

Cancellation 

terms 6 months’ 

notice.  

£1,650 1/4/24 to 31/3/27 

Christmas 

Lights 

12716 Annual fee £13,000  2024/2025 

Employee 

Assistance 

Programme 

11774 (CS) 

11879 (TC) 

Long term 

agreement 

£500 1st March 2022 to 

28th February 

2027 

Energy supply 

Bidwell 

Sports 

Pavilion 

 2-year electricity 

supply agreement 

£400 15th November 

2023 
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CCTV 

monitoring 

 Annual fee £2,700 1st April (review 

date 12th 

February) 

CCTV 

Re-deployable 

cameras 

 Annual fee £9,660  

Smartlog 

 

 

 Annual fee 

60 days’ notice 

£500 

 

£550  

8/12/2022 to 

8/12/2025 

8/12/2025 to  

8/12/2028 

Ranger App 

(Cloudy IT) 

Maintenance 

Charge 

 

M365 Power 

App licence 

(Techies) 

  

Maintenance 

Charge 

 

Annual charge 

£1,322 

 

 

£49.20 

 

 

 

 

 

August 

 

This report is provided for information. 
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CORPORATE SERVICES COMMITTEE                  Agenda Item 13 

 

Date: 

 

2nd December 2024 

Title: 

 

Retirement Policy 

 

Purpose of the 

Report: 

To provide members with information in regard to the 

adoption of the Town Councils Retirement Policy 

 

Contact Officer: Debbie Marsh, Head of Corporate Services 

 

 

1. RECOMMENDATION 

  

 To recommend to Town Council, the adoption of Houghton Regis Town Councils 

Retirement Policy. 

  

2. BACKGROUND 

  

 Houghton Regis Town Council currently has a Retirement Policy & Flexible Retirement 

Policy.  

 

In order for an employee to flexibly retire the current policy states: 

 

14.1 In order to be eligible for consideration under the flexible retirement policy 

employee MUST: 

(a) Be aged 55 or over 

(b) Reduce their salary by at least 40% through a reduction in hours 

   and/or grade. In exceptional circumstances a lesser reduction 

   may be considered, though there must be a robust business case 

   to justify this. 

(c) Be working in their substantive post e.g. not in a seconded post 

(d) Subject to any other specific requirement detailed within the Bedfordshire LGPS. 

  

3. INFORMATION 

  

 Members are reminded that before any HR policies are presented to this committee,  

polices are checked by the town councils HR provider. Following a recent review of the 

Town Councils Retirement Policy & Flexible Retirement Policy the Town Councils HR 

provider has recommended this policy be updated.  
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The main reason behind this is there is no need to include a section on ‘Flexible 

Retirement Policy’ (section 9). Instead employees can simply be directed to the Town 

Councils Flexible Working Policy.  

 

By signposting an employee, who is considering Flexible Retirement, to the Town 

Councils Flexible Working Policy supports an employee in achieving a better work/life 

balance whilst ensuring that the Town Council business needs are met. It removes the 

requirement for an employee to reduce their salary by at least 40% through a reduction 

in hours and/or grade. By removing this requirement an employee making a flexible 

working request will be treated fairly and consistently regardless of their personal 

circumstance.  

 

Members are advised, should they be minded to approve the Retirement Policy, that the 

criteria contained within the Town Councils Local Government Pension Scheme (LGPS) 

Employer Policy Statement where there must be at least a 40% reduction in gross pay or 

contractual hours worked, would need removing. This matter is covered by agenda item 

14. 

  

4. HRTC CORPORATE PLAN 

  

 4 Management and Operations: To improve the efficiency and effectiveness of 

the Town Council as the key local service provider 

 4.1 Develop a 5-year financial & staffing plan. 

  4.5 Enhance the role of the council. 
 

  

5. IMPLICATIONS 

  

 Corporate Implications 

• Should members be minded to adopt this policy, then the Town Councils 

discretion policy under Regulations R30(6) & TP11 (2) of the Local 

Government Pension Scheme 2014 Employer Policy Statement, would require 

amending.  

• This policy will be provided to all staff. 

  

 Legal Implications 

• This policy complies with government legislation and best practice. 

  

 Financial Implications 

• There are no financial implications arising from the recommendation.  

  

 Risk Implications 

• Duty to not discriminate.  

  

 Equalities Implications  

 

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate 

unlawful discrimination, harassment and victimisation and foster good relations in 

respect of nine protected characteristics: age, disability, gender reassignment, marriage 
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and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual 

orientation. 

 

This project / issue does not discriminate. 

  

 Climate Change Implications  

 

• There are no climate change implications arising from the recommendation 

  

 Press Contact 

• There are no press implications arising from the recommendation 

  

6. CONCLUSION AND NEXT STEPS 

  

 This policy aims to encourage open discussions with employees about their  

retirement plans, and to ensure that retirement is managed fairly and consistently  

within the Town Councils business. 

  

7. APPENDICES 

  

 Appendix A –  Houghton Regis Town Councils Retirement & Flexible Retirement 

Policy (current) 

Appendix B –  Houghton Regis Town Councils Retirement Policy (new) 
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1. Policy Statement 
 
1.1 The Town Council’s policy is that employees may continue working until they give notice 

that they wish to retire.  From 1st October 2011, the Town Council has not had a 
contractual retirement age. 

 
2. Policy Principals 

 

2.1 The Town Council values the contribution of all employees and seeks to maximize their 
potential, whilst allowing them flexibility and choice about when to end their career.  This 
policy sets out the Town Council’s approach to the retirement of employees. 

 
3. Legal Background 

 

3.1 The Equality Act 2010 makes discrimination in employment and training because of a 
person’s age unlawful.  This includes recruitment, terms and conditions, promotions, 
transfers and dismissals. 

 
3.2 The Employment Equality (Repeal of Retirement Age) Regulations 2011 abolished the 

Default Retirement Age of 65 from 1st October 2011. 
 
4. Giving notice of Retirement 

 

4.1 Employees who wish to retire from their employment are required to resign and give 
notice of their intended date of retirement to their manager in writing. The length of notice 
must be not less than their contractual notice period. 

 
4.2 Employees are encouraged to give an early indication of their planned retirement date  

as this will assist the Town Council in ensuring appropriate succession plans are in place 
prior to the employee’s retirement. 

 
5. Conditions of Service 
 
5.1 All employees will continue to be employed on the terms and conditions of service 

applicable to the role they hold, therefore all the normal employment policies of the Town 
Council will apply. 

 

5.2  The effect of this policy is that for employees who have a contractual retirement age 
stated in their terms and conditions of service, this condition is now removed. 

 
6. Impact on Pensions 
 
6.1 Employees who are members of the Local Government Pension Scheme (LGPS) may 

consider a flexible retirement pattern of work as an alternative to full retirement, and 
details of this can be found in the Flexible Retirement Policy. 

 
6.2 Employees who are not members of the LGPS may request flexible working hours through 

the Town Council’s Flexible Working Policy. 
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7. Policy Monitoring 

 
7.1 This policy will be monitored and reviewed by The Clerk of Houghton Regis Town Council. 
 
8. Retirement Process 

 
8.1   Once an employee has decided that they wish to retire, they should inform the Clerk in 

writing of their intended retirement resignation date, in accordance with their contractual 
notice period. 

 
8.2 The Town Council will write to the employee acknowledging receipt of the employee’s 

notice of retirement resignation letter. 
 
8.3 The Clerk will meet with the employee to discuss arrangements for leaving the Town 

Council, including the intended leaving date, succession and handover plans, pension 
details and flexible retirement, if applicable. 

 
8.4 Once a leaving date has been agreed, the Town Council will write to the employee 

confirming their last date of employment, and the normal arrangements for leaving the 
Authority will apply. 

 
8.5 The Clerk should complete Employee leaver Form and forward it to Central Bedfordshire 

wages and pension Department. 
 
 
9. FLEXIBLE RETIREMENT POLICY 
 
10. Introduction 
 
10.1 The Town Council is committed to providing opportunities which enable our staff to make 

the best possible contribution to meeting our organizational goals. We recognise that, in 
order to remain an employer of choice, we need to provide employees with options and 
flexibility and to value their contribution. 

 
10.2 In line with the Town Councils other policies regarding flexible working, the Flexible 

Retirement Policy aims to provide employees with options that enable them to achieve a 
better work-life balance. 

 
10.3 This Policy is focused on employees who are considering their working options as they 

approach retirement. The alternative ways of working outlined can be of benefit to 
employees, who may wish to gradually move into retirement, and the Council, which 
retains valuable skills and knowledge which can be effectively transferred prior to an 
employee’s retirement. 

 
10.4 Flexible retirement will benefit the Town Council by; 

(a)  Retaining experienced staff by providing a mechanism whereby they can  
continue employment thus aiding retention. 

(b)  Enabling succession planning to fill the vacated hours. 
(c) Supporting our aim to be an employer of choice. 
(d) Supporting our flexible working policies and arrangements 
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(e)  Saving on recruitment costs. 
 
10.5 The Council will, however, take the full cost and service implications into account when 

considering any application for Flexible Retirement. 
 
11. Aim 
 
11.1 The aim of this Policy is to set out a fair and consistent process for dealing with Flexible 

Retirement. Such a process will ensure that all requests for Flexible Retirement are 
considered with full account being taken of the benefits to the employee and the Town 
Council along with the costs involved. Flexible Retirement requests will only be agreed 
where there is a clear benefit for the Council. 

 
12. Scope 
 
12.1 This Policy applies to all employees of the Council.  For the purpose of this policy, 

employees are as defined in section 230 of the Employment Rights Act 1996 or any 
substituting or amending legislation. 

 
13. Definition 
 
13.1 Flexible Retirement is the opportunity for eligible employees to continue in their 

employment with the Council, earning a reduced salary as a result of a reduction in 
working hours and/or grade while also receiving any pension benefits which have been 
accrued at that point. 

 
14. Eligibility 
 
14.1 In order to be eligible for consideration under the flexible retirement policy employee 

MUST: 
(a) Be aged 55 or over 
(b) Reduce their salary by at least 40% through a reduction in hours 

   and/or grade. In exceptional circumstances a lesser reduction 
   may be considered, though there must be a robust business case 
   to justify this. 

(c) Be working in their substantive post e.g. not in a seconded post 
(d) Subject to any other specific requirement detailed within the Bedfordshire 

LGPS. 
 

14.2  An employee who has previously been granted flexible retirement can apply for a further 
reduction in hours and / or grade subsequently. 

 
15. Contractual Status 
 
15.1 Where an application for Flexible Retirement is approved, a revised contractual letter will 

be issued setting out the new terms and conditions of employment. Unless otherwise 
stated, the change will be permanent and the employee will not have the right to revert to 
their previous working arrangement. 
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16. Application procedures 
 

16.1 An employee who is considering the option of flexible retirement should have an early 
discussion with the Clerk. This will enable both parties to consider the most appropriate 
way forward. 

 
16.2 Where flexible retirement appears to be appropriate, the Clerk will arrange for 

Bedfordshire Pension Fund to obtain an estimate of the employee’s pension benefits. On 
receipt, the employee will be provided with a copy of their estimate and will decide 
whether or not to proceed with an application for flexible retirement. 

 
16.3 Employees who decide to pursue an application must complete the Flexible Retirement 

Request form. 
 
16.4 Employees should be aware that, if their application were agreed, it is possible that the 

residual hours of their post will not be filled. This may have an impact on their future role. 
 
16.5 The form should be submitted to the line manager who must prepare a business case 

regarding the request. The business case should take into account the following: 
(a)  implications for the team / service 
(b) needs of the service 
(c)  whether the request will enable the retention of valuable experience / 

knowledge 
(d)     whether the request will enable a successor to be identified and developed 
(e) consideration of the impact of the request, taking into account pension benefits 

and reduction in earnings 
(f)  All cost implications. 

 
16.6 The business case must also specify which of the following four options will be used to 

address a reduction in hours: 
(a)  delete the residual hours to achieve a saving; 
(b)  cover the hours, with a lower graded post, as part of a succession plan; 
(c)  make an appointment to the remaining hours 
(d) cover the residual hours by overtime. 

 
16.7 The Clerk will take this request forward to the Personnel Sub-Committee who will 

consider the flexible retirement request. They will take into account the employee’s 
application and the business case.  

 
16.8 If the employee has indicated, on the Flexible Retirement Request form, that they wish 

to be present at the meeting with the Personnel Sub- Committee, arrangements will be 
made to accommodate this. 

 
16.9 Where the Personnel Sub -Committee support the application, the case must then be 

reviewed by the Full Town Council. 
 
16.10 If the Personnel Sub- Committee do not support the application, the employee will be 

notified of the reasons for this in writing. 
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17. Appeal Procedure 
 

17.1 The employee has the right of appeal against the decision not to support the application 
at this stage. The appeal should be made, in writing, to the Town Clerk within 5 days of 
receiving notification of the decision. The employee must set out the grounds of appeal 
in this letter. 

 
17.2 Where the pension estimate indicates that the flexible retirement request would involve 

the Council in any further costs, the case must be reviewed by the Town Clerk or their 
nominee to ensure that all financial considerations have been assessed. Where the 
Town Clerk is satisfied that there are no further financial considerations, the application 
will be agreed and the employee will be notified of the outcome in writing. The employee 
will then be issued with a contractual letter. 

 
17.3 If the Clerk has any concerns regarding the direct or indirect financial implications of the 

flexible retirement application, the case will be referred to the, Disciplinary, Grievance & 
Appeals Sub-Committee for a decision. 

 
17.4 Where the pension estimate indicates that the flexible retirement request would have 

further cost implications for the Council, the case must be determined by the 
Disciplinary, Grievance & Appeals Sub-Committee.  The employee will be notified of the 
outcome in writing. Where the application is approved, the employee will be issued with 
a contractual letter.  

 
17.5 Where the Disciplinary, Grievance & Appeals Sub-Committee does not approve the 

application, the decision is final and there is no further right of appeal. The application 
has already been considered on two separate occasions at senior levels in the 
organisation and there is no requirement for a further review of the case. 

 
17.6 Employees are able to reapply for flexible retirement after a period of 12 months from 

the date that their application was declined. 
 
18. Policy Review 
 
18.1 This policy will be reviewed every 4 years or as required by the Corporate Services 

Committee. 
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1 Purpose 

1.1 Retirement is a time of major change for employees, and we recognise that the timely 

provision of appropriate advice and information, combined with proper planning, can 

assist employees to embrace this change. 

1.2 This policy aims to encourage open discussion with our employees about their 

retirement plans, and to ensure that retirement is managed fairly and consistently 

within our business.  

1.3 This policy is not contractual but outlines the way in which we aim to manage the 

retirement process. 

2 Scope 

2.1 This policy covers all employees, other than those on fixed-term or temporary 

contracts, or casual workers. 

3 Retirement age 

3.1 We have no fixed retirement age, and all employees may continue working beyond 

State Pension Age, subject to their continued ability to do so effectively. 

3.2 Employees may choose to retire at any time, and we encourage them to discuss any 

thoughts or queries they may have about retirement with us at any stage so that we can 

all plan for this more effectively. 

3.3 A retirement is effectively a resignation, and employees intending to retire are 

therefore required to give notice in accordance with their contract of employment. 

4 Retirement procedure 

4.1 Employees who are considering retiring are encouraged to openly discuss their plans 

for retirement (their performance review meeting may be an ideal opportunity for this); 

their retirement benefits; and any wish to amend or reduce their working hours or to 

undertake different job duties prior to retirement. Once an employee indicates to us 

that they are considering retirement, further details will be provided, including contact 

details to obtain a detailed breakdown of any pension payments and arrangements for 

claiming this. 

4.2 In the case of retirement through ill-health, employees should be aware that such cases 

of retirement would be subject to the discretionary polices contained in the Town 

Councils Local Government Pension Scheme 2014 (LGPS) Employee Policy 

Statement. 

5 Enhanced benefits 

5.1 To assist with future planning, we may decide to provide enhanced benefits (such as 

additional annual leave in the final year of employment) to senior managers and staff 

with key skills in return for a longer period of notice of retirement (e.g. a year). This 

arrangement will be mutually agreed and will benefit both parties, as the extra notice 

will assist with succession planning. 
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6 Reduced hours prior to retirement 

6.1 Should any employee wish to prepare for retirement by gradually reducing their 

working hours, we will consider this, subject to the needs of the business and in line 

with our Flexible Working Policy. 

6.2 Careful consideration should be given to any request to reduce working hours, as this 

will result in a pro-rata reduction in pay and may therefore impact on the employee's 

pension. The implications will be fully discussed with the employee prior to any 

decision being made. 

6.3 Where reduced hours are requested, the employee should also consider the impact on 

the business and how this could be accommodated. 

6.4 Reduced hours may be agreed at any time prior to retirement. A review will be held 

towards the end of this period to establish whether the employee still wishes to retire 

at the expected date.  

7 Handover  

7.1 Where it has been possible to identify a successor prior to the retirement, a suitable 

handover will be organised to retain the experience and knowledge gained by the 

postholder during their service with us. 

8 Related policies and documents 

• Equal opportunity policy  

• Diversity policy  

• Flexible working policy  

• Flexible working request form  

The above list is not exhaustive. 

9 Further information 

Any queries or comments about this policy should be addressed to Head of Corporate Services. 

10 Policy owner 

This policy is owned and maintained by the Corporate Services Committee and is reviewed 

every 4 years or sooner if required.  
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CORPORATE SERVICES COMMITTEE                  Agenda Item 14 

 

Date: 

 

2nd December 2024 

Title: 

 

Local Government Pension Scheme Employer Discretion 

Statement  

 

Purpose of the 

Report: 

To provide members with information in regard to the 

adoption of the Town Councils Local Government Pension 

Scheme Employer Discretion Statement. 

 

Contact Officer: Debbie Marsh, Head of Corporate Services 

 

 

1. RECOMMENDATION 

  

 To recommend to Town Council, the adoption of Houghton Regis Town Councils 

Local Government Pension Scheme (LGPS) Discretion Statement 

  

2. BACKGROUND 

  

 The LGPS regulations allow employers some flexibility to apply certain rules in a way 

that they choose.  These are known as ‘employer discretions’.  It is mandatory for LGPS 

employers to have a written policy on some of these discretions and the policy should be 

kept under regular review.   

 

Following information received from Bedfordshire Pension Fund members are advised 

that the Town Councils Discretionary Statement may need reviewing to ensure it reflects 

the current regulations.  

  

3. INFORMATION 

  

 Members will find attached an up-to-date policy template with the wording from the 

existing policy document mapped across to it.  Comments have been added about any 

new discretions, and also where the Town Council may need to review the wording of an 

existing policy. 

 

It is being highlighted to members that while the Town Council can say they will not 

exercise a particular discretion it should be pointed out that if a member of the pension 

scheme were to challenge this, then it could be argued that HRTC is ‘fettering’ its 

discretion.  The Town Council could say ‘no’ to exercising a particular discretion, but it 

is important to highlight the issue of potential challenges.   
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Therefore the use of an “only in exceptional circumstances” type policy could get round 

this issue because it allows HRTC to consider exercising the discretion if they want to.  

For example potential wording for this type of policy could be as follows: 

Houghton Regis Town Council will not agree to [insert discretion here, e.g. ‘switch on’ 

the 85 year rule/waive actuarial reductions etc] except in circumstances where Houghton 

Regis Town Council considers it is in its financial or operational interests to do so or 

there are compelling compassionate reasons for doing so. Each such case: 

• will be considered on the merits of the financial and / or operational business 

case put forward, or 

• will be considered on the merits of the compassionate case put forward, and 

• will require the approval of [enter details of who will be responsible for making 

the decision].  

 

If called upon to make a decision about whether or not to exercise a discretion, the Town 

Council would need to document carefully how any decisions are made so as to make 

sure that each case is assessed fairly and that the reasons for making a particular decision 

are clear.   

 

Members will find new information highlighted in yellow and proposed policy wording 

highlighted in blue. Members will also note that the amendments, highlighted in green, 

reflect the adoption of the Town Councils Retirement Policy where the requirement for 

an employee to reduce their salary by at least a 40% through a reduction in and/or grade 

has been removed.  

  

4. HRTC CORPORATE PLAN 

  

 4 Management and Operations: To improve the efficiency and effectiveness of 

the Town Council as the key local service provider 

  4.5 Enhance the role of the council. 
 

  

5. IMPLICATIONS 

  

 Corporate Implications 

• This Policy will be provided to all staff. 

  

 Legal Implications 

• This Policy complies with the Local Government Pension Scheme Regulations 

  

 Financial Implications 

• There are no financial implications arising from the recommendation 

  

 Risk Implication 

• Reputational 

  

 Equalities Implications  

 

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate 

unlawful discrimination, harassment and victimisation and foster good relations in 

85 / 139



Page 3 of 3   
 

respect of nine protected characteristics: age, disability, gender reassignment, marriage 

and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual 

orientation. 

 

This project / issue does not discriminate. 

  

 Climate Change Implications  

 

• There are no climate change implications arising from the recommendation 

  

 Press Contact 

• There are no press implications arising from the recommendation 

  

6. CONCLUSION AND NEXT STEPS 

  

 This policy will ensure that discretionary powers are exercised reasonably.  Where a cost 

is incurred, the policy will only be used when there is a future benefit to the employer for 

incurring the extra costs that may arise or be associated with the discretion.  Houghton 

Regis Town Council will ensure that, where exercised, any discretions that incur 

additional costs will be applied and recorded as appropriate.   

  

7. APPENDICES 

  

 Appendix A – Houghton Regis Town Councils LGPS Discretionary Statement 
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Local Government Pension Scheme (LGPS) 
Employer Policy Statement 

 
The current LGPS regulations, which came into effect from 1 April 2014, require each scheme employer 
within the LGPS to formulate, publish and keep under review a statement which sets out their policy on 
certain discretions which they have the power to exercise under the LGPS regulations.  
 

This is the formal employer policy statement of: Houghton Regis Town Council 
 

  

Date of publication of this policy: 2nd December 2024  

  

Effective date of this policy: TBC  

   
This statement will be published on the Houghton Regis Town Council website and will also be available from 
other sources such as the intranet site, staff groups, trade unions and Human Resources personnel. 
 

This policy applies to prospective members, current contributory members, deferred pensioner members 
and pensioner members of the LGPS, and their dependants. 
 

LGPS Regulations 
 

Where quoted, regulations refer to The Local Government Pension Scheme Regulations 2013 or The Local 
Government Pension Scheme (Transitional Provisions, Savings and Amendment) Regulations 2014.   
 

For certain employers, reference may also be made to the following regulations: 
 

• The Local Government (Early Termination of Employment) (Discretionary Compensation) (England 
and Wales) Regulations 2000 

 

• The Local Government (Early Termination of Employment) (Discretionary Compensation) (England 
and Wales) Regulations 2006 (as amended) 
 

• The Local Government (Discretionary Payments) (Injury Allowances) Regulations 2011 

 

This policy statement will be reviewed and may change from time to time.   It does not give any form of 
contractual rights for LGPS/staff members.    LGPS/staff members should ask the employer named above for 
the latest version of this document before making any decisions in respect of retirement provisions.   Only 
the version of this policy statement which is ‘current’ at the time an event occurs will be applicable for the 
purposes of determining LGPS benefit entitlement. 
 

This statement should be read alongside information about the benefits provided by the LGPS, available on 
the Bedfordshire Pension Fund website.  
 

In formulating and reviewing this policy, the employer named above must have regard to the extent to which 
the exercise of its discretionary powers could lead to a serious loss of confidence in the public service. 
 

Houghton Regis Town Council will ensure that the discretionary powers are exercised reasonably.  Where a 
cost is incurred, the policy will only be used when there is a future benefit to the employer for incurring the 
extra costs that may arise or be associated with the discretion.  Houghton Regis Town Council will ensure 
that, where exercised, any discretions that incur additional costs will be applied and recorded as 
appropriate.   

87 / 139



  Appendix ‘A’ 
 

Local Government Pension Scheme 2014 (LGPS) 
Employer Policy Statement 
Further notes are available at the end of this policy document 

 

Section 1:  
List of discretionary policies applicable from 1 April 2014 in relation to post 31 March 2014 active members (excluding councillor members) and post 31 March 2014 
leavers (excluding councillor members)  
 
Relevant regulations: 
The Local Government Pension Scheme Regulations 2013 [SI 2013/2356] [prefix R]    
The Local Government Pension Scheme (Transitional Provisions, Savings and Amendment) Regulations 2014 [SI 2014/525] [prefix TP]    
The Local Government Pension Scheme (Administration) Regulations 2008 [SI 2008/239] [prefix A]    
The Local Government Pension Scheme (Benefits, Membership and Contributions) Regulations 2007 (as amended) [SI 2007/1166] [prefix B]    
The Local Government Pension Scheme (Transitional Provisions) Regulations 2008 [SI 2008/238] [prefix T]    
The Local Government Pension Scheme Regulations 1997 (as amended) [SI 1997/1612] [prefix L]  

 

Discretion Regulation Employer policy 

Written policy is recommended. 
Determine rate of employees’ contributions 

R9(1) & (3) 

The policy of Houghton Regis Town Council is:  
 

The authority, having taken due regard to the 
administrative functions required to ensure an effective 
and legitimate payroll function is present that fulfils all 
legal requirements, has determined that any variations 
to the rate of contribution will be applied from 1st of 
April each year following any re-assessment of bandings.  
 

Any further assessment will only be carried out, during 
the year when the variance in the total annual 
remuneration is more than 25% of the existing total 
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Discretion Regulation Employer policy 

annual remuneration and would be subject to the 
agreement of the Town Clerk in conjunction with the 
Leader of the Council. 

Written policy is compulsory. 
Whether, how much, and in what circumstances to contribute to a shared cost APC 
scheme (see Note 1) 

R16(2)(e) & 
R16 (4)(d) 

The policy of Houghton Regis Town Council is:  
 

A request for the authority to fund an APC received from 
a current contributing member of the LGPS employee 
will be granted only with the consent of the Personnel 
Committee and only if there is a clear demonstrable 
financial or operational advantage for the authority in 
doing so. 

Written policy is recommended. 
Whether to extend 30-day deadline for member to elect for a shared cost APC upon 
return from a period of absence from work with permission with no pensionable pay 
(otherwise than because of illness or injury, relevant child-related leave or reserve 
forces service leave) 

R16(16) 

New discretion - a policy on this is recommended but not 
compulsory. 
If a member of the scheme has a period of unpaid leave 
(this includes unpaid child-related leave, e.g. additional 
unpaid maternity leave), when they return to work, they 
have the option to buy back lost pension.  If they decide 
to buy back the lost pension and make the election to do 
so within 30 days of their return to work, then the 
employer pays 2/3rds of the cost.  If the member makes 
their election outside of the 30 day period, then the 
member has to pay the full cost themselves. This 
discretion is about whether there are any circumstances 
in which the Town Council would extend that initial 30 
day deadline.   
Suggested policy: 
Houghton Regis Town Council will not agree to extend 
the 30-day deadline except in circumstances where 
Houghton Regis Town Council considers it is in its 
financial or operational interests to do so or there are 
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compelling compassionate reasons for doing so. Each 
such case: 

• will be considered on the merits of the financial 
and / or operational business case put forward, or 

• will be considered on the merits of the 
compassionate case put forward, and 

• will require the approval of the Town Clerk. 

Written policy is recommended 
Whether, how much, and in what circumstances to contribute to shared cost AVC 
arrangements 

R17(1) & 
definition of 
SCAVC in RSch 
1 

The policy of Houghton Regis Town Council is:  
 

That it will not set up any Shared Cost Additional 
Voluntary Contribution (SCAVC) Arrangements as it does 
not believe this to be a prudent use of funds. 

Written policy is recommended 
In determining Assumed Pensionable Pay (APP), whether a lump sum payment made 
in the previous 12 months is a “regular lump sum”. 

R21(5) 

The policy of Houghton Regis Town Council is:  
 

That it will take all reasonable and necessary steps to 
ensure that in individual cases, it will establish a fair, 
equitable and justifiable way to identify what the 
member’s likely pay would have been, had the absence 
not occurred, and in cases where this pay is to be used 
for future benefits, whether that level of pay would have 
been received every year to normal retirement age. 

Written policy is recommended 
Where in the Employer’s opinion, the pensionable pay received in relation to an 
employment (adjusted to reflect any lump sum payments) in the 3 months (or 12 
weeks if not paid monthly) preceding the commencement of Assumed Pensionable 
Pay (APP), is materially lower than the level of pensionable pay the member would 
have normally received, decide whether to substitute a higher level of pensionable 
pay having had regard to the level of pensionable pay received by the member in the 
previous 12 months. 

R21(5A) & 
R21(5B) 

New discretion - a policy on this is recommended but not 
compulsory 
 
APP is used during certain types of absence and is a 
notional pay figure used to calculate pension benefits 
instead of the pay the member actually receives.  APP is 
worked out in line with a particular formula - in case this 
ever results in an anomalous figure which is lower than 
expected, the employer can use their discretion and 
apply a different figure instead. 
Suggested policy: 
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Houghton Regis Town Council will not agree to substitute 
a higher level of pensionable pay except in circumstances 
where Houghton Regis Town Council considers it is in its 
financial or operational interests to do so or there are 
compelling compassionate reasons for doing so. Each 
such case: 

• will be considered on the merits of the financial 
and / or operational business case put forward, or 

• will be considered on the merits of the 
compassionate case put forward, and 

• will require the approval of the Town Clerk. 

Written policy is recommended 
Whether to extend the 12-month time limit for: 
 

- a member to elect that post 31 March 2014 deferred benefits should not be 
aggregated with a new employment and/or 

 

- a member to elect that post 31 March 2014 deferred benefits should not be 
aggregated with an ongoing concurrent employment 

 

(generally, whether to extend the 12-month option period for a member to elect not 
to aggregate post 31 March 2014 (or combinations of pre-April 2014 & post March 
2014) deferred benefits). 

R22(7)(b) & 
R22(8)(b) 

The policy of Houghton Regis Town Council is:  
 

That the 12-month deadline would not be extended, 
however, extenuating circumstances may apply, and this 
may include one or more of the following:  
 

• Where evidence exists that an election was made 
within 12 months, but the administering 
authority did not receive this  
 

• Where evidence exists that the member was not 
aware of the 12-month limit due to 
maladministration  
 

• Where there has been an administrative error on 
the part of the employer, its contractor, or the 
scheme administrator  
 

• Where one or all of the above exist, the Chief 
Executive in conjunction with the Leader of the 
Council, may extend the period in question. 
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Written policy is recommended 
Whether to extend the 12 month option period for a member (who has not elected to 
be treated as a member who, in the same employment, was contributing to the 
scheme on both 31 March 2014 and 1 April 2014) to elect that pre 1 April 2014 
deferred benefits should be aggregated with a new employment. 

TP10(6) 

The policy of Houghton Regis Town Council is:  
 

That the 12-month deadline would not be extended, 
however, extenuating circumstances may apply, and this 
may include one or more of the following:  
 

• Where evidence exists that an election was made 
within 12 months, but the administering 
authority did not receive this  
 

• Where evidence exists that the member was not 
aware of the 12-month limit due to 
maladministration  
 

• Where there has been an administrative error on 
the part of the employer, its contractor, or the 
scheme administrator  
 

Where one or all of the above exist, the Chief Executive 
in conjunction with the Leader of the Council, may 
extend the period in question. 

Written policy is compulsory 
Whether all or some benefits can be paid if an employee aged over 55 reduces their 
hours or grade (flexible retirement – see Note 2) 

R30(6) & TP11 
(2) 

Houghton Regis Town Council has a flexible retirement 
working policy (Flexible Working Policy) that is reliant 
upon a sound business case being made for the granting 
of flexible retirement with immediate access to all or part 
of the member’s benefits. 
 

To this end Houghton Regis Town Council will consider 
requests on a case-by-case basis.  
 

The following criteria will apply: 
 

There must be at least a 40% reduction in gross pay or 
contractual hours worked. 
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Written policy is compulsory 
Whether to waive, in whole or in part, actuarial reduction on benefits paid on flexible 
retirement (see Note 3) 

R30(8) 

 
The policy of Houghton Regis Town Council is:  
 

As a consequence of flexible retirement there may be a 
reduction to the benefit paid where the employee does 
so before the age of 65.  
 

The value of any actuarial reductions will be applied. 
Houghton Regis Town Council will not seek to fund the 
reductions applied. 
 
HRTC’s policy above is saying that they will not meet the 
cost of waiving any actuarial reduction.  Therefore, the 
member will have reduced benefits if they flexibly retire 
before their normal pension age.  Suggest slight re-
wording as below (normal pension age is no longer age 
65). A scheme member’s pension will be reduced if they 
take the pension before their normal pension age.    
 
Houghton Regis Town Council’s policy is: 
The Town Council will not fund the cost of waiving any 
actuarial reduction, therefore actuarial reductions will be 
applied to the scheme member’s benefits. 
 

Written policy is compulsory 
Whether to “switch on” the 85-year rule for a member voluntarily drawing benefits on 
or after age 55 and before age 60 (always excludes flexible retirement) (see Note 4) 

TP Sch 2 para 
1(2) & 1(1)(c) 

 
The policy of Houghton Regis Town Council is:  
 

As a consequence there may be a reduction to the 
benefit paid where the employees does so before the 
age of 60.  
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The value of any actuarial reductions will be applied. 
Houghton Regis Town Council will not seek to fund the 
reductions applied. 
 
The wording above is a little unclear, so if the Town 
Council’s intention is that they will not switch on the rule 
of 85, it is a suggestion to amend to the following.   
 
Houghton Regis Town Council’s policy is: 
The Town Council will not agree to switch on the 85-year 
rule where members choose to voluntarily draw their 
benefits on or after age 55 and before age 60 . 
 

Written policy is compulsory 
Whether to waive any actuarial reduction, on compassionate grounds or otherwise, 
for a member voluntarily drawing benefits before normal pension age (excludes 
flexible retirement) (see note 5). 
 
For active members voluntarily retiring on or after age 55 and before Normal Pension 
Age, who elect to immediately draw benefits, and for deferred members and 
suspended tier 3 ill health pensioners who elect to draw benefits (other than on ill 
health grounds) on or after age 55 and before Normal Pension Age, and who: 
 
a) were not members of the LGPS before 1 October 2006 (known as Group 4 

members), whether to: 
 

 - waive, on compassionate grounds, any actuarial reduction that would otherwise 
be applied to benefits, if any, built up before 1 April 2014 and/or 

  

- waive, in whole or in part (on any grounds), any actuarial reduction that would 
otherwise be applied to benefits built up after 31 March 2014  

 

TP3(1), TPSch 
2, para 2(1), 
R30(8) B30(5) 
& B30A(5) 

The policy of Houghton Regis Town Council is:  
 

That it may agree to adopt these discretions based on 
compassionate grounds.  
 

But it will further consider the definition of 
compassionate grounds to include, but not be restricted 
to:  
 

• Compelling domestic reasons which will affect 
the ability of the individual to continue with their 
present working arrangements  
 

and/or  
 

• Reasons of ill health, which do not meet the 
current criteria for ill-health retirement. 
Appropriate medical evidence should be 
provided by the member, at the member’s cost 
in support of such cases. Any medical evidence 
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b) were members of the LGPS before 1 October 2006 and who reached age 60 
before 1 April 2016 (Group 1) whether to:  
 

- waive, on compassionate grounds, any actuarial reduction that would 
otherwise be applied to benefits built up before 1 April 2016 and/or 

  

- waive, in whole or in part (on any grounds), any actuarial reduction that would 
otherwise be applied to benefits built up after 31 March 2016  

 
c) were members of the LGPS before 1 October 2006 and who will reach age 60 

after 31 March 2020 (or who would reach age 60 between 1 April 2016 and 31 
March 2020 inclusive, but who would not meet their Retirement Age (CRA) 
before 1 April 2020 - in this instance CRA is the earlier of the date upon which the 
member would meet the 85 year rule or age 65 (Group 3)) whether to:  
 

- waive on compassionate grounds, any actuarial reduction that would otherwise 
be applied to benefits built up before 1 April 2014 and / or  
 

- waive, in whole or in part (on any grounds), any actuarial reduction that would 
otherwise be applied to benefits built up after 31 March 2014  

 
d) were members of the LGPS before 1 October 2006 and who will reach age 60 

between 1 April 2016 and 31 March 2020 inclusive and who will also reach their 
Critical Retirement Age (CRA) (in this instance CRA is the earlier of the date upon 
which the member would meet the 85 year rule or age 65) before 1 April 2020 
(Group 2), whether to:  

 

- waive, on compassionate grounds, any actuarial reduction that would 
otherwise be applied to benefits built up before 1 April 2020 and/or 
  

- waive, in whole or in part (on any grounds), any actuarial reduction that would 
otherwise be applied to benefits built up after 31 March 2020. 

provided should be compiled by a suitably 
qualified occupational physician. 
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Written policy is compulsory 
Whether, at full cost to the scheme employer, to grant extra annual pension of up to 
£8,344 (figure at April 2024*) to an active member or within 6 months of ceasing to 
be an active member by reason of redundancy or business efficiency (*figure is 
inflation proofed annually )(see Note 6) 

R31 

That the Council will not generally, during its normal 
course of business ordinarily consider this discretion due 
to financial pressures at a time when there is a need to 
make significant savings via the public sector spending 
revenue.  
 
Suggested re-wording to the above as it sounds like it’s 
referring to a specific public sector spending review, 
which may no longer be applicable. 
 
The Council will not generally, during its normal course of 
business, consider this discretion due to financial 
pressures and the need to make significant savings in the 
public sector. 

Written policy is recommended 
Extend normal time limit for acceptance of a transfer value beyond 12 months from 
joining the LGPS. 

R100(6) 

The policy of Houghton Regis Town Council is:  
 

That the 12 months deadline would not be extended, 
however, extenuating circumstances may apply, and this 
may include one or more of the following:  
 

• Where evidence exists that an election was made 
within 12 months, but the administering 
authority did not receive this  
 

• Where evidence exists that the member was not 
aware of the 12-month limit due to 
maladministration  
 

• Where there has been an administrative error on 
the part of the employer, its contractor, or the 
scheme administrator  
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• Where one or all of the above exist the Chief 
Executive in conjunction with the Leader of the 
Council, may extend the period in question. 

Written policy is recommended 
Each Scheme employer must appoint a person (“the adjudicator”) to consider 
applications from any person whose rights or liabilities under the Scheme are affected 
by: 
 
a) Decision under regulation 72 (first instance decisions); or  
b) Any other act or omission by a scheme employer or administering authority 
 
and to make a decision on such applications. 

R74  

Responsibility for determinations under this first stage of 
the Internal Disputes Resolution Procedure (IDRP) rests 
with “the adjudicator” as named below by the Scheme 
employer: 
 

Houghton Regis Town Council’s adjudicator’s details are: 
 

Chair of Corporate Services Committee  
Houghton Regis Town Council,  
Peel Street,  
Houghton Regis,  
Beds, LU5 5EY  
Tel No: 01582 708540  
Email Address: info@houghtonregis.org.uk 

 

Section 2:   
Discretionary policies in relation to scheme members (excluding councillor members) who ceased active membership on or after 1 April 2008 and before 1 April 
2014 

Relevant regulations:  
·      LGPS (Administration) Regulations 2008 [SI 2008/239] [A]  
·      LGPS (Benefits, Membership and Contributions) Regulations 2007 (as amended) [SI 2007/1166] [B]  
·      LGPS (Transitional Provisions) Regulations 2008 [SI 2008/238] [T]  
·      LGPS (Transitional Provisions, Savings and Amendment) Regulations 2014 [SI 2014/525] [TP]  
·      LGPS Regulations 2013 [SI 2013/2356] [R]  
·      LGPS 1997 (as amended) [1997/1612] [L]  
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Written policy is compulsory 
Whether to “switch on” the 85 year rule for a member voluntarily drawing 
benefits on or after age 55 and before age 60 (see Note 4). 

TPSch 2, para 
1(2) & 1(1)(c) 

The policy of Houghton Regis Town Council is:  
As a consequence there may be a reduction to the benefit paid 
where the employees does so before the age of 60.  
The value of any actuarial reductions will be applied. Houghton 
Regis Town Council will not seek to fund the reductions applied. 
 
The wording above is a little unclear, so if the Town Council’s 
intention is that they will not switch on the rule of 85, it is 
suggested to amend to the following.   
 
Houghton Regis Town Council’s policy is: 
The Town Council will not agree to switch on the 85-year rule 
where members choose to voluntarily draw their benefits on or 
after age 55 and before age 60 . 
 

Written policy is compulsory 
Whether to “switch on” the 85 year rule upon the voluntary early payment of a 
suspended tier 3 ill health pension (see Note 4). 

TPSch 2, para 
1(2) & 1(1)(c) 

The policy of Houghton Regis Town Council is:  
As a consequence there may be a reduction to the benefit paid 
where the employees does so before the age of 60.  
The value of any actuarial reductions will be applied. Houghton 
Regis Town Council will not seek to fund the reductions applied. 
 
The wording above is a little unclear, so if the Town Council’s 
intention is that they will not switch on the rule of 85, it is 
suggested to amend to the following.   
 
Houghton Regis Town Council’s policy is: 
The Town Council will not agree to switch on the 85-year rule 
where members choose to voluntarily draw their benefits on or 
after age 55 and before age 60 . 
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Written policy is compulsory 
Whether to waive, on compassionate grounds, the actuarial reduction applied 
to deferred benefits paid early (before age 65) (see Note 5). 

B30(5), TPSch 
2, para 2(1) 

The policy of Houghton Regis Town Council is:  
 

That it may agree to adopt these discretions based on 
compassionate grounds.  
 

But it will further consider the definition of compassionate 
grounds to include, but not be restricted to:  
 

• Compelling domestic reasons which will affect the ability 
of the individual to continue with their present working 
arrangements  
 

and/or  
 

• Reasons of ill health, which do not meet the current 
criteria for ill-health retirement. Appropriate medical 
evidence should be provided by the member, at the 
member’s cost in support of such cases. Any medical 
evidence provided should be compiled by a suitably 
qualified occupational physician. 

Written policy is compulsory 
Whether to waive, on compassionate grounds, the actuarial reduction applied 
to suspended tier 3 ill health pension benefits paid early (before age 65) (see 
Note 5). 

B30A(5), 
TPSch 2, 
para 2(1) 

The policy of Houghton Regis Town Council is:  
 

That it may agree to adopt these discretions based on 
compassionate grounds.  
 

But it will further consider the definition of compassionate 
grounds to include, but not be restricted to:  
 

• Compelling domestic reasons which will affect the ability 
of the individual to continue with their present working 
arrangements  
 

and/or  
 

• Reasons of ill health, which do not meet the current 
criteria for ill-health retirement. Appropriate medical 
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evidence should be provided by the member, at the 
member’s cost in support of such cases. Any medical 
evidence provided should be compiled by a suitably 
qualified occupational physician. 

 

Section 3  
Discretionary policies in relation to: 
• active welsh councillor members, and 
• councillor members who ceased active membership on or after 1 April 1998, and 
• any other scheme members who ceased active membership on or after 1 April 1998 and before 1 April 2008  

Relevant regulations:  
LGPS Regulations 1997 [SI 1997/1612]  
The Local Government Pension Scheme (Transitional Provisions) Regulations 2008 [SI 2008/238] [prefix T]  
The Local Government Pension Scheme (Administration) Regulations 2008 [SI 2008/239] [prefix A]  
LGPS (Transitional Provisions, Savings and Amendment) Regulations 2014 [SI 2014/525] [TP]  
The Local Government Pension Scheme Regulations 2013 [SI 2013/2356] [prefix R]  

 

Discretion Regulation Employer Policy 

Written policy is compulsory 
Grant application for early payment of deferred benefits on or after age 
50 and before age 55. 

31(2) 

The policy of Houghton Regis Town Council is:  
That it does not wish to adopt this policy in light of the requirement for 
the effective use of financial resources in the current financial 
climate/year 2024/2025. 
It does not intend to review this discretion until the financial situation 
has improved sufficiently in real terms 
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Written policy is compulsory 
Whether to “switch on” the 85 year rule for a member with deferred 
benefits voluntarily drawing benefits on or after age 55 and before age 
60 (see Note 4). 

TPSch 2, para 
1(2) & 1(1)(f) 
& R60 

The policy of Houghton Regis Town Council is:  
As a consequence there may be a reduction to the benefit paid where 
the employees does so before the age of 60.  
The value of any actuarial reductions will be applied. Houghton Regis 
Town Council will not seek to fund the reductions applied. 
 
The wording above is a little unclear, so if the Town Council’s intention 
is that they will not switch on the rule of 85, it is suggested to amend 
to the following.   
 
Houghton Regis Town Council’s policy is: 
The Town Council will not agree to switch on the 85-year rule where 
members choose to voluntarily draw their benefits on or after age 55 
and before age 60 . 
 

Written policy is compulsory 
Whether to waive, on compassionate grounds, the actuarial reduction 
applied to deferred benefits paid early (before age 65) (see Note 5). 

31(5) & TPSch 
2, para 2(1) 

The policy of Houghton Regis Town Council is:  
 

That it may agree to adopt these discretions based on compassionate 
grounds.  
 

But it will further consider the definition of compassionate grounds to 
include, but not be restricted to:  
 

• Compelling domestic reasons which will affect the ability of 
the individual to continue with their present working 
arrangements  
 

and/or  
 

• Reasons of ill health, which do not meet the current criteria for 
ill-health retirement. Appropriate medical evidence should be 
provided by the member, at the member’s cost in support of 
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such cases. Any medical evidence provided should be compiled 
by a suitably qualified occupational physician. 

 

 

 

 

Section 4:   
Discretionary policies in relation to scheme members who ceased active membership before 1 April 1998 

Relevant regulations: 
LGPS Regulation 1995 [SI 1995/1019] 
The Local Government Pension Scheme (Transitional Provisions) Regulations 1997 [SI 1997/1613] [prefix TL] 
The Local Government Pension Scheme Regulations 1997 {SI 1997/1612] (as amended) [prefix L] 
The Local Government Pension Scheme (Administration) Regulations 2008 [SI 2008/239] [prefix A] 
LGPS (Transitional Provisions, Savings and Amendment) Regulations 2014 [SI 2014/525] [TP] 
The Local Government Pension Scheme Regulations 2013 [SI 2013/2356] [prefix R] 

 

Discretion Regulation Employer Policy 

Grant application for early payment of deferred benefits on or after age 50 and 
before Normal Retirement Date on compassionate grounds.  

TP3(5A)(vi), TL4, L106(1) & 
D11(2)(c) 

The policy of Houghton Regis Town Council is:  
That it does not wish to adopt this policy in light of 
the requirement for the effective use of financial 
resources in the current financial climate/year 
2024/2025.  
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It does not intend to review this discretion until 
the financial situation has improved sufficiently in 
real terms. 

 

Section 5:  
Discretionary policies in relation to employees of an employing authority that is defined under regulation 2 of The Local Government (Early Termination of 
Employment) (Discretionary Compensation) (England and Wales) Regulations 2006 (as amended) 

Relevant regulations: 
The Local Government (Early Termination of Employment) (Discretionary Compensation) (England and Wales) Regulations 2006 (as amended) [SI 2006/2914] 

 

Discretion Regulation Employer Policy 

Written policy is compulsory 
Whether to base redundancy payments on an actual week’s pay where this 
exceeds the statutory week’s pay limit. 

5 

The policy of Houghton Regis Town Council is:  
 
That it will base redundancy pay on actual pay where actual 
pay exceeds the statutory maximum under the Employment 
Rights Act 1996. 

Written policy is compulsory 
Whether to award lump sum compensation of up to 104 weeks’ pay in cases 
of redundancy, termination of employment on efficiency grounds, or 
cessation of a joint appointment. 

6 

The policy of Houghton Regis Town Council is:  
 
That the authority would not have sought to normally pay 
compensation under this Regulation, except to ensure that an 
employee whose employment was terminated by reason of 
redundancy received, under Regulation 5 of the 
Compensation Regulations, and this Regulation, a total of up 
to 30 weeks pay calculated in accordance with the Statutory 
Redundancy Pay Table. 
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Section 6:  
Discretionary policies in relation to former employees of an employing authority that is a body that is a scheduled body, a designate body, or a body that is deemed 
to be a scheduled body under the LGPS Regulations 2013 and equivalent predecessor regulations (excluding admitted bodies). 

Relevant regulations: 
The Local Government (Early Termination of Employment) (Discretionary Compensation) (England and Wales) Regulations 2000 (as amended) [SI 2000/1410] 

 

Discretion Regulation Employer Policy 

Written policy is compulsory 
How to apportion any surviving spouses or civil partner’s annual 
compensatory added years’ payment where the deceased person is survived 
by more than one spouse or civil partner. 

21(4) 

The policy of Houghton Regis Town Council is:  
 
That any surviving spouse’s annual compensatory added 
years payment deemed payable, will be divided equally 
amongst those eligible for payment, where the deceased 
person is survived by more than one spouse or civil partner. 
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Written policy is compulsory 
How it will decide to whom any children's annual compensatory added years 
payments are to be paid where children's pensions are not payable under the 
LGPS (because the employee had not joined the LGPS) and, in such a case, 
how the annual added years will be apportioned amongst the eligible 
children. 

25(2) 

The policy of Houghton Regis Town Council is:  
 
That any annual compensatory added years payment deemed 
payable, to a child will be divided equally amongst those 
children eligible for payment. Therefore any annual added 
years payments will be divided equally amongst any eligible 
children. 

Written policy is compulsory 
Whether in respect of the spouse of a person who ceased employment before 
1 April 1998 and where the spouses or civil partner remarries, enters into a 
new civil partnership or cohabits after 1 April 1998, the normal pension 
suspension rules should be disapplied i.e. whether the spouse’s or civil 
partners annual compensatory added years payments should continue to be 
paid. 

21(7) 

 
 
The policy of Houghton Regis Town Council is:  
 
That the normal pension suspension rules will be disapplied 
 
 

Written policy is compulsory 
If, under the preceding decision, the authority's policy is to apply the normal 
suspension rules, whether the spouse's or civil partner’s annual 
compensatory added years payment should be reinstated after the end of the 
remarriage, new civil partnership or cohabitation. 

21(5)  

The policy of Houghton Regis Town Council is:  
 
As suspension of pensions will not be applied under 
Regulation 21(7) this discretion will not be relevant to the 
authority.  

Written policy is compulsory 
Whether, in respect of the spouses or civil partner of a person who ceased 
employment before 1 April 1998 and where the spouses or civil partner 
remarries or cohabits or enters into a civil partnership on or after 1 April 1998 
with another person who is also entitled to a spouses or civil partners annual 
CAY payment, the normal rules requiring one of them to forgo payment whilst 
the period of marriage, civil partnership or co habitation lasts, should be 
disapplied i.e. whether the spouses or civil partners annual CAY payments 
should continue to be paid to both of them. 

21(7) 
The policy of Houghton Regis Town Council is:  
 
That the normal pension suspension rules will be disapplied. 
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Written policy is compulsory 
Whether to and to what extent to reduce or suspend the member’s annual 
compensatory added years payment during any period of re-employment in 
local government and thereafter? 

17 & 19 

The policy of Houghton Regis Town Council is:  
 
That as such payments are unlikely to have been made by the 
authority under the regulations, no attempt will be made to 
suspend such payments in the event of reemployment. This is 
rationale is further strengthened because it would seem to 
be disingenuous in light of the current flexible retirement 
policy to do so. 

 

 

 

 

 

 

 

 

 

Section 7:  
Discretionary policies each employing authority may apply in the exercise of its discretionary powers to make any award in respect of leavers, deaths and 
reductions in pay that occurred post 15 January 2012   
 

Relevant regulations:      
The Local Government (Discretionary Payments) (Injury Allowances) Regulations 2011 [SI 2011/2954] 
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Written policy is compulsory 
Whether to pay an injury award and in what circumstances: 
 

Whether to make an injury award to those who sustain an injury or contract a 
disease as a result of anything they were required to do in performing the 
duties of their job and in consequence of which they:  
 

- suffer a reduction remuneration, or  
 

- cease to be employed as a result of an incapacity which is likely to be 
permanent and which was caused by the injury or disease, or 
 

 - die leaving a surviving spouse, civil partner, eligible cohabiting partner or 
dependant. 

3 - 7 

The policy of Houghton Regis Town Council is:  
 
That the authority has, after due regard to the facility, 
determined not to adopt the discretionary powers in respect 
of the injury allowance regulations as it cannot be satisfied 
that such a policy would be workable, affordable and 
reasonable having regard to the foreseeable cost and the use 
of public funds.  
 
This discretion is therefore redundant as no injury allowance 
would be payable 

Written policy is compulsory 
How to determine the amount of an injury award and for how long will it be 
paid. 

3 - 7 

The policy of Houghton Regis Town Council is:  
 
This discretion is redundant as no injury allowance would be 
payable. 

 

 

Additional notes on discretions  

Further information, including a full list of discretions and a technical guide to employer policies, is available at 

http://www.lgpsregs.org/resources/guidesetc.php 
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Whether, how much, and in what 
circumstances to contribute to a shared 
cost APC scheme. 

R16(2)(e) & 
R16 (4)(d) 

The Scheme employer may choose to fund, in whole or in part, any arrangement entered into by an active 
scheme member to pay additional pension contributions by way of regular contributions in accordance 
with Regulation 16(2)(e), or by way of a lump sum in accordance with Regulation 16(4)(d). 
 

The Scheme employer may enter into an APC contract with a Scheme member who is contributing to the 
MAIN section of the Scheme in order to purchase additional pension of not more than the additional 
pension limit (£8,344 from April 2024, figure is inflation-proofed annually).  
 

Any extra pension granted by the Scheme employer under a SCAPC arrangement would be subject to an 
actuarial reduction for early payment where, other than in a case of ill health retirement, that extra 
pension is drawn before the member’s Normal Pension Age.   
 

The amount of additional contribution to be paid is determined by reference to actuarial guidance issued 
by the Secretary of State. 
 

Consideration needs to be given to the circumstances under which the Scheme employer may wish to 
use their discretion to fund in whole or in part an employee’s Additional Pension Contributions. 

 

Discretion Regulation Note 2 

Whether all or some benefits can be 
paid if an employee reduces their hours 
or grade (flexible retirement) 

Regulation 
R30(6) & 
TP11 (2) 

An active member who is aged 55 or over and who, with the agreement of their employer, reduces their 
working hours or grade of employment may, with the further consent of their employer, elect to receive 
immediate payment of all or part of the retirement pension to which they would be entitled in respect 
of that employment as if that member were no longer an employee in local government service on the 
date of the reduction in hours or grade (adjusted by the amount shown as appropriate in actuarial 
guidance issued by the Secretary of State – separate policy required under Regulation 30(8)). 
 

As part of the policy making decision the Scheme employer must consider whether, in addition to the 
benefits the member may have accrued prior to 1 April 2008 (which the member must draw), to permit 
the member to choose to draw all, part or none of the pension benefits they built up after 31 March 2008 
and before 1 April 2014 and all, part of none of the pension benefits they built up after 1 April 2014. 
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Discretion Regulation Note 3 

Whether to waive, in whole or in part, 
actuarial reduction on benefits paid on 
flexible retirement. 

R30(8) 

Where a Scheme employer’s policy under regulation 30(6) (flexible retirement) is to consent to the 
immediate release of benefits in respect of an active member who is aged 55 or over, those benefits 
must be adjusted by an amount shown as appropriate in actuarial guidance issued by the Secretary of 
State (commonly referred to as actuarial reduction or early payment reduction). 
 

A Scheme employer (or former employer as the case may be) may agree to waive in whole or in part and 
at their own cost, any actuarial reduction that may be required by the Scheme Regulations. 
 

Due consideration must be given to the financial implications of agreeing to waive in whole or in part any 
actuarial reduction.  Where flexible retirement is agreed for an employee aged 55 or over but under 
Normal Pension Age, the cost of waiving an actuarial reduction, in whole or in part, would have to be 
met by, and paid to the Pension Fund by, the scheme employer.   

 

Discretion Regulation Note 4 

Whether to “switch on” the 85-year rule 
for a member voluntarily drawing 
benefits on or after age 55 and before 
age 60 (excludes flexible retirement) 

TP Sch 2 para 
1(2) & 1(1)(c) 
& 1(1)(f) and 
R60 

Where a scheme member leaves employment and elects to draw their benefits at or after the age of 55 
and before the age of 60 those benefits will be actuarially reduced unless their Scheme employer agrees 
to meet the full or part cost of those reductions as a result of the member otherwise being protected 
under the 85 year rule as set out in previous Regulations. 
 

So as to avoid the member suffering the full reduction to their benefits the Scheme employer can ‘switch 
on’ the 85 year rule protections thereby allowing the member to receive fully or partly unreduced 
benefits but subject to the Scheme employer paying a strain cost to the Pension Fund. 
 

The employer can also exercise a discretion (see below) to waive any actuarial reductions (including 
where an actuarial reduction may still be applied to a member’s benefits after ‘switching back on’ the 85 
year rule in full), at a cost to the employer. 
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Discretion Regulation Note  5 

Whether to waive any actuarial 
reduction, on compassionate grounds or 
otherwise, for a member voluntarily 
drawing benefits before normal pension 
age (excludes flexible retirement)  

TP3(1), 
TPSch 2, para 
2(1), R30(8), 
B30(5) & 
B30A(5) 

A Scheme employer may agree to waive in whole or in part and at their own cost, any actuarial reduction 
that may be required by the Scheme Regulations. 
 

Due consideration must be given to the financial implications of agreeing to waive in whole or in part any 
actuarial reduction. 
 

There is no definition in the regulations of ‘compassionate grounds’. 
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Discretion Regulation Note 6 

Whether to grant additional annual 
pension to an active member or within 6 
months of ceasing to be an active 
member by reason of redundancy or 
business efficiency (by up to £8,344). 

R31 

A Scheme employer may resolve to award 
 

(a) an active member, or 
(b) a member who was an active member but dismissed by reason of redundancy, or business 

efficiency, or whose employment was terminated by mutual consent on grounds of business 
efficiency, 

 

additional annual pension of, in total (including any additional pension purchased by the Scheme 
employer under Regulation 16), not more than the additional pension limit (£8,344 from 1 April 2024). 
 

Any additional pension awarded is payable from the same date as any pension payable under other 
provisions of the Scheme Regulations from the account to which the additional pension is attached. 
 

Any extra pension granted by the scheme employer would be subject to an actuarial reduction for early 
payment where, other than in a case of ill health retirement or retirement on redundancy or business 
efficiency grounds, that extra pension is drawn before the member’s Normal Pension Age. 
 

In the case of a member falling within sub-paragraph (b) above, the resolution to award additional 
pension must be made within 6 months of the date that the member’s employment ended. 
 

Scheme employers should take care to avoid the policy being discriminatory on age or gender grounds. 
 

Awards of additional pension may have implications for a member’s Annual and Lifetime allowances and 
could result in a tax charge.  
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CORPORATE SERVICES COMMITTEE               Agenda Item 15 

 

Date: 

 

2nd December 2024  

Title: 

 

Financial Regulations Report 

Purpose of the 

Report: 

To provide members with information in order to adopt a 

new version of the Town Councils Financial Regulations 

 

Contact Officer: 

 

Debbie Marsh, Head of Corporate Services   

 

 

1. RECOMMENDATON 

  

 To recommend to Town Council, at the meeting to be held on the 16th December 

2024, the adoption of Financial Regulations based on the 2024 model version as 

provided by NALC (National Association of Local Councils) 

  

2. BACKGROUND 

  

 This document is a model for councils of all sizes to use to develop their own financial 

regulations, suitable for the size of the council and the activities it undertakes. 

Bold text indicates legal requirements, which a council cannot change or suspend. 

Square brackets indicate where the council needs to specify who, or how much, or what 

the timescale is.  For example [£500] might need to be £100, or [October] might need 

to be November, or [the council] might need to say the Corporate Services Committee. 

Curly brackets indicate words, sentences or sections that can be removed if not 

applicable or amended to fit the council’s circumstances.  An example of this is the 

phrase {or duly delegated committee}, which can be deleted if there are no committees. 

  

3. ISSUES FOR CONSIDERATION 

  

 Once this model has been tailored to fit the council’s needs, the resulting Financial 

Regulations needs to be adopted at a meeting of the full council. Any subsequent 

proposal for amendment should also be made to the full council. 

The council should keep abreast of developments in legislation that affect the local 

council sector and should review and update its Financial Regulations annually. 

  

4. INFORMATION 
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 Members will find a copy of the town councils existing Financial Regulations via the 

following link 240515 Financial Regulations.pdf  A copy of the new Financial 

Regulations are attached as appendix A.  

 

The Head of Corporate Services has reviewed the new regulations against the Town 

Councils current ones and in order to support members has highlighted, within the new 

regulations, those regulations which are new, current regulations that have changed and 

are now in bold as well as specific areas members might like to consider the wording 

of.  

  

5. HRTC CORPORATE PLAN 

  

 4 Management and Operations: To improve the efficiency and effectiveness of 

the Town Council as the key local service provider 
 

  

6. IMPLICATIONS  

  

 Corporate Implications 

• All committees are required to function within these Financial Regulations. 

  

 Legal Implications 

• By adopting and following financial regulations the Town Council ensures it 

complies with various legislation and requirements. 

• Financial Regulation 4.8 places the need for members to disclose that Section 

106 of the Local Government Finance Act 1992 applies to them should they not 

have paid council tax for more than two months.  

  

 Financial Implications 

• There are no financial implications arising from this report 

  

 Risk Implications 

• There is a reputational risk to the council should Financial Regulations not be 

adopted and complied with. 

  

 Equalities Implications  

 

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate 

unlawful discrimination, harassment and victimisation and foster good relations in 

respect of nine protected characteristics, age, disability, gender reassignment, marriage 

and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual 

orientation. 

 

This project / issue does not discriminate. 

  

 Climate Change Implications  

• There are no climate change implications arising from the recommendations 

  

 Press Contact 

There are no press implications arising from this report.  
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7. CONCLUSION AND NEXT STEPS 

  

 By adopting Financial Regulations the Town Council can demonstrate it has proper 

management and oversight of its financial activities. They are crucial for safeguarding 

public funds and promoting good governance practices.  

 

Adopting the 2024 version will ensure the Town Council is up to date and current with 

proper practices.   

 

The adoption of Financial Regulations are to be made by resolution of the council. 

Therefore, for the avoidance of doubt and to ensure officers and members are working 

to one set of Regulations, members are requested to resolve to recommend to Council 

the adoption of the new Regulations, at the next Council meeting to be held on the 16th 

December 2024. Financial Regulations are one of the council’s governing documents 

and will always be readopted at the Councils AGM, in May each year.  

 

in order that the Town Council complies with the new Financial Regulations as soon 

as possible, 

  

8. APPENDICES 

  

 Appendix A:  Town Councils new Financial Regulations 
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1. General   

1.1   These Financial Regulations govern the financial management of the council 

and may only be amended or varied by resolution of the council. They are 

one of the council’s governing documents and shall be observed in 

conjunction with the council’s Standing Orders. 

1.2   Councillors are expected to follow these regulations and not to entice 

employees to breach them. Failure to follow these regulations brings the 

office of councillor into disrepute. 

 

1.3 Wilful breach of these regulations by an employee may result in disciplinary 

proceedings. 

1.4 In these Financial Regulations: 

• ‘Accounts and Audit Regulations’ means the regulations issued under 

Sections 32, 43(2) and 46 of the Local Audit and Accountability Act 

2014, or any superseding legislation, and then in force, unless otherwise 

specified.  

• “Approve” refers to an online action, allowing an electronic transaction 

to take place. 

• “Authorise” refers to a decision by the council, or a committee or an 

officer, to allow something to happen. 

• ‘Proper practices’ means those set out in The Practitioners’ Guide  

• Practitioners’ Guide refers to the guide issued by the Joint Panel on 

Accountability and Governance (JPAG) and published by NALC in 

England or Governance and Accountability for Local Councils in Wales 

– A Practitioners Guide jointly published by One Voice Wales and the 

Society of Local Council Clerks in Wales. 

• ‘Must’ and bold text refer to a statutory obligation the council cannot 

change.  

• ‘Shall’ refers to a non-statutory instruction by the council to its members 

and staff. 

 

1.5 The Responsible Financial Officer (RFO) holds a statutory office, appointed 

by the council. The Clerk has been appointed as RFO and these regulations 

apply accordingly.  The RFO; 

• acts under the policy direction of the council; 

• administers the council's financial affairs in accordance with all Acts, 

Regulations and proper practices; 

• determines on behalf of the council its accounting records and control 

systems; 

• ensures the accounting control systems are observed; 

• ensures the accounting records are kept up to date; 

116 / 139



Financial Regulations    

Houghton Regis Town Council    

 3 

• seeks economy, efficiency and effectiveness in the use of council 

resources; and 

• produces financial management information as required by the council. 

1.6 The council must not delegate any decision regarding: 

• setting the final budget or the precept (council tax requirement); 

• the outcome of a review of the effectiveness of its internal controls 

• approving accounting statements; 

• approving an annual governance statement; 

• borrowing; 

• declaring eligibility for the General Power of Competence; and 

• addressing recommendations from the internal or external auditors  

1.7 In addition, the council shall: 

• determine and regularly review the bank mandate for all council bank 

accounts; 

• authorise any grant or single commitment in excess of the revenue 

budget provided. 

2. Risk management and internal control 

2.1. The council must ensure that it has a sound system of internal control, which 

delivers effective financial, operational and risk management.  

2.2 The Clerk shall prepare, for approval by the council, a risk management 

policy covering all activities of the council. This policy and consequential 

risk management arrangements shall be reviewed by the council at least 

annually.  

2.3. When considering any new activity, the Clerk shall prepare a draft risk 

assessment including risk management proposals for consideration by the 

council.  

2.4. At least once a year, the council must review the effectiveness of its 

system of internal control, before approving the Annual Governance 

Statement.   

2.5. The accounting control systems determined by the RFO must include 

measures to: 

• ensure that risk is appropriately managed;  

• ensure the prompt, accurate recording of financial transactions; 

• prevent and detect inaccuracy or fraud; and 

• allow the reconstitution of any lost records; 
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• identify the duties of officers dealing with transactions and  

• ensure division of responsibilities. 

2.6. At least once in each quarter, and at each financial year end, a member other 

than the Chair shall be appointed to verify bank reconciliations (for all 

accounts) produced by the RFO. The member shall sign and date the 

reconciliations and the original bank statements (or similar document) as 

evidence of this. This activity, including any exceptions, shall be reported to 

and noted by the council. 

2.7. Regular back-up copies shall be made of the records on any council 

computer and stored either online or in a separate location from the 

computer.  The council shall put measures in place to ensure that the ability 

to access any council computer is not lost if an employee leaves or is 

incapacitated for any reason. 

3. Accounts and audit 

3.1 All accounting procedures and financial records of the council shall be 

determined by the RFO in accordance with the Accounts and Audit 

Regulations.  

3.2 The accounting records determined by the RFO must be sufficient to 

explain the council’s transactions and to disclose its financial position 

with reasonably accuracy at any time.  In particular, they must contain: 

• day-to-day entries of all sums of money received and expended by 

the council and the matters to which they relate; 

• a record of the assets and liabilities of the council;  

3.2 is now in bold 

3.3 The accounting records shall be designed to facilitate the efficient 

preparation of the accounting statements in the Annual Governance and 

Accountability Return. 

3.4 The RFO shall complete and certify the annual Accounting Statements of the 

council contained in the Annual Governance and Accountability Return in 

accordance with proper practices, as soon as practicable after the end of the 

financial year.  Having certified the Accounting Statements, the RFO shall 

submit them (with any related documents) to the council, within the 

timescales required by the Accounts and Audit Regulations. 

3.5 The council must ensure that there is an adequate and effective system 

of internal audit of its accounting records and internal control system in 

accordance with proper practices. now in bold 

3.6 Any officer or member of the council must make available such 

documents and records as the internal or external auditor consider 

necessary for the purpose of the audit now in bold and shall, as directed 
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by the council, supply the RFO, internal auditor, or external auditor with 

such information and explanation as the council considers necessary. 

3.7 The internal auditor shall be appointed by [the council] and shall carry out 

their work to evaluate the effectiveness of the council’s risk management, 

control and governance processes in accordance with proper practices 

specified in the Practitioners’ Guide. 

3.8 The council shall ensure that the internal auditor: 

• is competent and independent of the financial operations of the council; 

• reports to council in writing, or in person, on a regular basis with a 

minimum of one written report during each financial year; 

• can demonstrate competence, objectivity and independence, free from any 

actual or perceived conflicts of interest, including those arising from 

family relationships; and 

• has no involvement in the management or control of the council 

3.9 Internal or external auditors may not under any circumstances: 

• perform any operational duties for the council; 

• initiate or approve accounting transactions; 

• provide financial, legal or other advice including in relation to any future 

transactions; or 

• direct the activities of any council employee, except to the extent that 

such employees have been appropriately assigned to assist the internal 

auditor. 

3.10 For the avoidance of doubt, in relation to internal audit the terms 

‘independent’ and ‘independence’ shall have the same meaning as described 

in The Practitioners Guide. 

3.11 The RFO shall make arrangements for the exercise of electors’ rights in 

relation to the accounts, including the opportunity to inspect the accounts, 

books, and vouchers and display or publish any notices and documents 

required by the Local Audit and Accountability Act 2014, or any superseding 

legislation, and the Accounts and Audit Regulations. 

3.12 The RFO shall, without undue delay, bring to the attention of all councillors 

any correspondence or report from internal or external auditors. 

4. Budget and precept 

4.1 Before setting a precept, the council must calculate its council tax 

requirement for each financial year by preparing and approving a 

budget, in accordance with The Local Government Finance Act 1992 or 

succeeding legislation. New 
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4.2 Budgets for salaries and wages, including employer contributions shall be 

reviewed by the relevant committee at least annually by December for the 

following financial year and the final version shall be evidenced by a hard 

copy schedule signed by the Clerk and the Chair of the relevant committee.  

4.3 No later than November each year, the RFO shall prepare a draft budget with 

detailed estimates of all receipts and payments/income and expenditure for 

the following financial year taking account of the lifespan of assets and cost 

implications of repair or replacement. 

4.4 Unspent budgets for completed projects shall not be carried forward to a 

subsequent year. {Unspent funds for partially completed projects may only 

be carried forward (by placing them in an earmarked reserve) with the formal 

approval of the full council.}  

4.5 Each committee (if any) shall review its draft budget and submit any 

proposed amendments to the council not later than the end of January each 

year.  

4.6 The draft budget forecast, including any recommendations for the use or 

accumulation of reserves, shall be considered by the council. 

4.7 Having considered the proposed budget, the council shall determine its 

council tax (England) requirement by setting a budget.  The council shall set 

a precept for this amount no later than the end of January for the ensuing 

financial year.   

4.8 Any member with council tax unpaid for more than two months is 

prohibited from voting on the budget or precept by Section 106 of the 

Local Government Finance Act 1992 and must disclose at the start of the 

meeting that Section 106 applies to them. NEW 

4.9 The RFO shall issue the precept to the billing authority no later than the 

end of February and supply each member with a copy of the agreed annual 

budget.  

4.10 The agreed budget provides a basis for monitoring progress during the year 

by comparing actual spending and income against what was planned.  

4.11 Any addition to, or withdrawal from, any earmarked reserve shall be agreed 

by the council or relevant committee. 

5. Procurement 

5.1 Members and officers are responsible for obtaining value for money at 

all times. This is now in bold. Any officer procuring goods, services or 

works should ensure, as far as practicable, that the best available terms are 

obtained, usually by obtaining prices from several suppliers. 

5.2 The RFO should verify the lawful nature of any proposed purchase before it 

is made and in the case of new or infrequent purchases, should ensure that 
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the legal power being used is reported to the meeting at which the order is 

authorised and also recorded in the minutes.  

5.3 Every contract shall comply with these the council’s Standing Orders and 

these Financial Regulations and no exceptions shall be made, except in an 

emergency.  

5.4 For a contract for the supply of goods, services or works where the 

estimated value will exceed the thresholds set by Parliament, the full 

requirements of The Public Contracts Regulations 2015 or any 

superseding legislation (“the Legislation”), must be followed in respect 

of the tendering, award and notification of that contract. 

5.5 Where the estimated value is below the Government threshold, the council 

shall (with the exception of items listed in paragraph 5.12) obtain prices as 

follows:  

5.6 For contracts estimated to exceed £100,000 including VAT, the Clerk shall 

advertise an open invitation for tenders in compliance with any relevant 

provisions of the Legislation. Tenders shall be invited in accordance with 

Appendix 1. 

 

5.7 For contracts estimated to be over £30,000 including VAT, the council 

must comply with any requirements of the Legislation1 regarding the 

advertising of contract opportunities and the publication of notices 

about the award of contracts. Now bold 

5.8 For contracts greater than £5,000 excluding VAT the Clerk or Head of 

Service shall seek at least 3 fixed-price quotes;  

5.9 where the value is between £500 and £5,000 excluding VAT, the Clerk or 

Head of Service shall try to obtain 3 estimates which might include evidence 

of online prices, or recent prices from regular suppliers. 

5.10 For smaller purchases, all officers shall seek to achieve value for money. 

5.11 Contracts must not be split into smaller lots to avoid compliance with 

these rules. 

5.12 The requirement to obtain competitive prices in these regulations need not 

apply to contracts that relate to items (i) to (iv) below:  

i. specialist services, such as legal professionals acting in disputes; 

ii. repairs to, or parts for, existing machinery or equipment; 

iii. works, goods or services that constitute an extension of an existing 

contract; 

iv. goods or services that are only available from one supplier or are sold 

at a fixed price. 

 
1 The Regulations require councils to use the Contracts Finder website if they advertise contract opportunities and also to 

publicise the award of contracts over £30,000 including VAT, regardless of whether they were advertised. 
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5.13 When applications are made to waive this financial regulation to enable a 

price to be negotiated without competition, the reason should be set out in a 

recommendation to the council or relevant committee. Avoidance of 

competition is not a valid reason.  

5.14 The council shall not be obliged to accept the lowest or any tender, quote or 

estimate.  

5.15 Individual purchases within an agreed budget for that type of expenditure 

may be authorised by: 

• The Budget Holder, under delegated authority. 

• Such authorisation must be supported by a minute or other auditable 

evidence trail. 

5.16 No individual member, or informal group of members may issue an official 

order or make any contract on behalf of the council. 

5.17 No expenditure may be authorised that will exceed the budget for that type of 

expenditure other than by resolution of the council or a duly delegated 

committee acting within its Terms of Reference except in an emergency. 

5.18 In cases of serious risk to the delivery of council services or to public safety 

on council premises, the clerk may authorise expenditure of up to 5,000 

excluding VAT on repair, replacement or other work that in their judgement 

is necessary, whether or not there is any budget for such expenditure. The 

Clerk shall report such action to the Chair as soon as possible and to the 

council as soon as practicable thereafter. 

5.19 No expenditure shall be authorised, no contract entered into, or tender 

accepted in relation to any major project, unless the delegated committee is 

satisfied that the necessary funds are available and that where a loan is 

required, Government borrowing approval has been obtained first. 

5.20 An official order or letter shall be issued for all work, goods and services. 

Copies of orders shall be retained, along with evidence of receipt of goods. 

5.21 Any ordering system can be misused and access to them shall be controlled 

by the RFO. 

6. Banking and payments 

6.1 The council's banking arrangements, including the bank mandate, shall be 

made by the RFO and authorised by the council; banking arrangements shall 

not be delegated to a committee. The council has resolved to bank with 

NatWest.  The arrangements shall be reviewed annually for security and 

efficiency.  

6.2 The council must have safe and efficient arrangements for making payments, 

to safeguard against the possibility of fraud or error.  Wherever possible, 

more than one person should be involved in any payment, for example by 

dual online authorisation or dual cheque signing. Even where a purchase has 
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been authorised, the payment must also be authorised, and only authorised 

payments shall be approved or signed to allow the funds to leave the 

council’s bank. 

6.3 All invoices for payment should be examined for arithmetical accuracy, 

analysed to the appropriate expenditure heading and verified to confirm that 

the work, goods or services were received, checked and represent 

expenditure previously authorised by the council before being certified by 

the relevant Head of Service. Where the certification of invoices is done as a 

batch, this shall include a statement by the RFO that all invoices listed have 

been ‘examined, verified and certified’ by the RFO. 

6.4 Personal payments (including salaries, wages, expenses and any payment 

made in relation to the termination of employment) may be summarised to 

avoid disclosing any personal information.  

6.5 All payments shall be made by online banking, in accordance with a 

resolution of the council or duly delegated committee, unless the council 

resolves to use a different payment method. 

6.6 For each financial year the RFO may draw up a schedule of regular payments 

due in relation to a continuing contract or obligation (such as Salaries, 

PAYE, National Insurance, pension contributions, rent, rates, regular 

maintenance contracts and similar items), which the council or a duly 

delegated committee may authorise in advance for the year.   

6.7 A copy of this schedule of regular payments shall be signed by two members 

on each and every occasion when payment is made - to reduce the risk of 

duplicate payments.  

6.8 A list of such payments shall be reported to the next appropriate meeting of 

the Corporate Services Committee for information only. 

6.9 The RFO shall have delegated authority to authorise payments in the 

following circumstances: 

i. payments of up to £5,000 excluding VAT in cases of serious risk to the 

delivery of council services or to public safety on council premises.  

ii. any payment necessary to avoid a charge under the Late Payment of 

Commercial Debts (Interest) Act 1998 or to comply with contractual 

terms, where the due date for payment is before the next scheduled 

meeting of the Corporate Services Committee, where the RFO certify 

that there is no dispute or other reason to delay payment, provided that 

a list of such payments shall be submitted to the next appropriate 

meeting of council.  

iii. Fund transfers within the councils banking arrangements up to the 

value of half the precept, provided that a list of such movements 

between the councils bank accounts shall be submitted to the next 

appropriate meeting of council or corporate services committee. 
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6.10 The RFO shall present a schedule of payments requiring authorisation, 

forming part of the agenda for the meeting, together with the relevant 

invoices, to the council or Corporate Services committee. The council or 

Corporate Services committee shall review the schedule for compliance and, 

having satisfied itself, shall authorise payment by resolution. The authorised 

schedule shall be initialled immediately below the last item by the person 

chairing the meeting. A detailed list of all payments shall be disclosed within 

or as an attachment to the minutes of that meeting.  

7. Electronic payments 

7.1 Where internet banking arrangements are made with any bank, RFO shall be 

appointed as the Service Administrator. The bank mandate agreed by the 

council shall identify a number of councillors who will be authorised to 

approve transactions on those accounts and a minimum of two people will be 

involved in any online approval process.  The Clerk may be an authorised 

signatory, but no signatory should be involved in approving any payment to 

themselves. 

7.2 All authorised signatories shall have access, if requested, to view the 

council’s bank accounts online.  

7.3 No employee or councillor shall disclose any PIN or password, relevant to 

the council or its banking, to anyone not authorised in writing by the council 

or a duly delegated committee. 

7.4 The Service Administrator shall set up all items due for payment online.  A 

list of payments for approval, together with copies of the relevant invoices, 

shall be sent by email to two authorised signatories.  

7.5 In the prolonged absence of the Service Administrator an authorised 

signatory shall set up any payments due before the return of the Service 

Administrator. 

7.6 Two councillors who are authorised signatories shall check the payment 

details against the invoices before approving each payment. 

7.7 Evidence shall be retained showing which members approved the payment. 

7.8 A full list of all payments made in a month shall be provided to the next 

Corporate Services committee meeting. 

7.9 With the approval of the Corporate Services Committee in each case, regular 

payments (such as gas, electricity, telephone, broadband, water, National 

Non-Domestic Rates, refuse collection, pension contributions and HMRC 

payments) may be made by variable direct debit, provided that the 

instructions are signed/approved online by the RFO. The approval of the use 

of each variable direct debit shall be reviewed by the Corporate Services 

committee at least every two years.  
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7.10 Payment may be made by BACS or CHAPS by resolution of the Corporate 

Services committee provided that each payment is approved online by two 

authorised bank signatories, evidence is retained, and any payments are 

reported to the Corporate Services committee at the next meeting. The 

approval of the use of BACS or CHAPS shall be renewed by resolution of 

the council at least every two years.  

7.11 If thought appropriate by the council, regular payments of fixed sums may be 

made by banker’s standing order, provided that the instructions are signed by 

the RFO, evidence of this is retained and any payments are reported to 

council when made. The approval of the use of a banker’s standing order 

shall be reviewed by the Corporate Services committee at least every two 

years.  

7.12 Account details for suppliers may only be changed upon written notification 

by the supplier verified by the RFO and authorised signatory.  This is a 

potential area for fraud and the individuals involved should ensure that any 

change is genuine.  Data held should be checked with suppliers every two 

years.  

7.13 Members and officers shall ensure that any computer used for the council’s 

financial business has adequate security, with anti-virus, anti-spyware and 

firewall software installed and regularly updated. 

7.14 Remembered password facilities should not be used on any computer used 

for council banking.  

8. Cheque payments 

8.1 Cheques or orders for payment in accordance with a resolution or delegated 

decision shall be signed by two members and countersigned by an authorised 

officer.  

8.2 A signatory having a family or business relationship with the beneficiary of a 

payment shall not, under normal circumstances, be a signatory to that 

payment. 

8.3 To indicate agreement of the details on the cheque with the counterfoil and 

the invoice or similar documentation, the signatories shall also initial the 

cheque counterfoil and invoice. 

8.4 Cheques or orders for payment shall not normally be presented for signature 

other than at, or immediately before or after a council or Corporate Services 

committee meeting. Any signatures obtained away from council meetings 

shall be reported to the council or Corporate Services committee at the next 

convenient meeting. 

9. Payment cards 

9.1 Any Debit Card issued for use will be specifically restricted to the Clerk and 

will also be restricted to a single transaction maximum value of £1000 unless 
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authorised by council or corporate services committee in writing before any 

order is placed. 

9.2 A pre-paid debit card may be issued to employees with varying limits. These 

limits will be set by the Corporate Services committee. Transactions and 

purchases made will be reported to Corporate Services committee and 

authority for topping-up shall be at the discretion of Corporate Services 

committee. 

9.3 Any corporate credit card or trade card account opened by the council will be 

specifically restricted to use by the Clerk and Heads of Service and any 

balance shall be paid in full each month.  

9.4 Personal credit or debit cards of members or staff shall not be used under any 

circumstances. 

10. Petty Cash 

10.1 The RFO shall maintain a petty cash float of £250 and may provide petty cash 

to officers for the purpose of defraying operational and other expenses.   

a) Vouchers for payments made from petty cash shall be kept, along with 

receipts to substantiate every payment. 

b) Cash income received must not be paid into the petty cash float but must 

be separately banked, as provided elsewhere in these regulations. 

c) Payments to maintain the petty cash float shall be shown separately on any 

schedule of payments presented for approval. 

11. Payment of salaries and allowances 

11.1 As an employer, the council must make arrangements to comply with 

the statutory requirements of PAYE legislation. Now in bold. 

 

11.2 Councillors allowances (where paid) are also liable to deduction of tax 

under PAYE rules and must be taxed correctly before payment. New 

 

11.3 Salary rates shall be agreed by the council, or a duly delegated committee. 

No changes shall be made to any employee’s gross pay, emoluments, or 

terms and conditions of employment without the prior consent of the 

Corporate Services committee.  

 

11.4 Payment of salaries shall be made, after deduction of tax, national insurance, 

pension contributions and any similar statutory or discretionary deductions, 

on the dates stipulated in employment contracts. 

 

11.5 Deductions from salary shall be paid to the relevant bodies within the 

required timescales, provided that each payment is reported, as set out in 

these regulations above. 
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11.6 Each payment to employees of net salary and to the appropriate creditor of 

the statutory and discretionary deductions shall be recorded in a payroll 

control account or other separate confidential record, with the total of such 

payments each calendar month reported in the cashbook.  Payroll reports will 

be reviewed by [the finance committee] to ensure that the correct payments 

have been made. 

11.7 Any termination payments shall be supported by a report to the council, 

setting out a clear business case. Termination payments shall only be 

authorised by the full council. 

11.8 Before employing interim staff, the council must consider a full business 

case.  

 

12. Loans and investments 

12.1 Any application for Government approval to borrow money and subsequent 

arrangements for a loan must be authorised by the full council and recorded 

in the minutes. All borrowing shall be in the name of the council, after 

obtaining any necessary approval.   

12.2 Any financial arrangement which does not require formal borrowing 

approval from the Secretary of State (such as Hire Purchase, Leasing of 

tangible assets or loans to be repaid within the financial year) must be 

authorised by the full council, following a written report on the value for 

money of the proposed transaction. 

12.3 The council shall consider the requirement for an Investment Strategy and 

Policy in accordance with Statutory Guidance on Local Government 

Investments, which must written be in accordance with relevant regulations, 

proper practices and guidance. Any Strategy and Policy shall be reviewed by 

the council at least annually.  

12.4 All investment of money under the control of the council shall be in the name 

of the council. 

12.5 All investment certificates and other documents relating thereto shall be 

retained in the custody of the RFO. 

12.6 Payments in respect of short term or long-term investments, including 

transfers between bank accounts held in the same bank, shall be made in 

accordance with these regulations. 

13. Income 

13.1 The collection of all sums due to the council shall be the responsibility of and 

under the supervision of the RFO. 

13.2 The council will review all fees and charges for work done, services 

provided, or goods sold at least annually as part of the budget-setting 
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process, following a report of the Clerk.  The RFO shall be responsible for 

the collection of all amounts due to the council. 

13.3 Any sums found to be irrecoverable and any bad debts shall be reported to 

the council by the RFO and shall be written off in the year. The council’s 

approval shall be shown in the accounting records.  

13.4 All sums received on behalf of the council shall be deposited intact with the 

council's bankers, with such frequency as the RFO considers necessary.  The 

origin of each receipt shall clearly be recorded on the paying-in slip or other 

record. 

13.5 Personal cheques shall not be cashed out of money held on behalf of the 

council. 

13.6 The RFO shall ensure that VAT is correctly recorded in the council’s 

accounting software and that any VAT Return required is submitted from the 

software by the due date.  

14. Payments under contracts for building or other construction works 

14.1 Where contracts provide for payment by instalments the RFO shall maintain 

a record of all such payments, which shall be made within the time specified 

in the contract based on signed certificates from the architect or other 

consultant engaged to supervise the works.  

14.2 Any variation of, addition to or omission from a contract must be authorised 

by the Clerk to the contractor in writing, with the council being informed 

where the final cost is likely to exceed the contract sum by 5% or more, or 

likely to exceed the budget available. 

15. Stores and equipment 

15.1 The officer in charge of each section shall be responsible for the care and 

custody of stores and equipment in that section. 

15.2 Delivery notes shall be obtained in respect of all goods received into store or 

otherwise delivered and goods must be checked as to order and quality at the 

time delivery is made. 

15.3 Stocks shall be kept at the minimum levels consistent with operational 

requirements. 

15.4 The RFO shall be responsible for periodic checks of stocks and stores, at 

least annually. 

16. Assets, properties and estates 

16.1 The Clerk shall make arrangements for the safe custody of all title deeds and 

Land Registry Certificates of properties held by the council.  

16.2 The RFO shall ensure that an appropriate and accurate Register of Assets and 

Investments is kept up to date, with a record of all properties held by the 

council, their location, extent, plan, reference, purchase details, nature of the 
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interest, tenancies granted, rents payable and purpose for which held, in 

accordance with Accounts and Audit Regulations.   

16.3 The continued existence of tangible assets shown in the Register shall be 

verified at least annually, possibly in conjunction with a health and safety 

inspection of assets. 

16.4 No interest in land shall be purchased or otherwise acquired, sold, leased or 

otherwise disposed of without the authority of the council, together with any 

other consents required by law.  In each case a written report shall be 

provided to council in respect of valuation and surveyed condition of the 

property (including matters such as planning permissions and covenants) 

together with a proper business case (including an adequate level of 

consultation with the electorate where required by law).  

16.5 No tangible moveable property shall be purchased or otherwise acquired, 

sold, leased or otherwise disposed of, without the authority of the council, 

together with any other consents required by law, except where the estimated 

value of any one item does not exceed £500.  In each case a written report 

shall be provided to council with a full business case.  

17. Insurance 

17.1 The RFO shall keep a record of all insurances effected by the council and the 

property and risks covered, reviewing these annually before the renewal date 

in conjunction with the council’s review of risk management. 

17.2 The Heads of Service shall give prompt notification to the RFO of all new 

risks, properties or vehicles which require to be insured and of any 

alterations affecting existing insurances.  

17.3 The RFO shall be notified of any loss, liability, damage or event likely to 

lead to a claim, and shall report these to the Corporate Services committee at 

the next available meeting. The RFO shall negotiate all claims on the 

council's insurers. 

17.4 All appropriate members and employees of the council shall be included in a 

suitable form of security or fidelity guarantee insurance which shall cover the 

maximum risk exposure as determined annually by the council, or duly 

delegated committee. 

18. Charities 

18.1 Where the council is sole managing trustee of a charitable body the Clerk 

and RFO shall ensure that separate accounts are kept of the funds held on 

charitable trusts and separate financial reports made in such form as shall be 

appropriate, in accordance with Charity Law and legislation, or as 

determined by the Charity Commission. The Clerk and RFO shall arrange for 

any audit or independent examination as may be required by Charity Law or 

any Governing Document. 
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19. Suspension and revision of Financial Regulations 

19.1 The council shall review these Financial Regulations annually and following 

any change of clerk or RFO.  The Clerk shall monitor changes in legislation 

or proper practices and advise the council of any need to amend these 

Financial Regulations.  

19.2 The council may, by resolution duly notified prior to the relevant meeting of 

council, suspend any part of these Financial Regulations, provided that 

reasons for the suspension are recorded and that an assessment of the risks 

arising has been presented to all members. Suspension does not disapply any 

legislation or permit the council to act unlawfully.  

 

19.3 The council may temporarily amend these Financial Regulations by a duly 

notified resolution, to cope with periods of absence, local government 

reorganisation, national restrictions or other exceptional circumstances.  
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Appendix 1 - Tender process  

1) Any invitation to tender shall state the general nature of the intended contract 

and the Clerk shall obtain the necessary technical assistance to prepare a 

specification in appropriate cases.  

2) The invitation shall in addition state that tenders must be addressed to the 

Clerk in the ordinary course of post, unless an electronic tendering process has 

been agreed by the council.  

3) Where a postal process is used, each tendering firm shall be supplied with a 

specifically marked envelope in which the tender is to be sealed and remain 

sealed until the prescribed date for opening tenders for that contract.  All 

sealed tenders shall be opened at the same time on the prescribed date by the 

Clerk in the presence of at least one member of council. 

4) Where an electronic tendering process is used, the council shall use a specific 

email address that will be monitored to ensure that nobody accesses any tender 

before the expiry of the deadline for submission.  

5) Any invitation to tender issued under this regulation shall be subject to 

Standing Order 18 and shall refer to the terms of the Bribery Act 2010. 

6) Where the council, or duly delegated committee, does not accept any tender, 

quote or estimate, the work is not allocated and the council requires further 

pricing, no person shall be permitted to submit a later tender, estimate or quote 

who was present when the original decision-making process was being 

undertaken.  

 

*   *    * 
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1. Flexi – Time System  

 

1.1 Public Office Hours (the hours when the office must be covered) 

 

Public Opening 

9 am - 4 pm   Monday - Friday 

 

1.2 The office must be covered by at least two members of staff during these times, 

with one member of staff being in the front office.   

 

1.3 Telephone Answering 

9 am - 5 pm   Monday - Friday 

 

2. Details of the Scheme 

 

Starting Times:  8.00 am - 10.00 am 

Core Time:  10.00 am - 12.00 noon 

Flexible Time:  12.00 noon - 2.00 pm 

Core Time:  2.00 pm - 4.00 pm 

Finishing Times: 4.00 pm - 6.30 pm 

 

2.1 The ‘core time’ is the time when the employee must be at work. 

 

2.2 For a part-time employee, the flexible time will be one hour prior to and after 

their normal working times providing that this does not extend to working 

before 8 am or after 6.30 pm. 

 

2.3 The flexi-time scheme does not apply to those employees, specifically on the 

days when they are required to open-up the office in the morning or close the 

office in the evening. However, anyone who is responsible for ensuring the 

office is open and closed can request and agree flexi-time leave, with the Head 

of Democratic Services, to ensure this duty is covered in their absence.  

 

2.4 Lunch Break 

A lunch break of a minimum of 20 minutes and a maximum of 90 minutes must 

be taken between the hours of 12.00 noon and 2.00 pm, when employees are 

working more than 5 hours per day.  

 

2.5 Standard Day – Full Time Employee 

For the purpose of recording annual leave, sickness or other authorised absences 

7 hours 24 minutes is regarded as a standard working day and 3 hours 42 

minutes as a standard half day.  

 

2.6 Recording of Hours 

Hours worked must be recorded daily on a ‘Flexi-time – Week by Week 

Recording Sheet’, which should be submitted to Line Managers for 

confirmation of hours worked at the beginning of each new accounting period.  

At the end of each month a maximum credit or debit of 4 hours can be carried 

forward at the end of each accounting period. 
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2.7 Part-Time Employees 

The accounting period is 4 or 5 weeks at the end of which the employees’ 

contracted hours must be 4 or 5 times their normal weekly hours.  

 

3. Flexible Leave 

 

3.1 In each accounting period credit hours may be used to have a maximum of 1 

day or 2 half days flexible leave.  

 

4. Leaving the Council’s Employment 

 

4.1 An employee leaving the authority should ensure that they are neither in credit 

nor debit with the Flexible Working Hours Scheme.  No payment will be made 

for hours in credit but if an employee is in debit, these hours will be deducted 

from the final salary payment. 

 

5. Overtime 

 

5.1 Overtime will normally only be possible outside flexible time hours.  In these 

instances, paid overtime or time off in lieu arrangements will apply as existing. 

 

6. Misuse of the Scheme 

 

6.1 Misuse of the Scheme will be subject to action under the Council’s Disciplinary 

Procedure.  This could include the right not to participate in the scheme. 

 

7. Review of Policy  

 

7.1 This policy will be reviewed every 4 years, or as required, by the Corporate 

Services Committee.  
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1.0 HISTORY AND COMPOSITION 

 Usually, mayoral gowns are scarlet with fur and black velvet "guards". Scarlet was the 

royal colour and the Mayor was the representative of the crown in the locality. 

Nowadays, however, municipalities often choose colours relevant to the community, 

perhaps even from the colours in a coat of arms. The decision is the privilege of the 

Council. Usually, the fronts of the gown coat and the cape sleeves are lined with white 

silk: it used to be ermine but is now reduced to white silk. The ermine was 

representative of the dignity of the office, the white silk now making a much more 

practical weight. 

 

2.0 BACKGROUND 

 Houghton Regis Town Council decided to purchase ceremonial robes at its meeting on 

30th January 2017. The robes were first worn by the incoming mayor, Joanna Hillyard, 

at the Mayoral Inauguration on 24th May 2017. 

3.0 DEFINITION  

        The Houghton Regis mayoral robes include: 

• A traditional red gown of wool panama with a black velvet trim and faux fur  

• A wedge jabot  

• Tricorn hat. 

 

4.0 WEARING OF THE CEREMONIAL ROBES  

 
The Mayor of Houghton Regis is expected to wear the robes on the following civic 

occasions: 

• Annual General Meeting / Mayor Making Ceremonies 

• Remembrance Sunday 

• Civic Service 

 

In addition, the robes may also be worn, at the discretion of the mayor, on the following 

occasions: 

 

• Full Town Council meetings (excluding committee and sub-committee meetings) 

• Christmas Carol Service 

• At other HRTC civic and community events  

• At other civic events upon the permission / request of the event organiser 

 

5. PRACTICALITIES 

 

Storage: 

The robe shall be kept in the Town Council offices for secure storage in a purpose 

design storage bag.  

 

Cleaning:  
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The robe will be cleaned on an annual basis by a specialist in ‘valet’ dry cleaning. It 

may be cleaned more frequently should the need arise. 

 

6.0 REVIEW 

 

 This policy will be reviewed every 4 years or as required by the Corporate Services 

 Committee. 
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CORPORATE SERVICES COMMITTEE               Agenda Item 18 

 

Date: 

 

2nd December 2024  

Title: 

 

Town Council Offices Report 

Purpose of the 

Report: 

To provide members with information to enable the 

appointment of a design architect 

 

Contact Officer: 

 

Clare Evans, Town Clerk   

 

 

1. RECOMMENDATON 

  

 To appoint Company ‘A’ as the Town Councils design architect. 

  

2. BACKGROUND 

  

 At the special meeting of the Corporate Services committee, held on the 23rd July 2024, 

it was agreed (minute number 12923) to obtain quotes from design architects for the 

development of comprehensive remodeling options aimed at: 

1. Enhancing the functionality and aesthetics of the main foyer 

2. Expanding office and administrative spaces, including the potential relocation 

of the council chamber if necessary 

3. Improving the external visibility and public presence of the council offices 

  

3. INFORMATION 

  

 Three design architects have been contacted and have provided costs for a feasibility 

study based on the specification above.  

 

Company ‘A’ – £850 

Company ‘B’ –  £7,212 

Company ‘C’ – £3,000 

  

4. HRTC CORPORATE PLAN 

  

 4 Management and Operations: To improve the efficiency and effectiveness of 

the Town Council as the key local service provider 
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5. IMPLICATIONS  

  

 Corporate Implications 

• Conformity with the Corporate Plan 

• Conformity with the CPC Action Plan 

  

 Legal Implications 

• There are no legal implications arising from this report.   

  

 Financial Implications 

• There are no financial implications arising from this report. £118k has been 

earmarked (EMR 355) for Office Improvements.  

  

 Risk Implications 

• Reputation – improved visibility and accessibility offers opportunities for 

enhanced reputational benefits 

  

 Equalities Implications  

 

Houghton Regis Town Council has a duty to promote equality of opportunity, eliminate 

unlawful discrimination, harassment and victimisation and foster good relations in 

respect of nine protected characteristics, age, disability, gender reassignment, marriage 

and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual 

orientation. 

 

This project / issue does not discriminate. 

  

 Climate Change Implications  

• There are no climate change implications arising from the recommendations 

  

 Press Contact 

There are no press implications arising from this report.  

  

6. CONCLUSION AND NEXT STEPS 

  

 Although all three design architects approached were provided with the same 

specification, Company ‘A’ has provided the most appropriate, value for money, 

quotation. 

 

Members are requested to appoint Company ‘A’ as the Town Councils design architect 

to undertake a feasibility study on the remodelling options of the Town Council offices.  

  

7. APPENDICES 

  

 None 
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