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Statutory Duty 

The Council has a statutory duty to appoint a person responsible for their financial 

affairs1. 

Although this does not have to be the Clerk, it usually is.  In this instance, it would be 

appropriate that any emergency measures appoint an officer to act as Clerk and 

Responsible Financial Officer (RFO). 

Contracting Out 

The Clerk must be an employee of the Council, not an independent contractor or 

self-employed person, as this is prohibited by HMRC. 

Timescale 

It would be advisable to hold the November Ordinary Meeting on Wednesday 17th 

November, that way if recruitment progresses, and the Council will be able to 

formally appoint, and the Clerk will have time between 17th November and 26th 

November for a handover.   

If recruitment does not progress, the Council will be able to formally agree the 

actions contained in emergency protocol at the meeting on 17th November, in 

advance of the Clerk leaving on 26th November. 

Emergency Protocol 

Clerk/Officer 

Councillors can be Officers, but they cannot be paid.  Giving Councillors such a role 

should be considered only in an emergency.  Also, a former Councillor cannot be 

appointed to a paid office until 12 months have passed since ceasing being a 

Councillor of that council. 

“To agree that Cllr… is appointed as an Officer, in an unpaid position, to ensure the 

running of the office until a Clerk/RFO is appointed.  This will include as a priority: 

➢ That all cemetery enquiries and bereavement services are answered. 

➢ That contracts for services are managed. 

➢ That invoices are checked for accuracy prior to being passed for payment. 

➢ That planning applications are responded to in line with delegated decision-

making. 

➢ That the agenda and summons for council meetings are issued and signed in 

accordance with statutory regulations. 

➢ That minutes of meetings are taken and drafted, within 30 days, for 

agreement by the Council. 

➢ That urgent decisions are taken in line with delegated decision-making.” 

 
1 Accounts & Audit Regulations 2011/817 
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Responsible Financial Officer (RFO) 

“To agree that Cllr … is appointed as the Responsible Financial Officer, in an unpaid 

position, to ensure a person is responsible for their financial affairs of the Council, 

until a Clerk/RFO is appointed.  This will include as a priority: 

➢ To receive and administer invoices for payment.* 

➢ To receive and administer receipts/income.* 

➢ To ensure the cashbook is updated.* 

➢ To maintain the Council’s assets register and insurance implications. 

➢ To prepare and balance the bank reconciliation.* 

➢ To monitor the Budget and Expenditure, especially in advance of Budget 

preparations.* 

➢ To project balances at the year end.* 

➢ To work with members on the 2022/23 Budget. 

➢ To calculate the required precept and make the precept demand. 

* The Council could consider using an accountant to process income and 

expenditure, and to maintain the financial systems, but that does not preclude 

appointing an RFO. 

Access 

The Clerk/RFO has prepared a document of sign-ins and access to the required 

sites in order that business can continue. 

1. Website 

2. Email Control Panel 

3. Facebook – Pru Spetchell 

4. Google Account (and email) 

5. Government Gateway/HMRC/VAT 

6. Basic PAYE Tools RTI 

7. NEST Pensions 

8. NCC Planning Portal 

9. NALC Members 

10. OTISS Asset Management System 

11. The National Allotment Society 

12. EDF Utility 

13. OPUS Energy Utility 

14. National Association of Memorial Masons 

Contractors and Trusted Trades 

Contact details are readily available and listed. 

 

 

 

 


