


MARSHFIELD PARISH COUNCIL 
Tolzev Hall, 41 High Street, Marshfield, Chippenha  Wiltshire SN14 SLR 

TeVFaxi 01225 892102 Email: marshfieldpc@btconnect.com 

P ARISH COUNCILLOR'S JOB DESCRIPTION 
The following is a series o f  bullet points that attempt to define the responsibilities of  the Parish Council 
and its Councillors. It is not intended to provide all the answers, but may act as a prompt to further 
questions new Councillors may care to ask. 

1. The Parish Council consists o f  nine members who are appointed for 4 years either through an
election or co-option.

2. The Council employs a Clerk who currently opens the Tolzey Hall Tuesday from 8.30a m  until
1.00pm and 2.00pm until 3.30pm and Thursday from 8.30am tol0.30am.The Clerk talces the
Minutes at the meetings and is responsible for all administration relating to the Parish Council.

3. Meeting are held tst and 3rd Tuesdays in the month at 7.15pm in the Tolzey. Generally, each
meeting lasts between 1 and 1 ½ hours.

4. Whilst 100% attendance might be a worthy goal, it is· impractical to expect Councillors to attend
every meeting. In excess o f  60% per annum is desirable.

5. Councillors are expected to discharge their duties in the best interests o f  the Parish as a whole.
Marshfield is not just the immediate area o f  the High Street. It is in fact one o f  the largest Parishes
in South Gloucestershire.

6. In any decision Councillors must ensure, either through living in the adjacent area being discussed
or through personal :friendships, they are not compromising their own position. The most obvious
example arises with planning applications, but whatever the issue, a Councillor is expected to
'Declare an Interest' and vacate the meeting room whilst the discussion and/or vote is taking
place. If in doubt, advice should be sought.

7. The Council sets the annual budget (Precept) and has a legal responsibility for subsequently
managing that budget. The Precept for 2018/19 is £63,040. Annually, External Auditors, who can
question any decisions that have been taken, audit the accounts. There is also an Internal Auditor
appointed, who keeps a check on financial dealings throughout the year.

8. From the Precept, the Council pays its day-to-day running costs (Clerk's salary, rates, utilities,
insurance etc). The Precept is also the source o f  Section 137 Payments. This being the sum (as
defined by people on the electoral role) that the Council can allocate (give) organisations/people
for which the Council does not have a direct responsibility.

9. The Council's responsibilities cover the day-to-day running o f  the parish office and unusually for
a Parish Council, the Cemetery, acting as the Burial Authority. The Parish Council also act in the
role o f  Custodian Trustees o f  the Withymead Playing Field.

10. The Clerk normally administrates the Cemetery liasing with the Undertaker but in his/her absence
Councillors act to ensure arrangements run smoothly at a very sensitive time.

11. The Council provides a representative on the Marshfield Outdoor Recreation Association
(MORA) committee who have responsibility for the day-to-day management of  the Withymead
Playing Field. MORA work within a budget agreed between the Parish Council and MORA each
year. A considerable sum is spent each year on insurance/grounds maintenance/grass cutting etc.
for the Withymead Playing Fiel  Play Area and Pavilion.



12. The format of the Cowicil Meetings is controlled by the Agenda and a careful watch is taken by
the Clerk to ensure the Council not only conforms to any legal requirements, but also always
exercises good practise.

13. The prime issues that normally occupy the Meeting are planning and finance. The Parish Council
receives a copy of all Planning Applications. The will be discussed at a meeting and the comments
will be forwarded to South Glos.

14. Finance is also a major topic. Only Com1cillors can authorise payments and sign cheques. All
expenditure has to be approved in the Minutes.

15. The two Unitary Authority Ward Councillors regularly attend the Council's meetings. In addition,
the Council tries, on 1 occasion a year, to meet with the South Gloucestershire Officers in the
Planning and Highways Departments. In addition ad-hoe people ask to come and address the
Council.

16. Outside the Parish Council meeting Councillors are also expected to attend other meetings at
which the Council felt it should make representations. South Gloucestershire Planning Committee
Meetings are the most common, where Councillors have spoken on behalf of the Council or have
been asked to speak on behalf of a group of residents.

17. Every effort is made to ensure a Councillor attends when the South Gloucestershire Planning
Committee make a site visit to the Parish.

18. Representatives also attend other forums such as Environmental Link Group but these tend to be
left to Councillors who have a personal interest in the work of the organisation concerned.

19. In summary, the role of a Parish Councillor is varied. There is the routine of the meetings, but the
view of the Council is that it encourages input and knowledge gained by Councillors through their
diverse range of interests.


