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15th January  2026 

 
You are hereby summoned to attend a meeting of the Windlesham Parish Council to be held at the 
St Annes Church Centre, 45 Church Road, Bagshot on Tuesday 20th January 2026 at 7.15pm to act 
upon the undermentioned business. 
 
If you are unable to attend the meeting please send your written apologies to the Clerk and Chair of 
Council. 

 
 
 
 

Joanna Whitfield 
Clerk to the Council 

 

 
 

AGENDA 
 
1. Apologies for absence.  

 
2. Declarations of Interest:  Members to declare any interest, including Disclosable Pecuniary 

Interests they may have in agenda items that accord with the requirements of the Parish 
Council’s Code of Conduct and to consider any requests from members for dispensations that 
accord with the Localism Act 2011 S33(b-e). 

 
3. Public Question Time: In accordance with Standing Orders, a period not exceeding 20 minutes 

will be allowed for public participation.  
 
4. Exclusion of the Press and Public.  To agree any items to be dealt with after the public, 

including the press, have been excluded under S1(2) of the Public Bodies (Admission to 
Meetings) Act 1960. 

 

 

Windlesham Parish Council 
Joanna Whitfield   The Council Offices 
Clerk to the Council   The Avenue 
Email:  clerk@windleshampc.gov.uk  Lightwater 
Website:  www.windleshampc.gov.uk  Surrey 
Telephone: 01276 471675                                 GU18 5RG 
 

MEETING INFORMATION 
 

Members of the public are invited to attend this meeting, or alternatively, if you wish to submit any 

questions or comments on any of the items on this agenda without attending, please email 

clerk@windleshampc.gov.uk by midday on Tuesday, 20th January 2026. Please note that all 

submissions for public participation are limited to 150 words and, where possible, will be read aloud 

at the meeting, along with the name of the person submitting the comment. If you do not wish your 

name to be made public at the meeting, you must specify this to the Clerk in writing at the time of 

submission. 

 

mailto:clerk@windleshampc.gov.uk
http://www.windleshampc.gov.uk/
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17. Internal Audit Report 
 
18. To approve the RFO as a bank signatory. 

 
Civic Amenities and Civic Meetings 

 
19. To consider the format of the Annual Parish Meeting 
 

Consultations, Updates & Correspondence 
 
20. Clerks update   
 
21. Correspondence  

 
CONFIDENTIAL 
 

 
22. Exclusion of the press and public - To exclude members of the public, including the press, 

for consideration of items excluded under S1(2) of the Public Bodies (Admission to 
Meetings) Act 1960. 

 
23. Hook Mill Lane – Lightwater Committee recommendations 
 
24. Greenspace Contract Increase 2026-2027  

 
25. To note the Personnel Committee confidential report and approve recommendations 

therein 
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http://www.acas.org.uk/index.aspx?articleid=2174
https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-Acas-guide/pdf/DG_Guide_Feb_2019.pdf
https://www.acas.org.uk/media/1043/Discipline-and-grievances-at-work-The-Acas-guide/pdf/DG_Guide_Feb_2019.pdf
























 

This policy will be reviewed and approved annually by the council, taking into account any changes 

to guidance contained within legislation and the SAPPP Practitioners’ Guide 

The Chair of Full Council must never be appointed as Clerk or RFO, even temporarily. 

This Investment Strategy will be reviewed annually and updated in line with the latest SAPPP 

Practitioners’ Guide. 

All digital and data compliance measures referenced in this strategy align with Assertion 10 of the 

SAPPP Practitioners’ Guide. 

 

Commented [RJ5]: Is this in line with legislation and 
regulations? 

Commented [JW6]: If the Council wished to appoint a Cllr 
as Clerk or RFO the Cllr would need resign from their elected 
position and could not be paid for 12 months without 
permission from the Secretary of State. 
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Introduction 

 

This policy is advised by the Code of Recommended Practice on Local Authority Publicity, as issued 

by the Department for Communities and Local Government (DCLG). The code is statutory guidance 

and therefore councils must have regard to it and follow its provisions. 

Failure to follow the council’s Media and Communications Policy could lead to a breach of the 

statutory code and the risk of adverse publicity, which could damage the council’s reputation. It is 

important that all Councillor and officers understand the implications of this code which this policy 

explains within a local context. 

This policy should be read in conjunction with the Members’ Code of Conduct. It should also be 

noted that any Freedom of Information requests will be dealt with under the Council’s FOI policy. 

 

Approach to publicity 

 

The Council welcomes enquiries from the press and media, and recognises that a good relationship 

with the press helps communicate effectively with residents. 

Equally, the Council recognises that taking a proactive approach to communication ensures 

information is made available to residents in a timely manner and is accessible via as many media 

sources as possible including emerging social media platforms.  

 

Principles of communication 

 

The Code of Recommended Practice on Local Authority Publicity identifies key principles regarding 

publicity, and the Council will ensure any publicity: 

• Is lawful 

• Is cost effective 

• Is objective 

• Is even-handed 

• Is appropriate 

• Has regard to equality and diversity 

• Is issued with care during periods of heightened sensitivity 
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Official Council press releases 

 

• The Council recognises that the use of press releases is a key technique for publicising 

Council activities, decisions and achievements. 

An official Council press release is made on behalf of the Council as a whole. In certain 

circumstances, it may be appropriate for a Councillor (normally the Chairman, Deputy Chairman or 

committee Chairman) to draft the press release, but the Clerk (or other nominated officer) will be 

responsible for checking and subsequently issuing any official Council press release. 

All press releases will accurately reflect the corporate view of the Council, contain relevant facts and 

may include an approved quotation from an appropriate Councillor. Releases will not promote the 

views of specific political groups, publicise the activities of individual Councillors, identify a 

Councillor’s political party or persuade the general public to hold a particular view. 

• Press releases will be issued to local newspapers and copies will be made available on 

the council’s website. An edited version may be available via the council’s social media 

platforms, with a link to the full story available. 

 

Requests for interview 

 

Any request for an interview with a Councillor or officer should be referred to the Clerk (or other 

nominated officer) in the first instance. The Clerk, in liaison with the Chairman, will determine the 

most appropriate Councillor or officer to be put forward for interview. 

Where a Councillor is authorised to speak on behalf of the council, it is their responsibility to ensure 

they are clear on the corporate position of the council, and that their responses to questions 

accurately reflect this. 

• Where an officer is authorised to speak on behalf of the council, they must never give 

their opinion on specific Council policy and must remember their role is to provide 

expertise and factual knowledge in support of the council’s agreed policies. 

If a Councillor has not been specifically authorised by the Council to speak to the media on a 

particular issue, a Councillor who is asked for a comment should make it clear that it is a personal 

view and ask that it be clearly reported as such. 
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Publicity during elections 

 

• There are specific rules governing publicity when an election has been announced. In the 

period between the notice of an election and the election itself (pre-election period), all 

proactive publicity about candidates is halted. 

During the purdah period, all Council publicity shall be managed by the Clerk (or other 

nominated officer), and any quotes provided in support of press releases will be given by 

authorised officers. 

 
 

Social media 

 

• The Council recognises that for some residents, accessing information via social media 

platforms is their preferred method. While there are too many social media sites to 

include all of them, the Council will endeavour to use those which are most widely used, 

and regularly review the type and number of social media sites used. 

• Social media sites will be used to support other communications issued by the Council 

and will help provide a consistent message across all media formats. To help achieve 

this, all social media releases will be approved by the Clerk (or other nominated officer). 

• Where officers use social media in a professional capacity to represent the council, the 

council’s corporate identity will be used and not that of any individual officer. 

• Officers using social media in this way must respect copyright, data protection, freedom 

of information and other laws, and be aware of the risks of action for defamation. 

Officers must not use insulting or offensive language or engage in any conduct that 

would not be acceptable in the workplace or elsewhere. 

Social Media Communications Policy and House Rules for Social Media Engagement 

The following wording will be published on the website and official social media platforms. This is 

to ensure that all use of social media remains fair, respectful, and safe. 

• Social Media Communications Policy 

The Council welcomes public engagement across a range of platforms; however, posts or messages 

from members of the public via social media platforms (such as Facebook and Instagram) shall not 

be regarded as official correspondence. 

The Council is not obliged to respond to any such messages. Residents wishing to contact the Parish 

Council formally must do so by: 

• Emailing the Parish Clerk at clerk@windleshampc.gov.uk 
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• Submitting a written letter to: 

The Council Office, The Avenue, Lightwater, GU18 5RG 

• Using the online contact form on the Council’s official website: www.windleshampc.gov.uk 

House Rules for Social Media Engagement 

All users (including Councillors) engaging with the Council via social media must comply with both 

the respective platform’s Terms of Use and the following conditions: 

• You are wholly responsible for any content you post, including shared material. 

• Posts considered inappropriate by the Council may be removed in part or in full. 

• The Council will report and remove any social media accounts misusing Windlesham Parish 

Council branding or imagery without permission. 

The Council reserves the right to hide or remove posts, comments, or private messages that contain: 

• Graphic, sensitive, or offensive imagery 

• Abusive or obscene content 

• Discriminatory language or conduct 

• Misinformation, disinformation, or malinformation 

• Off-topic or irrelevant comments 

• Public mentions of Council staff by name 

• Derogatory or accusatory remarks about individual Officers or Councillors 

• Private or personal information about staff or Councillors irrelevant to their role 

• Intellectual property infringement 

• Content in breach of legal or regulatory obligations 

• Spam, trolling, or persistent disruptive behaviour 

Before any content is removed, the Council may take screenshots of the material and retain it in line 

with the Council’s privacy policy to justify the moderation action. 

Repeat violations may lead to the user being blocked or reported to the platform provider. A private 

warning message will typically be issued before such action is taken, explaining the breach and 

potential next steps. 

The Council also reserves the right to challenge or correct inaccurate or misleading public 

information, including escalating complaints to the Independent Press Standards Organisation (IPSO) 

where necessary. 

Users who witness a post they believe violates these rules are encouraged to report it 

directly through the platform's moderation tools. 

 

https://www.windleshampc.gov.uk/
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General guidance for Councillors and officers 

 

• Councillors and officers must ensure they do not disclose information that is of a 

confidential nature. This includes any discussion with the press or other media on any 

matter which has been discussed under confidential items on Council or committee 

agendas or at any other private briefing. 

• Councillors and officers should act with integrity at all times when representing or acting 

on behalf of the council. 

 

• Councillors should not use the prefix ‘Councillor’ when writing to the press or on social 

media as an individual. This implies you are stating Council policy, which is not 

necessarily consistent with your personal opinion. 

Any Councillor failing to follow the guidelines set out in this policy may find themselves in breach of 

the Members’ Code of Conduct and subject to a complaint to the Monitoring Officer. 

• Any officer failing to follow the guidance set out in this policy could face disciplinary 

action. 
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1 Introduction  
Windlesham Parish Council recognises the importance of promoting and protecting the mental 
health and wellbeing of its workforce and elected members. Supporting mental wellbeing not 
only enhances individual health and resilience but also contributes to the overall success of the 
Council. 
The Council acknowledges that mental ill health and stress are significant issues in modern 
society and is committed to creating a positive, inclusive, and supportive working environment. 
This policy outlines our approach to supporting mental health and wellbeing and aims to foster 
a culture that prioritises the mental health of all employees and elected members. 
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2 Policy Statement 
Windlesham Parish Council is committed to: 

• Promoting positive mental health and wellbeing among all employees and elected 
members. 

• Reducing stigma and raising awareness about mental health issues. 
• Providing support and assistance to employees experiencing mental health challenges 

or returning to work after related absences. 
• Creating a workplace environment that supports mental wellbeing and minimises work-

related stressors. 
 

The Council will strive to continuously enhance the mental health culture of the Council and 
comply with all relevant Health and Safety legislation and best practice guidelines. 
 

3 Policy Objectives 
1. Develop a supportive and inclusive organisational culture. 

2. Identify and address workplace factors that may negatively impact mental health. 

3. Provide education, training, and resources to promote mental wellbeing. 

 

4 Scope 
This policy applies to all employees and Councillors of Windlesham Parish Council. It aligns 
with existing Council policies and procedures and will be reviewed regularly to ensure 
effectiveness and relevance. 
 

5 Policy Actions 

5.1 Promoting Mental Wellbeing 

• Increase awareness and understanding of mental health to reduce stigma and 
discrimination. 

• Provide employees with information about mental wellbeing and include this as part of 
the induction process. 

• Encourage staff to engage in activities that support mental health, such as physical 
exercise, mindfulness, and social connection. 

• Promote the “Five Ways to Wellbeing”: Connect, Be Active, Keep Learning, Give, and 
Take Notice. 

• Ensure predictable working hours, manageable workloads, and flexible working 
practices where appropriate. 
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• Offer appropriate training, clear job descriptions, and defined objectives to enhance job 
satisfaction and reduce work-related stress. 

• Provide a safe, ergonomically designed working environment. 

 

5.2 Supporting Employees with Mental Health Difficulties 

• Treat all employees experiencing mental health challenges fairly, respectfully, and 
consistently. 

• Facilitate phased returns to work following mental health-related absences. 

• Offer proactive support, such as counselling or referrals to external resources, including 
GPs or therapists. 

• Maintain confidentiality in all matters related to employee mental health, sharing 
information only with consent and on a need-to-know basis. 

• Explore alternative roles or adjustments where an employee is unable to return to their 
previous role due to mental health challenges. 

 

5.3 Addressing Workplace Stress 

• Recognise workplace stress as a health and safety concern and adopt the principles of 
the HSE Stress Management Standards. 

• Consult with employees on actions to prevent workplace stress and ensure their 
involvement in organisational changes. 

• Encourage access to confidential counselling services. 

 

5.4 Supporting Councillors 

 
Windlesham Parish Council recognises that Councillors may also experience challenges to 
their mental health due to the unique responsibilities and pressures associated with public 
office. To support councillors, the Council commits to: 

• Providing access to resources and information on maintaining mental wellbeing. 

• Encouraging Councillors to engage in self-care activities, including physical exercise 
and mindfulness. 

• Ensuring a culture of respect, inclusivity, and support among councillors to prevent 
bullying, harassment, or discrimination. 
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• Promoting a healthy work-life balance by recognising the demands on councillors' time 
and offering flexibility where possible. 

• Creating opportunities for open dialogue and peer support among Councillors. 

 

6 Communication and Engagement 
• This policy will be communicated to all employees and Councillors and included in staff 

induction materials. 

• Employees participating in wellbeing initiatives will be regularly consulted for feedback to 

ensure continuous improvement. 
 

7 Review and Monitoring 
• The effectiveness of this policy will be reviewed regularly. Feedback from staff and 

observations of workplace culture will inform adjustments and improvements. 

 

By implementing this policy, Windlesham Parish Council aims to create a supportive and thriving 

workplace environment where mental health is prioritised, and all employees can reach their full 

potential. 
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1 Introduction  

1.1 The public is entitled to expect the highest standards of conduct from all employees of the 

Council.  

1.2 This code is based on models produced by the Local Authority Associations and the Local 

Government Management Board.  

 

2 Status of The Code  

The code sets out the minimum standards that employees should observe. Its aim is to lay down 

guidelines for employees which will help maintain and improve standards and also protect them 

from misunderstanding or from criticism. Any breaches of this code may lead to disciplinary action 

being taken.  

2.1 In addition to this code all employees must abide by the terms of the Council's Standing 

Orders and Financial Regulations. 

 

3 Seven Principles of Public Life  

3.1 The Nolan Report on Standards in Public Life defined good conduct for employees of public 

bodies as that of acting:-  

• Fairly.  
• In good faith.  
• So as to meet the specified objectives of the body to which he/she has been appointed.  
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3.2 There are a number of principles, of which seven stand out, and which have been taken from 

the Nolan Report.  These principles underpin this Code of Conduct.  

3.2.1 Selflessness 

Holders of public office should take decisions solely in terms of the public's interest. 

They should not do so in order to gain any benefits financial or otherwise for 

themselves, their family or their friends.  

3.2.2 Integrity  

Holders of public office should not place themselves under any financial or other 

obligation to outside individuals or organisations which might influence them in the 

performance of their official duties.  

3.2.3 Objectivity 

In carrying out public businesses including making public appointments, awarding 

contracts or recommending individuals for rewards and benefits, holders of public 

office should make choices purely on merit.  

3.2.4 Accountability  

Holders of public office are accountable for their decisions and actions to the public 

and must submit themselves to whatever scrutiny is appropriate to their office.  

3.2.5 Openness  

Holders of public office should be as open as possible about all decisions and actions 

that they take. They should give the reasons for their decisions and restrict 

information only when the wider public interest clearly demands.  

3.2.6 Honesty  

Holders of public office have a duty to declare any private interests relating to their 

public duties and to take steps to resolve any conflicts arising in a way that protects 

the public's interest.  

3.2.7 Leadership  

Holders of public office should promote and support these principles by leadership 

and example.  
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4 Service Standards  

4.1 Employees must give the highest possible standard of service to the public and, where it is 

part of their duties, provide appropriate advice to elected Members and fellow employees 

with impartiality.  

4.2 Employees must always remember their responsibilities to the community they serve and 

ensure courteous, efficient and impartial delivery of services to all groups and people within 

that community according to the Council's policies.  

5 Political Neutrality  

5.1 Employees must serve all elected Members. In addition, they must ensure that the individual 

rights of all elected Members are respected.  

5.2 Subject to rules laid down from time to time, employees may be required to advise political 

groups. They must do so in ways consistent with the employee's political neutrality.  

5.3 Whether or not employees are politically restricted by the law they must follow the lawfully 

expressed policies of the Council and must not allow their own personal or political opinions 

to interfere improperly with their work. 

6 Personal Interests  

Memberships of Pressure Groups  

6.1 Employees shall disclose in writing to the Parish Clerk any personal interest that may conflict 

with the Council’s interests, for example, involvement with an organisation or pressure group 

which may seek to influence Council policy.  

6.2 Any declaration in relation to 6.1 shall be kept in the Register of Officer’s Interests in the 

Parish Clerk’s Office and on the employee's personal file.  

6.3 In the event of the Parish Clerk having such an interest as described herein, the Parish Clerk 

shall declare that interest in writing to the Chairman of the Council and such an interest will 

be recorded in the Register of Officer Interests and on the Parish Clerk’s personal file.  

6.4 Employees must as soon as possible, make known in writing to the Parish Clerk, all 

relationships of a business or private nature which they have with contractors or potential 

contractors. Orders and contracts must be awarded on merit by fair competition against other 

tenders and no special favours must be shown to potential contractors (particularly those run, 
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for example, by friends, personal or business associates, spouses or relatives). In the tendering 

process, no part of the community can be improperly or illegally discriminated for or against.  

6.5 Employees who, in the course of their job, engage, supervise contractors, or have any other 

official relationship with contractors must declare as soon as possible that relationship in 

writing to the Parish Clerk.  Any employees who have, or in the past have had, a relationship 

in a private or domestic capacity with contractors (or their senior staff), must also declare 

their relationship in writing, as soon as practicable to the Parish Clerk 

6.6 Any declaration in relation to 6.4 or 6.5 shall be kept in the Register of Interests in the Parish 

Clerk’s Office and on the employee's personal file.   

6.6.1 In the event of the Parish Clerk having such an interest as described herein, the 

Parish Clerk shall declare that interest in writing to the Chairman of the Council and 

such an interest will be recorded in the Register of Officer Interests and on the 

Parish Clerk’s personal file  

 

Council Services and Regulatory Functions  

6.7 The same principles apply to employees who may have conflicts of interest in relation to 

services the Council provides or where the Council has a regulatory function. Employees must, 

as soon as possible, make known in writing to the Parish Clerk, all relationships of a business 

or private nature which they have with businesses, organisations or individual for whom the 

Council provides services or acts in a regulatory capacity, whenever a conflict of interest might 

be thought to occur. In considering whether a conflict of interest might be thought to occur, it 

must be remembered that the public see the Council as one organisation. The aim of declaring 

a potential conflict of interest is so that the Council and the employee can be seen to be 

above any possibility of suspicion of undue influence.  

6.8 Employees shall not recommend that particular businesses are used by individuals or other 

businesses, where this could be misconstrued as a recommendation of the Council or a 

recommendation by the employee in their official capacity.  

6.9 In any of the above cases, the Parish Clerk will decide whether the employee who has a 

conflict of interest, should cease to be involved with the particular piece of work giving rise to 

the conflict, or whether the conflict should be avoided in some other way.  

6.10 Any declaration in relation to 6.7 shall be kept in the Register of Interests in the Parish Clerk’s 

Office and on the employee's personal file.  

6.11 In the event of the Parish Clerk having such an interest as described herein, the Parish Clerk 

shall declare that interest in writing to the Chairman of the Council who will seek independent 
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advice as they deem appropriate as to whether the Parish Clerk should cease to be involved 

with the particular piece of work giving rise to the conflict.  

7 Speak Up 

7.1 The   Council's   commitment   to   the   highest   standards   of   openness   and accountability 

means that Officers have a duty to:- 

7.1.1 Raise with the Parish Clerk issues they have reason to think might involve fraud, 

corruption or any irregularities which they feel have been dealt with improperly.  

7.1.2 Provide them with any evidence or relevant information that they have in this 

respect.  

7.2 The Council will take reasonable steps to protect the anonymity of the individual, unless the 

Council has no alternative but to rely upon any statements made by an individual.  

7.3 The Parish Clerk, however, may take appropriate action if frivolous, reckless, malicious or 

vexatious allegations have been made.  

8 Appointment and Other Employment Matters  

8.1 Employees shall not canvass any Member or Officer of the Council in respect of candidates 

seeking employment with the Council.  

8.2 Employees who are involved in appointments must ensure that these are made on merit.  

There is a high risk of litigation if an employee makes an appointment based on anything 

other than the ability of applicant to undertake the duties of the post. To avoid accusations of 

Commented [RJ1]: Include the word vexatious? 
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bias, employees must not be involved with appointments where they are related to any 

applicant or otherwise have a close personal relationship with them.  

8.3 By the same token, employees must not be involved in supervisory decisions relating to the 

discipline, promotion or remuneration  (re-grading) of any employee to whom they are 

related or otherwise have a close personal relationship.  

9 Equality Issues  

9.1 Employees must ensure that all members of the community, customers and fellow employees 

have a right to be treated with fairness and equality. The council will act in accordance with 

the Equalities Act 2010 at all times and its own Equality and Diversity policy 

10 Fairness in Tendering  

10.1 Employees involved in the tendering process must exercise and display fairness and 

impartiality when dealing with customers, suppliers, tenderers, contractors and 

subcontractors.  

10.2 In the event that employees contemplate management buy-outs or otherwise consider 

tendering for Windlesham Parish Council work, and are not otherwise restricted from 

tendering, they must advise the Parish Clerk as soon as they have formed a definite intent and 

then withdraw immediately from any contract awarding process.  

10.3 Employees must avoid any suggestion of impropriety when dealing with current or former 

employees, friends, personal or business partners, spouses or relatives in awarding contracts 

to a business run by them or employing them in a senior or otherwise relevant managerial 

capacity. Where possible, employees must remove themselves from the awarding role in such 

situations.  

10.4 At all times employees dealing with Tenders and Contracts must ensure that they comply with 

the Council's Standing Orders and Financial Regulations.  

11 Corruption  

11.1 Employees in their official capacity must be aware that it is a serious criminal offence under 

the Prevention of Corruption Acts for them corruptly to receive or give any gifts, loans, fees, 



 

Version: 2.2-241030 
Adopted: October 2020 
Last Reviewed: October 2024 
Next Review: October 2025 Page 9 of 13 

rewards or any other advantage for doing or not doing anything or showing favour or 

disfavour to any person.  

11.2 Where any substantiated allegation is made the onus is on the employees to demonstrate 

that any such rewards given or received have not been corruptly obtained.  

11.3 If anyone makes an approach to an employee which seems (or might seem to a third party) to 

be aimed at obtaining some form of preferential treatment or in any suspicious circumstances 

in connection with a service provided by the Council, a regulatory function of the Council or a 

contract, then for their own protection the employees must report the matter directly to the 

Parish Clerk.  

12 Use of Financial Resources  

12.1 Employees must ensure that they use public funds entrusted to them in a responsible and 

lawful manner. In all situations employees shall strive to ensure "value for money" to the local 

community and to avoid any action which by its nature, could lead to a legal challenge of 

Windlesham Parish Council.  

13 Gifts and Hospitality  

13.1 Employees are expected to use the Council's money and resources with absolute honesty and 

be able to demonstrate that at all times. It is a criminal offence for employees to give, get, or 

ask for any gift, reward or advantage for work done in his/her official capacity and it is up to 

the employee to show that any such reward was not improperly obtained.  

13.2 Any offer of gift, favour or hospitality directed at individual employees should be treated with 

caution. This applies particularly when the organisation or individual making the offer maybe 

doing or hoping to do business with Windlesham Parish Council (whether by receiving 

business from the Council, receiving Council services or being subject to a regulatory function 

of the Council).  

13.3 All personal gifts from contractors, outside suppliers and similar persons or organisations who 

may in some way do business with the Council (as defined in Paragraph 13.2 above), shall be 

discouraged, refused or donated to a recognised local Charity.  The only exceptions to this are 

insignificant items of token value which may include such things as pens, diaries or token 

hospitality. There may be occasions when in the line of undertaking Council duties, it is 

appropriate to attend business lunches, dinners or events etc. however, in all cases the Parish 

Clerks prior approval must be obtained.  In all cases where the value of the gifts or hospitality 
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exceeds £50 the Parish Clerk’s approval must be obtained and interest recorded in the 

Register of Interests held in the Parish Clerk’s Office by the clerk.  

13.4 No member of staff shall accept hospitality from suppliers, contractors or other parties with 

whom the Council has dealings other than business lunches, dinners or events in appropriate 

circumstances and these shall be officially registered and approved. Under no circumstances 

should staff accept any offer of hotel or overnight accommodation.   

14 Sponsorship - Giving and Receiving  

14.1 Where an outside organisation seeks to sponsor a Windlesham Parish Council activity whether 

by invitation, tender, negotiation or voluntarily, the basic conventions concerning hospitality 

and gifts must apply. In this respect, particular care must be taken in dealings with contractors 

or potential contractors.  

14.2 Where Windlesham Parish Council seek to sponsor an event or service, special care must be 

taken to ensure that if any benefit accrues to employees, friends, personal or business 

associates, spouses or relatives, full disclosure is made to the Parish Clerk. Similarly, if 

Windlesham Parish Council, through sponsorship, grant aid, financial or other means gives 

support in the community, employees must ensure that impartial advice is given and conflicts 

of interest avoided.  

15 Confidentiality  

15.1 Employees shall not divulge to any person (other than another member of staff or member of 

the Council that requires information for the performance of his/her duties), any information 

which the member of staff has obtained by reason of his/her employment to the Council, 

except where that information is anyway in the public domain.  

15.2 In particular, no member of staff shall divulge personal information regarding any employee, 

person or contractor, having dealings with the Council e.g. information relating to tenders or 

other such issues.  

15.3 Whilst staff are encouraged to be open to the press, the press should only be given 

information which would normally be available publicly. All comments to the press in relation 
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to Council business shall be channelled thought the Parish Clerk and/or the Chairman of the 

Council.  

16 Private Work Other Activities  

16.1 No employee should undertake private work if it overlaps or conflicts in any way with the 

duties and responsibilities of their post, if it causes a conflict of interest, or it makes use of 

material to which the employee has access by virtue of his or her position. In considering 

whether a conflict of interest might be seen to occur, it must be remembered that the public 

see the Council as one organisation, not as a set of separate sections and departments. The 

aim of declaring a potential conflict of interest is so that the Council and the employee can be 

seen to be above any possibility of suspicion of undue influence  

16.2 Normally, employees shall not work privately for a client for whom the Council has a service 

provision role or towards whom the Council is acting in a regulatory capacity 

17 Approval Procedure for Private Work/Other Activities  

17.1 Employees considering or about to start an activity (trade, profession or vocation) in an area 

allied to Local Authority services must note the requirements of their conditions of 

employment.  

17.2 Employees can be given consent to engage in any other activity, connected to the Council or 

otherwise (for example, private work or a position of responsibility outside official duties) only 

by applying to the Parish Clerk.  

17.3 In the first instance, employees must write formally to the Parish Clerk outlining the proposed 

activity, clearly stating what involvement he/she anticipate having.  

17.4 The Parish Clerk then needs to be satisfied that in giving his/her consent to the activity that 

this will neither interfere with the employee's performance of his/her duties nor lead to any 
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suspicion of improper influence on the Council's services. In this respect the comments of 

Members will be sought.  

17.5 The Parish Clerk will then notify the employee in writing of the decision.  

17.6 The employee must also understand that private work or outside activity must not be 

undertaken during Parish Council time, nor using the Council's equipment or materials.  

18 Close Relatives, Friends or Partners of Employees  

18.1 Any employee whose partner, close relative or friend is considering becoming engaged in any 

business which might provide services to the Council, use services of the Council or for whom 

the Council might act in a regulatory capacity must follow the instructions set out in 

paragraphs 17.1 to 17.7 above. This is to minimise the risk of suspicion that some influence 

may be exerted.  

19 Tenders and Contracts 

19.1 No employee shall use his/her position and knowledge in the Council to gain access to 

information which puts himself/herself or anyone else in a better position than any other 

contractor to undertake external work. Any evidence that such a situation exists will be 

investigated as a disciplinary matter under the Disciplinary Procedures Policy and could lead 

to the invitation to tender being withdrawn.  

19.2 Responsibility on the issue of employees "advising" external tenderers, who may be partners, 

relatives or friends, rests with the individual employee. If he/she considers there may be a 

conflict of interest, he/she must immediately withdraw from any such discussion and seek 

guidance on the situation from the Parish Clerk.  

20 Register of Interests/Updating  

20.1 The Register of Officer’s Interests will be reviewed annually by the Parish Clerk, employees are 

responsible for keeping their interests updated.  

21 Conclusion  

21.1 As emphasised earlier in this code although the guidelines are set down and apply to all 

employees of Windlesham Parish Council and relevance may be greater for those employees 

involved, for example, in the management and policy making process of the Council 
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nonetheless, a copy of this code will be made available to every employee, whatever their 

position and they will be expected to comply with it. 

 

This policy will be reviewed annually or earlier if so required by legislation or additional material.  
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Cost 
Excluding 
postage   

Class1 - Who we are and what we do 
(Organisational information, structures, locations and contacts) 
Current information only 
Advance request for hard copy is ten days 

 
 
Website (when available) 
Hard copy - contact Clerk 

 
 
Free 
20p/sheet 

 
Who’s who on the Council and its Committees  
Contact details for Councillors  
(names, wards, telephone number and email address (if used)) 

Contact details for Parish Council Clerk  
(name, telephone number,  address, email address, office opening hours) 

Location of main Council office and accessibility details 
Staffing structure 
Most recent full council election results  
(including any subsequent casual vacancy elections and co-options) 

Qualifications for becoming a Councillors (also disqualifications) 
What local councils can do 
Map of civil parish and wards (hard copy only) 
 
 

  
  

  
  

 

Windlesham Parish Council 
 

 Joanna Whitfield,  The Council Offices 
 Clerk to the Council  The Avenue 
 Telephone     01276   471675  Lightwater 
 Facsimile    01276   475725  Surrey 
 E-mail  clerk@windleshampc.gov.uk   GU18 5RG 

 

Deleted: 1
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Class 2 – What we spend and how we spend it 
(Financial information relating to projected and actual income and expenditure, 
procurement, contracts and financial audit) 
 
Current and previous financial year  
Advance request for hard copy is ten days 

 
 
 
 
Website (when available) 
Hard copy - contact Clerk 

 
 
 
 
Free 
20p/sheet 

  
Annual return form and report by auditor (hard copy and inspection only) 
Consolidated balance sheet, income & expenditure account and supporting 
statement 
Finalised budget (including Section 137 provision - total only) 
Monthly financial statement 
Monthly financial comparison with budget 
Borrowing Approval letter - if applicable (hard copy only) 
VAT records 
Financial Standing Orders and Regulations 
List of current contracts awarded and the value of the contract 
Grants given and received 
Open Spaces Maintenance Grants  
Members’ allowances and expenses 
 

  

Class 3 – What our priorities are and how we are doing 
  
Current and previous council year 
Advance request for hard copy is ten days   
 

 
 
Website (when available) 
Hard copy - contact Clerk 

 
 
Free 
20p/sheet 

The role of a Parish Councillor 
What Windlesham Parish Council does itself and what it encourages others to 
do 
Chairman’s annual report/notes Annual Parish Meeting 
Parish Plan (if applicable) 
Quality status (if applicable) 
Local charters drawn up in accordance with DCLG guidelines (if applicable) 
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Class 4 – How we make decisions 
(Decision making processes and records of decisions)  
 
Current and previous council year  
Advance request for hard copy is ten days   

 

 
 
Website (when available) 
Hard copy - contact Clerk 

 
 
Free 
20p/sheet 

Timetable of meetings  
(full Council meetings, committee/sub-committee meetings) 

Agendas of meetings (as above) 
Minutes of meetings (as above)   
(excluding Confidential Minutes - information that is properly regarded as private to the meeting) 
Reports presented to council meetings  
(excluding exempt information that is properly regarded as private to the meeting) 
Responses to consultation papers 
Responses to planning applications 
Bye-laws (if applicable) 
Annual inspection reports - cemeteries, playground equipment 
Minutes of Annual Parish Meetings 
 
 

  

Class 5 – Our policies and procedures 
(Current written protocols, policies and procedures for delivering our services 
and responsibilities) 
 
Current information only 
Advance request for hard copy is ten days   
 

 
 
 
Website (when available) 
Hard copy - contact Clerk 
Some information may only 
be available by inspection 

 
 
 
Free 
20p/sheet 
Viewing by 
appointment 

Procedural standing orders (if applicable) 
Committee and sub-committee terms of reference 
Delegated authority in respect of officers 
Respective roles and responsibilities of parish councillors and staff 
Adopted Code of Conduct 
Standard tenancy agreement for allotment plot 
Policy statements (if applicable) 
Equality and diversity policy 
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Deleted:  
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Deleted:  
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Health and safety policy 
Risk Management Policy & risk assessments 
Recruitment policies (including current vacancies)  
Policies and procedures for handling requests for information 
Complaints procedures (including those covering requests for information and 
operating the publication scheme) 
Information security policy 
Records management policies (records retention, destruction and archive) 
Data protection policies 
Schedule of charges (for the publication of information 
 
 
 

Class 6 – Lists and Registers 
(Including printed forms) 
 
Currently maintained lists and registers only 
Advance request for hard copy is ten days   
 

 
 
Website     (when available) 
Hard copy  - contact Clerk  
Some information may only 
be available by inspection 
 

 
 
Free 
20p/sheet 
Viewing by 
appointment 

Precept register 
Burials registers 
Graves registers 
Cemetery fees 
Cemetery Regulations 
Application form for burial 
Deed of Grant form (inspection or specimen hard copy only) 
Application form to erect a memorial 
Exhumation form - specimen 
Assets register 
Register of Declarations of Acceptance of Office 
Attendance Register 
Register of Councillors’ interests 
Register of gifts and hospitality 
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Class 7 – The services we offer 
(Information about the services we offer, including leaflets, guidance and 
newsletters produced for the public and businesses) 
 
Current information only 
Advance request for hard copy is ten days   
 

  
 
Website     (when available) 
Hard copy  - contact Clerk  
Some information may only 
be available by inspection 

 

 
 
Free 
20p/sheet 
Viewing by 
appointment 

Allotments 
Burial grounds (cemeteries) 
Bagshot Chapel 
Community centres and village halls (if applicable) 
Parks, playing fields and recreational facilities 
Seating, litter bins, clocks, memorials and lighting 
Bus shelters 
Markets (if applicable) 
Public conveniences (if applicable) 
Agency agreements (formal agreements with other authorities) 
A summary of services for which the council is entitled to recover a fee 
 

  

Additional Information 
This will provide Councils with the opportunity to publish information that is not 
itemised in the lists above 

  

  
 
 

  

 
 

Contact Details: 
Joanna Whitfield    
Clerk to the Council, The Council Offices, The Avenue, Lightwater, Surrey. GU18 5RG 
Telephone    01276 471675   
Facsimile    01276 475725  
E-mail  clerk@windleshampc.gov.uk    
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Schedule of Charges: 
 
This describes how the charges have been arrived at and should be published as part of the guide. 
 
 

TYPE OF CHARGE DESCRIPTION BASIS OF CHARGE 

Disbursement cost Photocopying @ 20p per sheet (black & white) Actual cost    
(the actual cost incurred by the public authority) 

 Photocopying                             (colour) Not provided 

 Postage (if mailing required) Royal Mail standard second class - 
charged at cost 

 Provision of additional heating and lighting 
during viewing 

No charge 

Statutory Fee  
In accordance with the 
relevant legislation 

 (If aplicable) 
As determined by statute 

Other   
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1 Introduction 

1.1 This policy provides guidance to those involved in selecting staff for the council. 

1.2 The Council has made clear its commitment to equal opportunities for all by the adoption of 

an Equal Opportunities Statement (click here). All selection processes must take place within 

the framework laid down by this policy. 

1.3 The Council will also use the employment guidance provided in the National Joint Council for 
Local Government Services ‘green book’ (click here) 

1.4 All those involved in selecting candidates for employment should be aware that legislation 

increasingly regulates employment behaviour. Failure to follow certain basic steps can lead to 

an aggrieved candidate referring a matter to an employment tribunal. 

2 Aims 

2.1 The key aims of the Councils recruitment policy are: 

• To maximise the effectiveness of the recruitment and selection process; 

• To ensure the recruitment and selection processes are consistent, fair and transparent, 

and in accordance with legislation; 

• To ensure the recruitment and selection processes are in accordance with the Councils’ 

Equal Opportunities Statement; 

3 Applications 

3.1 The Council will provide a job description and person specification for each vacancy, and these 

documents will form the basis for the selection process. The Clerk will be responsible for 

ensuring these are reviewed and reflect the current responsibilities of the role. 

3.2 The person specification will include a list of skills, experience and qualifications which are 

essential and/or desirable for the role. Candidates will be assessed and selected for interview 

against the person specification criteria. 

3.3 The job description and person specification will be included in the recruitment pack, which 

will also provide details of working hours, pay scales and type and length of contract.  

3.4 Any vacancy will be advertised in the public domain using one or all of the following: a) Local 

newspapers b) Parish Council Notice Board c) Parish Council Website d) Any other appropriate 

publication or location. 

https://www.windleshampc.gov.uk/_UserFiles/Files/Policy%20Documents/2020/Equality%20Diversity%20Policy%20V1.0-200728.pdf
https://www.local.gov.uk/local-government-terms-and-conditions-green-book#:~:text=The%20Green%20Book%20-%20tracked%20version%20This%20agreement,to%20cleaners%20and%20lawyers%20to%20school%20meals%20staff.
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3.5 The Council will consider the viability of part-time and/or job share candidates for each role 

and will make clear in its advertisement if this will be considered. 

The Council uses application forms for recruitment in respect of all staff. All potential applicants 

should be directed to apply formally through the official contact named in the advertisement. 

4 Shortlisting 

4.1 The filling of the position for Parish Clerk will be the responsibility of a designated Staffing 

Sub-Committee as appointed, in line with the Personnel Committee Terms of Reference.  

4.2 The filling of other positions will be the responsibility of the Parish Clerk and the Staffing Sub-

Committee as appointed, in line with the Personnel Committee Terms of Reference 

The Clerk will in the first instance assess the applications. The applications will then be assessed by 

both the Chair of Council, Chair or Vice-Chair of Personnel and any other nominated Councillors in 

line with the Personnel Committee Terms of Reference.  

4.3 Any Member with a personal connection to any of the candidates will be excluded from the 

entire selection process. 

4.4 As soon as possible after the closing date for applications, candidates will be selected for 

interview by assessing the information in their application form against the job description 

and person specification.  

5 Interviews 

5.1 The Personnel/Staffing Sub-Committee will agree the composition of the interview panel in 

line with the Personnel Committee Terms of Reference.  

5.2 To ensure a consistent and fair approach, all candidates will be asked the same questions, 

with supplementary questions structured around each candidate to enable individuals to  

demonstrate their relevant skills and abilities. The questions will vary depending on the 

vacancy. 

5.3 The interview panel must take extreme care to ensure they do not imply discrimination by 

asking questions about personal circumstances which are unrelated to the job. Such questions 

are contrary to the Council’s Equal Opportunities Statement. 

5.4 Each member of the interview panel will take notes to support their assessment of the 

candidates’ suitability of the role, and the panel may agree a scoring system to help 

objectively assess the candidates. 
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5.5 Once all the candidates have been interviewed, the panel members should compare their 

notes and agree the most suitable candidate, ensuring their decision is based on the criteria in 

the job description and person specification. 

5.6 Candidates may request appropriate reasonable adjustments, if required for the interview. 

6 Notification and appointment 

6.1 Post interview arrangements are the responsibility of the Clerk, or where the vacancy is for 

the Clerk role, the Council Chairman.  

6.2 Candidates should be notified as soon as possible of the outcome. A verbal offer of 

appointment may be made to the successful candidate but must be formally confirmed in 

writing. The offer is conditional on obtaining satisfactory references and, where applicable, 

proof of eligibility to work in the UK and any copies of qualification certificates. 

6.3 If unsatisfactory responses to references are received, the Council may reconsider the offer of 

appointment. If the offer is subsequently withdrawn, the Council may make an offer to one of 

the original unsuccessful candidates or decide to begin the recruitment process again. 

 
This policy will be reviewed annually or earlier if so required by legislation or additional material. 
 
 
All candidate data will be stored in line with our Data Protection Policy. 
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1 Introduction 

1.1 Under statute Windlesham Parish Council is required to maintain adequate Financial Reserves 

in order to meet the needs of the organisation, and to ensure financial security. The purpose 

of this policy is to set out how the Council will determine and review the level of reserves.  

1.2 The SAPPP Practitioners Guide (SAPPP) 5 advises: “As with any financial entity, it is essential 

that authorities have sufficient reserves (General and Earmarked) to finance both its day-to-

day operations and future plans. It is important, however, given that its funds are generated 

from taxation/public levies, that such reserves are not excessive.”  

1.3 Sections 32 and 43 of the Local Government Finance Act 1992 require local authorities to have 

regard to the level of reserves needed for meeting estimated future expenditure when 

calculating the budget requirement. However, there is no specific minimum level of reserves 

which an authority should hold, and it is the responsibility of the Responsible Financial Officer 

to advise the Council about the level of reserves and to ensure that there are procedures for 

their establishment and use.  

1.4 The SAPPP Practitioners Guide (SAPPP) states: ‘As authorities have no legal powers to hold 

revenue reserves other than those for reasonable working capital needs, or for specifically 

earmarked purposes, whenever an authority’s year-end general reserve is significantly higher 

than the annual precept or rates and special levies, an explanation should be provided to the 

auditor.’ 

Therefore, the following policy will be considered by Full Council annually and no later than 

April each year. 

 

2 Types of Reserves  

2.1 General Reserves  

2.2 General Reserves are funds which do not have any restrictions on their use. They cushion the 

impact of uneven cash flows, offset budget requirements, if necessary, or can be held in case 

of unexpected events or emergencies. Setting the level of General Reserves is agreed with the 

Annual Budget.  

2.3 SAPPP advises: “The generally accepted recommendation with regard to the appropriate 

minimum level of a Smaller Authority’s General Reserve is that this should be maintained at 

between three (3) and twelve (12) months Net Revenue Expenditure (NRE).” “The smaller the 

authority, the closer the figure should be to 12 months NRE, the larger the authority the 

nearer to 3 months.  

2.4 The primary means of building General Reserves will be through a reallocation of funds 

(underspend on a completed project) and allocation from the annual budget. This will be in 
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addition to any amounts needed to replenish reserves which have been spent in the previous 

year. If in extreme circumstances General Reserves were exhausted due to major unforeseen 

spending pressures within a particular financial year, the Council would be able to draw down 

from its EMRs to provide short term resources.  

2.5 The use of the General Reserve is not restricted. It can be used to smooth the impact of 

uneven cash flows, offset the budget requirement, or can be used to cope with unexpected 

events or emergencies. 

Windlesham Parish Council has been advised by the internal auditor that the general reserve 

should not exceed 50% of precept.  This policy therefore recommends that a general reserve of 40-

50% of precept should be held at each financial year end.  

 

3 Earmarked/Specific Reserves (EMR)  

3.1 EMRs must be held for genuine and intended purposes and their level should be subject to 

annual review and justification. They should be separately recorded on the Council’s 

accounting system.  EMRs are held for several reasons and shall only be used for the purpose 

for which they were created: 

Renewals: _to enable the planning and financing of an effective program of equipment replacement 

and property maintenance/refurbishment. The funds required are built up incrementally over 

several years when considering asset conditions and asset life. They are a mechanism to smooth 

expenditure without the need to vary budgets.  

Carry forward of underspend on an uncompleted project: – expenditure committed to a project but 

not spent in the budget year. Reserves can be used as a mechanism to carry forward those 

resources.  

Developers Contributions: – proceeds from developers which can only be used for specified 

purposes – CIL and Section 106. 

Trading Accounts: - in some instances surpluses may be retained for future investment. 

Insurance Reserve: - to meet the estimate of future claims to enable the Council to meet the 

excesses not covered by insurance. 

3.2 Other Earmarked Reserves:– may be set up from time to time to meet known or predicted 

liabilities.  

3.3 Where the purpose of an Earmarked Reserve becomes obsolete, or where there is an 

overprovision of funds, the excess may, on the approval of the Full Council, be transferred to 
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other budget headings within the revenue budget, to General Reserves or to one or more 

other Earmarked Reserves.  

3.4 EMRs will be established on a “needs” basis in line with anticipated requirements and these 

are to be reviewed annually.  Any decision to set up an EMR must be approved by Full 

Council.  

 

4 Village Reserves  

The Village Committee structure allows each committee to manage their budgets in maintaining 

services and delivering projects. The Terms or Reference for each committee confirm how each 

committee will be funded and no individual committee can expect any shortfall in a specific year to 

be covered by the Council’s general reserves.    

Village Committees need to consider their responsibilities and projects in setting reserves It is 

recommended that a general reserve is set to cover day to day operations.  

4.1 Any unspent budget not used or allocated at the end of the financial year will be returned to 

Council’s general reserves and will not be added to the village reserve unless this has been 

approved at Full Council.  

 

5 Management and Control of Reserves  

5.1 Movements in Earmarked Reserves and General Reserves shall be reported to the Council as 

part of budget monitoring documentation. The use of reserves shall be approved by the 

Council.  

5.2 The minimum level of General Reserves shall be recommended to the Council by the 

Responsible Financial Officer. This will form part of the recommendations for the Annual 

Budget and Precept request.  

5.3 A statement of earmarked reserves will be formally reviewed as part of the budget setting 

process.  This will review the balance and purpose of all earmarked reserves.  

 

6 Financial Risk Management 

6.1 To assess the adequacy of the general reserve fund when setting the annual budget, the RFO 

will take account of the strategic, operational, and financial risks facing the Council. The level 

of general reserve for the ensuing year will be based on a risk assessment of the Council’s 
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main areas of income and expenditure and consider any provisions and contingencies that 

may be required. 

 

7 Reserves 

7.1 When establishing a reserve as part of the annual setting process, the Council will set out: 

7.1.1 The reason / purpose of the reserve; 

7.1.2 How and when the reserve can be used; 

7.1.3 Procedures for the management and control of the reserve; 

7.1.4 A process and timescale for review of the reserve to ensure continuing relevance 

and adequacy. 

7.2 Review of adequacy of balances and reserves 

7.2.1 In assessing the adequacy of reserves the strategic, operational and financial risks 

facing the Council will be taken into account and the level of all reserves will be 

reviewed as part of the annual budget preparation. 

8 Monitoring and review 

8.1 This policy will be monitored periodically by the council to judge its effectiveness and will be 

updated in accordance with changes in the law.  

 



Windlesham Parish Council Risk Appetite Statement 
 
 

1. Introduction 
 

Windlesham Parish Council is committed to effective risk management as part of its overall 
governance and operational framework. This Risk Appetite Statement defines the level and type 
of risk the Council is willing to accept to achieve its strategic objectives while ensuring public 
resources are safeguarded. 
 

2. Risk Appetite Overview 
 

The Council acknowledges that some level of risk is inherent in-service delivery and decision-
making. Therefore, the Council adopts a balanced approach to risk-taking, ensuring that risks 
are identified, assessed, and managed appropriately. 
  

Risk Category 
Risk 
Appetite 
Level 

Approach 

Financial Risk (budget 
management, fraud 
prevention, financial 
investments) 

Low 

The Council prioritises financial prudence, 
ensuring strict financial controls and zero 
tolerance for fraud. Risk exposure is managed 
through audits, financial regulations, and 
insurance. 

Operational Risk (service 
delivery, community projects, 
health & safety) 

Medium 
The Council seeks to provide high-quality services 
while managing risks through thorough risk 
assessments and contingency planning. 

Legal & Regulatory 
Risk (statutory compliance, 
governance) 

Low 

The Council maintains strict adherence to legal 
and regulatory requirements, ensuring 
compliance through governance procedures and 
legal advice where necessary. 

Reputational Risk (public 
confidence, media exposure) 

Low-
Medium 

The Council aims to maintain a positive 
reputation and low tolerance for risks that could 
damage public trust. However, it will engage in 
projects that involve managed reputational risks if 
they benefit the community. 

Strategic/Innovation 
Risk (new initiatives, 
community-led projects) 

Medium-
High 

The Council supports innovative community 
initiatives and is willing to accept higher risks in 
controlled circumstances. Pilot projects and 
trials will be used to test new ideas before full 
implementation. 

  
3. Risk Management Approach 

 
• Risk Identification & Assessment: The Council maintains a Risk Register, reviewed 

annually, with mitigation actions for key risks. 
• Internal Controls & Assurance: Policies, financial regulations, and independent audits 

provide governance oversight. 



• Risk Response Strategies: Risks are mitigated through avoidance, reduction, transfer 
(insurance), or acceptance where justifiable. 

• Monitoring & Reporting: The Clerk and Responsible Financial Officer (RFO) report risk-
related matters to Full Council and relevant committees. 
 

  
4. Review & Governance 

 
This Risk Appetite Statement will be reviewed annually by the Full Council and updated as 
necessary to reflect changes in the Council’s strategic objectives and external environment. 
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Introduction 

 
Windlesham Parish Council ("the Council") fosters a positive and respectful working environment to 

prevent inappropriate behaviour. However, when concerns about wrong-doing arise, this policy 

outlines the Council’s stance on inappropriate behaviour and provides a clear procedure for 

reporting and addressing such concerns. 

• This policy encourages staff and Councillors to raise serious concerns (qualifying disclosures) 

about illegal or unethical actions that may affect the Council or the wider community. Such 

disclosures are protected under the Public Interest Disclosure Act 1998, ensuring that 

individuals can report issues without fear of retaliation. However, individuals should be 

aware that maliciously making a false allegation is a disciplinary offence. 

 

 

Definitions 

 
Speak Up refers to the confidential disclosure by staff of any wrongdoing encountered in the 

workplace. A qualifying disclosure is one made in good faith that reveals one or more of the 

following: 

• A criminal offence has been, is, or is likely to be committed. 

• Financial malpractice, impropriety, or fraud. 

• Failure to comply with legal obligations, including breaches of employment contracts or 

Council regulations. 

• A miscarriage of justice has occurred, is occurring, or is likely to occur. 

• Danger to health and safety or damage to the environment. 

• Improper conduct or unethical behaviour. 

• Direct or indirect bullying or harassment. 

• Deliberate attempts to conceal any of the above. 

This list is not exhaustive. Disclosures can relate to past, present, or anticipated events. The Council 

takes all concerns seriously. 

 

Scope 

 
This policy applies to all individuals performing work for Windlesham Parish Council, including: 

• The Parish Clerk and Assistant Clerk. 

• Full-time and part-time employees. 



 

• Agency workers, casual workers, and volunteers. 

• Contractors and sub-contractors. 

• Work experience staff, interns, or other trainees. 

• Councillors 

This policy complements the Council’s grievance procedures, and other relevant regulations. 

 

Policy Statement 

 

Windlesham Parish Council recognises that some concerns may be sensitive. This policy and 

procedure allow staff to raise concerns confidentially within the Council and, if necessary, with an 

external party. Staff are protected from victimisation, harassment, or disciplinary action when they 

make a disclosure in good faith and not for personal gain. 

The Employment Rights Act 1996 provides protection for staff who report wrongdoing. The Council 

encourages staff to speak up to maintain its integrity, even if the concern ultimately proves 

unfounded. 

 

Equality Assessment 

The Council is committed to equality and actively seeks to consult with hard-to-reach groups and 

values all feedback. 

 

Policy Principles 

 
The identity of the staff member making a disclosure will be kept confidential at all stages unless 

external legal action requires otherwise. The Council encourages staff and Councillor’s to provide 

their names when making a disclosure, as this aids in the investigation. Anonymous concerns will be 

considered if sufficient information is provided but may be more challenging to investigate. 

This policy also covers disclosures of general malpractice, gross misconduct, breaches of the 

Council’s Constitution, Audit Regulations, or professional codes of conduct. 

• Maliciously making a false allegation is a disciplinary offence. 

 

 

Procedure for Raising Concerns 

Raising concerns can be daunting. Staff may find the following checklist helpful: 

• Don’t ignore your concerns. 

• Don’t try to investigate the matter yourself. 

• Clearly outline what is worrying you: 

Deleted:  

Deleted: and Councillor



 

o WHO: The target of the allegation and others who are aware. 

o WHAT: The specific policy, law, or regulation allegedly breached. 

o WHY: The potential gains or benefits from the alleged action. 

o WHEN: The timeframe of the incident(s). 

• Make notes of what you’ve observed. 

• Be prepared to provide any notes or evidence. 

• Act promptly to prevent the concern from escalating. 

• Don’t feel that you are "telling tales." 

If uncertain, staff can seek independent advice from the Parish Clerk, union representative, or an 

external body like Protect (formerly Public Concern at Work). 

 

Reporting a Concern 

Concerns should ideally be raised with the immediate line manager. If the concern involves the line 

manager or if the staff member feels uncomfortable doing so, the concern should be raised with: 

• The Parish Clerk. 

• The Chair or Vice Chair of the Parish Council. 

• If staff members feel that their concern cannot be raised internally or their attempts to do 

so have not proven successful they may wish to consider raising the matter externally with 

Surrey Heath Head of Legal / Monitoring Officer. 

Concerns should be raised in writing, detailing the background, history, names, dates, and reasons 

for the disclosure. The individual receiving the concern will acknowledge it within 10 working days 

and outline the next steps. 

 

Investigation Procedure 

 

The Personnel Committee has overall responsibility for this policy and may delegate investigations to 

a suitable officer or committee member. The investigation will commence as soon as possible, and 

the person against whom the complaint is made will be informed of their right to representation. 

Depending on the nature of the concern, it may be referred to: 

• Internal Audit or through the disciplinary process. 

• The Police or Social Services. 

• The Council’s external auditors. 

• An independent inquiry or the relevant Parish Council committee. 

• Head of Legal/Monitoring Officer at the Principle Authority 



 

All investigations will be conducted with strict confidentiality, and the outcome will be shared with 

the staff member raising the concern, subject to legal constraints. 

 

Review 

This policy and procedure will be reviewed annually or as required. It is available in large print upon 

request. 
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1 Introduction 

 

1.1 The Council recognises that staff may be required to work extra time over their contracted 

hours in order to support service delivery objectives. Hours worked by employees may exceed 

their contracted hours due to: evening meetings, weekend work, call outs outside of standard 

working hours, or there may be an occasional unplanned, yet urgent need to extend the 

working day.  

1.2 Windlesham Parish Council recognises its duty to protect the health and safety of its staff by 

ensuring that they do not work too many hours and that they are recompensed by taking time 

off in lieu (TOIL) for extra time that they work. 

 

2 Definition of Time of in Lieu (TOIL) 

 

2.1 Time off in lieu (TOIL) is time taken as additional leave instead of overtime pay by employees 

working beyond their contractual or normal working hours. 

 

3 Purpose 

3.1 The purpose of this policy and procedure is to ensure that managers and employees are 

aware of and understand the council’s TOIL arrangements.  

3.2 This policy addresses the informal daily working arrangements of staff in terms of Time off in 

Lieu (TOIL) rather than long term alterations to work patterns. Staff interested in permanent / 

long term working pattern alterations should consult the Clerk for guidance in the first 

instance. 

 

4 Principles governing the use of TOIL 

 

4.1 The requirement for overtime may be due to a variety of reasons such as an increased volume 

of regular work, a temporary crisis in resourcing, to cover absences, to catch up on slipping 

deadlines or to resource one off projects that cannot be carried out within working hours. This 
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policy also applies to officers who are required to attend evening meetings and requested to 

work at weekends.   

 

5 TOIL rates 

 

Time off accumulated through TOIL arrangements must be equal to time actually worked with no 

premium element for working at weekends or statutory holidays. 

 

6 Accruing TOIL 

 

The accrual of TOIL will commence once a member of staff has worked over their scheduled work 

hours for a day, on a day where they are not scheduled to work and for attendance at evening 

meetings.  

Council staff working additional hours (i.e. accruing TOIL) should - be agreed in advance with the 

Clerk (except attendance at evening meetings, which is pre-agreed) who has responsibility for 

authorising the Time off in Lieu for staff and keeping the appropriate records. If the Clerk has to 

work additional hours these should be pre agreed on a quarterly basis, with either the Chair of Full 

Council or the Chair of Personnel Committee. 

The Personnel Committee will conduct a quarterly review of TOIL records.  

 

7 Redeeming TOIL 

 

7.1 Taking back TOIL time is to be agreed by the Clerk and in the case of the Clerk redeeming TOIL, 

by agreement from Council Chairman and the Chairman of the Personnel Committee.  

7.2 TOIL time must be taken within 3 months of the time accruing to avoid excessive amounts of 

time accumulating. In the event that time accrued does not equate to a standard working day 

for any staff member by the end of the 3-month period, it is acceptable to carry over TOIL 
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time until the equivalent of a working day has accrued. Once hours equating a working day 

have accrued, staff members will be expected to take the leave within the following month.  

7.3 Staff may not take TOIL time off in advance of accruing the time.  

7.4 The operation of TOIL depends on mutual trust. Any suspected abuse of TOIL, such as claiming 

more hours than actually accrued, may be treated as a disciplinary matter.  
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1.  Introduction 

 
1.1. The Council recognises that training and development for staff and Councillors is a major 

investment in its ability to deliver effective services and will seek to create a culture of 
continuing development.  

 
1.2. The Council will comply with the principles of the National Training Strategy for Town and 

Parish Councils and will subscribe to the Surrey Association of Local Councils and Society of 
Local Council Clerks to ensure staff and Councillors may attend their training.  
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2. Policy Commitments 

2.1 Windlesham Parish Council is committed to the training and development of both 

Councillors and employees and the objectives of this Learning and Development Policy are 

to: 

• Encourage Councillors and employees to undertake appropriate learning and 
development activities; 

• Allocate learning in a fair manner; 

• Ensure all learning is evaluated to assess its value; 
 

2.2 Windlesham Parish Council believes that investing in the training and development of 

both its Members and employees: 

 

• Improves the quality of the services and facilities provided by Windlesham Parish 
Council; 

• Helps enable the organisation to achieve its corporate aims and objectives; 

• Improves the skill base of employees and Members to produce confident, highly 
qualified staff and knowledgeable Members working as an effective and efficient team; 

• Demonstrates that employees are valued; 
 

2.3 The Parish Council recognises that its Members and employees are its most important 

resource and is committed to making sufficient financial provision for training and 

development within the annual budget. 

 

3. Training Plan 
 

3.1 The learning and development process will: 

 

3.1.1 Identify learning needs by considering Windlesham Parish Council’s objectives 

as well as individual requirements; 

 

3.1.2 Plan and organise learning and development activities to meet those specific 

needs 

; 

3.1.3 Ensure the appropriate activity is delivered; 

 

3.1.4 Evaluate the effectiveness of the learning and development activity; 
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3.2 The Personnel Committee will be responsible for determining, meeting and monitoring the 

training needs of staff and Councillors, and managing the allocated budget.  

3.3 All new employees will receive basic induction in the workings of the Council, Council policies, 

governance, health and safety and welfare. Job specific training, which has been identified 

through the recruitment process or annual appraisals, will be drawn up by the Clerk for 

approval by the Personnel Committee to ensure all training is relevant, fit for purpose and is 

carried out in a cost-effective manner. 

 

3.4 All new Councillors will receive an induction pack prepared by the Clerk and will be invited to 

attend an induction meeting with the Clerk and Chairman of the Council following the parish 

elections every four years, where they will receive basic induction in the workings of the 

Council, Council policies and governance. This will also include Council finance, assets, health, 

safety and welfare. Specific mandatory learning (such as an understanding of the Code of 

Conduct for Councillors) will be included as well as an assessment of any essential learning 

needed to effectively carry out the role.  

3.5 Both employees and Members will be asked to identify any on-going development needs. 

Learning needs may also be identified through:  

3.5.1 Legislative requirements 

3.5.2 Changes in legislation 

3.5.3 Changes in systems 

3.5.4 Availability of new or revised qualifications 

3.5.5 Accidents 

3.5.6 Professional error 

3.5.7 Introduction of new equipment 

3.5.8 New working methods and practices 

3.5.9 Complaints to the Council 

3.5.10 Devolved services / delivery of new services 

3.5.11 Employees who wish to attend a learning course should discuss this with their 

line manager/Council; all requests will be considered in relation to the Council’s 

needs. 

 

4. Professional Qualifications  

 

4.1 All staff members will be encouraged to pursue professional qualifications appropriate to the 

needs of the parish council and relevant to the individual’s role. Each request for professional 

qualifications will be considered on an individual basis.  

 
4.2 It will be a requirement of the clerk’s role to hold the Certificate in Local Council 

Administration (CiLCA) qualification or equivalent, or commit to achieving it within eighteen 
months of appointment.  

 
4.3 If approved by the Council, the financial cost of registering for and submitting the CiLCA 

portfolio will be paid by the council. The council will financially support SALC training for CiLCA 
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and the cost to re-submit once if a candidate is unsuccessful. Travel expenses will be paid in 
accordance with the council’s current Policy.  

 
4.4 Additional higher-level qualifications or specific qualifications relevant to the role will be 

discussed as part of the annual appraisal or in the case of a Councillor must be discussed 

informally with the clerk and chairman of the council prior to being put forward for 

consideration by the council. The council may agree to meet the cost, or part thereof, of a 

qualification, which will be of mutual benefit to both the council and staff member.  

 

 

5. Staff Personal Development 
  

5.1 The Council recognises that training and development for staff often provides continuous 

professional development for the staff member, while enhancing specific skills. Training 

courses for personal development are motivational for staff members and consistently leads 

to improved performance in their current role. Equally, the council acknowledges that such 

personal development will occasionally lead staff members to seek alternative employment to 

maximise their new or improved skills.  

 

5.2 Where there is clear benefit to the council, payment for any personal development training 

will be made by the council, and the staff member will be expected to use their new or 

improved skills in their existing role within the council.  

 

5.3 Where the cost of the personal development training course exceeds £500, the staff member 

will repay to the council the full cost of the training if they leave the employment of the 

council within 12 months of completion of the training. Agreement to this condition will be 

recorded in the staff member’s file.  

 

5.4 Where the cost of the personal development training course exceeds £1,000, the staff 

member will repay to the council the full cost of the training if they leave the employment of 

the council within 12 months of completion of the training, and 50% of the cost of the training 

if they leave the employment of the council after 12 months, but within 24 months of the 

completion of the training. Agreement to this condition will be recorded in the staff member’s 

file.  

 

5.5 The provisions within part 5 of this policy do not apply to any training course deemed 

compulsory for the staff member to carry out their existing role, for example due to a change 

of regulations or insistence on particular qualifications.  

 

6. Members Training and Development 
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6.1 The Council recognises that Members should attend regular training sessions to update and 

improve their understanding of matters affecting local government. It supports and 

encourages Councillors to attend training events, conferences and seminars provided by 

organisations including the Surrey Association of Local Councils. 

6.2 Councillors are expected to review the available training from Surrey ALC and to book any 

courses they wish to attend.  All courses available can be viewed on the Councillor SharePoint 

Training & Events (sharepoint.com) 

 

 

7. Record Keeping and Evaluation of Training  
 

7.1 The Clerk will keep records of all training of staff and councillors.  

 

7.2 Councillors and staff are encouraged to share the knowledge gained and to circulate training 

presentation papers for in-house use. They are also encouraged to provide feedback on the 

value and effectiveness of the training undertaken highlighting the implications of new 

legislation, guidance and/or best practice for the on-going efficiency and effectiveness of the 

parish council.  

 

8. Data Protection Training  
 

8.1 Windlesham Parish Council ensures that those with day-to-day responsibility for enabling the 

demonstration of compliance with the General Data Protection Regulation (GDPR) and good 

practice are able to demonstrate the competence in their understanding of the GDPR and 

good practice, and how this should be implemented within Windlesham Parish Council.  

8.2 The Clerk keeps records of the relevant training undertaken by each person who has this level 

of responsibility. 

8.3 Windlesham Parish Council also ensures that these staff members remain informed about 

issues relating to the management of personal information, where appropriate by contact 

with external bodies. Windlesham Parish Council maintains a list of relevant external bodies, 

the most important of which is the Information Commissioner’s Office (www.ico.gov.uk).  

8.4 Windlesham Parish Council ensures that all staff understand their responsibility to ensure that 

personal information is protected and processed in accordance with Windlesham Parish 

Council’s procedures, taking into account any related security requirements.  

8.5 All employees/ staff are given training to enable them to process personal information in 

accordance with Windlesham Parish Council’s procedures. The training is relevant to the role 

that each employee performs within Windlesham Parish Council.  

 

8.6 The Clerk is responsible for organising relevant training for responsible individuals and staff 

generally, and for maintaining records of the attendance of staff at relevant training at 

appropriate times across Windlesham Parish Council’s business cycle.  

 

https://windleshampc.sharepoint.com/sites/CouncillorsInductionPack/SitePages/Training-%26-Events.aspx
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9. Policy Review  
 

9.1 This policy will be reviewed annually or earlier if so required by legislation or additional 

material.  
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1 Introduction  

1.1 Windlesham Parish Council owns public open space over several separate locations.  

1.2 A prominent feature are the trees that grow within the area. Trees provide a wide variety of 

benefits to society and a balance needs to be reached between the benefits provided and the 

risks posed. Tree management does not seek to eliminate all risk, this would not be 

practicable and would remove all the benefits trees offer: 

- Trees produce oxygen to help us breath, and sequester (lock away) carbon dioxide, providing 

a critical role in tackling climate change. 

- They help to remove particles and pollutants from the air, improving air quality. 

- They provide shade in urban areas, reducing the harmful effects of ultraviolet radiation, 

making streets and buildings cooler in summer. 

- They help to reduce traffic noise, absorbing and deflecting sound. 

- They help to promote increased biodiversity and provide habitat and food for wildlife. 

- They have been proven in studies to promote wellbeing, having a positive impact on both 

physical and mental health. 

1.3 The aim of this policy is to set out how Windlesham Parish Council will manage risk and 

maintain its tree stock and provide guidance to those whose activities bring them in to contact 

with them and ensure that the Council is fulfilling its statutory duty of care under the Health 

and Safety at Work Act 1974 and the Occupiers Liability Act 1999 to ensure that members of 

the public, and staff, are not put at risk because of any failure by the Council to take 

reasonable steps to ensure their safety. 

 

2 HAZARD AND RISK  

2.1 Like all living organisms, trees are subject to decline in old age, and to physical damage, or 

invasion by pathogens. As trees age, their value and the visual amenity they provide tends to 

increase. A hazard is something that could cause harm i.e. in trees, the failure of parts of or 

the whole tree. For a tree to become a hazard, there must be a target that can be affected by 

the hazard. The target could be an object, structure, person or anything else in the area. Risk 

is the level of likelihood that a hazardous tree will cause actual harm. Risk is relative to the 
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location of the tree, the intensity of use/occupancy of the location and the proximity of 

possible targets. 

2.2 The risk of being struck and killed by a tree or branch falling is extremely low (in the order of 

one in ten million for those trees in or adjacent to areas of high public use)1. It would 

therefore be disproportionate to record every tree as part of a tree risk management regime.  

 

3 INSPECTIONS  

The Council will take proportionate and reasonable steps to prevent or minimise the risk arising from 

the presence of trees on its land. It will ensure a process of inspection is conducted to assess trees 

for their potential to cause harm, and act on the results (see section 4). Inspections may be 

programmed or ad hoc (as a result of a report from a resident, for example). Ad-hoc inspections can 

be undertaken in the first instance by a member of staff or contractor who has a good general tree 

knowledge or has undertaken a basic tree survey and inspection course. The person must be aware 

of their own limitations and if in any doubt request a detailed inspection from a suitably qualified 

person. 

Programmed inspections will form part of the routine formal inspection process commissioned by 

the council. The council will be satisfied that the inspector is suitably qualified (minimum Level 4 

Arboriculture with modules covering tree inspection and the recognition and treatment of defects, 

LANTRA Professional Tree Inspection) experienced and holds professional indemnity insurance of 

£2,000,000 and public liability insurance of £10,000,000. 

 

3.1 Regular Inspections  

3.1.1 Windlesham Parish Council will undertake professional inspections of all its tree 

stock every 5 years, unless previous surveys stipulate a reduced inspection period.  

3.1.2 The Clerk will be responsible for ensuring this is carried out and reviewed by a 

member of staff with good working knowledge of the council’s land and its usage. 

3.1.3 All identified works, including those arising between inspections, will be prioritised 

by assessing the likelihood of tree failure in conjunction with the likelihood and 

consequences of impact. 

3.1.4 Timeframes to undertake identified works according to risk can be found in section 4 

of this document. 

 

 
1 HSE Management of the risk from falling trees or branches, 2013 
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3.2 Scope of Inspections  

3.2.1 All formal inspections will be carried out from ground level and will look at the 

following: 

3.2.2 Roots 

• Lifting of rootplate indicated by changes in soil level, or cracking of the soil 

around the roots 

• Included bark between buttress roots  

• Fungal fruiting bodies growing on, or from the roots  

• Physical damage of roots 

• Cavities, or decayed areas on the buttress roots  

• Lack of root flare 

• Loose dead bark on the buttress roots 

• Ooze, or exudate from roots 

3.2.3 Trunk 

• The presence of fungal fruiting bodies on the trunk 

• Wounds on the trunk  

• Splits within the trunk 

• Cankers on trunk 

• Areas of dead bark on the trunk 

• Epicormic growths on the trunk 

• Abnormal swellings on the trunk 

• Swelling of the trunk indicating possible internal decay  

• Cavities within the trunk 

• Ivy on trunk  

• Ooze, or exudate from trunk 

• Evidence of lightning strikes on the trunk 

• Sheer cracks along the plane of the stem from co-dominant stems 

• Signs of physical damage to the trunk from vehicular collisions or vandalism 

 

3.2.4 Main branches  

• Signs of included bark between tight branch unions and signs of incipient cracks 

• Presence of fungal fruiting bodies on branches 

• Presence of longitudinal cracks on large branches 

• Cracks on large branches 

• Hanging branches 

• Presence of dead, or broken branches  

• Cavities within large branches 

• Ooze, or exudate from branches 

• Signs of physical damage to branches from vehicular collisions or vandalism 
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• Sudden changes in direction of branches. 

• Presence of extensive growth of ivy on branches 

• Unbalanced asymmetrical crown shape 

3.2.5 Canopy  

• Density of leaf cover 

• Check leaf size, colour and condition 

• Dieback of the outer canopy 

• Dead smaller branches within the canopy 

• Gaps within the canopy indicating weakened or broken branches 

• Broken branches within the canopy. 

• Potential fire risk posed by the canopy. 

3.3 Inspection Reports  

3.3.1 The outcome of inspections will be recorded as a written report and will detail: 

• Those trees which pose risk 

• The level of risk 

• The required action  

• Priority level for completion 

• They must be dated and signed by the inspector 

3.3.2  Response times for completion of the work is detailed in the table in Section 4. 

3.3.3  All inspection records must be retained to evidence that trees have been subject to 

systematic inspection, records are to be kept as per the council’s retention schedule. 

 

4 TREE MAINTENANCE  

4.1 Tree maintenance and remedial work will be conducted as a result of information gathered 

during programmed inspections (detailed above), however reactionary maintenance will always 

form a key element of overall tree maintenance operations following ad-hoc inspections due to 

reports from residents, partner organisations and utility companies or storm damage etc. 

The following categories will be used when prioritising tree work: 

Priority Response 

High From 24 hours to one month depending upon 

identified risk 

Moderate Between 1 to 6 months depending upon 

identified risk  
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Low 6-12 months where possible depending upon 

identified risk 

Non-Priority No action proposed 

 

4.2 Trees will be made safe via pruning or felling, or other options advised by a suitably qualified 

person. If a delay is anticipated in securing a permanent solution, measures will be put in place to 

temporarily reduce the risk i.e. closing footpaths, fencing or cordoning off trees etc.  

4.3 Work to trees will only be undertaken by contractors competent to carry out the work i.e. they 

are fully trained and experienced in the work that they are undertaking and hold appropriate 

qualifications. They must hold Public Liability insurance of at least £10,000,000. 

4.4 Windlesham Parish Council will seek to ensure that tree works are carried out to the highest 

standards. All tree works should conform to British Standard 3998:2010 (Tree Work-

Recommendations). We will carry out stump grinding where necessary to enable new trees to be 

planted or remove a significant hazard. Where stump removal is not necessary tree stumps will be 

left at an appropriate height for the location. 

 

5 TREE CARE  

 

Whilst works are sometimes necessary to ensure that trees are in a safe and healthy condition, we 

often receive requests and complaints regarding trees. It is important that such issues are dealt with 

consistently and that decisions are balanced and proportionate taking into account the positive 

contribution trees make to the environment and street scene and the use of public funds.  

5.1 Overhanging/Obstructing Branches  

5.1.1 Tree branches can cause obstructions to public footpaths, roads, signs and open 

spaces. Appropriate pruning to eliminate hazards will be undertaken in line with 

statutory requirements.  

5.1.2 We will not prune trees that overhang neighbouring properties unless they have 

been assessed as dangerous by a suitably qualified person.  

NB. Adjacent landowners have a Common Law right to prune overhanging branches back to the 

boundary only, but not beyond and may not enter adjacent land to carry out the work with seeking 

the landowner’s permission. Any such works should be carried out carefully ensuring the tree remains 

in a safe, healthy condition. It is essential that the relevant local authority is contacted prior to any 

works being carried out, to ascertain if the tree is subject to a Tree Preservation Order or situated 
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within a Conservation Area (in these circumstances permission to undertake any work to the tree 

must be obtained from the local planning authority) 

5.2 Loss of Light  

5.2.1 We will not prune or fell trees if they are being perceived to be blocking light. 

Consideration will only be given to the matter in exceptional circumstances, where 

the loss of light is severe, such as where branches obstruct windows. 

5.2.2 Pruning of evergreen trees which would fall under the high hedge legislation will be 

considered on a case-by-case basis. 

5.3 General/Minor Nuisances  

5.3.1 We will not prune or fell trees solely to alleviate problems caused by natural and/or 

seasonal phenomena, most of which are minor and considered to be normal and 

acceptable consequences of living near trees. Examples are: 

• Falling leaves, sap, blossom, fruits, nuts, bird and insect droppings  

• Insects associated with trees  

• Reduction or increase of moisture to gardens  

• Suckers or germinating seedlings in gardens  

• Leaves falling into gutters, drains or roofs  

• The build-up of algae on fences, paths or other structures Clearing of leaves 

from gutters and pathways, weeding of set seeds and cleaning affected surfaces 

is, considered to be, normal routine seasonal maintenance of owning a property. 

5.4 Trees Considered too Big or too Tall  

5.4.1 We will not prune or fell a tree because it is considered to be ‘too big or ‘too tall’ for 

its surroundings. Trees grow adaptively to support themselves in relation to their 

surroundings and the typical loads they can be expected to experience. All trees 

have the potential to fall and whilst we understand that living near a tall tree can 

worry some people we will not remove or drastically reduce the height of trees 

simply because they would hit a structure ‘if’ it were to fall.  

5.5 Ivy 

5.5.1 Ivy (Hedera helix) is a native species which provides important habitat to a wide 

range of wildlife. Ivy does not kill, or damage trees and its presence doesn’t indicate 

that a tree is unhealthy or create a tree safety issue in its own right2. We will only 

consider the severing of Ivy if we believe it may be concealing a defect on a tree or 

 
2 Ivy (Hedera helix) - British Wildflowers - Woodland Trust 

https://www.woodlandtrust.org.uk/trees-woods-and-wildlife/plants/wild-flowers/ivy/
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producing a sail effect which could affect the stability of an old or otherwise 

compromised tree. 

 

6 INSURANCE  

6.1 The council accepts that even with this policy in place there will always be residual risk which 

could lead to harm or damage. Therefore, the council will hold adequate public liability 

insurance (currently £10,000,000) to cover such eventualities. 

 

7 REVIEW  

 

 

This policy will be reviewed by the council on an annual basis or as legislation dictates. 

Adopted:  

Review Date: 
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1 Introduction                                         

Windlesham Parish Council aims to provide high quality services to all our residents. However, when 

things fall short of this standard, we will deal with those who have a complaint fairly, honestly and 

properly through the Council’s Complaints Procedure. Most complainants pursue their complaints in 

a reasonable and acceptable manner. A very small minority, however:  

• persist unreasonably with their complaints (persistent complainants), or  

• make complaints in order to make life difficult for the Council rather than to genuinely 

resolve a grievance (vexatious complainants), or  

• are abusive, offensive or threatening (unreasonable complainants) and these are the 

definitions used within this policy.  

This policy reflects the Guidance note on ‘unreasonably persistent and unreasonable 

complainant behaviour’” issued by the Local Government & Social Care Ombudsman (‘the 

Ombudsman’). 

2 Definition of unreasonable complainant behaviour  

2.1 People use the terms ‘unreasonable complainant behaviour’ and ‘unreasonably 

persistent complainants. For Windlesham Parish Council, vexatious, unreasonable and 

unreasonably persistent complainants are those contacts who, because of the 

frequency or nature of their contacts with the council, hinder the council’s 

consideration of their, or other people’s complaints. It is important to differentiate 

between ‘persistent’ complainants and ‘unreasonably persistent’ complainants. 

Arguably, many of the people who submit complaints are ‘persistent’ on an entirely 

reasonable basis because they feel the Council has not dealt with their complaint 

properly and are not prepared to leave the matter there. Almost all complainants see 

themselves as pursuing justified complaints.  

2.2 Unreasonable complainants may have justified complaints or grievances but are 

pursuing them in inappropriate ways, or they may be intent on pursing complaints 

which appear to have no substance, or which have already been investigated and 

determined. Their contacts with the Council may be amicable but are often not, and in 

either case place very heavy demands on staff time, or they may be very emotionally 

charged and distressing for all involved. Sometimes the situation between the Council 

and a complainant can escalate and the behaviour moves from being vexatious 

unreasonable and unreasonably persistent to behaviour, which is unacceptable, for 

example, abusive, offensive or threatening. Such complainants are in a very small 

minority, but sometimes the Council finds itself in the position of having to restrict 
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access to Council premises or even having to resort to legal action to address such 

behaviour, for example, in the form of anti-social behaviour orders or injunctions, or 

applying other sanctions to manage unacceptable behaviour. This may include for 

example limiting future contact to questions posed in the public participation section of 

a full Council meeting.  

2.3 This policy does not address the issues of health and safety but sits alongside the existing 

Council policies.  

2.4 This guidance covers behaviour that is unreasonable, which may include one or two isolated 

incidents, as well as unreasonably persistent behaviour, which is usually an accumulation of 

incidents or behaviour over a longer period. This may be across one or several service areas 

and will need to take due consideration of the respective time period over which contacts 

have been received. Complainants may be deemed to be vexatious as a result of their 

unreasonable behaviour where current or previous contact with them shows that they have 

met one or more of the following criteria:  

• Persisting in pursuing a contact or enquiry or complaint where the Council’s Complaints 

Procedure has been fully and properly implemented and exhausted.  

• The substance of a complaint is changed, or new issues are raised persistently, or 

complainants seek to prolong contact by unreasonably raising further concerns, although 

care must be taken not to disregard new issues, which differ significantly from the original 

complaint.  

• Complainants are unwilling to accept documented evidence of facts or deny receipt of an 

adequate response despite correspondence specifically answering their questions / 

concerns. This could also extend to complainants who do not accept that facts can 

sometimes be difficult to verify after a long period of time has elapsed.  

• Complainants refuse to specify or do not clearly identify the precise issues or grounds they 

wish to be investigated despite reasonable efforts to help them to do so by staff.  

• Complainants focus on a trivial matter to an extent, which is out of proportion with its 

significance, and continue to focus on this point. It should be recognised that determining 

what is trivial can be subjective and careful judgment must be used in applying the criterion.  

• Complainants have, in the course of pursuing a registered complaint, had an excessive 

number of contacts (or unreasonably made multiple complaints) with the Council placing 

unreasonable demands on Council resources. Such contacts can include in person, by 

telephone, letter, fax or electronically (emails and social media). Discretion must be 
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exercised in deciding how many contacts are required to qualify as excessive, using 

judgment based on the specific circumstances of each individual case.  

• Complainants have harassed or been abusive or verbally aggressive or threatening or 

bullying on one or more occasions towards staff dealing with their complaint – directly or 

indirectly – or their families and/or associates. All incidents of harassment or aggression 

must be documented, dated and reported to the Clerk.  

• Complainants are known to have electronically recorded meetings or conversations without 

the prior knowledge and consent of the other parties involved. It may be necessary to 

explain to a complainant at the outset of any investigation into their complaint(s) that such 

behaviour is unacceptable and can, in some circumstances, be illegal, and do not have the 

Council’s permission to use it should they make any such record.  

• Complainants making unnecessarily excessive demands on the time and resources of the 

Council or its staff whilst a complaint is being investigated, by for example excessive 

telephoning or sending emails to numerous Council staff, writing lengthy complex letters 

every few days and expecting immediate responses.  

• Complainants refusing to co-operate with the complaints investigation process while still 

wishing their complaint to be resolved.  

• Complainant refusing to accept that issues are not within the remit of a complaints 

procedure despite having been provided with information about the procedure’s scope.  

• Complainant insisting on the complaint being dealt with in ways which are incompatible with 

the adopted complaints procedure or with good practice.  

• Complainant making what appears to be groundless complaints about the staff dealing with 

the complaints and seeking to have them replaced.  

• Complainant introducing trivial or irrelevant new information which the complainant 

expects to be considered and commented on or raising large numbers of detailed but 

unimportant questions and insisting they are all fully answered.  

• Complainant adopting a 'scattergun' approach: pursuing a complaint or complaints with the 

Council and, at the same time, with a Councillor.  

• Combinations of some or all of these, which may include contact at both Council buildings, 

or offsite and including home visits.  

2.5 Complaints may be deemed to be vexatious in any situation where physical violence has been 

used or threatened towards staff or their families/associates at any time. This will cause 
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personal contact with the complainant to be discontinued and the complaint will, thereafter, 

only be pursued through written communication. All such incidents should be documented 

and reported, also reporting where appropriate, to the police.  

2.6 Raising legitimate queries or criticisms of a complaints procedure as it progresses, for example 

if agreed timescales are not met, should not in itself lead to someone being regarded as an 

unreasonably persistent complainant. Similarly, the fact that a complainant is unhappy with 

the outcome of a complaint and seeks to challenge it once, or more than once, should not 

necessarily cause him or her to be labelled unreasonably persistent. If complaints procedures 

are operating properly, then responding to expressions of dissatisfaction and requests for 

information should not cause the Council problems. 

3 Dealing with unreasonable complaints 

3.1 Where a complainant’s contact with Windlesham Parish Council is considered to be 

unreasonable, the Clerk together with the Chair will decide if the behaviour is vexatious or 

unreasonable behaviour or not. A warning letter may be issued which will provide an 

opportunity for the individual to modify their behaviour. If the complainant is known 

personally to the either the Clerk or the Chair they must consider carefully their ability to be 

objective in the matter and if a conflict of interest could be perceived they should recuse 

themselves, in the event of which the matter will be referred to the Monitoring Officer. 

3.2 The complainant should be informed that any further contact should be through a nominated 

officer or channel. The complainant(s) should be informed that any course of action taken as a 

result of the decision reached, only relates to contact with the Council over their specific 

complaint(s). It does not, and is not intended to, have any impact on any other reasonable 

dealings between the Council and the complainant(s) on other unrelated issues.  

3.3 The Clerk and the Chair have the responsibility for identifying complainants as potentially 

acting in a vexatious or unreasonable manner. A referral will be made to Full Council who will 

recommend a course of action. The Clerk will implement such action and arrange to notify the 

complainant(s) promptly in writing with the reasons why they have been classified as 

Commented [JW1]: Cllr Richardson’s comment: this is a 
serious matter – shouldn’t other Councillors be involved? 
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vexatious as a result of their unreasonable behaviour or unreasonably persistent behaviour 

and the action to be taken.  

3.4 A record will be kept, for future reference, of the reasons why a complainant has been 

classified as vexatious and the action taken, the decision will be recorded on the Council’s 

Vexatious and Unreasonable Behaviour Register.  

3.5 Council may decide to deal with vexatious complainants in a number of ways: 

• Once it is clear that a complainant meets any one of the criteria in section 2, it may be 
appropriate to inform them in writing that they are at risk of being classified as vexatious. A 
copy of this policy should be sent to them and they should be advised to take account of the 
criteria in any future dealings with Council staff.  
 

• Decline further contact with the complainant either in person, by telephone, fax, letter or 
electronically – or any combination of these – provided that one form of contact is 
maintained. Alternatively, in extreme cases further contact could be restricted to liaison 
through a third party, if costs are incurred by the complainant the Council is not responsible.  
 

• Notify complainant(s) in writing that Windlesham Parish Council considers it has responded 
fully to the points raised and has tried to resolve the complaint but there is nothing more to 
add and continuing contact on the matter will serve no useful purpose. Complainant(s) 
should be notified that correspondence is at an end and that further communications will 
not be acknowledged or answered. 
 

• Inform complainants that if appropriate, the Council reserves the right to refer the 
behaviour of unreasonable or vexatious complaints to the police. In exceptional 
circumstances, consideration can be given to the possibility of obtaining a High Court 
injunction to prevent the complainant harassing, threatening or causing distress to named or 
individual Council employees.  
 

• If a group of individuals are identified to be acting in a co-ordinated manner, so as to avoid 
any one individual being identified as acting in a vexatious or unreasonable manner, the 
Clerk will consider if a collective number of individuals on the group should be deemed as 
vexatious and be entered on to the register. 
 

4 Withdrawing vexatious status 

4.1 Once complainants have been classified as vexatious such status will continue to apply for a 

minimum period of six months, at the end of which period, it will be reviewed by the Full 

Council. The review will decide, either the status be continued for a further period of six 

months, and all relevant parties informed, or it will be withdrawn. This status can also be 
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withdrawn at any time if, for example, complainants subsequently demonstrate a more 

reasonable approach.  

4.2 If a person on the Vexatious and Unreasonable Behaviour Register submits a further 

complaint, relating to a new matter(s), the normal complaints procedures would apply, within 

the terms of the status applied, i.e. contact only through a single point of contact, or is a 

specific format email only.  

4.3 Where vexatious status is withdrawn, normal contact with complainants and application of 

the complaint’s procedures will be resumed. 

5 Review and Appeal Process 

5.1 If the vexatious complainant is unhappy about the decision to place their name on the 

vexatious complainants register, they have a right to appeal. This must be done in writing, by 

making a single request for their appeal to be reviewed by Council. The request for a review of 

the decision, should set out in writing any reasons why they consider the decision unfair or 

wrong. Such requests should be made within 15 working days of them having been notified of 

the council’s decision in writing. The appeal review will be held at the next Council meeting. 



WINDLESHAM PARISH COUNCIL -INTERNAL PRIVACY NOTICE 

YOUR PERSONAL DATA – WHAT IS IT? 

“Personal data” is any information about a living individual which allows them to be identified from that data 

(for example a name, photographs, videos, email address, or address).  Identification can be directly using the 

data itself or by combining it with other information which helps to identify a living individual (e.g. a list of staff 

may contain personnel ID numbers rather than names but if you use a separate list of the ID numbers which give 

the corresponding names to identify the staff in the first list then the first list will also be treated as personal 

data).  The processing of personal data is governed by legislation relating to personal data which applies in the 

United Kingdom namely the UK- General Data Protection Regulation (the UK-GDPR), the Data Protection Act 

2018 and other legislation relating to personal data and rights such as the Human Rights Act. 

WHO ARE WE?  

This Privacy Notice is provided to you by Windlesham Parish Council which is the data controller for your data.  

Other data controllers the Council works with: 

• Local authorities    

• Community groups 

• Charities  

• Other not for profit entities  

• Contractors 

• Credit reference agencies 

We may need to share your personal data we hold with them so that they can carry out their responsibilities 

to the Council.  If we and the other data controllers listed above are processing your data jointly for the same 

purposes, then the council and the other data controllers may be “joint data controllers” which mean we are 

all collectively responsible to you for your data. Where each of the parties listed above are processing your 

data for their own independent purposes then each of us will be independently responsible to you and if you 

have any questions, wish to exercise any of your rights (see below) or wish to raise a complaint, you should do 

so directly to the relevant data controller. 

A description of what personal data the Council processes and for what purposes is set out in this Privacy 

Notice.   

The Council will process some or all of the following personal data where necessary to perform its tasks:  

• Names, titles, and aliases, photographs; 

• Contact details such as telephone numbers, addresses, and email addresses; 

• Where they are relevant to the services provided by a council, or where you provide them to us, we 

may process  information such as gender, age,  marital status, nationality, ethnicity, education/work 

history, academic/professional qualifications, hobbies, family composition, and dependants; 

• Where you pay for activities such as use of a cCuncil hall or room, financial identifiers such as bank 

account numbers, payment card numbers, payment/transaction identifiers, policy numbers, and claim 

numbers; 



• The personal data we process may include sensitive or other special categories of personal data such 

as criminal convictions, , mental and physical health, details of injuries, medication/treatment 

received, political beliefs, trade union affiliation, genetic data, biometric data, data concerning and 

sexual life or orientation. 

How we use sensitive personal data   

• We may process sensitive personal data including, as appropriate: 

­ information about your physical or mental health or condition in order to monitor sick leave and take 
decisions on your  fitness for work; 

­ your racial or ethnic origin or religious or similar information in order to monitor compliance with equal 
opportunities legislation; 

­ in order to comply with legal requirements and obligations to third parties. 

• These types of data are described in the GDPR as “Special categories of data” and require higher levels of 
protection. We need to have further justification for collecting, storing and using this type of personal data.  

• We may process special categories of personal data in the following circumstances: 

­ In limited circumstances, with your explicit written consent. 

­ Where we need to carry out our legal obligations. 

­ Where it is needed in the public interest. 

• Less commonly, we may process this type of personal data where it is needed in relation to legal claims or where 
it is needed to protect your interests (or someone else’s interests) and you are not capable of giving your 
consent, or where you have already made the information public.  

Do we need your consent to process your sensitive personal data? 

• In limited circumstances, we may approach you for your written consent to allow us to process certain sensitive 
personal data.  If we do so, we will provide you with full details of the personal data that we would like and the 
reason we need it, so that you can carefully consider whether you wish to consent.  

The council will comply with data protection law. This says that the personal data we hold about you must be: 

• Used lawfully, fairly and in a transparent way. 

• Collected only for valid purposes that we have clearly explained to you and not used in any way that is 
incompatible with those purposes. 

• Relevant to the purposes we have told you about and limited only to those purposes. 

• Accurate and kept up to date. 

• Kept only as long as necessary for the purposes we have told you about. 

• Kept and destroyed securely including ensuring that appropriate technical and security measures are in place to 
protect your personal data to protect personal data from loss, misuse, unauthorised access and disclosure. 

We use your personal data for some or all of the following purposes: 

• To deliver public services including to understand your needs to provide the services that you request and to 
understand what we can do for you and inform you of other relevant services; 

• To confirm your identity to provide some services; 

• To contact you by post, email, telephone or using social media (e.g., Facebook, Twitter, WhatsApp); 



• To help us to build up a picture of how we are performing;  

• To prevent and detect fraud and corruption in the use of public funds and where necessary for the law 
enforcement functions; 

• To enable us to meet all legal and statutory obligations and powers including any delegated functions; 

• To carry out comprehensive safeguarding procedures (including due diligence and complaints handling) in 
accordance with best safeguarding practice from time to time with the aim of ensuring that all children and 
adults-at-risk are provided with safe environments and generally as necessary to protect individuals from harm 
or injury; 

• To promote the interests of the Council;  

• To maintain our own accounts and records; 

• To seek your views, opinions or comments; 

• To notify you of changes to our facilities, services, events and staff, councillors and other role holders;  

• To send you communications which you have requested and that may be of interest to you.  These may include 
information about campaigns, appeals, other new projects or initiatives; 

• To process relevant financial transactions including grants and payments for goods and services supplied to the 
council 

• To allow the statistical analysis of data so we can plan the provision of services. 

Our processing may also include the use of CCTV systems for the prevention and prosecution of crime.  

What is the legal basis for processing your personal data? 

The Council is a public authority and has certain powers and obligations.  Most of your personal data is processed for 
compliance with a legal obligation which includes the discharge of the Council’s statutory functions and powers.  
Sometimes when exercising these powers or duties it is necessary to process personal data of residents or people using the 
council’s services.   We will always take into account your interests and rights.  This Privacy Notice sets out your rights and 
the Council’s obligations to you. 

We may process personal data if it is necessary for the performance of a contract with you, or to take steps to enter into a 
contract.  An example of this would be processing your data in connection with the use of hall rental facilities, or the 
acceptance of an allotment garden tenancy 

Sometimes the use of your personal data requires your consent. We will first obtain your consent to that use. 

Sharing your personal data 

This section provides information about the third parties with whom the council may share your personal data.  These third 
parties have an obligation to put in place appropriate security measures and will be responsible to you directly for the 
manner in which they process and protect your personal data. It is likely that we will need to share your data with some or 
all of the following (but only where necessary): 

• The data controllers listed above under the heading “Other data controllers the council works with”; 

• Our agents, suppliers and contractors. For example, we may ask a commercial provider to publish or distribute  
newsletters on our behalf, or to maintain our database software; 

• On occasion, other local authorities or not for profit bodies with which we are carrying out joint ventures e.g. in 
relation to facilities or events for the community.  

How long do we keep your personal data? 

We will keep some records permanently if we are legally required to do so.  We may keep some other records for an 
extended period of time. For example, it is currently best practice to keep financial records for a minimum period of 7 
years to support HMRC audits or provide tax information.  We may have legal obligations to retain some data in connection 



with our statutory obligations as a public authority.  The council is permitted to retain data in order to defend or pursue 
claims.  In some cases, the law imposes a time limit for such claims (for example 3 years for personal injury claims or 6 
years for contract claims).  We will retain some personal data for this purpose if we believe it is necessary to be able to 
defend or pursue a claim.  In general, we will endeavour to keep data only for as long as we need it.  This means that we 
will delete it when it is no longer needed. 

Your rights and your personal data   

You have the following rights with respect to your personal data: 

When exercising any of the rights listed below, in order to process your request, we may need to verify your identity for 
your security.  In such cases we will need you to respond with proof of your identity before you can exercise these rights. 

1) The right to access personal data we hold on you 

• At any point you can contact us to request the personal data we hold on you as well as why we have that 
personal data, who has access to the personal data and where we obtained the personal data from.  Once we 
have received your request we will respond within one month.  

• There are no fees or charges for the first request but additional requests for the same personal data or requests 
which are manifestly unfounded or excessive may be subject to an administrative fee.  

2) The right to correct and update the personal data we hold on you 

• If the data we hold on you is out of date, incomplete or incorrect, you can inform us and your data will be 
updated.  

3) The right to have your personal data erased 

• If you feel that we should no longer be using your personal data or that we are unlawfully using your personal 
data, you can request that we erase the personal data we hold.  

• When we receive your request we will confirm whether the personal data has been deleted or the reason why it 
cannot be deleted (for example because we need it for to comply with a legal obligation).  

4) The right to object to processing of your personal data or to restrict it to certain purposes only 

• You have the right to request that we stop processing your personal data or ask us to restrict processing. Upon 
receiving the request we will contact you and let you know if we are able to comply or if we have a legal 
obligation to continue to process your data.  

5) The right to data portability 

• You have the right to request that we transfer some of your data to another controller. We will comply with your 
request, where it is feasible to do so, within one month of receiving your request. 

6) The right to withdraw your consent to the processing at any time for any processing of data to which consent 
was obtained 

• You can withdraw your consent easily by visiting this website https://gdpr-info.com/data-protection-contact-
form/ or email. 

7) The right to lodge a complaint with the Information Commissioner’s Office.  

• You can contact the Information Commissioners Office on 0303 123 1113 or via email 
https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office, Wycliffe House, Water 
Lane, Wilmslow, Cheshire SK9 5AF. 

Transfer of Data Abroad 

Any personal data transferred to countries or territories outside the European Economic Area (“EEA”) will only be placed 
on systems complying with measures giving equivalent protection of personal rights either through international 
agreements or contracts approved by the European Union.  [Our website is also accessible from overseas so on occasion 
some personal data (for example in a newsletter) may be accessed from overseas].  

https://gdpr-info.com/data-protection-contact-form/
https://gdpr-info.com/data-protection-contact-form/


Further processing 

If we wish to use your personal data for a new purpose, not covered by this Privacy Notice, then we will provide you with a 
new notice explaining this new use prior to commencing the processing and setting out the relevant purposes and 
processing conditions.  Where and whenever necessary, we will seek your prior consent to the new processing. 

Changes to this notice 

We keep this Privacy Notice under regular review and we will place any updates on this web page: 

www.windleshampc.gov.uk. This Notice was last updated in October 2023. 

Contact Details 

Please contact us if you have any questions about this Privacy Notice or the personal data we hold about you or to exercise 
all relevant rights, queries or complaints at: 

The Windlesham Parish Council Data Protection Officer: GDPR-Info Ltd               Email: dpo@gdpr-info.com 

 



Agenda Item 8 Fees and Charges  
Full Council – 20th January 2026 

 
Background 
 
The Council’s Financial Regulations state that “the Council will review all fees and charges at least 
annually, following a report of the Clerk”.  This paper and associated recommendations ensure this 
requirement is complied with. 

 
Allotments 

Allotment charges are currently set at the rates set out below 

  

 

No refunds are given in the course of the year because of the cost of administration. 

 

Action 
 

1. Members are asked to decide: 
 
a) If they wish to continue with the annual RPI increase as resolved in January 2025 

 
and 
 

b) Members are asked to decide whether they would like to make any changes to the 
current refund clause within the tenancy agreement as stated above. 

 

IMPORTANT  

The Allotment Act 1950 section 10 states that: 

Section 10 amends the rent collection systems and allotments authorities may charge such rent "... as 
a tenant may reasonably be expected to pay for the land" 

In practice, rents for allotment gardens are low, ranging on average from perhaps £1 a year to £60 per 
year per plot. Many councils run their allotments at a loss. 

Please note: The rent is fixed by the tenancy agreement, and the current agreements require the Council 
to give twelve months' notice in writing expiring on or before the sixth day of April or on or after the 
twenty-ninth day of September in any year. WPC allotment renewals take place annually on the 29th of 
September. 

 

Background Information 

At the January 2025 Full Council meeting, Members resolved to adopt an annual fee increase aligned 
with the published Retail Price Index (RPI) for July each year. 

These fees will increase in September 2026 in line with RPI as recorded in July 2026 

The allotments at Hook Mill Lane are approximately 83 square meters per full-size plot. 

 

Rental basis Annual Charge per annum  
Full Plot £40 
Half Plot £25 



Local Comparison 
 
A comparison has been carried out of local allotment charges (see table below) 
 
Facilities available vary enormously within the local area, with HML allotments having very basic 
facilities. Examples of amenities are on-site toilets, storage facilities, tool hire, free manure deliveries, 
all-weather communal areas, a kitchen, a trading hut, and community events such as quizzes and 
barbeques. Sites that have such facilities are often managed by an Allotment Association. 
 

Allotment Plot sizes 

Annual 
membership 

fee - 
Allotment 

association 

Fee per 
square metre 

Total cost per 
full plot 2025-

26 

Aldershot 
Allotment 
Association 

125m2   £0.52 £65.00 

Basingstoke & 
Deane 125m2   £0.25 £31.25 

Camberley & 
District 
Horticultural 
Society - 
Barossa, Cross 
Lane, Frimley 
Green 

125m2   £0.25 £31.00 

Horsell 
Allotments 125m2 £6.00 £0.48 £60.00 

Runnymeade 
Borough Council 125m2   £0.73 £91.50 

Rushmoor 125m2   £0.52 £65.00 

Windlesham 
Parish Council - 
Hook Mill Lane  

Full Plot -3 1/2rods x 
1rod - 17m x 5m - 85m2   £0.32 £40.00 

Half Plot- 1 3/4x1rod - 
8.5m x 5m - 40m2   £0.20 £25.00 

Yateley Town 
Council - Swan 
Lake Allotments 

Small, Medium, Large 
plots- assumption has 
been made that medium 
is roughly the same size 
as Rushmoor and other 
councils standard plot 
sizing of 125m2 

  £0.49 £61.00 

Average of other 
sites     £0.42 £52.19 

 
 
Recommendation 

 
It is recommended that the Council continue increasing the annual fee in line with the published Retail 
Price Index (RPI) for July each year. 
 



If Members resolve not to continue with this method of annual increments, allotment holders will be 
notified, and any change to the pricing will be applied in September 2027, as per contractual 
requirements. 
 
It is also recommended that no changes be made to the allotment refund clause in the tenancy 
agreement for the 2026-27 financial year, which states ‘if a tenancy is given up during the year or a 
notice to quit served, no refund of rent is payable’. 
 
 
 
 



Agenda Item 9  – Standing Orders  
Full Council 20th January 2026 

 
It is a requirement that Standing Orders are reviewed regularly. 
 
 

a) Standing Orders 
 

Councillors last reviewed and approved Standing Orders in May 2025, and there have 
been no updates since that time. 
 
As part of this year’s review, the Council may wish to consider whether any changes or 
additions are needed to ensure our procedures remain clear, robust, and in line with 
best practice. 
 
If members have any points they would like included for consideration, such as 
clarifications, new provisions, or improvements to existing processes, please share 
these so they can be incorporated into the discussion. 
 
This review is an opportunity to strengthen governance and ensure our Standing Orders 
continue to support effective and transparent decision-making. 
 

 
 
Action required:  

 
Members are asked to review the attached document, and either: 
 
Adopt the document as presented 
 
or 
 
Amend and adopt.  

 
 

 
 
JW 
Clerk to the Council  
Jan 2026 
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Standing Orders 2025 version 

This document should be read in conjunction with the Members and Officers Codes 
of Conduct as well as the Financial Regulations. 

 
 
 
 
 

ADOPTED FULL COUNCIL 20TH MAY 2025 
To be Reviewed May 2026 
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 RULES OF DEBATE AT MEETINGS 

 

a Motions on the agenda shall be considered in the order that they appear 

unless the order is changed at the discretion of the Chair of the meeting. 

b A motion (including an amendment) shall not be progressed unless it has been 

moved and seconded.  

c A motion on the agenda that is not moved by its proposer may be treated by 

the Chair of the meeting as withdrawn.  

d If a motion (including an amendment) has been seconded, it may be 

withdrawn by the proposer only with the consent of the seconder and the 

meeting. 

e An amendment is a proposal to remove or add words to a motion. It shall not 

negate the motion and must be approved by the original proposer.  

f If an amendment to the original motion is carried, the original motion (as 

amended) becomes the substantive motion upon which further amendment(s) 

may be moved. 

g An amendment shall not be considered unless early verbal notice of it is given 

at the meeting and, if requested by the Chair of the meeting, is expressed in 

writing to the Chair.  

h A councillor may move an amendment to his/her/their own motion if agreed 

by the meeting. If a motion has already been seconded, the amendment shall 

be with the consent of the seconder and the meeting. 

i If there is more than one amendment to an original or substantive motion, the 

amendments shall be moved in the order directed by the Chair of the meeting. 

j Subject to standing order 1(k), only one amendment shall be moved and 

debated at a time, the order of which shall be directed by the Chair of the 

meeting.  

k One or more amendments may be discussed together if the Chair of the 

meeting considers this expedient but each amendment shall be voted upon 

separately. 

l A councillor may not move more than one amendment to an original or 

substantive motion.  

m The mover of an amendment has no right of reply at the end of debate on it.  
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n Where a series of amendments to an original motion are carried, the mover of 

the original motion shall have a right of reply either at the end of debate on 

the first amendment or at the very end of debate on the final substantive 

motion immediately before it is put to the vote. 

o Unless permitted by the Chair of the meeting, a councillor may speak once in 

the debate on a motion except: 

i. to speak on an amendment moved by another councillor;  

ii. to move or speak on another amendment if the motion has been 

amended since he/she/they last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. to exercise a right of reply. 

p During the debate on a motion, a councillor may interrupt only on a point of 

order or a personal explanation and the councillor who was interrupted shall 

stop speaking. A councillor raising a point of order shall identify the standing 

order which he/she/they considers has been breached or specify the other 

irregularity in the proceedings of the meeting he/she/they is concerned by.  

q A point of order shall be decided by the Chair of the meeting and his/her/their 

decision shall be final.  

r When a motion is under debate, no other motion shall be moved except:  

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

v. to ask a person to be no longer heard or to leave the meeting; 

vi. to refer a motion to a committee or sub-committee for consideration;  

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

ix. to suspend particular standing order(s) excepting those which reflect 

mandatory statutory or legal requirements. 
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s Before an original or substantive motion is put to the vote, the Chair of the 

meeting shall be satisfied that the motion has been sufficiently debated and 

that the mover of the motion under debate has exercised or waived 

his/her/their right of reply.  

t Excluding motions moved under standing order 1(r), the contributions or 

speeches by a councillor shall relate only to the motion under discussion and 

shall not exceed 3 minutes without the consent of the Chair of the meeting. 

 DISORDERLY CONDUCT AT MEETINGS 

 
a No person shall obstruct the transaction of business at a meeting or behave 

offensively or improperly. If this standing order is ignored, the Chair of the 

meeting shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the Chair of the meeting to moderate or 

improve their conduct, any councillor or the Chair of the meeting may move 

that the person be no longer heard or be excluded from the meeting. The 

motion, if seconded, shall be put to the vote without discussion. 

c If a resolution made under standing order 2(b) is ignored, the Chair of the 

meeting may take further reasonable steps to restore order or to progress the 

meeting. This may include temporarily suspending or closing the meeting. 

 

 MEETINGS GENERALLY 

 

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

 

● a Meetings shall not take place in premises which at the time of the 

meeting are used for the supply of alcohol, unless no other premises 

are available free of charge or at a reasonable cost.  

● 

 

b The minimum three clear days for notice of a meeting does not include 

the day on which notice was issued, the day of the meeting, a Sunday, 

a day of the Christmas break, a day of the Easter break or of a bank 

holiday or a day appointed for public thanksgiving or mourning. 

● c The minimum three clear days’ public notice for a meeting does not 
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include the day on which the notice was issued or the day of the 

meeting unless the meeting is convened at shorter notice  

● 

● 

d Meetings shall be open to the public unless their presence is 

prejudicial to the public interest by reason of the confidential nature of 

the business to be transacted or for other special reasons. The public’s 

exclusion from part or all of a meeting shall be by a resolution which 

shall give reasons for the public’s exclusion. 

 e Members of the public may make representations, ask questions, and 

provide evidence at any meeting they are entitled to attend, specifically 

in relation to items on the agenda. For the purposes of Public Question 

Time, the term "public" includes residents of Windlesham Parish and 

representatives of businesses operating within the parish. Elected 

representatives whose electoral ward encompasses any part of the 

Windlesham Parish boundary are also entitled to participate. Written 

questions submitted in advance of a meeting must not exceed 150 

words and must be received by the Clerk by the specified deadline 

stated on the agenda. 

 f The period of time designated for public participation at a meeting in 

accordance with standing order 3(e) shall not exceed 20 minutes unless 

directed by the Chair of the meeting. 

 g Subject to standing order 3(f), a member of the public shall not speak for 

more than 3 minutes. 

 h In accordance with standing order 3(e), a question shall not require a 

response at the meeting nor start a debate on the question. The Chair of 

the meeting may direct that a written or oral response be given. 

 i A person shall raise his hand when requesting to speak. 

 j A person who speaks at a meeting shall direct his/her/their comments 

to the Chair of the meeting. 

 k Only one person is permitted to speak at a time. If more than one 

person wants to speak, the Chair of the meeting shall direct the order of 

speaking. 

● 

● 

l Subject to standing order 3(m), a person who attends a meeting is 

permitted to report on the meeting whilst the meeting is open to the 

public. To “report” means to film, photograph, make an audio 

recording of meeting proceedings, use any other means for enabling 

persons not present to see or hear the meeting as it takes place or 
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later or to report or to provide oral or written commentary about the 

meeting so that the report or commentary is available as the meeting 

takes place or later to persons not present. 

● 

● 

m A person present at a meeting may not provide an oral report or oral 

commentary about a meeting as it takes place without permission.    

● 

● 

n The press shall be provided with reasonable facilities for the taking of 

their report of all or part of a meeting at which they are entitled to be 

present.  

● o Subject to standing orders which indicate otherwise, anything 

authorised or required to be done by, to or before the Chair of the 

Council may in his/her/their absence be done by, to or before the Vice-

Chair of the Council (if there is one). 

● p The Chair of the Council, if present, shall preside at a meeting. If the 

Chair is absent from a meeting, the Vice-Chair of the Council (if there is 

one) if present, shall preside. If both the Chair and the Vice-Chair are 

absent from a meeting, a councillor as chosen by the councillors 

present at the meeting shall preside at the meeting. 

● 

● 

● 

q If a Member is unable to attend a meeting, apologies must be reported 

in writing to the Clerk giving specific reasons in line with the adopted 

guidelines. It is considered that recording the reason for a Councillor’s 

absence in public documents is not compatible with General Data 

Protection Regulations (GDPR). To ensure compliance the Minutes will 

not record reasons submitted for apologies. 

● 

● 

● 

r Subject to a meeting being quorate, all questions at a meeting shall be 
decided by a majority of the councillors and non-councillors with 
voting rights present and voting.  

NB: To exercise their voting rights a Member must be in attendance 
during the entire debate. 

 

● 

● 

● 

s The Chair of a meeting may give an original vote on any matter put to 

the vote, and in the case of an equality of votes may exercise 

his/her/theircasting vote whether or not he gave an original vote. 

See standing orders 5(h) and (i) for the different rules that apply in the 

election of the Chair of the Council at the annual meeting of the Council. 

● t Unless standing orders provide otherwise, voting on a question shall 

be by a show of hands. At the request of a councillor, the voting on any 
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question shall be recorded so as to show whether each councillor 

present and voting gave his/her/their vote for or against that question. 

Such a request shall be made before moving on to the next item of 

business on the agenda. 

 u The minutes of a meeting shall include an accurate record of the 

following: 

i. the time and place of the meeting;  

ii. the names of councillors who are present and the names of 

councillors who are absent; the name and time of any member 

who either enters or leaves the meeting once the meeting is in 

progress and prior to its conclusion.  

iii. interests that have been declared by councillors and non-

councillors with voting rights; 

iv. the grant of dispensations (if any) to councillors and non-

councillors with voting rights; 

v. whether a councillor or non-councillor with voting rights left the 

meeting when matters that they held interests in were being 

considered; 

vi. if there was a public participation session; and  

vii. the resolutions made. 

● 

● 

● 

 

 

v A councillor or a non-councillor with voting rights who has a 

disclosable pecuniary interest or another interest as set out in the 

Council’s code of conduct in a matter being considered at a meeting is 

subject to statutory limitations or restrictions under the code on 

his/her/their right to participate and vote on that matter 

● 

 

 

w No business may be transacted at a meeting unless at least one-third 

of the whole number of members of the Council are present and in no 

case shall the quorum of a meeting be less than three. 

See standing order 4d(viii) for the quorum of a committee or sub-

committee meeting.  

 
● 

● 

● 

x If a meeting is or becomes inquorate no business shall be transacted 

and the meeting shall be closed. The business on the agenda for the 

meeting shall be adjourned to another meeting.  
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 y A meeting shall not exceed a period of 2.5 hours or 10pm. 

 

 COMMITTEES AND SUB-COMMITTEES 

 

a Unless the Council determines otherwise, a committee may appoint a sub-

committee whose terms of reference and members shall be determined by 

the committee. 

b The members of a committee may include non-councillors unless it is a 

committee which regulates and controls the finances of the Council. 

c Unless the Council determines otherwise, all the members of an advisory 

committee and a sub-committee of the advisory committee may be non-

councillors. 

d The Council may appoint standing committees or other committees as may be 

necessary, and: 

i. shall determine their terms of reference; 

ii. shall determine the number and time of the ordinary meetings of a 

standing committee up until the date of the next annual meeting of the 

Council; 

iii. shall permit a committee, other than in respect of the ordinary meetings 

of a committee, to determine the number and time of its meetings; 

iv. shall, subject to standing orders 4(b) and (c), appoint and determine the 

terms of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the 

terms of office of the substitute members to a committee whose role is 

to replace the ordinary members at a meeting of a committee if the 

ordinary members of the committee confirm they are unable to attend. 

To ensure that each village remains adequately represented in the event 

of a member’s absence, any nominated substitute must be a member of 

the same village committee as the original appointed representative. 

vi. shall, after it has appointed the members of a standing committee, 

appoint the Chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its 

own Chair at the first meeting of the committee;  
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viii. shall determine the place, notice requirements and quorum for a 

meeting of a committee and a sub-committee which, in both cases, shall 

be no less than three; 

ix. shall determine if the public may participate at a meeting of a 

committee; 

x. shall determine if the public and press are permitted to attend the 

meetings of a sub-committee and also the advance public notice 

requirements, if any, required for the meetings of a sub-committee;  

xi. shall determine if the public may participate at a meeting of a sub-

committee that they are permitted to attend; and 

xii. may dissolve a committee or a sub-committee. 

 

 ORDINARY COUNCIL MEETINGS  

 

a In an election year, the annual meeting of the Council shall be held on or 

within 14 days following the day on which the councillors elected take office. 

b In a year which is not an election year, the annual meeting of the Council 

shall be held on such day in May as the Council decides. 

c If no other time is fixed, the annual meeting of the Council shall take place at 

6pm. 

d In addition to the annual meeting of the Council, at least three other ordinary 

meetings shall be held in each year on such dates and times as the Council 

decides. 

e The first business conducted at the annual meeting of the Council shall be the 

election of the Chair and Vice-Chair (if there is one) of the Council. 

f The Chair of the Council, unless he/she/they has resigned or becomes 

disqualified, shall continue in office and preside at the annual meeting until 

his/her/their successor is elected at the next annual meeting of the Council.  

g The Vice-Chair of the Council, if there is one, unless he resigns or becomes 

disqualified, shall hold office until immediately after the election of the Chair 

of the Council at the next annual meeting of the Council. 

h In an election year, if the current Chair of the Council has not been re-elected 

as a member of the Council, he shall preside at the annual meeting until a 
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successor Chair of the Council has been elected. The current Chair of the 

Council shall not have an original vote in respect of the election of the new 

Chair of the Council but shall give a casting vote in the case of an equality of 

votes. 

i In an election year, if the current Chair of the Council has been re-elected as a 

member of the Council, he/she/they shall preside at the annual meeting until 

a new Chair of the Council has been elected. He/she/they may exercise an 

original vote in respect of the election of the new Chair of the Council and 

shall give a casting vote in the case of an equality of votes. 

j Following the election of the Chair of the Council and Vice-Chair (if there is 

one) of the Council at the annual meeting, the business shall include: 

i. In an election year, delivery by the Chair of the Council and councillors 

of their acceptance of office forms unless the Council resolves for this 

to be done at a later date. In a year which is not an election year, 

delivery by the Chair of the Council of his/her/they acceptance of office 

form unless the Council resolves for this to be done at a later date;   

ii. Confirmation of the accuracy of the minutes of the last meeting of the 

Council; 

iii. Receipt of the minutes of the last meeting of a committee; 

iv. Consideration of the recommendations made by a committee; 

v. Review of delegation arrangements to committees, sub-committees, 

staff and other local authorities; 

vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

viii. Appointment of any new committees in accordance with standing order 

4; 

ix. Review and adoption of appropriate standing orders and financial 

regulations; 

x. Review of representation on or work with external bodies and 

arrangements for reporting back; 

xi. In an election year, to make arrangements with a view to the Council 

becoming eligible to exercise the general power of competence in the 

future; 
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xii. Review of inventory of land and other assets including buildings and 

office equipment; 

xiii. Confirmation of arrangements for insurance cover in respect of all 

insurable risks; 

xiv. Review of the Council’s and/or staff subscriptions to other bodies; 

xv. Review of the Council’s complaints procedure; 

xvi. Review of the Council’s policies, procedures and practices in respect of 

its obligations under freedom of information and data protection 

legislation (see also standing orders 12, 21 and 22); 

xvii. Review of the Council’s policy for dealing with the press/media; 

xviii. Review of the Council’s employment policies and procedures; 

xix. Review of the Council’s expenditure incurred under s.137 of the Local 

Government Act 1972 or the general power of competence. 

xx. Determining the time and place of ordinary meetings of the Council up to 

and including the next annual meeting of the Council.  

k Any member appointed as Chair or Vice Chair of Council shall not be appointed 

as Chair of a Committee or Sub-Committee 

l Any member wishing to stand as Chair or Vice Chair of Council or Chair or Vice 

Chair of a Committee or Sub-Committee must commit to attending any 

relevant training within 6 months of appointment, or provide evidence of 

relevant training attended within the previous 24 months. 

 

 EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND SUB-

COMMITTEES 

 

a The Chair of the Council may convene an extraordinary meeting of the 

Council at any time.  

b If the Chair of the Council does not call an extraordinary meeting of the 

Council within seven days of having been requested in writing to do so by 

two councillors, any two councillors may convene an extraordinary meeting 

of the Council. The public notice giving the time, place and agenda for such a 

meeting shall be signed by the two councillors. 
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c The Chair of a committee [or a sub-committee] may convene an extraordinary 

meeting of the committee [or the sub-committee] at any time.  

d If the Chair of a committee [or a sub-committee] does not call an extraordinary 

meeting within a day of having been requested to do so by 3 members of the 

committee [or the sub-committee], any 3 members of the committee [or the 

sub-committee] may convene an extraordinary meeting of the committee [or a 

sub-committee].  

 

 ANNUAL PARISH MEETINGS 

a The Parish Meeting must assemble on a day between 1 March and 1 June 

(inclusive) in every year. 

b The Parish Meeting shall be held on such days and at such times as may be 

fixed by the Parish Council. 

c The proceedings of the Parish meeting must not commence earlier than 6pm 

d The Parish Meeting may be convened by 

i. The Chair of the Parish Council 

ii. Any two Parish Councillors 

iii. Any six local government electors for the parish 

e An agenda specifying the time and place, and business to be conducted at the 

meeting must be signed by the conveners and affixed in some conspicuous 

place or places in the parish. 

f An agenda will be set by the Parish Council in conjunction with conveners of 

the meeting, if called by six local government electors of the Parish. 

g Not less than 7 clear days public notice is to be given, the notice specifying 

the time, place and business to be transacted. If, however the business 

proposed relates to the establishment or dissolution of the Parish Council, 14 

clear days notice is required.  

h A Parish Meeting shall not take place in premises which at the time of the 

meeting are used for the supply of alcohol, unless no other premises are 

available free of charge or at a reasonable cost.  

i The Chair of the Parish Council has a right to attend the Parish Meeting 

whether they are a local government elector for the parish or not. If they are 

not such an elector, their only vote at the meeting will be the casting votes as 
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Chair of the meeting. 

j The Chair of the parish council, if present, shall preside at a parish meeting 

and if he is absent the vice-Chair (if any) shall, if present, preside. If the Chair 

and the vice-Chair of the parish council or the Chair of the parish meeting, as 

the case may be, is absent from an assembly of the parish meeting, the 

parish meeting may appoint a person to take the chair, and that person shall 

have, for the purposes of that meeting, the powers and authority of the 

Chair. 

k The quorum of the Parish Meeting is two, unless a document has to be 

executed, in which case it is three (LGA 1972, s13(2)) 

l The conveners may give such publicity to the meeting as seems desirable. 

m Voting at a Parish Meeting: each local government elector may, at a parish 

meeting or at a poll consequent thereon, give one vote and no more on any 

question. 

A question to be decided by a parish meeting shall, in the first instance, be 

decided by the majority of those present at the meeting and voting thereon, 

and the decision of the person presiding at the meeting as to the result of the 

voting shall be final unless a poll is demanded. 

In the case of an equality of votes, the person presiding at the meeting shall 

have a casting vote, in addition to any other vote he may have. 

n A poll may be demanded before the conclusion of a parish meeting on any 

question arising at the meeting; but no poll shall be taken unless either the 

person presiding at the meeting consents or the poll is demanded by not less 

than ten, or one-third, of the local government electors present at the 

meeting, whichever is the less. 

o Minutes are to be prepared and signed at the same or the next following 

Parish Meeting. Any minute’s purporting to be so signed shall be received in 

evidence without further proof. Until the contrary is proved, a Parish 

Meeting, in respect of which a minute has been made and properly signed, is 

deemed to have been duly convened and held, and everyone present is 

deemed also to have been duly qualified to attend and vote. 

p Standing Order 2 – Disorderly Conduct at Meetings applies 
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 PREVIOUS RESOLUTIONS 

 

a. A resolution shall not be reversed within six months except either by a special 

motion, which requires written notice by at least 3 councillors to be given to 

the Proper Officer in accordance with standing order 10, or by a motion moved 

in pursuance of the recommendation of a committee or a sub-committee. 

b. When a motion moved pursuant to standing order 8(a) has been disposed of, 

no similar motion may be moved for a further six months. 

 

 VOTING ON APPOINTMENTS 

 

a Where more than two persons have been nominated for a position to be filled 

by the Council and none of those persons has received an absolute majority of 

votes in their favour, the name of the person having the least number of votes 

shall be struck off the list and a fresh vote taken. This process shall continue 

until a majority of votes is given in favour of one person. A tie in votes may be 

settled by the casting vote exercisable by the Chair of the meeting. Where 

there is only one candidate, they will be elected. 

 

 MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE GIVEN 

TO THE PROPER OFFICER  

a A motion shall relate to the responsibilities of the meeting for which it is tabled 

and, in any event, shall relate to the performance of the Council’s statutory 

functions, powers and obligations or an issue which specifically affects the 

Council’s area or its residents.  

b No motion may be moved at a meeting unless it is on the agenda and the 

mover has given written notice of its wording to the Proper Officer at least 5 

clear days before the meeting. Clear days do not include the day of the notice 

or the day of the meeting. 

c The Proper Officer may, before including a motion on the agenda received in 

accordance with standing order 10(b), correct obvious grammatical or 

typographical errors in the wording of the motion.  

d If the Proper Officer considers the wording of a motion received in accordance 

with standing order 10(b) is not clear in meaning, the motion shall be rejected 
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until the mover of the motion resubmits it, so that it can be understood, in 

writing, to the Proper Officer at least 5 clear days before the meeting.  

e If the wording or subject of a proposed motion is considered improper, the 

Proper Officer shall consult with the Chair of the forthcoming meeting or, as 

the case may be, the councillors who have convened the meeting, to consider 

whether the motion shall be included in the agenda or rejected.  

c. The decision of the Proper Officer as to whether or not to include the motion 

on the agenda shall be final.  

 

 MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE  

 
a The following motions may be moved at a meeting without written notice to 

the Proper Officer: 

i. to correct an inaccuracy in the draft minutes of a meeting; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular committee or sub-committee; 

v. to appoint a person to preside at a meeting; 

vi. to change the order of business on the agenda;  

vii. to proceed to the next business on the agenda;  

viii. to require a written report; 

ix. to appoint a committee or sub-committee and their members; 

x. to extend the time limits for speaking; 

xi. to exclude the press and public from a meeting in respect of confidential 

or other information which is prejudicial to the public interest; 

xii. to not hear further from a councillor or a member of the public; 

xiii. to exclude a councillor or member of the public for disorderly conduct;  

xiv. to temporarily suspend the meeting;  

xv. to suspend a particular standing order (unless it reflects mandatory 

statutory or legal requirements); 
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xvi. to adjourn the meeting; or 

xvii. to close the meeting.  

 

 MANAGEMENT OF INFORMATION  

See also standing order 21. 

 

a The Council shall have in place and keep under review, technical and 

organisational measures to keep secure information (including personal data) 

which it holds in paper and electronic form. Such arrangements shall include 

deciding who has access to personal data and encryption of personal data.  

b The Council shall have in place, and keep under review, policies for the 

retention and safe destruction of all information (including personal data) 

which it holds in paper and electronic form. The Council’s retention policy 

shall confirm the period for which information (including personal data) shall 

be retained or if this is not possible the criteria used to determine that period 

(e.g. the Limitation Act 1980).  

c The agenda, papers that support the agenda and the minutes of a meeting 

shall not disclose or otherwise undermine confidential information or 

personal data without legal justification.  

d Councillors, staff, the Council’s contractors and agents shall not disclose 

confidential information or personal data without legal justification. 

 

 DRAFT MINUTES  

 

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

 

 a If the draft minutes of a preceding meeting have been served on 

councillors with the agenda to attend the meeting at which they are due to 

be approved for accuracy, they shall be taken as read. 

 b There shall be no discussion about the draft minutes of a preceding meeting 

except in relation to their accuracy. A motion to correct an inaccuracy in the 
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draft minutes shall be moved in accordance with standing order 11(a)(i). 

 c The accuracy of draft minutes, including any amendment(s) made to them, 

shall be confirmed by resolution and shall be signed by the Chair of the 

meeting and stand as an accurate record of the meeting to which the 

minutes relate.  

 d If the Chair of the meeting does not consider the minutes to be an accurate 

record of the meeting to which they relate, he/she/theyshall sign the 

minutes and include a paragraph in the following terms or to the same 

effect: 

“The Chair of this meeting does not believe that the minutes of the 

meeting of the (   ) held on [date] in respect of (   ) were a correct 

record but his view was not upheld by the meeting and the minutes 

are confirmed as an accurate record of the proceedings.” 

● 

● 

● 

 

e If the Council’s gross annual income or expenditure (whichever is higher) 

does not exceed £25,000, it shall publish draft minutes on a website which 

is publicly accessible and free of charge not later than one month after the 

meeting has taken place. 

 f Subject to the publication of draft minutes in accordance with standing 

order 13(e) and standing order 21(a) and following a resolution which 

confirms the accuracy of the minutes of a meeting, the draft minutes or 

recordings of the meeting for which approved minutes exist shall be 

destroyed. 

 

 CODE OF CONDUCT AND DISPENSATIONS 

See also standing order 3(u).  

 

a All councillors and non-councillors with voting rights shall observe the code of 

conduct adopted by the Council. 

b Unless he/she/they has been granted a dispensation, a councillor or non-

councillor with voting rights shall withdraw from a meeting when it is 

considering a matter in which he/she/they has a disclosable pecuniary interest. 

He/she/they may return to the meeting after it has considered the matter in 

which he/she/they had the interest. 

c Unless he/she/theyhas been granted a dispensation, a councillor or non-
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councillor with voting rights shall withdraw from a meeting when it is 

considering a matter in which he/she/they has another interest if so required 

by the Council’s code of conduct. He/she/they may return to the meeting after 

it has considered the matter in which he/she/they had the interest. 

d Dispensation requests shall be in writing and submitted to the Proper Officer 

as soon as possible before the meeting, or failing that, at the start of the 

meeting for which the dispensation is required. 

e A decision as to whether to grant a dispensation shall be made by the Proper 

Officer or by a meeting of the Council, or committee or sub-committee for 

which the dispensation is required and that decision is final. 

f A dispensation request shall confirm: 

i. the description and the nature of the disclosable pecuniary interest or 

other interest to which the request for the dispensation relates;  

ii. whether the dispensation is required to participate at a meeting in a 

discussion only or a discussion and a vote; 

iii. the date of the meeting or the period (not exceeding four years) for 

which the dispensation is sought; and  

iv. an explanation as to why the dispensation is sought. 

g Subject to standing orders 14(d) and (f), a dispensation request shall be 

considered by the Proper Officer before the meeting or, if this is not possible, at 

the start of the meeting for which the dispensation is required. 

h A dispensation may be granted in accordance with standing order 14(e) if 

having regard to all relevant circumstances any of the following apply: 

i. without the dispensation the number of persons prohibited from 

participating in the particular business would be so great a proportion of 

the meeting transacting the business as to impede the transaction of the 

business;  

ii. granting the dispensation is in the interests of persons living in the 

Council’s area; or 

iii. it is otherwise appropriate to grant a dispensation. 

 

 CODE OF CONDUCT COMPLAINTS  

a Upon notification by the Principal Council that a councillor or non-
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councillor with voting rights has breached the Council’s code of conduct, 

the Council shall consider what, if any, action to take against them. Such 

action excludes disqualification or suspension from office. 

 

 

 PROPER OFFICER  

 

a The Proper Officer shall be either (i) the clerk or (ii) other staff member(s) 

nominated by the Council to undertake the work of the Proper Officer when 

the Proper Officer is absent.  

b The Proper Officer shall: 

i. at least three clear days before a meeting of the council, a committee 

or a sub-committee, 

• serve on councillors by delivery or post at their residences or by 

email authenticated in such manner as the Proper Officer thinks fit, 

a signed summons confirming the time, place and the agenda 

(provided the councillor has consented to service by email), and 

• Provide, in a conspicuous place, public notice of the time, place and 

agenda (provided that the public notice with agenda of an 

extraordinary meeting of the Council convened by councillors is 

signed by them). 

See standing order 3(b) for the meaning of clear days for a meeting of a 

full council and standing order 3(c) for the meaning of clear days for a 

meeting of a committee; 

ii. subject to standing order 10, include on the agenda all motions in the 

order received unless a councillor has given written notice at least 5 days 

before the meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the 

Council, occasioned by a casual vacancy in his/her/their office; 

iv. facilitate inspection of the minute book by local government electors; 

v. receive and retain copies of byelaws made by other local authorities; 

vi.  hold acceptance of office forms from councillors; 



21 

vii. hold a copy of every councillor’s register of interests; 

viii. assist with responding to requests made under freedom of information 

legislation and rights exercisable under data protection legislation, in 

accordance with the Council’s relevant policies and procedures; 

ix. liaise, as appropriate, with the Council’s Data Protection Officer; 

x. receive and send general correspondence and notices on behalf of the 

Council except where there is a resolution to the contrary; 

xi. assist in the organisation of, storage of, access to, security of and 

destruction of information held by the Council in paper and electronic 

form subject to the requirements of data protection and freedom of 

information legislation and other legitimate requirements (e.g. the 

Limitation Act 1980); 

xii. arrange for legal deeds to be executed;  

(see also standing order 24); 

xiii. arrange or manage the prompt authorisation, approval, and instruction 

regarding any payments to be made by the Council in accordance with its 

financial regulations; 

xiv. record every planning application notified to the Council and the 

Council’s response to the local planning authority in a book for such 

purpose; do we use a book 

xv. refer a planning application received by the Council to the Chair or in 

his/her/their absence the Vice-Chair (if there is one) of the Planning 

Committee within two working days of receipt to facilitate an 

extraordinary meeting if the nature of a planning application requires 

consideration before the next ordinary meeting of the Planning 

Committee;  

xvi. manage access to information about the Council via the publication 

scheme; and 

xvii. retain custody of the seal of the Council (if there is one) which shall not 

be used without a resolution to that effect. 

(see also standing order 24). 

 

 RESPONSIBLE FINANCIAL OFFICER  
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a The Council shall appoint appropriate staff member(s) to undertake the work 

of the Responsible Financial Officer when the Responsible Financial Officer is 

absent. 

 

 ACCOUNTS AND ACCOUNTING STATEMENTS 

 

a “Proper practices” in standing orders refer to the most recent version of 

“Governance and Accountability for Local Councils – a Practitioners’ Guide”. 

b All payments by the Council shall be authorised, approved and paid in 

accordance with the law, proper practices and the Council’s financial 

regulations.  

c The Responsible Financial Officer shall supply to each councillor quarterly in 

each year a statement to summarise: 

i. the Council’s receipts and payments (or income and expenditure) for 

each quarter;  

ii. the Council’s aggregate receipts and payments (or income and 

expenditure) for the year to date; 

iii. the balances held at the end of the quarter being reported and 

which includes a comparison with the budget for the financial year and 

highlights any actual or potential overspends. 

d As soon as possible after the financial year end at 31 March, the Responsible 

Financial Officer shall provide: 

i. each councillor with a statement summarising the Council’s receipts and 

payments (or income and expenditure) for the last quarter and the year 

to date for information; and  

ii. to the Council the accounting statements for the year in the form of 

Section 2 of the Annual Governance and Accountability Return, as 

required by proper practices, for consideration and approval. 

e The year-end accounting statements shall be prepared in accordance with 

proper practices and apply the form of accounts determined by the Council 

(receipts and payments, or income and expenditure) for the year to 31 March. 

The annual governance and accountability return of the Council, which is 

subject to external audit, including the annual governance statement, shall be 
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presented to the Council for consideration and formal approval before 30 June. 

 

 FINANCIAL CONTROLS AND PROCUREMENT 

 

a. The Council shall consider and approve financial regulations drawn up by the 

Responsible Financial Officer, which shall include detailed arrangements in 

respect of the following: 

i. the keeping of accounting records and systems of internal controls; 

ii. the assessment and management of financial risks faced by the Council; 

iii. the work of the independent internal auditor in accordance with proper 

practices and the receipt of regular reports from the internal auditor, 

which shall be required at least annually; 

iv. the inspection and copying by councillors and local electors of the 

Council’s accounts and/or orders of payments; and  

v. whether contracts with an estimated value below [60,000] due to 

special circumstances are exempt from a tendering process or 

procurement exercise.  

b. Financial regulations shall be reviewed regularly and at least annually for 

fitness of purpose. 

c. Subject to additional requirements in the financial regulations of the 
Council, the tender process for contracts for the supply of goods, 
materials, services or the execution of works shall include, as a 
minimum, the following steps: 

i. a specification for the goods, materials, services or the execution of 
works shall be drawn up; 

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s 
specification (ii) the time, date and address for the submission of tenders 
(iii) the date of the Council’s written response to the tender and (iv) the 
prohibition on prospective contractors contacting councillors or staff to 
encourage or support their tender outside the prescribed process; 

iii. tenders are to be submitted in writing in a sealed marked envelope 
addressed to the Proper Officer;  

iv. tenders shall be opened by the Proper Officer in the presence of at least 
one councillor after the deadline for submission of tenders has passed;  

v. tenders are to be reported to and considered by the appropriate meeting 
of the Council or a committee or sub-committee with delegated 
responsibility. 

d. Neither the Council, nor a committee or a sub-committee with delegated 

responsibility for considering tenders, is bound to accept the lowest value 

tender. 
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e. Where the value of a contract is likely to exceed the threshold specified 
by the Government from time to time, the Council must consider whether 
the contract is subject to the requirements of the current procurement 
legislation and, if so, the Council must comply with procurement rules. 
NALC’s procurement guidance contains further details. 

 

 HANDLING STAFF MATTERS 

 

a A matter personal to a member of staff that is being considered by a meeting 

of Council or the Personnel Committee is subject to standing order 12. 

b Subject to the Council’s policy regarding absences from work, the Council’s 

most senior member of staff shall notify the Chair or if he/she/they is not 

available, the vice-Chair of absence occasioned by illness or other reason and 

that person shall report such absence to the Council. 

c Following consultation with the Personnel Committee and upon a resolution 

from the Committee, the Chair, Vice Chair and Chair of Personnel will conduct 

the annual appraisal of the Clerk. The reviews and appraisal shall be reported in 

writing and are subject to approval by resolution by the Council.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 

Council’s most senior member of staff (or other members of staff) shall contact 

the Chair or in his/her/their absence, the vice-Chair in respect of an informal or 

formal grievance matter, and this matter shall be reported back and progressed 

by resolution of the Personnel Committee. 

e Subject to the Council’s policy regarding the handling of grievance matters, if 

an informal or formal grievance matter raised by the Clerk relates to the Chair 

or vice-Chair of the Personnel Committee this shall be communicated to 

another member of the Personnel Committee which shall be reported back 

and progressed by resolution of the Personnel Committee. 

f Any persons responsible for all or part of the management of staff shall treat 

as confidential the written records of all meetings relating to their 

performance, capabilities, grievance or disciplinary matters. 

g In accordance with standing order 12(a), persons with line management 

responsibilities shall have access to staff records referred to in standing order 

20(f).  
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 RESPONSIBILITIES TO PROVIDE INFORMATION  

See also standing order 22. 

 

a In accordance with freedom of information legislation, the Council shall 

publish information in accordance with its publication scheme and respond 

to requests for information held by the Council.   

b  The Council, shall publish information in accordance with the requirements 

of the Local Government (Transparency Requirements) (England) Regulations 

2015. 

 

 RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION  

(Below is not an exclusive list).  
 

See also standing order 12. 

 

a The Council may appoint a Data Protection Officer. 

b The Council shall have policies and procedures in place to respond to an 

individual exercising statutory rights concerning his/her/their personal data.  

c The Council shall have a written policy in place for responding to and 

managing a personal data breach. 

d The Council shall keep a record of all personal data breaches comprising the 

facts relating to the personal data breach, its effects and the remedial action 

taken. 

e The Council shall ensure that information communicated in its privacy 

notice(s) is in an easily accessible and available form and kept up to date. 

f The Council shall maintain a written record of its processing activities. 
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 RELATIONS WITH THE PRESS/MEDIA 

 
a Requests from the press or other media for an oral or written comment or 

statement from the Council, its councillors or staff shall be handled in 

accordance with the Council’s policy in respect of dealing with the press and/or 

other media. 

 

 EXECUTION AND SEALING OF LEGAL DEEDS  

See also standing orders 16(b)(xii) and (xvii). 

 

a A legal deed shall not be executed on behalf of the Council unless authorised 

by a resolution. 

b Subject to standing order 24(a), the Council’s common seal shall alone be 

used for sealing a deed required by law. It shall be applied by the Proper 

Officer in the presence of two councillors who shall sign the deed as 

witnesses. 

 

 COMMUNICATING WITH DISTRICT AND COUNTY COUNCILLORS 

 

a An invitation to attend a meeting of the Council shall be sent, together with 

the agenda, to the ward councillor(s) of the District and County Council Council 

representing the area of the Council.  

b Unless the Council determines otherwise, a copy of each letter sent to the 

District and County Council OR Unitary Council shall be sent to the ward 

councillor(s) representing the area of the Council. 

 

 RESTRICTIONS ON COUNCILLOR ACTIVITIES 

 

a. Unless duly authorised no councillor shall: 

i. inspect any land and/or premises which the Council has a right or duty to 

inspect; or 
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ii. issue orders, instructions or directions. 

 

 STANDING ORDERS GENERALLY 

 

a All or part of a standing order, except one that incorporates mandatory 

statutory or legal requirements, may be suspended by resolution in relation to 

the consideration of an item on the agenda for a meeting. 

b A motion to add to or vary or revoke one or more of the Council’s standing 

orders, except one that incorporates mandatory statutory or legal 

requirements, shall be proposed by a special motion, the written notice by at 

least 6 councillors to be given to the Proper Officer in accordance with 

standing order 10. 

c The Proper Officer shall provide a copy of the Council’s standing orders to a 

councillor as soon as possible. 

d The decision of the Chair of a meeting as to the application of standing orders 

at the meeting shall be final. 



Agenda Item 10 – Review of Financial Regulations - Full Council 20th January 2026 

 

Councillors last reviewed and approved Financial Regulations at the Full Council meeting held 
in May 2025.  

Since then, the changes have been made to regulations 4.11, 5.15, 6.3, 7.2, 7.7, 13.2, 13.7 and 
18.1.  

Action required:  
 
Members are asked to review the attached Financial Regulations and approve 
amendments, and adopt the document as presented.  
 
 
 
Jo Whitfield 
Clerk to the Council  
January 2026
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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 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; 

• 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: 
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• 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 £15,000;  

 

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 with the RFO 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 with the RFO 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; 

• 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. 
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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; 

3.3. The accounting records shall be designed to facilitate the efficient preparation of the 

accounting statements in the Annual Return. 

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

council contained in the Annual 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.  

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 and shall, as directed 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 
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• 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 

(England)/budget (Wales)] requirement for each financial year by preparing 

and approving a budget, in accordance with The Local Government Finance 

Act 1992 or succeeding legislation. 

4.2. Budgets for salaries and wages, including employer contributions, shall be reviewed 

by the council at least annually in November 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 Council.  

4.3. No later than October each year, the RFO shall prepare a draft budget with detailed 

estimates of all 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 October each year.  

4.6. The draft budget with any committee proposals, including any recommendations for 

the use or accumulation of reserves, shall be considered by the council. 
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4.7. Having considered the proposed budget and one-year forecast, 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 middle 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. 

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 unless covered by the Scheme of Delegation. 

 

5. Procurement 

5.1. Members and officers are responsible for obtaining value for money at all 

times. 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 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 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 Procurement Act 2023 and The Procurement Regulations 2024 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 6.12) obtain prices as follows:  

5.6. For contracts estimated to exceed £60,000 including VAT, the Clerk shall seek 

formal tenders from at least three suppliers agreed by the council OR 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 Legislation regarding the publication of 

invitations and notices. 
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5.8. For contracts greater than £3,000 excluding VAT the Clerk or RFO shall seek at 

least 3 fixed-price quotes;  

5.9. where the value is between £1000 and £3,000 excluding VAT, the Clerk or RFO 

shall try to obtain 3 estimates which might include evidence of online prices, or 

recent prices from regular suppliers. 

5.10. For smaller purchases, the clerk shall seek to achieve value for money. 

5.11. Contracts must not be split 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. 

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. 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 Clerk, under delegated authority, for any items below £2,500 excluding VAT.  

• the Clerk, in consultation with the Chair of the Council or Chair of the appropriate 

committee, for any items between £2,500 and £5,000 excluding VAT. 

• The Clerk, can authorise expenditure on necessary legal advice up to the approved 
budget of £5,000 in line with Financial Regulations. 

•  

• a duly delegated committee of the council for all items of expenditure within their 

delegated budgets for items under £15,000 excluding VAT 

• the council for all items over £15,000;  

Such authorisation must be supported by a minute (in the case of council or 

committee decisions) or other auditable evidence trail. 

5.16. No individual member, or informal group of members may issue an official order 

unless instructed to do so in advance by a resolution of the council 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, except in an emergency. 



 

8 

 

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 £3,000 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 council 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 above 

£500 excluding VAT unless a formal contract is to be prepared or an official order 

would be inappropriate. 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 Unity & Barclays.  

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 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 agreed expenditure, before being 

certified and paid by the RFO and retrospectively presented to the Council as per 

clause 6.8. 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 or a delegated decision by an officer, 

unless the council resolves to use a different payment method. 
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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 may authorise in advance for the year.    

6.7. The Clerk and RFO shall have delegated authority to authorise payments in the 

following circumstances: 

i. If an expenditure item has been approved by either Full Council, the relevant 

Committee or under delegated authority, and the Clerk and RFO certify that 

there is no dispute or other reason to delay payment, provided that a list of 

such payments is submitted to the next appropriate village committee or Full 

Council meeting. 

ii. 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.  

iii. 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 

council], where the [Clerk and 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 {or finance committee}.  

iv. Fund transfers within the council's banking arrangements up to the sum of 

£15,000, provided that a list of such payments shall be submitted to the next 

appropriate meeting of the council.  

6.8. The Council shall delegate authority for payment of invoices to the RFO, who shall 

prepare a schedule of payments, forming part of the Agenda for the Meeting and, 

together with the relevant invoices, retrospectively present the schedule to the 

relevant village committee or at a meeting of Full Council. The council/committee 

shall review the schedule for compliance. The approved schedule shall be signed 

by the Chairman of the Meeting. A detailed list of all payments shall be disclosed 

within or as an attachment to the minutes of the meeting at which the payment was 

reviewed.  

 

7. Electronic payments 

7.1. Where internet banking arrangements are made with any bank, the RFO or the 

Clerk shall be appointed as the Service Administrator. The bank mandate agreed by 

the council shall identify 4 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. 

7.2. The Clerk shall have delegated authority to add and remove the RFO post holder 

from any bank mandates in the event of personnel changes. 

7.3. All authorised signatories shall have access to view the council’s bank accounts 

online.  
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7.4. 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. 

7.5. 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.  

7.6. In the prolonged absence of the Service Administrator an authorised signatory shall 

set up any payments due before the return of the Service Administrator. 

7.7. One councillor and one other authorised signatory shall check the payment details 

against the invoices before payments are approved using the online banking 

system. 

7.8. Evidence shall be retained showing which members approved the payment online  

7.9. A full list of all payments made in a month shall be provided to the next council 

meeting and appended to the minutes. 

7.10. With the approval of the council 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 by two authorised 

members. The approval of the use of each variable direct debit shall be reviewed by 

the council at least every two years.  

7.11. Payment may be made by BACS or CHAPS by resolution of the council, provided 

that each payment is approved online by two authorised bank signatories, evidence 

is retained, and any payments are reported to the council 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.  

7.12. 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 or approved 

online by two signatories, evidence of this is retained, and any payments are 

reported to the council when made. The approval of the use of a banker’s standing 

order shall be reviewed by the council at least every two years.  

7.13. Account details for suppliers may only be changed upon written notification by the 

supplier, verified by the Clerk and the RFO.  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.  

7.14. 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. 

7.15. Remembered password facilities other than secure password stores requiring 

separate identity verification should not be used on any computer used for council 

banking.  
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8. Cheque payments 

8.1. Cheques or orders for payment in accordance in accordance with a resolution or 

delegated decision shall be signed by two members and countersigned by the 

Clerk.  

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 shall not normally be presented for signature other than at, or immediately 

before or after a council meeting. Any signatures obtained away from council 

meetings shall be reported to the council at the next convenient meeting. 

 

9. Payment cards 

9.1. Any Debit Card issued for use will be specifically restricted to the Clerk and the 

RFO and will also be restricted to a single transaction maximum value of £500 

unless authorised by council or finance 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 council. Transactions and purchases made will be reported to the 

council and authority for topping-up shall be at the discretion of the council. 

9.3. Any corporate credit card or trade card account opened by the council will be 

specifically restricted to use by the Clerk, RFO and Assistant Clerk 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 except for 

expenses of up to £100 including VAT.  

 

10. Petty Cash 

10.1. The council will not maintain any form of cash float. All cash received must be 

banked intact. Any payments made in cash by the Clerk or RFO (for example for 

postage or minor stationery items) shall be refunded on a regular basis, at least 

quarterly..   

a) Vouchers for payments made in cash shall be kept, along with receipts to 
substantiate every payment. 

b) Cash income received must not be paid into a cash float but must be separately 
banked, as provided elsewhere in these regulations. 
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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. 

11.2. Councillors allowances (where paid) are also liable to deduction of tax under 

PAYE rules and must be taxed correctly before payment.  

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 council or relevant 

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. 

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 Personnel 

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. 
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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, 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.  

13.7. Any income that is the property of a charitable trust shall be paid into a charitable 

bank account, unless a Memorandum of Understanding is in place. Instructions for 

the payment of funds due from the charitable trust to the council (to meet 

expenditure already incurred by the authority) will be given by the Managing 

Trustees of the charity, meeting separately from any council meeting. 

 

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. 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. 
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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 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 the 

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). 

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 £1000.  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 Clerk 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 council at the next available meeting. The RFO 

shall negotiate all claims on the council's insurers in consultation with the Clerk. 

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. 
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18. Charities 

18.1. Where the council is the sole 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. 

 

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 [insert reference of the council’s relevant standing order] 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.  



Agenda Item 11 – To Review the Scheme of Delegation 

Full Council 20th January 2026 

 

Councillors last reviewed and approved the Scheme of Delegation at the Full Council meeting 
held in March 2025.  

Since then, the following addition has been inserted to ensure that the scheme accurately 
reflects the Financial Regulations: 

3.1.17 The Clerk shall have delegated authority to add and remove the RFO post holder from 
any bank mandates in the event of personnel changes. 

 

Action required:  
 
Members are asked to review the attached Scheme of Delegation, approve the above 
addition, and adopt the document as presented.  
 
 
 
Jo Whitfield 
Clerk to the Council  
January 2026



WPC Scheme of Delegation 
Scheme of Delegation 

 
The power to delegate functions is set out in the Local Government Act 1972 s 101. The 
intention of the delegation scheme is to allow the Council to act with all reasonable speed. 
Decisions should be taken at the most suitable level. 
The Parish Council scheme of delegation is an essential policy to enable the Parish Council to 
function efficiently and effectively. Without this every decision would have to be taken by the Full 
Council. Decision making powers are given to both Committees and officers to enable the Council to 
react to circumstances and operate effectively.  

Powers cannot be legally delegated to individual Councillors or Working Parties.  

Working parties are ordinarily established to investigate and or review a particular matter then report 
back to the relevant committee or Full Council with its findings which may include recommendations.    

Contents List 

Full Council Functions 

 The following matters are to be dealt with by the Full Council: 

1.1 Approval of Budget and setting the Precept. 

1.2 Reviewing all budget requests from committees  

1.3 Approval of the Annual Return and Audit of Accounts. 

1.4 Agreeing how the budget will be split by village 

1.5 Review budget performance throughout the year and agree any virements    

1.6 Authorisation of any borrowing. 

1.7 Adopting or changing all policies including Standing Orders, Financial Regulations 
and the Scheme of Delegation. 

1.8 Making of Orders under any statutory powers. 

1.9 Making, amending or revoking By-laws. 

1.10 Appointment of Standing Committees. 

1.11 Appointing Parish Council representatives to outside bodies.  

1.12 All other matters which must, by law, be reserved to the Full Council 

1.13 Approval of the Risk management strategy 

1.14 Agreeing any actions of the internal and external auditors. 

1.15 Planning applications and appeals in conjunction with the village committees 

1.16 Recruitment and Appointment of Parish Clerk  

 

2 Delegation to Committees 

 The following matters are delegated to the Parish Council’s Committees to make 
decisions on behalf of the Parish Council. Committees are delegated plenary decision 
making powers in respect of matters delegated. They must be exercised in accordance 
with the law, the Parish Council’s Standing Orders and Financial Regulations and any 
approved policy framework and budget. 



 Full Council may at any time, following resolution, revoke any delegated authority. 

 Committees may decide not to exercise delegated responsibilities and may instead make 
a recommendation to Full Council. Similarly, where a Committee has no delegated power 
to make a decision it makes a recommendation to Full Council.  

            

2.1 All Village Committees 

2.1.1 Creation and Appointment to Working Groups. 

2.1.2 Appointment of non-Councillor members to Working Groups where they 
bring additional expertise or knowledge, subject to confidentiality 
arrangements consistent with those required of Councillors.    

2.1.3 Committees can only spend to the budget level set  
2.1.4 Upon renewal of an existing Contract, tendering and procuring Contracts 

for its area. Full Council, as the legal entity, will sign off all contracts, 
subject to correct tendering process being followed and demonstration 
that the Committee can meet the expenditure. 

2.1.5 Burial Ground regulations and fees. 
2.1.5.1 The Committee shall ensure that its policies, regulations and 

fees as outlined in 4b above are reviewed annually.  
2.1.5.2 The Committee shall consider and make rulings in respect of 

complaints or queries regarding regulations and fees as 
outlined in 4.b above. 

2.1.5.3 The Committees shall extend resident-reduced fees to all 
residents of the parish in perpetuity  

2.1.6 Spending its budget 
2.1.7 Awarding Grants 
2.1.8 Engaging and participating in Community events 
2.1.9 Agree an annual budget to present to Full Council in the October Budget 

meeting 
2.1.10 By means of a working party review planning applications within the village 

area and make recommendations to the planning committee or Full 
Council. 

2.1.11 By means of a working party, make written representations for approval by 
the planning committee for submission to Planning Appeals or Hearings, 
if required. 

2.1.12 To receive reports on Planning Decisions if supplied by the relevant 
planning authority  

2.1.13 To receive and if necessary by means of a working party make 
recommendations to the planning committee, on the following: (a) Local 
Plans, (b) County Structure Plans, (c)Local Transport Plan, (d) Planning 
Strategy Documents/Planning Guidance, (e) Surrey Heath Borough 
Council Local Plan (Core Strategy Development Plan), etc 

2.1.14 To comment on transportation and highways matters including public 
footpaths, bus services, traffic orders, traffic calming, street lighting, 
street cleansing, litter/litter bins, bus shelters, highway maintenance, 
highway schemes, etc., 

2.1.15 To receive and if necessary, comment on information Reports submitted 
by the County Councillor for the Ward relating to any matters affecting the 
Village of Windlesham 



2.1.16 To receive and if necessary, comment on environmental Issues including 
Air Quality Management Areas, Recycling facilities/initiatives, Monitoring 
Noise and other traffic pollution concerns, Health & Safety Risk 
Assessments/Reports, 

2.1.17 Applications for Grant aid falling within the purview of the Committee. Full 
Council, as the legal entity, will sign off all grant aid applications, subject 
to the Committee demonstrating it can meet all the obligations required 
of the grant awarding body 

2.1.18 To authorise, in advance, Members’ attendances at 
Conferences/Seminars or other Meetings falling within the purview of the 
Committee. 

2.1.19 To contribute to a Full Council’s newsletter  
2.1.20 To consider and accept tenders/quotations for works/equipment etc. 

falling within approved estimates, otherwise, the matter to be referred to 
Full Council for approval (this is if the cost of a project exceeds the 
estimate or is greater than the delegated committee’s power and 
providing the village committee has the funds to do so) if a supplementary 
budget is required. 

2.1.21 To incur expenditure on the budgeted and approved estimates for the 
current financial year on all budget headings up to the respective amounts 
detailed in such estimates. 

2.1.22 To make recommendations to Full Council for any new capital schemes, 
including estimates for such schemes, for inclusion in the draft budgets 
for the next financial year and also items for inclusion in the draft revenue 
budgets. 

 
2.2         Personnel Committee 

All matters (except for creating Council Policy) relating to: 

2.2.1 Recruitment in accordance with operational need, subject to budget 
availability and to oversee the full employment process for all positions. 
To delegate responsibility to the Parish Clerk or to an interview panel as 
they consider appropriate.   

2.2.2 All personnel matters not delegated to officers or Sub-Committees. 
2.2.3 Provide support to and management of the Parish Clerk. Monitor and 

manage hours of working, home working, 
annual/flexi/compassionate/time off in lieu leave and absences and sick 
leave and delegate authority for the day-to-day management of the Clerk 
to the Chairman of Council in conjunction with the Chairman of 
Personnel. 

2.2.4 Review employee’s remuneration and make recommendations thereon to 
the Council  

2.2.5 Review Conditions of Employment, Contracts of Employment and Job 
Descriptions as appropriate to ensure they meet the needs of the Council 
and comply with relevant legislation and established good practice. 

2.2.6 Review the staffing structures in conjunction with the Clerk to ensure they 
are sufficient to deliver the aims of The Council. 

2.2.7 Ensure an appropriate Appraisal system is in place and monitor the 
effectiveness of the system. 

2.2.8 Provide appropriately trained Members to conduct the Appraisal(s) of the 
Parish Clerk. 



2.2.9 Set appropriate SMART objectives for the Parish Clerk based on the aims 
and priorities of The Council.  

2.2.10 In conjunction with the Clerk, ensure appropriate arrangements are in 
place to support staff development and training and to ensure that such 
training is in line with the allocated funds. 

2.2.11 Make appropriate recommendations to The Council where an identified 
training need would exceed the allocated funding. 

2.2.12 Develop, implement, and review Employment related Policies using 
appropriate employment law 

2.2.13 Manage the Council’s compliance with Employment legislation. 
2.2.14 Manage Disciplinary and Grievance procedures in accordance with 

appropriate council policy and processes and review them as necessary. 
2.2.15 Where necessary recommend appropriate actions to The Council. 
2.2.16 If required appoint an appeals panel drawn from Members of the 

Personnel Committee or from an external body as appropriate to the 
circumstances. 

2.2.17 Give authority and award contracts to HR Services (current retained HR 
advice provider) and Surrey ALC and or any appropriate body/company to 
conduct necessary reviews and make recommendations to the 
committee 

2.2.18 Authorise permission for staff to accept secondary employment.  

2.2.19 Authorise up to £10,000 in recruitment costs (advertising, external 
support etc) per recruitment campaign, allocated from the HR and legal 
fees budget when such expenditure is agreed by a resolution of the 
committee.  

2.2.20 Authorise up to the upper level of the agreed salary scale banding for any 
new employee, subject to budget availability.  

 
2.3     Grievance/Disciplinary Sub-Committee 

Sub- committee to be agreed by Personnel. 

 All matters (except for creating Council Policy or matters felt to be relevant 
for Full Council) relating to:    

2.3.1 Consider and resolve all staff grievances unable to be dealt with by 
Officers in accordance with Grievance Policy. 

2.3.2 Agree financial resolutions of grievances within budget or if it is higher or 
an unbudgeted expenditure, this will have to be authorised by Full 
Council. 

2.3.3 Consider and deal with all staff disciplinary matters unable to be dealt 
with by Officers in accordance with Disciplinary policy. 

2.3.4 Consider and deal with all potential disciplinary matters relating to the 
Parish Clerk including the commissioning of external advisors and/or 
investigation in accordance with the provisions of the Council’s 
complaints and disciplinary procedures. 

 

2.4 Appeals Committee - appeals will be heard by a panel of three members of the 
personnel committee who have not previously been involved in the case 
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Note: the Committee cannot consider an appeal against a decision taken by the 
Full Council. Committee to be appointed/agreed by Council 

All matters (except for creating Council Policy or matters felt to be relevant 
for Full Council) relating to:    

2.4.1 Consider and resolve all staff appeals concerning grievance or 
disciplinary matters. 

2.4.2 Consider and resolve all Freedom of Information Act appeals. 

2.4.3 Consider and resolve appeals to decisions relating to a complaint, where 
this is unable to be dealt with by Officers. 

2.4.4 Consider all appeals against decisions where this is available within a 
policy.  

 

2.5 Planning Committee 

2.5.1 Operate in accordance with Local Government Law and in accordance 
with the Council’s Standing Orders and Financial Regulations. 

2.5.2 Appoint sub-committees or working parties to undertake any specific 
project work as required. 

2.5.3 The committee shall have spending powers to a maximum of £500. The 
committee shall make recommendations to Full Council on all 
expenditure in excess of this sum. 

2.5.4 Consider and make representations on planning applications. 

2.5.5 Make representations on planning appeals notified to the Parish Council 
and attend public inquiries if considered necessary. 

2.5.6 Represent the Council upon all matters relating to local authority 
development plans. 

2.5.7 To recommend all matters in relation to street naming to Full Council. 

2.5.8 Manage the Neighbourhood Planning and Village Design Statement 
processes. 

2.5.9 Develop and maintain a list of Community Assets for nomination to SHBC. 

2.5.10 Manage the Planning budget (if any) and vire, where necessary, between 
budget lines held and managed by the committee. 

2.5.11 Undertake project work outside of the above remit as directed by Full 
Council. 

2.5.12 Review the Terms of Reference annually and make recommendations to 
Full Council. 

2.5.13 The Chairman of the Committee shall: 

Agree the minutes of the Planning Committee at each Full Council 
meeting, subject to approval. 

 

 

3 Delegation to Officers 



The following matters are delegated to the Parish Council’s Officers to make decisions 
on behalf of the Parish Council. These decisions must be exercised in accordance with 
the law, the Parish Council’s Standing Orders and Financial Regulations and any 
approved policy framework and budget. 

Full Council may at any time, following resolution, revoke any delegated authority. 

Officers may decide not to exercise delegated responsibilities and may instead make a 
recommendation to a committee or Full Council. Similarly, where Officers have no 
delegated power to make a decision, they report the matter to Committee or Full Council 
for a decision. There may also be occasions when Council have delegated authority to 
Officers in conjunction with the Chair and or Vice Chair    

3.1 Parish Clerk 

The Parish Clerk shall be the Proper Officer of the Parish Council as defined in law. 

3.1.1 Issue all statutory notifications 

3.1.2 Receive Declarations of Acceptance of Office 

3.1.3 Receive and record notices disclosing pecuniary interests 

3.1.4 Receive and retain documents and plans. 

3.1.5 Sign summons to attend meetings 

3.1.6 Sign notices or other documents on behalf of the Council. 

3.1.7 Receive copies of By-laws made by principal authority. 

3.1.8 Certify copies of By-laws made by the Council. 

3.1.9 Ensure compliance with Standing Orders  

3.1.10 Manage all Parish Council staff, either directly or indirectly. 

3.1.11 Responsible for the overall management of all budgets in accordance 
with Council policies.  

3.1.12 Act on behalf of the Council in an urgent situation and report back to the 
Council as soon as practical.  

3.1.13 Authorise expenditure on revenue items up to the amounts included for 
that class of expenditure in the approved budget, up to £2,500 and in 
conjunction with the Chair of the Council or Chair of the appropriate 
committee, for any items between £2,500 and £5,000 excluding VAT. 

3.1.14 Authorise expenditure for legal advice for Full Council and all 
committees, up to £2,500 or £5,000 in conjunction with the Chair of the 
Council or Chair of the appropriate committee, for that class of 
expenditure (Legal & HR) in the approved budget. 

3.1.15 Authorise expenditure on revenue items from the EMRs shown below up 
to a limit of £3,000, with or without a budget: 

- 330 EMR Repairs and Maintenance; 
- 331 EMR War Memorials ; 
- 370 EMR Council Office Repairs; 
- 375 EMR Playground Repairs and Renewals 
- 332 EMR Allotments 
- 396 EMR Greenspace 
- 395 EMR Tree Maintenance 



3.1.16 Incur expenditure in an emergency up to £3,000, whether budgeted or not. 

 

3.1.17 The Clerk shall have delegated authority to add and remove the RFO 
post holder from any bank mandates in the event of personnel changes. 

3.1.18 Deal with matters specifically delegated by Council or Committee. 

3.1.19 Deal with dispensation requests from Members under the Code of 
Conduct. 

3.1.20 Take all decisions relating to the training of Councillors & staff.  

3.1.21 Appoint all employees in accordance with the Council’s staff structure.  

3.1.22 Authorise minor non-fiscal adjustments to contracts of employment and 
job descriptions to meet the needs of the Council. 

3.1.23 Appoint casual/temporary members of staff as needed to meet the 
business needs of the Council and within existing budgets.  

3.1.24 Authorise additional hours of work for existing staff on a temporary basis 
to support the business needs of the Council.  

3.1.25 Deal with all disciplinary matters and hearings in accordance with the 
Council’s Disciplinary Policy. 

3.1.26 Enter into settlement agreements with employees up to a maximum of 
two months’ salary where this is the prudent option for the Council. 

3.1.27 Authorised to issue press releases/social media on any Council activity 
exercised in accordance with Council policy. 

3.1.28 Overall responsibility for Health & Safety across all Council owned sites.  

3.1.29 Overseeing Council transparency, access to information and data use 
and storage, including day to day management of Council’s website. 

3.1.30 Manage the provision of Council services, buildings, land and resources, 
including authorising expenditure on routine repairs and maintenance up 
to the approved budget up to £5,000 in line with Financial Regulations. 

3.1.31 Authorise expenditure on necessary legal advice up to the approved 
budget of £5,000 in line with Financial Regulations. 

3.1.32 Action any delegated actions agreed by Council 

3.2 See the table below for delegated responsibilities and the individuals to cover 
these in the absence of the Parish Clerk: 

 

 Delegated Responsibility Responsible in the 
Clerk’s Absence 

a. The responsibilities and duties of the role of 
Proper Officer as set out within law and 
Council policies. 

 

b. Issue all statutory notifications. Assistant Clerk 

c. Receive Declarations of Acceptance of 
Office. 
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d. Receive and record notices disclosing 
pecuniary interests. 

Assistant Clerk 

e. Receive and retain documents and plans. Assistant Clerk 

f. Hold the Council’s Seal and apply it to 
documents as approved. 

Assistant Clerk 

g. Sign notices or other documents on behalf of 
the Council. 

 

h. Receive copies of By-laws made by principal 
authority. 

Assistant Clerk 

i. Certify copies of By-laws made by the 
Council. 

 

j. Sign summons to attend meetings.  

k. Ensure compliance with Standing Orders.  Assistant Clerk (advise 
only) 

l. Manage all Parish Council staff, either 
directly or indirectly. 

 

m. Manage the provision of Council services, 
buildings, land and resources, including 
authorising expenditure on routine repairs 
and maintenance up to the approved budget 
up to £5,000 in line with Financial 
Regulations. 

Assistant Clerk in 
conjunction with RFO 

n Authorise expenditure on necessary legal 
advice up to the approved budget of £5,000 
in line with Financial Regulations. 

Assistant Clerk in 
conjunction with RFO 

o. Authorise expenditure on revenue items up 
to the amounts included for that class of 
expenditure in the approved budget up to 
£5,000 in line with Financial Regulations. 

Assistant Clerk in 
conjunction with RFO 

p. Incur expenditure in an emergency up to 
£5,000 whether budgeted or not. 

Responsible Financial 
Officer  

q. Act on behalf of the Council in an urgent 
situation and report back to the Council as 
soon as practical. 

Assistant Clerk  

r. Deal with dispensation requests from 
Members under the Code of Conduct. 

Assistant Clerk 

s. Deal with matters specifically delegated by 
Council or Committee. 

Assistant Clerk 

t. Appoint casual / temporary members of staff 
as needed to meet the business needs of the 
Council and within existing budgets. 

 



u. Authorise additional hours of work for 
existing staff on a temporary basis to support 
the business needs of the Council.    

Assistant Clerk in 
conjunction with the 
Chair of Council 

v. Deal with all disciplinary matters and 
hearings in accordance with the Council’s 
Disciplinary Policy, including suspending 
employees as deemed necessary. 

 

 y Authorised to issue press releases on any 
Council activity exercised in accordance 
with Council policy.    

Assistant Clerk 

z Overall responsibility for Health & Safety 
across all Council owned sites.  

Assistant Clerk 

aa Matters specifically delegated within 
Council policies. 

(broadly speaking) 

Personnel Policies – 
Assistant Clerk 
Civic/Freedom of 
Information/Consultation 
Policies – Assistant Clerk 

 

3.1    Assistant Parish Clerk 

3.1.1 Those responsibilities delegated in the absence of the Parish Clerk at the 
table referred to in 3.2. 

3.1.2 Dealing with and resolving complaints received by the Council (except 
those regarding the actions or conduct of Councillors or Council 
employees), in accordance with the Complaints Procedure. 

3.1.3 Authorised to issue press releases on any Parish Council activity 
exercised in accordance with Parish Council policy, save for press 
releases felt to be controversial or regarding a specific campaign, for 
example, which will be signed off by the Proper Officer. 

3.1.4 Day to day management of Civic functions for the Council. 

3.1.5 Day to day management of the Council’s website and social media 
activities. 

3.1.6 Day to day management of employees within section. 

3.1.7 Authorising expenditure within budgeted levels in areas of responsibility 
and those delegated by Parish Clerk. 

3.1.8 Matters specifically delegated by Council or Committee. 

 

3.2 Responsible Financial Officer  

3.2.1 Those responsibilities delegated in the absence of the Parish Clerk at the 
table referred to in 3.1.2. 

3.2.2 Proper administration of the Council’s financial affairs. 



3.2.3 Report to External Auditor matters under Local Government Finance Act 
1988 s114. 

3.2.4 Ensure compliance with Financial Regulations.  

3.2.5 Ensure compliance with all financial procedures. 

3.2.6 Determine accounting policies, records and control systems. 

3.2.7 Manage risk management of the Council. 

3.2.8 Day to day management of employees within section. 

3.2.9 Matters specifically delegated by Council or Committee. 

3.2.10 The Council shall delegate authority for payment of invoices to the RFO, 
who shall prepare a schedule of payments, forming part of the Agenda for 
the Meeting and, together with the relevant invoices, retrospectively 
present the schedule to the relevant village committee or at a meeting of 
Full Council. 

3.2.11 Arrange and manage the Council’s insurance arrangements. 

3.2.12 Management of Council salaries in accordance with contracts of 
employment.  

3.2.13 Payroll 

3.2.14 Incur expenditure in an emergency up to £3,000 whether budgeted or not. 

3.2.15 Responsible for the overall management of all budgets in accordance 
with Council policies. 

3.2.16 Matters specifically delegated within Council financial policies 

 

3.3 Operations Coordinator  

3.3.1 Day to day management of burials in accordance with legal requirements 
and cemetery regulations 

3.3.2 To review all memorial applications, giving approval when in line with the 
current cemetery regulations 

3.3.3 Day to day implementation of health and safety measures, making 
recommendations to the Clerk when additional requirements are 
identified. 

3.3.4 Day to day asset management 

3.3.5 Day to day greenspace contract monitoring 

3.3.6 Day to day playground maintenance in accordance with monthly/annual 
inspection findings 

 

3.4 Cemeteries & Allotment Coordinator  

3.4.1 Day to day management of burials in accordance with legal requirements 
and cemetery regulations 

3.4.2 To review all memorial applications, giving approval when in line with the 
current cemetery regulations 



3.4.3 Day to day management of the Allotments 

3.4.4 Day to day implementation of health and safety measures within the 
Cemeteries & Allotments, making recommendations to the Clerk when 
additional requirements are identified. 

3.4.5 Day to day greenspace contract monitoring at Windlesham Cemetery 

 

 

 

 
 
 



Item 12 – To review the process of recording Councillor absences 

Full Council 20th January 2025 

 

Purpose 

To clarify the legal requirements for approving reasons for non-attendance under Section 85 of 
the Local Government Act 1972 and propose changes to current practice regarding apologies 
for absence. 

 

Background 

• Current practice: Apologies for absence with reasons are routinely submitted to the 
Clerk and recorded in the minutes as "accepted." This is in line with the guidance 
adopted by the Council. 

• Legal requirement: Section 85 of the Local Government Act 1972 states that a councillor 
who fails to attend any meeting for six consecutive months ceases to be a member 
unless the reason for absence has been approved by the authority before the expiry 
of that period. 

• Simply noting or accepting apologies without considering the reason does not satisfy 
this requirement. 

 

Actions 

Members are asked to review the information provided and to: 

1. Adopt the revised practice for recording apologies outlined below. 

2. Consider whether to amend the last six months of historical minutes to clarify that 
reasons were not presented to the council and therefore not accepted in line with 
Section 85 of the LGA 1972. 

3. Ensure that any councillor approaching six months of non-attendance has their 
reason formally approved and minuted. 

 

Proposed Change to Practice 

• Going forward, minutes will record apologies as "received" only, unless the council 
formally considers and approves the reason for absence. 

• Where a councillor is approaching six months of non-attendance, the council must 
review the reason and pass a resolution to approve it under Section 85. 

 

 

 



Historical Minutes 

• Minutes currently record apologies as "accepted" without specifying or approving the 
reason. 

• Since the council did not consider the reasons, a new resolution should state that 
accepting apologies without reviewing their reasons does not meet Section 85 of the 
LGA 1972. If formal acceptance is required, the reasons will be reviewed at the relevant 
meeting. 

 

 



 

 

 









Windlesham Parish Council Page 301

User: J.WHITFIELD

15/12/2025

15:57 PRELIMINARY PURCHASE DAYBOOK

Top Level for Month No 9

Invoice Date Invoice Number Supplier A/c Name Net Value VAT Invoice Total A/C

Nominal Ledger Analysis

Amount Analysis DescriptionCentre

Order by Invoices Entered

Supplier A/c CodeRef No

SURREY HILLS29/11/2025 12561 SURREYH 900.00 180.00 1,080.00 4400 840.00 LEGAL ADVICE CGR225886

399 ­840.00 LEGAL ADVICE CGR

6000 840.00 LEGAL ADVICE CGR225

4400 60.00 LEGAL ADVICE LW cemetery hedge225

SLCC ENTERPRISES LTD03/12/2025 ORD510379­1 SLCC 148.50 0.90 149.40 4435 148.50 14TH EDITION LOCAL COUNCIL BIB225887

ZENTECH IT30/11/2025 2534 FRE01 378.92 75.78 454.70 4440 378.92 OFFICE 365 & IT SUPPORT225888

SURREY HEATH02/12/2025 2041988 SHBC01 8,565.46 1,713.09 10,278.55 4165 3,622.98 GREENSPACE CONTRACT310889

4165 2,780.43 GREENSPACE CONTRACT410

4165 2,022.64 GREENSPACE CONTRACT510

4220 69.70 GYM INSPECTION310

4220 69.71 GYM INSPECTION410

VISION ICT01/12/2025 21202 VISIO 65.00 13.00 78.00 4440 65.00 DOMAIN RENEWAL225890

10,057.88 1,982.77 12,040.65TOTAL INVOICES 10,057.88

144.00 0.00VAT ANALYSIS  CODE OTS 144.00@ 0.00%

9,913.88 1,982.77VAT ANALYSIS  CODE S 11,896.65@ 20.00%

10,057.88 1,982.77 12,040.65TOTALS
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13/01/2026

14:30 PRELIMINARY PURCHASE DAYBOOK

Top Level for Month No 10

Invoice Date Invoice Number Supplier A/c Name Net Value VAT Invoice Total A/C

Nominal Ledger Analysis

Amount Analysis DescriptionCentre

Order by Invoices Entered

Supplier A/c CodeRef No

ZENTECH IT31/12/2025 2579 FRE01 353.28 70.65 423.93 4440 353.28 ICT & MICROSOFT LICENCES DEC225891

MULBERRY  CO17/12/2025 1813 MULBE 287.75 57.55 345.30 4445 287.75 Interim Audit Fee225894

GLENDALE31/12/2025 GC092­234 GLEND 86.00 17.20 103.20 4060 43.00 Cemetery Plaque ­ Wilgoss500895

4060 43.00 Cemetery Plaque ­ Toogood400

ROYAL BRITISH LEGION11/12/2025 11DEC25 ROYA 150.00 0.00 150.00 4100 50.00 Poppy Wreaths x 2505892

4100 50.00 Poppy Wreath405

4100 50.00 Poppy Wreath305

ALL SAINTS CHURCH23/12/2025 INV 165 ALLS 15.00 0.00 15.00 4950 15.00 Hall Hire Planning 17Dec25225893

VILLAGE LIFE22/12/2025 INV 006230 VILLAGELIF 59.00 11.80 70.80 4640 59.00 Village Life advert Jan26225896

SURREY HEATH06/01/2026 2042167 SHBC01 8,565.46 1,713.09 10,278.55 4165 3,622.98 Grounds Maintenance310897

4165 2,780.43 Grounds Maintenance410

4165 2,022.13 Grounds Maintenance510

4220 69.96 Outdoor Gym equipment310

4220 69.96 Outdoor Gym equipment410

9,516.49 1,870.29 11,386.78TOTAL INVOICES 9,516.49

9,351.49 1,870.29VAT ANALYSIS  CODE S 11,221.78@ 20.00%

165.00 0.00VAT ANALYSIS  CODE Z 165.00@ 0.00%

9,516.49 1,870.29 11,386.78TOTALS



Agenda Item 14 – Bank Reconciliations Full Council 20 January 26 

Review of Bank Reconciliations 

Members are asked to review the following bank reconciliations.  Financial Regulations 
state that a member, other than the Chair, or authorised bank signatory, should sign off 
on the reconciliations once reviewed.  Below are the reconciliations for Sept, Oct, 
November, and December 2025. 

WINDLESHAM PARISH COUNCIL - CASH AT HAND

Account Acct type 30 Sep 25 31 Oct 25 30 Nov 25 31 Dec 25

Barclays Bank Current 15,854         42,110         42,150         42,119        

Unity Bank Current 320,880       306,085       254,088       217,630      

Santander Bank Instant access 202,557       202,730       203,068       203,235      

RBS account** Instant access 47,532         47,617         47,617         47,617        

Unity Bank Instant access 297,097       297,098       297,098       298,735      

Hampshire Trust * Instant access 68,796         68,796         68,796         68,796        

Skipton BS * Annual interest 67,628         67,628         67,628         67,628        

Cambridge & Counties 180 day notice 237,848       238,603       239,335       240,063      

Redwood Bank * 95 day notice 68,748         68,748         68,748         68,748        

TOTAL 1,326,942   1,339,414   1,288,528   1,254,571   

Account type

Current account 336,735       348,195       296,238       259,749      

Instant access accounts 547,187       547,444       547,783       549,587      

Medium term accounts 443,020       443,775       444,507       445,235      

1,326,942   1,339,414   1,288,528   1,254,571   

**Members are advised that, to date, the Clerk has online access only to the Unity 
Bank, Barclays, Cambridge & Counties, and Redwood bank accounts. ** Following 
instructions from the council, the RFO and the remaining signatory had been 
liaising with the banks to change signatories. RBS wrote to the Council confirming 
that they were unable to allow a transfer, however would not close the account. 
Despite this, the account was closed, and the funds were transferred to a holding 
account. The new RFO has raised a complaint and is liaising with the bank to 
resolve the matter. 

Overall cash position 
Net assets held by the Council as at 31 December 25 is £1,263,849 – see attached 
balance sheet.  Of this £790,255 is held in ear-marked reserves.  Members are asked to 
note that the ear-marked balance has decreased by £146,874 since 1 April 25 
(£937,129).  



Members are asked to note the above reconciliations and agree that either Cllr 
Malcaus Cooper or Cllr Jennings-Evans, in the absence of Cllr Malcaus Cooper, 
continue to sign off the above reconciliations. 
 
Joanna Whitfield 
Clerk to the Council 
Jan 2026 
 

 

  



Windlesham Parish Council12/01/2026
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Page 1

Detailed Balance Sheet ­ Excluding Stock Movement

Month 9  Date 31/12/25

A/c Description Actual

Current Assets

100 Debtors 991

105 VAT Control A/c 8,537

200 Barclays Current Account 42,119

205 Santander Account 203,235

210 RBS Account 47,617

215 Skipton Account 67,628

225 Cambridge and Counties Account 240,063

230 Hampshire Trust Bank 68,796

235 Redwood Bank 68,748

245 Unity Bank current a/c 217,630

250 Unity Bank deposit a/c 298,735

Total Current Assets 1,264,099

Current Liabilities

566 Damage Deposits 250

Total Current Liabilities 250

Net Current Assets 1,263,849

Total Assets less Current Liabilities 1,263,849

Represented by :­

300 Current Year Fund 92,926

310 General Reserves 380,668

315 Capital Receipts 1,300

320 EMR School Lane Play Equipment 35,743

325 EMR Windlesham CIL 13,657

330 EMR Repairs and Maintenance 35,997

331 EMR War Memorials 4,976

332 EMR Allotments 2,000

335 EMR Cemeteries 23,860

336 EMR Lightwater Cemetery Maint. 54,080

337 EMR Bagshot Cemetery Maint. 20,116

338 EMR Windlesham Cemetery Maint. 36,418

340 EMR Lightwater Pavilion & Rec 122,603

345 EMR Bagshot Village 46,402

346 EMR Bagshot Grants 317

350 EMR Lightwater Village 14,956

351 EMR Lightwater Grants 4,292

355 EMR Windlesham Village 14,989

356 EMR Windlesham Grants 900

360 EMR Lightwater CIL 18,626

370 EMR Council Office Repairs 1,500

375 EMR Playarea Repairs &Renewals 39,250

377 EMR IT Equipment 517

378 EMR Training 900

380 EMR Bagshot CIL 206,092

390 EMR Civic Functions 1,019

395 EMR Tree Works 38,508

396 EMR Greenspace 16,285

399 EMR CGR costs 34,951



Windlesham Parish Council12/01/2026

14:01

Page 2

Detailed Balance Sheet ­ Excluding Stock Movement

Month 9  Date 31/12/25

A/c Description Actual

Total Equity 1,263,849



Item 15 – Budget Monitoring Report (Month 9, January 2026) 

Purpose of Report 

To update the Council on income and expenditure against budget for the financial year 2025/26 to 9 
January 2026 (Month 9). This supports ongoing financial monitoring and identifies areas requiring 
Council attention or decision. 

Summary of Key Findings 

• Year‑to‑date (YTD) income totals £638,665 against an annual budget of £644,345 (99.1% of
total).

• YTD expenditure is £548,180 of a budgeted £644,345 (85.1% spent).
• Transfers from Earmarked Reserves (EMRs) to date total £214,148; transfers to EMRs total

£67,273.
• Net income over expenditure stands at £90,485.

Actions Required 

Councillors are asked to: 

• Read and note the contents of this report along with the income and expenditure and
reserves report attached. Key points for noting are:

• The Licences & Subscriptions 2025/26 budget remains insufficient to meet current
commitments; Members have previously agreed that any expenditure exceeding this
budget will be covered by the General Reserve (C/24/123).

• Overspends funded via EMRs (e.g., Playground Repairs & Renewal, Allotment Purchase,
Elections) should be noted as consistent with previous Council decisions and EMR
usage.

2026-2027 Budget and Precept 

Members are asked to note that SHBC have confirmed the tax base for 26-27 at 8477.7. 

At the November Full Council, Council resolved to set a budget as follows: 

• Income Totals: £101,389
• Expenditure totals: £720,511
• Leaving a deficit of £619,122



• Council resolved to raise a precept of £581,189, reflecting a 5% band D 
increase on a tax base of 8,477.7. The remaining £37,933 deficit will be 
funded from general reserves, or uncommitted earmarked funds will be 
repurposed, if available. 

 

Income Performance 

Income Source YTD Actual (£) Annual Budget (£) % of Budget 
Received 

Precept (all areas) 551,061 551,060 100.0% 
Burial Fees 44,730 72,086 62.1% 

Interest Received 12,161 19,179 63.4% 
Allotment Fees 2,140 2,020 105.9% 

CIL Income 28,573 0 Unbudgeted 
Total Income 638,665 644,345 99.1% 

Key Expenditure Lines 

 

Expenditure Category YTD Spend 
(£) 

Budget (£) % Spent Comments 

Playground Repairs & 
Renewal 

66,988 21,320 314.2% Significant 
overspend; funded by 

EMR. 
Allotment Purchase 100,000 0 N/A Capital purchase 

funded via EMR. 
Elections 10,029 0 N/A Costs funded from 

Elections EMR. 
Grants 33,812 15,683 215.6% Overspend; potential 

CIL EMR funding. 
Greenspace Contract 75,830 120,047 63.2% Spend reflects in-

year contract costs. 
Salaries 108,658 149,885 72.5% On track for Month 9. 

Legal/HR/Recruitment 
Costs 

8,845 4,500 196.5% Overspend includes 
allotment legal fees; 

cover via General 
Reserve. 

Licences & 
Subscriptions 

6,728 4,977 135.2% Budget insufficient; 
agreed cover from 
General Reserve. 

Insurance 5,456 5,244 104.0% Modest overspend 
due to premium 

timing. 



Earmarked Reserves & Commitments (Summary see attached for detailed information) 

Transfers from EMRs (YTD): £214,148. Transfers to EMRs (YTD): £67,273. These movements reflect 
approved funding of projects including playground works, elections, and allotment purchase. 

Observations 

• EMR Transfers continue to underpin significant in-year capital and project expenditure. 
• Seasonal lines (e.g., Festive Lights, Christmas Trees) show timing differences and credits. 
• Core staffing costs remain on track relative to the full-year budget. 
• Legal/HR and Licences & Subscriptions require continued monitoring against agreed use of 

General Reserve cover. 

Year End Position and General Reserve 

Due to the transfers from Earmarked Reserves (EMRs) during the year, the general reserve has 
increased to £471,153. However, based on an average monthly spend of £37k (excl spend from 
EMR’s) and with three months remaining in the financial year, the Council is forecast to overspend 
the remaining budget by approximately £20,000. This would result in a projected year-end general 
reserve of around £451,153, assuming no further income or EMR transfers are received. This 
forecast provides a prudent estimate of the Council’s reserves position and highlights the 
importance of ongoing budget monitoring. Given the fact that the SAPPP guidelines recommend a 
General Reserve of between 3-12 months' net revenue expenditure, the council would be holding 
approximately 9-12 months. Therefore, at the March Full Council meeting, Council will be asked to 
consider if they wish to earmark any of these funds for specific projects. 

Conclusion 

Overall, Windlesham Parish Council’s financial position remains stable and aligned with planned 
expenditure for 2025/26. YTD income is near fully received; expenditure is tracking at 85.1% with 
variances largely explained by EMR-funded projects and previously agreed reserve usage. 
Councillors are asked to note the report and raise any queries or concerns. 



Windlesham Parish Council

Month No: 9 Account Code Report

09/01/2026
08:48

Page 1
Income & Expenditure by Budget 09/01/2026

Actual Year to Date Current Annual Bud Budget Variance Committed Expenditure Funds AvailableActual Current Mnth % Spent

Income
1,3141000 Burial fees 44,730 72,086 27,356 62.1%

01030 Allotment Fees 2,140 2,020 (120) 105.9%
01076 Precept 551,061 551,060 (1) 100.0%
01900 Interest Received 12,161 19,179 7,018 63.4%
01950 CIL Income 28,573 0 (28,573) 0.0%

1,314 638,665 644,345 5,680Total Income 99.1%
Overhead Expenditure

1904005 Ashes interment 4,560 8,820 4,260 4,260 51.7%
04010 Allotment purchase 100,000 0 (100,000) (100,000) 0.0%

2804050 Rates 2,514 2,934 420 420 85.7%
224055 Pavilion Utilites 219 420 201 201 52.2%
774060 Maintenance 9,569 15,516 5,947 5,947 61.7%

2,1304061 Cemetery maintenance - grounds 17,660 26,327 8,667 8,667 67.1%
04062 Cemetery maintenance - general 375 25,000 24,625 24,625 1.5%
04070 Allotment Refunds 0 100 100 100 0.0%

1,0004100 War Memorial 1,574 13,624 12,050 12,050 11.6%
754160 Greenspace Contingency 2,820 3,000 180 180 94.0%

8,4264165 Greenspace Contract 75,830 120,047 44,217 44,217 63.2%
04170 Environmental costs 0 10,000 10,000 10,000 0.0%
04185 Planting 5,975 5,789 (186) (186) 103.2%
04190 Christmas Trees (5,745) 9,000 14,745 14,745 (63.8%)

4804195 Tree Maintenance/Surgery 6,975 10,000 3,025 3,025 69.8%
1394220 Playground Repairs & Renewal 66,988 21,320 (45,668) (45,668) 314.2%

11,8624300 Salaries 108,658 149,885 41,227 41,227 72.5%
1,8564340 Local Government Pension 18,990 26,538 7,548 7,548 71.6%
1,4674345 HMRC Payroll 13,547 17,938 4,391 4,391 75.5%

04350 Training 2,421 6,100 3,679 3,679 39.7%
04380 Elections 10,029 0 (10,029) (10,029) 0.0%

9054400 Legal/HR/Recruitment Costs 8,845 4,500 (4,345) (4,345) 196.5%
04403 Consultant costs 480 20,000 19,520 19,520 2.4%
04410 Cleaner 0 750 750 750 0.0%
04415 Insurance 5,456 5,244 (212) (212) 104.0%
04420 Finance System 3,366 3,476 110 110 96.8%
04425 External Finance Support 0 600 600 600 0.0%

1804430 Licences & Subscription 6,728 4,977 (1,751) (1,751) 135.2%
1964435 Office Expenses 1,650 3,500 1,850 1,850 47.1%
4444440 ICT Costs 3,400 6,220 2,820 2,820 54.7%

04445 Audit (244) 1,575 1,819 1,819 (15.5%)
344455 Telecoms & Security 1,648 4,299 2,651 2,651 38.3%

Continued over page



Windlesham Parish Council

Month No: 9 Account Code Report

09/01/2026
08:48

Page 2
Income & Expenditure by Budget 09/01/2026

Actual Year to Date Current Annual Bud Budget Variance Committed Expenditure Funds AvailableActual Current Mnth % Spent

2,4794500 Cllr Allowances, Training & Ex 23,257 32,989 9,732 9,732 70.5%
144525 Bagshot Chapel Building Costs 113 280 167 167 40.2%

6234550 Office Building Costs 4,771 7,073 2,302 2,302 67.4%
6624555 HMLD Building Costs 5,964 7,414 1,450 1,450 80.4%

04600 Annual Meeting & Civic Costs (813) 1,117 1,930 1,930 (72.8%)
1,6894640 Communications 2,431 8,500 6,069 6,069 28.6%

04650 Grants 33,812 15,683 (18,129) (18,129) 215.6%
04905 Pavilion Expenses 70 10,000 9,930 9,930 0.7%
04915 Festive Lights (4,969) 12,140 17,109 17,109 (40.9%)
04940 VE Day/Village enhancements 8,169 18,000 9,831 9,831 45.4%

1324950 Hall Hire 1,089 3,650 2,561 2,561 29.8%
35,362 548,180 644,345 96,165 0 96,165Total Overhead 85.1%

(34,048)
1,314 638,665

548,180
Total Income

Total Expenditure
Net Income over Expenditure

644,345 5,680
644,345 96,165 0 96,16535,362

90,485 0 (90,485)
85.1%
99.1%

plus Transfer from EMR 1,490 214,148 0 (214,148)
less Transfer to EMR 0 67,273 0 (67,273)

Movement to/(from) Gen Reserve (32,558) 237,359 (237,359)0



Account Opening Transfers Committed Adj balance Reason for commitments Budget

balance 17 Jul 25 Decision

315 Capital Receipts 1,300.00              1,300.00

320 EMR School Lane Play Equipment 35,742.54            35,742.54

321 EMR Windmill Field playground 46,182.00           (46,182.00) 0.00

325 EMR Windlesham CIL 54,302.18           (40,645.39) 13,656.79 £17,259 Windmill Field playground

£33,333.33 Allotment Purchase

CIL receipt £9,947

Various

330 EMR Repairs and Maintenance 35,997.38            35,997.38 Budget 

discussion

331 EMR War Memorials 4,976.00              4,976.00

332 EMR Allotments 2,000.00             2,000.00

335 EMR Cemeteries 24,650.00           (24,650.00) 0.00 £13,860 Transfer to EMR for Asset 

Transfered in 26/27 Budget.

£5k to Playground Repairs & Renwals EMR

£5k transfer to Windlesham Cemetery EMR 

for memorial restoration

0.00

336 EMR Lightwater Cemetery maintenance 53,250.00           829.92 (18,300.00) 35,779.92 Cemetery fencing - £18,300. C/24/43

337 EMR Bagshot Cemetery maintenance 25,000.00           (4,884.16) 0.00 20,115.84

338 EMR Windlesham Cemetery maintenance 21,418.00           20,000.00 (5,615.00) 35,803.00 Cemetery drainage - £5,615 WVC/25/10

340 EMR Lightwater Pavilion & Rec 143,391.91          (20,789.17) (22,499.00) 100,103.74 Legal advice re: Pavilion/FIT - £14,999;  

Removal of dedication - £4,000; Land 

transfer - £1,500; Additional legal questions 

arising - £2,000 

LVC/23/46; 

LVC/23/59

345 EMR Bagshot Village 13,068.56           33,333.33 46,401.89

346 EMR Bagshot grants 317.00 317.00

350 EMR Lightwater Village 19,059.90           (4,103.67) 14,956.23

351 EMR Lightwater grants 5,020.00             (727.81) 4,292.19

355 EMR Windlesham Village 15,279.15            (290.00) (3,500.00) 11,489.15 £3,500 balance of £5,000 re: Planning 

consultant for Neighbourhood Plan, 

WVC/23/20

356 EMR Windlesham grants 900.00 900.00

360 EMR Lightwater CIL - 18,626.00 18,626.00

365 EMR Elections 14,820.00           (14,820.00) 0.00

370 EMR Council Office Repairs 1,500.00              1,500.00

375 EMR Playarea Repairs &Renewals 25,550.00           18,700.00 44,250.00

377 EMR IT Equipment 517.01 517.01

378 EMR Training 900.00 900.00

380 EMR Bagshot CIL 300,258.59        (94,166.67) (182,000.00) 24,091.92 Traffic & infrastructure - £140,000; Bagshot 

Chapel - £20,000;  Pathway around School 

Lane Field - £22,000

Various

390 EMR Civic Functions 1,143.87               (125.00) 1,018.87

395 EMR Tree Works 38,508.49           (10,000.00) 28,508.49 £10k for in year costs 26-27 Budget 

discussion

396 EMR Greenspace 16,285.00           16,285.00

399 EMR CGR costs 35,791.00            35,791.00

EMR Asset Transfers 13,860.00 13,860.00

EMRs 937,128.58 (159,894.62) (228,054.00) 549,179.96

WINDLESHAM PARISH COUNCIL - EMR STATUS AS AT 9 Jan 2026

260120 EMR less committments - year ended 31 March 26 Current



Item 16 – To Approve Regular Payments for 2026-27 

For approval at Full Council 20th January 2026 

 
Financial Regulations 6.6 states: 

 
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 
may authorise in advance for the year. 
 

 
Actions required: 

Councillors are asked to approve the continued payment of direct debits, regular credit 
card payments, salaries and all associated costs listed above for the financial year 2026-27.  

 

A number of regular payments are made by Direct Debit each month. These are listed below: 
 

• British Gas – electricity bills 
• Castle Water (includes one final account to move to direct debit) 
• Surrey Heath Borough Council – rates 
• BT – quarterly line rental 
• Full payment each month of Barclaycard payment card linked to current account (£500 

limit) 
• Zentech IT – monthly payments for email hosting/back up etc 
• DR Communications – Phone and broadband monthly charge 
• SSE – Electricity for Christmas lights 
• Barclaycard 
• Surrey Heath Borough Council Greenspace Contract 
• Pure Gardens Windlesham Cemetery Greenspace Contract 
• Light Angels' annual Christmas Trees and Lights provision 

 

 
Additionally, the following regular payments are made by credit card: 

 
Canva subscription 
Information Commissioners Office annual registration  
Survey Monkey subscription 
Adobe subscriptions 
National Allotment Society 
Moneysoft (payroll software) 
GovAssist software 
Hive FOI Advice and Training 
SALC (Surrey Association of Local Councils /NALC (National Association of Local Councils)  
SLCC (Society of Local Council Clerks) 
ICCM (Institute of Cemeteries and Crematorium Management) 

 
With regard to the current contracts, Council should note that the current Greenspace contract 
has a three-month notice period, with the SHBC and the Council will be looking to re-tender once 
the outcome of the CGR is complete.   
 
PAYE, NI and Pension payments are made for the following job roles in accordance with 



contractual obligations 
 

• Clerk to the Council 
• Assistant Clerk 
• Operations Coordinator 
• Cemeteries & Allotment Coordinator 
• Communications and Engagement Officer 
• Responsible Financial Officer  

 
1) To approve the continued payment of direct debits, regular credit card payments, 

salaries and all associated costs listed above for the financial year 2025-26. 

 
Jo Whitfield 
Clerk to the Council 
January 2026 



Item 17 - Internal Audit Report - Full Council 20th January 2026 

Attached is the interim internal audit report completed by Andy Beams on 15th December 2025. 

The table below highlights the matters arising from the audit this time.  

Action required:  

Council is asked to read the full report, then note the recommendations below, and to approve 
the following responses to action points raised: 

Audit Point Audit Findings Council 
comments 

B. FINANCIAL
REGULATIONS, 
GOVERNANCE
AND
PAYMENTS

The councillors also sign a statement that 
they are happy to receive information 
electronically, although I recommend this is 
amended to state “As per Schedule 12 of the 
Local Government Act 1972, I consent to the 
receipt of all council meeting papers by 
electronic methods. I understand I may 
withdraw this consent at any time.” 

I note that the Website Accessibility 
Statement refers to compliance with 
WCAG 2.1 AA. This should be updated to 
reflect the compliance level compared to 
the current standard WCAG 2.2 AA to meet 
the requirements of Governance Assertion 
10. 

I note the council also has an adopted 
Scheme of Delegation to support the 
Financial Regulations, although this is not 
published on the council website, and I 
recommend that it is added for full 
transparency. 

I note that the current payment process 
needs only one councillor to authorise the 
payments online, which still meets the 
requirements for dual authentication, and I 
recommend that FR 7.6 is amended to 
reflect this. 

Reference to the LGA 1972 
has now been added to the 
permissions forms and will 
be implemented as new 
Councillors are elected. 

The Council’s website 
provider has been contacted, 
and the website is now up to 
date. 

This document is now 
available on the website 

The Financial Regulations 
have been amended and are 
an item for approval on the 
January Full Council meeting. 

JW 
Clerk to the Council 
January 2026 
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Mrs J Whitfield 
Windlesham Parish Council  
Council Office 
The Avenue 
Lightwater 
Surrey 
GU18 5RG 
 
15 December 2025 
 
Dear Jo 
 
Re: Windlesham Parish Council 
Internal Audit for Financial Year Ended 31 March 2026 – Interim Audit report 
 
Executive summary 
Following completion of our interim internal audit on 15 December 2025 we enclose our report for your kind 
attention and presentation to the council. The audit was conducted in accordance with current practices and 
guidelines, and testing was risk based. Whilst we have not tested all transactions, our samples have where 
appropriate covered the entire year to date.  
 
Our report is presented in the same order as the assertions on the internal auditor report within the published 
Annual Governance and Accountability Return (AGAR). The start of each section details the nature of the 
assertion to be verified. Testing requirements follow those detailed in the audit plan previously sent to the 
council, a copy of which is available on request. The report concludes with an opinion as to whether each 
assertion has been met or not at this point in the year. Recommendations for action are shown in bold text 
and are summarised in the table at the end of the report. 

 
Our sample testing did not uncover any errors or misstatements that require reporting to the external auditor at 
this time, nor did we identify any significant weaknesses in the internal controls such that public money would 
be put at risk. 
 
It is clear the council takes governance, policies and procedures seriously and I am pleased to report that 
overall, the systems and procedures you have in place are fit for purpose and whilst my report may contain 
recommendations to change these are not indicative of any significant failings, but rather are pointers to 
improving upon an already well-ordered system. 
 
It is therefore our opinion that the systems and internal procedures at Windlesham Parish Council are well 
established and followed.   

 
 
 
 
 



Windlesham Parish Council Interim Internal Audit Report 2025-26 
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Regulation 
The Accounts and Audit Regulations 2015 require smaller authorities, each financial year, to conduct a review 
of the effectiveness of the system of internal control and prepare an annual governance statement in 
accordance with proper practices in relation to accounts. In addition to this, a smaller authority is required by 
Regulation 5(1) of the Accounts and Audit Regulations 2015 to “undertake an effective internal audit to 
evaluate the effectiveness of its risk management, control and governance processes, taking into account 
public sector internal auditing standards or guidance.” 
 
Internal auditing is an independent, objective assurance activity designed to improve an organisation’s 
operations. It helps an organisation accomplish its objectives by bringing a systematic, disciplined approach to 
evaluate and improve the effectiveness of risk management, control and governance processes. The purpose 
of internal audit is to review and report to the authority on whether its systems of financial and other internal 
controls over its activities and operating procedures are effective.   
 
Internal audit’s function is to test and report to the authority on whether its specific system of internal control is 
adequate and working satisfactorily. The internal audit reports should therefore be made available to all 
Members to support and inform them when they considering the authority’s approval of the annual governance 
statement.   
 
Independence and competence 
Your audit was conducted by Andy Beams of Mulberry Local Authority Services Ltd, who has over 35 years’ 
experience in the financial sector with the last 15 years specialising in local government.  
 
Your auditor is independent from the management of the financial controls and procedures of the council and 
has no conflicts of interest with the audit client, nor do they provide any management or financial assistance to 
the client. 
 
Engagement Letter and inherent risk assessment 
An engagement letter was previously issued to the council covering the 2025/26 internal audit assignment, 
which includes the scope and plan of works and fee structure. Copies of this document are available on 
request from anna@mulberrylas.co.uk  
 
In summary, our work will address each of the internal control objectives as stated on the Annual Internal Audit 
Report of the AGAR.  
 
It is our opinion that the inherent risk of error or misstatement is low, and the controls of the council can be 
relied upon and as such substantive testing of individual transactions is not required. Testing to be carried out 
will be “walk through testing” on sample data to encompass the period of the council year under review.  

 
 
 
 
 
 
 
 
 
 
 

mailto:anna@mulberrylas.co.uk
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A. BOOKS OF ACCOUNT  
Internal audit requirement 
Appropriate accounting records have been kept properly during the year. 

 
Audit findings 
The audit was conducted on site with the Clerk and the council’s Responsible Financial Officer (RFO). The 
information advised in advance of the visit had been prepared and was available for review, and overall, I have 
the impression that accounting records are neatly maintained and easily accessible. Other information was 
reviewed through discussion with the officers and a review of the council website www.windleshampc.gov.uk 
 
The council uses the Rialtas Business Solutions (RBS) accounting package for recording the council’s finances. 
This is an industry specific accounting package. The accounting package is updated regularly and used to 
produce management information reports for review at council meetings.  
 
The system requires the population of key data fields to enable the user to record a transaction. This is a clear 
and easy to follow system and a review of the cashbook shows that all data fields are being entered with 
sufficient narrative detail to identify the source and purpose of each transaction. 
  
I reviewed the nominal ledger entries for the year to date. I found no evidence of instances of netting off and 
transactional items were posted with sufficient narrative detail to explain their source and appeared to be 
placed to the most appropriate nominal code budget headings. 
 
 
B. FINANCE REGULATIONS, GOVERNANCE AND PAYMENTS  
Internal audit requirement 
This authority complied with its Finance Regulations, payments were supported by invoices, all expenditure 
was approved, and VAT was appropriately accounted for. 

 
Audit findings 
Check the publication and minuting of the prior year audited AGAR and notice of conclusion of audit 
The External Auditor’s Report for 2024/25 was not qualified and has been published on the council website 
along with the Notice of Conclusion of Audit and was reported to the council meeting held on 29 July 2025 
(minute ref C/25/62). 
 
Confirm by sample testing that councillors sign statutory office forms 
I confirmed by sample testing that councillors sign “Acceptance of Office” forms. The councillors also sign a 
statement that they are happy to receive information electronically, although I recommend this is 
amended to state “As per Schedule 12 of the Local Government Act 1972, I consent to the receipt of all 
council meeting papers by electronic methods. I understand I may withdraw this consent at any time.” 
 
The council website includes a councillor page where the individual Register of Members’ Interests forms are 
published. 

 
Confirm that the council is compliant with GDPR 
The council is fully aware of GDPR and has undergone training. It was noted the council has established 
common email addresses for all councillors. This is recommended because it gives a natural segregation 
between work and personal lives, making it clear beyond doubt in what capacity a councillor is acting. In 
addition to this it gives control to the council, adds a degree of professionalism and in the event of a FOI 
request limits access to personal computers.  

 

https://www.windleshampc.gov.uk/Home_20051.aspx


Windlesham Parish Council Interim Internal Audit Report 2025-26 

5 of 17 

 
 

The Smaller Authorities Proper Practices Panel (SAPPP) Practitioner’s Guide (March 2025) contains updated 
guidance on the matter as below, including details of the new Governance Assertion to be included in the 
2025/26 AGAR: 
 
Assertion 10 - Digital and data compliance  
 
To warrant a positive response to this assertion, the authority needs to have taken the following actions:  
 
1.47 Email management - Every authority must have a generic email account hosted on an authority owned 
domain, for example clerk@abcparishcouncil.gov.uk or clerk@abcparishcouncil.org.uk rather than 
abcparishclerk@gmail.com or abcparishclerk@outlook.com for example.  
 
1.48 All smaller authorities (excluding parish meetings) must meet legal requirements for all existing 
websites regardless of what domain is being used.  
 
1.49 All websites must meet the Web Content Accessibility Guidelines 2.2 AA and the Public Sector Bodies 
(Websites and Mobile Applications) (No. 2) Accessibility Regulations 2018 (where applicable).  
 
1.50 All websites must include published documentation as specified in the Freedom of Information Act 
2000 and the Transparency Code for Smaller Authorities (where applicable). 
 
1.51 All smaller authorities, including parish meetings, must follow both the General Data Protection 
Regulation (GDPR) 2016 and the Data Protection Act (DPA) 2018.  
 
1.52 All smaller authorities, including parish meetings, must process personal data with care and in line with 
the principles of data protection.  
 
1.53 The DPA 2018 supplements the GDPR and classifies an authority as both a Data Controller and a Data 
Processor.  
 
1.54 All smaller authorities (excluding parish meetings) must also have an IT policy. This explains how 
everyone - clerks, members and other staff - should conduct authority business in a secure and legal way 
when using IT equipment and software. This relates to the use of authority-owned and personal equipment. 
 
The council has a Privacy Notice, Website Accessibility Statement, FOI Publication Scheme and IT Policy 
published on its website. 
 
I note that the Website Accessibility Statement refers to compliance with WCAG 2.1 AA. This should be 
updated to reflect the compliance level compared to the current standard WCAG 2.2 AA to meet the 
requirements of Governance Assertion 10. 
 
Confirm that the council is compliant with the relevant transparency code  
As the council’s income and expenditure exceeds £25,000, it is not a statutory requirement to follow the 
requirements of the Local Government Transparency Code, although it is recommended best practice to do so.  

 
Confirm that the council meets regularly throughout the year  
In addition to full council, the council has a committee structure in place, with terms of reference published 
on the council website, along with details of future meeting dates and historic agendas and minutes for 
meetings. 

https://www.w3.org/TR/WCAG22/
https://www.legislation.gov.uk/uksi/2018/952/contents
https://www.legislation.gov.uk/uksi/2018/952/contents
https://www.legislation.gov.uk/ukpga/2000/36/contents
https://www.legislation.gov.uk/ukpga/2000/36/contents
https://www.gov.uk/government/publications/transparency-code-for-smaller-authorities
https://www.legislation.gov.uk/eur/2016/679/contents
https://www.legislation.gov.uk/eur/2016/679/contents
https://www.legislation.gov.uk/ukpga/2018/12/contents
https://www.legislation.gov.uk/ukpga/2018/12/contents
https://www.legislation.gov.uk/eur/2016/679/contents
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Check that agendas for meetings are published giving 3 clear days’ notice 
I was able to confirm that at least 3 clear days’ notice is given on agendas. Whilst we have not tested every 
single committee and council meeting there was no evidence of non-compliance in giving three clear days’ 
notice of the meeting. 
 
I note the council also publishes the non-confidential supporting papers for meetings on the council website 
with the agendas in accordance with the requirements of the Information Commissioner’s Office. 

 
Check the draft minutes of the last meeting(s) are on the council’s website  
Minutes are uploaded to the council website and clearly annotated as draft where applicable. 

 
Confirm that the Parish Council’s Standing Orders have been reviewed within the last 12 months  
The Standing Orders are based on the current NALC model and were most recently reviewed and adopted by 
council on 20 May 2025 (minute ref C/25/13). 

 
Confirm that the Parish Council has adopted and recently reviewed Financial Regulations 
Financial Regulations are based on the current NALC model and were last reviewed and adopted by council in 
May 2025 (minute ref C/25/13). The regulations contain provisions for the approval of spending, setting of 
budgets, reconciliation of the bank and reporting to council. I note the council also has an adopted Scheme 
of Delegation to support the Financial Regulations, although this is not published on the council website 
and I recommend that it is added for full transparency. 
 
Check that the council’s Financial Regulations are being routinely followed 
The council has thresholds in place at which authorisations to spend must be obtained as below:  
 
FR 5.15 Individual purchases within an agreed budget for that type of expenditure may be authorised by:  
 

• the Clerk, under delegated authority, for any items below [£2,500] excluding VAT.  
 
• the Clerk, in consultation with the Chair of the Council or Chair of the appropriate 
committee, for any items between £2,500 and £5,000 excluding VAT.  
 
• a duly delegated committee of the council for all items of expenditure within their 
delegated budgets for items under £15,000 excluding VAT  
 
• the council for all items over £15,000 

 
Such authorisation must be supported by a minute (in the case of council or committee 
decisions) or other auditable evidence trail. 
 

FR 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 £3,000 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. 

 
Based on the level of financial activity of the council, and through discussion with the Clerk, these 
authorisation thresholds appear appropriate.  
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I tested a sample of invoices and was able to confirm that amounts have been properly authorised in 
accordance with the adopted Financial Regulations, and payment lists are appended to the minutes of 
relevant meetings with the minutes recording the approval of such. 
 
The council’s adopted Financial Regulations contain a section covering the making of payments using online 
banking and state: 
 
FR 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.  

 
FR 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.  
 
FR 7.6 Two councillors who are authorised signatories shall check the payment details against the 

invoices before approving each payment using the online banking system.  
 
FR 7.7 Evidence shall be retained showing which members approved the payment online  
 
FR 7.8. A full list of all payments made in a month shall be provided to the next council meeting and 

appended to the minutes. 
 
The council has in place a system to segregate duties in terms of the setting up and subsequent release of 
payments made via online banking and has sufficient individuals authorised to complete these steps, 
minimising the risk of being unable to make payments in a timely fashion. I note that the current payment 
process needs only one councillor to authorise the payments online, which still meets the 
requirements for dual authentication, and I recommend that FR 7.6 is amended to reflect this. 

 
Confirm the council has adopted the General Power of Competence (GPC) and met the eligibility criteria at the 
time of adoption, or if GPC not adopted, confirm all section 137 expenditure meets the guidelines and does not 
exceed the annual per elector limit of £11.10 per elector 
The council has confirmed its eligibility and adopted the General Power of Competence (GPC) and the section 
137 threshold does not apply. 
 
Check receipt of VAT refund matches last submitted VAT return 
The council submits its VAT return on a quarterly basis. I reviewed the submission for the period ending 30 
September 2025 which showed a refund amount due of £24,346.38 and was fully supported by the required 
details. I was able to confirm receipt of this amount to the council’s bank account on 7 October 2025. The 
council is up to date with its VAT submissions. 

 
Confirm that checks of the accounts are made by a councillor 
The system noted above details internal review takes place and I am under no doubt that council properly 
approves expenditure. 
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C. RISK MANAGEMENT AND INSURANCE  
Internal audit requirement 
This authority assessed the significant risks to achieving its objectives and reviewed the adequacy of 
arrangements to manage these. 

 
Audit findings 
The council’s adopted Financial Regulations include a section covering Risk Management and state: 
 
FR 2.1 The council must ensure that it has a sound system of internal control, which delivers effective 

financial, operational and risk management.  
 
FR 2.2 The Clerk with the RFO 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.  

 
FR 2.3 When considering any new activity, the Clerk with the RFO shall prepare a draft risk assessment 

including risk management proposals for consideration by the council.  
 
FR 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. 
 
The council has a risk assessment process in place, which was last reviewed and approved by council in 
March 2025 (minute ref C/24/203).  
 
I reviewed the risk register, which includes a risk matrix to assess the overall risk based on likelihood and 
severity of an event occurring and then assesses the risks within different areas of the council’s business 
operations.  
 
Each potential risk is identified, and the control measures are recorded. An assessment of the risk using the 
matrix is then made to determine an overall score. The register then details any further measures required 
and reassesses the overall risk using the matrix. 
 
This is a comprehensive approach and includes analysis of all risks typically associated with a council of this 
size with its range of services and facilities.  

 
I confirmed that the council has a valid insurance policy in place with Ecclesiastical Insurance, through Clear 
Councils, which covers the year under review. The policy includes Public Liability cover of £10 million, 
Employers Liability cover of £10 million and a Fidelity Guarantee level of £1.5 million which is sufficient for a 
council of this size, although the council is advised to keep this figure under review to ensure it covers the 
maximum balance held. 
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D. BUDGET, PRECEPT AND RESERVES  
Internal audit requirement 
The precept or rates requirement resulted from an adequate budgetary process; progress against the budget 
was regularly monitored; and reserves were appropriate. 

 
Audit findings 
The council set a precept of £551,061 for 2025/26. With a tax base of 8,439.8, this equates to a band D 
equivalent of £65.29 (compared to the average in England of £92.92).  The Clerk confirmed that the 2026/27 
budget and precept were approved by the council at the meeting held in November 2025. 
 
The budget report dated 27 November 2025 shows income reported as 99% of budget and expenditure at 79%, 
although there are also several transfers between earmarked reserves that have taken place during the year. 
 
This suggests that the budget has been accurately set and carefully monitored throughout the year. There is 
evidence within the minutes of meetings that councillors regularly receive budget reports for review, providing 
them with sufficient financial information to make informed decisions. 

 
At the date of the interim audit, the council held circa £792,000 in earmarked reserves, spread across a range 
of clearly identifiable projects, including amounts received from Community Infrastructure Levy (CIL) which are 
identified separately by village settlement. I checked the purpose of these earmarked reserves with the Clerk 
and am satisfied they are all for legitimate future planned projects of the council. 
 
The Smaller Authorities Proper Practices Panel (SAPPP) Practitioner’s guide provides updated guidance on the 
appropriate level of general reserves that councils should retain as below:  
 
5.33 The general reserve of an authority comprises its cash flow and contingency funds to cover unexpected 
inflation, unforeseen events and unusual circumstances.  
 
5.34 The generally accepted recommendation with regard to the appropriate minimum level of a smaller 
authority’s general reserve is that this should be maintained at between three and twelve months of net 
revenue expenditure.  
 
5.35 The reason for the wide range is to cater for the large variation in activity level between individual 
authorities. The smaller the authority, the closer the figure may be to 12 months expenditure, the larger the 
authority, the nearer to 3 months. In practice, any authority with income and expenditure in excess of £200,000 
should plan towards 3 months equivalent general reserve.  
 
5.36 In all of this it is important that each authority adopt, as a general reserve policy, the level appropriate to 
their size, situation, risks and plan their budget so as to ensure that the adopted level is maintained. 
Consideration of the minimum level of reserves requires not only consideration of level of income and 
expenditure but also the risks to that income. 
 
 5.37 Authorities with significant self-generated income (other than the precept or levy) should take into 
account situations that may lead to a loss in revenue as well as increased costs and adapt their general reserve 
accordingly. 
 
A review of the general reserve balance will be conducted at the final internal audit, and the council is advised 
to follow the recommended guidance in determining an appropriate level. 
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E. INCOME  
Internal audit requirement 
Expected income was fully received, based on correct prices, properly recorded and promptly banked; and VAT 
was appropriately accounted for. 

 
Audit findings 
Apart from the precept, the council receives income from a range of sources.  
 
From a review of the accounting records, income appears to be recorded with sufficient narrative detail to 
identify the source and allocated to the most appropriate nominal code.  
 
I tested a sample of invoices issued for cemetery fees and was able to confirm rates charged were consistent 
with the council’s published charging schedule. 
 
FR 13.2 states ‘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 process, following a report of the Clerk. The RFO shall be 
responsible for the collection of all amounts due to the council.’ 
 
Fees are reviewed as part of the budget setting process, and confirmation of the agreed fees for 2025/26 is 
recorded in the minutes of the meeting held in January 2025 (minute ref C/24/145 and C/24/156), although the 
Clerk confirmed this is normally done in October to align with the budget setting process. 

 
 

F. PETTY CASH  
Internal audit requirement 
Petty cash payments were properly supported by receipts; all petty cash expenditure was approved and VAT 
appropriately accounted for. 

 
Audit findings 
The council has no petty cash and the testing for this internal control objective does not apply. 

 
 

G. PAYROLL  
Internal audit requirement 
Salaries to employees and allowances to members were paid in accordance with the authority’s approvals, 
and PAYE and NI requirements were properly applied. 

 
Audit findings 
All staff members have a signed contract of employment, and the council is a member of the Local 
Government Pension Scheme (LGPS). Performance reviews for staff members are completed annually by the 
Clerk, with their review conducted by the Chair of Personnel Committee and Chair of Council. 

 
Payroll is processed is processed in house by the Clerk using MoneySoft. I reviewed the payroll summary and 
payslips provided for the interim audit and the payroll deductions appear correct. I was able to confirm that 
HMRC and pensions payments are up to date and that the council is correctly not claiming the employment 
allowance for national insurance contributions. 
 
There is a councillor allowance scheme in place, with payments to eligible (elected) members paid monthly 
through payroll in accordance with HMRC requirements. 
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H. ASSETS AND INVESTMENTS  
Internal audit requirement 
Asset and investments registers were complete and accurate and properly maintained. 

 
Audit findings 
The Smaller Authorities Proper Practices Panel (SAPPP) Practitioner’s guide provides updated guidance on 
assets and asset registers as below:  
 
5.58 The asset register should contain in its most simple form the date of acquisition, cost of acquisition, 
useful life estimate and location along with value held for investments; however, it is desirable for the register 
to contain other such supplementary information to enable the user to better understand the nature and 
scope of the use of the fixed asset. It is therefore recommended to show insurance value, replacement value, 
custodian, date last physically vouched.  
 
5.59 Each authority may choose an appropriate minimum value for deciding between fixed assets and 
general consumables. The limit chosen will relate to expected useful life, whether the item would be included 
on an insurance claim and whether it is included in the risk assessment of the authority in any way. This 
minimum level is to be minuted and reviewed at least annually. The rationale and methodology should be 
recorded in the minutes.  
 
5.60 One item or group of similar items shall be regarded for inclusion in the fixed asset register.  
 
5.61 Assets should be first recorded in the asset register at their actual purchase cost.  
 
5.62 Assets that are either under construction or have not been brought into use should be included on the 
asset register only once complete and they benefit the community.  
 
5.63 Obsolete assets that are no longer in use or are awaiting disposal should be clearly recorded as such.  
 
5.64 Where an authority receives an asset as a gift at zero cost, for example by community asset transfer, it 
should be included with a nominal one-pound (£1) value as a proxy for the zero cost.  
 
5.65 Assets that do not have a functional purpose or any intrinsic resale value (for example, a village pond or 
war memorial) are often referred to as ‘community assets’. Authorities should record community assets in the 
asset register in the same way as gifted assets.  
 
5.66 The particular method of asset valuation is not specified in proper practices so authorities may use any 
reasonable approach to be applied consistently from year to year. The method of asset valuation adopted 
should be set out in a policy approved by the authority and recorded in the authority’s minutes and in the 
asset register.  
 
5.67 For authorities covered by this guide, the most appropriate and commonly used method of fixed asset 
valuation for first registration on the asset register is at acquisition cost. This means that the recorded value of 
the asset will not change from year to year, unless it is materially enhanced.  
 
5.68 Commercial concepts of depreciation, impairment adjustments, and revaluation are not required nor 
appropriate for this method of asset valuation.  
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5.69 The total value of an authority’s assets recorded on the asset register as at 31 March each year is 
reported at Line 9 on the authority’s AGAR. Authorities should be able to track and explain fully any changes in 
the asset register from year to year. 
 
The council has a fixed asset register in place which is maintained in an Excel format. The asset register 
records each asset within a category, provides a description, records the dates of acquisition and the minute 
references of agreed purchase, shows the replacement value and the original cost, and the location and 
present use of each asset. Assets are correctly listed at cost/proxy cost, or where gifted/donated, given a 
nominal £1 value for the purpose of the asset register.  

 
I confirmed by sample testing of the invoices that items added during the year has been accurately recorded 
as the original net purchase price.  

 
The Smaller Authorities Proper Practices Panel (SAPPP) Practitioner’s guide provides updated guidance on 
investments, and defines a long-term investment as below:  
 
2.23 Short-term investments, which mainly include deposit and savings accounts typically provided by 
banks, are those that display the following characteristics:  

a. are denominated in pounds Sterling;  
b. be realisable at full value on demand or have a maturity end date of not more than 12 months;  
c. the whole of the original sum invested can, from the time that the investment is made, be accessed 
for use by the authority without any reduction; and  
d. the authority has assessed the counterparty and is satisfied that the original sum invested is not 
subject to unreasonable risk. 

 
2.26 A long-term investment arises where the authority invests money in anything other than a short-term 
investment. 

 
1.11 Arrangements need to be in place to ensure that the authority’s funds are managed properly and that 
any amounts surplus to requirements is invested appropriately, in accordance with an approved strategy 
which needs to have regard to the government’s Statutory Guidance on Local Government Investments. If 
total investments are to exceed the threshold specified in the statutory guidance at any time during a financial 
year, the authority needs to produce and approve an annual Investment Strategy in accordance with the 
guidance. 
 
The council has adopted an Investment Strategy to support its future decision making on placement of funds 
in accordance with the statutory guide. The Investment Strategy was most recently reviewed and adopted by 
the council at the meeting held in March 2025. 

 
The council has no borrowing through the PWLB. 
 

 
 
 
 
 
 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/678866/Guidance_on_local_government_investments.pdf
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I. BANK AND CASH  
Internal audit requirement 
Periodic bank account reconciliations were properly carried out during the year. 

 
Audit findings 
Financial Regulation 2.6 states ‘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.’ 
 
Bank reconciliations are completed monthly. I reviewed the latest bank reconciliation for all accounts and was 
able to confirm the balances to the bank statements and found no errors. 
 
I was able to confirm that the bank reconciliations have been verified in accordance with Financial Regulations, 
and evidence of this activity taking place is recorded within the minutes of meetings.  
 
As the council’s annual budget exceeds the €500,000 (£430,950 as of 3 July comparative date) threshold, it is 
not protected by the Financial Services Compensation Scheme (FSCS). The council holds accounts with a 
range of providers to mitigate the risk. 
 

 
J. YEAR END ACCOUNTS  

Internal audit requirement 
Accounting statements prepared during the year were prepared on the correct accounting basis (receipts and 
payments or income and expenditure), supported by an adequate audit trail from underlying records and, 
where appropriate, debtors and creditors were properly recorded. 
 
Audit findings 
To be tested at the final internal audit. 
 

 
K. LIMITED ASSURANCE REVIEW  
Internal audit requirement 
IF the authority certified itself as exempt from a limited assurance review in the previous year, it met the 
exemption criteria and correctly declared itself exempt.  

 
Audit findings 
The council did not certify itself exempt in 2024/25 due to exceeding the income and expenditure limits and 
this test does not apply.  
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L:  PUBLICATION OF INFORMATION 
Internal audit requirement 
The authority publishes information on a free to access website/webpage, up to date at the time of the internal 
audit in accordance with relevant legislation 

 
Audit findings 
The council is reminded that the following requirements apply. 
 
For councils with a turnover over £25,000, it is recommended best practice to follow the Local Government 
Transparency Code 2015, but not a statutory requirement and therefore not subject to verification during the 
internal audit. 
 
All councils are required to follow The Accounts and Audit Regulations which include the following 
requirements: 
 
13(1) An authority must publish (which must include publication on that authority’s website)  

(a) the Statement of Accounts together with any certificate or opinion entered by the local 
auditor in accordance with section 20(2) of the Act; and 

(b) the Annual Governance Statement approved in accordance with regulation 6(3) 
 
13(2) Where documents are published under paragraph (1), the authority must  

(a) keep copies of those documents for purchase by any person on payment of a reasonable 
sum; and 

(b) ensure that those documents remain available for public access for a period of not less 
than five years beginning with the date on which those documents were first published in 
accordance with that paragraph. 

 
     Testing for publication to meet this requirement will be completed at the final internal audit. 

 
 

M:  EXERCISE OF PUBLIC RIGHTS - INSPECTION OF ACCOUNTS  
 

Internal audit requirement 
The authority, during the previous year, correctly provided for the exercise of public rights as required by the 
Accounts and Audit Regulations. 

 
Audit findings 
 

Inspection – key dates 2024/25 Actual 
Date AGAR signed by council 29 April 2025 
Date inspection notice issued 2 June 2025 
Inspection period begins 3 June 2025 
Inspection period ends 14 July 2025 
Correct length (30 working days) Yes 
Common period included (first 
10 working days of July) 

Yes 

 
I am satisfied the requirements of this control objective were met for 2024/25, and assertion 4 on the 
Annual Governance Statement can therefore be signed yes by the council.  
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N:  PUBLICATION REQUIREMENTS  
Internal audit requirement 
The authority complied with the publication requirements for the prior year AGAR.  
 
Under the Accounts and Audit Regulations 2015, authorities must publish the following information on the 
authority website / webpage. 

 
Before 1 July 2025 authorities must publish: 
• Notice of the period for the exercise of public rights and a declaration that the accounting statements are as 
yet unaudited 
• Section 1 - Annual Governance Statement 2024/25, approved and signed, page 4 
• Section 2 - Accounting Statements 2024/25, approved and signed, page 5 
 
Not later than 30 September 2025 authorities must publish: 
•Notice of conclusion of audit 
•Section 3 - External Auditor Report and Certificate 
•Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review. 
It is recommended as best practice, to avoid any potential confusion by local electors and interested parties, 
that you also publish the Annual Internal Audit Report, page 3. 
 
Audit findings 
I was able to confirm that the Notice of the Period of Public Rights and Section 1 (Annual Governance 
Statement) and Section 2 (Accounting Statement) were published on the council’s website before 1 July 2025. 
 
I was able to confirm that the Notice of Conclusion of Audit and External Auditor Report and Certificate were 
published on the council’s website before 30 September 2025. 
 
The council has therefore met the publication requirements for 2024/25. 
 

 
O. TRUSTEESHIP  
Internal audit requirement 
Trust funds (including charitable) – The council met its responsibilities as a trustee. 

 
Audit findings 
The council has no trusts, and testing for this internal control objective is not applicable. 
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Achievement of control assertions at final internal audit date 
 
Based on the tests conducted during the interim audit, our conclusions on the achievement of the internal 
control objectives to date are summarised in the table below.  
 

 INTERNAL CONTROL OBJECTIVE YES NO NOT 
COVERED 

A Appropriate accounting records have been properly kept throughout the 
financial year 
 

✓   

B This authority complied with its Finance Regulations, payments were 
supported by invoices, all expenditure was approved, and VAT was 
appropriately accounted for 

✓   

C This authority assesses the significant risks to achieving its objectives and 
reviewed the adequacy of arrangements to manage these 

✓   

D The precept or rates requirement resulted from an adequate budgetary 
process; progress against the budget was regularly monitored; and 
reserves were appropriate. 

✓   

E Expected income was fully received, based on correct prices, properly 
recorded and promptly banked; and VAT was appropriately accounted for 

✓   

F Petty cash payments were properly supported by receipts, all petty cash 
expenditure was approved, and VAT appropriately accounted for 

  ✓ 

G Salaries to employees and allowances to members were paid in 
accordance with the authority’s approvals, and PAYE and NI requirements 
were properly applied. 

✓   

H Asset and investments registers were complete and accurate and properly 
maintained. 
 

✓   

I Periodic bank account reconciliations were properly carried out during the 
year. 
 

✓   

J Accounting statements prepared during the year were prepared on the 
correct accounting basis (receipts and payments or income and 
expenditure), supported by an adequate audit trail from underlying records 
and, where appropriate, debtors and creditors were properly recorded. 

 
To be tested at final internal 

audit 
 

K If the authority certified itself as exempt from a limited assurance review in 
the previous year, it met the exemption criteria and correctly declared itself 
exempt. 

 
 

  
✓ 

L The authority publishes information on a free to access website/webpage 
up to date at the time of the internal audit in accordance with the relevant 
legislation. 

To be tested at final internal 
audit 

 
M The authority, during the previous year correctly provided for the period for 

the exercise of public rights as required by the Accounts and Audit 
Regulations. 

 
✓ 

  

N The authority complied with the publication requirements for prior year 
AGAR. 
 

✓   

O Trust funds (including charitable) – The council met its responsibilities as a 
trustee. 
 

  ✓ 
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Should you have any queries please contact me directly on andy@mulberrylas.co.uk or 07428 647069. 
 
Yours sincerely 

 
Andy Beams 
Director, Mulberry Local Authority Services Ltd 

 
 
 

Interim Internal Audit - Points Carried Forward 
 
 

Audit Point Interim Audit Findings Council comments 
B. FINANCIAL 
REGULATIONS, 
GOVERNANCE AND 
PAYMENTS 

The councillors also sign a statement that 
they are happy to receive information 
electronically, although I recommend this is 
amended to state “As per Schedule 12 of the 
Local Government Act 1972, I consent to the 
receipt of all council meeting papers by 
electronic methods. I understand I may 
withdraw this consent at any time.” 
 
I note that the Website Accessibility 
Statement refers to compliance with 
WCAG 2.1 AA. This should be updated to 
reflect the compliance level compared to 
the current standard WCAG 2.2 AA to meet 
the requirements of Governance Assertion 
10. 

 
I note the council also has an adopted 
Scheme of Delegation to support the 
Financial Regulations, although this is not 
published on the council website and I 
recommend that it is added for full 
transparency. 

 
I note that the current payment process 
needs only one councillor to authorise the 
payments online, which still meets the 
requirements for dual authentication, and I 
recommend that FR 7.6 is amended to 
reflect this. 
 

 

 

mailto:andy@mulberrylas.co.uk


Item 18 – Request to add RFO as a bank signatory 

Full Council 20th January 2025 

 

This paper requests Council approval for the Responsible Financial Officer (RFO) to be a named 
signatory on all Council bank accounts, and for the Clerk to be delegated authority to add or 
remove the RFO as a signatory when staff changes occur. 

Background 

• The Council’s Financial Regulations require that banking arrangements, including the 
bank mandate, are made by the RFO and authorised by Council. These arrangements 
are reviewed annually for security and efficiency. 

• Best practice and sector guidance recommend that the RFO is a signatory to ensure 
effective financial management and continuity. 

• Staff changes may require prompt updates to bank mandates to maintain security and 
operational efficiency. 

 

 

Action 

Members are asked to consider: 

1. Approving the RFO as a named signatory on all Council bank accounts. 

2. Delegating authority to the Clerk to add or remove the RFO as a signatory on all 
Council bank accounts as required, in the event of staff changes. 

3. Amending Financial Regulations and the Scheme of Delegation to reflect any 
changes. 

 



Item 19 – Annual Parish Meeting – to discuss proposed agenda points. 

Full Council 20th January 2025 
 

 
Members will be aware that the Parish Council will be facilitating the next Annual Parish 
Meeting of the electors on the 17th March 2026. This year the meeting will be held at the 
Windlesham Field of Remembrance. 
 
At the October Full Council meeting, it was resolved that the Committees would identify 
appropriate speakers and submit recommendations. The following suggestions have been 
received. 
 

• Andy Robertshaw – Historian 
• A speaker on the Local Government Reorganisation  
• A speaker to explain the outcome of the CGR and next Steps 

 

Action 

Members are asked to decide: 

 
a) If they would like a speaker, and to specify whom. 

and 
b) To read the information below and agree on the Agenda Points 

 

Suggestions for Agenda Points: 
1. Chairman’s Welcome and Introductions 
2. To appoint a Clerk for the meeting 
3. To approve as a correct record the Minutes of the previous meeting 
4. Chairman’s Report 

• WPC Strategic Plan & Priorities -Presentation on progress made against 
planned items and suggestions for further items to be included. 

• Finances and Budget, a brief presentation on the Budget for the 2026-27 
year,  to be followed by an opportunity for members of the public to ask 
questions about the budget and reserves. 

5. Speaker 
6. Open Forum between electors to discuss issues important to their communities – 

This is an opportunity for electors to discuss community matters amongst themselves, 
identifying matters that are important to the whole parish community. While issues 
may be raised, councillors are not there to respond on behalf of the Parish Council. 
Any formal questions relating to the Council should be submitted through the 
appropriate channels for an official response. 

 

 
Conclusion of Formal Business 



Clarifications on the Role of the APM 
 

 
1. The APM is for Electors. It is not a Council Meeting 

o The APM is a forum for residents to discuss local matters. 

o The Parish Council as a corporate body does not have a formal role in 
answering questions at the meeting. 

 

 
2. Councillors Attend as Residents, not in an Official Capacity 

• Councillors attend as electors and are not required to answer questions on behalf 
of the Council. 

• While the Chair of the Parish Council must preside, the Council as a corporate 
body does not have a formal role in responding to questions. 

 

 
3. Handling Questions About the Parish Council 

• If residents have specific questions for the Parish Council, formal queries 
should be submitted in writing to the Parish Council for review at a future 
Council meeting. 

• An immediate response at the APM should not be expected. 
 
 

4. Ensuring a Constructive and Inclusive Meeting 
• The APM provides a space for residents to share views, exchange ideas, and 

raise concerns amongst themselves. 

• It is not a Q&A session with the Council, and discussion should focus on 
community debate rather than direct questioning of councillors. 

 

 
In summary, the APM is an opportunity for electors to discuss community matters amongst 
themselves. While issues may be raised, councillors are not there to respond on behalf of 
the Parish Council. Any formal questions relating to the Council should be submitted 
through the appropriate channels for an official response. 



Differences between the Annual Parish Meeting anda Parish Council 

What is thepurpose ofanAnnualParish Meeting? 

Annual Parish Meetings are quite distinct from meetings of the Parish 
Council and should not be confused. 

The purpose of the APM is to enable the registered electors to discuss 
parish affairs and to have a say on anything they consider valuable to the 
people of the parish. This meeting is also an opportunity for the Parish 
Council (and higher tiers of local government) and community group 
leaders to engage with residents, and to inform them of what the Council 
has been doing over the past year. 

 

Meeting 

Any person on the electoral register of the parish is entitled to speak at a 
Parish Meeting, at Parish Council meetings, members of the public may only 
speak at the Chairman's discretion. 

Any matter pertinent to the parish may be discussed at a Parish Meeting, 
whereas at a Parish Council meeting subjects for discussion should be 
limited to matters on which the council has the power to act. 

 
Who hasthe right to convene anAnnual Parish Meeting? 

The Annual Parish Meeting may be convened by the Chairman of the 
Parish Council, or any two Parish Councillors, or by six electors of the 
Parish for which it is to be held. 

 
Will Parish Councillors be at themeeting? 

All Parish Councillors will be invited to attend the meeting and at the 
discretion of the Chair, Councillors will also have an opportunity to raise 
questions and make comments. However, the purpose of the meeting is to 
enable the electors to have their say. 

Who can attend the meeting? 

The Annual Parish Meeting is for all electors of the Parish. It is not a meeting 
of the Parish Council. Anyone is welcome to attend the meeting however, only 
registered electors of the parish may speak and vote during the meeting. 

 
 
 
 
 

 
Who will Chair the meeting? 

The Chair of the Parish Council may attend (whether they are an elector or 
not) and must preside if present. The Vice-Chair (if any) must preside in the 
absence of the Chair of the Parish Council. If both are absent, the meeting 
elects someone to preside. 

 
 
 

 
The relationship between the Parish Meeting and theParish Council 

Though a Parish Meeting may discuss parish affairs, its resolutions differ 
considerably in their legal consequences. In few cases is a decision legally 
binding. Most decisions are persuasive only and the Parish Council may 
legally disregard them. 
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