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APC/23-24/AM/A 
ALREWAS PARISH COUNCIL 

 
ALREWAS PARISH COUNCIL ANNUAL MEETING MONDAY 15 

MAY 2023 TO BE HELD AT THE VILLAGE HALL STARTING AT 
7.30PM 

Dear Cllrs 

 

You are summoned to attend the Annual Meeting of Alrewas Parish Council 

to be held at the Village Hall which starts at 7.30pm on Monday 15 May 2023. 

 

Kathryn Powell,  

Clerk to Alrewas Parish Council,  

4 May 2023 

 

No Agendas and papers will be provided in physical form but they will be available 

to download on the Alrewas Parish Council website before the meeting. Cllrs will be 

available for discussions with residents from 7pm.  

 

AGENDA 

 

1   Election of the Chair of the Council for the ensuing year, followed by the 

Declaration of Acceptance of Office 

     a To RESOLVE: to elect the Chair for the 2023-24 year 

     b To RESOLVE: to accept the Chair’s Declaration of Office 

 

2   Election of the Vice Chair of the Council for the ensuing year, followed 

by the Declaration of Acceptance of 

     Office 

     a To RESOLVE: to elect the Vice Chair for the 2023-24 year 

     b To RESOLVE: to accept the Vice Chair’s Declaration of Office 

 

3   Declarations of Office 

     a To RESOLVE: to accept the Declarations of Office from all Cllrs  

 

4   Apologies 

a To receive and approve apologies for absence:     

b To note if the meeting is quorate 

 

4   Declaration of Members’ Interests 

a To declare any new Interests  

b To approve any Dispensations 

 

5   Reapproval of Policies  

a To RESOLVE: To reapprove the Code of Conduct APC/23-24/AM/1 

b To RESOLVE: To reapprove the Standing Orders APC/23-24/AM/2 

c To RESOLVE: To reapprove the Financial Regulations APC/23-24/AM/3 
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d To RESOLVE: To reapprove the Business Risk Assessment APC/23-

24/AM/4 

h To RESOLVE: To reapprove the Online Usage Policy APC/23-24/AM/5 

f  To RESOLVE: To reapprove the Working Groups Operational Procedure 

APC/23-24/AM/6 

g To RESOLVE: To withdraw the Virtual Meetings Policy as such meetings are 

no longer legal 

 

6    Council representatives 

a To RESOLVE: To approve the membership of Parish Council working groups 

and representative on external bodies  

APC/23-24/AM/7 To follow 

 

7    Financial matters 

 a To RESOLVE: To approve the signature of the Annual Governance Statement 

for submission APC/23-24/AM/8 To follow 

 b To RESOLVE: To approve the signature of the Accounts for the year ending 

31 March 2023 APC/23-24/AM/9  

Circulated separately 

c To RESOLVE: To approve the Chair’s Allowance of £325 in pursuance of 

Section 15 (5) of the Local Government Act 

                               1972  

      d To RESOLVE: To approve the reappointment of the Internal Auditor, Mrs 

Sandie Morris of Black Rose Solutions Ltd. 

       

8     Annual report on Data Protection and GDPR issues 

      a To consider the annual report APC/23-24/AM/10 

 

9 Date of the next Parish Council Annual Meeting   

a  To note that the next meeting will be held in May 2024, date to be confirmed, 

in the Village Hall  

 

Kathryn Powell,  

Clerk, 4 May 2023.   
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ALREWAS PARISH COUNCIL   
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Part 1: Introduction   

   

1 Pursuant to section 27 of the Localism Act 2011, Alrewas Parish Council (‘the Council’) 

has adopted this Code of Conduct to promote and maintain high standards of 

behaviour by councillors, officers and all of its members and co-opted members 

whenever they conduct the business of the Council, including the business of the office 

to which they were elected or appointed, or when they claim to act or give the 

impression of acting as a representative of the Council.    

   

2 This Code is not intended to be an exhaustive list of all of the legal and constitutional 

obligations placed on members of the Council. It is, however, everyone’s responsibility 

to comply with the following provisions of this Code as well as other legal obligations, 

for example GDPR requirements, beyond this Code.    

   

3 Each councillor will have a copy of the Code of Conduct, and it will be publicly available 

on the Council’s website   

   

4 Councillors will receive training on the Code of Conduct after they take   

office   

   

5 This Code is reviewed and reapproved annually. 

   

6 If there is any contradiction between this Code and relevant legislation then the 

legislation takes precedence.    

   

2   Principles of Public Life   
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1 This Code of Conduct is based on and consistent with the following principles, agreed 

nationally, which are expected of all who serve in public life:   

      

   SELFLESSNESS   

Holders of public office should act solely in terms of the public interest. They should 

not do so in order to gain financial and other material benefits.    

   

   INTEGRITY   

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

obligation to outside individuals or organisations for rewards and benefits. Holders 

of public office should make decisions in their role on merit, not for personal gain    

    

   OBJECTIVITY   

In carrying out public business, including making public appointments or 

recommending individuals for awards and benefits including contracts, holders of 

public office should make choices on merit, not for any personal reward    

   

   ACCOUNTABILITY     

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

   

   OPENNESS   

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

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

information only when the wider public interest clearly demands    

   

   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 interest   

   

   LEADERSHIP   

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

and example.   
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3   Definitions   

   

For the purposes of this Code, a ‘co-opted member’ is a person who is not a member of the 

Council but who is either a member of any committee or subcommittee of the Council, or a 

member of, and represents the Council on any joint committee or joint sub-committee of 

the Council, and who is entitled to vote on any question that falls to be decided at any 

meeting of that committee or sub-committee.    

   

For the purposes of this Code, a ‘meeting’ is a meeting of the Council, any of its committees, 

sub-committees, joint committees or joint sub-committees, including working groups.    

   

For the purposes of this Code, and unless otherwise expressed, a reference to a member of 

the Council includes a co-opted member of the Council.   

   

Please see appendix A and B for definitions of Interests.   

   

4   Member obligations   

   

When acting a member of the Council individuals have the following obligations.   

   

1   When acting as a member of the Council:   

1. To behave in such a way that a reasonable person would regard as respectful.   

   

2. To not do anything which may cause the Council to breach any of the equality 

enactments (as defined by Section 33 of the Equality   

Act 2006 a)   

   

3. To not do anything which may cause the Council to breach any of the GDPR related 

legislation and you will follow the Council’s GDPR requirements, including in relation to 

the use of the Council e mail address   

   

4. To be aware of and comply with the requirements which the Bribery   

Act 2010 places on each Cllr and on the Council as a whole   
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5. To not act in a way which a reasonable person would regard as bullying or intimidatory. 

(Bullying is defined for this purpose as offensive, intimidating, malicious, insulting or 

humiliating behaviour that is directed at someone else involved with the Council)    

   

6. To not intimidate or try to intimidate anyone who has complained about an induvial 

Cllrs or who may be involved in a complaint about the Cllr   

   

7. To not do anything which compromises or is likely to compromise the impartiality of 

those who work for, or on behalf of the Council.   

   

8. To not seek to improperly confer an advantage or disadvantage on any person.   

   

9. To not use the position to improperly to gain an advantage for themselves   

   

10. To not disclose information given in confidence by anyone, or information acquired by 

a Cllr which an individual believes, or ought reasonably to believe, is of a confidential 

nature, except where:   

a) An individual has the consent of the person authorised to give it   

b) An individual is required by law to do so   

c) The disclosure is made to a third party for the purpose of obtaining professional 

legal advice provided that the third party agrees not to disclose the information to 

any other person: or   

d) The disclosure is reasonable and in the public interest or   

e) The disclose is made in good faith and in compliance with the reasonable 

requirements of the Council   

   

11. To not prevent another person from gaining access to information to which that person 

is entitled by law   

   

2   When making decisions on behalf of or as part of the Council   

1 Have regard to any relevant advice provided by the Council’s Proper Officer (Clerk) 

where such advice is offered in line with their statutory duties   
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2 Do give reasons for the decisions in accordance with any statutory requirements and 

any reasonable additional requirements of the Council   

   

3   When using or authorising the use by others of Council resources  

      

1 Do make sure that such resources are not used improperly for political purposes 

(including party political purposes)   

   

2 Do have regard to any Local Authority Code of Publicity made under the  

Local Government Act 1986   

   

3 Do not improperly use knowledge gained solely as a result of the role as a member for 

the advancement of personal Disclosable Pecuniary  

Interests   

    

5    Member Interests   

   

1   Registration of interests   

   

1 Within 28 days of this Code being adopted by the Council, or the member’s election 

or the co-opted member’s appointment (where that is later), the disclosure of a 

Disclosable Pecuniary Interest not on the Council’s Register of Interests or the subject 

of a pending registration a Cllr must register with the Clerk any Disclosable Pecuniary 

Interest where the Disclosable Pecuniary Interest is theirs or the interest of their 

spouse, civil partner, or somebody with whom they are living as husband or wife or 

civil partner.   

   

2 If a Cllr is a re-elected member or made a re-appointed co-opted member, they  shall 

within 28 days re-register with the Clerk any relevant interests in Appendices A and B.    

   

3 They shall register with the Clerk any change to interests or new interests in 

Appendices A and B within 28 days of becoming aware of it.   
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4 A member need only declare the existence but not the details of any interest which 

the Clerk agrees is a ‘sensitive interest’.  A sensitive interest is one which, if disclosed 

on a public register, could lead the member or a person connected with the member 

to be subject to violence or intimidation.   

   

2 Declaration of interests at meetings   

   

1 Where a matter arises at a meeting which relates to an interest in Appendix A a Cllr shall 

not participate in a discussion or vote on the matter. A Cllr only has to declare what their 

interest is if it is not already entered in the member’s register of interests or if they have 

not notified the Monitoring Officer via the Clerk of it.   

   

2 Where a matter arises at a meeting which relates to an interest in Appendix A which is 

a sensitive interest, a Cllr shall not participate in a discussion or vote on the matter. If it 

is a sensitive interest which has not already been disclosed to the Monitoring Officer, a 

Cllr shall disclose their interest but not the nature of it.    

   

3 Where a matter arises at a meeting which relates to an interest in Appendix B, a Cllr 

shall not vote on the matter.  They may speak on the matter only if members of the 

public are also allowed to speak at the meeting.    

   

4 A Cllr only has to declare your interest in Appendix B if it is not already entered in their 

register of interests or they have not notified the Monitoring Officer of it or if the Cllr 

speaks on the matter. If the Cllr holds an interest in Appendix B which is a sensitive 

interest not already disclosed to the Monitoring Officer, the Cllr shall declare the interest 

but not the nature of the interest.   

   

5 Where a matter arises at a meeting which relates to a financial interest of a friend, 

relative or close associate (other than an interest in Appendix A), a Cllr shall disclose the 

nature of the interest and not vote on the matter. They may speak on the matter only if 

members of the public are also allowed to speak at the meeting.  If it is a ‘sensitive 

interest’ they shall declare the interest but not the nature of the interest.   
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6 If the interest is a Code of conduct interest they may make a statement on the matter 

in which they have an interest before leaving the room   

3   Dispensations   

   

In a written request made to the Clerk, the Council may grant a dispensation to participate in 

a discussion and vote on a matter at a meeting even if the Cllr have an interest in Appendices 

A and B if the Council believes that the number of members otherwise prohibited from 

taking part in the meeting would impede the transaction of the business; or it is in the 

interests of the inhabitants in the  

Council’s area to allow the Cllr to take part or it is otherwise appropriate to grant a 

dispensation.   

   

4   Offences   

The following offences and penalties can be imposed on a Cllr who does not comply with 

legal requirements relating to interests   

   

It is a criminal offence to:   

a         fail to notify the Proper Officer (Clerk) of any Disclosable Pecuniary   

Interest within 28 days of election/co-option  

b fail to disclose a  Disclosable Pecuniary Interest at a meeting if it is not on the Register  

c Fail to notify the Clerk within 28 days of a Disclosable Pecuniary Interest that is not on the 

Register that the Cllr has disclosed to a meeting   

d  participate in any discussion or vote on a matter in which the Cllr has a  Disclosable 

Pecuniary Interest as an executive member discharging a  function alone. And having a 

Disclosable Pecuniary Interest in such a  matter, failing to notify the Clerk within 28 

days of the interest or  

           knowingly or recklessly providing information that is false or misleading             in 

notifying the Clerk of a Disclosable Pecuniary Interest or in disclosing                such an interest 

to a meeting    
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Penalties:    

The criminal penalties available to a court are to impose a fine not exceeding level 5 on the standard scale and to disqualify an individual from being a  councillor 

for up to five years.     
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Page  

Appendix A    

This is based on an extract from the Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012. “M” means the Cllr and “relevant person” means the 

Cllr, spouse or civil partner or someone with whom they are living as husband, wife or civil partner.   

   

Subject   Description   

Employment, office, 

trade, profession or 

vocation   

Any employment, office, trade, profession or vocation carried on for profit or 

gain.   

Sponsorship   Any payment or provision of any other financial benefit (other than from the 

Council) made to the member during the 12 month period ending on the latest 

date referred to in paragraph 6 above for expenses incurred by him/her in 

carrying out his/her duties as a member, or towards his/her election expenses.   

   This includes any payment or financial benefit from a trade union within the 

meaning of the Trade Union and Labour Relations (Consolidation) Act 1992.   

Contracts   Any contract made between the member or his/her spouse or civil partner or the 

person with whom the member is living as if they were spouses/civil partners (or 

a firm in which such person is a partner, or an incorporated body of which such 

person is a director* or a body that such person has a beneficial interest in the 

securities of*) and the Council —   

   (a) under which goods or services are to be provided or works are to be 

executed; and   
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   (b) which has not been fully discharged.   

Land   Any beneficial interest in land which is within the area of the Council. ‘Land’ 

excludes an easement, servitude, interest or right in or over land which does not 

give the member or his/her spouse or civil partner or the person with whom the 

member is living as if they were spouses/civil partners (alone or jointly with 

another) a right to occupy or to receive income.   

Licences   Any licence (alone or jointly with others) to occupy land in the area of the Council 

for a month or longer.   

Corporate tenancies   Any tenancy where (to the member’s knowledge)—   

   (a) the landlord is the Council; and   

   (b) the tenant is a body that the member, or his/her spouse or civil partner or the 

person with whom the member is living as if they were spouses/civil partners is a 

partner of or a director* of or has a beneficial interest in the securities* of.    

Securities   Any beneficial interest in securities* of a body where—      

   (a) that body (to the member’s knowledge) has a place of business or land in the 

area of the Council; and   

   (b) either—   

   (i) the total nominal value of the securities* exceeds £25,000 or one hundredth 

of the total issued share capital of that body; or   
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   (ii) if the share capital of that body is of more than one class, the total nominal 

value of the shares of any one class in which the member, or his/her spouse or 

civil partner or the person with whom the member is living as if they were 

spouses/civil partners has a beneficial interest exceeds one hundredth of the 

total issued share capital of that class.   

*’director’ includes a member of the committee of management of an industrial and provident society. *’securities’ means shares, debentures, debenture stock, loan stock, bonds, units of a 

collective investment scheme within the meaning of the Financial Services and Markets Act 2000 and other securities of any description, other than money deposited with a building society.     

Appendix B    

An interest which relates to or is likely to affect:   

   

(i) any body of which the member is in a position of general control or management and to which he/she is appointed or nominated by the Council;   

   

(ii) any body—   

   

(a) exercising functions of a public nature;   

(b) directed to charitable purposes; or   

(c) one of whose principal purposes includes the influence of public opinion or policy (including any political party or trade union)    

of which the member of the Council is a member or in a position of general control or management;   

(iii) any gifts or hospitality worth more than an estimated value of £50 which the member has received by virtue of his or her office.   

   

Definitions:   
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Disclosable pecuniary interests   

    

Disclosable pecuniary interests are defined in ‘The Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012’ (The Regulations).   

   

Code of Conduct interest   

These are pecuniary interest of the nature set out in the Schedule to this code that affects the Cllr or relate to or affect a relevant person as defined in the 

regulations, a member of the Cllr’s family or a close friend.   

   

   

   

Sensitive interests    

These are interests which the Cllr considers that to disclose the details could lead to them or a family member or person connected to them being subject to violence 
or intimidation and the Clerk as Proper Officer agrees.   
If the interest is entered upon the Register public copies will exclude the interest, but may state that the Cllr have a disclosable pecuniary interest, the details of which 
have been withheld under Section 32 (2) of the Localism Act 2012.   
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APC/23-24/AM/2 

ALREWAS PARISH COUNCIL  

  

   
Cllrs are asked to re-approve the Standing Orders, which are unchanged from those approved 

in May 2022, except that all references to Virtual Meetings have been removed, as such 

meetings are no longer legal. 

 

KP, Clerk, May 2023  

 

STANDING ORDERS   
  

These Standing Orders are the written rules of Alrewas Parish Council. Their purpose is to regulate the proceedings of a meeting. They are based on the 

National Association of Local Councils (NALC) model standing orders so meet national expectations of good practice. Where there is any conflict 

between these standing orders and statutory requirements, the statutory requirements take precedence.    
   

Contents   
   

1 Rules of debate at meetings……………………………………………………………………………..2  

 2             Disorderly conduct at meetings………………………………………………………………………..4   

3 Meetings generally……………………………………………………………………………………………4   

4 Committees, Sub Committees and working groups…………………………………………  7   

5 Ordinary Council meetings………………………………………………………………………………..8   

6 Extraordinary meetings of the Council, Committees and Sub Committees……… 10  

7 Previous resolutions…………………………………………………………………………………………10   

8 Voting on appointments…………………………………………………………………………………..10   
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9 Motions for a meeting that require written notice to be given……………………….. 11 to the Clerk as Proper Officer    

10 Motions at the meeting which do not require written notice…………………………..11   

11 Management of Information……………………………………………………………………………12   

12 Draft minutes…………………………………………………………………………………………………..13   

13 Code of conduct and dispensations………………………………………………………………….14   

14 Code of Conduct complaints…………………………………………………………………………….15 

15 15 Proper Officer……………………………………………………………………………………………..15   

16 Responsible Financial Officer……………………………………………………………………………17   

17 Accounts and Accounting statements………………………………………………………………17   

18 Financial control and procurement………………………………………………………………….17   

19 Handling staff matters…………………………………………………………………………………….19   

20 Responsibilities to provide information…………………………………………………………..20   

21 Responsibilities under Date Protection (GDPR) legislation………………………………20   

22 Relations with the press/media………………………………………………………………………21   

23 Execution and sealing of legal deeds………………………………………………………………21   

24 Communicating with District, Council or unitary councillors…………………………..21   

25 Restrictions on Councillor activities………………………………………………………………..21   

26 Standing orders generally……………………………………………………………………………….22   

 1.  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.    
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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.    

    

f If an amendment to the original motion is carried, the original motion 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 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.   

    

j Subject to standing order 1(k) below, 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.   
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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.    

    

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 

of 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 or she last spoke;   

iii. to make a point of order;    

iv. to give a personal explanation; or    

v. to exercise of a right of reply.   

    

p During the debate of 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 considers has been breached or specify the other 

irregularity in the proceedings of the meeting he is concerned by.    

    

q A point of order shall be decided by the chair of the meeting and his or her decision shall be final.    
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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 or working group for consideration;    

vii. to exclude the public and press;  

viii. to adjourn the meeting; or   

ix.  to suspend standing order(s) excepting those which reflect mandatory statutory requirements.   

    

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 their right of reply.    

    

t Excluding motions moved understanding order 1(r) above, 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.   

    

    

    

 2.  Disorderly conduct at meetings   
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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 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) above is ignored, the chair of the meeting may take further reasonable steps to restore order or to 

progress the meeting. This may include suspending or closing the meeting.   

    

    

 3.  Meetings generally   
    

◊Full Council meetings   

  ●Committee meetings     

□Sub-committee meetings    

   

* working group meetings   
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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 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 a meeting shall be by a resolution which shall give reasons for the 

public’s exclusion.   

    

e Members of the public may make representations, answer questions and give evidence at a meeting which they are entitled to attend in respect of 

the business on the agenda.   
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f The period designated for public participation at a meeting in accordance with standing order 3(e) shall not exceed 15 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 2 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 their hand when requesting to speak and stand when speaking (except when a person has a disability or is likely to suffer 

discomfort). The chair of the meeting may at any time permit a person to be seated when speaking.   

    

j A person who speaks at a meeting shall direct 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  
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other means for enabling persons not present to see or hear the meeting as it takes place or 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 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   

    

Subject to a meeting being quorate, all questions at a meeting shall be decided by a 

majority of the councillors or councillors with voting rights present and voting.    

r  The chair of a meeting may give an original vote on any matter put to the   
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 ◊●□ vote, and in the case of an equality of votes may exercise their casting vote   

      whether or not they 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.   

     

s  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 question shall be recorded so as to show whether each councillor present and 

voting gave 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.   

    

t 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;    

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.   

    



  

              

   

          

                     Page 26 of 109   

u 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 their right 

to participate and vote on that matter.   

   

v 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.    

    

w 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.    

    

x A meeting shall not exceed a period of 2 hours.         
     

4.  Committees, sub-committees and working groups   
    

a Unless the council determines otherwise, a committee may appoint a sub-committee or working group whose terms of reference and members shall be 

determined by the committee.   

    



  

              

   

          

                     Page 27 of 109   

b The members of a committee/working group 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 and working groups 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 to the Proper Officer 2 days 

before the meeting that they are unable to attend;   

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;    

viii. shall determine the place, notice requirements and quorum for a meeting of a committee and a sub-committee or working group 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;     
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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 sub-committee.   

xiii. The chair and vice-chair are ex-officio members of all committees and may vote on any proposals.   

e The council may appoint working groups comprised of a number of councillors and non-councillors. A record of each meeting shall be kept and a verbal 

or written report made to the subsequent meeting of the Council.    

   

 5.  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 a council shall be held on such day in May as the council may direct.   

    

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 they have resigned or becomes disqualified, shall continue in office and preside at the annual meeting until a successor 

is elected at the next annual meeting of the council.    
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g The vice-chair of the Council, if there is one, unless they resign 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, they shall preside at the annual meeting until 

a 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, they shall preside at the annual meeting until a 

new chair of the Council has been elected. They may exercise an original vote in respect of the election of the new Chair of the Council and must give a 

casting vote in the case of an equality of votes.   

    

j Following the election of the chair of the Council and vice-chairman (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 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, working groups, staff and other local authorities;   

vi. Review of the terms of reference for committees or working groups;   

vii. Appointment of members to existing committees or working groups;   
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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 arrangements (including legal agreements) with other local authorities, not-for-profit bodies and businesses;   

xi. Review of representation on or work with external bodies and arrangements for reporting back;   

xii. 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;   

xiii. Review of inventory of land and other assets including buildings and office equipment;   

xiv. Confirmation of arrangements for insurance cover in respect of all insurable  

risks;   

xv. Review of the council’s and/or staff subscriptions to other bodies;  

xvi. xvi. Review of the council’s complaints procedure;   

xvii. 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 11, 20 and 21);   

xviii. 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.    
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6.  Extraordinary meetings of the council and 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.   

    

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 2 days of having been requested by to do so by 2 

members of the committee [or the sub-committee], any 2 members of the committee [and the subcommittee] may convene an extraordinary meeting 

of a committee [and a subcommittee].    

    

 7.  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 9, 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 7(a) has been disposed of, no similar motion may be moved within a further six months.    
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 8.  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.   

   

b The election of the chair and vice-chair of the council shall be by secret ballot.   

     

9.  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 14 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 

9(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 9(b) is not clear in meaning, the motion shall be rejected 

until the mover of the motion resubmits it, so that it can be understood, in writing, to the Proper Officer at least 10 clear days before the meeting.    

    

d 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.    
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e The decision of the Proper Officer as to whether or not to include the motion on the agenda shall be final.    

   

f Motions received shall be recorded and numbered in the order that they are received.   

   

g Motions rejected shall be recorded with an explanation by the Proper Officer of the reason for rejection.   

    

10. 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 or to a working group   

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 or working group 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;  
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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);   

xvi. to adjourn the meeting; or  

xvii. to close a meeting.   

xviii. To close or adjourn debate.   

xix. To consider a report and/or recommendations made by an employee, professional advisor, expert or consultant.   

xx. To authorise legal deeds to be signed by 2 councillors and witnessed.   

xxi. To authorise the payment of monies up to £500.   

xxii. To invite a member having an interest in an item under debate to remain in the meeting.   

    

11. Management of Information   
 See also standing order 20.   

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.    
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d Councillors, staff, the Council’s contractors and agents shall not disclose confidential information or personal data without legal justification.   

12. 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 draft minutes shall be moved in accordance with standing order 10(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, they shall 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 their view was not upheld by the meeting and the minutes are confirmed as an accurate record of the proceedings.”   
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◊●□ 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 12(e) and standing order 20(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 they have 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 they have a disclosable pecuniary interest. They may return to the meeting after it has considered the matter in which they had the 

interest.   

    

c Unless they have 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 they have another interest if so required by the council’s code of conduct. They may return to the meeting after it has considered the 

matter in which 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.   
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e A decision as to whether to grant a dispensation shall be made by the Proper Officer 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 13(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 13(e) above 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 or   

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.   

    

i All councillors shall undertake training in the code of conduct within six months of the delivery of their acceptance of office form.    

    

13. Code of conduct complaints    
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a Upon notification by the District or Unitary Council that it is dealing with a complaint that a councillor or non-councillor with voting rights has breached 

the council’s code of conduct, the Proper Officer shall, subject to standing order 11, report this to the council.   

    

b Where the notification in standing order 14(a) relates to a complaint made by the Proper Officer, the Proper Officer shall notify the Chair of the council 

of this fact, and the Chair shall nominate another staff member to assume the duties of the Proper Officer in relation to the complaint until it has been 

determined and the council has agreed what action, if any, to take in accordance with standing order 14(d).   

    

c The council may:   

i. provide information or evidence where such disclosure is necessary to investigate the complaint or is a legal requirement;   

ii. seek information relevant to the complaint from the person or body with statutory responsibility for investigation of the matter.   

    

d Upon notification by the District or Unitary Council that a councillor or non-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.   

   

14. Proper Officer    
    

a The Proper Officer shall be the Clerk. In the absence of the Clerk another staff member(s) can be nominated by the council to undertake the work of 

the Proper Officer when the Proper Officer is absent.    

   

b The Clerk (Proper Officer) shall:   

i. at least three clear days before a meeting of the council, a committee or a subcommittee,   
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• serve on councillors by delivery or post at their residences or by email authenticated in such manner as the Clerk 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 9, include on the agenda all motions in the order received unless a councillor has given written notice at least 10 days 

before the meeting confirming his withdrawal of it;   

   

iii. convene a meeting of full council for the election of a new chair of the   

Council, occasioned by a casual vacancy in the office;  

iv.  facilitate inspection of the minute book by local government electors;  

iv. receive and retain copies of byelaws made by other local authorities; hold acceptance of office forms from councillors;  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, (if there is one); 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 GDPR, 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 23.   
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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;   

xv. refer a planning application received by the council to the chair or in their absence the vice-chair (if there is one) of the Council to facilitate an 

extraordinary meeting if the nature of a planning application requires consideration before the next ordinary meeting of the council;   

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 23.   

    

      

15. Responsible Financial Officer    
    

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.   

     

16. 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.    
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c The Responsible Financial Officer shall supply to each councillor as soon as practicable each month in each year a statement to summarise:   

  

i. the council’s receipts and payments for the month;   

ii. the council’s aggregate receipts and payments for the year to date;  

iii. the balances held at the end of the month 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 year for information; and    

ii. to the council the accounting statements for the year in the form of Section 1 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 applying the form of accounts determined by the council 

(receipts and payments, or income and expenditure) for the year to 31 March. A completed draft annual governance and accountability return shall be 

presented to all councillors before the end of the following month of May. The annual governance and accountability return of the council, which is 

subject to external audit, including the annual governance statement, shall be presented to council for consideration and formal approval before 30 

June.   

   

    

17. Financial controls and procurement   
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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 £25,000 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 A public contract regulated by the Public Contracts Regulations 2015 with an estimated value in excess of £25,000 but less than the relevant thresholds 

in standing order 18(f)  

is subject to Regulations 109-114 of the Public Contracts Regulations 2015 which include a requirement on the Council to advertise the contract 

opportunity on the Contracts Finder website regardless of what other means it uses to advertise the opportunity.   

d 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. the invitation to tender shall be advertised in a local newspaper and in any other manner that is appropriate;    

iv. tenders are to be submitted in writing in a sealed marked envelope addressed to the Proper Officer;     

v. 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;    
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vi. tenders are to be reported to and considered by the appropriate meeting of the council or a committee or sub-committee with delegated 

responsibility.   

e Neither the council, nor a committee or a sub-committee with delegated responsibility for considering tenders, is bound to accept the lowest value 

tender.   

   

f A public contract  regulated by the Public Contracts Regulations 2015 with an estimated value in excess of £181,302 for a public service or supply 

contract or in excess of £4,551,413 for a public works contract (or other thresholds determined by the European Commission every two years and 

published in the Official Journal of the European Union (OJEU)) shall comply with the relevant procurement procedures and other requirements in the 

Public Contracts Regulations 2015 which include advertising the contract opportunity on the Contracts Finder website and in OJEU.   

g A public contract in connection with the supply of gas, heat, electricity, drinking water, transport services, or postal services to the public; or the 

provision of a port or airport; or the exploration for or extraction of gas, oil or solid fuel with an estimated value in excess of £363,424 for a supply, 

services or design contract; or in excess of £4,551,413 for a works contract; or £820,370 for a social and other specific services contract (or other 

thresholds determined by the European Commission every two years and published in OJEU) shall comply with the relevant procurement procedures 

and other requirements in the Utilities Contracts Regulations 2016.   

     

19. Handling staff matters   
    

a A matter personal to a member of staff that is being considered by a meeting of council or the appointed committee is subject to standing order 11. 

Should any serious staffing issue arise and be brought to the attention of the council then the council will establish a committee of three councillors to 

deal with the matter on behalf of the council. Membership of the committee will be restricted to those councillors who have not been directly involved 

in the matter under consideration in relation to the individual employee. This committee may be advised by NALC or other expert appointed to assist in 

such matters.     
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b Absences from work due to illness or urgency which will seriously disrupt the operation of the council’s affairs will be reported by the council’s most 

senior member of staff to the chair or, if he is not available, the vice-chair (if there is one) and that person shall report such absence to council in private 

at its next meeting.   

c The chair and one other nominated councillor are responsible for the review of the performance and annual appraisal of the work of the Clerk and RFO 

and the Accounts Officer. The reviews and appraisals shall be reported in writing and the approved appraisal process shall be followed.    

    

d If a grievance matter is raised by an employee before resorting to formal procedures the council will enter into discussions with the employee with the 

express purpose of resolving the matter through mediation seeking conciliation. Upon receipt of a formal employee grievance the chair will report this 

to the council in private and the committee referred to in 19(a) will be convened. The employee will have the opportunity to set the grievance to the 

committee in private.    

    

e If an informal or formal grievance matter raised by an employee relates to the chair or vice-chair (if there is one) of the council this shall be 

communicated to another member of the council.    

    

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 11(a), persons with line management responsibilities shall have access to staff records referred to in standing order 

19(f).   

    

20. Responsibilities to provide information    
See also standing order 21.   
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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 [If gross annual income or expenditure (whichever is higher) does not exceed £25,000] The Council shall publish information in accordance with the 

requirements of the Smaller Authorities (Transparency Requirements) (England) Regulations 2015.   

OR    

[If gross annual income or expenditure (whichever is the higher) exceeds £200,000] The Council, shall publish information in accordance with the 

requirements of the Local Government (Transparency Requirements) (England) Regulations 2015.    

     

21. Responsibilities under Data Protection Legislation    
(Below is not an exclusive list).    

   

See also standing order 11.   

a The Council may appoint a Data Protection Officer if required.    

b The Council shall have policies and procedures in place to respond to an individual exercising statutory rights concerning his 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.   
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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.   

   

22. 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.   

   

b In accordance with the Council’s policy in respect to dealing with the press and/or other media, councillors shall not, in their official capacity, provide 

oral or written statements or written articles to the press or other media.    

   

   

23. Execution and sealing of legal deeds    
    
See also standing orders 15(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 23(a), any two councillors may sign, on behalf of the council, any deed required by law and the Proper Officer shall witness 

their signatures.    
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24. 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 Lichfield District Council and 

Staffordshire County Council representing the area of the council.     

    

25. Restrictions on councillor activities   
    

a. The Council must always act as a corporate body and councillors including the chair have no individual authority.   

   

b. Unless authorised by a resolution, no councillor shall:   

i. inspect any land and/or premises which the council has a right or duty to inspect;  

or   

ii. issue orders, instructions or directions.   

   

c. On occasions where councillors are authorised to represent the Council they must express only the agreed view of the Council and must as soon as 

reasonably practicable report back any matters raised to the Clerk and the Council where appropriate.   

    

d. Where councillors engage in informal conversation with an individual or group, they must take care to differentiate clearly between views which are the 

agreed policy of the Council and those which are their own personal views.   
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26. Standing orders generally   
    

a All or part of a standing order, except one that incorporates mandatory statutory 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 requirements, 

shall be proposed by a special motion, the written notice by at least 3 councillors to be given to the Proper Officer in accordance with standing order 9.   

    

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.   

   

e A councillor’s failure to observe standing orders more than 3 times in one meeting may result in them being excluded from the meeting.   
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APC/23-24/AM/3 

ALREWAS PARISH COUNCIL  

  

FINANCIAL REGULATIONS  

  

GENERAL  
  

1.1 These financial regulations govern the conduct of the financial transactions of the council and may only be amended or varied by resolution of the council.  

  

1.2 The Responsible Financial Officer (RFO), usually also the Clerk, under the policy direction of the council, shall be responsible for the proper administration of 

the council's affairs.  

  

1.3 The RFO shall be responsible for the production of financial management information sufficient to show and explain the council’s transactions and to 

ensure that any income and expenditure account and statement of balances and additional information prepared for the council comply with the Account and 

Audit Regulations.  

  

1.4 The council is responsible in law for ensuring that the financial management is adequate and effective and that the council has a sound system of internal 

controls which facilitates the effective exercise of its functions and which manage risk.  

  

1.5 The council shall review at least once a year the effectiveness of its systems of internal controls and shall produce a statement on internal control with its 

statement of accounts.  

  

1.6 The council is not empowered by these Regulations or otherwise to delegate certain specified decisions. In particular any decision regarding:  
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• Setting the final budget or the precept  

• Approving accounting statements  

• Borrowing  

• Writing off bad debts  

• Addressing recommendations in any report from the internal or external auditors  

shall be a matter for the full council only.   

  

  

ACCOUNTING AND AUDIT  
  

2.1 All accounting procedures and financial records of the council shall be determined by the RFO as required by the Accounts and Audit Regulations, 

appropriate Guidance and proper practices.  

  

2.2  The bank reconciliation will form part of the monthly financial report.  

   

2.3 The RFO shall complete the annual statement of accounts, annual report and any related documents of the council contained in the Annual Return (as 

specified in proper practices) as soon as practicable after the end of the financial year and having certified the accounts shall submit them and report thereon 

to the council within the timescales set by the Accounts and Audit Regulations.  

  

2.4 The council shall ensure there is an adequate and effective system of internal audit of its accounting records, and of its system of internal control in 

accordance with proper practices. Any officer or member of the council shall make available such documents and records as appear to the council to be 

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 for that purpose.  
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2.5 The Internal Auditor shall be appointed by and carry out the work in relation to internal controls required by the council in accordance with proper 

practices. The Internal Auditor, who shall be competent and independent of the operations of the council, shall report to the council in writing on a regular 

basis with a minimum of one annual report in respect of each financial year.  

  

2.6 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 statements of account required by the Audit Commission Act 1998, or any superseding legislation, and the 

Accounts and Audit Regulations.  

  

2.7  The RFO shall, without undue delay, bring to the attention of all councillors any correspondence or report from internal or external auditors.  

  

  

ANNUAL ESTIMATES  
  

3.1 Each committee (if any) shall formulate and submit proposals to the council in respect of revenue and capital costs for the following financial year not later 

than the end of November each year.  

  

3.2 Detailed estimates of all receipts and payments for the year shall be prepared each year by the RFO.  

  

3.3 The council shall review the estimates not later than the end of January each year and shall fix the Precept to be levied for the ensuing financial year. The 

RFO shall supply each member with a copy of the approved estimates.  
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3.4  The annual budgets shall form the basis of financial control for the ensuing year.  

  

  

BUDGETARY CONTROL  
  

4.1  Expenditure on revenue items may be incurred up to the amounts included in the approved budget.  

  

4.2 No expenditure may be incurred which will exceed the amount provided in the revenue budget other than by resolution of the council. The RFO may, with 

the approval of council, apply a virement between subheads.  

  

4.3 The RFO shall provide the council with a monthly statement of receipts and payments to date under each head of the budgets, comparing actual 

expenditure against that planned.  

  

4.4 The RFO/Clerk may incur expenditure on behalf of the council which is necessary to carry out any repair, replacement or other work which is of such 

extreme urgency that it must be done at once, whether or not there is any budgetary provision for the expenditure, subject to a limit of £500. The RFO/Clerk 

shall report the action to the council as soon as practicable thereafter.  

  

4.5 Unspent provisions in the revenue budget shall not be carried forward to a subsequent year unless authorised by a resolution of the council.  

  

4.6 No expenditure shall be incurred in relation to any capital project and no contract entered into or tender accepted involving capital expenditure unless the 

council is satisfied that the necessary funds are available.  
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4.7 All capital works shall be administered in accordance with the council’s standing orders and financial regulations relating to contracts.  
  

  

BANKING ARRANGEMENTS AND CHEQUES  
  

5.1 The council’s banking arrangements shall be made by the RFO and approved by the council. They shall be reviewed regularly for safety and efficiency.  

  

5.2 A schedule of the payments required, forming part of the Agenda for the Meeting, shall be prepared by the RFO and, together with the relevant invoices, be 

presented to the council. If the schedule is in order it shall be authorised by a resolution of the council and shall be initialled by the Chair of the Meeting.  

  

5.3 Cheques drawn on the bank account in accordance with the schedule referred to in paragraph 5.2 or in accordance with paragraph 6.4, shall be signed by 

two members of council.  

  

5.4 The council will not make use of an overdraft and the RFO will arrange transfers from the savings accounts to ensure that the current account balance does 

not fall below £1,000.   

  

     

PAYMENT OF ACCOUNTS  
  

6.1 All payments shall be effected by cheque or other order drawn on the council’s bankers or by a debit card issued to the RFO.  
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6.2 All invoices for payment shall be examined, verified and certified by the RFO. The RFO shall satisfy themself that the work, goods or services to which the 

invoice relates shall have been received, carried out, examined and approved.  

  

6.3 The RFO shall examine invoices in relation to arithmetic accuracy and shall analyse them to the appropriate expenditure heading. The RFO shall take all 

steps to settle all invoices submitted, and which are in order, at the next available council meeting.  

  

6.4  If payment is required in advance or an account cannot be set up the Clerk is authorised to use the debit card for amounts not exceeding £500.  

  

6.5 If a payment is necessary to avoid a charge to interest under the Late Payment of Commercial Debts (Interest) Act 1998, and the due date for payment is 

before the next scheduled meeting of council, where the RFO certifies that there is no dispute or other reason to delay payment, the RFO may (notwithstanding 

paragraph 6.3) take all steps necessary to settle such invoices provided that a list of payments shall be submitted to the next appropriate meeting of council.  

  

6.6  The council will not maintain any form of cash float. All cash received must be banked intact. Any payments made in cash by the RFO (for example for 
postage or minor stationery items) shall be refunded on a regular basis, at least quarterly.  

  

  

PAYMENT OF SALARIES  
  

7.1 The payment of all salaries shall be made in accordance with payroll records and the rules of PAYE and National Insurance currently operating, and salaries 

shall be as agreed by council.  
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7.2 Payment of salaries and payment of deductions from salary such as may be made for tax, national insurance and pension contributions, may be made in 

accordance with the payroll records and on the appropriate dates, provided that each payment is reported to and ratified by the next available council 

meeting.  

  

  

LOANS AND INVESTMENTS  
  

8.1 All loans and investments shall be negotiated in the name of the council and shall be for a set period in accordance with council policy.  

  

8.2 The council’s Investment Policy, shall be in accordance with relevant regulations, proper practices and guidance.  

  

8.3 All investments of money under the control of the council shall be in the name of the council.  

  

8.4 All borrowings shall be effected in the name of the council, after obtaining any necessary borrowing approval. Any application for borrowing approval shall 

be approved by council as to terms and purpose.  

  

8.5 All investment certificates and other documents relating thereto shall be retained in the custody of the RFO.  

  

INCOME  
  

9.1 The collection of all sums due to the council shall be the responsibility of and under the supervision of the RFO.  
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9.2 Particulars of all charges to be made for work done, services rendered or goods supplied shall be agreed annually by the council, notified to the RFO and the 

RFO shall be responsible for collection of all accounts due to the council.  

  

9.3 The council will review all fees and charges annually, following a report of the RFO.  

  

9.4  Any sums found to be irrecoverable and any bad debts shall be reported to the council and shall be written off in the year.  

  

9.5 All sums received on behalf of the council shall be banked intact as directed by the RFO. In all cases, all receipts shall be deposited with the council’s 

bankers with such frequency as the RFO considers necessary.  

  

9.6  The origin of each receipt shall be entered on the paying in slip.  

  

9.7  Personal cheques shall not be cashed out of money held on behalf of the council.  

  

9.8 The RFO shall promptly complete any VAT return that is required. Any repayment claim due in accordance with VAT Act 1994 section 33 shall be made at 

least annually coinciding with the financial year end.  

  

  

ORDERS FOR WORK, GOODS AND SERVICES  
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10.1 An official order or letter shall be issued for all work, goods and services unless a formal contract is to be prepared or an official order would be 

inappropriate. Copies of orders shall be retained.  

  

10.2  Order books shall be controlled by the RFO.  

  

10.3 All members and Officers are responsible for obtaining value for money at all times. An officer issuing an official order is to ensure as far as reasonable and 

practicable that the best available terms are obtained in respect of each transaction, usually by obtaining three or more quotations or estimates from 

appropriate suppliers, subject to any de minimis provisions in Regulation 11(h) below.  

  

10.4 A member may not issue an official order or make any contract on behalf of the council.  

  

10.5 The RFO shall verify the lawful nature of any proposed purchase before the issue of any order, and in the case of the new or infrequent purchases or 

payments, the RFO shall ensure that the statutory authority shall be reported to the meeting at which the order is approved so that the Minutes can record the 

power being used.  

  

10.6 No order can be made and paid for on behalf of another organisation not registered for VAT  

  

CONTRACTS  
  

11.1  Procedures as to contracts are laid down as follows:  

  



  

              

   

          

                     Page 58 of 109   

(a) Every contract shall comply with these financial regulations, and no exceptions shall be made otherwise than in an emergency provided that these regulations 

shall not apply to contracts which relate to items (i) to (vi) below;  

  

(i) for the supply of gas, electricity, water, sewerage and telephone services;  

  

(ii) for specialist services such as are provided by solicitors, accountants, surveyors and planning consultants;  

  

(iii) for work to be executed or goods or materials to be supplied which consist of repairs to or parts for existing machinery or equipment or plant;  

  

(iv) for work to be executed or goods or materials to be supplied which constitute an extension of an existing contract by the council;  

  

(v) for additional audit work of the external Auditor up to an estimated value of £250 (in excess of this sum the RFO shall act after consultation with the 

chair and vice chair of the council);  

  

(vi) for goods or materials proposed to be purchased which are proprietary articles and/or are only sold at a fixed price.  

  

(b) Where the council intends to procure or award a public supply contract, public service contract or public works contract as defined by The Public Contracts 

Regulations 2015 (the Regulations) which is valued at £25,000 or more, the council shall comply with the relevant requirements of the Regulations.  

  

(c) The full requirements of the Regulations, as applicable, shall be followed in respect of the tendering and award of a public supply contract, public service contract 

or public works contract which exceeds thresholds in The Regulations set by the Public Contracts Directive 2014/24/EU (which may change from time to time).  

  

(d) When applications are made to waive financial regulations relating to contracts to enable a price to be negotiated without competition the reason shall be 

embodied in a recommendation to the council.  

  

(e) Such invitation to tender shall state the general nature of the intended contract and the RFO shall obtain the necessary technical assistance to prepare a 
specification in appropriate cases. The invitation shall in addition state that the tenders must be addressed to the RFO in the ordinary course of post. Each 
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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.  

  

(f) 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.  

  

(g) Any invitation to tender issued under this regulation shall be subject to Standing Orders 18d and shall refer to the terms of the Bribery Act 2010.  

  

(h) When it is intended to enter into a contract for less than £25,000 in value for supply of goods or materials or for the execution of works or specialist services 

other than such goods, materials, works or specialist services as are excepted as set out in paragraph (a) the RFO shall obtain three quotations (priced descriptions 

of the proposed supply); where the value is below £3,000 and above £100 the RFO shall strive to obtain three estimates. Otherwise, Regulation 10(3) above shall 

apply.   

            

(i) The council shall not be obliged to accept the lowest or any tender, quote or estimate.  

  

  

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION WORKS  
  

12.1 Payments on account of the contract sum shall be made within the time specified in the contract by the RFO upon authorised certificates of the architect 

or other consultants engaged to supervise the contract (subject to any percentage withholding as may be agreed in the particular contract).  

  

12.2 Where contracts provide for payment by instalments the RFO shall maintain a record of all such payments. In any case where it is estimated that the total 

cost of work carried out under a contract, excluding agreed variations, will exceed the contract sum of 5% or more a report shall be submitted to the council.  

  

12.3  Any variation to a contract or addition to or omission from a contract must be approved by the council and RFO to the contractor in writing before any 
work has begun, the council being informed where the final cost is likely to exceed the financial provision.  
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PROPERTIES AND ESTATES  
  

13.1 The RFO shall make appropriate arrangements for the custody of all title deeds of properties owned by the council. The RFO shall ensure a record is 

maintained of all properties owned by the council, recording the 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.   

  

13.2 No property shall be sold, leased or otherwise disposed of without the authority of the council, together with any other consents required by law,  

save where the estimated value of any one item of tangible moveable property does not exceed £50.  

  

  

INSURANCE  
  

14.1 Following an annual risk assessment, the RFO shall effect all insurances and negotiate all claims on the council’s insurers.  

  

14.2 The RFO shall give prompt notification to the insurers of all new risks, properties or vehicles which require to be insured and of any alterations affecting 

existing insurances.  

  

14.3 The RFO shall keep a record of all insurances effected by the council and the property and risks covered thereby and annually review it.  

  

14.4 The RFO shall be notified of any loss, liability or damage or of any event likely to lead to a claim and shall report these at the next available meeting.  
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14.5 All appropriate members and employees of the council shall be included in a suitable fidelity guarantee insurance which shall cover the maximum risk 

exposure as determined by the council.  

  

  

RISK MANAGEMENT  
  

15.1 The council is responsible for putting in place arrangements for the management of risk. The RFO shall prepare and promote risk management policy 

statements in respect of all activities of the council. Risk policy statements and consequential risk management arrangements shall be reviewed at least 

annually.  

  

15.2 When considering any new activity the RFO shall prepare a draft risk assessment including risk management proposals for consideration and adoption by 

the council.  

  

  

REVISION OF FINANCIAL REGULATIONS  
  

16.1 It shall be the duty of the council to review the Financial Regulations of the council from time to time. The RFO shall make arrangements to monitor 

changes in legislation or proper practices and shall advise the council of any requirement for a consequential amendment to these financial regulations.  

  

16.2 The council may, by resolution of the council 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 drawn up and presented in advance to all members 

of council.   
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APC/23-24/AM/3 

ALREWAS PARISH COUNCIL  

  

FINANCIAL REGULATIONS  

  

GENERAL  
  

1.1 These financial regulations govern the conduct of the financial transactions of the council and may only be amended or varied by resolution of the council.  

  

1.2 The Responsible Financial Officer (RFO), usually also the Clerk, under the policy direction of the council, shall be responsible for the proper administration of 

the council's affairs.  

  

1.3 The RFO shall be responsible for the production of financial management information sufficient to show and explain the council’s transactions and to 

ensure that any income and expenditure account and statement of balances and additional information prepared for the council comply with the Account and 

Audit Regulations.  

  

1.4 The council is responsible in law for ensuring that the financial management is adequate and effective and that the council has a sound system of internal 

controls which facilitates the effective exercise of its functions and which manage risk.  

  

1.5 The council shall review at least once a year the effectiveness of its systems of internal controls and shall produce a statement on internal control with its 

statement of accounts.  
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1.6 The council is not empowered by these Regulations or otherwise to delegate certain specified decisions. In particular any decision regarding:  

  

• Setting the final budget or the precept  

• Approving accounting statements  

• Borrowing  

• Writing off bad debts  

• Addressing recommendations in any report from the internal or external auditors  

shall be a matter for the full council only.   

  

  

ACCOUNTING AND AUDIT  
  

2.1 All accounting procedures and financial records of the council shall be determined by the RFO as required by the Accounts and Audit Regulations, 

appropriate Guidance and proper practices.  

  

2.2  The bank reconciliation will form part of the monthly financial report.  

   

2.3 The RFO shall complete the annual statement of accounts, annual report and any related documents of the council contained in the Annual Return (as 

specified in proper practices) as soon as practicable after the end of the financial year and having certified the accounts shall submit them and report thereon 

to the council within the timescales set by the Accounts and Audit Regulations.  
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2.4 The council shall ensure there is an adequate and effective system of internal audit of its accounting records, and of its system of internal control in 

accordance with proper practices. Any officer or member of the council shall make available such documents and records as appear to the council to be 

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 for that purpose.  

  

2.5 The Internal Auditor shall be appointed by and carry out the work in relation to internal controls required by the council in accordance with proper 

practices. The Internal Auditor, who shall be competent and independent of the operations of the council, shall report to the council in writing on a regular 

basis with a minimum of one annual report in respect of each financial year.  

  

2.6 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 statements of account required by the Audit Commission Act 1998, or any superseding legislation, and the 

Accounts and Audit Regulations.  

  

2.7  The RFO shall, without undue delay, bring to the attention of all councillors any correspondence or report from internal or external auditors.  

  

  

ANNUAL ESTIMATES  
  

3.1 Each committee (if any) shall formulate and submit proposals to the council in respect of revenue and capital costs for the following financial year not later 

than the end of November each year.  

  

3.2 Detailed estimates of all receipts and payments for the year shall be prepared each year by the RFO.  
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3.3 The council shall review the estimates not later than the end of January each year and shall fix the Precept to be levied for the ensuing financial year. The 

RFO shall supply each member with a copy of the approved estimates.  

  

3.4  The annual budgets shall form the basis of financial control for the ensuing year.  

  

  

BUDGETARY CONTROL  
  

4.1  Expenditure on revenue items may be incurred up to the amounts included in the approved budget.  

  

4.2 No expenditure may be incurred which will exceed the amount provided in the revenue budget other than by resolution of the council. The RFO may, with 

the approval of council, apply a virement between subheads.  

  

4.3 The RFO shall provide the council with a monthly statement of receipts and payments to date under each head of the budgets, comparing actual 

expenditure against that planned.  

  

4.4 The RFO/Clerk may incur expenditure on behalf of the council which is necessary to carry out any repair, replacement or other work which is of such 

extreme urgency that it must be done at once, whether or not there is any budgetary provision for the expenditure, subject to a limit of £500. The RFO/Clerk 

shall report the action to the council as soon as practicable thereafter.  

  

4.5 Unspent provisions in the revenue budget shall not be carried forward to a subsequent year unless authorised by a resolution of the council.  
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4.6 No expenditure shall be incurred in relation to any capital project and no contract entered into or tender accepted involving capital expenditure unless the 

council is satisfied that the necessary funds are available.  

  

4.7 All capital works shall be administered in accordance with the council’s standing orders and financial regulations relating to contracts.  
  

  

BANKING ARRANGEMENTS AND CHEQUES  
  

5.1 The council’s banking arrangements shall be made by the RFO and approved by the council. They shall be reviewed regularly for safety and efficiency.  

  

5.2 A schedule of the payments required, forming part of the Agenda for the Meeting, shall be prepared by the RFO and, together with the relevant invoices, be 

presented to the council. If the schedule is in order it shall be authorised by a resolution of the council and shall be initialled by the Chair of the Meeting.  

  

5.3 Cheques drawn on the bank account in accordance with the schedule referred to in paragraph 5.2 or in accordance with paragraph 6.4, shall be signed by 

two members of council.  

  

5.4 The council will not make use of an overdraft and the RFO will arrange transfers from the savings accounts to ensure that the current account balance does 

not fall below £1,000.   

  

     

PAYMENT OF ACCOUNTS  
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6.1 All payments shall be effected by cheque or other order drawn on the council’s bankers or by a debit card issued to the RFO.  

  

6.2 All invoices for payment shall be examined, verified and certified by the RFO. The RFO shall satisfy themself that the work, goods or services to which the 

invoice relates shall have been received, carried out, examined and approved.  

  

6.3 The RFO shall examine invoices in relation to arithmetic accuracy and shall analyse them to the appropriate expenditure heading. The RFO shall take all 

steps to settle all invoices submitted, and which are in order, at the next available council meeting.  

  

6.4  If payment is required in advance or an account cannot be set up the Clerk is authorised to use the debit card for amounts not exceeding £500.  

  

6.5 If a payment is necessary to avoid a charge to interest under the Late Payment of Commercial Debts (Interest) Act 1998, and the due date for payment is 

before the next scheduled meeting of council, where the RFO certifies that there is no dispute or other reason to delay payment, the RFO may (notwithstanding 

paragraph 6.3) take all steps necessary to settle such invoices provided that a list of payments shall be submitted to the next appropriate meeting of council.  

  

6.6  The council will not maintain any form of cash float. All cash received must be banked intact. Any payments made in cash by the RFO (for example for 
postage or minor stationery items) shall be refunded on a regular basis, at least quarterly.  

  

  

PAYMENT OF SALARIES  
  

7.1 The payment of all salaries shall be made in accordance with payroll records and the rules of PAYE and National Insurance currently operating, and salaries 

shall be as agreed by council.  
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7.2 Payment of salaries and payment of deductions from salary such as may be made for tax, national insurance and pension contributions, may be made in 

accordance with the payroll records and on the appropriate dates, provided that each payment is reported to and ratified by the next available council 

meeting.  

  

  

LOANS AND INVESTMENTS  
  

8.1 All loans and investments shall be negotiated in the name of the council and shall be for a set period in accordance with council policy.  

  

8.2 The council’s Investment Policy, shall be in accordance with relevant regulations, proper practices and guidance.  

  

8.3 All investments of money under the control of the council shall be in the name of the council.  

  

8.4 All borrowings shall be effected in the name of the council, after obtaining any necessary borrowing approval. Any application for borrowing approval shall 

be approved by council as to terms and purpose.  

  

8.5 All investment certificates and other documents relating thereto shall be retained in the custody of the RFO.  

  

INCOME  
  

9.1 The collection of all sums due to the council shall be the responsibility of and under the supervision of the RFO.  
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9.2 Particulars of all charges to be made for work done, services rendered or goods supplied shall be agreed annually by the council, notified to the RFO and the 

RFO shall be responsible for collection of all accounts due to the council.  

  

9.3 The council will review all fees and charges annually, following a report of the RFO.  

  

9.4  Any sums found to be irrecoverable and any bad debts shall be reported to the council and shall be written off in the year.  

  

9.5 All sums received on behalf of the council shall be banked intact as directed by the RFO. In all cases, all receipts shall be deposited with the council’s 

bankers with such frequency as the RFO considers necessary.  

  

9.6  The origin of each receipt shall be entered on the paying in slip.  

  

9.7  Personal cheques shall not be cashed out of money held on behalf of the council.  

  

9.8 The RFO shall promptly complete any VAT return that is required. Any repayment claim due in accordance with VAT Act 1994 section 33 shall be made at 

least annually coinciding with the financial year end.  

  

  

ORDERS FOR WORK, GOODS AND SERVICES  
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10.1 An official order or letter shall be issued for all work, goods and services unless a formal contract is to be prepared or an official order would be 

inappropriate. Copies of orders shall be retained.  

  

10.2  Order books shall be controlled by the RFO.  

  

10.3 All members and Officers are responsible for obtaining value for money at all times. An officer issuing an official order is to ensure as far as reasonable and 

practicable that the best available terms are obtained in respect of each transaction, usually by obtaining three or more quotations or estimates from 

appropriate suppliers, subject to any de minimis provisions in Regulation 11(h) below.  

  

10.4 A member may not issue an official order or make any contract on behalf of the council.  

  

10.5 The RFO shall verify the lawful nature of any proposed purchase before the issue of any order, and in the case of the new or infrequent purchases or 

payments, the RFO shall ensure that the statutory authority shall be reported to the meeting at which the order is approved so that the Minutes can record the 

power being used.  

  

10.6 No order can be made and paid for on behalf of another organisation not registered for VAT  

  

CONTRACTS  
  

11.1  Procedures as to contracts are laid down as follows:  
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(j) Every contract shall comply with these financial regulations, and no exceptions shall be made otherwise than in an emergency provided that these regulations 

shall not apply to contracts which relate to items (i) to (vi) below;  

  

(i) for the supply of gas, electricity, water, sewerage and telephone services;  

  

(ii) for specialist services such as are provided by solicitors, accountants, surveyors and planning consultants;  

  

(iii) for work to be executed or goods or materials to be supplied which consist of repairs to or parts for existing machinery or equipment or plant;  

  

(iv) for work to be executed or goods or materials to be supplied which constitute an extension of an existing contract by the council;  

  

(v) for additional audit work of the external Auditor up to an estimated value of £250 (in excess of this sum the RFO shall act after consultation with the 

chair and vice chair of the council);  

  

(vi) for goods or materials proposed to be purchased which are proprietary articles and/or are only sold at a fixed price.  

  

(k) Where the council intends to procure or award a public supply contract, public service contract or public works contract as defined by The Public Contracts 

Regulations 2015 (the Regulations) which is valued at £25,000 or more, the council shall comply with the relevant requirements of the Regulations.  

  

(l) The full requirements of the Regulations, as applicable, shall be followed in respect of the tendering and award of a public supply contract, public service contract 

or public works contract which exceeds thresholds in The Regulations set by the Public Contracts Directive 2014/24/EU (which may change from time to time).  

  

(m) When applications are made to waive financial regulations relating to contracts to enable a price to be negotiated without competition the reason shall be 

embodied in a recommendation to the council.  

  

(n) Such invitation to tender shall state the general nature of the intended contract and the RFO shall obtain the necessary technical assistance to prepare a 
specification in appropriate cases. The invitation shall in addition state that the tenders must be addressed to the RFO in the ordinary course of post. Each 
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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.  

  

(o) 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.  

  

(p) Any invitation to tender issued under this regulation shall be subject to Standing Orders 18d and shall refer to the terms of the Bribery Act 2010.  

  

(q) When it is intended to enter into a contract for less than £25,000 in value for supply of goods or materials or for the execution of works or specialist services 

other than such goods, materials, works or specialist services as are excepted as set out in paragraph (a) the RFO shall obtain three quotations (priced descriptions 

of the proposed supply); where the value is below £3,000 and above £100 the RFO shall strive to obtain three estimates. Otherwise, Regulation 10(3) above shall 

apply.   

            

(r) The council shall not be obliged to accept the lowest or any tender, quote or estimate.  

  

  

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION WORKS  
  

12.1 Payments on account of the contract sum shall be made within the time specified in the contract by the RFO upon authorised certificates of the architect 

or other consultants engaged to supervise the contract (subject to any percentage withholding as may be agreed in the particular contract).  

  

12.2 Where contracts provide for payment by instalments the RFO shall maintain a record of all such payments. In any case where it is estimated that the total 

cost of work carried out under a contract, excluding agreed variations, will exceed the contract sum of 5% or more a report shall be submitted to the council.  

  

12.3  Any variation to a contract or addition to or omission from a contract must be approved by the council and RFO to the contractor in writing before any 
work has begun, the council being informed where the final cost is likely to exceed the financial provision.  
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PROPERTIES AND ESTATES  
  

13.1 The RFO shall make appropriate arrangements for the custody of all title deeds of properties owned by the council. The RFO shall ensure a record is 

maintained of all properties owned by the council, recording the 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.   

  

13.2 No property shall be sold, leased or otherwise disposed of without the authority of the council, together with any other consents required by law,  

save where the estimated value of any one item of tangible moveable property does not exceed £50.  

  

  

INSURANCE  
  

14.1 Following an annual risk assessment, the RFO shall effect all insurances and negotiate all claims on the council’s insurers.  

  

14.2 The RFO shall give prompt notification to the insurers of all new risks, properties or vehicles which require to be insured and of any alterations affecting 

existing insurances.  

  

14.3 The RFO shall keep a record of all insurances effected by the council and the property and risks covered thereby and annually review it.  

  

14.4 The RFO shall be notified of any loss, liability or damage or of any event likely to lead to a claim and shall report these at the next available meeting.  
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14.5 All appropriate members and employees of the council shall be included in a suitable fidelity guarantee insurance which shall cover the maximum risk 

exposure as determined by the council.  

  

  

RISK MANAGEMENT  
  

15.1 The council is responsible for putting in place arrangements for the management of risk. The RFO shall prepare and promote risk management policy 

statements in respect of all activities of the council. Risk policy statements and consequential risk management arrangements shall be reviewed at least 

annually.  

  

15.2 When considering any new activity the RFO shall prepare a draft risk assessment including risk management proposals for consideration and adoption by 

the council.  

  

  

REVISION OF FINANCIAL REGULATIONS  
  

16.1 It shall be the duty of the council to review the Financial Regulations of the council from time to time. The RFO shall make arrangements to monitor 

changes in legislation or proper practices and shall advise the council of any requirement for a consequential amendment to these financial regulations.  

  

16.2 The council may, by resolution of the council 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 drawn up and presented in advance to all members 

of council.   
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APC/23-24/AM/3 

ALREWAS PARISH COUNCIL  

  

FINANCIAL REGULATIONS  

  

GENERAL  
  

1.1 These financial regulations govern the conduct of the financial transactions of the council and may only be amended or varied by resolution of the council.  

  

1.2 The Responsible Financial Officer (RFO), usually also the Clerk, under the policy direction of the council, shall be responsible for the proper administration of 

the council's affairs.  

  

1.3 The RFO shall be responsible for the production of financial management information sufficient to show and explain the council’s transactions and to 

ensure that any income and expenditure account and statement of balances and additional information prepared for the council comply with the Account and 

Audit Regulations.  

  

1.4 The council is responsible in law for ensuring that the financial management is adequate and effective and that the council has a sound system of internal 

controls which facilitates the effective exercise of its functions and which manage risk.  

  

1.5 The council shall review at least once a year the effectiveness of its systems of internal controls and shall produce a statement on internal control with its 

statement of accounts.  
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1.6 The council is not empowered by these Regulations or otherwise to delegate certain specified decisions. In particular any decision regarding:  

  

• Setting the final budget or the precept  

• Approving accounting statements  

• Borrowing  

• Writing off bad debts  

• Addressing recommendations in any report from the internal or external auditors  

shall be a matter for the full council only.   

  

  

ACCOUNTING AND AUDIT  
  

2.1 All accounting procedures and financial records of the council shall be determined by the RFO as required by the Accounts and Audit Regulations, 

appropriate Guidance and proper practices.  

  

2.2  The bank reconciliation will form part of the monthly financial report.  

   

2.3 The RFO shall complete the annual statement of accounts, annual report and any related documents of the council contained in the Annual Return (as 

specified in proper practices) as soon as practicable after the end of the financial year and having certified the accounts shall submit them and report thereon 

to the council within the timescales set by the Accounts and Audit Regulations.  
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2.4 The council shall ensure there is an adequate and effective system of internal audit of its accounting records, and of its system of internal control in 

accordance with proper practices. Any officer or member of the council shall make available such documents and records as appear to the council to be 

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 for that purpose.  

  

2.5 The Internal Auditor shall be appointed by and carry out the work in relation to internal controls required by the council in accordance with proper 

practices. The Internal Auditor, who shall be competent and independent of the operations of the council, shall report to the council in writing on a regular 

basis with a minimum of one annual report in respect of each financial year.  

  

2.6 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 statements of account required by the Audit Commission Act 1998, or any superseding legislation, and the 

Accounts and Audit Regulations.  

  

2.7  The RFO shall, without undue delay, bring to the attention of all councillors any correspondence or report from internal or external auditors.  

  

  

ANNUAL ESTIMATES  
  

3.1 Each committee (if any) shall formulate and submit proposals to the council in respect of revenue and capital costs for the following financial year not later 

than the end of November each year.  

  

3.2 Detailed estimates of all receipts and payments for the year shall be prepared each year by the RFO.  
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3.3 The council shall review the estimates not later than the end of January each year and shall fix the Precept to be levied for the ensuing financial year. The 

RFO shall supply each member with a copy of the approved estimates.  

  

3.4  The annual budgets shall form the basis of financial control for the ensuing year.  

  

  

BUDGETARY CONTROL  
  

4.1  Expenditure on revenue items may be incurred up to the amounts included in the approved budget.  

  

4.2 No expenditure may be incurred which will exceed the amount provided in the revenue budget other than by resolution of the council. The RFO may, with 

the approval of council, apply a virement between subheads.  

  

4.3 The RFO shall provide the council with a monthly statement of receipts and payments to date under each head of the budgets, comparing actual 

expenditure against that planned.  

  

4.4 The RFO/Clerk may incur expenditure on behalf of the council which is necessary to carry out any repair, replacement or other work which is of such 

extreme urgency that it must be done at once, whether or not there is any budgetary provision for the expenditure, subject to a limit of £500. The RFO/Clerk 

shall report the action to the council as soon as practicable thereafter.  

  

4.5 Unspent provisions in the revenue budget shall not be carried forward to a subsequent year unless authorised by a resolution of the council.  
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4.6 No expenditure shall be incurred in relation to any capital project and no contract entered into or tender accepted involving capital expenditure unless the 

council is satisfied that the necessary funds are available.  

  

4.7 All capital works shall be administered in accordance with the council’s standing orders and financial regulations relating to contracts.  
  

  

BANKING ARRANGEMENTS AND CHEQUES  
  

5.1 The council’s banking arrangements shall be made by the RFO and approved by the council. They shall be reviewed regularly for safety and efficiency.  

  

5.2 A schedule of the payments required, forming part of the Agenda for the Meeting, shall be prepared by the RFO and, together with the relevant invoices, be 

presented to the council. If the schedule is in order it shall be authorised by a resolution of the council and shall be initialled by the Chair of the Meeting.  

  

5.3 Cheques drawn on the bank account in accordance with the schedule referred to in paragraph 5.2 or in accordance with paragraph 6.4, shall be signed by 

two members of council.  

  

5.4 The council will not make use of an overdraft and the RFO will arrange transfers from the savings accounts to ensure that the current account balance does 

not fall below £1,000.   

  

     

PAYMENT OF ACCOUNTS  
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6.1 All payments shall be effected by cheque or other order drawn on the council’s bankers or by a debit card issued to the RFO.  

  

6.2 All invoices for payment shall be examined, verified and certified by the RFO. The RFO shall satisfy themself that the work, goods or services to which the 

invoice relates shall have been received, carried out, examined and approved.  

  

6.3 The RFO shall examine invoices in relation to arithmetic accuracy and shall analyse them to the appropriate expenditure heading. The RFO shall take all 

steps to settle all invoices submitted, and which are in order, at the next available council meeting.  

  

6.4  If payment is required in advance or an account cannot be set up the Clerk is authorised to use the debit card for amounts not exceeding £500.  

  

6.5 If a payment is necessary to avoid a charge to interest under the Late Payment of Commercial Debts (Interest) Act 1998, and the due date for payment is 

before the next scheduled meeting of council, where the RFO certifies that there is no dispute or other reason to delay payment, the RFO may (notwithstanding 

paragraph 6.3) take all steps necessary to settle such invoices provided that a list of payments shall be submitted to the next appropriate meeting of council.  

  

6.6  The council will not maintain any form of cash float. All cash received must be banked intact. Any payments made in cash by the RFO (for example for 
postage or minor stationery items) shall be refunded on a regular basis, at least quarterly.  

  

  

PAYMENT OF SALARIES  
  

7.1 The payment of all salaries shall be made in accordance with payroll records and the rules of PAYE and National Insurance currently operating, and salaries 

shall be as agreed by council.  
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7.2 Payment of salaries and payment of deductions from salary such as may be made for tax, national insurance and pension contributions, may be made in 

accordance with the payroll records and on the appropriate dates, provided that each payment is reported to and ratified by the next available council 

meeting.  

  

  

LOANS AND INVESTMENTS  
  

8.1 All loans and investments shall be negotiated in the name of the council and shall be for a set period in accordance with council policy.  

  

8.2 The council’s Investment Policy, shall be in accordance with relevant regulations, proper practices and guidance.  

  

8.3 All investments of money under the control of the council shall be in the name of the council.  

  

8.4 All borrowings shall be effected in the name of the council, after obtaining any necessary borrowing approval. Any application for borrowing approval shall 

be approved by council as to terms and purpose.  

  

8.5 All investment certificates and other documents relating thereto shall be retained in the custody of the RFO.  

  

INCOME  
  

9.1 The collection of all sums due to the council shall be the responsibility of and under the supervision of the RFO.  
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9.2 Particulars of all charges to be made for work done, services rendered or goods supplied shall be agreed annually by the council, notified to the RFO and the 

RFO shall be responsible for collection of all accounts due to the council.  

  

9.3 The council will review all fees and charges annually, following a report of the RFO.  

  

9.4  Any sums found to be irrecoverable and any bad debts shall be reported to the council and shall be written off in the year.  

  

9.5 All sums received on behalf of the council shall be banked intact as directed by the RFO. In all cases, all receipts shall be deposited with the council’s 

bankers with such frequency as the RFO considers necessary.  

  

9.6  The origin of each receipt shall be entered on the paying in slip.  

  

9.7  Personal cheques shall not be cashed out of money held on behalf of the council.  

  

9.8 The RFO shall promptly complete any VAT return that is required. Any repayment claim due in accordance with VAT Act 1994 section 33 shall be made at 

least annually coinciding with the financial year end.  

  

  

ORDERS FOR WORK, GOODS AND SERVICES  
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10.1 An official order or letter shall be issued for all work, goods and services unless a formal contract is to be prepared or an official order would be 

inappropriate. Copies of orders shall be retained.  

  

10.2  Order books shall be controlled by the RFO.  

  

10.3 All members and Officers are responsible for obtaining value for money at all times. An officer issuing an official order is to ensure as far as reasonable and 

practicable that the best available terms are obtained in respect of each transaction, usually by obtaining three or more quotations or estimates from 

appropriate suppliers, subject to any de minimis provisions in Regulation 11(h) below.  

  

10.4 A member may not issue an official order or make any contract on behalf of the council.  

  

10.5 The RFO shall verify the lawful nature of any proposed purchase before the issue of any order, and in the case of the new or infrequent purchases or 

payments, the RFO shall ensure that the statutory authority shall be reported to the meeting at which the order is approved so that the Minutes can record the 

power being used.  

  

10.6 No order can be made and paid for on behalf of another organisation not registered for VAT  

  

CONTRACTS  
  

11.1  Procedures as to contracts are laid down as follows:  
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(s) Every contract shall comply with these financial regulations, and no exceptions shall be made otherwise than in an emergency provided that these regulations 

shall not apply to contracts which relate to items (i) to (vi) below;  

  

(i) for the supply of gas, electricity, water, sewerage and telephone services;  

  

(ii) for specialist services such as are provided by solicitors, accountants, surveyors and planning consultants;  

  

(iii) for work to be executed or goods or materials to be supplied which consist of repairs to or parts for existing machinery or equipment or plant;  

  

(iv) for work to be executed or goods or materials to be supplied which constitute an extension of an existing contract by the council;  

  

(v) for additional audit work of the external Auditor up to an estimated value of £250 (in excess of this sum the RFO shall act after consultation with the 

chair and vice chair of the council);  

  

(vi) for goods or materials proposed to be purchased which are proprietary articles and/or are only sold at a fixed price.  

  

(t) Where the council intends to procure or award a public supply contract, public service contract or public works contract as defined by The Public Contracts 

Regulations 2015 (the Regulations) which is valued at £25,000 or more, the council shall comply with the relevant requirements of the Regulations.  

  

(u) The full requirements of the Regulations, as applicable, shall be followed in respect of the tendering and award of a public supply contract, public service contract 

or public works contract which exceeds thresholds in The Regulations set by the Public Contracts Directive 2014/24/EU (which may change from time to time).  

  

(v) When applications are made to waive financial regulations relating to contracts to enable a price to be negotiated without competition the reason shall be 

embodied in a recommendation to the council.  

  

(w) Such invitation to tender shall state the general nature of the intended contract and the RFO shall obtain the necessary technical assistance to prepare a 
specification in appropriate cases. The invitation shall in addition state that the tenders must be addressed to the RFO in the ordinary course of post. Each 
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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.  

  

(x) 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.  

  

(y) Any invitation to tender issued under this regulation shall be subject to Standing Orders 18d and shall refer to the terms of the Bribery Act 2010.  

  

(z) When it is intended to enter into a contract for less than £25,000 in value for supply of goods or materials or for the execution of works or specialist services 

other than such goods, materials, works or specialist services as are excepted as set out in paragraph (a) the RFO shall obtain three quotations (priced descriptions 

of the proposed supply); where the value is below £3,000 and above £100 the RFO shall strive to obtain three estimates. Otherwise, Regulation 10(3) above shall 

apply.   

            

(aa) The council shall not be obliged to accept the lowest or any tender, quote or estimate.  

  

  

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION WORKS  
  

12.1 Payments on account of the contract sum shall be made within the time specified in the contract by the RFO upon authorised certificates of the architect 

or other consultants engaged to supervise the contract (subject to any percentage withholding as may be agreed in the particular contract).  

  

12.2 Where contracts provide for payment by instalments the RFO shall maintain a record of all such payments. In any case where it is estimated that the total 

cost of work carried out under a contract, excluding agreed variations, will exceed the contract sum of 5% or more a report shall be submitted to the council.  

  

12.3  Any variation to a contract or addition to or omission from a contract must be approved by the council and RFO to the contractor in writing before any 
work has begun, the council being informed where the final cost is likely to exceed the financial provision.  
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PROPERTIES AND ESTATES  
  

13.1 The RFO shall make appropriate arrangements for the custody of all title deeds of properties owned by the council. The RFO shall ensure a record is 

maintained of all properties owned by the council, recording the 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.   

  

13.2 No property shall be sold, leased or otherwise disposed of without the authority of the council, together with any other consents required by law,  

save where the estimated value of any one item of tangible moveable property does not exceed £50.  

  

  

INSURANCE  
  

14.1 Following an annual risk assessment, the RFO shall effect all insurances and negotiate all claims on the council’s insurers.  

  

14.2 The RFO shall give prompt notification to the insurers of all new risks, properties or vehicles which require to be insured and of any alterations affecting 

existing insurances.  

  

14.3 The RFO shall keep a record of all insurances effected by the council and the property and risks covered thereby and annually review it.  

  

14.4 The RFO shall be notified of any loss, liability or damage or of any event likely to lead to a claim and shall report these at the next available meeting.  
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14.5 All appropriate members and employees of the council shall be included in a suitable fidelity guarantee insurance which shall cover the maximum risk 

exposure as determined by the council.  

  

  

RISK MANAGEMENT  
  

15.1 The council is responsible for putting in place arrangements for the management of risk. The RFO shall prepare and promote risk management policy 

statements in respect of all activities of the council. Risk policy statements and consequential risk management arrangements shall be reviewed at least 

annually.  

  

15.2 When considering any new activity the RFO shall prepare a draft risk assessment including risk management proposals for consideration and adoption by 

the council.  

  

  

REVISION OF FINANCIAL REGULATIONS  
  

16.1 It shall be the duty of the council to review the Financial Regulations of the council from time to time. The RFO shall make arrangements to monitor 

changes in legislation or proper practices and shall advise the council of any requirement for a consequential amendment to these financial regulations.  

  

16.2 The council may, by resolution of the council 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 drawn up and presented in advance to all members 

of council.   
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APC/23-24/AM 4 

BUSINESS RISK ASSESSMENT 

Area of Risk   Risk   Likelihood  

of   

occurrence   

Impact 

Level   

Controls (comments in bold indicate areas where 

improvement or action is required)   

Review timing   

   

All Assets   Financial:               

   Legal liability as a result of 

ownership   

L   M   All major items of property are insured by Aon and cover 
reviewed each year including Public Liability Insurance. Insurers 
informed of new assets    
   

On-going maintenance programme in place   

Annually   

   

On-going   

                  

   Loss/Damage   L   M   Asset register updated as assets acquired or sold/written off and 

reviewed at year end   

On-going and 

annually   

                  

   Inadequate budget provision   L   L   Income and expenses included in budget and monitored 

monthly. Budget increased to reflect aging equipment at Play 

Area and new equipment for Trim Trail  

Monthly   

                  

   

   

Additional risks identified by  

asset   

   

            

Bus shelters   Physical and environmental:               
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   Damage/dirty   

   

   

Vandalism   

M   

   

   

M   

L   

   

   

L   

Regular inspections and repairs. Annual cleaning contract in 
place   
   

Repairs undertaken. Incidents reported to the police   

On-going and   

Annually   

   

On-going as 

required   

                  

Land and   

Open Spaces   

Security of Deeds of 

ownership:   

            

   Loss/Damage   L   L   Deeds and relevant documentation kept in safe. Copies 

available.   

   

 

          

   Maintenance including grass 

cutting and litter picking   

L   L   Annual contract in place for maintenance, reviewed with annual 

budget. Maintenance person appointed for minor works  

On-going and 

Annually   

                  

   Vandalism   M   L   Any incidents reported to the police   On-going   

                  

      

  

Public Liability   

   

   

L   

   

   

M   

   

   

Insurance cover reviewed annually   

   

   

Annually   

            Risks to the public are minimised wherever possible   On-going   

Litter bins   Inadequate servicing   L   L   Annual contract in place, reviewed with annual budget 

Increased frequency when appropriate   

On-going and 

Annually   

                  

   

   

Vandalism    L   L   Inspected when emptied   Weekly   
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Play areas   Failure to collect income    L   L   Rental agreements reviewed annually and Clerk ensures 

payment is made on due dates   

On-going   

                  

   Vandalism    M   L   Weekly inspection of play areas    Weekly   

                  

   Personal injury   L   H   Weekly inspection of play areas with written report   Weekly   

            Necessary maintenance work undertaken as required   On-going   

            Annual inspections by LDC approved inspectors. Inspectors carry 

out a full risk assessment on each item of equipment and issue a 

report which is circulated and approved by full Council.   

Annual   

            For parties, car parking etc., users required to provide own 
insurance and risk assessment where appropriate   
Warning signs erected on MUGA re dangers of climbing fencing   

On-going   

                  

   Public Liability   L   M   Insurance cover reviewed annually   Annually   

            Risks to the public are minimised wherever possible   On-going   

   Record of injuries maintained   On-going   

            For parties, car parking etc., users required to provide own 

insurance and risk assessment where appropriate   

On-going   

   

                  

   Inadequate maintenance of 

records   

L   M   Weekly inspection reports kept by Clerk   On-going   

            Reported accident record maintained by Clerk   On-going   
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Area of Risk   Risk   Likelihood  

of   

occurrence   

Impact 

Level   

Controls (comments in bold indicate areas where 

improvement or action is required)   

Review timing   

   

Allotments   Failure to collect income    L   L   Licence agreement includes payment schedule and Clerk  Annually  

ensures payment is made on due dates   

                  

   Failure to comply with  

Licence conditions    

L   L   Allotment Association fully aware of all Licence conditions and On-going  

restrictions included in User Licences.    

            Agreements provide for regular inspection of land and Allotment On-going  

Association records.    

      

   

            

Administration                 

Computing    Loss from theft   L   L   Laptop computers in possession of Clerk and Accounts Officer,  On-going  

covered by insurance   

                  

   Loss from unauthorised use   L   L   Laptop computers in possession of Clerk and Accounts Officer  On-going   

and password protected   

            Password changed periodically   On-going   

      

    System crash   L   L   Most work on Word and Excel spreadsheets and regular back  On-going    

ups taken. Hard Copies kept of main documents and some policy 

documents published on website   
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            Payroll records also kept as hard copies   On-going   

                  

                  

   

      

   

   

   

Area of Risk   Risk   Likelihood  

of   

occurrence   

Impact 

Level   

Controls (comments in bold indicate areas where improvement 

or action is required)   

Review timing   

                  

Meeting GDPR   Failure to meet statutory   legal     duties         L      M         . The Council approved a GDPR Policy, 

revised Privacy Statement,   

        Retention    

                                                                                                                           Schedule and Personal Information Register in March        2019, all 

published on the website. An annual report will        be  

 presented to the Council on GDPR compliance.        The Clerk is 

Data Controller on behalf of the Council   

                  

                                  The council is registered under the GDPR requirements with   the  

Information Commissioners Office.    
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  Sensitive data is kept under password on computer and in        On-going  

locked filing cabinet in a locked office.     

   

Meeting             Failure to            L         L                    IT Adviser ensures that website meets                                               

Public                meet    

Accessibility    regulatory  to website        

duty  

 International accessibility standards.   

                             Parish Council accessibility statement   developed 
in consultation with national guidance and IT Adviser. Approved by 
Council June 2019, reviewed annually   
       

   

 

requirements    

         

   

                     

Council  

meetings   

Failure to meet statutory duty  L   L   All members notified of meeting by summons and agenda 3 

clear days notice   

Quorum checked and attendance records kept   

Minutes of proceedings promptly prepared, signed by Chair and 

filed    

On-going   

                   

   Access   L   L                                                  Meeting rooms allow access for all   On-going   

        Seating for press and public provided     

                   

   Non-compliance with new  L    L   Membership of local and national associations maintained   On-going   

legislation   
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Area of Risk   Risk   Likelihood  

of   

occurrence   

Impact 

Level   

Controls (comments in bold indicate areas where improvement 

or action is required)   

Review timing   

                  

   

   

Employment   

of staff   

   

   

Failure to comply with   

Employment Law   

   

   

L   

   

   

L   

   

   

All employees have contracts of employment   

Payroll package provides details of updates and new legislation 
Membership of local and national associations maintained   
   

   

   

On-going   

            Revised Appraisal process approved March 2019   

   

   

   Lack of employee motivation   L   L   Job description clearly defined   

Regular staff appraisals undertaken and training encouraged  

Attendance at local association meetings supported   

On-going   

                  

   Attacks on personnel   L   L   Effective security system in operation   

Telephone access available at all times  

Appropriate insurance cover held   

On-going   

                  

   Inadequate equipment   L   L   Need reviewed and purchased/replaced as necessary   On-going   
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Area of Risk   Risk   Likelihood  Impact  

of   Level   

occurrence   

Controls (comments in bold indicate areas where 

improvement or action is required)   

Review 

timing   

                  

Financial  

management   

Poor financial management   L   L   Clerk is also the Responsible Financial Officer responsible for 

management of financial affairs and is fully aware of 

requirements    

On-going   

            Standing Orders and Financial Regulations based on NALC 

guidelines are confirmed at annual meeting   

Annually   

            Annual budget prepared for Precept based on anticipated 

income and expenditure and includes projects to be undertaken 

Budget approved at Council meeting   

Annually   

            Budget compared to actual in monthly financial statement and 

variances explained    

Monthly   

            Financial statements subject to internal audit twice pa   Six-monthly   

            Monthly financial statement includes bank reconciliation   Monthly   

            Balances in hand reviewed and invested in savings accounts as 

appropriate. No equity investments   

Monthly   

            Monthly financial statement reviewed and approved at each 

Council meeting   

Monthly   
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  Incurring expenditure without  

proper legal authority   

   

L   L   Powers identified before expenditure requested   

All expenditure (other than for those items which are 
recurring and which allow the Council to conduct its 
business) are approved at a Council meeting and properly 
recorded in minutes All payments supported by invoice or 
voucher which has been checked by the Clerk   
All payments approved at Council meeting   

All cheques signed by two Cllrs and counterfoils and invoices 

initialled   

On-going  
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   Failure to ensure proper use 

of funds under S137   

L   L   Expenditure separately identified   

Statutory limit calculated and not exceeded   

All approvals properly recorded in minutes   

 

On-going   

Area of Risk   Risk   Likelihood  Impact  

of   Level   

occurrence   

Controls (comments in bold indicate areas where 

improvement or action is required)   

Review timing   

                  

Financial   

management   

   

   

Loss through theft or 

misappropriation   

L   L   Fidelity guarantee insurance increased as required   

No petty cash or cash-based transactions   

Majority of income by direct credit to the bank   

Cheques banked promptly on receipt   

   

On-going   

   Failure to comply with HMRC 

regulations: -   

            

   VAT   L   L   Clerk aware of requirements   

Half-yearly returns, fully reconciled, submitted  

Advice sought when required   

On-going   

  

   

   

PAYE/NI   L   L   Clerk aware of requirements   

Payroll software kept up to date   

Monthly payments, fully reconciled, submitted   

Year end returns promptly submitted   

Advice sought when required   

On-going  
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Planning and 

Development 

control   

Failure to comply with 

consultation deadline   

L   L   Clerk reports all consultations to Council meeting and follows 
up to meet deadline   
Extensions requested if necessary   

On-going   

                  

   

   

   

   

   

   

   

   

Area of Risk   Risk   Likelihood  

of   

occurrence   

Impact 

Level   

Controls (comments in bold indicate areas where 

improvement or action is required)   

Review timing   

   

Other matters            

Councillors   Failure to maintain registers of L  interests 

and gifts   

L   All Cllrs are aware of statutory responsibilities   On-going   

Declaration of interest is a separate item on each agenda Entries Monthly  

updated annually   Annually   

                  

   Model Code of Conduct   L   L   All Cllrs accept the Model Code of Conduct on election/cooption  On-going   
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  Training   L   L   Each Cllr receives a copy of Council and Financial STO’s   

New Cllrs receive a copy of The Good Councillors guide   

New Cllrs are encouraged to undertake the New Councillors or   

Roles and Responsibilities course run by SPCA   

Training also offered to all Cllrs when there is a major legislative 
change    
   

Annually  

   

On-going   

On-going   

   

On-going   

Newsletters and 

website   

Failure to meet statutory 

requirement re non-political 

content   

L   L   Ensure all contributors are aware of requirement   

Editors check content for compliance   

    

On-going   

                  

   Defamation   L   L   Ensure all contributors are aware of requirement   

Editors check content for compliance   

Insurance cover in place   

   

On-going   

   Failure to deliver   L   L   Editor monitors distributors and verifies invoices   

   

On-going   

   Non compliance with   

GDPR/Freedom of   

Information Act   

L   L   Website updated as required   On-going   

   Inadequate control of website   L   L   Annual maintenance contract with designer   

Nominated Cllrs regularly review content and are aware of what   

On-going   
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Alrewas Parish Council      

   

Business Risk Assessment 2023-24   
   

   

   

   

Office  Poor office conditions and accommodation  equipment   

   Fire   

   

  

Area of Risk   Risk   Likelihood  

of   

occurrence   

Impact 

Level   

Controls (comments in bold indicate areas where 

improvement or action is required)   

Review timing   
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APC/23-24/AM/5 

ALREWAS PARISH COUNCIL  

ALREWAS PARISH COUNCIL INTERNET, E MAIL AND SOCIAL MEDIA POLICY    

   

1   Introduction    
   

As all councillors and employees of Alrewas Parish Council are using a council attributable e mail address there should be an agreed 

understanding of the use and limits of this provision.    

   

As employees also use Council provided telephones the Policy will apply to them while using such devices in the Council’s name.   

   

2   Proposed Policy   
   

The purpose of this policy is to:   

1. Protect the reputation of Alrewas Parish Council by avoiding the misuse of its e mail system and its name. This could include, but not be 

limited to, potential defamation of others, breach of privacy, breach of confidentiality, breach of data protection legislation, access to 

and or circulation of inappropriate web-based materials, emails or social media posts   

2. Minimise the risk of the introduction of viruses and other malware which could impact on the efficiency of the work of the Council and 

the security of information held by it   

   

The Parish Council provides telephones (for employees) and e mail addresses for Councillors and employees for legitimate use while undertaking 

council business only.   

   

All councillors and employees are expected to follow this policy at all times when using e mail, social media or the internet for Council business.   

   

1   E mail usage   
Users of Council email addresses should follow the procedures below when using e mail in the course of Parish Council business:   

1. E mails should use polite language and not be offensive or discriminatory   

2. No emails should bring the Council into disrepute   

3. An e mail signature must be used which clarifies that the message is sent from a councillor or employee of the Council   

4. Councillors/employees should not circulate confidential material beyond those who need to receive the information. They should be 

very careful when forwarding an e mail trail   

5. The circulating of offensive, indecent or obscene material or anything which breaches the Equal Opportunities Policy or Information 

Commission regulations should not be undertaken   

6. Councillors/employees should not allow those not eligible to use a council e mail address to log on to their Parish Council e mail system 

or to have access to their password    

   

2   Internet/Social media usage   
1. The Council does not formally engage with Social Media except to provide information as approved by a full Council meeting  

2. Councillors/employees should not engage in discussions on social media in a way that suggests that they are speaking on behalf of the 

Council unless authorised by a Council meeting to do so.    

3. Councillors/employees should not upload or post any link to material which may     be considered derogatory, abusive or defamatory    

4. Councillors/employees should not make posts which contain material relating to Council business, especially confidential matters   

   

3   Matters for concern   

If the usage by any councillor or employee of the Council e mail system or the internet gives concern, councillors should report this in the first 

instance to the Clerk, who will inform the Chair of the Council and carry out an investigation. If the complaint is about the Clerk the councillor 

should contact the Chair or Vice Chair of the Council, who will undertake an investigation.    

4   Complaints by members of the public   

If the usage by any councillor or employee of the Council e mail system or the internet causes concern to a member of the public they should 

report this in the first instance to the Clerk, who will inform the Chair of the Council and carry out an investigation. If the complaint is about the 

Clerk the member of the public should contact the Chair or Vice Chair of the Council, who will undertake an investigation.    

5   Review of the Policy   

The Policy will be reviewed annually by the Clerk and reapproved by a full Council meeting.   

   

   

Kathryn Powell   
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Clerk   

July 2019   

Approved 9 September 2019   

Reviewed April and reapproved May 2021 and May 2023 
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APC/23-24/AM/6  

ALREWAS PARISH COUNCIL    

  

   

 OPERATIONAL PROCEDURES FOR PARISH COUNCIL WORKING GROUPS   

Introduction   
The Parish Council has a range of working groups to address specific issues. Revised operational procedures have been approved to help groups 

work effectively. In any case of dispute, Parish Council Standing Orders take precedence over these guidelines.   

   

The operating procedures   
1. Working groups can only be created by the full Parish Council    

2. The Chair of the working group will be appointed by the Chair of the Parish Council   

3. As in all aspects of work undertaken as Cllrs, Cllrs who are members of working groups should adhere to the standards expected of all in 

public life as set out in the Code of Conduct and Standing Orders    

4. Membership can be drawn from the Parish Council and from residents or others with relevant experience and knowledge who can assist 

the Council in its work  

5. Meetings can be held in person or virtually   

6. Working groups will have an agreed rationale and focus for their work and should not move away from this focus without the agreement 

of the Parish Council   

7. Working groups may be time limited, depending on the nature of the issues being addressed, or may be an ongoing group    

8. Working groups can decide to undertake a scoping exercise as part of their consideration of an issue prior to bringing a proposal to a full 

council meeting for a decision but any costs involved must be approved in advance by a full Parish Council meeting    

9. Reports from working groups will be a Standing Order on the agenda for each Parish Council meeting. The Chair of the working group or 

nominee is responsible for providing a verbal or written report    

10. Normally there will be no officer support for working groups but guidance on policies, procedures and other matters can be obtained 

from the Clerk   

11. Working groups will not have delegated powers to make major policy decisions unless exceptionally and explicitly granted by the full 

Parish Council. They will be able to make operational decisions to support their work   

12. Any expenditure by working groups can only take place after it is authorised at a  Parish Council meeting. Any agreed spending should be 

supported by receipts and sent to the Clerk for authorisation at the next Parish Council meeting   

13. Any recommendations for action must be made in writing to a Parish Council, via the Clerk, with a clear rationale for the 

recommendation, including how it supports the Council’s Strategic Plan. Any recommendations requiring funding should include 

quotations so that expenditure can be identified and agreed before spending takes place   

14. Any updates which the working group wish to publish on the Parish Council’s website must be agreed by the group. They must be sent to 

the Clerk for publication   

15. Working groups will operate with collective responsibility. Once a recommendation has been agreed for consideration by the Parish 

Council, individual members will not seek to reopen the discussion at a Parish Council meeting. They can ask the Chair of the working 

group to report that the recommendation was not supported by all members of the working group.     

   

Kathryn Powell, Clerk,      

Approved 10 February 2020, revised March 2021, reapproved May 2021 and May 2023   
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Papers 7,8 to follow, Paper 9 issues separately 
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APC/23-24/1/10 

ALREWAS PARISH COUNCIL   

 

Cllrs are asked to consider the annual report on Data Protection and GDPR matters 

 

KP, Clerk, April 2023 

 

Annual report on Data Protection and GDPR issues 2022-2023 

1 Introduction 

Cllrs agreed when closing the GDPR working group that an  annual report would be received at each Annual Meeting of the 

Parish Council, to assure Cllrs that the Parish Council adheres to national legislation and requirements. 

 

2 Legislation 

There have been no changes to legislation affecting requirements on the Parish Council. The Clerk monitors national 

requirements and can ask sector bodies for advice if necessary e.g. NALC, SSLC, SPCA. 

 

3 GDPR and Data Protection Act requests 

The Parish Council has received no requests for information under national legislation in 2022-2023. 

 

4 Data Protection Officer 

Under current legislation the Parish Council is not required to have a Data Protection Officer but the Clerk fulfils this role to 

ensure that the Council can address GDPR/DP issues. 

 

5 Cllrs and information 

Cllrs are all provided with a Parish Council e mail address which they are expected to use for Parish Council business. When 

individuals stop being a Cllr their account is closed and they have no access to Parish Council internal information. They are also 

asked to return all papers and other information relating to Parish Council work to the Clerk for secure disposal.  

 

6 Data disposal 

Hard copy data is disposed of securely by the Clerk through employing a shredding company. A certificate is provided showing 

that the work has been undertaken properly in line with current legislation. The last time this service was used was 27 April 

2023.  

 

Kathryn Powell 

Clerk 

27 April 2023 
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ALREWAS PARISH COUNCIL  

ALREWAS PARISH COUNCIL INTERNET, E MAIL AND SOCIAL MEDIA POLICY    

   

1   Introduction    
   

As all councillors and employees of Alrewas Parish Council are using a council attributable e mail address there should be an agreed 

understanding of the use and limits of this provision.    

   

As employees also use Council provided telephones the Policy will apply to them while using such devices in the Council’s name.   

   

2   Proposed Policy   
   

The purpose of this policy is to:   

3. Protect the reputation of Alrewas Parish Council by avoiding the misuse of its e mail system and its name. This could include, but not be 

limited to, potential defamation of others, breach of privacy, breach of confidentiality, breach of data protection legislation, access to 

and or circulation of inappropriate web-based materials, emails or social media posts   

4. Minimise the risk of the introduction of viruses and other malware which could impact on the efficiency of the work of the Council and 

the security of information held by it   

   

The Parish Council provides telephones (for employees) and e mail addresses for Councillors and employees for legitimate use while undertaking 

council business only.   

   

All councillors and employees are expected to follow this policy at all times when using e mail, social media or the internet for Council business.   

   

1   E mail usage   
Users of Council email addresses should follow the procedures below when using e mail in the course of Parish Council business:   

7. E mails should use polite language and not be offensive or discriminatory   

8. No emails should bring the Council into disrepute   

9. An e mail signature must be used which clarifies that the message is sent from a councillor or employee of the Council   

10. Councillors/employees should not circulate confidential material beyond those who need to receive the information. They should be 

very careful when forwarding an e mail trail   

11. The circulating of offensive, indecent or obscene material or anything which breaches the Equal Opportunities Policy or Information 

Commission regulations should not be undertaken   

12. Councillors/employees should not allow those not eligible to use a council e mail address to log on to their Parish Council e mail system 

or to have access to their password    

   

2   Internet/Social media usage   
5. The Council does not formally engage with Social Media except to provide information as approved by a full Council meeting  

6. Councillors/employees should not engage in discussions on social media in a way that suggests that they are speaking on behalf of the 

Council unless authorised by a Council meeting to do so.    

7. Councillors/employees should not upload or post any link to material which may     be considered derogatory, abusive or defamatory    

8. Councillors/employees should not make posts which contain material relating to Council business, especially confidential matters   

   

3   Matters for concern   

If the usage by any councillor or employee of the Council e mail system or the internet gives concern, councillors should report this in the first 

instance to the Clerk, who will inform the Chair of the Council and carry out an investigation. If the complaint is about the Clerk the councillor 

should contact the Chair or Vice Chair of the Council, who will undertake an investigation.    

4   Complaints by members of the public   

If the usage by any councillor or employee of the Council e mail system or the internet causes concern to a member of the public they should 

report this in the first instance to the Clerk, who will inform the Chair of the Council and carry out an investigation. If the complaint is about the 

Clerk the member of the public should contact the Chair or Vice Chair of the Council, who will undertake an investigation.    

5   Review of the Policy   

The Policy will be reviewed annually by the Clerk and reapproved by a full Council meeting.   

   

   

Kathryn Powell   
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Clerk   

July 2019   

Approved 9 September 2019   

Reviewed April and reapproved May 2021  
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APC/23-24/1/A 
ALREWAS PARISH COUNCIL 

 
ALREWAS PARISH COUNCIL MEETING MONDAY 15 MAY 2023 TO BE HELD AT THE VILLAGE 

HALL STARTING AFTER THE ANNUAL MEETING WHICH STARTS AT 7.30PM 
 

Dear Cllrs 

 

You are summoned to attend a meeting of Alrewas Parish Council to be held at the Village Hall which starts 

immediately after the Annual Meeting which begins at 7.30pm on Monday 15 May 2023. 

 

Kathryn Powell,  

Clerk to Alrewas Parish Council,  

9 May 2023 

 

No Agendas and papers will be provided in physical form but they will be available to download on the Alrewas Parish Council 

website before the meeting. Cllrs will be available for discussions with residents from 7pm.  

 

If members of the public have a question/query or wish to give a report to the Parish Council, please contact the Clerk by email 

clerk@alrewasparishcouncil.org.uk with the details, at least 48 hours prior to the scheduled meeting.  

 

Matters listed as “for report” will not normally be discussed unless a Cllr indicates to the Clerk prior to the 

meeting that they wish to raise the matter. 

 

 AGENDA 

 

1  Apologies 

a To receive and approve apologies for absence:     

b To note if the meeting is quorate 

 

2   Resignation of two Cllrs 

     a To note that Cllrs Nicklin and Threlfall resigned in April 2023 before the elections. 

 

3  Police Liaison 

     a To note the Smart Alerts (already circulated) 

 

4   Declaration of Members’ Interests 

a To declare any new Interests: Cllr Elizabeth Lawler for planning application 23/00387/LBC 

b To approve any Dispensations 

 

5   Minutes 

a To approve the Minutes of the meeting held on 13 March 2023 APC/22-23/10/M 

b To consider the updated action sheet APC/23-24/1/1   

 To note that the Canals and Rivers Trust have declined to take on responsibility for the willow structure 

         To note that Bromford have been reminded of their commitment to create off road parking on Fox Lane  

 

6   Public Participation  

a) To RESOLVE to suspend Standing Orders 

b) Members of the public       

c) District Cllrs   

d) County Cllr   

e) To RESOLVE to reinstate Standing Orders  

Matters for discussion/approval 

 

7   Planning  

   a To consider planning applications from Lichfield District Council APC/23-24/1/2  

      

 8  Financial matters  

a To consider and approve the Accounts for March 2023 APC/23-24/1/3 circulated separately 

b To consider and approve the Accounts for April 2023 APC/23-24/1/4 circulated separately 

c To confirm the approval by e mail of the Cheques for Payment list for April 2023 APC/23-24/1/5 circulated separately 

     d To confirm the Cheques for Payment list for May 2023, approved by circulation APC/23-24/1/6 circulated separately 

     e To note that no new CIL funding has been received in the recent allocation 

 

9 Internal Auditor’s report 

    a  To consider the Internal Auditor’s report APC/23-24/1/7 

    

10 Allotment rental agreement 

    a To consider suggestions made by the national RBL and the allotment holders in relation to the conditions of the lease 

 APC/23-24/1/8 To follow 

11 HS2 meeting with Kings Bromley, Alrewas and Fradley Parish Councils  

    a To consider a verbal report on the meeting  from Cllr Whatton  

  

12 Alrewas social value project 

    a To consider a verbal report on the project from Cllr Wilcox  

 

mailto:clerk@alrewasparishcouncil.org.uk
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13 Update on Post Office and post boxes 

     a To consider a verbal update from Cllrs Moss and Adams  

 

14 Parish Assembly 2023 

     a To consider a verbal update on the Parish Assembly for 2023  

 

15  Update on Coronation commemorations 

    a To note that work was undertaken on the Jubilee Garden by the Friends of the Jubilee Garden and that 15 bags of litter  

       were collected by volunteers on the volunteering day on 8 May 2023  

 

16 Traffic issues on Rykneld Street 

    a To consider a verbal update from Cllr Wilcox 

 

17 Working groups (Standing item – reports when required) 

    a Communications  

    b Environment and Development Working Group 

       To note that the group will appoint a new Chair shortly 

       To consider a verbal report on progress with the Jubilee Garden  

       To consider a request to apply to South Staffs Water for a water supply for the Jubilee Garden  APC/23-24/1/9 To 

follow 

    c Quarry working group     

       To note that the group will appoint a new Chair shortly 

    d Traffic Management working group  

       To note that a meeting has been arranged by CCllr Eagland with APC and SCC staff to discuss the possibility of installing a 

       pedestrian crossing on Main Street 

    e Walkfield working group  

       To note that the gate to the play area has been damaged by vandals. LDC undertook emergency repair work on health and  

       safety grounds.     

 

18 Residents comments/correspondence      

    a To note that correspondence includes: 

• several complaints from residents about non consultation by the Civic Society over planting bushes on Walkfield 

near their properties forwarded to the Civic Society for a response 

• request from the Drop In for regular Cllr visits circulated to Cllrs 

• concern expressed by a resident at people playing golf dangerously on Walkfield. Reminders issue to residents  

• concern from Bromford about dangerous driving near their properties by Dark Lane addressed by Cllr Wilcox and 

referred to the Traffic Management Working Group 

• Complaint about Cadent leaving materials on the corner of Somerville Road and Fox Lane referred to Cadent 

 

Matters for report 

 

19 Update on Planning Applications 

      a  To note the update  APC/23-24/1/10 

 

20 Correspondence received since the last meeting 

      a To note that correspondence includes: 

• HS2 construction information including road closures 

• HS2 notes of the Annual Extraordinary Meeting 

• Invitation from HS2 to webinars on funding opportunities 

• Further information from Highways England on planned works on the A38  

• Information from SCC on road repairs 

• SCC information on the Order diverting public footpath 54A 

• Information from SCC on road closures for the Ironman event May 2023 

• SCC information on Croxall Road repairs 

• Information on Chetwynd Bridge repairs 

• Information from SCC on bus service changes 

• Information from SCC on business support 

• Information from SCC on flood planning 

• SCC Newsletter 

• Updates from Staffordshire Libraries and Archives 

• Information from SCC on funding opportunities 

• Information from the Integrated Care Partnership 

• Training information for Cllrs and Officers from SPCA and SLCC circulated  

• Information from LDC on business support 

• Information and updates from Staffordshire Association of Parish Councils (SPCA) and SSLC 

• Updates from the Rural Services Network 

• Updates from CPRE 

• Update from Lichfield Police  

• Fire and Rescue Safety updates 

• Information on works to the Lichfield Trent Valley platforms – closure and replacement of platform 3 from July to 

December 2023 

• Information on the Bearded Theory Festival at Catton Hall, May 2023 

 

21  Update from the Civic Society (Standing item – report if required)  

 

22 Parish Council Diary 

     a Past dates:  21 April 2023 Chair invited to attend the unveiling of the sculpture marking the NMA’s contribution to the 

                          Queen’s Green Canopy 
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                          22 April 2023  Council supported Cricket match at Alrewas Cricket Club    

     b Future dates: None 

   

23 Date of the next Parish Council Meeting   

a  To note that the next meeting will be held on 12 June 2023 at 7.30pm in the Village Hall  

b To note that the agenda deadline is 12 noon on 1 June 2023  

 

Kathryn Powell, Clerk, 4 May 2023.    
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CLOSED SESSION 

 

All non-Parish Cllrs will be asked to leave the meeting at this point. 

 

23 Budgetary matters for 2023-24 

      a  To consider budgetary issues in relation to the legal requirement to maintain a working reserve, as raised by the Internal 

          Auditor in her annual report   APC/23-24/1/11 Circulated to Cllrs only 

 

Kathryn Powell,  

Clerk, 9 May 2023.   
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APC/22-23/9/M 
ALREWAS PARISH COUNCIL 

 
MINUTES OF THE MEETING OF ALREWAS PARISH COUNCIL MEETING MONDAY 13 MARCH 2023 

HELD AT THE VILLAGE HALL STARTING AT 7.30PM 
 

 

Present: 

Cllr Dave Whatton, Chair, Cllr Jane Reilly, Vice Chair, Cllr Gail Adams, Cllr Elizabeth Lawler, Cllr Donna Moss, Cllr Jessica 

Nicklin, Cllr Michael Wilcox. 

 

In attendance, District Cllr Derick Cross, Ms Kathryn Powell, Clerk. 

 

District Cllr Cross was welcomed to the meeting after his recent illness.  

 

1 Cllr Margaret Stanhope MBE 

    a Held: a Minutes Silence for the late Cllr Margaret Stanhope MBE. Her over 50 years of public service at Parish and District  

      Cllr level was remembered, as was the full role she played in local life and the fact that she was a founder of the Civic  

      Society. Various organisations to which she had contributed were represented at her funeral, including the Parish Council.  

 

2 Apologies 

a Received and approved: apologies for absence from Cllr Threlfall – holiday; CCllr Eagland – another meeting, District Cllr 

Sonia Wilcox – another commitment.  

b Noted: the meeting was quorate 

 

3   Cllr vacancy 

     a Noted: 2 residents have expressed an interest. They will be asked to submit a statement which would be considered at a  

     closed session at the next meeting.        ACTION: Clerk  

 

4   Police Liaison 

     a Noted: the Smart Alerts (already circulated) 

 

5   Declaration of Members’ Interests 

a Noted: that no new interests were declared. 

b Noted: that no Dispensations were requested or approved. 

 

6   Minutes 

a Approved: the Minutes of the meeting held on 13 March  2023, without amendments APC/22-23/8/M 

b Considered: the updated action sheet APC/22-23/9/1   

 Noted: that the overflowing bin at Orgreave was emptied and removed by LDC at the request of the Parish Council as 

         ownership could not be established 

         Noted: that the CCTV installed on Micklehome Drive was now operational.  

 

7   Public Participation  

f) RESOLVED: to suspend Standing Orders 

g) Members of the public  - Mr Richard Kirkland spoke about the planning application outstanding for 16 Mill End Lane. 

He noted that much of the application had previously received approval and that further information has been 

submitted to LDC to clarify some concerns. He also noted that the neighbour had withdrawn his objection following 

the further information. The Parish Council agreed to reconsider the revised information and make a further response 

to LDC if they felt it was warranted.          ACTION: All Cllrs    

h) District Cllrs  - District Cllr Cross noted that Purdah would start shortly because of the upcoming elections. He had 

been invited to be interviewed by the BBC on the impact of HS2 and asked for points to be forwarded  to him. 

ACTION: All Cllrs  

Concern was expressed by Cllrs about the impact of the delay to HS2, given the amount of disruption in the area due 

to groundworks. It was also noted that the CEMEX plant had been granted planning permission because of HS2 so it 

was not clear whether this would be impacted by the delay to HS2. 

It was noted that Fradley and Streethay Parish Council would be dissolved shortly and two new Parish Councils 

created after the forthcoming May 2023 elections.  

i) County Cllr – Noted that information had been circulated and that updates on work on the A38 had been forwarded by 

the CCllr. Cllrs confirmed that they wished to attend a meeting with Kings Bromley Parish Council about the impact of 

forthcoming road closures.           ACTION: Clerk   

j) RESOLVED: to reinstate Standing Orders  

 

Matters for discussion/approval 

 

8   Planning  

     a Noted: that no planning applications had been received from Lichfield District Council. 

      

9  Financial matters  

a Considered and approved: the Accounts for February 2023 APC/22-23/9/2. 

b Approved: the Cheques for Payment list for March 2023 APC/22-23/9/3.  ACTION: Clerk, Chair, Vice Chair 

      

10 War memorial railings 

     a Noted: that LDC has been asked to repair the railings and that insurance companies will be asked to reimburse the costs. 
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11 Update on Post Office and post boxes 

     a Noted: that a post box has been reinstated on Main Street near the war memorial. 

     b Considered: a verbal update from Cllrs Moss and Adams. Enquiries about the installation of a parcels drop box were 

       ongoing. Complaints against Royal Mail due to their lack of engagement with the Parish Council were being pursued.  

       A meeting would be arranged with the resident wishing to open a post office.    ACTION: Clerk 

     

12 Parish Assembly 2023 

     a Agreed: that the Parish Assembly for 2023 would be held in the Church on 20 May 2023 from 2-4pm. Local groups would    

        be invited to participate.        ACTION: Clerk 

 

13 Traffic issues on Rykneld Street 

    a Considered: a verbal update from Cllr Wilcox. Residents were being kept informed about the road works on the A38 and  

      slip road. The slip road will be closed during the summer school holidays to minimise disruption to bus users. Issues  

      relating to the lorry parking by the Ivy Garage had abated.   

    b Noted: that the Clerk has been informed that no further response will be made by the Manager of the Ivy Garage.  

 

14 Bus shelter glass 

    a Quotes to repair the bus shelter on Fox Lane would be obtained for consideration at a future meeting. ACTION: Clerk 

 

15 Request from the Civic Society to plant hedging on Walkfield 

    a Approved: the request from the Civic Society to plant mixed hedging near the entrance to Walkfield at Chaseview Rd and  

      Walkfield Rd. This approval was subject to the Civic Society agreeing to maintain the hedging in the future. The Civic  

      Society would be asked to consider planting against the fence at the car park.     ACTION: Clerk 

 

16 Request to have Willow Wave pruned annually 

    a Considered: a request from a resident that the willow wave is pruned annually (already circulated). Noted: the structure is    

     on Canal and River Trust (C&RT) land and they would be contacted to see if they would undertake maintenance.    

ACTION: Clerk 

     If the C&RT would not adopt the structure than the Parish Council would adopt it permanently and would identify 

     a specialist who could weave the structure to maintain its shape. ACTION: Clerk 

 

17 Working groups (Standing item – reports when required) 

    a Communications Noted: that initiatives were in hand to enhance communication with local residents. Approved: a  

      Facebook page would be set up for information circulation only. Quarterly surgeries would be offered on a Saturday 

      morning in the George & Dragon public house starting on June 2023. A regular visit would be made by Cllrs to the Drop In.  

      An update leaflet would be printed and left with local businesses for residents to pick up.  

    b Environment and Development Working Group A Jubilee Gardens Development Day would be held on 1 April in the Village 

      Hall to set up the Friends of the Jubilee Garden.  ACTION: Clerk 

      The Green Arborist would be asked to plant the two cherry trees. ACTION: Clerk 

      Agreed: not to continue with the bark chipping and membrane until the final design of the garden was agreed.  

ACTION: Clerk 

      On 8 May 2023 a volunteering day would be held nationally as part of Coronation celebrations. Park of the work in  

      Alrewas would be planting bulbs and wildflowers at locations in the village.  

      Agreed: to ask LDC not to mow planted areas to help pollinators. The group would provide exact locations to the Clerk  

      so that she could undertake the renegotiation of the mowing contract with LDC.      ACTION: Cllrs Nicklin and Wilcox 

    d Quarry working group     

      Noted: the update on mitigation on the colour of the silos provided by CCllr Eagland (already circulated) and that SCC were  

       investigating possible further action. 

    e Traffic Management working group  

      Noted: that Cllr Adams is the new Chair of the working group 

      Considered: the notes of the recent meeting APC/22-23/9/4  

      Noted: the expense if a crossing could be installed. The working group would discuss a feasibility study  with CCllr. The  

       issue of double yellow lines at sites on Main Street would also be raised with her. Noted the strength of feeling among  

       elderly residents about the risks of crossing Main Street due to traffic and poor parking.  ACTION: Cllr Adams 

      Leafletting of poorly parked cars would continue. 

      The working group would finalise locations for the SIDS, including consultation with local residents. ACTION Cllr Adams  

      The Clerk was asked to obtain a quotation for the planting and maintenance of planters on the corner of Furlong Close and  

      Furlong Lane to stop dangerous parking. ACTION: Clerk 

      The Clerk was asked to contact the Maintenance person concerning a maintenance schedule for the gates at the entrance to  

      the village.       ACTION: Clerk 

           

18 Residents’ comments/correspondence      

    a Noted: that correspondence included: 

• Request to repair the sign at the entrance to the village on Fox Lane 

• Request from a resident that the Willow Wave is pruned annually (see agenda item 16 above) 

• Request from the Village Hall to be mindful of security. 

       

Matters for report 

 

19 Update on Planning Applications 

     a  Noted: the update  APC/22-23/9/5. 

 

20 Information Commissioner 

      a Noted: that the Parish Council remains registered with the Information Commissioner’s Office.  The Clerk is the registered 

      Data Protection Officer.  

 

  



 

APC/23-24/1/A May 2023  
 

21 Correspondence received since the last meeting 

      a Noted: that correspondence included: 

• HS2 construction information including road closures 

• HS2 notes of the Annual Extraordinary Meeting 

• Invitation from HS2 to webinars on funding opportunities 

• Further information from Highways England on planned works on the A38  

• Information from SCC on road repairs 

• SCC information on Croxall Road repairs 

• Information on Chetwynd Bridge repairs 

• Information from SCC on bus service changes 

• Information from SCC on business support 

• Information from SCC on flood planning 

• Information from SCC on home to school travel assistance 

• SCC Newsletter 

• Information from SCC on better health activities  

• Updates from Staffordshire Libraries and Archives 

• Information from SCC on funding opportunities 

• Training information for Cllrs and Officers from SPCA and SLCC circulated  

• Information from LDC on business support 

• Information and updates from Staffordshire Association of Parish Councils (SPCA) and SSLC 

• Updates from the Rural Services Network 

• Updates from CPRE 

• Information from the Boundary Commissioners on consultations concerning ward boundary changes 

• Information from the CCllr on donating Easter Eggs for care leavers 

• Information from the Keep Britain Tidy campaign on their Big Spring Clean Campaign 

• Update from Lichfield Police February 2023 

• Update on remedial work to help mobile plant crossing of Roddidge Lane 

• Update on support for Ukraine. 

 

22  Update from the Civic Society (Standing item – report if required)  

      a: Agreed: the request from the Civic Society that the Parish Council’s Maintenance person should be asked to spread grass  

       seed in bare areas by the Winding Hole.      ACTION: Clerk 

 

23 Parish Council Diary 

     a Past dates: 

     None 

     b Future dates:   

     None 

      

24 Date of the next Parish Council Meeting   

a  Noted: that the next meeting will be held on Monday 17 April 2023 at 7.30pm in the Village Hall.  

b  Noted: that the agenda deadline is 12 noon on Thursday 6 April 2023.  

 

Kathryn Powell,  

Clerk,  

14 March 2023 

 

Unconfirmed  
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APC/23-24/1/1 

ALREWAS PARISH COUNCIL 

 

Cllrs are asked to consider the updated Action Sheet 

 

KP, Clerk, April 2023 

 

UPDATED ACTION SHEET FROM THE MARCH 2023 MEETING          

Actions greyed out have been completed. Bold italics indicate an update 

Action no Action Responsible Deadline Completed Comments 

March 

2023 

     

1 Ask those 

interested in 

becoming Cllrs 

to submit a 

statement for 

consideration at 

the next 

meeting 

Clerk 16/3/23 YES  

2 Comments on 

16 Mill End Lane 

revised 

application to be 

sent to Clerk 

All Cllrs 27/3/23 YES  

3 Send comments 

to Clerk for 

forwarding to 

District Cllr 

Cross re HS2 

delays 

All Cllrs  27/3/23   

4 Notify CCllr 

Eagland that 

Cllrs wish to 

attend a 

meeting with 

KBPC re A38  

Clerk 15/3/23 YES  

5 Sign and issue 

cheques  

Chair, Vice 

Chair, Clerk 

15/3/23 YES  

6 Arrange Parish 

Assembly 

Clerk 30/3/23 YES  

7 Obtain quotes 

for bus shelter 

glad 

replacement 

Clerk 10/4/23 Ongoing Maintenance 

person asked to 

look at work 

8 Notify Civic 

Society that 

hedging can be 

planted on 

Walkfield 

Clerk 30/3/23 YES  

9 Ask Civic 

Society to 

consider 

planting hedging 

by fence by car 

park on 

Walkfield 

Clerk 30/3/23 YES  

10 Contact C&RT re 

willow wave 

sculpture 

Clerk 30/3/23 YES  
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11 Find specialist to 

cut willow wave 

if C&RT will not 

adopt it  

Clerk Ongoing 

depending 

on 

response 

from 

C&RT 

 C&RT did not 

accept 

responsibility. 

Quotes being 

obtained 

12 Book Tarmac 

suite for Jubilee 

Garden launch 1 

April 2023 

Clerk 15/3/23 Yes  

13 Ask Green 

Arborist to plant 

2 cherry trees 

Clerk 15/3/23 YES  

14 

 

 

Notify Green 

Arborist of delay 

to bark 

chippings and 

membrane  

Clerk    

15 

 

Notify Clerk of 

exact locations 

for non-mowing 

by LDC 

Cllrs Nicklin 

and Wilcox 

30/3/23 On hold  

16 Amend LDC 

grounds 

maintenance 

contract 

Clerk Ongoing 

depending 

on action 

15 above 

On hold  

17 Discuss  

pedestrian 

crossing with 

CCllr Eagland  

Cllr Adams Ongoing  Discussions 

ongoing 

18 Finalise location 

of SIDs in 

consultation 

with local 

residents 

Cllr Adams Ongoing   

19 Obtain quotation 

for planters 

Clerk Ongoing  On hold 

20 Ask 

Maintenance 

person to create 

a maintenance 

schedule for 

village 

decorative gates 

And undertake 

work 

Clerk Ongoing YES Work will be 

undertaken 

during the 

summer/autumn 

21 Ask 

Maintenance 

person to 

spread grass 

seed by Winding 

Hole 

Clerk Ongoing YES Work will be 

undertaken 

Spring 2023 

 

 

 

     

February 

2023 

     

1 Send e mails to 

Will Spencer at 

SCC re  the 

proposed cycle 

way to the NMA 

All Cllrs  25/2/23   

2 Explore the 

possibility of 

CCllr Eagland Ongoing YES  
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installing a 

crossing on Main 

Street 

3  To remind SCC 

Highways that 

the Parish 

Council will take 

forward the 

installation of 

speed devices  

When a new 

Chair of the 

TMWG is elected 

CCllr Eagland 25/2/23 YES  

4 Inform police of 

concerns over 

dangerous 

parking 

 

CCllr Eagland 20/2/23 YES  

5 Install traffic 

calming signs 

New Chair of 

TMWG 

Ongoing   

10 Review Cricket 

Club lease 

Cllrs task and 

finish group, 

and Clerk 

30/4/23   

12 Discuss Rykneld 

Street issue 

with National 

Highways 

CCllrs Eagland 

and Wilcox 

ongoing YES  

13 Ask Scouts to 

join in Jubilee 

Garden 

Coronation 

volunteering day 

8 May 2023  

Cllr Wilcox ongoing NO Not taken 

forward as event 

changed focus 

      

      

January 

2023 

     

3 Send issues for 

the Police to Cllr 

Eagland 

 

All Cllrs  ongoing YES  

4 Arrange a 

meeting SCC 

Officers, AMEY. 

APC 

representative 

and CCllr 

 

CCllr Eagland ongoing    

      

December 

2022 

     

6 Ask SCC 

Highways to 

write to 

Leavesley’s in 

support of 

residents 

Cllr Wilcox 31/1/23 NO Not taken 

forward as issue 

has been 

resolved with 

A38 repairs 
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November 

2022 

     

2 Get repairs done 

on the George 

and Dragon 

alleyway planter 

Clerk Ongoing  Asked for two 

quotes 

17/11/22. A 

further quote is 

being obtained 

by Cllr Reilly 

March 2023 

4 To contact SCC 

and ask officers 

to attend an 

APC meeting to 

discuss concerns 

about the 

cycleway to the 

NMA    

Clerk 21/11/22  On hold waiting 

for a meeting 

between CCllr 

Eagland and SCC 

5 To arrange a 

meeting with 

SCC 

representatives, 

SCC Officers, 

APC and 

representatives 

from the NMA re 

the cycleway 

Clerk 21/11/22  On hold waiting 

for a meeting 

between CCllr 

Eagland and SCC 

6 To discuss 

cycleway project 

with HS2 at the 

Open meeting 

Cllr Threlfall On hold  On hold waiting 

for a meeting 

between CCllr 

Eagland and SCC 

12 Set up Friends 

of the Jubilee 

Garden and 

create 

guidelines for 

the group 

Clerk/Cllrs 

Moss/Nicklin 

Ongoing  Draft Guidelines 

sent to the 

group for 

consideration 

December 2022. 

 

Meeting held on 

1 April 2023 

14 Bring a speed 

limit proposal to 

a future meeting 

TMWG ongoing YES SIDS installed 

rather than 

speed limit 

      

      

      

October 

2022 

     

11 Arrange a 

meeting with 

HS2, Cemex, 

Tarmac and APC 

working group 

chairs to discuss 

funding 

opportunities 

Cllr Threlfall Ongoing  On hold while 

new chair of the 

working group is 

appointed 
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April  

2022 

     

16 Ask Crest 

Nicholson to 

install lifebelts 

Cllr Wilcox 26/4/22  Ongoing. No 

response yet 

June 2022. 

Chased July 

2022. Still no 

response. Cllr 

Wilcox to raise 

in face to face 

meeting 

      

February 

2022 

     

12 Arrange Open 

evening later in 

the year 

Clerk 31/3/22 Ongoing Moved to 2023 
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APC/23-24/1/2 

ALREWAS PARISH COUNCIL 

Planning application for consideration May 2023 

Councillors are asked to recommend an outcome for the following applications. 

 

Appendix A contains the recommendations on applications received in April 2023 made 

after circulation. 

 

KP, Clerk,  

May 2023 

      

      

Number Applic

ant 

Site Proposal Case 

Officer 

Obser

vation

s by  

Parish 

Counc

il rec 

LDC 

decisi

on 

22/01455/F

UL 

Mrs D 

Holme

s 

16 Mill 

End 

Lane  

Conversio

n and 

extension 

of an 

outbuildin

g to form 

a 

separate 

dwelling – 

resubmiss

ion of 

applicatio

n 

22/00572

/FUL 

Katherin

e Harvey 

14/5/2

3 

Comm

ented 

on by 

circulat

ion  

 

23/00386/F

UH 

Mr S 

Griffith

s 

110 

Main 

Street 

Erection 

of 2 

storey 

rear 

extension 

with 

associated 

internal 

alteration

s 

James 

Hyde 

17/5/2

3 
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23/00387/L

BC 

Mr S 

Griffith

s 

110 

Main 

Street 

Erection 

of 2 

storey 

rear 

extension 

with 

associated 

internal 

alteration

s 

James 

Hyde 

17/5/2

3 

  

23/00356/F

UH 

Mr & 

Mrs 

Ball 

7 Church 

Rd 

Demolitio

n of 

attached 

existing  

single 

storey 

garage 

and 

erection 

of 2 

storey 

side 

extension  

James 

Hyde 

18/5/2

3 

  

23/00475/F

UH 

Mr P 

Batem

an 

1 Inge 

Drive 

Removal 

of existing 

8’ 

Leylandii 

hedge and 

replace 

with 6’ 

timber 

fence 

 

 

James 

Hyde 

27/5/2

3 

  

SCC/23/00

42/DA 

Tarma

c 

Alrewas 

Quarry 

Complianc

e with 

planning 

permissio

n 

L.19/09/8

17 MW 

Matthew 

Griffin 

27/5/2

3 
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Appendix A 

Planning application considered April 2023 

Councillors are asked to note that the recommendations below were submitted to LDC 

after e mail consultations.  

 

KP, Clerk,  

May 2023 

      

Number Applic

ant 

Site Proposal Case 

Officer 

Obser

vation

s by  

Parish 

Counc

il rec 

LDC 

decisi

on 

23/00252/F

UH 

Mr & 

Mrs 

Mckoy

-

Lamey 

21 Main 

Street 

Erection 

of side 

extension 

and 

internal 

works to 

loft area 

 

 

James 

Hyde 

5/4/23 

 

Extensi

on 

grante

d for 

comme

nts 

Approv

e by e 

mail 

consult

ation 

 

23/00333/L

BC 

Mr M 

Sutton 

15 

Church 

Road 

Works to 

listed 

building 

to enable 

the 

installatio

n of 

timber 

framed 

double 

glazed 

windows 

and 

replaceme

nt of the 

conservat

ory with 

an oak 

framed 

sun room 

James 

Hyde 

22 

April 

2023 

Approv

e by e 

mail 

consult

ation 

 

23/00332/F

UH 

Mr M 

Sutton 

15 

Church 

Road 

Installatio

n of 

timber 

framed 

double 

glazed 

windows 

and 

replaceme

nt of the 

conservat

ory with 

an oak 

framed 

sun room 

James 

Hyde 

22 

April 

2023 

Approv

e by e 

mail 

consult

ation 
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Black Rose Solutions Ltd 

Internal Audit - Report 

Name of Council Alrewas Parish Council 

Date of Audit  19/04/2023 

Annual Return - Internal Control Objectives 

A. Appropriate accounting records have been properly kept throughout the financial year. YES 

Is the cashbook maintained and up to date? yes 

Is the cashbook arithmetic correct? yes 

Is the cashbook regularly balanced? yes 

 

The cashbook is maintained in an Excel Spreadsheet, no errors or omissions were observed. 

B. This authority complied with its financial regulations, payments were supported by 

invoices, all expenditure was approved and VAT was appropriately accounted for. 
YES 

Are payments supported by invoices? 

Is all expenditure approved? 

Is VAT appropriately accounted for? 

Does the Council hold Power of Competence? 

If not, does the council monitor s137 expenditure against limit? 

yes yes 

yes no 

yes 

Note 

It is common practice that the councillors signing the cheques, initial the cheque stubs to 

provide an audit trail (to confirm authority and conflict of interests issues are avoided). This 

has not always been done, and is also not listed as a requirement in your financial 

regulations. It may be worth reviewing the Financial Regulations, to ensure they reflect 

current and best practice. 

C. This authority assessed the significant risks to achieving its objectives and reviewed the 

adequacy of arrangements to manage these. 
YES 

Does a review of the minutes identify any unusual financial activity? 

Do minutes record the council carrying out an annual risk assessment? 

Is Insurance cover appropriate and adequate? 

Are internal financial controls documented and regularly reviewed? 

Risk Assessment 

Financial Regulations 

Standing Orders 

no 

yes 

yes 

yes 

Review 

16/05/2022 

16/05/2022 

16/05/2022 

 

 

D. The precept or rates requirement resulted from an adequate budgetary process; progress 

against the budget was regularly monitored; and reserves were appropriate. 
YES 

Has the council prepared an annual budget in support of its precept? yes* Is actual 
expenditure against the budget regularly reported to the yes council? 

 Are there any significant unexplained variances from budget? no 

 Are reserves appropriate? yes* 

note 

The RFO submits a draft, representative budget in November, which is considered by the 

council while setting the precept. This Budget is then developed further, within the 

constraint of the agreed precept, before being finalised in April. 

General Reserves have fallen from around 6 months of income (21/22) to around 4 months 

of income (22/23). In the light of increasing prices, the council should be mindful when 

setting  the budget and precept that guidelines suggest general reserves should be 312 

months of income/expenditure to cover cash flow and contingencies. 

E. Expected income was fully received, based on correct prices, properly recorded and 

promptly banked; and VAT was appropriately accounted for. 
YES 
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Is income properly recorded and promptly banked? 

Does the precept recorded agree to the Council Tax authority's notification? 

Are security controls over cash and near-cash adequate and effective? 

Is the council VAT registered?  

Are returns submitted in a timely manner. 

Is VAT reclaimed on exempt business activities reviewed and considered 

insignificant? 

Are receipts for business activities within the registration threshold? 

yes 

yes 

yes no 

yes 

yes 

yes 

 

F. Petty cash payments were properly supported by receipts, all petty cash expenditure was 

approved and VAT appropriately accounted for. 
N/a 

The council holds no petty cash  

G. Salaries to employees and allowances to members were paid in accordance with this 

authority’s approvals, and PAYE and NI requirements were properly applied. 
YES 

Do all employees have contracts or employment with clear terms and conditions? 

Do salaries paid agree with those approved by the council? 

Are other payments to employees reasonable and approved by the council? 

Have PAYE/NIC been properly operated by the council as an employer? 

Does line 4 include only Salary, NI & Pension 

Does the council monitor off payroll working (IR35) 

yes yes 

yes yes 

yes n/a 

 

 

H. Asset and investments registers were complete and accurate and properly 

maintained. 

 
YES 

Does the council maintain a register of all material assets owned or in its care? 

Are the assets and investments registers up to date? 

Do asset insurance valuations agree with those in the asset register? 

yes yes 

yes 

 

I. Periodic and year-end bank account reconciliations were properly carried out. YES 

Is there a bank reconciliation for each account? 

Is a bank reconciliation carried out regularly and in a timely fashion and 

approved by council? 

Are there any unexplained balancing entries in any reconciliation? 

Is the value of investments held summarised on the reconciliation? 

yes yes 

no n/a 

 

J. Accounting statements prepared during the year were prepared on the correct accounting 

basis (receipts and payments or income and expenditure), agreed to the cash book, 

supported by an adequate audit trail from underlying records and where appropriate debtors 

and creditors were properly recorded. 

YES 

Are year end accounts prepared on the correct accounting basis (receipts and 

payments or income and expenditure) ? 

Are debtors and creditors properly recorded? 

Do accounts agree with the cashbook? 

Is there an audit trail from underlying financial records to the accounts? 

I&E 

yes 

yes 

yes 

 

K. If the authority certified itself as exempt from a limited assurance review, it met the 

exemption criteria and correctly certified itself exempt 
N/a 

The council did not certify itself exempt  

 

L. The authority published the required information on a website/webpage up to date at the 

time of the internal audit in accordance with the relevant legislation. 
YES 

Transparency Code for Smaller Councils (income/expenditure under £25k)  note 
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All items of expenditure above £100 

End of Year Accounts (5 years) 

Annual Governance Statement 

Internal Audit Report 

List of Councillor or member responsibilities 

Location of public land and building assets 

Minutes, Agendas and papers of formal meetings 

no 

yes 

yes 

yes 

yes no 

yes* 

Transparency Code for Larger Authorities (income/expenditure >£200k)  

Quarterly:- 

All items of expenditure above £500 

Government Procurement Card transactions 

Procurement information (initiations to tender > £5k) 

Annually:local authority land social housing assets grants to 

voluntary, community and social enterprise organisations 

organisation chart trade union facility time parking account parking 

spaces senior salaries (>£50k) constitution (standing orders) pay 

multiple social housing fraud One off:- 

Waste contracts 

no 

n/a 

n/a 

no 

n/a 

no 

n/a 

n/a 

n/a 

n/a 

n/a 

yes 

n/a 

n/a 

n/a 

The council publishes minutes - but chooses not to publish additional papers considered at 

the meeting (payments, budgets etc.) 

The council falls between the small and large authority thresholds for Transparency 

requirements so the code is advisory and considered best practice. A later briefing paper 

states that the government expects that medium councils will follow the guidance. The 

council could consider publishing additional information in line with the Transparency 

Code. Freedom of Information regulations may also be relevant.   

 

M. The authority has demonstrated that during summer 2022 it correctly provided for the 

exercise of public rights as required by the Accounts and Audit Regulations.  

(Evidenced by website or minutes) 

YES* 

It is required to publish your annual as soon as possible, and you must 

publish/announce before the inspection period starts. However there has been 

confusion about the correct dates if your meeting is held before it is possible to 

start your inspection period. 

The Practitioners Guide states this must be at least one date before the commencement 

date.  

Guidance from Local Auditors states exactly one day.  

The relevant section of The Accounts and Audit Regulations 2015 states (and 

confirms exactly one day)  

The period for the exercise of public rights is treated as being commenced on 

the day following the day on which all of the obligations specified in 

paragraph (2) have been fulfilled, insofar as they are applicable to the 

authority in question. 

 

N. The authority has complied with the publication requirements for 2021/22 AGAR. YES 

Notice of Period for Exercise of Electors Rights 

Section 1 Annual Governance Statement 

Section 2 Accounting Statements 

Notice of Conclusion of Audit 

Section 3 External Audit Report & Certificate 

Internal Audit Report 

yes 

yes 

yes 

yes 

yes 

yes 

 

O. Trust funds (including charitable) – The council met its responsibilities as a trustee. N/a 
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ALREWAS PARISH COUNCIL 

 

Outcomes of planning applications considered April 2023 – January 2022 

 

 

Councillors are asked to note the outcomes of applications, where decided by LDC 

 

KP 

Clerk, May 2023 

 

Number Applica

nt 

Site Proposal Case 

Office

r 

Obser

vation

s by  

Parish 

Council 

rec 

LDC 

decisi

on 

April 2023        

23/00252/

FUH 

Mr & 

Mrs 

Mckoy-

Lamey 

21 

Main 

Stree

t 

Erection of 

side 

extension 

and internal 

works to loft 

area 

 

 

James 

Hyde 

5/4/23 

 

Extensi

on 

grante

d for 

comme

nts 

Approval Pendin

g 

23/00333/

LBC 

Mr M 

Sutton 

15 

Chur

ch 

Road 

Works to 

listed 

building to 

enable the 

installation of 

timber 

framed 

double 

glazed 

windows and 

replacement 

of the 

conservatory 

with an oak 

framed sun 

room 

James 

Hyde 

22 

April 

2023 

Approval Pendin

g 

23/00332/

FUH 

Mr M 

Sutton 

15 

Chur

ch 

Road 

Installation 

of timber 

framed 

double 

glazed 

windows and 

replacement 

of the 

conservatory 

with an oak 

framed sun 

room 

James 

Hyde 

22 

April 

2023 

Approval Pendin

g 

        

March 2023        

No 

planning 

application 

 

       

        

February 

2023 

       

23/00079/

FUL 

IG & EA 

Whitfiel

d 

41 

Fox 

Lane 

Section 73 

application to 

very 

conditions of 

20/00034/FU

L 

Karen 

Bentle

y 

22/2/2

3 

Approve Approv

ed 
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January 

2023 

       

22/01612/

FULM 

NMA  NMA 

Crox

all 

Rd 

Creation of 

Memorial 

woodland to 

include 

reworking 

ground 

levels, 

reshaping 

existing 

pond, food 

drinks outlet, 

a multi-use 

building, 

multiuser 

pathways, 

water feature 

with 

associated 

landscaping 

and utilities 

Sarah 

Atherto

n 

24/1/2

3 

Approve 

 

Pendin

g 

        

November 

2022 

       

22/01449/

FUH 

Mrs 

Holmes 

16 

Mill 

End 

Lane  

Erection of 

new 

detached 

garage and 

reopening of 

previous 

vehicular 

access 

Carolin

e Burn 

3/11/2

2 

extensi

on 

grante

d by 

LDC 

Strong 

objectio

n 

Pendin

g 

22/01445/

FUL 

Mrs 

Holmes 

16 

Mill 

End 

Lane 

Conversion 

and 

extension of 

outbuilding 

to a separate 

dwelling 

house – 

resubmission 

of 

22/00572/FU

L  

Carolin

e Burn 

3/11/2

2 

extensi

on 

grante

d by 

LDC 

Strong 

objectio

n 

Pendin

g 

        

October 

2022 

       

22/00821/

COU 

Mr D 

Healy 

Land 

adjac

ent 

to 4 

Slate

rs 

Gree

n 

Way 

Change of 

use of land 

to residential 

curtilage and 

erection of 

2m wooden 

boundary 

fence 

Carolin

e Burn 

28/10/

22 

Object Refus

ed 

January 

2022 

       

SCC/21/00

57/VOC 

Tarmac Alre

was 

Quar

ry 

Variation 

(not 

complying) 

with 

conditions  

Matthe

w 

Griffin 

16/1/2

2 

Object Extens

ion 

grante

d to 

21/1/2

2 
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