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Saxmundham Town Council 

Members of the Resources Committee are summoned to attend a meeting on  

Tuesday 6th May 2025 at 12 noon at the Town House, Station Approach, Saxmundham 

Agenda 

1. Attendance and Apologies for Absence 

 
2. Declaration of Interests 

 
To receive any declarations of interest and to consider requests for dispensations from members on matters 
in which they have a disclosable pecuniary interest, other registerable interest, or non-registerable interest. 
 

3. Open Forum 

 

Members of the public may give their views on items on this agenda or raise items for future consideration. 

 
4. Minutes 

 
To resolve that the minutes of the meeting held on 3rd April 2025 are a true and accurate record. 
 

5. Monthly Reports 
 
a) To approve the payments and note the receipts and bank balances as at 30th April 2025, including the 

first instalments of the Precept and Community Infrastructure Levy. 
 

b) To verify the monthly bank reconciliations as at 30th April 2025. 
 

c) To review the budget versus actual income and expenditure report as at 30th April 2025. 
 

6. Investments 
 
To approve the following investments: 
 

a) £50,000 in the CCLA Public Sector Deposit Fund. 
b) £50,000 in the Unity Trust Savings Account. 
c) £20,000 in the Cambridge Building Society.  

6. Financial Year 2024-2025 

a) To review the Internal Audit Report for the financial year 2024-2025 and recommend to the Town 

Council that it addresses any recommendations. 

b) To review and recommend approval of the following to the Town Council: 

i. Annual Income and Expenditure Accounts for the financial year 2024-2025. 

ii. Annual Balance Sheet as at 31st March 2025. 

iii. General and Earmarked Reserves for the year ended 31st March 2025. 

iv. Bank Reconciliation for the year ended 31st March 2025. 

v. Internal Audit Effectiveness Review for the financial year 2024-2025 

vi. Annual Governance Statement (Section 1) of the AGAR 

vii. Accounting Statements (Section 2) of the AGAR 
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viii. Period for the exercise of public rights from 10 June 2025 to 21 July 2025. 

ix. Revised Community Infrastructure Levy Report 2024-2025. 

7. Community Grants 

a) To receive the four-year Grant Report. 
b) To confirm the allocation of in principle grant of £5,000 to Saxmundham Community Festival. 
c) To consider an application from IP17 GNS for £10,000 for operational costs.  
 d) To consider an application from Saxmundham Museum for £1,350 for operational costs. 
 e) To consider an application from the Women’s Institute for £150 for VE Day decorations. 

8. Policies 
 
To recommend approval of the following to the Town Council: 

a) updated Standing Orders 
b) the biennial review of the Disciplinary Policy 
c) the biennial review of the Grievance Policy 

9.   Next Meeting 
 
To note the date and time of the next meeting which is scheduled for 3rd June 2025 at 12 noon. 
 

Sharon Smith 

Town Clerk/RFO 

1st May 2025 



 
Signed_________________________________________   Date___________________________ 
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Saxmundham Town Council 

Minutes of the meeting of the Resources Committee held on Tuesday 3rd April 2025 

at the Town House, Station Approach, Saxmundham at 12:00 pm. 

Minutes 

1/25RC Attendees      Apologies 
 
Cllr Elizabeth Clark (Chair)    Cllr Jeremy Smith 
Cllr John Fisher       
Cllr John Findlay     Also Present 
 
       Sharon Smith (Town Clerk) 
        Cllr Georgina Burns     

2/25RC Declaration of Interests 

 None. 

3/25RC Open Forum 

 None. 

4/25RC Minutes 

It was unanimously resolved that the minutes of the meeting held on 4th February 2025 are a true and 

accurate record. 

5/25RC Monthly Finance 

a) It was unanimously resolved to approve the payments for March 2025. 
b) The Committee noted the receipts for March 2025. 
c) The Committee noted the bank balances as at 31st March 2025.  

6/25RC  Financial Year 2024-2025 

It was unanimously resolved to recommend approval of the following to the Town Council: 

a) Budget Outturn Report for the financial year 2024-2025. 

b) Community Infrastructure Levy Report 2024-2025. 

c) Transparency Code Annual Report 2024-2025 

d) Internal Auditor Letter of Engagement 2024-2025. 

7/25TC Financial Year 2025-2026 

a) It was unanimously resolved to recommend approval of the following to the Town Council: 

 

i. To allocate £1,100 from the General Reserve to the Grounds Maintenance budget line, to cover 

the increased costs quoted by the contractor. 

ii. To allocate £500 from the General Reserve to the Councillor Training budget line, to cover the 

cost of Code of Conduct training. 

iii. To transfer £5,000 from the ESC’s Town Development Fund to provide staffing resource for 

events to an Earmarked Reserve. 



 
Signed_________________________________________   Date___________________________ 
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iv. To transfer £1,000 for Elections Contingency to an Earmarked Reserve. 

 b) The Committee noted a £1,000 grant from ESC’s Nature First Fund to provide a boardwalk at the 

Wildlife Walk. 

 c) The Committee noted the deadline of October 2025 to spend Community Infrastructure Levy 

receipts of £2,795. 

 d) It was unanimously resolved to authorise the list of Approved Payments and Direct Debits 2025-

2026. 

8/25TC Insurance 

a) The Committee noted the recent revaluation of the Town House for insurance purposes.  It was 
unanimously resolved to increase the insurance cover to the recommended amount.  Additionally, it 
was agreed to recommend that both the Market Hall Trust and the Gannon Institute Trust undertake 
revaluations of their respective buildings for insurance purposes. 
 
b) It was unanimously resolved to renew the revised insurance policy with Clear Council for one year.   

9/25TC Policies 
 
It was unanimously resolved to recommend approval of the following to the Town Council: 

a) updated Financial Regulations 
b) the annual review of the Investment Strategy 
c) the annual review of the Reserves Policy 
d) a new CCTV policy. 

10/25RC Next Meeting 

 

The Committee noted the date and time of the next meeting which is scheduled for Tuesday 6th May 

2025 at 12 noon. 

 

The meeting closed at 1:05 pm. 

 
Sharon Smith 
Town Clerk/RFO 

 



SAXMUNDHAM TOWN COUNCIL - APRIL 2025

01/04/2025 Balance Brought Forward - Unity Trust Bank Current £9,762.42

Balance Brought Forward - Unity Trust Bank Savings £10,163.59

Balance Brought Forward - Cambridge Building Society £85,000.00

Balance Brought Forward - Public Sector Deposit Fund £60,000.00
£164,926.01

Payments/Transfers from Unity Trust Bank Current

Invoice Date PO No Supplier Description Gross VAT Net Code Authority
25/04/2025 n/a Nest Pensions - Month 1 £496.56 £0.00 £496.56 4000 Pre-Approved Payments List
22/04/2025 n/a HMRC PAYE - Month 1 £2,038.19 £0.00 £2,038.19 4000 Pre-Approved Payments List
24/04/2025 n/a Staff Salaries Salaries - Month 1 £7,571.96 £0.00 £7,571.96 4000 Pre-Approved Payments List
17/04/2025 n/a EE Mobile Phone - Month 1 £20.65 £0.00 £20.65 4260 Pre-Approved Payments List
28/04/2025 n/a BT Phone charges £19.12 £0.00 £19.12 4260 Pre-Approved Payments List
31/03/2025 n/a The Cleaning Company Cleaning - Month 12 £266.40 £44.40 £222.00 4200 Pre-Approved Payments List
30/03/2025 n/a Smartest Energy Electricity - Month 12 £96.99 £4.62 £92.37 4205 Pre-Approved Payments List
28/03/2025 n/a Smartest Energy Electricity - Month 12 - Credit -£88.87 -£4.23 -£84.64 4205 Pre-Approved Payments List
03/04/2025 n/a Smartest Energy Electricity - Month 12 £148.63 £7.08 £141.55 4205 Pre-Approved Payments List
15/04/2025 n/a Smartest Energy Gas - Month 12 £213.15 £10.15 £203.00 4205 Pre-Approved Payments List
13/04/2025 n/a Everflow Water - Month 1 £31.04 £0.00 £31.04 4205 Pre-Approved Payments List
30/04/2025 n/a Unity Trust Bank Bank Charges - Month 1 £13.65 £0.00 £13.65 4235 Pre-Approved Payments List
17/04/2025 n/a Red Dune IT Services - Month 1 £405.60 £67.60 £338.00 4255 Pre-Approved Payments List
01/04/2025 n/a Red Dune Broadband - Quarter 1 £162.00 £27.00 £135.00 4260 Pre-Approved Payments List
01/04/2025 Red Dune Line Rental Quarter 1 £28.21 £4.70 £23.51 4260 Pre-Approved Payments List
28/03/2025 n/a Office Flow Photocopier Service Charge - Month 12 £132.70 £22.12 £110.58 4240 Pre-Approved Payments List
22/03/2025 n/a Grenke Photocopier Lease - Quarter 1 £298.51 £49.75 £248.76 4240 Pre-Approved Payments List
14/04/2025 n/a Clear Councils Insurance £4,953.08 £0.00 £4,953.08 4270 Pre-Approved Payments List
28/03/2025 n/a Compass Point Planning and Rural Consultants Neighbourhood Plan - Consultancy £2,407.00 £0.00 £2,407.00 4705/EMR Resources Committee - 58/24RC
28/03/2025 n/a RH Leggett Neighbourhood Plan - Consultancy £150.00 £0.00 £150.00 4705/EMR Resources Committee - 58/24RC
31/03/2025 n/a Sharon Smith - Amazon A3 Paper Guillotine £42.99 £7.17 £35.82 4265 Pre-Approved Payments List
31/03/2025 n/a Sharon Smith - Tesco Litter Pick Refreshments £18.00 £0.00 £18.00 4050 Pre-Approved Payments List
07/04/2025 4/25TC Lisa Hamon - Waitrose Mileage and Office Supplies £20.90 £0.00 £20.90 4265 Pre-Approved Payments List
27/01/2025 n/a Fishers Hardware Supplies £89.84 £0.00 £89.84 4265 Pre-Approved Payments List
27/03/2025 409/24TC Viking Stationery £126.14 £21.02 £105.12 4245 Pre-Approved Payments List
31/03/2025 n/a Designfolk Website Hosting £150.00 £0.00 £150.00 4405 Pre-Approved Payments List
31/03/2025 282/24TC Suffolk Association of Local Councils Payroll Service - Half Year £223.20 £37.20 £186.00 4055 Pre-Approved Payments List
25/04/2025 6/25TC Suffolk Association of Local Councils Internal Audit £629.04 £104.84 £524.20 4230 Pre-Approved Payments List
03/04/2025 n/a Suffolk Association of Local Councils Annual Membership Subscription £1,124.73 £0.00 £1,124.73 4250 Pre-Approved Payments List
22/04/2025 1/25TC Historical Productions Ltd VE Day - Entertainment £558.00 £93.00 £465.00 4505 Events and Communications Committee Chair and Town Clerk
19/04/2025 n/a Market Hall VAT Recovery - Quarter 4 £717.79 £0.00 £717.79 106 n/a
22/04/2025 n/a Gannon Institute VAT Recovery - Quarter 4 £1,365.88 £0.00 £1,365.88 106 n/a
31/03/2025 307/24TC East Suffolk Services Ltd Bus Stop Bench - Fit £915.60 £152.60 £763.00 4830 Amenities and Services Committee - 57/24AS
01/04/2025 5/25TC East Suffolk Services Ltd Refuse Collection - Qtr 1 £179.41 £29.90 £149.51 4210 Pre-Approved Payments List
31/03/2025 n/a Herring Bone Design Ltd Website Amendments £60.00 £0.00 £60.00 4405 Pre-Approved Payments List
04/04/2025 n/a Rialtas Business Solutions Ltd Year End Closedown £1,286.40 £214.40 £1,072.00 4228 Pre-Approved Payments List
01/04/2025 n/a Rialtas Business Solutions Ltd Cloud User Fee £1,216.80 £202.80 £1,014.00 4228 Pre-Approved Payments List
01/04/2025 n/a Rialtas Business Solutions Ltd Making Tax Digital Annual Subscription £139.20 £23.20 £116.00 4228 Pre-Approved Payments List
01/04/2025 n/a Rialtas Business Solutions Ltd Cashbook and Ledgers Fee £1,270.80 £211.80 £1,059.00 4228 Pre-Approved Payments List
09/04/2025 n/a Bayfield Electrical Ltd Town House - Emergency Call Out £354.00 £59.00 £295.00 4670 Pre-Approved Payments List

£29,853.29 £1,390.12 £28,463.17

Lloyds Bank Multipay Card

Invoice Date PO No Supplier Description Gross VAT Net Code Authority
09/04/2025 n/a Lloyds Bank Credit Card Charge - Month 1 £3.00 £0.00 £3.00 4235 Pre-Approved Payments List

£3.00 £0.00 £3.00
Receipts to Unity Trust Bank Current

Received Invoice No Payer Description Amount Code
11/04/2025 n/a East Suffolk Council Town Economic Development Grant - Event Coordinator £5,000.00 1305
30/04/2025 n/a East Suffolk Council Precept - First Instalmemt £139,018.50 1076
25/04/2025 n/a East Suffolk Council Community Infrastructure Levy £9,798.78 1150

03/04/2025 n/a Unity Trust Bank Savings Transfer £10,163.59 n/a

17/04/2025 n/a Cambridge Building Society Transfer £10,000.00 n/a
08/04/2025 n/a HM Revenue and Customs VAT Recovery - Quarter 4 £4,005.88 105
02/04/2025 n/a CCLA Interest - Month 1 £229.31 1090
04/04/2025 20-24-25 Stall Holders Weekly Market - March £40.00 1100



17/04/2025 TC4 Stall Holders Monthly Market - April £15.00 1100
07/04/2025 TC5 Stall Holders Monthly Market - April £15.00 1100
07/04/2025 TC6 Stall Holders Monthly Market - April £15.00 1100
10/04/2025 TC7 Stall Holders Monthly Market - April £15.00 1100
07/04/2025 TC8 Stall Holders Monthly Market - April £15.00 1100
14/04/2025 TC10 Stall Holders Weekly Market - April £50.00 1100
23/04/2025 TC11 Stall Holders Weekly Market - April £50.00 1100
22/04/2025 n/a Market Hall Insurance Reimbursement £2,148.67 1105
22/04/2025 n/a Gannon Institute Insurance Reimbursement £673.29 1105
22/04/2025 n/a Market Hall Rialtas Cloud User Fee Reimbursement £405.60 1105
22/04/2025 n/a Gannnon Institute Rialtas Cloud User Fee Reimbursement £353.00 1105
22/04/2025 n/a Market Hall Rialtas Year End Fee Reimbursement £120.00 1105
17/04/2025 n/a Market Hall Rialtas Cashbook and Ledgers Fee Reimbursement £408.60 1105
22/04/2025 n/a Gannnon Institute Rialtas Cashbook and Ledgers Fee Reimbursement £353.00 1105

£182,893.22

Transfers from Unity Trust Bank Savings

Code

Received Invoice No Payee Description Amount n/a
n/a Unity Trust Bank Current Transfer £10,163.59

£10,163.59
Transfers from Cambridge Bullding Society

Code
Received Invoice No Payee Description Amount n/a

17/04/2025 n/a Unity Trust Bank Current Transfer £10,000.00
£10,000.00

30/04/2025 Balance Carried Forward - Unity Trust Bank Current £162,799.35

Balance Carried Forward - Unity Trust Bank Savings £0.00

Balance Carried Forward - Cambridge Building Society £75,000.00

Balance Carried Forward - Public Sector Deposit Fund £60,000.00
£297,799.35



Line 

Number

Cost 

Centre

Nominal 

Code
Item

 Approved Budget 

2025-2026 

 Income and 

Expenditure 30/04/25 
 Committed 30/04/25 

 Budget Overspend 

30/04/35 
Percentage

INCOME

POLICY AND RESOURCES COMMITTEE - ADMINISTRATION AND CONSULTANCY

1 100 1076 Precept  £                          278,037  £                          139,019  £                          139,019 100%

2 101 1150 Community Infrastructure Levy  £                                     -    £                               9,799  £                                     -   

3 102 1105 Charitable Trusts' Reimbursement  £                                     -    £                               4,462 

4 103 1090 Bank Interest  £                               4,000  £                                  229  £                                     -   6%

Total  £                          282,037  £                          153,508  £                          139,019 

CIVIC AND COMMUNITY COMMITTEE - CIVIC SERVICES

5 110 1305 Civic Grants  £                                     -    £                               5,000  £                                     -   

6 105 1100 Market Stallage Fees  £                               1,800  £                                  149  £                                     -   8%

Total  £                              1,800  £                              5,149  £                                     -   

AMENITIES AND SERVICES COMMITTEE - PARKS AND RECREATION

7 107 1110 Land Rental  £                                  603  £                                     -    £                                     -   0%

8 106 1310 Project Grants  £                                     -    £                               1,000  £                                     -   

Total  £                                  603  £                              1,000  £                                     -   

TOTAL INCOME  £                          284,440  £                          159,657  £                          139,019  £                                     -   

EXPENDITURE

STAFFING SUB-COMMITTEE - STAFFING RESOURCE

9 120 4000 Town Council Salaries (82%)  £                          101,008  £                               8,288  £                            81,573 89%

10 120 4055 Payroll Service  £                                  350  £                                     -    £                                     -   0%

11 120 4060 Recruitment  £                                  100  £                                     -    £                                     -   0%

12 120 4095 Staff Training and Development  £                               2,500  £                                  328  £                                    36 15%

Total  £                          103,958  £                              8,616  £                            81,609 

POLICY AND RESOURCES COMMITTEE - ADMINISTRATION AND CONSULTANCY

13 140 4105 Councillor Expenses  £                                    50  £                                     -    £                                    10 21%

14 140 4120 Councillor Training and Development  £                                  300  £                                     -    £                                  798 266%

15 140 4275 Elections Contingency  £                               1,000  £                                     -    £                               1,000 100%

16 160 4200 Town House Cleaning  £                               3,000  £                                    44  £                                  789 28%

17 160 4205 Town House Utilities  £                               3,200  £                                    64  £                                     -   2%

18 160 4210 Town House Refuse Collection  £                               1,250  £                                  939  £                                     -   75%

19 160 4220 Meeting Room Hire  £                                  600  £                                     -    £                                  158 26%

20 160 4228 Financial Software  £                               3,500  £                               3,261 -£                              1,640 46%

21 160 4230 Internal and External Audit  £                               1,250  £                                  524  £                                  630 92%

22 160 4235 Bank Charges  £                                  153  £                                    17  £                                     -   11%

23 160 4240 Photocopier Lease and Toner  £                               2,000  £                                  249  £                                  894 57%

24 160 4245 Stationery  £                               1,300  £                                     -    £                                  192 15%

25 160 4250 Subscriptions  £                               1,800  £                               1,125  £                                     -   63%

26 160 4255 IT Support  £                               4,050  £                                  338  £                               3,718 100%

27 160 4260 Telephone and Broadband  £                               1,000  £                                  198  £                                  476 67%

28 160 4265 Town House Equipment and Supplies  £                               1,000  £                                  128 13%

29 160 4270 Insurance  £                               1,800  £                               4,953 -£                              2,822  £                                  331 118%

30 310 4615 Legal Consultancy  £                               1,000  £                                     -    £                                     -   0%

31 310 4705 Project Consultancy  £                               6,000  £                                     -    £                                     -   0%

32 170 4300 Town House - PWLB Repayment  £                            10,700  £                            10,689 100%

Town Council Budget Versus Actual Income and Expenditure 2025-2026



33 170 4406 Gannon Institute - PWLB Repayment  £                               2,903  £                                     -    £                               2,903 100%

Total  £                            47,856  £                            11,840  £                            17,794  £                                  331 

CIVIC AND COMMUNITY COMMITTEE - CIVIC AND COMMUNITY SERVICES

34 200 4400 Newsletter & Publicity  £                               1,500  £                                     -    £                                     -   0%

35 200 4405 Website Support and Development  £                               4,000  £                                    60  £                                     -   2%

36 140 4100 Chairs Civic Allowance  £                                  400  £                                     -    £                                  135 34%

37 200 4825 Markets Support  £                                  500  £                                     -    £                                     -   0%

38 300 4555 Community Grants  £                            34,500  £                                     -    £                                     -   0%

39 320 4505 Events  £                            10,000  £                                  465  £                                     -   5%

40 320 4560 Christmas Trees and Lights  £                               6,700  £                                     -    £                               6,700 100%

Total  £                            57,600  £                                  525  £                              6,835  £                                     -   

AMENITIES AND SERVICES COMMITTEE - TOWN HOUSE

41 600 4670 Building Maintenance  £                                  250  £                                  295  £                                     -   118%

42 160 4285 Health and Safety  £                               1,100  £                               1,077  £                                     -   -£                                    23 98%

Total  £                              1,350  £                              1,372  £                                     -   -£                                    23 

AMENITIES AND SERVICES COMMITTEE - PARKS AND RECREATION

43 500 4829 Memorial Field  £                               6,000  £                                     -    £                                  800 13%

44 500 4830 Street Furniture  £                               3,000  £                                  763 25%

45 500 4810 Green Team Activities  £                               3,000  £                                     -    £                                    52 2%

46 500 4815 Grounds Maintenance  £                               3,300  £                                     -   0%

47 500 4821 Tree Survey and Maintenance  £                               2,600  £                                     -   0%

48 600 4650 General Town Maintenance  £                               1,000  £                                     -    £                                    61 6%

49 600 4675 Youth Booth Maintenance  £                                  200  £                                     -   0%

50 500 4824 Traffic Calming  £                               2,500  £                                     -   0%

51 500 4820 Play Equipment Inspection and Maintenance  £                               4,501  £                                     -   0%

Total  £                            26,101  £                                  763  £                                  913  £                                     -   

MARKET HALL TRUST

52 300 4500 Contingency  £                               5,000  £                                     -   0%

53 120 4000 Salaries (13%)  £                            18,477  £                               1,314  £                            15,968 94%

54 160 4285 Health and Safety  £                               1,100  £                               1,077  £                                     -   -£                                    23 98%

 £                            24,577  £                              2,391  £                            15,968 -£                                    23 

GANNON INSTITUTE TRUST

55 300 4500 Contingency  £                               5,000  £                                     -    £                                     -   0%

56 120 4000 Salaries (5%)  £                               6,198  £                                  505  £                               5,363 95%

57 160 4285 Health and Safety  £                               1,100  £                               1,077  £                                     -   -£                                    23 98%

 £                            12,298  £                              1,582  £                              5,363 -£                                    23 

TOTAL EXPENDITURE  £                          273,740  £                            27,089  £                          128,482  £                                  262 

TOTAL INCOME  £                          284,440  £                          159,657 

TOTAL EXPENDITURE  £                          273,740  £                            27,089 

VARIANCE  £                            10,700  £                          132,568 

PLUS TRANSFER FROM EARMARKED RESERVES  £                                     -    £                                  202 

LESS TRANSFER TO EARMARKED RESERVE  £                                     -    £                            14,799 

MOVEMENT TO GENERAL RESERVES  £                            10,700  £                          117,971 
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Internal Audit Report for Saxmundham Town Council 

for the year ending 31 March 2025 
 

Clerk Sharon Smith 

RFO (if different) - 

Chairperson Councillor J Findlay 

Precept £  254,050 

Income £  273,605 

Expenditure £  272,963 

General reserves £    87,222 

Earmarked reserves £    72,134 

Audit type Annual – non-exempt authority 

Auditor name Victoria Waples 

 
 

Introduction  

The primary objective of internal audit is to review, appraise and report upon the adequacy of internal control systems operating 
throughout the council. To achieve this SALC adopt a predominantly systems-based approach to audit.  
 
The council’s internal control system comprises the whole network of systems established within the council to provide reasonable 
assurance that the council’s objectives will be achieved, with reference to: 
 

• the effectiveness of operations 

• the economic and efficient use of resources 

• compliance with applicable policies, procedures, laws, and regulations 

• the safeguarding of assets and interests from losses of all kinds, including those arising from fraud, irregularity, and corruption 
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• the integrity and reliability of information, accounts, and data 

 
 

Methodology 

When conducting the audit, the internal auditor may:   
 

• conduct a selective assessment of compliance with relevant procedures and controls expected to be in operation during the 

financial year in order to be able to complete the Annual Internal Audit Report 2024/25 of the Annual Governance and 

Accountability Return (AGAR)  

• review the reliability and integrity of financial information and the means used to identify, measure, classify and report such 

information 

• review the means of safeguarding assets and, as appropriate, verify the existence of such assets 

• appraise the economy and efficiency with which resources are employed, identify opportunities to improve performance and 

recommend solutions to problems 

• review the established systems to ensure compliance with those policies, procedures, laws, and regulations which could have a 

significant impact on operations, and determine whether the council complies 

• review the operations and activities to ascertain whether results are consistent with objectives and whether they are being 

conducted as planned 
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Section 1 – proper bookkeeping  
The internal auditor will look at the methods and processes used to manage the council’s accounts and in particular that it provides clear data 
for reporting and monitoring purposes. This includes checking information is accurate, kept up to date, referenced and verified. 

 
Evidence 
 

 
Internal auditor commentary 

Is the ledger maintained and up to date? Yes The council continues with it’s of the Omega Financial Software accounting package 
which produces a suite of tools to allow for reporting on an Income and Expenditure 
basis. The software is cloud based allowing for the software to be accessed via a 
browser with centrally managed back-ups and upgrades thereby adding an extra 
layer of encryption and security measures.  
As has previously been stated, the accounting procedure used by the RFO gives a 
more accurate presentation of the authority's true financial position by ensuring that 
there is detailed focus on the balance of economic benefits under the council’s 
control, rather than just its bank balance. The financial software used by the Council 
allows the automation of many of its transactions involving income and expenditure 
and employee payroll, as well as reports and financial statements. 

Is the ledger on the correct basis in relation to 

the gross income/expenditure? 

 

Yes Council operates on an Income and Expenditure accounting processes and 
understands that the accounting statements will include all of the transactions for the 
year where the council has received economic benefits or given other economic 
benefits irrespective of the year in which they are paid. 

Is the cash book up to date and regularly 
verified? 

Yes The cashbook is reconciled on a monthly basis, regularly verified against bank 
statements and contains entries from day to day of all sums of money received and 
expended by the council along with matters to which the income and expenditure 
relates.  

Is the arithmetic correct? Yes Spot checks were made and were found to be correct. In accordance with good 
practice, the accounting records also contain a record of income and expenditure in 
relation to claims made for contribution, grant or subsidies from a government 
department or other public body. 
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Section 2 – Financial Regulation and Standing Orders 
The internal auditor will check the date the Council conducted its annual review of both Standing Orders and Financial Regulations and in 
particular check if these are based on NALC’S latest model which include legislative changes.  

 
Evidence 
 

 
Internal auditor commentary 

Have Standing Orders been adopted, up to date and 
reviewed annually? 

Yes Council’s Standing Orders were reviewed and adopted at a meeting of 10th 
June 2024 and are based on the latest model published by the National 
Association of Local Councils (2022) with appropriate amendments.  
Comment: at the next annual review, Council might wish to note that NALC 
have updated Model Standing Order (England) section 18 to comply with 
new procurement legislation and ensure consistency with our Model 
Financial Regulations. The changes are to 18.a.v, 18.c, 18.d, and 18.f. NALC 
have also updated Model Standing Order (England ) section 14 to better 
reflect Code of Conduct requirements. 14.a, 14.b, and 14.c have been 
removed. NALC have also changed the language in the document to gender-
neutral terms to align with their policy and the Civility and Respect Project. 

Are Financial Regulations up to date and reviewed 
annually? 

Yes Council’s Financial Regulations were reviewed at a full council meeting of 8th 
July 2024. Those on the website show a further review date of April 2025. 
The reviewed regulations are based on those produced by NALC in March 
of this year and relate to changes necessitated by the Procurement Act 2023. 

Has the Council properly tailored the Financial 
Regulations? 

Yes The Council's Financial Regulations have been tailored to the Parish Council. 

Has the Council appointed a Responsible Financial 
Officer (RFO)?1 

Yes The Council, in accordance with proper practices and with reference to 
section 151 of the Local Government Act 1972, has employed a Responsible 
Financial Officer (RFO) who is responsible for the financial administration of 
the authority. Council’s Financial Regulation 1.5 confirms that the clerk is so 
appointed. 

Additional comments:  

  

 
1 Section 151 Local Government Act 1972 (d) 
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Section 3 – Payment controls 
The internal auditor will specifically check bank reconciliation including credit/debit cards and management approval processes and evidence 
that internal Financial Regulations (FO) are being followed. The internal auditor will examine how regular payments are managed and 
specifically seek evidence that these have been brought back to the Council for verification purposes especially where the actual payment 
made differs from the amount previously agreed. VAT should be clearly identified including evidence that claims have been correctly managed. 
The internal auditor will check if the Council has a clear understanding on eligibility in relation to the General Power of Competence and that 
s.137 has been correctly applied and managed. 

 
Evidence 
 

 
Internal auditor commentary 

Is there supporting paperwork for payments with 
appropriate authorisation? 

Yes In accordance with its own Financial Regulations covering Banking and 
payments,  expenditure is presented to council on a monthly basis for review 
and authorisation for payment is made by resolution. Council has ensured 
that, for the settlement of its invoices by the BACS system, and in 
accordance with Financial Regulation 7.1, there is a two-tier authorisation 
system which ensures that the instructions for each payment are signed, or 
otherwise evidenced, by two authorised bank signatories. A review of the 
procedures followed for receipt of invoices, agreement of invoice detail and 
confirmation of goods or services delivery along with approval for payments 
was undertaken on a sample of individual payments. In the actions 
undertaken in committing the council’s resources, Council is operating within 
Financial Regulations 7.1 through to 7.12. 
Comment: with reference to council’s own Financial Regulation 6.7 
payments made in relation to a continuing contract or obligation (which have 
been authorised in advance) are reported to the next appropriate meeting of 
the council for information only. 

Where applicable, are internet banking transactions 
properly recorded and approved? 

Yes Council continues with its procedure, in accordance with Council’s Financial 
Regulation 7.1, of retaining a two-tier security system for payments which 
are settled by the BACS system. In the case of BACS payments, the RFO 
may set up transactions online for approval in advance, once the accounts 
for payment are approved by the Council, two bank signatories shall 
authorise the transactions online using their own unique ID. The system 
ensures that two authorised bank signatories sign the instructions for each 
payment.  
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Comment: the system in place not only protects the RFO and fulfils an 
internal control objective to ensure the safeguarding of public money, but it 
also allows the council to have in place specific control procedures for 
payments by bank transfer or other electronic means and a process and 
mitigating action to protect the council against payment of invoices which 
may show fraudulent bank account details.  
Council is reminded that Financial Regulation 7.9 states that the approval of 
the use of BACS or CHAPS shall be renewed by resolution of the council at 
least every two years. 
Recommendation: council might wish to consider resolving to approve 
the continued use of the BACS system at its next the Annual Council 
meeting scheduled for May 2025. 

Is VAT correctly identified, recorded, and claimed within 
time limits? 

Yes VAT is identified in the cash book and reclaimed on an quarterly basis. The 
VAT Assessment File as produced by the accounting package operated by 
the RFO was reviewed and verified. The year-end recoverable VAT figure of 
£4,005.88 was seen and interrogated and reflects that which is shown on the 
Balance Sheet, as submitted. 
It is confirmed that the VAT reclaims for Quarters 3 (£5,654.44); 2 
(£3,902.22) and 1 (£3,290.07 for the year of 2024-2025 were settled in 
January 2025, October and July 2024, respectively. The year-end balance 
of VAT owed from the year 2023-2024 in the sum of £8,237.06 was settled 
in May 2024. 
The Internal Auditor undertook sample tests to ensure that the VAT element 
within payments is being clearly identified and appropriately accounted for 
within the accounting system. For the period under review, the Finance 
Officer has ensured that VAT has been appropriately identified in relation 
and correctly coded according to the council’s business and non-business 
activities within the financial records of the software used thereby confirming 
that robust arrangements are in place for managing its responsibilities 
regarding VAT. 
Comment: for the year 2024-2025 VAT has been appropriately identified in 
relation and correctly coded according to the Council’s business and non-
business activities within the financial records of the software used by council 
and the Council has robust arrangements in place for managing its 
responsibilities regarding VAT. 
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Has the Council adopted the General Power of 
Competence (GPOC) and is there evidence this is being 
applied correctly?2 

Yes Council, having declared that it fulfilled the eligibility criteria to use the 
general power of competence (at least two-thirds elected members and a 
qualified Clerk (CiLCA or higher)), resolved at the meeting of 13th November 
2023, to use the power until the next relevant Annual Council Meeting (May 
2027). 
Council continues to ensure that the Grant Scheme offered by the Council 
has clear evidence supporting requests and payments made. Payments 
incurred under this category totalled £50,776 against budgeted expenditure 
of £43,000 and reserves (Capital Replacement Fund) of £9,300. (budget 
£19,950).  

Are payments under s.1373 separately recorded, 
minuted and is there evidence of direct benefit to 
electorate? 

N/A Council uses the discretionary power to do anything that an individual can 
do unless specifically prohibited by law. 

Where applicable, are payments of interest and 
principal sums in respect of loans paid in accordance 
with agreements? 

Yes The council has the following Public Works Board Loans:  
1. PW504085 £190,000 which was drawn down in March 2015. Interest 

repayments are to be made twice yearly on the nearest working day to 2nd  
May and 2nd  November. The half yearly annuity payments of £10,688.62 
were made on 14th May and 1st November 2024. Balance outstanding as 
at 31st  March 2025 was seen and verified as £10,567.19. 

2. PW659006 £20,000 (net £19,975) which was drawn down in September 
2023, following the submission of a full business case, for the renovation 
of the Gannon Institute. Payments terms are under a EIP for a 10-year 
term period. Half yearly payments of £1,519.65 and £1,492.30 were made 
on 12th September 2024 and 12th March 2025, respectively. Balance 
outstanding as at 31st  March 2025 was £17,000.00. 

Additional comments:  

 

 
2 Localism Act  
3 Section 137 of the Local Government Act 1972 (“the 1972 Act”) enables local councils to spend a limited amount of money for purposes for which they have no other specific 
statutory expenditure. The basic power is for a local council to spend money (subject to the statutory limit – of £10.81 per elector) on purposes for the direct benefit of its area, 
or part of its area, or all or some of its inhabitants.  
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Section 4 – Risk management 
The internal auditor will expect to find evidence of the management of risks from identification of what those are for each individual Council 
through to how these will be managed and the controls in place to mitigate these and that these have been approved by the Council. 

 
Evidence 
 

 
Internal auditor commentary 

Is there evidence of risk assessment documentation? Yes At the meeting of 13th January 2025, full council formally reviewed and 
approved its Risk Management Documents and Procedures for the year 
2024 – 2025. Council is aware that its risk assessment needs to focus on the 
safety of the parish council’s assets and in particular its money, and that it 
needs to demonstrate on an annual basis that it has taken actions to identify 
and assess those risks and that it has considered what actions or decisions 
it needs to take during the year to manage in order to avoid financial or 
reputational consequences.  
Comment: council has ensured that it has annually reviewed the risks 
associated with the functioning of a smaller relevant body and that is has 
ensured that measures are fully utilised throughout the year to provide 
assurance to members that there is a robust system in place which is 
effective and adequate for preventing members from approving or 
authorising fund transfers that are not supported by appropriate 
documentation. 

Is there evidence that risks are being identified and 
managed?  

Yes A review of the Council’s financial risk assessment documentation shows 
that there are in place specific control procedures for payments made by 
direct bank transfer, which, if reviewed on a regular basis, will provide 
reassurance that the Council has taken steps to identify, assess and record 
risks associated with actions and decisions it has taken or considered taking 
during the year that could have financial or reputational consequences. 
Council has shown best practice by ensuring that it conducts control and 
compliance tests of the systems in operation by a non-signatory, thereby 
separating the roles of overview from that of authorisation. Appropriate 
mitigation measures are in place to address the risks associated with the 
management of public finances. 
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Comment: Council has noted that in accordance with Regulation 6 of the 
Accounts and Audit Regulations 2015, it should conduct a formal review of 
its system of internal control and should have in place monitoring documents 
which would identify the risks involved with and the potential for 
improvements to its arrangements to protect public money.  

Does the Council have appropriate and adequate 
insurance cover in place for employment, public liability 
and fidelity guarantee and has been reviewed on an 
annual basis? 

Yes During the period under review, council had insurance in place under a Local 
Councils policy with Clear Council which shows core cover for the following: 
Public liability: £10million; Employers Liability: £10million; Hirers’ Liability 
£2million and Fidelity Guarantee of £500thousand. Premise cover is 
identified on a number of properties in the ownership / remit of the council for 
insurance purposes. 
Comment: it is confirmed that council followed guidance which recommends 
that the Fidelity Cover is sufficient to provide cover that was equal to at least 
the sum of the year-end balances plus 50% of the precept/grants to be 
received in the following April/May thereby reducing the council’s exposure 
to the risks associated with the handling of money, securities and property. 
During the year, being aware that it is the responsibility of the Council as a 
whole to satisfy itself that insurances are adequate and that all steps have 
been taken to mitigate and manage identified risks with appropriate 
insurance, annual reviews of the council’s insurance were undertaken prior 
to renewal. From paperwork seen, council is able to demonstrate that it has 
reviewed the risks facing the council in transacting its business and has taken 
out appropriate insurance to manage and reduce the risks relating to 
property, cash and legal liability (amongst other things), and has satisfied 
itself that there are no materials facts which might influence the acceptance 
or assessment of the risks covered by the policy. 
Comment: currently council’s insurance policy covers the needs of not only 
the council but also the Market Hall Trust and the Gannon Institute Trust with 
cross charges being made to the relevant charity by the town council. Council 
should be aware that for a body to be a charity it must be independent and 
undertake its own decision making in terms of administrative responsibilities. 
Council should understand that there are legal and administrative differences 
in the manner in which the parish council and the trusts should operate. 
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Evidence that internal controls are documented and 
regularly reviewed4

  
Yes Confirming that the council is operating within its own internal control, formal 

evidence (via a minute reference) was given at the meeting of full council on 
10th January 2025 that council had formally reviewed the effectiveness of its  
review as outlined in its Statement of Internal Control for the year ending 31st 
March 2025.  
Comment: in accordance with Regulation 6 of the Accounts and Audit 
Regulations 2015, council has understood the requirement to undertake a 
formal review of its internal controls to enable it to demonstrate that it has 
taken steps to identify, assess and record the control mechanisms in place 
to ensure that all reasonable steps are taken to safeguard and protect public 
finances. 

Evidence that a review of the effectiveness of internal 
audit was conducted during the year, including 
consideration of the independence and competence of 
the internal auditor prior to their appointment5 

Yes In accordance with the Accounts and Audit Regulations 2015, the council 
formally reviewed the scope and effectiveness of its internal audit 
arrangements, as well as the competence and independence of those 
conducting the internal audit review. 
Comment: the review of the terms of reference and effectiveness of internal 
audit are demonstration that Council has understood that the role of internal 
audit is to evaluate and report on the adequacy of the system on internal 
control. 

Additional comments:  
 

 

  

 
4 Accounts and Audit Regulations  
5 Practitioners Guide 
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Section 5 – Budgetary controls 
The internal auditor will seek verification that budgets are properly prepared, agreed and monitored. In particular they will look for evidence of 
good practice in that the key stages of the budgetary process have been followed 

 
Evidence 
 

 
Internal auditor commentary 

Verify that budget has been properly prepared and 
agreed  

Yes The budget for the year 2024 - 2025 was approved at the council meeting of 
15th January 2024, with the minutes demonstrating that the council resolved 
to accept the Resources Committee recommendation to adopt the draft 
budget of £257,550 for the financial year 2024-2025. 
The budget for the year 2025 - 2026 was approved at the Council meeting of 
16th January 2025 with council accepting the recommendation from the 
Resources Committee to adopt the draft balanced budget of £284,000. 
Comment: in accordance with proper practices, council should seek to 
evidence, within the minutes, the actual budget being set alongside the 
reasoning for such a budget thereby ensuring transparency in the budgetary 
process followed by the council. 

Verify that the precept amount has been agreed in full 
Council and clearly minuted 

Yes The precept for the year 2024 – 2025 was discussed and approved at the 
meeting of 15th January 2024 with the minutes demonstrating that council 
resolved to accept the recommendation from the Resources Committee 
recommendation to set the precept at £254,050 for 2024-2025 which would 
be a 4.99% increase to the 2023-2024 precept to meet necessary 
expenditure and level of reserves. The minutes state that this would equate 
to a Band D Council Tax of £158.03 which would be an increase of £7.73 per 
annum when compared to that for 2022-2023.  
The precept for the year 2025 – 2026 was set at the meeting of 16th January 
2025 with the minutes confirming that the council accepted the 
recommendation from the Resources Committee to set the precept at 
£278,037. The minutes demonstrate that this would equate to a  4.5% 
increase on a Band D Council Tax and was needed to meet necessary 
expenditure and maintain the level of reserves. The cost to a Band D property 
would be £165.14 per annum which would be an increase of £7.11 per 
annum compared with the previous financial year.  
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Regular reporting of expenditure and variances from 
budget 

Yes The minutes evidence that the council conducted reviews covering the 
budgets for the current year with a review of income and expenditure against 
budget at relevant periods throughout the year. Monitoring statements 
produced include breakdown of all receipts and payments balance against 
the bank.  
Comment: Council in accordance with its own standing order 17c  produces 
regular statements showing evidence of comparisons between budgeted and 
actual income and expenditure to form the basis of approval for virements in 
accordance with council's own Standing Orders and Terms of Reference.  

Reserves held – general and earmarked6 Yes The Council, as at year-end, had Earmarked Reserves totalling £72,133.51 
and General Reserves of £87,221.60. 
Council has, within its own Reserve Policy, (as reviewed and adopted by 
Council at its meeting in April 2025) set a limit to be held for its general 
reserve and is aware that this will be subject to further reviews to include 
cash flow requirements, inflationary and interest rates, diversification of 
funds to spread risk and optimize interest returns. The adopted policy states 
that the town council will hold at least three months’ equivalent expenditure 
and that the level of general reserves must be reviewed at least annually 
during budget setting. Reasoning for the holding of general reserves is given 
as follows:  
• To cover unexpected shortfalls in income or emergency spending.  
• To provide working capital for cash flow needs.  
• To manage risks, such as legal claims or loss of a revenue source.  
Comment: Council has noted guidance, as issued by Proper Practices 
(March 2024), which states that it is regarded as acceptable for a council’s 
general (non-earmarked revenue) reserves to be maintained at between 
three and twelve months of Net Revenue Expenditure and that it should 
ensure that the level of general reserves adopted is in accordance with its 
general reserve policy. It is still generally held that councils with income and 
expenditure in excess of £200,000 should plan towards three months 
equivalent general reserve and that those councils with self-generated 

 
6 In accordance with proper practices, the generally accepted minimum level of a Smaller Authority’s General Reserve is that th is should be maintained at 

between three (3) and twelve (12) months of Net Revenue Expenditure 



SALC Internal Audit Report template (v.9) 
Last reviewed: 26th January 2025 
 

 

13 ` 

income, should take into account situations that may lead to a loss of revenue 
as well as increased costs.  
Whilst there is no upper or lower limit to EMRs, save only that they must be 
held for genuine and identifiable purposes and projects, council has ensured 
that the levels set are subject to regular review and justification (at least 
annually and at budget setting) and that they are separately identified and 
enumerated. 

Additional comments:  
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Section 6 – income controls  
The internal auditor will seek evidence to ensure income is correct managed – recorded, banked, and reported and test mechanisms used to 
achieve this.  

 
Evidence 
 

 
Internal auditor commentary 

Is income properly recorded and promptly banked? Yes During the year under review, Council received income from a number of 
identified sources all of which was banked intact with the transactions 
identified within the accounting system operated by the RFO. 
In accordance with Financial Regulation 13.2, Council understands that it 
should review all fees and charges annually, with increases as deemed 
appropriate. Full council, at its meeting of 8th July 2024 accepted the 
recommendation from the Amenities and Services Committee to approve 
revised Market Regulations for the weekly and monthly markets. Under 
delegated powers, further amendments were made to market rents at the 
meeting of the Amenities and Services Committees of 3rd October 2024 and  
21st November 2024. 
Comment: council is aware that fee reviews are essential to ensure that the 
council’s income module remains competitive as well as ensuring profitability 
is maintained. This will ensure that the council’s revenue streams are fully 
optimized allowing for adjustments where necessary.  
A sample review of the control rents for market and land rentals was 
undertaken during the internal audit visit and all expected income was found 
to be based on the correct price, properly recorded and promptly banked with 
VAT (where appropriate) accounted for.  
Comment: in accordance with proper practices, Council has ensured that 
there are appropriate control procedures in place along with documentation 
to provide a clear audit trail through to invoicing and recovery of all such 
income.  
Further spot checks during the internal audit visit on further items paid under 
BACS / Direct Credit into the Council's Accounts were cross checked against 
cashbook, bank statements and invoices raised by the Council.  

Is income reported to full council? Yes A review of the financial transaction reports was undertaken to ensure 
income was coded to the appropriate nominal income code and all were 
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found to be in order with appropriate control procedures and documentation 
to provide a clear underlying audit trail through to invoicing and recovery of 
all such income.  
Comment: Council is aware that Proper Guidance states that uncollectible 
amounts, including bad debts, should only be written off with the approval of 
members, or under delegated authority by the Responsible Financial Officer 
and that such approval should be shown in the accounting records. 

Does the precept recorded agree to the Council Tax 
Authority’s notification? 

Yes Council received precept in the sum of £254,050 from East Suffolk Council 
for the period under review in April and September 2024 as reported within 
the Income and Expenditure Reports for the months of April and September. 
Evidence was provided showing a full audit trail from Precept being 
discussed and approved to being served on the Charging Authority to 
remittance advice showing the Precept to be paid and receipt of same in the 
Council’s Bank Account.  

If appropriate, are CIL reporting schedules in 
accordance with the Regulations?7 

Yes For the period under review Council received CIL Receipts in the sum of 
£1,045.91. CIL receipts are reported to full Council as part of its overall 
Income and Expenditure Reports.  

Is CIL income reported to the council? Yes CIL receipts received are reported within the financial reports submitted to 
full council. 

Does unspent CIL income form part of earmarked 
reserves? 

Yes The CIL financial overview report for 2024-2025 shows a year-end balance 
of £42,693.51 which is retained in Earmarked Reserves specifically 
allocated, in accordance with the Regulations. 

Has an annual report been produced? Yes The Annual CIL Statement for 2024-2025 has been produced and presented 
to full Council for formal approval. 

Has it been published on the authority’s website? Yes The statement for the year ending 31st March 2025 was confirmed as being 
present on the council’s website and reflects the sums incurred, expended 
and retained by the council. 
Comment: council is aware that the Regulations provide clarity on the timing 
of the reports, and by which date they should be brought into the public 
domain. 

Additional comments:  
 

 
7 Community Infrastructure Levy Regulations 2010 



SALC Internal Audit Report template (v.9) 
Last reviewed: 26th January 2025 
 

 

16 ` 

 

 
Section 7 – petty cash 
The Internal Auditor will seek evidence that the Council has followed its own policies, procedures, and verification processes and that these are 
up to date.  

 
Evidence 
 

 
Internal auditor commentary 

Is petty cash in operation?  No The council does not operate a petty cash system. 

If appropriate, is there an adequate control system in 
place? 

N/A  

Additional comments:  
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Section 8 – Payroll controls 
The Internal Auditor will check salaries were approved in accordance with PAYE, NI, Pension and that there is a clear understanding that the 
clerk is not self-employed. The Internal Auditor will also review how payroll is managed including evidence of approval of payslips. 

 
Evidence 
 

 
Internal auditor commentary 

Do all employees have contracts of employment?  Yes Council had 6 employees on its payroll at the period end of 31st March 2025. 
Employment contracts were not reviewed during the internal audit visit for 
the year ending 31st March 2025, but the Clerk has confirmed that all staff 
have an employment contract. 

Has the Council approved salary paid? Yes Council ensures that there are suitable payroll arrangements in place which 
ensures the accuracy and legitimacy of payments of salaries and wages, and 
associated liabilities and as such the council has complied with its duties 
under legislation. 

Minimum wage paid? No No member of staff is paid the minimum wage. 

Are arrangements in place for authorising of the payroll 
and payments to the council? Does this include a 
verification process for agreeing rates of pay to be 
applied? 

Yes There are suitable payroll arrangements in place which ensures the accuracy 
and legitimacy of payments of salaries and wages, and associated liabilities 
and as such the council has complied with its duties under legislation. 

Do salary payments include deductions for PAYE/NIC? 
Is PAYE/NIC paid promptly to HMRC? 

Yes The payroll function for the year under review is operated in accordance with 
HM Revenue and Customs guidelines and outsourced. Cross-checks were 
completed on payments covering salary and PAYE were found to be in order. 
Deductions paid to HM Revenue and Customs during the year under review 
were made in accordance with timescales as set out in the regulations. The 
meeting of 10th February 2025 resolved that the town clerk would sign up to 
an HR and Health and Safety software package to streamline process which 
would also be used for the payroll function. 

Is there evidence that the Council is aware of its 
pension responsibilities? Are pension payments in 
operation?8 
 

Yes Council is aware of its pension responsibilities and payments are made in 
accordance with timescales agreed with the council’s Pension Providers.  

 
8 The Pension Regulator – website click here 

https://www.thepensionsregulator.gov.uk/en/employers
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Have pension re-declaration duties been carried out Yes Council’s re-declaration of compliance with regards to re-enrolment was 
confirmed as having been undertaken on 11th October 2022.  

Are there any other payments (e.g.: expenses) and are 
these reasonable and approved by the Council? 

Yes There is a satisfactory expense system in place and all staff expenses 
claimed are approved in accordance with Council’s Financial Regulations. 
Comment: it is noted during the year under review, council was, on 
occasions, in breach of its own financial regulation 9.4 with staff using 
personal credit or debit cards to purchase items on behalf of the town council. 

Comment: the clerk has confirmed that the above practice relating to staff use of person credit or debit cards has now ceased and that effective 
1st April 2025, the town council and the Gannon Institute Charity and Market Hall Chairty have their own corporate credit cards. The cards have 
an appropriate monthly limit along with a single transaction maximum value of £500 unless authorised by the Resources Committee in writing 
before any order is placed. The clerk has ensured that there is a 2-factor authentication process involved for all payment. 
Recommendation: council should ensure that each payment is recorded in a separate control account with the total of such payments 
each calendar month reported in the cashbook. The cashbook account specifically set up for the newly acquired debit cards should 
be reviewed by two members to ensure that the correct payments have been made.  
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Section 9 – Asset control 
The Internal Audit will be seeking to establish if there is a list of assets in accordance with proper practices including the date of acquisition, 
location, and value. This extends to checking policies (with evidence of review) and that the Council has applied the documented approach in 
practice. The Internal Auditor will check not only valuation processes but the existence of reserve budgets for depreciation and adequacy of 
insurance. A clear audit trail should be available when items are purchased including minutes to evidence approval.  

 
Evidence 
 

 
Internal auditor commentary 

Does the Council maintain a register of material assets 
it owns and manage this in accordance with proper 
practices?9 

Yes The Asset Register is held on a computerised system and covers those items 
listed under insurance and within the parish council’s remit for maintenance 
and ownership. Council’s asset policy defines fixed assets as items of 
machinery and equipment which have a useful life of more than one year. 
The Asset Register currently stands at £487,422.79 and shows overall 
movement to that declared at the year-end of 31st March 2024 (£486,202.83)  
taking into account acquisitions and disposals during the year under review. 
The Internal Auditor reviewed the Asset Register to allow the spot check to 
be conducted.  

Is the value of the assets included? (Note value for 
insurance purposes may differ) 

Yes The RFO has ensured that the council has a formal asset register which is 
routinely updated to record new assets at historic cost price, net of VAT along 
with removal of any assets disposed of / no longer serviceable. Where assets 
have been gifted or where there is no known value, assets have been given 
the proxy value of £1. This value has also been applied to community assets, 
which, in accordance with guidance, are treated in the same manner as gifted 
assets. 
Comment: This current valuation for assets commonly known as community 
assets is in line with requirements for smaller authorities to record each asset 
at its original purchase cost or where the original purchase cost is unknown 
at the time of first recording on the asset register, a current value is recorded, 
which acts as a proxy value to the original cost and will remain unchanged 
until disposal. 

 
9 Practitioners Guide 
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Are records of deeds, articles, land registry title number 
available? 

N/A Records of deeds, articles, land registry title number were not reviewed 
during the internal audit review. 

Are copies of licences or leases available for assets 
sited at third party property? 

N/A Council has declared that it does not have any assets located on third party 
property. 

Is the asset register up to date and reviewed annually? Yes The asset register is still to be signed off by the council but the values on the 
Asset Register seen on the website equal that detailed at Line 9 on the 
DRAFT Accounting Statements of the AGAR. The council continues to use 
the preferred value for exiting assets as the original acquisition cost and has 
ensured that the fixed asset value for any individual item will not usually be 
altered from year to year (unless a material enhancement has taken place). 
As such the change in the total value for fixed assets (in box 9 of the Council’s 
accounting statements) indicates the acquisition of new  
assets of significance.  

Cross checking of insurance cover Yes The Asset Register was reviewed during the Internal Audit Visit and a spot 
check of assets against the insurance schedule was undertaken to ensure 
that all assets are recorded appropriately and under insurance. Council has 
insurance under all risks cover for its assets as specified under the headings 
on the insurance schedule including furniture, fixtures and fittings at four 
premises listed on the insurance schedule. 

Additional comments:  
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Section 10 – bank reconciliation 
The internal auditor will seek to establish that the Council understands and can evidence good practice and internal control mechanisms in 
relation to bank reconciliation.  

 
Evidence 
 

 
Internal auditor commentary 
 

Is bank reconciliation regularly completed and 
reconciled with the cash book and cover every account? 

Yes Bank reconciliations are completed on a regular basis and reconcile with the 
cash sheets. Overall there is regular reporting of bank balances within the 
detailed financial reports submitted to both full council and the Finance and 
Governance Committee. 
A review of sample of transactions from the cashbooks from the months of 
April 2024 to March 2025 across the accounts held by the council was 
undertaken to verify the detail held within the cashbooks to that shown on 
the bank statement. There were no matters arising from the review which 
suggested that there were errors in the entries and there was no identification 
of signs of fraud or duplicate entries (for which explanations or corrections 
were not forthcoming). 
Comment: The reconciliations conducted allow for the process of comparing 
internal records against statements from financial institutions and other 
external sources to ensure money that exits in an account matches money 
spent. 

Do bank balances agree with bank statements?  Yes Bank balances as of 31st March 2025 agree with the year-end bank 
statements and at year end stood at £164,926.01 across the accounts held 
in the council’s name. 
Saxmundham Town Council currently holds investments with the Cambridge 
Building Society and CCLA and both current and savings accounts with Unity 
Bank. Council is aware that in accordance with proper practices it is required 
to ensure that it has assessed the counterparty and is satisfied that the sum 
invested is not subject to unreasonable risk. Council has adopted and 
annually reviews its Investment Policy & Strategy. The adopted policy 
reflects the statutory guidance on Local Government Investments (3rd 
Edition) issued under Section 15(1)(a) of the Local Government Act 2003 
and sets out the Town Council’s objectives, practices and reporting 
arrangements for the effective management and control of treasury activities 
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and associated risks. Clear reporting and monitoring procedures are outlined 
within the policy with any departures being brough back to the Resources 
Committee for review and approval. 

Is there regular reporting of bank balances at Council 
meetings?  

Yes Overall there is regular reporting of bank balances within the detailed 
financial reports submitted to the council. Council continues with the system 
whereby the monthly reconciled bank accounts are presented to the council 
appointed Internal Controller ensuring that there is access to not only the 
reconciliation of the cash book to bank statements but also the underlying 
background evidence upon which the reconciliation is based. 
Comment: Approval of the bank reconciliation by the authority or an authority 
nominee is not only good practice but is also a safeguard for the Responsible 
Financial Officer and fulfils one of the authority’s internal control objectives.  
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Section 11 – year end procedures 
 

 
Evidence 
 

 
Internal auditor commentary 

Are appropriate accounting procedures used?  Yes The Internal Auditor confirms that, having reviewed the year-end files, there 
is a full underlying financial trail from financial records to the accounts 
produced. 

Financial trail from records to presented accounts Yes The RFO has ensured that the Council’s accounting software contains and 
records details on its assets and liabilities including the asset and investment 
register and other debts. The accuracy  of the year-end bank reconciliation 
detail is verified along with the correct disclosure of the combined cash and 
bank balances in the AGAR, section 2, line 8. 
Year-end balances agree with cash book and bank reconciliations: 
Debtors: £160.00 
Prepayments £3,589.32 
VAT Account: £4,005.88 
Bank Accounts: £164,926.01 
Charitable Trusts VAT (Liability): £2,083.67 
Creditors (Liability): £9,892.43 
Accruals (Liability): £350.00 
Receipts in advance (Liability): £1,000.00 
Represented by: 
Total Reserves: £159,355.111 

Has the appropriate end of year AGAR10 documents 
been completed?  

Yes As Council is a smaller authority with gross income and expenditure 
exceeding £25,000 it will be required to complete Part 3 of the AGAR. 
Section 2 - Accounting Statements of the AGAR were completed and signed 
by the RFO at the time of Internal Audit. 
It should be noted that given its level of income, the Council meets the 
requirement for an intermediate level review. Details of the additional 
submission requirements for those meeting this level of review can be found 
within the Detailed Instructions Update for the year ending 31st  March 2025. 

 
10 Annual Governance & Accountability Return (AGAR) 

https://www.pkf-l.com/wp-content/uploads/2025/03/2024-25-Detailed-Instructions-1.pdf
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Did the Council meet the exemption criteria and 
correctly declared itself exempt? 
 

N/A As the Council was a smaller authority with gross income and expenditure 
exceeding £25,000 during the year 2023-2024, it was not able to certify itself 
as an exempt authority. 

During the period in question did the small authority 
demonstrate that it correctly provided for the exercise of 
public right as required by the Accounts and Audit 
Regulations 2015?  

No The internal auditor is able to confirm that the notice of the public rights was 
seen on the website and can confirm that the dates set were 3rd June to 12th 
July 2024 with the form dated 29th May 2024. However, although the AGAR 
was signed on 13th May 2024, proper practices requires the council to review 
the effectiveness of internal audit relating to the audit work carried prior to 
signing off the annual Governance Statement within the AGAR. As such the 
AGAR was brought back to council on 10th June 2024 and so signed. This 
therefore meant that the period for the exercise of public rights began after 
that period. 
Comment: Within the Annual Internal Audit Report, internal control objective 
test M requires the internal auditor to establish whether the parish council 
correctly provided for the exercise and published a copy of the required 
“Public Notice” by ensuring that it clearly identified the statutory 30 working 
day period when the Authority’s records are available for public inspection. 
Whilst this was initially evidenced by the notice on the website which 
contained the period for the exercise of public right; details of the manner in 
which the documents can be inspected; the name and address of the 
external auditor and the provisions as contained under section 25 and 
section 27 of the Act, a new form should have been produced after the 
meeting of 10th June to ensure compliance with the regulations. 
Recommendation: as Council is unable to demonstrate that it correctly 
provided for the exercise of the public rights during Summer of 2024, it 
should answer in the negative to Assertion 4 on the Annual Governance 
Statement  for the year under review. 

Have the publication requirements been met in 
accordance with the Regulations?11 

Yes The Internal Auditor is able to confirm that the Council has complied with the 
requirements of the Accounts and Audit Regulations  2015 for smaller 
authorities with income and expenditure exceeding £25,000 and published 
the following for the year 2023/24 on a public website:  
Section 1 – Annual Governance Statement of the AGAR  
Section 2 – Accounting Statements of the AGAR  

 
11 Accounts and Audit Regulations 2015 
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Section 3 – The External Auditor Report and Certificate 
Notice of the period for the exercise of public rights and other information 
required by Regulation 15 (2), Accounts and Audit Regulations 2015. 
Notice of Conclusion of Audit 
Section 3 – External Auditor Report and Certificate 
Sections 1 and 2 of the AGAR as audited. 

Additional comments:  

 
Section 12 – internal audit 
The internal auditor will revisit weaknesses and recommendations previously identified to see if these have been addressed. They will also 
check if any changes introduced require further verification to ensure effectiveness of the corrective action taken.  

 
Evidence 
 

 
Internal auditor commentary 

Has the Council considered the previous internal audit 
report?  

Yes The Internal Audit Report for the year ending 31st March 2024 was 
considered and adopted at a meeting of full Council on 10th June 2024.  

Has appropriate action been taken regarding the 
recommendations raised? 

Yes Members received the internal audit report and noted the one 
recommendation and accepted the Resources Committee’s 
recommendations to address any recommendations therein. 
1. Review of VAT assessment file versus that declared as at year-end. 

Comment: Council has followed guidance which confirms that, in accordance 
with Proper Practices, the annual review of internal audit should be received 
and recorded as such by the Council (or delegated committee). Any actions 
planned from the outcomes of the tests undertaken along with the narrative 
reports from the Internal Auditors should be the subject of an audit plan 
detailing actions to be undertaken, members or officers responsible for 
delivering improvement and deadlines for the completion of the actions. 

Has the Council confirmed the appointment of an 
internal auditor? 
 
 
 
 
 

Yes 
 
 
 
 
 
 

At the meeting of 10th June 2024, full council, having reviewed the 
effectiveness of its internal audit arrangements with full regard to the 
statutory requirements for internal audit in terms of size, scope and current 
financial arrangements, resolved to appoint SALC as its internal auditor for 
the year 2024-25 on the basis of Section 4 of the Accountability and 
Governance Practitioner’s Guide 2024.  
The letter of engagement was signed at the meeting of 14th April 2025. 
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Has the letter of engagement been approved by full 
council? 

Yes Comment: by approving the letter of engagement, Council will be following 
Proper Practices by ensuring it has clarity on the provision of internal audit 
including the roles and responsibilities, audit planning and timing of visits, 
reporting requirements, rights to access to information, members and 
officers, period of engagement and remuneration. 

Additional comments:  
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Section 13 – external audit for the period under review 
The internal auditor will revisit the external audit so that previous weaknesses and recommendations can be considered. 

 
Evidence 
 

 
Internal auditor commentary 

Has the Council considered the previous external audit 
report?12   

Yes The External Audit Report and Certificate for the year ending 31st March 2024 
was submitted to and considered by Full Council with formal adoption at the 
meeting of 14th October 2024.  

Has appropriate action been taken regarding the 
comments raised? 

yes The report from the external auditors details a certification which was 
completed with an exception.  
The certificate dated 18th September 2024 makes the following comment: 
“The AGAR was not accurately completed before submission for review:  
• The smaller authority has not restated the prior year figure when removing 

assets that it never owned from the asset registry in Section 2, Box 9.  
The AGAR has not been approved in accordance with the Accounts and 
Audit Regulations 2015:   
• The AGAR does not contain the correct minute reference for Section 2, 

which should read 38/24TCf”. 
 
Other matters not affecting their opinion which they draw to the attention of 
the authority: 
“We note that the smaller authority did not comply with Regulation 15 of the 
Accounts and Audit Regulations 2015 as it failed to make proper provision 
during the year 2024/25 for the exercise of public rights, since the approval 
date was after the start of the period for the exercise of public rights. As a 
result, the smaller authority must answer ‘No’ to Assertion 4 of the Annual 
Governance Statement for 2024/25 and ensure that it makes proper 
provision for the exercise of public rights during 2025/26”. 
 

 
12 Regulation 20 Accounts and Audit Regulations 2015 – following completion of an audit the Council should note that it is the Council as a whole (i.e., All members) and not a 
committee that should receive and consider the audit letter (including Annual Return and Certificate) from the local auditor as soon as reasonably practicable and the minutes 
should reflect that these have been received. 
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The Internal Auditor is able to verify that the external auditor report and 
certificate along with the conclusion of the external audit have been 
published on the Council’s website in accordance with the prescribed 
timescales. Details as to how copies may be purchased have also been 
included. 
Comment: Council has noted Regulation 16 and 20 (in part) which states that 
the annual audit letter received from the auditor must be considered by the 
authority and published (including publication on the authority’s website) and 
to permit copies to be purchased. 

Additional comments: council is aware that it must comply with the instruction given by the external auditor in relation to Assertion 4 
of the Annual Governance Statements for the year 2024-2025. 
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Section 14 – additional information  
The internal auditor will look for additional evidence of good record keeping, compliance with data protection regulations, freedom of 
information and website accessibility regulations.  

 
Evidence 
 

 
Internal auditor commentary 

Was the annual meeting held in accordance with 
legislation? 13  

 

Yes Council held a meeting of the council on 13th May 2024 at which the Chair 
was elected for the civic year.  
Comment: Council is aware that Section 15 of LGA Act 1972, requires local 
councils to appoint a Chair (Mayor) as the first business to be transacted at 
the Annual Council Meeting which is to be held in May.  

Is there evidence that Minutes are administered in 
accordance with legislation? 14 

Yes Council is aware that that under LGA 1972 schedule 12, paragraphs 41(1) 
and 44 the draft minutes of a meeting should be formally approved (with any 
necessary amendments) at the next meeting. At each meeting, the Chair is 
given formal approval to sign the minutes.  

Is there a list of members’ interests held? Yes Evidence was seen on the council’s website of the Register of Interests for 
all current parish councillors. 
Comment: Council has followed guidance under the Openness and 
Transparency on personal interests – a guide for Councillors – August 2012 
-which recommends that where a parish (town) council has their own 
website, its register of interests must be published on that website. A direct 
link from the council’s website to the District’s would also satisfy the guidance 
issued. 

Does the Council have any Trustee responsibilities and 
if so, are these clearly identified in a Trust Document? 

Yes The Council acts as sole trustees for the Market Hall, Saxmundham Charity 
(Charity Number 235072) and Gannon Institute, Saxmundham Charity 
(Charity Number 242679). The Council holds separate meetings to discuss 
matters covering the Trusts’ transactions in accordance with the trusts’ 
documents. 
Comment: it is noted that the minutes of the Staffing Sub-Committee of 13th 
September 2024 received a report in consideration of the estimate of 
percentage time spent on the Town Council and the Charitable Trusts, to 

 
13 The Local Government Act 1972 Schedule 12, paragraph 7 (2) and Schedule 15 (2) 
14 Public Bodies (Admission to Meetings) Act 1960, Local Government Act 1972, and the Localism Act 2011 
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inform any consideration of apportioning the staffing budget. It is confirmed 
that the budget set for the Town Council for the year 2025-2026 itemises the 
approximate costs incurred for the two trusts. As has been previously 
mentioned, council might wish to review the support costs incurred in the 
general running of the Trusts such as administrative costs and ensure that 
they are shared (apportioned) across the town council and trust to ensure 
longer-term financial sustainability. 

Has the Transparency Code been correctly applied, and 
information published in accordance with current 
legislation? 

Yes Council has shown compliancy with the minimum datasets that should be 
published on a quarterly basis as per the requirements as set out in the Local 
Government Transparency Code (2015), with a range of documents relating 
to the current year being able to view on the Council’s website.  
For Saxmundham Town Council, the transparency code requirements 
include the publication of quarterly reporting of spending transactions valued 
over £500; quarterly reporting of invitation to tender for contracts over 
£5,000; quarterly publication of details of every transaction on a government 
procurement card; the annual reporting of organisational charts; annual 
reporting of all grants made to voluntary, community and social enterprise 
organisations and the annual reporting of the location of public land and 
assets. 
Comment: Appendix A of the Local Government Transparency Code 2015 
(published February 2015) provides further details of all information to be 
published along with relevant timescales.  
A link to the guide can be found at:  Transparency Code 2015 

Has the Council registered with the Information 
Commissioner’s Office (ICO)?15 

Yes The Council is correctly registered with the Information Commissioner’s 
Office (ICO) as a Data Controller in accordance with the Data Protection 
Legislation. 
The Freedom of Information Act requires every public authority to have a 
publication scheme, approved by the Information Commissioner’s Office 
(ICO), and to publish information covered by this scheme. Council has such 
a scheme, which sets out the Council’s commitment to make certain classes 
of information routinely available, such as policies and procedures, minutes 
of meetings, annual reports and financial information and is available to view 
on the council’s website.  

 
15 Data Protection Act 2018 

https://assets.publishing.service.gov.uk/media/5a7ef9cae5274a2e87db311f/Transparency_Code_for_Smaller_Authorities.pdf
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Is the Council compliant with the General Data 
Protection Regulation requirements? 

Yes Council has taken active steps to ensure compliancy with the GDPR 
requirements and has reviewed its GDPR Policies during the year ensuring 
that at all times it is able to provide clear responsibilities and obligations of 
the Council in respect of the collecting, using and protecting of personal 
information in accordance with the provisions of the GDPR. Appropriate Data 
Protection policies and procedures are in place along with the lawful basis 
for the processing of data covered by the regulations as well as policies that 
deal with the effective management of its records thereby demonstrating that 
the Council has acted in compliance with its legal and regulatory obligations.  

Has the Council published a website accessibility 
statement on their website in line with Regulations?16 

Yes The Regulations of the Public Sector Bodies (Websites and Mobile 
Applications) (No. 2) Accessibility Regulations 2018 was enacted on 23rd  
September 2018. The regulations aim to ensure public sector websites and 
mobile apps are accessible to all users, especially those with disabilities. 
Council’s Accessibility Statement details how information will be produced 
on a website and how to gain access to content that is readily  accessible to 
view as well as detailing the technical information of the website along with 
the methods used for testing the website; the steps being taken to improve 
accessibility and how the site is being improved to ensure that content meets 
the WCAG 2.1 Standard under Regulation 8 of the Public Sector Bodies 
(Websites and Mobile Applications) (No. 2) Accessibility Regulations 2018.  

Does the council have official email addresses for 
correspondence?17 

Yes Council has a GOV.UK domain for its council website which also supports a 
secure and digitally managed email system. Council is aware of the 
importance of ensuring that it uses a secure e-mail system with a gov.uk 
address thereby identifying that it has local government status and 
demonstrating authenticity when building trust and credibility with the public.  

Is there evidence that electronic files are backed up? Yes Council’s day to day records are subject to regular back-ups to a cloud-based 
secure system. 

Do terms of reference exist for all committees and is 
there evidence these are regularly reviewed? 

Yes Council reviewed the Terms of Reference for its standing committees in July 
2024, details of which, including areas of responsibility and delegated 
authority, are published on the website. 
 

 
16 Website Accessibility Regulations 2018 
17 Practitioners Guide  
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Additional comments:  

The Internal Auditor offers her appreciation for the assistance given by the Town Clerk and her staff in completing this audit. The year-
end files were extremely well presented for review and council’s staff are to be commended. 
 
Council is to be commended as it continues to be able to demonstrate effective governance arrangements and can show evidence of 
strong governance and good financial practice.  
 
The examination of the year-end accounts and supporting documentation has further confirmed that the Responsible Financial Officer 
has satisfactorily undertaken the administration of the Council’s financial affairs and produced satisfactory financial management 
information to enable the Council to make well-informed decisions.  
 
Recommendations made and/or commentary provided are to enhance the systems in place as opposed to detract from the positive 
assurance that can be given as to the manner in which the Council’s finances are managed. 
 
For further information and for the year effective 1st April 2025 please refer to Governance and Accountability for Smaller Authorities 
in England - A Practitioners' Guide to Proper Practices to be applied in the preparation of statutory annual accounts and governance 
statements - March 2025. 

 

 

Signed: V S Waples 
 
Date of Internal Audit Visit: 22.04.25        Date of Internal Audit Report: 24.04.25 
 
On behalf of Suffolk Association of Local Councils  

https://www.saaa.co.uk/wp-content/uploads/2025/04/Practitioners-guide-2025.pdf
https://www.saaa.co.uk/wp-content/uploads/2025/04/Practitioners-guide-2025.pdf






Annual Governance and Accountability Return 2024/25 Form 3

To be completed by Local Councils, Internal Drainage Boards and other Smaller Authorities*:
• where the higher of gross income or gross expenditure exceeded £25,000 but did not exceed

£6.5 million; or
• where the higher of gross income or gross expenditure was £25,000

or less but that:
• are unable to certify themselves as exempt (fee payable); or
• have requested a limited assurance review (fee payable)

Guidance notes on completing Form 3 of the Annual Governance and 
Accountability Return 2024/25
1. Every smaller authority in England that either received gross income or incurred gross expenditure 

exceeding £25,000 must complete Form 3 of the Annual Governance and Accountability Return at the 
end of each financial year in accordance with Proper Practices.

2.  
The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:
• The Annual Internal Audit Report must be completed by the authority’s internal auditor.
• Sections 1 and 2 must be completed and approved by the authority.
• Section 3 is completed by the external auditor and will be returned to the authority.

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2, 
Accounting Statements, and both must be approved and published on the authority website/webpage 
before 1 July 2025.

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with 
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as exempt, or is 
requesting a limited assurance review, must return to the external auditor by email or post (not both) 
no later than 30 June 2025. Reminder letters will incur a charge of £40 +VAT:
• the Annual Governance and Accountability Return Sections 1 and 2, together with
• a bank reconciliation as at 31 March 2025
• an explanation of any significant year on year variances in the accounting statements
• notification of the commencement date of the period for the exercise of public rights
• Annual Internal Audit Report 2024/25

Unless requested, do not send any additional documents to your external auditor. Your external auditor will 
ask for any additional documents needed.
Once the external auditor has completed the limited assurance review and is able to give an opinion, the 
Annual Governance and Accountability Section 1, Section 2 and Section 3 – External Auditor Report 
and Certificate will be returned to the authority by email or post.

Publication Requirements
Under the Accounts and Audit Regulations 2015, authorities must publish the following information on 
the authority website/webpage:
Before 1 July 2025 authorities must publish:
• Notice of the period for the exercise of public rights and a declaration that the accounting statements 
are as yet unaudited;
• Section 1 - Annual Governance Statement 2024/25, approved and signed, page 4
• Section 2 - Accounting Statements 2024/25, approved and signed, page 5
Not later than 30 September 2025 authorities must publish:
• Notice of conclusion of audit
• Section 3 - External Auditor Report and Certificate
• Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review. It 
is recommended as best practice, to avoid any potential confusion by local electors and interested 
parties, that you also publish the Annual Internal Audit Report, page 3.

Page 1 of 6Annual Governance and Accountability Return 2024/25 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

The Annual Governance and Accountability Return constitutes the annual return referred to in the Accounts and Audit Regulations 2015. 
Throughout, the words ‘external auditor’ have the same meaning as the words ‘local auditor’ in the Accounts and Audit Regulations 2015.

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.
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Guidance notes on completing Form 3 of the Annual Governance and 
Accountability Return (AGAR) 2024/25 
• The authority must comply with Proper Practices in completing Sections 1 and 2 of this AGAR. Proper 

Practices are found in the Practitioners’ Guide* which is updated from time to time and contains everything 
needed to prepare successfully for the financial year-end and the subsequent work by the external auditor.

• Make sure that the AGAR is complete (no highlighted boxes left empty) and is properly signed and dated. Any 
amendments must be approved by the authority and properly initialled.

• The authority should receive and note the Annual Internal Audit Report before approving the Annual 
Governance Statement and the accounts.

• Use the checklist provided below to review the AGAR for completeness before returning it to the external 
auditor by email or post (not both) no later than 30 June 2025.

• The Annual Governance Statement (Section 1) must be approved on the same day or before the Accounting 
Statements (Section 2) and evidenced by the agenda or minute references.

• The Responsible Financial Officer (RFO) must certify the accounts (Section 2) before they are presented to 
the authority for approval. The authority must in this order; consider, approve and sign the accounts.

• The RFO is required to commence the public rights period as soon as practical after the date of the AGAR approval.
• You must inform your external auditor about any change of Clerk, Responsible Financial Officer or 

Chair, and provide relevant authority owned generic email addresses and telephone numbers.
• Make sure that the copy of the bank reconciliation to be sent to your external auditor with the AGAR covers all 

the bank accounts. If the authority holds any short-term investments, note their value on the bank 
reconciliation. The external auditor must be able to agree the bank reconciliation to Box 8 on the accounting 
statements (Section 2, page 5). An explanation must be provided of any difference between Box 7 and
Box 8. More help on bank reconciliation is available in the Practitioners’ Guide*.

• Explain fully significant variances in the accounting statements on page 5. Do not just send a copy of the detailed 
accounting records instead of this explanation. The external auditor wants to know that you understand the 
reasons for all variances. Include complete numerical and narrative analysis to support the full variance.

• If the bank reconciliation is incomplete or variances not fully explained then additional costs may be incurred.
• Make sure that the accounting statements add up and that the balance carried forward from the previous year 

(Box 7 of 2024) equals the balance brought forward in the current year (Box 1 of 2025).
• The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the 

exercise of public rights of 30 consecutive working days which must include the first ten working days of July.
• The authority must publish on the authority website/webpage the information required by Regulation 15 (2), 

Accounts and Audit Regulations 2015, including the period for the exercise of public rights and the name and 
address of the external auditor before 1 July 2025.

Annual Governance and Accountability Return 2024/25 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

*Governance and Accountability for Smaller Authorities in England – a Practitioners’ Guide to Proper Practices,
can be downloaded from www.nalc.gov.uk or from www.ada.org.uk

Completion checklist – ‘No’ answers mean you may not have met requirements

All sections

Section 1

Section 2

Sections 1 and 2

Internal Audit Report

Have all highlighted boxes have been completed?

For any statement to which the response is ‘no’, has an explanation been published?

Has an explanation of significant variations been published where required?

Has the bank reconciliation as at 31 March 2025 been reconciled to Box 8?

Has an explanation of any difference between Box 7 and Box 8 been provided?

Have all highlighted boxes been completed by the internal auditor and explanations provided?

Has all additional information requested, including the dates set for the period 
for the exercise of public rights, been provided for the external auditor?

Trust funds – have all disclosures been made if the authority as a body corporate is a 
sole managing trustee? NB: do not send trust accounting statements unless requested.

Has the authority’s approval of the accounting statements been confirmed 
by the signature of the Chair of the approval meeting?

Yes No

Has the Responsible Financial Officer signed the accounting statements before 
presentation to the authority for approval?



Annual Internal Audit Report 2024/25
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A.  Appropriate accounting records have been properly kept throughout the financial year.
B.  This authority complied with its financial regulations, payments were supported by invoices, all

expenditure was approved and VAT was appropriately accounted for.
C.  This authority assessed the significant risks to achieving its objectives and reviewed the adequacy

of arrangements to manage these.
D.  The precept or rates requirement resulted from an adequate budgetary process; progress against

the budget was regularly monitored; and reserves were appropriate.
E.  Expected income was fully received, based on correct prices, properly recorded and promptly

banked; and VAT was appropriately accounted for.
F. Petty cash payments were properly supported by receipts, all petty cash expenditure was approved

and VAT appropriately accounted for.
G. Salaries to employees and allowances to members were paid in accordance with this authority’s

approvals, and PAYE and NI requirements were properly applied.

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.

N. The authority has complied with the publication requirements for 2023/24 AGAR
(see AGAR Page 1 Guidance Notes).

M. In the year covered by this AGAR, the authority correctly provided for a period for the exercise of
public rights as required by the Accounts and Audit Regulations (during the 2024-25 AGAR period,
were public rights in relation to the 2023-24 AGAR evidenced by a notice on the website and/or
authority approved minutes confirming the dates set).

H. Asset and investments registers were complete and accurate and properly maintained.
I. Periodic bank account reconciliations were properly carried out during the year.

K. If the authority certified itself as exempt from a limited assurance review in 2023/24, it met the
exemption criteria and correctly declared itself exempt. (If the authority had a limited assurance
review of its 2023/24 AGAR tick “not covered”)

Yes No*
Internal control objective Not

covered**

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.

O. (For local councils only)
Trust funds (including charitable) – The council met its responsibilities as a trustee.

Yes No Not applicable

During the financial year ended 31 March 2025, this authority’s internal auditor acting independently and on the 
basis of an assessment of risk, carried out a selective assessment of compliance with the relevant procedures and 
controls in operation and obtained appropriate evidence from the authority.
The internal audit for 2024/25 has been carried out in accordance with this authority’s needs and planned coverage. 
On the basis of the findings in the areas examined, the internal audit conclusions are summarised in this table. Set  
out below are the objectives of internal control and alongside are the internal audit conclusions on whether, in all  
significant respects, the control objectives were being achieved throughout the financial year to a standard adequate 
to meet the needs of this authority.

ENTER NAME OF AUTHORITY

ENTER PUBLICLY AVAILABLE WEBSITE/WEBPAGE ADDRESS

*If the response is ‘no’ please state the implications and action being taken to address any weakness in control
identified (add separate sheets if needed).
**Note: If the response is ‘not covered’ please state when the most recent internal audit work was done in this area and when it is 
next planned; or, if coverage is not required, the annual internal audit report must explain why not (add separate sheets if needed).

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets if needed).

DD/MM/YYYYSIGNATURE REQUIRED
Date

Signature of person who 
carried out the internal audit

DD/MM/YYYY DD/MM/YYYYDD/MM/YYYY
Name of person who carried out the internal auditDate(s) internal audit undertaken

ENTER NAME OF INTERNAL AUDITOR



*Please provide explanations to the external auditor on a separate sheet for each ‘No’ response and describe
how the authority will address the weaknesses identified. These sheets must be published with the Annual
Governance Statement.

Section 1 – Annual Governance Statement 2024/25

We acknowledge as the members of:
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our responsibility for ensuring that there is a sound system of internal control, including arrangements for 
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with 
respect to the Accounting Statements for the year ended 31 March 2025, that:

1. We have put in place arrangements for effective financial
management during the year, and for the preparation of
the accounting statements.

2. We maintained an adequate system of internal control
including measures designed to prevent and detect fraud
and corruption and reviewed its effectiveness.

4. We provided proper opportunity during the year for
the exercise of electors’ rights in accordance with the
requirements of the Accounts and Audit Regulations.

5. We carried out an assessment of the risks facing this
authority and took appropriate steps to manage those
risks, including the introduction of internal controls and/or
external insurance cover where required.

6. We maintained throughout the year an adequate and
effective system of internal audit of the accounting
records and control systems.

7. We took appropriate action on all matters raised
in reports from internal and external audit.

8. We considered whether any litigation, liabilities or
commitments, events or transactions, occurring either
during or after the year-end, have a financial impact on
this authority and, where appropriate, have included them
in the accounting statements.

9. (For local councils only) Trust funds including
charitable. In our capacity as the sole managing
trustee we discharged our accountability
responsibilities for the fund(s)/assets, including
financial reporting and, if required, independent
examination or audit.

3. We took all reasonable steps to assure ourselves
that there are no matters of actual or potential
non-compliance with laws, regulations and Proper
Practices that could have a significant financial effect
on the ability of this authority to conduct its
business or manage its finances.

prepared its accounting statements in accordance  
with the Accounts and Audit Regulations.

‘Yes’ means that this authority:Yes No*
Agreed

made proper arrangements and accepted responsibility 
for safeguarding the public money and resources in  
its charge.

has only done what it has the legal power to do and has 
complied with Proper Practices in doing so.

during the year gave all persons interested the opportunity to 
inspect and ask questions about this authority’s accounts.

considered and documented the financial and other risks it 
faces and dealt with them properly.

arranged for a competent person, independent of the financial 
controls and procedures, to give an objective view on whether 
internal controls meet the needs of this smaller authority.

responded to matters brought to its attention by internal and 
external audit.

disclosed everything it should have about its business activity 
during the year including events taking place after the year 
end if relevant.

has met all of its responsibilities where, as a body 
corporate, it is a sole managing trustee of a local 
trust or trusts.

Yes No N/A

Signed by the Chair and Clerk of the meeting where 
approval was given:

Chair

Clerk
SIGNATURE REQUIRED

SIGNATURE REQUIRED

This Annual Governance Statement was approved at a 
meeting of the authority on:

and recorded as minute reference:

MINUTE REFERENCE

DD/MM/YYYY

ENTER NAME OF AUTHORITY

ENTER PUBLICLY AVAILABLE WEBSITE/WEBPAGE ADDRESS



I confirm that these Accounting Statements were
approved by this authority on this date:

Signed by Chair of the meeting where the Accounting 
Statements were approved

I certify that for the year ended 31 March 2025 the Accounting 
Statements in this Annual Governance and Accountability 
Return have been prepared on either a receipts and payments 
or income and expenditure basis following the guidance in 
Governance and Accountability for Smaller Authorities – a 
Practitioners’ Guide to Proper Practices and present fairly  
the financial position of this authority.
Signed by Responsible Financial Officer before being 
presented to the authority for approval

as recorded in minute reference:

MINUTE REFERENCE

DD/MM/YYYY

DD/MM/YYYY

SIGNATURE REQUIRED

SIGNATURE REQUIRED

Date

Section 2 – Accounting Statements 2024/25 for
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ENTER NAME OF AUTHORITY

8. Total value of cash and
short term investments

9. Total fixed assets plus
long term investments
and assets

10. Total borrowings

The sum of all current and deposit bank accounts, cash 
holdings and short term investments held as at 31 March – 
To agree with bank reconciliation.
The value of all the property the authority owns – it is made 
up of all its fixed assets and long term investments as at  
31 March.
The outstanding capital balance as at 31 March of all loans 
from third parties (including PWLB).

1. Balances brought
forward

2. (+) Precept or Rates and
Levies

4. (-) Staff costs

5. (-) Loan interest/capital
repayments

6. (-) All other payments

7. (=) Balances carried
forward

3. (+) Total other receipts

Total balances and reserves at the beginning of the year  
as recorded in the financial records. Value must agree to 
Box 7 of previous year.

Please round all figures to nearest £1. Do not leave any 
boxes blank and report £0 or Nil balances. All figures must 
agree to underlying financial records.

Notes and guidanceYear ending
31 March 

2024 
£

31 March 
2025 

£

Total amount of precept (or for IDBs rates and levies) 
received or receivable in the year. Exclude any grants 
received.
Total income or receipts as recorded in the cashbook less 
the precept or rates/levies received (line 2). Include any 
grants received.

Total expenditure or payments made to and on behalf 
of all employees. Include gross salaries and wages,  
employers NI contributions, employers pension  
contributions, gratuities and severance payments.
Total expenditure or payments of capital and interest
made during the year on the authority’s borrowings (if any).

Total expenditure or payments as recorded in the cash-
book less staff costs (line 4) and loan interest/capital 
repayments (line 5).
Total balances and reserves at the end of the year. Must 
equal (1+2+3) - (4+5+6).

11a. Disclosure note re Trust funds 
(including charitable)

The Council, as a body corporate, acts as sole trustee and 
is responsible for managing Trust funds or assets.

Yes No N/A

11b. Disclosure note re Trust funds 
(including charitable)

The figures in the accounting statements above 
exclude any Trust transactions.

For Local Councils Only
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ENTER NAME OF EXTERNAL AUDITOR

• summarises the accounting records for the year ended 31 March 2025; and
• confirms and provides assurance on those matters that are relevant to our duties and responsibilities as external auditors.

2 External auditor’s limited assurance opinion 2024/25

DD/MM/YYYYSIGNATURE REQUIRED
Date

External Auditor Name

(Except for the matters reported below)* on the basis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return, in 
our opinion the information in Sections 1 and 2 of the Annual Governance and Accountability Return is in accordance with Proper Practices and 
no other matters have come to our attention giving cause for concern that relevant legislation and regulatory requirements have not been met. 
(*delete as appropriate).

Other matters not affecting our opinion which we draw to the attention of the authority:

*We do not certify completion because:

(continue on a separate sheet if required)

(continue on a separate sheet if required)

3 External auditor certificate 2024/25
We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and  
Accountability Return, and discharged our responsibilities under the Local Audit and Accountability Act 
2014, for the year ended 31 March 2025.

External Auditor Signature

Annual Governance and Accountability Return 2024/25 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

Section 3 – External Auditor’s Report and Certificate 2024/25

In respect of ENTER NAME OF AUTHORITY

1 Respective responsibilities of the auditor and the authority
Our responsibility as auditors to complete a limited assurance review is set out by the National Audit Office (NAO). A limited 
assurance review is not a full statutory audit, it does not constitute an audit carried out in accordance with International 
Standards on Auditing (UK & Ireland) and hence it does not provide the same level of assurance that such an audit would. 
The UK Government has determined that a lower level of assurance than that provided by a full statutory audit is appropriate 
for those local public bodies with the lowest levels of spending. 
Under a limited assurance review, the auditor is responsible for reviewing Sections 1 and 2 of the Annual Governance and 
Accountability Return in accordance with NAO Auditor Guidance Note 02 (AGN 02 as issued by the NAO on behalf of the 
Comptroller and Auditor General. AGN 02 is available from the NAO website – 
https://www.nao.org.uk/code-audit-practice/guidance-and-information-for-auditors/ .
This authority is responsible for ensuring that its financial management is adequate and effective and that it has 
a sound system of internal control. The authority prepares an Annual Governance and Accountability Return in  
accordance with Proper Practices which: 





CIL REPORT - SAXMUNDHAM TOWN COUNCIL 

1 April 2024 to 31 March 2025 

 

A Total CIL income carried over from previous years £46,832.83 

B Total CIL income received (receipts) £1,045.91 

C Total CIL spent (expenditure) £445.23 

 Total CIL requested to be repaid in the year £0.00 

 Total value of CIL receipts subject to a Repayment 
Notice served in any year that has not been repaid  
 

£0.00 

D Total CIL repaid in the year following a Repayment 

Notice 

£0.00 

E Total CIL retained at year end (A+B-C-D) £47,433.51 

 

CIL Expenditure 

Items to which CIL has been applied:  Date of Spend Amount spent £ 

River Fromus Clean-Up Project Equipment 28/05/2024 £134.94 

River Fromus Clean-Up Project Equipment 04/10/2024 £68.74 

River Fromus Clean-Up Project Equipment 22/10/2024 £18.44 

River Fromus Clean-Up Project Equipment 02/12/2024 £71.50 

River Fromus Clean-Up Project Equipment 27/01/2025 £151.61 

   

Total spent  £445.23 

 

 

 

Signed:                                                       Position: Responsible Financial Officer                                                      

 

Verified:                                                       Position: Chair 
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INTERNAL AUDIT  

EFFECTIVENESS REVIEW 2024-2025 
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Legislative Background 

This review is undertaken in accordance with Regulation 5 of the Accounts and Audit 

Regulations 2015, which requires relevant authorities to:  

 

“…undertake an effective internal audit to evaluate the effectiveness of its risk management, 

control and governance processes, taking into account public sector internal auditing 

standards or guidance.”  

 

Guidance issued by the Joint Panel on Accountability and Governance (JPAG) states that 

authorities should undertake an annual review of the effectiveness of internal audit as part 

of the consideration of the system of internal control, which supports the Annual Governance 

Statement. 

Scope and Objectives of Internal Audit 

Internal audit is an independent and objective assurance process designed to add value and 

improve the Council’s operations. Its core objectives are to review whether: 

-  Proper accounting records have been kept; 

-  Financial regulations and standing orders have been followed; 

-  The Council’s assets are safeguarded; 

-  Adequate measures are in place to prevent and detect fraud and corruption; 

-  Financial management and budgetary control are effective; 

-  Risk management processes are in place and functioning appropriately. 

Independence and Competence 

The internal audit function is carried out by an independent organisation - Suffolk Association 

of Local Councils - with no involvement in the financial decision-making, management, or 

preparation of records. This ensures the necessary degree of independence and objectivity. 

 

The appointed auditor is suitably qualified and experienced to undertake internal audit duties 

for a local authority of this size and complexity. 

Audit Planning and Coverage 

The internal audit work plan is agreed in advance and covers key risk and control areas, 

including:                

- Cashbook/bank reconciliations 

- Income and expenditure 

- VAT returns 

- Payroll 

- Asset register 



 
 

- Budget setting and monitoring 

- Compliance with relevant laws and regulations 

- Year-end procedures and the Annual Governance and Accountability Return (AGAR) 

 

Coverage for the 2024-2025 audit was appropriate and proportionate, with adequate 

evidence of risk-based sampling and control testing. 

Reporting and Follow-up 

The internal auditor provides a written report to the Council with detailed findings and any 

recommendations for improvement. The report is reviewed at a full Council meeting and 

any recommendations are noted and acted upon as appropriate. 

Effectiveness Assessment 

The Council assesses the effectiveness of the internal audit function using the following 

criteria: 

Criteria Assessment 

Independent and objective ✓ Yes 

Competent and suitably qualified ✓ Yes 

Works to agreed audit programme ✓ Yes 

Provides detailed written reports ✓ Yes 

Recommendations acted upon ✓ Yes 

Adds value to financial governance ✓ Yes 

 

Recommendation 

It is recommended that the Council confirms its satisfaction with the internal audit 

arrangements and notes this review as part of the evidence base for the Annual Governance 

Statement. 

 



Grants Awarded - Four Year Report

Organisation Reason 2021-2022 2022-2023 2023-2024 2024-2025 2025-2026 Total

Market Hall Trust Operating Costs £16,000 £16,000 £16,000 £16,000 £64,000

IP17 Good Neighbours Scheme Operating Costs £13,000 £13,000 £10,000 £7,500 £43,500

Saxmundham Music and Arts CIC Events Support £4,000 £2,400 £5,000 £11,400

Young People Taking Action (CYDS) Operating Costs £3,000 £5,000 £8,000

Citizens Advice Service Operating Costs £1,500 £1,500 £2,000 £5,000

The Art Station Operating Costs £1,200 £1,500 £1,500 £4,200

Saxmundham Adventure Playground Equipment £3,000 £1,000 £4,000

Saxmundham Museum Operating Costs £1,000 £1,250 £1,250 £3,500

Britten Pears Arts Events Support £500 £960 £1,000 £1,000 £3,460

Saxmundham and District CIC Equipment £2,000 £1,000 £3,000

Disability Advice Service Operating Costs £1,000 £1,000 £2,000

Saxmundham Football Sports Club Equipment £1,000 £1,000

Royal British Legion Operating Costs £1,000 £1,000

St John's Church Equipment £850 £850

Greener Sax Community Garden Equipment £500 £300 £800

Communities Together Operating Costs £500 £500

Marie Curie Care Operating Costs £500 £500

Suffolk Accident Rescue Services Operating Costs £500 £500

Smile Community Café Events Support £450 £450

Mens Sheds Equipment £446 £446

Saxmundham Sports Bowls Club Equipment £445 £445

Station Adopters Equipment £380 £380

Saxmundham Mingle Club Operating Costs £300 £300

Saxmundham Bowls Club Equipment £250 £250

Alde Valley Family History Society Operating Costs £250 £250

Saxon Running Club Operating Costs £250 £250

School Uniform Event Events Support £100 £100

Saxmundham Judo Club Events Support £100 £100

ESTA Operating Costs £120 £120

French Dance Music Club Events Support £72 £61 £133

Total £39,296 £40,960 £38,702 £41,476 £160,434

Indicative Allocation:

2024-2025 2025-2026

IP17 Good Neighbours Scheme £7,500 £10,000

Saxmundham Music and Arts CIC £5,000 £5,000

Young People Taking Action (CYDS) £5,000 £5,000

The Art Station £1,500 £5,000

Saxmundham Museum £1,250 £1,500

Other Community Grants Total £5,226 £0

Unallocated £1,524 £8,000

£27,000 £34,500
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STANDING ORDERS 2025 
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HOW TO USE MODEL STANDING ORDERS  

Standing orders are the written rules of a local council. Standing orders are essential 

to regulate the proceedings of a meeting. A council may also use standing orders to 

confirm or refer to various internal organisational and administrative arrangements. 

The standing orders of a council are not the same as the policies of a council but 

standing orders may refer to them.  

Local councils operate within a wide statutory framework. NALC model standing 

orders incorporate and reference many statutory requirements to which councils are 

subject. It is not possible for the model standing orders to contain or reference all the 

statutory or legal requirements which apply to local councils. For example, it is not 

practical for model standing orders to document all obligations under data protection 

legislation. The statutory requirements to which a council is subject apply whether or 

not they are incorporated in a council’s standing orders. 

The model standing orders do not include model financial regulations. Financial 

regulations are standing orders to regulate and control the financial affairs and 

accounting procedures of a local council. The financial regulations, as opposed to the 

standing orders of a council, include most of the requirements relevant to the 

council’s Responsible Financial Officer.  

Model standing orders that are in bold type contain legal and statutory requirements. 

It is recommended that councils adopt them without changing them or their meaning. 

Model standing orders not in bold are designed to help councils operate effectively 

but they do not contain statutory requirements so they may be adopted as drafted or 

amended to suit a council’s needs.  

For convenience, the word “councillor” is used in model standing orders and, unless 

the context suggests otherwise, includes a non-councillor with or without voting 

rights. Model standing orders use gender-neutral language (e.g. “Chair”). 
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 RULES OF DEBATE AT MEETINGS 

 

a Motions on the agenda shall be considered in the order that they appear unless 

the order is changed at the discretion of the chair of the meeting. 

b A motion (including an amendment) shall not be progressed unless it has been 

moved and seconded.  

c A motion on the agenda that is not moved by its proposer may be treated by 

the chair of the meeting as withdrawn.  

d If a motion (including an amendment) has been seconded, it may be withdrawn 

by the proposer only with the consent of the seconder and the meeting. 

e An amendment is a proposal to remove or add words to a motion. It shall not 

negate the motion.  

f If an amendment to the original motion is carried, the original motion (as 

amended) becomes the substantive motion upon which further amendment(s) 

may be moved. 

g An amendment shall not be considered unless early verbal notice of it is given 

at the meeting and, if requested by the chair of the meeting, is expressed in 

writing to the chair.  

h A councillor may move an amendment to their own motion if agreed by the 

meeting. If a motion has already been seconded, the amendment shall be with 

the consent of the seconder and the meeting. 

i If there is more than one amendment to an original or substantive motion, the 

amendments shall be moved in the order directed by the chair of the meeting. 

j Subject to standing order 1(k), only one amendment shall be moved and 

debated at a time, the order of which shall be directed by the chair of the 

meeting.  

k One or more amendments may be discussed together if the chair of the 

meeting considers this expedient but each amendment shall be voted upon 

separately. 

l A councillor may not move more than one amendment to an original or 

substantive motion.  

m The mover of an amendment has no right of reply at the end of debate on it.  

n Where a series of amendments to an original motion are carried, the mover of 

the original motion shall have a right of reply either at the end of debate on the 

first amendment or at the very end of debate on the final substantive motion 
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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 they last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. to exercise a right of reply. 

p During the debate on a motion, a councillor may interrupt only on a point of 

order or a personal explanation and the councillor who was interrupted shall 

stop speaking. A councillor raising a point of order shall identify the standing 

order which they considers has been breached or specify the other irregularity 

in the proceedings of the meeting they are concerned by.  

q A point of order shall be decided by the chair of the meeting and their decision 

shall be final.  

r When a motion is under debate, no other motion shall be moved except:  

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

v. to ask a person to be no longer heard or to leave the meeting; 

vi. to refer a motion to a committee or sub-committee for consideration;  

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

ix. to suspend particular standing order(s) excepting those which reflect 

mandatory statutory or legal requirements. 

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.  
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t Excluding motions moved under standing order 1(r), the contributions or 

speeches by a councillor shall relate only to the motion under discussion and 

shall not exceed 3 minutes without the consent of the chair of the meeting. 

 

 DISORDERLY CONDUCT AT MEETINGS 

 
a No person shall obstruct the transaction of business at a meeting or behave 

offensively or improperly. If this standing order is ignored, the chair of the 

meeting shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or 

improve their conduct, any councillor or the chair of the meeting may move that 

the person be no longer heard or be excluded from the meeting. The motion, if 

seconded, shall be put to the vote without discussion. 

c If a resolution made under standing order 2(b) is ignored, the chair of the 

meeting may take further reasonable steps to restore order or to progress the 

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

 

 MEETINGS GENERALLY 

 

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

 

● a Meetings shall not take place in premises which at the time of the 

meeting are used for the supply of alcohol, unless no other premises 

are available free of charge or at a reasonable cost.  

● 

 

b The minimum three clear days for notice of a meeting does not include 

the day on which notice was issued, the day of the meeting, a Sunday, a 

day of the Christmas break, a day of the Easter break or of a bank 

holiday or a day appointed for public thanksgiving or mourning. 

● c The minimum three clear days’ public notice for a meeting does not 

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 
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exclusion from part or all of a meeting shall be by a resolution which 

shall give reasons for the public’s exclusion. 

 e Members of the public may make representations, answer questions and give 

evidence at a meeting which they are entitled to attend in respect of the 

business on the agenda. 

 f The period of time designated for public participation at a meeting in 

accordance with standing order 3(e) shall not exceed 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 3 minutes. 

 h In accordance with standing order 3(e), a question shall not require a 

response at the meeting nor start a debate on the question. The chair of the 

meeting may direct that a written or oral response be given. 

 i A person shall raise 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 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 
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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 and non-councillors with voting 

rights present and voting.  

● 

● 

● 

r The chair of a meeting may give an original vote on any matter put to 

the vote, and in the case of an equality of votes may exercise 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. 

● 

● 

● 

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 



 
 

9 

 

 

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.  
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● 

● 

● 

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 3 hours. 

 

 COMMITTEES AND SUB-COMMITTEES 

 

a Unless the Council determines otherwise, a committee may appoint a 

sub-committee whose terms of reference and members shall be 

determined by the committee. 

b The members of a committee may include non-councillors unless it is a 

committee which regulates and controls the finances of the Council. 

c Unless the Council determines otherwise, all the members of an advisory 

committee and a sub-committee of the advisory committee may be non-

councillors. 

d The Council may appoint standing committees or other committees as may be 

necessary, and: 

i. shall determine their terms of reference; 

ii. shall determine the number and time of the ordinary meetings of a 

standing committee up until the date of the next annual meeting of the 

Council; 

iii. shall permit a committee, other than in respect of the ordinary meetings 

of a committee, to determine the number and time of its meetings; 

iv. shall, subject to standing orders 4(b) and (c), appoint and determine the 

terms of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the 

terms of office of the substitute members to a committee whose role is to 

replace the ordinary members at a meeting of a committee if the ordinary 

members of the committee confirm to the Proper Officer 3 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;  
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viii. shall determine the place, notice requirements and quorum for a meeting 

of a committee and a sub-committee which, in both cases, shall be no 

less than three; 

ix. shall determine if the public may participate at a meeting of a committee; 

x. shall determine if the public and press are permitted to attend the 

meetings of a sub-committee and also the advance public notice 

requirements, if any, required for the meetings of a sub-committee;  

xi. shall determine if the public may participate at a meeting of a sub-

committee that they are permitted to attend; and 

xii. may dissolve a committee or a sub-committee. 

 

 ORDINARY COUNCIL MEETINGS  

 

a In an election year, the annual meeting of the Council shall be held on or 

within 14 days following the day on which the councillors elected take 

office. 

b In a year which is not an election year, the annual meeting of the Council 

shall be held on such day in May as the Council decides. 

c If no other time is fixed, the annual meeting of the Council shall take 

place at 6pm. 

d In addition to the annual meeting of the Council, at least three other 

ordinary meetings shall be held in each year on such dates and times as 

the Council decides. 

e The first business conducted at the annual meeting of the Council shall 

be the election of the Chair and Vice-Chair (if there is one) of the Council. 

f The Chair of the Council, unless they has resigned or becomes 

disqualified, shall continue in office and preside at the annual meeting 

until their successor is elected at the next annual meeting of the Council.  

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 
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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 

shall give a casting vote in the case of an equality of votes. 

j Following the election of the Chair of the Council and Vice-Chair (if there is 

one) of the Council at the annual meeting, the business shall include: 

i. In an election year, delivery by the Chair of the Council and 

councillors of their acceptance of office forms unless the Council 

resolves for this to be done at a later date. In a year which is not an 

election year, delivery by the Chair of the Council of their 

acceptance of office form unless the Council resolves for this to be 

done at a later date; 

ii. Confirmation of the accuracy of the minutes of the last meeting of the 

Council; 

iii. Receipt of the minutes of the last meeting of a committee; 

iv. Consideration of the recommendations made by a committee; 

v. Review of delegation arrangements to committees, sub-committees, staff 

and other local authorities; 

vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

viii. Appointment of any new committees in accordance with standing order 4; 

ix. Review and adoption of appropriate standing orders and financial 

regulations; 

x. Review of 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 
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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. 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; 

xix. Review of the Council’s employment policies and procedures; 

xx. Review of the Council’s expenditure incurred under s.137 of the Local 

Government Act 1972 or the general power of competence. 

xxi. Determining the time and place of ordinary meetings of the Council up to 

and including the next annual meeting of the Council.  

 

 EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND 

SUB-COMMITTEES 

 

a The Chair of the Council may convene an extraordinary meeting of the 

Council at any time.  

b If the Chair of the Council does not call an extraordinary meeting of the 

Council within seven days of having been requested in writing to do so 

by two councillors, any two councillors may convene an extraordinary 

meeting of the Council. The public notice giving the time, place and 

agenda for such a meeting shall be signed by the two councillors. 

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 5 days of having been requested to do so by 3 members of the 

committee or the sub-committee, any 2 members of the committee or the sub-

committee may convene an extraordinary meeting of the committee or a sub-

committee.  
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 PREVIOUS RESOLUTIONS 

 

a A resolution shall not be reversed within six months except either by a special 

motion, which requires written notice by at least 4 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 for a further six months. 

 

 VOTING ON APPOINTMENTS 

 

a Where more than two persons have been nominated for a position to be filled 

by the Council and none of those persons has received an absolute majority of 

votes in their favour, the name of the person having the least number of votes 

shall be struck off the list and a fresh vote taken. This process shall continue 

until a majority of votes is given in favour of one person. A tie in votes may be 

settled by the casting vote exercisable by the chair of the meeting. 

 

 MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE 

GIVEN TO THE PROPER OFFICER  

 

a A motion shall relate to the responsibilities of the meeting for which it is tabled 

and in any event shall relate to the performance of the Council’s statutory 

functions, powers and obligations or an issue which specifically affects the 

Council’s area or its residents.  

b No motion may be moved at a meeting unless it is on the agenda and the 

mover has given written notice of its wording to the Proper Officer at least 5 

clear days before the meeting. Clear days do not include the day of the notice 

or the day of the meeting. 

c The Proper Officer may, before including a motion on the agenda received in 

accordance with standing order 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 
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writing, to the Proper Officer at least 5 clear days before the meeting.  

e If the wording or subject of a proposed motion is considered improper, the 

Proper Officer shall consult with the chair of the forthcoming meeting or, as the 

case may be, the councillors who have convened the meeting, to consider 

whether the motion shall be included in the agenda or rejected.  

f The decision of the Proper Officer as to whether or not to include the motion on 

the agenda shall be final.  

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

received. 

h Motions rejected shall be recorded with an explanation by the Proper Officer of 

the reason for rejection.  

 

 

 MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE  

 

a The following motions may be moved at a meeting without written notice to the 

Proper Officer: 

i. to correct an inaccuracy in the draft minutes of a meeting; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular committee or sub-committee; 

v. to appoint a person to preside at a meeting; 

vi. to change the order of business on the agenda;  

vii. to proceed to the next business on the agenda;  

viii. to require a written report; 

ix. to appoint a committee or sub-committee and their members; 

x. to extend the time limits for speaking; 

xi. to exclude the press and public from a meeting in respect of confidential 

or other information which is prejudicial to the public interest; 

xii. to not hear further from a councillor or a member of the public; 
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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 the meeting.  

 

 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.  

d Councillors, staff, the Council’s contractors and agents shall not disclose 

confidential information or personal data without legal justification. 

 

 DRAFT MINUTES  

 

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 
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 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 this view was not upheld by the meeting and the minutes 

are confirmed as an accurate record of the proceedings.” 

● 

● 

● 

 

e If the Council’s gross annual income or expenditure (whichever is 

higher) does not exceed £25,000, it shall publish draft minutes on a 

website which is publicly accessible and free of charge not later than 

one month after the meeting has taken place. 

 f Subject to the publication of draft minutes in accordance with standing order 

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 
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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. 

e A decision as to whether to grant a dispensation shall be made by a meeting of 

the Council, or committee or sub-committee for which the dispensation is 

required] and that decision is final. 

f A dispensation request shall confirm: 

i. the description and the nature of the disclosable pecuniary interest or 

other interest to which the request for the dispensation relates;  

ii. whether the dispensation is required to participate at a meeting in a 

discussion only or a discussion and a vote; 

iii. the date of the meeting or the period (not exceeding four years) for which 

the dispensation is sought; and  

iv. an explanation as to why the dispensation is sought. 

g Subject to standing orders 13(d) and (f), a dispensation request shall be 

considered at the beginning of the meeting of the Council, or committee or sub-

committee for which the dispensation is required]. 

h A dispensation may be granted in accordance with standing order 13(e) if 

having regard to all relevant circumstances any of the following apply: 

i. without the dispensation the number of persons prohibited from 

participating in the particular business would be so great a 

proportion of the meeting transacting the business as to impede the 

transaction of the business;  

ii. granting the dispensation is in the interests of persons living in the 

Council’s area; or 

iii. it is otherwise appropriate to grant a dispensation. 

 

 CODE OF CONDUCT COMPLAINTS  

 

a Upon notification by the Principal Council that a councillor or non-
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councillor with voting rights has breached the Council’s code of conduct, 

the Council shall consider what, if any, action to take against them. Such 

action excludes disqualification or suspension from office. 
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 PROPER OFFICER  

 

a The Proper Officer shall be either (i) the clerk or (ii) other staff member(s) 

nominated by the Council to undertake the work of the Proper Officer when the 

Proper Officer is absent.  

b The Proper Officer shall: 

i. at least three clear days before a meeting of the council, a 

committee or a sub-committee, 

• serve on councillors by delivery or post at their residences or by 

email authenticated in such manner as the Proper Officer thinks 

fit, a signed summons confirming the time, place and the agenda 

(provided the councillor has consented to service by email), and 

• Provide, in a conspicuous place, public notice of the time, place 

and agenda (provided that the public notice with agenda of an 

extraordinary meeting of the Council convened by councillors is 

signed by them). 

See standing order 3(b) for the meaning of clear days for a meeting of a 

full council and standing order 3(c) for the meaning of clear days for a 

meeting of a committee; 

ii. subject to standing order 9, include on the agenda all motions in the order 

received unless a councillor has given written notice at least (  ) days 

before the meeting confirming their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the 

Council, occasioned by a casual vacancy in their office; 

iv. facilitate inspection of the minute book by local government 

electors; 

v. receive and retain copies of byelaws made by other local 

authorities; 

vi.  hold acceptance of office forms from councillors; 

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); 
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x. receive and send general correspondence and notices on behalf of the 

Council except where there is a resolution to the contrary; 

xi. assist in the organisation of, storage of, access to, security of and 

destruction of information held by the Council in paper and electronic 

form subject to the requirements of data protection and freedom of 

information legislation and other legitimate requirements (e.g. the 

Limitation Act 1980); 

xii. arrange for legal deeds to be executed;  

(see also standing order 23); 

xiii. arrange or manage the prompt authorisation, approval, and instruction 

regarding any payments to be made by the Council in accordance with its 

financial regulations; 

xiv. record every planning application notified to the Council and the Council’s 

response to the local planning authority in a book for such purpose; 

xv. refer a planning application received by the Council to the Chair or in their 

absence Vice-Chair (if there is one) of the Planning and Development 

Control Committee within two working days of receipt to facilitate an 

extraordinary meeting if the nature of a planning application requires 

consideration before the next ordinary meeting of the committee; 

xvi. manage access to information about the Council via the publication 

scheme; and 

xvii. retain custody of the seal of the Council (if there is one) which shall not 

be used without a resolution to that effect. 

(see also standing order 23). 

 

 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. 

 

 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”. 
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b All payments by the Council shall be authorised, approved and paid in 

accordance with the law, proper practices and the Council’s financial 

regulations.  

c The Responsible Financial Officer shall supply to each councillor as soon as 

practicable after 30 June, 30 September and 31 December in each year a 

statement to summarise: 

i. the Council’s receipts and payments (or income and expenditure) for 

each quarter;  

ii. the Council’s aggregate receipts and payments (or income and 

expenditure) for the year to date; 

iii. the balances held at the end of the quarter being reported and 

which includes a comparison with the budget for the financial year and 

highlights any actual or potential overspends. 

d As soon as possible after the financial year end at 31 March, the Responsible 

Financial Officer shall provide: 

i. each councillor with a statement summarising the Council’s receipts and 

payments (or income and expenditure) for the last quarter and the year to 

date for information; and  

ii. to the Council the accounting statements for the year in the form of 

Section 2 of the annual governance and accountability return, as required 

by proper practices, for consideration and approval. 

e The year-end accounting statements shall be prepared in accordance with 

proper practices and apply the form of accounts determined by the Council 

(receipts and payments, or income and expenditure) for the year to 31 March. 

A completed draft annual governance and accountability return shall be 

presented to all councillors at least 14 days prior to anticipated approval by the 

Council. The annual governance and accountability return of the Council, which 

is subject to external audit, including the annual governance statement, shall 

be presented to the Council for consideration and formal approval before 30 

June. 

 

 FINANCIAL CONTROLS AND PROCUREMENT 

 

a. The Council shall consider and approve financial regulations drawn up by the 

Responsible Financial Officer, which shall include detailed arrangements in 

respect of the following: 
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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 £30,000 due to special 

circumstances are exempt from a tendering process or procurement 

exercise.  

b. Financial regulations shall be reviewed regularly and at least annually for 

fitness of purpose. 

c. Subject to additional requirements in the financial regulations of the Council, 

the tender process for contracts for the supply of goods, materials, services or 

the execution of works shall include, as a minimum, the following steps: 

i. a specification for the goods, materials, services or the execution of 

works shall be drawn up; 

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s 

specification (ii) the time, date and address for the submission of tenders 

(iii) the date of the Council’s written response to the tender and (iv) the 

prohibition on prospective contractors contacting councillors or staff to 

encourage or support their tender outside the prescribed process; 

iii. tenders are to be submitted in writing in a sealed marked envelope 

addressed to the Proper Officer;  

iv. tenders shall be opened by the Proper Officer in the presence of at least 

one councillor after the deadline for subm 

v. ission of tenders has passed;  

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. 

d. Neither the Council, nor a committee or a sub-committee with delegated 

responsibility for considering tenders, is bound to accept the lowest value 

tender. 

 
e. Where the value of a contract is likely to exceed the threshold specified 

by the Government from time to time, the Council must consider whether 
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the contract is subject to the requirements of the current procurement 
legislation and, if so, the Council must comply with procurement rules. 
NALC’s procurement guidance contains further details. 

 

 HANDLING STAFF MATTERS 

 

a A matter personal to a member of staff that is being considered by a meeting of 

the staffing sub-committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s 

most senior member of staff shall notify the chair of the Council or, if they are 

not available, the vice-chair (if there is one) of the Council of absence 

occasioned by illness or other reason and that person shall report such 

absence to the staffing sub-committee at its next meeting. 

c The chair of the staffing sub-committee or in their absence, the vice-chair shall 

upon a resolution conduct a review of the performance and annual appraisal of 

the work of the Town Clerk. The reviews and appraisal shall be reported in 

writing and are subject to approval by resolution by the staffing sub-committee.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 

Council’s most senior member of staff (or other members of staff) shall contact 

the chair of the staffing sub-committee or in their absence, the vice-chair of the 

staffing sub-committee in respect of an informal or formal grievance matter, and 

this matter shall be reported back and progressed by resolution of the staffing 

sub-committee. 

e Subject to the Council’s policy regarding the handling of grievance matters, if 

an informal or formal grievance matter raised by the Town Clerk relates to the 

chair or vice-chair of the council or a committee or a sub-committee, this shall 

be communicated to another member of the council which shall be reported 

back and progressed by resolution 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).  
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 RESPONSIBILITIES TO PROVIDE INFORMATION  

See also standing order 21. 

 

a In accordance with freedom of information legislation, the Council shall 

publish information in accordance with its publication scheme and 

respond to requests for information held by the Council.   

b The Council, shall publish information in accordance with the 

requirements of the Local Government (Transparency Requirements) 

(England) Regulations 2015. 

 

 RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION  

(Below is not an exclusive list).  
 

See also standing order 11. 

 

a The Council may appoint a Data Protection Officer. 

b The Council shall have policies and procedures in place to respond to an 

individual exercising statutory rights concerning their personal data.  

c The Council shall have a written policy in place for responding to and 

managing a personal data breach. 

d The Council shall keep a record of all personal data breaches comprising 

the facts relating to the personal data breach, its effects and the remedial 

action taken. 

e The Council shall ensure that information communicated in its privacy 

notice(s) is in an easily accessible and available form and kept up to date. 

f The Council shall maintain a written record of its processing activities. 

 

 

 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 
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other media. 

 

 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.  

The above is applicable to a Council without a common seal. 

 

 COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY 

COUNCILLORS 

 

a An invitation to attend a meeting of the Council shall be sent, together with the 

agenda, to the ward councillor(s) of the District and County Council 

representing the area of the Council.  

b Unless the Council determines otherwise, a copy of each letter sent to the 

District and County Council shall be sent to the ward councillor(s) representing 

the area of the Council. 

 

 
 RESTRICTIONS ON COUNCILLOR ACTIVITIES 

 

a. Unless duly authorised no councillor shall: 

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

inspect; or 

ii. issue orders, instructions or directions. 
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 STANDING ORDERS GENERALLY 

 

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

statutory or legal requirements, may be suspended by resolution in relation to 

the consideration of an item on the agenda for a meeting. 

b A motion to add to or vary or revoke one or more of the Council’s standing 

orders, except one that incorporates mandatory statutory or legal requirements, 

shall be proposed by a special motion, the written notice by at least 4 

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. 
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1. Policy Statement 

1.1 The aim of this Disciplinary Procedure is to set out the standards of conduct expected of all staff and 
to provide a framework within which line managers can work with employees to maintain satisfactory 
standards of conduct and to encourage improvement where necessary. The standards of conduct 
expected of all employees are set out in the Staff Handbook. 

1.2 It is the Town Council’s policy to ensure that any disciplinary matter is dealt with fairly and that steps 
are taken to establish the facts and to give employees the opportunity to respond before taking any 
formal action.  

1.3 This procedure complies with the latest guidance issued by ACAS and relevant employment 
legislation, including the Employment Rights Act 1996 and the Equality Act 2010.  

1.4 This procedure does not form part of any employee's contract of employment and it may be amended 
at any time. We may also vary this procedure, including any time limits, as appropriate in any case. 

2. Scope  

2.1 The procedure applies to all employees regardless of length of service. It does not apply to agency 
workers or self-employed contractors. 

2.2 This procedure applies to issues of misconduct only. Matters related to performance, absence, or 
redundancy should be addressed through the appropriate policy.  
 

2.1 If you have difficulty at any stage of the procedure because of a disability, you should discuss the 
situation with your Line Manager as soon as possible. 

3. Informal Resolution  

3.1 Minor conduct issues will, where appropriate, be resolved informally by Line Managers. These 

discussions will be confidential and held without undue delay whenever there is cause for concern. 

3.2 Where appropriate, a note of any such informal discussions may be placed on your staff file but will 
be ignored for the purposes of any future capability hearings. In some cases, an informal verbal 
warning may be given, which will not form part of your disciplinary records.  

3.3 Formal steps will be taken under this procedure if the matter is not resolved, or if informal discussion 
is not appropriate (for example, because of the seriousness of the allegation). 
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4. Formal Procedure 

4.1 Formal disciplinary procedures will be used where informal resolution is inappropriate or unsuccessful. No 

formal disciplinary action will be taken without a full and fair investigation and a disciplinary hearing. 

4.2 You will not normally be dismissed for a first act of misconduct, unless we decide it amounts to gross 
misconduct or you have not yet completed your probationary period.  

4.3 Employees have the right to be accompanied at all disciplinary and appeal hearings by a trade union 
representative or work colleague. 

5. Confidentiality 

5.1 Our aim is to deal with disciplinary matters sensitively and with due respect for the privacy of any 
individuals involved. All employees must treat as confidential any information communicated to 
them in connection with an investigation or disciplinary matter.  

5.2 You, and anyone accompanying you (including witnesses), must not make electronic recordings of 

any meetings or hearings conducted under this procedure, unless agreed by all parties for reasonable 
adjustments. 

5.3 You will normally be told the names of any witnesses whose evidence is relevant to disciplinary 
proceedings against you, unless we believe that a witness's identity should remain confidential. 

5.4 All matters relating to disciplinary procedures will be handled with confidentiality and in accordance 
with the UK GDPR and Data Protection Act 2018. 

6. Investigations 

6.1 The purpose of an investigation is for us to establish a fair and balanced view of the facts relating to 
any disciplinary allegations against you, before deciding whether to proceed with a disciplinary 
hearing. The amount of investigation required will depend on the nature of the allegations and will 
vary from case to case. It may involve interviewing and taking statements from you and any 
witnesses, and/or reviewing relevant documents.   

6.2 We will appoint a member(s) of the Resources Committee to investigate. In the case of the Town 
Clerk the member of the Resources Committee conducting the investigation will not take part in the 
disciplinary hearing.  
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6.3 We will set out a provisional timetable for the investigation, which will be communicated to all 
parties. The investigation will be thorough, impartial and objective.  

6.4 We reserve the ability to appoint an independent third party to investigate the allegations made.  

6.5 Investigative interviews are solely for the purpose of fact-finding and no decision on disciplinary 
action will be taken until after a disciplinary hearing has been held. 

6.6 You do not normally have the right to bring a companion to an investigative interview. However, we 
may allow you to bring a companion if it helps you to overcome any disability, or any difficulty in 
understanding English.  

6.7 You must co-operate fully and promptly in any investigation. This will include informing us of the 
names of any relevant witnesses, disclosing any relevant documents to us and attending investigative 
interviews if required.  

7. Criminal charges 

7.1 Where your conduct is the subject of a criminal investigation, charge or conviction we will investigate 

the facts before deciding whether to take formal disciplinary action. 

7.2 We will not usually wait for the outcome of any prosecution before deciding what action, if any, to 
take. Where you are unable or have been advised not to attend a disciplinary hearing or say anything 
about a pending criminal matter, we may have to take a decision based on the available evidence. 

7.3 A criminal investigation, charge or conviction relating to conduct outside work may be treated as a 
disciplinary matter if we consider that it is relevant to your employment. 

8. Suspension 

8.1 In some circumstances we may need to suspend you from work. The suspension will be for no longer 
than is necessary to investigate the allegations and we will confirm the arrangements to you in 
writing.  

8.2 While suspended you should not visit our premises or contact any of our clients, customers, suppliers, 
contractors or staff, unless you have been authorised to do so by the Town Clerk. If the Town Clerk 
is suspended they may not visit our premises or contact any of our clients, customers, suppliers, 
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contractors or staff, unless they have been authorised to do so by the Chair of the Resources 
Committee.  

8.3 The person carrying out the suspension may not take part in the Disciplinary Hearing. 

8.4 Suspension of this kind is not a disciplinary penalty and does not imply that any decision has already 
been made about the allegations. You will continue to receive your full [basic] salary and benefits 

during the period of suspension. 

9. Notification of a hearing 

9.1 Following any investigation, if we consider there are grounds for disciplinary action, you will be 
required to attend a disciplinary hearing.  

9.2 We will inform you in writing of the allegations against you, the basis for those allegations, and what 
the likely range of consequences will be if we decide after the hearing that the allegations are true. 
We will also include the following where appropriate: 

(a) a summary of relevant information gathered during the investigation. 

(b) a copy of any relevant documents which will be used at the disciplinary hearing; and 

(c) a copy of any relevant witness statements, except where a witness's identity is to be kept 
confidential, in which case we will give you as much information as possible while 
maintaining confidentiality. 

 
9.3 We will give you written notice of the date, time and place of the disciplinary hearing. The hearing 

will be held as soon as reasonably practicable, but you will be given a reasonable amount of time to 
prepare your case based on the information we have given you.  

10. The right to be accompanied 

10.1 You may bring a companion to any disciplinary hearing or appeal hearing under this procedure. The 
companion may be either a trade union representative or a colleague. You must tell your Line 
Manager who your chosen companion is, in good time before the hearing. 

10.2 A companion is allowed reasonable time off from duties without loss of pay but no-one is obliged to 
act as a companion if they do not wish to do so. 



 

 

6 

 

10.3 If your choice of companion is unreasonable, we may require you to choose someone else, for 
example: 

(a) if in our opinion your companion may have a conflict of interest or may prejudice the 
hearing; or 

(b) if your companion works at another site and someone reasonably suitable is available at the 
site at which you work; or 

(c) if your companion is unavailable at the time a hearing is scheduled and will not be available 
for more than five working days. 

10.4 We may, at our discretion, allow you to bring a companion who is not a colleague or union 
representative (for example, a member of your family) where this will help overcome a disability, or 

where you have difficulty understanding English. 

11. Procedure at disciplinary hearings 

11.1  If you or your companion cannot attend the hearing you should inform us immediately and we will 
arrange an alternative time. You must make every effort to attend the hearing, and failure to attend 

without good reason may be treated as misconduct in itself. If you fail to attend without good reason 
or are persistently unable to do so (for example for health reasons), we may have to take a decision 
based on the available evidence. 

11.2 The hearing will be chaired by the Town Clerk, or the Chair of the Resources Committee if the Town 
Clerk is the subject of the hearing.  You may bring a companion with you to the disciplinary hearing 
(see paragraph 10).  

 
11.3 At the disciplinary hearing we will go through the allegations against you and the evidence that has 

been gathered. You will be able to respond and present any evidence of your own. Your companion 
may make representations to us and ask questions but should not answer questions on your behalf. 

You may confer privately with your companion at any time during the hearing.  

11.4 You may ask relevant witnesses to appear at the hearing, provided you give us sufficient advance 
notice to arrange their attendance. You will be given the opportunity to respond to any information 
given by a witness. However, you will not normally be permitted to cross-examine witnesses unless, 
in exceptional circumstances, we decide that a fair hearing could not be held otherwise. 
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11.5 We may adjourn the disciplinary hearing if we need to carry out any further investigations such as 
re-interviewing witnesses in the light of any new points you have raised at the hearing. You will be 
given a reasonable opportunity to consider any new information obtained before the hearing is 
reconvened. 

11.6 We will inform you in writing of our decision and our reasons for it. Where possible we will also 
explain this information to you in person. 

12. Disciplinary penalties 

12.1 The usual penalties for misconduct are set out below. No penalty should be imposed without a 

hearing. We aim to treat all employees fairly and consistently, and a penalty imposed on another 
employee for similar misconduct will usually be considered but should not be treated as a precedent. 
Each case will be assessed on its own merits. 

12.2 Stage 1 - First written warning - It will usually be appropriate for a first act of misconduct where 
there are no other active written warnings on your disciplinary record. 

12.3 Stage 2 - Final written warning - It will usually be appropriate for: 

(a) misconduct where there is already an active written warning on your record; or 

(b) misconduct that we consider sufficiently serious to warrant a final written warning even 
though there are no other active warnings on your record. 

12.4 Stage 3 – Dismissal - It will usually only be appropriate for: 

(a) any misconduct during your probationary period. 

(b) further misconduct where there is an active final written warning on your record; or 

(c) any gross misconduct regardless of whether there are active warnings on your record. Gross 

misconduct will usually result in immediate dismissal without notice or payment in lieu of 
notice (summary dismissal). Examples of gross misconduct are set out in our Disciplinary 
Rules, which are contained in the Staff Handbook. 

12.5 Alternatives to dismissal - In some cases we may at our discretion consider alternatives to dismissal. 
These will usually be accompanied by a final written warning. Examples include: 

(a) Demotion. 

(b) Transfer to another department or job. 
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(c) A period of suspension without pay. 

(d) Loss of seniority. 

(e) Reduction in pay. 

(f) Loss of future pay increment or bonus. 

(g) Loss of overtime. 

13. The effect of a warning 

13.1 Written warnings will set out the nature of the misconduct, the change in behaviour required, the 
period for which the warning will remain active, and the likely consequences of further misconduct 
in that active period.  

13.2 A first written warning will usually remain active for six months and a final written warning will usually 
remain active for 12 months.  

13.3 In exceptional cases verging on gross misconduct, a final written warning may state that it will remain 
active indefinitely. Your conduct may be reviewed at the end of a warning's active period and if it has 

not improved sufficiently, we may decide to extend the active period. 

After the active period, the warning will remain permanently on your personnel file but will be 
disregarded in deciding the outcome of future disciplinary proceedings.  

 
14. Appeals against disciplinary action 

14.1 If you feel that disciplinary action taken against you is wrong or unjust you should appeal in writing, 
stating your full grounds of appeal, to the Town Clerk within one week of the date on which you were 
informed of the decision.  

14.2 If the Town Clerk is the subject of the disciplinary action, they must appeal to the Chair of the 
Resources Committee. 

14.3 If you are appealing against dismissal, the date on which dismissal takes effect will not be delayed 
pending the outcome of the appeal. However, if your appeal is successful you will be reinstated with 
no loss of continuity or pay. 
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14.4 If you raise any new matters in your appeal, we may need to carry out further investigation. If any 
new information comes to light, we will provide you with a summary including, where appropriate, 
copies of additional relevant documents and witness statements. You will have a reasonable 
opportunity to consider this information before the hearing, and you or your companion may 
comment on any new evidence arising during the appeal before any decision is taken. 

14.5 We will give you written notice of the date, time and place of the appeal hearing.   

14.6 The appeal hearing may be a complete re-hearing of the matter or it may be a review of the fairness 
of the original decision in the light of the procedure that was followed and any new information that 
may have come to light. This will be at our discretion depending on the circumstances of your case. 
In any event the appeal will be dealt with as impartially as possible. 

14.7 Where possible, the appeal hearing will be conducted impartially by three members of the Town 
Council who have not been previously involved in the case.  You may bring a companion with you to 
the appeal hearing (see paragraph 10).  

14.8 We may adjourn the appeal hearing if we need to carry out any further investigations in the light of 

any new points you have raised at the hearing. You will be given a reasonable opportunity to consider 
any new information obtained before the hearing is reconvened. 

14.9 Following the appeal hearing we may: 

(a) confirm the original decision. 

(b) revoke the original decision; or 

(c) substitute a different penalty. 

14.10 We will inform you in writing of our final decision as soon as possible. Where possible we will also 
explain this to you in person. There will be no further right of appeal. 

15. Updates in Line with Legislation  
 

This procedure has been updated to reflect:  
 

• ACAS Code of Practice on Disciplinary and Grievance Procedures (2023 update) 

• Employment Relations (Flexible Working) Act 2023 

• Relevant provisions of the Equality Act 2010 and UK GDPR 
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1. Policy Statement 

The Town Council is committed to providing a clear, fair, and timely procedure for employees to 

raise concerns or complaints relating to their employment.  

This Grievance Procedure aims to: 

• Encourage prompt resolution of issues at the lowest possible level; 

• Support a respectful, supportive working environment; 

• Ensure compliance with current employment law, including the Employment Rights Act 

1996, the Equality Act 2010, and ACAS Code of Practice (2023). 

This procedure may be amended or varied depending on individual circumstances. It does not form 

part of any employee’s contract of employment. 

 

2.  Scope 

This procedure applies to all employees regardless of length of service.  It does not apply to 
agency workers or self-employed contractors. 

It should not be used to appeal disciplinary action (see the Disciplinary Procedure). 

3. Grievance Examples 

Grievances may relate to, but are not limited to: 

• Terms and conditions of employment; 

• Health and safety concerns; 

• Work relationships or bullying and harassment; 

• New working practices or organisational changes; 

• Working environment; 

• Allegations of discrimination or unfair treatment.  

4. Accessibility and Support 

Employees requiring adjustments due to a disability or whose first language is not English should 

inform the Chair of the Staffing Sub-Committee, who will make reasonable arrangements to support 

participation. 

5. Informal Resolution  

Where appropriate, employees are encouraged to raise issues informally with their line manager or 

a member of the Staffing Sub-Committee. Informal resolution will not be recorded on formal staff 

files. 
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6. Formal Grievance Procedure 

 
If informal resolution is unsuccessful or inappropriate, a written grievance should be submitted to 

the Staffing Sub-Committee. If the grievance concerns a member of that Committee, it may be 

submitted to an alternative Councillor. 

 

The written grievance should contain a brief description of the nature of the complaint, 

including any relevant facts, dates, and names of individuals involved. In some situations, 

we may need to ask you to provide further information. 

 

7. Investigations 

 

In some cases, it may be necessary for us to carry out an investigation into your grievance. 

The amount of any investigation required will depend on the nature of the allegations and 

will vary from case to case. The investigation will be carried out by the Staffing Sub-

Committee. Employees are expected to co-operate fully and promptly in any investigation. 

 

8. Grievance Meetings 

 

A grievance meeting will normally be held within one week of receiving a written grievance.  

The purpose is to understand your concern and consider appropriate resolution.  Further 

meetings may be arranged following investigation. 

Employees may be accompanied by a trade union representatives or colleague.  

Companions must not answer questions on the employee’s behalf but may make 

representations. 

 

9. Outcome 
 

The Council will write to the employee usually within one week of the final meeting, 

confirming the outcome and any further action to be taken.  Where appropriate, this will also 

be communicated in person. 

10. Right to Appeal  

 

Employees may appeal in writing to Full Council within one week of the decision, outlining the 

grounds for appeal. An appeal meeting will be arranged and heard by councillors not previously 

involved in the case. The decision of the appeal panel is final. 

 

11. Confidentiality and Record-Keeping 
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All grievance matters will be treated sensitively and in accordance with the UK GDPR and 

Data Protection Act 2018. Written records will be maintained securely and only for as long 

as necessary. 

12.  Legal Compliance 

This procedure has been updated to reflect: 

• The ACAS Code of Practice on Disciplinary and Grievance Procedures (2023); 

• The Equality Act 2010; 

• The Employment Relations (Flexible Working) Act 2023; 

• The Data Protection Act 2018 and UK GDPR. 
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