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You are here by summoned to attend the Annual meeting of Lapley, Stretton and Wheaton Aston Parish Council, which 
will be held on Thursday 22nd  May 2025 at 7.00pm at Lapley and Wheaton Aston Village Hall. 
The Council, members of the public and the press may record/film/photograph or broadcast this meeting when the 
public and the press are not lawfully excluded. Any member of the public who attends a meeting and objects to being 
filmed should advise the Parish Council Manager (in advance) who will instruct that they are not included in the filming. 
 
In order to comply with the Data Protection Act 2018, all persons attending this meeting are hereby notified that this 
meeting will be recorded by the Parish Council.  The purpose of taping is that recordings act as an aide-memoire to 
assist the Parish Council Clerk in the compilation of minutes. The recording will be deleted once the minutes have been 
approved  
 
Please ensure that all mobile phones are switched to silent during the Parish Council meeting. 
 
 
 
Public Forum 

Democratic thirty-minute period/public discussion time: From 7.00pm residents are invited to give their views to the 
Parish Council on items on this agenda or raise issues for future consideration at the discretion of the Chairman. 
Members of the public may not take part in the Parish Council meeting itself. (standing order 3f) No member of the 
public may speak for more than five minutes (standing order 3g) 
 
Please ensure that all mobile phones are switched to silent during the Parish Council meeting.  
 

1. Election of Chairman -Decision 
2. Election of Vice-Chairman -Decision 
3. To consider apologies -Decision 
4. Declaration of Interests -Information 

i) To update the register 

ii) To receive declarations of interest and consider dispensation requests & Code of Conduct 

6 To consider membership and delegated powers of:                               -Decision 

a) Disciplinary and Grievance Panel 
b) Staff Appeals Panel 
c) Parish Council Clerk 

7) To consider membership and terms reference of working groups and Committees:                                          
 -Decision 

a) Christmas Lights Working Group 
b) Parish Maintenance Forward Planning` Working Group  
c) Finance Working Group 
d) Planning Working Group 
e) HR& HS  Committee  
f) Lapley Green working group 
g) Traffic management working group 
h) Marston Field Redevelopment Working group 
i) Allotments Committee  

8) Additional Group Membership                                                                     -Decision 
To consider the appointment of any new committees or working groups, their terms of reference, delegated 
powers and membership     
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       9) To consider the appointment of Representatives to outside bodies:            -Decision 
Lapley & Wheaton Aston Village Hall Management Committee (x2) 
Lapley & Wheaton Aston Recreation Ground Committee (x1) 
Lapley & Wheaton Aston Old People’s Welfare Committee (x1) 
Wheaton Aston Community First Responders (x1) 
Staffordshire Police Locality Accountability Forum (x2)  
Parish Charities Trustee (x3) 

10) To approve and sign the minutes of the meeting of 17th April 2025                            -Decision 
11) To receive report from Parish Council Clerk                                                 -Information 
12) To receive report from South Staffordshire Council                                                           -Information  
13) Financial matters                                                                                                 -Decision 

To consider financial matters including:                                                                                         
a. To approve the 2024/5 Balance Sheet 
b. To approve the Annual Return Governance Statement 
c. To approve the Annual Return Accounting Statement 
d. To receive the Internal Independent Auditor’s Report 
e. To note the inspection period 
f. To approve the use of Bacs and Direct debits for payments  
g. To note payments/decisions made under delegated powers 
h. Appoint the internal auditor for 2025/26 £40 per hour + VAT & mileage. 

2 year fixed price £180 + VAT & mileage for 25/26 & 26/27 to include an interim audit if required. 
i. To confirm bank signatories  
j. Recomendatins from the Finance working group 

 
Please note that the audit documents are separate to this agenda and may not be accessible, for assistance please 
email office@wheatonastonparishcouncil.gov.uk 
 
14. Subscriptions                                                                                                          -decision 
To confirm membership to the following bodies: 

• Society of Local Council Clerks 

• Staffordshire Parish Council Association 

• CPRE Countryside Charity 

• The Allotments Association 

• Playing Fields Association  
 
15. Planning recommendations -Decision 
To consider planning matters including  
a) Planning applications received after the agenda papers distributed 
 
16.Policy Review/adopt (appendix 4)                                                                                                     -Decision 

  To review and adopt:  

• Code of Conduct 

• Standing Orders 

• Complaints Procedure 

• Financial Regulations 

• FOI Scheme 

• Governance Framework   

• Media policy 

• Members absence and apologies policy 

• Scheme of Delegation  

• Asset Register 

• Risk Management Record  

• Insurance details    

• Investment Policy  

• Parish Risk Assessment and Management  

mailto:office@wheatonastonparishcouncil.gov.uk
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• IT and Cyber Security Policy 

17. Bradford Arms Junction concerns                                                                                                  -decision 

18. Parking issues at Lapley                                                                                                               -decision 

20. Items for future                                       
 Each councillor may use this opportunity to raise items for future agendas. Councillors are respectfully reminded 
that this is not an opportunity for debate or decision making. 

21. Date of next meeting:  10th July 2025 at 7pm at Lapley and Wheaton Aston Village Hall. This is subject to change  

 
Amy Watson Parish Council Clerk     

                         
Crime and Disorder Implications - Section 17 of the Crime and Disorder Act 1998 places a duty on local authorities to 
consider the crime and disorder implications when exercising its functions with due regard to the likely effect of the 
exercise of those functions and to do all that is reasonably can to prevent crime and disorder in its area. Where relevant 
any decisions made at the Parish Council meeting have taken this duty of Care into consideration. 
 

Clerks Report 
Information 
New planter made for Bickford Rd LApley 
Road Closure: NOW THEREFORE the Council in exercise of the powers conferred by the Road Traffic Regulation Act 
1984 as amended by the Road Traffic (Temporary Restrictions) Act 1991 and of all other enabling powers hereby 
makes the following Order:- 1. Save as provided in Article 2 of this Order no person shall cause any vehicle to 
proceed in that length of Hawthorne Road in Wheaton Aston from the junction with School Road to the junction 
with Hawthorne Drive. 2. The provisions of Article 1 of this Order shall not apply to any vehicle being used for or in 
connection with the said works; or for vehicles being used for police, fire brigade or ambulance purposes, or vehicles 
requiring access to properties on or immediately adjacent to the said length of road. 3. This Order shall come into 
operation on the 23rd June 2025 and may be cited as the Staffordshire County Council Hawthorne Road in Wheaton 
Aston (Temporary Prohibition of Traffic) Order 2025. 4. That the following be the preferred alternative route for 
traffic affected by this Order namely:- The Preferred alternative route for traffic is School Road, Frog Lane, High 
Street, Hawthorne Road The Common Seal of THE STAFFORDSHIRE COUNTY COUNCIL was hereunto affixed to this 
deed on the 17th day of June 2025 
OW THEREFORE the Council in exercise of the powers conferred by the Road Traffic Regulation Act 1984 as amended 
by the Road Traffic (Temporary Restrictions) Act 1991 and of all other enabling powers hereby makes the following 
Order:- 1. Save as provided in Article 2 of this Order no person shall cause any vehicle to proceed in that length of 
Bickford Road in Bickford from the junction with Mercian Way to the junction with Bent Lane. 2. The provisions of 
Article 1 of this Order shall not apply to any vehicle being used for or in connection with the said works; or for 
vehicles being used for police, fire brigade or ambulance purposes, or vehicles requiring access to properties on or 
immediately adjacent to the said length of road. 3. This Order shall come into operation on the 21st July 2025 and 
may be cited as the Staffordshire County Council Bickford Road in Bickford (Temporary Prohibition of Traffic) Order 
2025. 4. That the following be the preferred alternative route for traffic affected by this Order namely:- The 
Preferred alternative route for traffic is Bickford Road, Whiston Road, Congreve Lane, Lapley Lane, Stretton Road The 
Common Seal of THE STAFFORDSHIRE COUNTY COUNCIL was hereunto affixed to this deed on the 15th day of July 
2025  
29.4.25 Broken Lapley entrance  signed reported  
6.5.25 fly tipping at Marston rd reported to ssc  
 
Maintenance 
Lapley green: Ditton service are to action: 

• Lower the established hedge height  

• Trim new hedge 

• Prune the ornamental plum tree  
VO to action: 
Sowing grass seed below the D-Day bench(when appropriate) 
8.5.25 a new alder beetle infeststaion has been found, treatmenbt is taking place 10.5.25 
Action plan item update  
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Outstanding Items: 

• Defib at Ivetsey Rd- Planning are waiting for the site to be handed over. Once this has been completed an officer 
will assess the site for installation. SSC are to be landowners and are aware LSWA PC wish to install on site.  

• Lapley Green registration-. Awaiting update from Tedstone Solicitors 

• Gated alley Broadholes/Pinfold-. - SSC has allotted a public space protection order for the alley to remain closed. 
The next review will be in 2027  

• Post office – no premises found., this has now been taken on at district level. 

• Birkenshaw Lane is not at position 60 (Jan 25) it will possibly enter a full public consultation by the end of the year 

• The order for the public footpath from Lapley Lane to Bickford Farm (modifctaion order 2023) is to be determined 
on 25th November 10am at County Buildings, Martin Street Stafford, ST16 2LE 

 
 
 
Consultations  
Staffordshire County Council are developing a new local transport plan (LTP). They are asking people to sign up to 
their consultation mailing list. This means you will get notified about how to get involved. Full details are available 
here - https://letstalk.staffordshire.gov.uk/let-s-talk-transport. 
 
Find and take part in consultations run by MHCLG.  

• Supported Housing regulation – closes 15 May 
• Construction Products Reform Green Paper – closes 21 May 
• Local authority funding reform – Resetting the business rates retention system – closes 2 June 

 
Meetings/Events 
 
 

Date  Day  Time  Event  

May        

6th  Tuesday  10 am – 12 pm  Clerk’s Induction  

14th  Wednesday  7 pm – 9.30 pm  Councillor Development  

15th   Thursday  10 am – 12 pm  CiLCA Autumn 24 intake  

June        

4th  Wednesday  10 am – 12 pm  Clerk’s Induction  

19th  Thursday  7 pm – 9 pm  Councillor Introduction  

25th  Wednesday  7 pm – 9.00 pm  Introduction to Planning   

26th  Thursday  7 pm – 9.30 pm   Explore Chairmanship  

 
 

Items emailed to councillors. 
28.4.25 SCC Road closures (see information) 
29.4.25 SPCA news bulletin  
Use of devolved powers 
 
 
Response to planning comments:  
 
SSC Planning Decision 
 
 

Annual Play Area Inspections: 
 

https://letstalk.staffordshire.gov.uk/let-s-talk-transport
https://consult.communities.gov.uk/
https://www.gov.uk/government/consultations/supported-housing-regulation-consultation
https://consult.communities.gov.uk/building-safety/construction-product-reform-green-paper/
https://consult.communities.gov.uk/local-government-finance/resetting-the-business-rates-retention-system/
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These have been carried out, and work has been allocated. The cable runway and the net climber will be removed 
from the site in Spring 2025. Other than removing those two play equipment items, all other items are included and 
allocated for ongoing routine maintenance and monitoring.  
 
  
 
Standing Orders 
INTRODUCTION 

This is an update to Model Standing Orders 14 and 18 

 
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 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: 
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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.  

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 (   ) 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 
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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 OR [The minimum three clear days’ public notice of a 

meeting does not include the day on which the notice was issued or the day of the 

meeting].  

● 

● 

d Meetings shall be open to the public unless their presence is prejudicial to the public 

interest by reason of the confidential nature of the business to be transacted or for 

other special reasons. The public’s exclusion from part or all of a meeting shall be by 

a resolution which shall give reasons for the public’s exclusion. 

 e Members of the public may make representations, 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 (   ) 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 (   

) 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 stand when requesting to speak and when speaking (except when a 

person has a disability or is likely to suffer discomfort)] OR [A person shall raise their 
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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 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;  
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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 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 (   ) 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 (   ) days before the meeting that 

they are unable to attend; 

vi. shall, after it has appointed the members of a standing committee, appoint the chair of the standing 

committee; 

vii. shall permit a committee other than a standing committee, to appoint its own chair at the first meeting 

of the committee;  

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

committee 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 



                                               Page 11 of 58                                                __________ 

 

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 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; 
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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 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 7 days of 

having been requested to do so by 2 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 6 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 10 clear days before the meeting. Clear days do not include the day of 

the notice or the day of the meeting. 

c The Proper Officer may, before including a motion on the agenda received in accordance with standing order 

9(b), correct obvious grammatical or typographical errors in the wording of the motion.  

d If the Proper Officer considers the wording of a motion received in accordance with standing order 9(b) is not 

clear in meaning, the motion shall be rejected until the mover of the motion resubmits it, so that it can be 

understood, in writing, to the Proper Officer at least 10 clear days before the meeting.  

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.  
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MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE  

 

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

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

ii. to move to a vote;  

iii. to defer consideration of a motion;  

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

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

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

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

viii. to require a written report; 

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

x. to extend the time limits for speaking; 

xi. to exclude the press and public from a meeting in respect of confidential or other information which is 

prejudicial to the public interest; 

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

xiii. to exclude a councillor or member of the public for disorderly conduct;  

xiv. to temporarily suspend the meeting;  

xv. to suspend a particular standing order (unless it reflects mandatory statutory or legal requirements); 

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 
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policy shall confirm the period for which information (including personal data) shall be retained or if this is 

not possible the criteria used to determine that period (e.g. the Limitation Act 1980).  

c The agenda, papers that support the agenda and the minutes of a meeting shall not disclose or otherwise 

undermine confidential information or personal data without legal justification.  

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

personal data without legal justification. 

 

DRAFT MINUTES  

 

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

 

 a If the draft minutes of a preceding meeting have been served on councillors with 

the agenda to attend the meeting at which they are due to be approved for 

accuracy, they shall be taken as read. 

 b There shall be no discussion about the draft minutes of a preceding meeting except 

in relation to their accuracy. A motion to correct an inaccuracy in the 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. 
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CODE OF CONDUCT AND DISPENSATIONS 

See also standing order 3(u).  

 

a All councillors and non-councillors with voting rights shall observe the code of conduct adopted by the 

Council. 

b Unless they have been granted a dispensation, a councillor or non-councillor with voting rights shall withdraw 

from a meeting when it is considering a matter in which they have a disclosable pecuniary interest. They may 

return to the meeting after it has considered the matter in which they had the interest. 

c Unless they have been granted a dispensation, a councillor or non-councillor with voting rights shall withdraw 

from a meeting when it is considering a matter in which they have another interest if so required by the 

Council’s code of conduct. They may return to the meeting after it has considered the matter in which they 

had the interest. 

d Dispensation requests shall be in writing and submitted to the Proper Officer as soon as possible before the 

meeting, or failing that, at the start of the meeting for which the dispensation is required. 

e A decision as to whether to grant a dispensation shall be made by the Proper Officer OR by a meeting of the 

Council, or committee or sub-committee for which the dispensation is required] and that decision is final. 

f A dispensation request shall confirm: 

i. the description and the nature of the disclosable pecuniary interest or other interest to which the 

request for the dispensation relates;  

ii. whether the dispensation is required to participate at a meeting in a discussion only or a discussion and 

a vote; 

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

and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered[by the Proper Officer before 

the meeting or, if this is not possible, at the start of the meeting for which the dispensation is required OR 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. 
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CODE OF CONDUCT COMPLAINTS  

 

a Upon notification by the Principal Council that a councillor or non-councillor with voting rights has breached 

the Council’s code of conduct, the Council shall consider what, if any, action to take against them. Such 

action excludes disqualification or suspension from office. 

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); 

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;  
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(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 the Vice-Chair (if 

there is one) of the Counci] 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 

Council. The Csheme of Delegation also allows the Clerk to respond with a collective view of the 

members 

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”. 

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  
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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: 

i. the keeping of accounting records and systems of internal controls; 

ii. the assessment and management of financial risks faced by the Council; 

iii. the work of the independent internal auditor in accordance with proper practices and the receipt of 

regular reports from the internal auditor, which shall be required at least annually; 

iv. the inspection and copying by councillors and local electors of the Council’s accounts and/or orders of 

payments; and  

v. whether contracts with an estimated value below [60,000] due to special circumstances are exempt 

from a tendering process or procurement exercise.  

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

c. Subject to additional requirements in the financial regulations of the Council, the tender process for contracts 

for the supply of goods, materials, services or the execution of works shall include, as a minimum, the 

following steps: 

i. a specification for the goods, materials, services or the execution of works shall be drawn up; 

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification (ii) the time, date and 

address for the submission of tenders (iii) the date of the Council’s written response to the tender and 

(iv) the prohibition on prospective contractors contacting councillors or staff to encourage or support 

their tender outside the prescribed process; 

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

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

deadline for submission of tenders has passed;  

v. tenders are to be reported to and considered by the appropriate meeting of the Council or a committee 

or sub-committee with delegated responsibility. 

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

tenders, is bound to accept the lowest value tender. 
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e. Where the value of a contract is likely to exceed the threshold specified by the Government from time to 

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

 

 

 

 

 

HANDLING STAFF MATTERS 

 

a A matter personal to a member of staff that is being considered by a meeting of Council OR the HR & HS 

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 HR & HS committee of absence occasioned by illness or other reason and that person 

shall report such absence    

c The chairman 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 member of staff’s job title. The reviews and appraisal shall be 

reported in writing and are subject to approval by resolution by [the HR & HS 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 chairman or in their absence, the vice- in respect of an 

informal or formal grievance matter, and this matter shall be reported back and progressed by resolution of the 

HR &HS committee 

e Subject to the Council’s policy regarding the handling of grievance matters, if an informal or formal grievance 

matter raised by [the member of staff’s job title] relates to the chair or vice-chair his shall be communicated to 

another member of the HR & HS committee which shall be reported back and progressed by resolution of [the 

HR & HS committee 

f Any persons responsible for all or part of the management of staff shall treat as confidential the written 

records of all meetings relating to their performance, capabilities, grievance or disciplinary matters. 

 
g In accordance with standing order 11(a), persons with line management responsibilities shall have access to 

staff records referred to in standing order 19(f).  

 

 

 

RESPONSIBILITIES TO PROVIDE INFORMATION  

See also standing order 21. 
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a In accordance with freedom of information legislation, the Council shall publish information in accordance 

with its publication scheme and respond to requests for information held by the Council.   

b.  [If gross annual income or expenditure (whichever is higher) does not exceed £25,000] The Council shall 

publish information in accordance with the requirements of the Smaller Authorities (Transparency 

Requirements) (England) Regulations 2015. 

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

information in accordance with the requirements of the Local Government (Transparency Requirements) 

(England) Regulations 2015. 

 

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 other media. 

 

EXECUTION AND SEALING OF LEGAL DEEDS  

See also standing orders 15(b)(xii) and (xvii). 
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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 OR Unitary Council representing the area of the Council.  

b Unless the Council determines otherwise, a copy of each letter sent to the District and County Council OR 

Unitary Council shall be sent to the ward councillor(s) representing the area of the Council. 

 

 
RESTRICTIONS ON COUNCILLOR ACTIVITIES 

 

a. Unless duly authorised no councillor shall: 

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

ii. issue orders, instructions or directions. 

 

STANDING ORDERS GENERALLY 

 

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

be suspended by resolution in relation to the consideration of an item on the agenda for a meeting. 

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

incorporates mandatory statutory or legal requirements, shall be proposed by a special motion, the written 

notice by at least (   ) 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. 

 
 
 
Financial Regulations May 2025 
These Financial Regulations were adopted by the council at its meeting held on 22nd May 2025 
Review: May 2026 
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General   

These Financial Regulations govern the financial management of the council and may only be amended or varied 

by resolution of the council. They are one of the council’s governing documents and shall be observed in 

conjunction with the council’s Standing Orders.  

Councillors are expected to follow these regulations and not to entice employees to breach them. Failure to 

follow these regulations brings the office of councillor into disrepute. 

Wilful breach of these regulations by an employee may result in disciplinary proceedings. 

In these Financial Regulations: 

• ‘Accounts and Audit Regulations’ means the regulations issued under Sections 32, 43(2) and 46 of the 

Local Audit and Accountability Act 2014, or any superseding legislation, and then in force, unless 

otherwise specified.  

• “Approve” refers to an online action, allowing an electronic transaction to take place. 

• “Authorise” refers to a decision by the council, or a committee or an officer, to allow something to 

happen. 

• ‘Proper practices’ means those set out in The Practitioners’ Guide  

• Practitioners’ Guide refers to the guide issued by the Joint Panel on Accountability and Governance 

(JPAG) and published by NALC in England or Governance and Accountability for Local Councils in Wales 

– A Practitioners Guide jointly published by One Voice Wales and the Society of Local Council Clerks in 

Wales. 

• ‘Must’ and bold text refer to a statutory obligation the council cannot change.  

• ‘Shall’ refers to a non-statutory instruction by the council to its members and staff. 

 

The Responsible Financial Officer (RFO) holds a statutory office, appointed by the council. [The Clerk has been 

appointed as RFO and these regulations apply accordingly.]  The RFO; 

• acts under the policy direction of the council; 

• administers the council's financial affairs in accordance with all Acts, Regulations and proper practices; 

• determines on behalf of the council its accounting records and control systems; 

• ensures the accounting control systems are observed; 

• ensures the accounting records are kept up to date; 

• seeks economy, efficiency and effectiveness in the use of council resources; and 

• produces financial management information as required by the council. 

The council must not delegate any decision regarding: 

• setting the final budget or the precept (council tax requirement); 

• the outcome of a review of the effectiveness of its internal controls 

• approving accounting statements; 

• approving an annual governance statement; 

• borrowing; 

• declaring eligibility for the General Power of Competence; and 

• addressing recommendations from the internal or external auditors  

In addition, the council shall: 

• determine and regularly review the bank mandate for all council bank accounts. 
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• authorise any grant or single commitment in excess of £5,000].  

Risk management and internal control 

The council must ensure that it has a sound system of internal control, which delivers effective financial, 

operational and risk management.  

The Clerk/RFO shall prepare, for approval by the council, a risk management policy covering all activities of the 

council. This policy and consequential risk management arrangements shall be reviewed by the council at 

least annually.  

When considering any new activity, the Clerk/ RFO shall prepare a draft risk assessment including risk 

management proposals for consideration by the council.  

At least once a year, the council must review the effectiveness of its system of internal control, before 

approving the Annual Governance Statement.   

The accounting control systems determined by the RFO must include measures to: 

• ensure that risk is appropriately managed;  

• ensure the prompt, accurate recording of financial transactions; 

• prevent and detect inaccuracy or fraud; and 

• allow the reconstitution of any lost records; 

• identify the duties of officers dealing with transactions and  

• ensure division of responsibilities. 

At least once in each quarter, and at each financial year end, a member other than the Chair {or a cheque 

signatory} shall be appointed to verify bank reconciliations (for all accounts) produced by the RFO. The 

member shall sign and date the reconciliations and the original bank statements (or similar document) as 

evidence of this. This activity, including any exceptions, shall be reported to and noted by the council. 

Regular back-up copies shall be made of the records on any council computer and stored either online or in a 

separate location from the computer.  The council shall put measures in place to ensure that the ability to 

access any council computer is not lost if an employee leaves or is incapacitated for any reason. 

Accounts and audit 

All accounting procedures and financial records of the council shall be determined by the RFO in accordance with 

the Accounts and Audit Regulations.  

The accounting records determined by the RFO must be sufficient to explain the council’s transactions and to 

disclose its financial position with reasonable accuracy at any time.  In particular, they must contain: 

• day-to-day entries of all sums of money received and expended by the council and the matters to 

which they relate; 

• a record of the assets and liabilities of the council; 

The accounting records shall be designed to facilitate the efficient preparation of the accounting statements in 

the Annual {Governance and Accountability} Return. 

The RFO shall complete and certify the annual Accounting Statements of the council contained in the Annual 

{Governance and Accountability} Return in accordance with proper practices, as soon as practicable after 

the end of the financial year.  Having certified the Accounting Statements, the RFO shall submit them (with 

any related documents) to the council, within the timescales required by the Accounts and Audit 

Regulations. 
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The council must ensure that there is an adequate and effective system of internal audit of its accounting 

records and internal control system in accordance with proper practices.  

Any officer or member of the council must make available such documents and records as the internal or 

external auditor consider necessary for the purpose of the audit and shall, as directed by the council, 

supply the RFO, internal auditor, or external auditor with such information and explanation as the council 

considers necessary. 

The internal auditor shall be appointed by the council and shall carry out their work to evaluate the effectiveness 

of the council’s risk management, control and governance processes in accordance with proper practices 

specified in the Practitioners’ Guide. 

The council shall ensure that the internal auditor: 

• is competent and independent of the financial operations of the council; 

• reports to council in writing, or in person, on a regular basis with a minimum of one written report 

during each financial year; 

• can demonstrate competence, objectivity and independence, free from any actual or perceived conflicts 

of interest, including those arising from family relationships; and 

• has no involvement in the management or control of the council 

Internal or external auditors may not under any circumstances: 

• perform any operational duties for the council; 

• initiate or approve accounting transactions; 

• provide financial, legal or other advice including in relation to any future transactions; or 

• direct the activities of any council employee, except to the extent that such employees have been 

appropriately assigned to assist the internal auditor. 

For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and ‘independence’ shall have 

the same meaning as described in The Practitioners Guide. 

The RFO shall make arrangements for the exercise of electors’ rights in relation to the accounts, including the 

opportunity to inspect the accounts, books, and vouchers and display or publish any notices and 

documents required by the Local Audit and Accountability Act 2014, or any superseding legislation, and the 

Accounts and Audit Regulations. 

The RFO shall, without undue delay, bring to the attention of all councillors any correspondence or report from 

internal or external auditors. 

Budget and precept 

Before setting a precept, the council must calculate its council tax requirement for each financial year by 

preparing and approving a budget, in accordance with The Local Government Finance Act 1992 or 

succeeding legislation. 

Budgets for salaries and wages, including employer contributions shall be reviewed by the council at least 

annually in November for the following financial year and the final version shall be evidenced by a hard 

copy schedule signed by the Clerk and the Chair of the Council . The RFO will inform committees of any 

salary implications before they consider their draft budgets  

No later than November each year, the RFO shall prepare a draft budget with detailed estimates of all receipts 

and payments for the following financial year  taking account of the lifespan of assets and cost implications 

of repair or replacement. 
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Unspent budgets for completed projects shall not be carried forward to a subsequent year. Unspent funds for 

partially completed projects may only be carried forward by placing them in an earmarked reserve with the 

formal approval of the full council.  

Each committee (if any) shall review its draft budget and submit any proposed amendments to the council  not 

later than the end of October each year.  

The draft budget, with any committee proposals including any recommendations for the use or accumulation of 

reserves, shall be considered by the finance working group and a recommendation made to the council. 

Having considered the proposed budget the council shall determine its council tax requirement by setting a 

budget.  The council shall set a precept for this amount no later than the end of January for the ensuing 

financial year.   

Any member with council tax unpaid for more than two months is prohibited from voting on the budget or 

precept by Section 106 of the Local Government Finance Act 1992 and must disclose at the start of the 

meeting that Section 106 applies to them. 

The RFO shall issue the precept to the billing authority no later than the end of January and supply each 

member with a copy of the agreed annual budget.  

The agreed budget provides a basis for monitoring progress during the year by comparing actual spending and 

income against what was planned.  

Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the council {or relevant 

committee}. 

Procurement 

Members and officers are responsible for obtaining value for money at all times. Any officer procuring goods, 

services or works should ensure, as far as practicable, that the best available terms are obtained, usually by 

obtaining prices from several suppliers. 

The RFO should verify the lawful nature of any proposed purchase before it is made and in the case of new or 

infrequent purchases, should ensure that the legal power being used is reported to the meeting at which 

the order is authorised and also recorded in the minutes.  

Every contract shall comply with the council’s Standing Orders and these Financial Regulations and no exceptions 

shall be made, except in an emergency.  

For a contract for the supply of goods, services or works where the estimated value will exceed the thresholds 

set by Parliament, the full requirements of The Procurement Act 2023 and The Procurement Regulations 

2024 or any superseding legislation (“the Legislation”), must be followed in respect of the tendering, 

award and notification of that contract. 

Where the estimated value is below the Government threshold, the council shall (with the exception of items 

listed in paragraph 5.12) obtain prices as follows:  

For contracts estimated to exceed £60,000 including VAT, the Clerk shall {seek formal tenders from at least 

[three] suppliers agreed by the council  OR advertise an open invitation for tenders in compliance with any 

relevant provisions of the Legislation. Tenders shall be invited in accordance with Appendix 1. 

For contracts estimated to be over £30,000 including VAT, the council must comply with any requirements of 

the Legislation regarding the publication of invitations and notices. 

For contracts greater than £5,000 excluding VAT the Clerk [or RFO] shall seek at least 3 fixed-price quotes;  

where the value is between £1000 and £5,000 excluding VAT, the Clerk [or RFO] shall try to obtain 3 estimates 

{which might include evidence of online prices, or recent prices from regular suppliers.} 

For smaller purchases, the clerk shall seek to achieve value for money. 
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Contracts must not be split to avoid compliance with these rules. 

 The requirement to obtain competitive prices in these regulations need not apply to contracts that relate to 

items (i) to (iv) below:  

i. specialist services, such as legal professionals acting in disputes; 

ii. repairs to, or parts for, existing machinery or equipment; 

iii. works, goods or services that constitute an extension of an existing contract; 

iv. goods or services that are only available from one supplier or are sold at a fixed price. 

When applications are made to waive this financial regulation to enable a price to be negotiated without 

competition, the reason should be set out in a recommendation to the council {or relevant committee}. 

Avoidance of competition is not a valid reason.  

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

Individual purchases within an agreed budget for that type of expenditure may be authorised by: 

• The Clerk, under delegated authority, for any items below £1000 excluding VAT.  

• the Clerk, in consultation with the Chair of the Council {or Chair of the appropriate committee}, for any items 
below £5000 and above £1000 excluding VAT. 

• in respect of grants, full council within any limits set by council and in accordance with any policy statement 
agreed by the council.  

• the council for all items over £5,000;  

Such authorisation must be supported by a minute (in the case of council or committee decisions) or other 
auditable evidence trail. 

No individual member, or informal group of members may issue an official order {unless instructed to do so in 

advance by a resolution of the council} or make any contract on behalf of the council. 

No expenditure may be authorised that will exceed the budget for that type of expenditure other than by 

resolution of the council {or a duly delegated committee acting within its Terms of Reference} except in an 

emergency. 

In cases of serious risk to the delivery of council services or to public safety on council premises, the clerk may 

authorise expenditure of up to £2,000 excluding VAT on repair, replacement or other work that in their 

judgement is necessary, whether or not there is any budget for such expenditure. The Clerk shall report 

such action to the Chair as soon as possible and to the council as soon as practicable thereafter. 

No expenditure shall be authorised, no contract entered into or tender accepted in relation to any major project, 

unless the council is satisfied that the necessary funds are available and that where a loan is required, 

Government borrowing approval has been obtained first. 

An official order or letter shall be issued for all work, goods and services {above £250 excluding VAT} unless a 

formal contract is to be prepared or an official order would be inappropriate. Copies of orders shall be 

retained, along with evidence of receipt of goods. 

Any ordering system can be misused and access to them shall be controlled by the RFO. 

Banking and payments 

The council's banking arrangements, including the bank mandate, shall be made by the RFO and authorised by 

the council; banking arrangements shall not be delegated to a committee. The council has resolved to bank 

with Unity Trust Bank.  The arrangements shall be reviewed annually for security and efficiency.  
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The council must have safe and efficient arrangements for making payments, to safeguard against the possibility 

of fraud or error.  Wherever possible, more than one person should be involved in any payment, for 

example by dual online authorisation or dual cheque signing. Even where a purchase has been authorised, 

the payment must also be authorised and only authorised payments shall be approved or signed to allow 

the funds to leave the council’s bank. 

All invoices for payment should be examined for arithmetical accuracy, analysed to the appropriate expenditure 

heading and verified to confirm that the work, goods or services were received, checked and represent 

expenditure previously authorised by the council before being certified by [the RFO]. {Where the 

certification of invoices is done as a batch, this shall include a statement by the RFO that all invoices listed 

have been ‘examined, verified and certified’ by the RFO}. 

Personal payments (including salaries, wages, expenses and any payment made in relation to the termination of 

employment) may be summarised to avoid disclosing any personal information.  

All payments shall be made by [online banking/cheque], in accordance with a resolution of the council {or duly 

delegated committee}{or a delegated decision by an officer}, unless [the council] resolves to use a different 

payment method. 

For each financial year the RFO may draw up a schedule of regular payments due in relation to a continuing 

contract or obligation (such as Salaries, PAYE, National Insurance, pension contributions, rent, rates, 

regular maintenance contracts and similar items), which the council  may authorise in advance for the year 

using delegated powers  

A copy of this schedule of regular payments shall be signed by two members on each and every occasion when 

payment is made - to reduce the risk of duplicate payments. 

A list of such payments shall be reported to the next appropriate meeting of the council or Finance Committee} 

for information only. 

The Clerk and RFO shall have delegated authority to authorise payments {only} in the following circumstances: 

i. any payments of up to £5000 excluding VAT, within an agreed budget. 

ii. payments of up to £2,000 excluding VAT in cases of serious risk to the delivery of council services or 

to public safety on council premises.  

iii. any payment necessary to avoid a charge under the Late Payment of Commercial Debts (Interest) Act 

1998 {or to comply with contractual terms}, where the due date for payment is before the next 

scheduled meeting of the council, where the[Clerk and RFO certify that there is no dispute or other 

reason to delay payment, provided that a list of such payments shall be submitted to the next 

appropriate meeting of council .  

iv. Fund transfers within the councils banking arrangements up to the sum of £10,000, provided that a 

list of such payments shall be submitted to the next appropriate meeting of council  

v. Payments agreed within the budget at setting 

  

The RFO shall present a schedule of payments requiring authorisation, forming part of the agenda for the 

meeting, together with the relevant invoices, to the council . The council  shall review the schedule for 

compliance and, having satisfied itself, shall authorise payment by resolution. The authorised schedule 

shall be initialled immediately below the last item by the person chairing the meeting. A detailed list of all 

payments shall be disclosed within or as an attachment to the minutes of that meeting. 
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Electronic payments 

Where internet banking arrangements are made with any bank, [the RFO] shall be appointed as the Service 

Administrator. The bank mandate agreed by the council shall identify [a number of] councillors who will be 

authorised to approve transactions on those accounts and a minimum of two people will be involved in any 

online approval process.  {The Clerk may be an authorised signatory, but no signatory should be involved in 

approving any payment to themselves.} 

All authorised signatories shall have access to view the council’s bank accounts online.  

No employee or councillor shall disclose any PIN or password, relevant to the council or its banking, to anyone 

not authorised in writing by the council or a duly delegated committee. 

The Service Administrator shall set up all items due for payment online.  A list of payments for approval, together 

with copies of the relevant invoices, shall be sent [by email] to [two] authorised signatories.  

In the prolonged absence of the Service Administrator [an authorised signatory] shall set up any payments due 

before the return of the Service Administrator. 

Two councillors who are authorised signatories shall check the payment details against the invoices before 

approving each payment using the online banking system. 

Evidence shall be retained showing which members approved the payment online  

A full list of all payments made in a month shall be provided to the next council meeting  

With the approval of the council  in each case, regular payments (such as gas, electricity, telephone, broadband, 

water, National Non-Domestic Rates, refuse collection, pension contributions and HMRC payments) may be 

made by variable direct debit, provided that the instructions are [signed/approved online] by [two 

authorised members]. The approval of the use of each variable direct debit shall be reviewed by the council 

at least every two years.  

Payment may be made by BACS or CHAPS by resolution of the council provided that each payment is approved 

online by [two authorised bank signatories], evidence is retained and any payments are reported to the 

council at the next meeting. The approval of the use of BACS or CHAPS shall be renewed by resolution of 

the council at least every two years.  

If thought appropriate by the council, regular payments of fixed sums may be made by banker’s standing order, 

provided that the instructions are signed {or approved online} by [two members], evidence of this is 

retained and any payments are reported to council when made. The approval of the use of a banker’s 

standing order shall be reviewed by [the council] at least every two years.  

Account details for suppliers may only be changed upon written notification by the supplier verified by  the Clerk 

and Assistant Clerk.  This is a potential area for fraud and the individuals involved should ensure that any 

change is genuine.  Data held should be checked with suppliers every two years  

Members and officers shall ensure that any computer used for the council’s financial business has adequate 

security, with anti-virus, anti-spyware and firewall software installed and regularly updated. 

Remembered password facilities {other than secure password stores requiring separate identity verification} 

should not be used on any computer used for council banking.  

Cheque payments 

Cheques or orders for payment in accordance with a resolution or delegated decision shall be signed by two 

members and countersigned by the Clerk.  

A signatory having a family or business relationship with the beneficiary of a payment shall not, under normal 

circumstances, be a signatory to that payment. 
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To indicate agreement of the details on the cheque with the counterfoil and the invoice or similar 

documentation, the signatories shall also initial the cheque counterfoil and invoice. 

{Cheques or orders for payment shall not normally be presented for signature other than at, or immediately 

before or after a council {or committee} meeting}. Any signatures obtained away from council meetings 

shall be reported to the council {or Finance Committee} at the next convenient meeting. 

Payment cards 

Any Debit Card issued for use will be specifically restricted to [the Clerk and the VO and will also be restricted to 

a single transaction maximum value of £500 unless authorised by council or finance committee in writing 

before any order is placed. 

A pre-paid debit card may be issued to employees with varying limits. These limits will be set by the council. 

Transactions and purchases made will be reported to [the council and authority for topping-up shall be at 

the discretion of the Clerk. 

Any corporate credit card or trade card account opened by the council will be specifically restricted to use by the 

Clerk {and RFO} {specify other officers} and any balance shall be paid in full each month.  

Personal credit or debit cards of members or staff shall not be used {under any circumstances.} OR {except for 

expenses of up to [£250] including VAT, incurred in accordance with council policy.}  

Petty Cash 

a) The council will not maintain any form of cash float 

b) Vouchers for payments made from petty cash shall be kept, along with receipts to substantiate every 
payment. 

c) Cash income received must not be paid into the petty cash float but must be separately banked, as 
provided elsewhere in these regulations. 

d) Payments to maintain the petty cash float shall be shown separately on any schedule of payments 
presented for approval.} 

Payment of salaries and allowances 

As an employer, the council must make arrangements to comply with the statutory requirements of PAYE 

legislation. 

Councillors allowances (where paid) are also liable to deduction of tax under PAYE rules and must be taxed 

correctly before payment.  

Salary rates shall be agreed by the council, or a duly delegated committee. No changes shall be made to any 

employee’s gross pay, emoluments, or terms and conditions of employment without the prior consent of 

the council. 

Payment of salaries shall be made, after deduction of tax, national insurance, pension contributions and any 

similar statutory or discretionary deductions, on the dates stipulated in employment contracts. 

Deductions from salary shall be paid to the relevant bodies within the required timescales, provided that each 

payment is reported, as set out in these regulations above. 

Each payment to employees of net salary and to the appropriate creditor of the statutory and discretionary 

deductions shall be recorded in a payroll control account or other separate confidential record, with the 

total of such payments each calendar month reported in the cashbook.  Payroll reports will be reviewed by 

[the finance committee] to ensure that the correct payments have been made. 

Any termination payments shall be supported by a report to the council, setting out a clear business case. 

Termination payments shall only be authorised by the full council. 

Before employing interim staff, the council must consider a full business case.  
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Loans and investments 

Any application for Government approval to borrow money and subsequent arrangements for a loan must be 

authorised by the full council and recorded in the minutes. All borrowing shall be in the name of the 

council, after obtaining any necessary approval.   

Any financial arrangement which does not require formal borrowing approval from the Secretary of State (such 

as Hire Purchase, Leasing of tangible assets or loans to be repaid within the financial year) must be 

authorised by the full council, following a written report on the value for money of the proposed 

transaction. 

The council shall consider the requirement for an Investment Strategy and Policy in accordance with Statutory 

Guidance on Local Government Investments, which must be written in accordance with relevant 

regulations, proper practices and guidance. Any Strategy and Policy shall be reviewed by the council at 

least annually.  

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

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

Payments in respect of short term or long-term investments, including transfers between bank accounts held in 

the same bank, shall be made in accordance with these regulations. 

Income 

The collection of all sums due to the council shall be the responsibility of and under the supervision of the RFO. 

The council will review all fees and charges for work done, services provided, or goods sold at least annually as 

part of the budget-setting process, following a report of the Clerk. The Clerk shall be responsible for the 

collection of all amounts due to the council. 

Any sums found to be irrecoverable and any bad debts shall be reported to the council by [the RFO] and shall be 

written off in the year. The council’s approval shall be shown in the accounting records.  

All sums received on behalf of the council shall be deposited intact with the council's bankers, with such 

frequency as the RFO considers necessary.  The origin of each receipt shall clearly be recorded on the 

paying-in slip or other record. 

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

The RFO shall ensure that VAT is correctly recorded in the council’s accounting software and that any VAT Return 

required is submitted from the software by the due date.  

Where significant sums of cash are regularly received by the council, the RFO shall ensure that more than one 

person is present when the cash is counted in the first instance, that there is a reconciliation to some form 

of control record such as ticket issues, and that appropriate care is taken for the security and safety of 

individuals banking such cash. 

Any income that is the property of a charitable trust shall be paid into a charitable bank account. Instructions for 

the payment of funds due from the charitable trust to the council (to meet expenditure already incurred by 

the authority) will be given by the Managing Trustees of the charity meeting separately from any council 

meeting.} 

Payments under contracts for building or other construction works 

Where contracts provide for payment by instalments the RFO shall maintain a record of all such payments, which 

shall be made within the time specified in the contract based on signed certificates from the architect or 

other consultant engaged to supervise the works.  
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Any variation of, addition to or omission from a contract must be authorised by the Clerk to the contractor in 

writing, with the council being informed where the final cost is likely to exceed the contract sum by 5% or 

more, or likely to exceed the budget available. 

Stores and equipment 

 The officer in charge of each section shall be responsible for the care and custody of stores and equipment  

Delivery notes shall be obtained in respect of all goods received into store or otherwise delivered and goods 

must be checked as to order and quality at the time delivery is made. 

Stocks shall be kept at the minimum levels consistent with operational requirements. 

The RFO shall be responsible for periodic checks of stocks and stores, at least annually. 

Assets, properties and estates 

The Clerk shall make arrangements for the safe custody of all title deeds and Land Registry Certificates of 

properties held by the council.  

The RFO shall ensure that an appropriate and accurate Register of Assets and Investments is kept up to date, 

with a record of all properties held by the council, their location, extent, plan, reference, purchase details, 

nature of the interest, tenancies granted, rents payable and purpose for which held, in accordance with 

Accounts and Audit Regulations.   

The continued existence of tangible assets shown in the Register shall be verified at least annually, possibly in 

conjunction with a health and safety inspection of assets. 

No interest in land shall be purchased or otherwise acquired, sold, leased or otherwise disposed of without the 

authority of the council, together with any other consents required by law.  In each case a written report 

shall be provided to council in respect of valuation and surveyed condition of the property (including 

matters such as planning permissions and covenants) together with a proper business case (including an 

adequate level of consultation with the electorate where required by law). 

No tangible moveable property shall be purchased or otherwise acquired, sold, leased or otherwise disposed of, 

without the authority of the council, together with any other consents required by law, except where the 

estimated value of any one item does not exceed [£500].  In each case a written report shall be provided to 

council with a full business case.  

Insurance 

The RFO shall keep a record of all insurances effected by the council and the property and risks covered, 

reviewing these annually before the renewal date in conjunction with the council’s review of risk 

management. 

The Clerk shall give prompt notification to the RFO of all new risks, properties or vehicles which require to be 

insured and of any alterations affecting existing insurances. 

The RFO shall be notified of any loss, liability, damage or event likely to lead to a claim, and shall report these to 

[the council] at the next available meeting. The RFO shall negotiate all claims on the council's insurers {in 

consultation with the Clerk}. 

All appropriate members and employees of the council shall be included in a suitable form of security or fidelity 

guarantee insurance which shall cover the maximum risk exposure as determined [annually] by the council, 

or duly delegated committee. 

Charities 

Where the council is sole managing trustee of a charitable body the Clerk and RFO shall ensure that separate 

accounts are kept of the funds held on charitable trusts and separate financial reports made in such form 
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as shall be appropriate, in accordance with Charity Law and legislation, or as determined by the Charity 

Commission. The Clerk and RFO shall arrange for any audit or independent examination as may be required 

by Charity Law or any Governing Document.] 

Suspension and revision of Financial Regulations 

The council shall review these Financial Regulations [annually] and following any change of clerk or RFO.  The 

Clerk shall monitor changes in legislation or proper practices and advise the council of any need to amend 

these Financial Regulations.  

The council may, by resolution duly notified prior to the relevant meeting of council, suspend any part of these 

Financial Regulations, provided that reasons for the suspension are recorded and that an assessment of the 

risks arising has been presented to all members. Suspension does not disapply any legislation or permit the 

council to act unlawfully.  

The council may temporarily amend these Financial Regulations by a duly notified resolution, to cope with 

periods of absence, local government reorganisation, national restrictions or other exceptional 

circumstances.  

Appendix 1 - Tender process  

1) Any invitation to tender shall state the general nature of the intended contract and the Clerk shall obtain the 

necessary technical assistance to prepare a specification in appropriate cases.  

2) The invitation shall in addition state that tenders must be addressed to the Clerk in the ordinary course of 

post, unless an electronic tendering process has been agreed by the council.  

3) Where a postal process is used, each tendering firm shall be supplied with a specifically marked envelope in 

which the tender is to be sealed and remain sealed until the prescribed date for opening tenders for that 

contract.  All sealed tenders shall be opened at the same time on the prescribed date by the Clerk in the 

presence of at least one member of council. 

4) Where an electronic tendering process is used, the council shall use a specific email address that will be 

monitored to ensure that nobody accesses any tender before the expiry of the deadline for submission.  

5) Any invitation to tender issued under this regulation shall be subject to Standing Order [insert reference of 

the council’s relevant standing order] and shall refer to the terms of the Bribery Act 2010. 

6) Where the council, or duly delegated committee, does not accept any tender, quote or estimate, the work is 

not allocated and the council requires further pricing, no person shall be permitted to submit a later tender, 

estimate or quote who was present when the original decision-making process was being undertaken.  
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INTRODUCTION  

  

1.1  Lapley, Stretton and Wheaton Aston Parish  Council (LSWA PC) has a duty to ensure the proper security 
and privacy of its computer systems and data. All users have some responsibility for protecting these 
assets.  

  

1.2  The Parish Clerk is responsible for the implementation and monitoring of this policy but may delegate that 
responsibility to another officer.  

  

1.3  Line managers have a responsibility to ensure that staff they supervise comply with this policy  

GENERAL PRINCIPLES  

  

1.4  All employees, members and other users should be aware of the increasingly sophisticated scams and risks 
posed to cybersecurity and when in any doubt should seek guidance from the Parish Clerk. As a general 
rule, users will never be asked to share passwords by email and users should be aware of odd language 
used in emails which may indicate a fraudulent email.  

  

1.5  All employees, members and other users of council IT equipment must be familiar with and abide by the 
regulations set out in the council’s various GDPR policies.   

1.6  All council devices will have up-to-date antivirus software installed and this must not be switched off for 
any reason without the authorisation of the Parish Clerk.  

  

1.7  All users are reminded that deliberate unauthorised use, alteration, or interference with computer 
systems, software or data is a breach of this policy and in some circumstances may be a criminal offence 
under the Computer Misuse Act 1990.  

  

1.8  All software installed on council devices must be fully licensed and no software should be installed without 
authorisation from the Parish  Clerk in consultation with the current IT provider, Cloudy IT. 

1.9       IT provision shall be outsourced at the responsibility of Cloudy IT. 
  

TRAINING AND GUIDANCE  

  

1.9  Employees and volunteers will be provided with regular cybersecurity training as is appropriate for their 
role and level of systems access.  
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1.10  Members will be provided with a brief overview of cybersecurity measures as part of induction and may 
be provided with more in-depth training as required.  

  

GENERAL IT POLICY  

EMPLOYEES  

2.1  All employees will be assigned a council email address as appropriate.  

  

2.2 Personal use of Council IT equipment is permitted but should be kept to a minimum during working hours. 
Reasonable use of the internet during working hours is permitted.  

  

2.3 The council reserves the right to monitor all activity on company devices. This includes monitoring of clocking in 

and out, email activity and internet usage for the purposes of ensuring compliance with our policies and 

procedures and of ensuring compliance with  

the relevant regulatory requirements. Information acquired through such monitoring may be used as 

evidence in disciplinary proceedings. Monitoring usage will mean processing personal data.  

MEMBERS  
  

2.4  All members will be provided with a council e-mail address and must use this for all council business.  
  

2.5  Members are reminded that any e-mail sent or received in their capacity as a Parish Councillor is Council 
data and any e-mails may have to be disclosed following requests under the Data Protection Act or 
Freedom of Information Act. This includes e-mails on Personal Accounts when acting as a Councillor.  

  

2.6         A copy of all e-mail received on the councillor e-mail accounts is kept on the server 

.  

  

2.7  A copy of all e-mail sent from councillor e-mail accounts on the webmail is kept on the server.  
  

2.8  Members using social media in their capacity as councillors must make it clear they are speaking in a 
personal capacity and not representing the view of the council.  

  

2.9  Members should ensure they are adhering to the Council’s code of conduct when using social media.  
  

2.10  Members must ensure that any personal devices used to access council systems (including email, websites 
and data) are password protected and access is restricted solely to the member. The use of personal 
devices is strongly discouraged as all members are provided with a Council device. Any member using their 
own device must adhere to the Bring your own device policy. 

  

WEBSITES AND SOCIAL MEDIA  

  

3.1  Officers shall ensure that any websites operated by the council are regularly reviewed to ensure content is 
accurate and up-to-date. Websites shall also be monitored for unauthorised access and abuse.  

  

3.2  Council social media accounts will be operated by officers.  
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3.3  All council social media messages must be non-political, uncontroversial and used to promote/highlight 
the parish.  

  

3.4  Approval must be obtained from the Parish Clerk prior to the creation of any council websites or social 
media accounts.  

3.5  All social media messages must be non-political, uncontroversial and used to promote and highlight the 
Town.  

3.6       The Social Media and electronic communication policy is to be adhered to at all times 
  

PASSWORD PROTECTION  

  

7.1  All council computers and systems must be password protected to prevent unauthorised access. Cloudy IT 
hold the responsibility to change passwords  

  

7.2  Where possible, two factor authentication should be utilised.  

  

7.3  Users should ensure that unattended devices are password protected.  

  

7.4  Passwords must confirm to the following criteria:  

  

a. Minimum eight characters  

b. Comprise at least one upper case letter, one lowercase letter, one number and one special 

character  

  

7.5 Where possible, generic user accounts should be avoided.  

  

7.6 Where users have unique access permissions and/or accounts for systems, these must not be shared with 

other users  

  

7.7 Different passwords should be used for different devices and accounts.  

  

7.8 Passwords should be routinely changed.   
7.9 Passwords should not be written down or left in unsecure locations.  

  

PORTABLE DEVICES  

  

5.1  All portable devices (including tablets and mobile phones) must be protected to prevent unauthorised 
access. This can be by use of passwords, passcodes or other biometric measures as applicable.  

  

5.2  Passcodes must be appropriate for the device and the level of risk that unauthorised access poses to the 
organisation; where devices can access council data or other systems, passcodes must be unique and not 
easily guessable.  

  

5.3  Particular care must be taken when using removable media to transmit data as such media are easily lost 
or intercepted. Any sensitive information (including personal data, confidential documents or data which 
could impact on the rights or reputation of any person or organisation including the council) placed on 
removable media must be suitably password protected or encrypted.  
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INCIDENT REPORTING  

  

6.1  All members, employees or volunteers must report any incidents which could pose a  

risk to the council’s systems or data security to the Parish Clerk without delay. This includes but is not 
limited to:  

  

a. Lost devices  

b. Potential risk arising from phishing emails/websites  

c. Passwords having been shared  

d. Unauthorised access to systems  

  

MISUSE OF IT  

  

7.1  IT systems will be monitored for misuse and all misuse is prohibited.  

  

7.2  Misuse includes, but is not limited to:  

  

a. Creation or transmission of any offensive, obscene or indecent images, data or other material or 

any data capable of being resolved into obscene or indecent images or material  

b. Creation of material which is designed or likely to cause annoyance, inconvenience or needless 

anxiety.  

c. Creation or transmission of defamatory material  

d. Transmission of material which in anyway infringes the copyright of another person  

e. Transmission of unsolicited commercial advertising material to networks belonging to other 

organisations  

f. Deliberate actions or activities with any of the following characteristics:  

i. Wasting staff effort or networked resources ii. Corrupting or 
destroying another users’ data  

iii. Violating the privacy of other users iv. Disrupting the 
work of other users  

g. Other misuse of the networked resources by the deliberate introduction of viruses/malware  

h. Playing games during working hours  

i. Altering the set up or operating perimeters of any computer equipment without authority.  

  

7.3  Unauthorised access, use, destruction, modification and/or distribution of council information, systems or 
data is prohibited.  
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Appendix 1 - Tender process  

7) Any invitation to tender shall state the general nature of the intended contract and the Clerk shall obtain the 

necessary technical assistance to prepare a specification in appropriate cases.  

8) The invitation shall in addition state that tenders must be addressed to the Clerk in the ordinary course of 

post, unless an electronic tendering process has been agreed by the council.  

9) Where a postal process is used, each tendering firm shall be supplied with a specifically marked envelope in 

which the tender is to be sealed and remain sealed until the prescribed date for opening tenders for that 

contract.  All sealed tenders shall be opened at the same time on the prescribed date by the Clerk in the 

presence of at least one member of council. 

10) Where an electronic tendering process is used, the council shall use a specific email address that will be 

monitored to ensure that nobody accesses any tender before the expiry of the deadline for submission.  

11) Any invitation to tender issued under this regulation shall be subject to Standing Order [insert reference of 

the council’s relevant standing order] and shall refer to the terms of the Bribery Act 2010. 

12) Where the council, or duly delegated committee, does not accept any tender, quote or estimate, the work is 

not allocated and the council requires further pricing, no person shall be permitted to submit a later tender, 

estimate or quote who was present when the original decision-making process was being undertaken.  

Complaints Procedure 
 
1. Lapley, Stretton & Wheaton Aston Parish Council is committed to providing a quality service for the benefit of the 

people who live or work in its area or are visitors to the locality.  If you are dissatisfied with the standard of service 
you have received from this council or are unhappy about an action or lack of action by this Council, this Complaints 
Procedure sets out how you may complain to the Council and how we shall try to resolve your complaint. 
 

2. This Complaints Procedure applies to complaints about Council administration and procedures and may include 
complaints about how Council employees have dealt with your concerns. 

 
3. This Complaints Procedure does not apply to:  
 

3.1. complaints by one Council employee against another Council employee, or between a Council employee and 
the Council as employer.  These matters are dealt with under the Council’s disciplinary and grievance 
procedures.   

3.2. complaints against Councillors (including Cllr to Cllr complaints).  Complaints against Councillors are covered 
by the Code of Conduct for Members adopted by the Council on 22nd   May 2025 and, if a complaint against 
a Councillor is received by the Council, it will be referred to the Monitoring Officer of South Staffordshire 
Council.  Further information on the process of dealing with complaints against Councillors may be obtained 
from the Monitoring Officer of South Staffordshire Council. 

 
4. The appropriate time for influencing Council decision-making is by raising your concerns before the Council 

debates and votes on a matter.  You may do this by writing to the Council in advance of the meeting at which the 
item is to be discussed.  There may also be the opportunity to raise your concerns in the public participation section 
of Council meetings.  If you are unhappy with a Council decision, you may raise your concerns with the Council, 
but Standing Orders prevent the Council from re-opening issues for six months from the date of the decision, 
unless there are exceptional grounds to consider this necessary and the special process set out in the Standing 
Orders is followed 
 

5. You may make your complaint about the Council’s procedures or administration to the Parish Council Manager.  
You may do this in person, by phone, or by writing to or emailing the Parish Council Manager.  The addresses and 
numbers are set out below: 

 
6. The Parish Council Manager will normally try to acknowledge your complaint within five working days. Please note 

that the Parish Council Manager is a part time employee. 
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7. If you do not wish to report your complaint to the Parish Council Manager, you may make your complaint directly 

to the Chairman of the Council who will report your complaint to the Council.  
 

8. The Parish Council Manager or the Council (as appropriate) will investigate each complaint, obtaining further 
information as necessary from you and/or from staff or members of the Council. 

 
9. The Parish Council Manager or the Chairman of the Council will notify you within 20 working days of the outcome 

of your complaint and of what action (if any) the Council proposes to take as a result of your complaint.  (In 
exceptional cases the twenty working days timescale may have to be extended.  If it is, you will be kept informed.) 

 
10. If you are dissatisfied with the response to your complaint, you may ask for your complaint to be referred to the 

Hr&Hs Committee or to the full Council (as appropriate) and (usually within eight weeks) you will be notified in 
writing of the outcome of the review of your original complaint. 

 
Contacts 

1. The Parish Council Manager of Lapley, Stretton & Wheaton Aston Parish Council: 
Address:  Lapley, Stretton & Wheaton Aston Parish Council, FF028, The Business Hub, 

Wolverhampton Road, Codsall, WV8 1PX 
Telephone: 01902 327091/  07495 789051 
Email: office@wheatonastonparishcouncil.gov.uk 

 
 

2. The Chairman of Lapley, Stretton & Wheaton Aston Parish Council: 
 Email:w.millington@wheatonastonparishcouncil.gov.uk 

 
3. The Monitoring Officer for Lapley, Stretton & Wheaton Aston Parish Council: 

 
Address:  South Staffordshire Council, Wolverhampton Road, Codsall, WV8 1PE 
Telephone: 01902 696000 
Email: l.fowkes@sstaffs.gov.uk 
 
 

Adopted: 2nd February 2012 
 
Reviewed: 7th April 2016, May 2017, May 2018, September 2019, May 2020, May 2021, July 2022, May 18th 2023, 
23rd May 2024, 22nd May 2025 
Next Review: May 2026 

 

MEMBER ABSENCE AND APOLOGIES POLICY  

  

 

 

Adopted date:  May 2024  

Review date : May 2025 

Next Review: May 2026  
 

INTRODUCTION  

1.1 Councillors are elected to represent the interest of the whole of the parish of Lapley, Stretton and 
Wheaton Aston and those of their ward. In order to fulfil this role, it is expected that all councillors will make a 
full contribution to the work of the Council throughout their term of office.  

mailto:office@wheatonastonparishcouncil.gov.uk
mailto:w.millington@wheatonastonparishcouncil.gov.uk
mailto:l.fowkes@sstaffs.gov.uk
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1.2  This will include:  
  

• attendance at meetings of the Council  

• attendance at meetings of committees and working parties to which they may be appointed  

• responding to correspondence from officers on Council matters  

  

1.3 All councillors will hopefully have satisfied themselves before standing for election/co-option that they are 

able to commit the necessary time to fulfilling this important and rewarding role within the community. Any 

councillor who, whether through change of circumstances or otherwise, finds they are no longer able to give 
sufficient time to the role should in the first instance consult the Parish Clerk to discuss what further support, 

or options may be available but may ultimately have to consider whether, in the interests of their electorate, 

it is appropriate for them to continue as a councillor.  

1.4 Elected/co-opted Members are expected to attend meetings that they have been assigned as part of their 

role. However, there will be occasions when they are unable to attend for a variety of reasons. To ensure 
that the record is accurate this policy sets out the procedure the Council will follow for Member’s absence 

from Council meetings and submission of apologies.  

  

NON-ATTENDANCE AT MEETINGS  

2.1      Being a councillor is about much more than just attending meetings; the role as a community leader is 
equally important but it is at meetings of the Council and its committees where issues are debated, and 
formal decisions are made.  

  

2.2     Councillors should make effort to attend all meetings of which they are a member but where this is not 
possible they should submit their apologies to the Parish Clerk in advance of the meeting and by  3pm on 
the day of the meeting. A Councillor who is absent from all meetings of the Council and any committees 
of which they are a member for a period of six months automatically ceases to be a member of the 
Council unless they have been given leave of absence by the Council before the expiry of that six-month 
period – s.85 (1) Local Government Act 1972  

  

2.3       Whilst the Parish  Clerk will make every effort to monitor attendance and forewarn any councillors who may 
be nearing the expiry of the six-month period, the responsibility for ensuring that they comply with the 
requirements of s.85 is that of the individual councillor.  

  

2.4  There are some specific points and exceptions to note:  
  

a. s.85 relates to meetings of Council, committees and sub-committees. It does not apply to working 
parties or task or policy groups and so attendance at those meetings is not sufficient for the 

purposes of the s.85. Neither does attendance as an observer at a meeting of a committee of which 

the councillor is not a member count, even if invited to speak by the Chairperson.  

  

b. Absence due to service in HM Forces (including Territorial or reserve duties) will normally be 

disregarded for the purposes of s.85.1  

  

LEGISLATION  

3.1     Section 85. of the Local Government Act 1972 states; “… if a member of a local authority fails 
throughout a period of six consecutive months from the date of his last attendance to attend any 
meeting of the authority, he shall, unless the failure was due to some reason approved by the 
authority before the expiry of that period, cease to be a member of the authority.”  

 
1 Local Government Act 1972, s.85(3)  
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3.2       If a councillor is unable to attend a meeting of full council or a committee or sub-committee that they are a 
member they are required to give notice of this to the Parish Clerk. If a Councillor is not present at a 
meeting that they have been summoned to attend, their absence will be confirmed in the minutes of the 
meeting.  

  

3.3      Where a council is considering reason for absence, some reason of explanation must be known to it and this 
must be approved by affirmative resolution at the earliest possible moment before the end of the six 
months.2 If at that moment the council fails to consider the question, the office falls vacant without further 
ado, and the vacancy must be declared and filled in the proper manner.  

3.4  There is nothing to prevent a local council from approving a reason for absence in advance.  
  

3.5       The Council should resolve on the approval of absence, the receiving and noting of apologies is not Council 
approval of absence.  

   

PROCEDURE FOR MEMBER ABSENCE AND APOLOGIES  
  

4.1      The name of members present at the meeting will be recorded3 and this record will form part of the 
minutes of each meeting. The name of members absent will be recorded and will form part of the 
minutes.  

  

4.2       If a Member cannot attend an upcoming meeting they must send their apologies to the Parish Clerk with a 
supporting reason by 3pm on the day of the meeting. These apologies will be reported to the meeting and 
recorded in the minutes. Apologies must not be passed to the meeting via another Councillor.  

  

4.3  A councillor can request formal approval for a period of leave of absence;  
  

4.3.1 Any councillor whose absence from meetings is likely to extend to six months or more should request 
a leave of absence by writing to the Parish Clerk stating:  

  

a. the reasons for the absence  

b. the anticipated period of absence  

c. whether the councillor will be available to continue performing any Council functions during this 

period e.g. continuing to deal with ward matters by telephone or email  

d. Requests will normally be considered by full Council and should therefore be made in sufficient 

time, having regard to the programme of meetings, to allow this to happen before the period of 

six months expires.  

  

4.4  Granting leave of absence;  

 4.4.1  Each request for a leave of absence will be considered on its own merits having regard to:  
  

a. the reasons for the proposed absence, from future meetings, and the extent to which this is 

unavoidable;  

b. the duration of the proposed absence;  

c. the extent to which the member will be able to continue carrying out any functions of a 
councillor notwithstanding their absence from meetings;  

d. the suitability of any alternative arrangements that are proposed for ensuring that a 

Councillor’s duties continue to be fulfilled (e.g. representation on an outside body)  

 
2 Arnold Baker on Local Council Administration Ed. 11 Sc 7.15  
3 Local Government Act 1972, Sch 12, para 40  
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4.4.2 Requests for leave of absence will normally be granted in cases of:  

a. serious illness for periods up to 12 months in total  

b. maternal/paternal/adoptive/parental (for the equivalent period during which an employee 

of the Council would normally be entitled to leave)  

  

 4.4.3  A leave of absence may be granted for such period as the Council thinks is reasonable in  
all the circumstances. Once that leave of absence expires, the clock re-starts so far as s.85 
is concerned and the councillor has a further six months in which to attend a meeting (or 
seek a further leave of absence).  

 
This Scheme of Delegation authorises the Proper Officer and Responsible Financial Officer (which may be one and 
the same person) to act with delegated authority  

 
1. Responsible Financial Officer Duties & Powers 

 
The Clerk shall be the Responsible Financial Officer to the Council and shall be responsible for the Council’s 
accounting procedures, in accordance with the Accounts and Audit Regulations in force at any given time. 

 
2. Proper Officer Duties & Powers 
 
2.1 The Clerk shall be the Proper Officer of the Council and as such is specifically authorised to: 
 

2.1.1 Receive declarations of acceptance of office; 
2.1.2 Receive and record notices disclosing interests at meetings; 
2.1.3 Receive and retain plans and documents; 
2.1.4 Sign notices, agreements, licences or other documents on behalf of the Council; 
2.1.5 Receive copies of By-laws made by another local authority; 
2.1.6 Certify copies of By-laws made by the Council; 
2.1.7 Sign and issue summonses to attend meetings of the Council. 
2.1.8 Keep proper records for all Council Meeting 
2.1.9 Notify the Returning Officer of any casual vacancies and liaise with him/her regarding the conduct 

of elections 
 

2.2 In addition, the Clerk has the delegated authority to undertake the following matters on behalf of the 
Council: 
 
2.2.1  The day to day administration of services, together with routine inspection and control. 
2.2.2 Authorisation of routine expenditure within the agreed budgets. Agreed budgeted expenditure up 

to £500 Parish Clerk only, up to £5000 in conjunction with the Chairman 
2.2.3 Arrange and administrate the Christmas Lights Event including incurring costs within the budget 

and report back to full Council 
2.2.4 Emergency or necessary expenditure up to £500 outside of the agreed budget (see 3.1 - Urgent 

matters below). 
2.2.5 Dealing with all press and public relations on behalf of the Council in consultation with the 

Chairman or Vice-Chairman.  
2.2.6 Liaise with appropriate bodies on clear uncontentious matters of concern raised by members of the 

public or Councillors without first putting it on a Council agenda. 
   2.2.7 Regularly produce a parish  newsletter and Annual Report in consultation with the Chairman. 
2.2.8 Make decisions as to whether items are appropriate for inclusion in the website and/or social 

media channels. 
2.2.9 Respond to planning applications following a comment submitted by the Chairman in consultation 

with members 
2.2.10  To view and control CCTV 
2.2.11  Approve employee holidays and working hours after consultation with the Chairman 
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2.2.12  Prepare and research items/topics and present to Council to improve Council services and 
functions  

2.2.13  Delegate to the Assistant Clerk and, where appropriate i.e information requirements 
2.2.14 The Clerk is to receive employee timesheets and submit the Clerk timesheet periodically to the 

Chairman. 
2.2.15 The Council supports agile working (in particular for employees with a medical need) The Clerk is 

permitted to work from home and in the office flexibly accounting for hours on a timesheet  
 

2.3. Delegated actions of the Clerk shall be in accordance with Standing Orders, Financial Regulations and this 
Scheme of Delegation and with directions given by the Council from time to time. 

 
3 Urgent Matters  
 
3.1 In the event of any matter arising which requires an urgent decision notwithstanding delegated powers 

granted by paragraph 2.2 above, the Clerk shall forthwith consult with the Chairman and/or Vice-Chairman 
and those Members so consulted together with the Clerk shall have delegated power to act on behalf of the 
Council in respect of the particular matter then under consideration.  

 
3.2 Before exercising the delegated powers granted by paragraph 3.1 above, those Members consulted shall 

consider whether the matter is of sufficient interest to justify recommending to the Chairman that an 
Extraordinary Meeting of the Council should be called.  

 

3.3 Whenever any action is taken under this Standing Order, full details of the circumstances justifying the 
urgency and of the action taken shall be submitted in writing to the next available meeting of the Council.  

3.4 With respect to the Coronavirus Pandemic of 2020 and Infectious Disease Policy has been implemented 
which further delegates powers. These additional powers exist only during the activation of the Highly 
Infectious Disease policy  

 
 
Implemented:4th July 2019  
Reviewed: 18th May 2023 
Reviewed 23rd May 2024 
Reviewed 22nd May 2025 
Next review: May 2026 
 
Fixed assets list 

Asset Ref. Description Location Purchased Purchase  Cost
 Current Yr Start Insurance Previous 
  date Value
 Value  Value  Renewal  

001. Office Contents 

27 27 Ergo Posture Chair - Grey Parish OfficeOffice Furniture OnLine22/11/2018
 £165.00 £165.00 £165.00 £0.00 

33 33 hp elitebook 745  ICTechnoligy Telford12/03/2020 £225.00
 £225.00 £225.00 £225.00 
 G2AMDA10PRO for a/c use 

37 37 head set for meetings plus  amazon 11/01/2021 £35.99
 £35.99 £35.99 £0.00 
 three year insurance 

40 40 Ricoh Photocopier - Hired Parish Office 01/05/2020
 £0.00 £0.00 £0.00 £0.00 
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42 42 HP Laptop 250GB G8 Office Manager IC Technology LTD 08/11/2021
 £530.80 £530.80 £530.80 £530.80 

43 43 View Sonic 24" Monitor Parish Office IC Technology 08/11/2021 £117.77
 £117.77 £117.77 £147.32 

44 44 Fellows 70s Shredder Parish Office ESPO 10/11/2021 £157.00
 £157.00 £157.00 £188.40 

49 iphone se 24 month contract  clerk phone  EE 10/02/2023
 £439.00 £439.00 £439.00 
 started  feb 23 office/home 

51 51 dell docking station office Cloudy IT group 26/04/2023 £225.00
 £225.00 £225.00 

52 52 dell laptop office cloudy it group 26/04/2023 £725.00
 £725.00 £725.00 

53 53 dellmonitor office cloudy it group 26/04/2023 £130.00
 £130.00 £130.00 

 Total Values £2,750.56
 £2,750.56 £2,750.56 £1,091.52 

002. General Contents 

12 12 Chairman's Chain, Badge of  Parish CouncilThomas Fattorini Ltd.30/03/2006
 £2,720.62 £2,720.62 £2,720.62 £2,529.80 
 Office & Case 

47 11 X SAMSUNG GALAXY  10/06/2020 £2,365.00
 £2,365.00 £2,365.00 
 TABLETS 10" FOR  
 COUNCILLOR USE 

 Total Values £5,085.62
 £5,085.62 £5,085.62 £2,529.80 

003. Street Furniture 

26/03/25    10:04 AM Vs: 9.06.01 Lapley Stretton & Wheaton Aston Parish Council Page 1 
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Asset Ref. Description Location Purchased Purchase  Cost
 Current Yr Start Insurance Previous 
  date Value
 Value  Value  Renewal  

22 22 Lapley Telephone Kiosk Lapley Green BT 16/11/2015 £1.00
 £1.00 £1.00 £2,000.00 

24 24 2 x Bus Shelters Shelutions 21/01/2018 £7,115.00
 £7,115.00 £7,115.00 £7,115.00 

28 28 Lapley Noticeboard & Posts Lapley Green Greenbarnes Ltd 15/03/2017
 £771.25 £771.25 £771.25 £0.00 

29 29 Stretton Noticeboard Stretton Greenbarnes 12/08/2019 £837.64
 £837.64 £837.64 £837.64 

30 30 War Horse Seat Lapley Green David Ogilvie  19/11/2019 £923.00
 £923.00 £923.00 £0.00 
 Engineering 

35 35 6 x defib boxes to house  AED Donate 11/01/2020 £5,331.00
 £5,331.00 £5,331.00 £0.00 
 defib throughout the parish 

38 38 Black memorial benches Stretton &  Ogilvie 01/10/2020
 £1,991.00 £1,991.00 £1,991.00 £0.00 
 Wheaton Aston 

48 Mapboard mapboard of walks on WA  WA village greenShelley signs invoice 28/09/2022
 £1,240.00 £1,240.00 £1,240.00 £1,240.00 
 green 25579 

50 solar powred defib case at  01/02/2023 £1,782.00
 £1,782.00 £1,782.00 
 Marston Rd 

54 Badgers end breathing  10/11/2023 £1,192.00
 £1,192.00 £1,192.00 
 space bench 

55 coronation bench at sunny  10/11/2023 £1,695.00
 £1,695.00 £1,695.00 
 bank 

56 ailsa bench (for T Nobleet) at  10/11/2023 £914.00
 £914.00 £914.00 
 Marston Field 

57 Butterfly & Bee Bench Seat Stretton David Ogilvie  25/11/2024
 £1,478.00 £1,478.00 
 Engineering 

58 D-Day Bench Seat Lapley David Ogilvie  25/11/2024 £1,695.00 £1,695.00 
 Engineering 

 Total Values £26,965.89
 £26,965.89 £23,792.89
 £11,192.64 

004. Gates & Fences 

26 26 Kissing Gates & Fencing  Marston FieldSenwod Contracting Ltd26/10/2018
 £4,800.00 £4,800.00 £4,800.00 £0.00 
 Marston Field 
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32 32 School end Marston Field  Senwod Contractors28/02/2020 £1,165.00
 £1,165.00 £1,165.00 £1,165.00 
 galavnised fence and gate 

26/03/25    10:04 AM Vs: 9.06.01 Lapley Stretton & Wheaton Aston Parish Council Page 2 
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Asset Ref. Description Location Purchased Purchase  Cost
 Current Yr Start Insurance Previous 
  date Value
 Value  Value  Renewal  

 Total Values £5,965.00
 £5,965.00 £5,965.00 £1,165.00 

005. War Memorials 

23 23 Wheaton Aston War Memorial intalled at  Parish Action Group 05/11/2015
 £1.00 £1.00 £1.00 £8,969.10 01/09/18 
 Wheaton Aston  
 Village Green 

 Total Values £1.00
 £1.00 £1.00 £8,969.10 

006. Playground Equipment 

13 13 Youth Shelter Marston Road  Rekk Ltd. 26/04/2007
 £1.00 £1.00 £1.00 £13,799.00 
 Field, Wheaton  
 Aston 

14 14 Play Equipment at Primrose  Primrose Bank Wicksteed Leisure Ltd.12/06/2007
 £34,504.00 £34,504.00 £34,504.00 £34,504.00 
 Bank Play Area (old) Play Area 

18 18 Skatepark, Marston Rd Field, Marston Road  Rampmental 01/01/2000
 £1.00 £1.00 £1.00 £36,425.00 
  Wheaton Aston Field, Wheaton  
 Aston 

19 19 Play Equipment at Marston  Marston Rd Childrens Playground 01/01/2000
 £1.00 £1.00 £1.00 £33,500.00 
 Rd Field, Wheaton Aston Field, Wheaton  Limited 
 Aston 

20 20 Broadholes Lane nature  Broadholes  WAPSWG 12/11/2012
 £1.00 £1.00 £1.00 £33,182.93 
 space furniture Lane play area 

25 25 Hong Kong Unit, Gravity  Primrose Play  06/02/2018
 £15,379.68 £15,379.68 £15,379.68 £15,379.68 
 Rider City Trail Area 

 Total Values £49,887.68
 £49,887.68 £49,887.68
 £166,790.61 

007. CCTV/SIDS 

31 31 CCTV Marston Field SGS Systems 20/12/2019 £4,208.44
 £4,208.44 £4,208.44 £0.00 

39 39 SIDon Ivetsy Road Ivetsey Road Morelock 01/09/2020 £2,963.00
 £2,963.00 £2,963.00 £0.00 

41 41 Additional CCTV Camera Marston Field SGS 01/11/2020
 £658.38 £658.38 £658.38 £0.00 

45 SID LAPLEY RD AND  20/10/2021 £3,394.00
 £3,394.00 £3,394.00 
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 SOLAR PANEL 
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Asset Ref. Description Location Purchased Purchase  Cost
 Current Yr Start Insurance Previous 
  date Value
 Value  Value  Renewal  

46 STRETTON SID 20/10/2021 £2,695.00
 £2,695.00 £2,695.00 

 Total Values £13,918.82
 £13,918.82 £13,918.82 £0.00 

009. Land & Buildings 

1 1 Car Park, Hawthorne Road,  Hawthorne Peter Egan Boynton 10/06/1985
 £14,500.00 £14,500.00 £14,500.00 £0.00 
 Wheaton Aston Road, Wheaton  
 Aston 

2 2 Land at Lapley Green, Lapely North-east side  Mr. Preece 18/06/1991
 £1,000.00 £1,000.00 £1,000.00 £0.00 
 of Park House  
 Lane 

3 3 Land at Marston Road,  Marston Road,  Edward Reynolds  29/01/1992
 £17,600.00 £17,600.00 £17,600.00 £0.00 
 Wheaton Aston Wheaton Aston Kendrick & Max &  
 Cynthia Zafosnik 

4 4 Land at Lapley Road,  Land south of  Robert James Foxall &  03/05/2001
 £2,000.00 £2,000.00 £2,000.00 £0.00 
 Wheaton Aston (Leeke way) Lapley Road,  Richard Javan Anthony  
 Wheaton Aston Fixall 

5 5 Land at Primrose Bank Play  North side of South Staffordshire  06/10/2000
 £1.00 £1.00 £1.00 £0.00 
 Area Primrose  Council 
 Close, Wheaton 
  Aston 

6 6 Land at Badgers End,  Land on the  South Staffordshire 06/08/2002 £1.00
 £1.00 £1.00 £0.00 
 Wheaton Aston south side of  Housing Association  
 Broadholes Lane Limited 

36 36 Land at Broadholes Lane  Broadholes LaneGeorge W. Matthews 29/10/1982
 £5,400.00 £5,400.00 £5,400.00 £0.00 
 (part-owned, part-leased) Ltd. 

 Total Values £40,502.00
 £40,502.00 £40,502.00 £0.00 

 Grand Total £145,076.57
 £145,076.57 £141,903.57
 £191,738.67 

 + assets disposed during year £0.00 

 £141,903.57 
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Investment Policy 

 
 
 
Introduction  
HM Government has issued statutory guidance on local government investments, under section 15(1)(a) of the Local 
Government Act 2003. Under that section, local authorities including Parish Councils are required to ‘have regard’ to 
‘such guidance as the Secretary of State may issue’.  
 
The guidance states that for each financial year, a local authority should prepare at least one investment policy 
which should be approved by the full council and be made publicly available. The term ‘investment’ covers all 
financial assets of a local authority as well as other non-financial assets that the organisation holds primarily or 
partially to generate a profit.  
 
The guidance is effective for financial years commencing on or after 1st April 2018. It applies to Parish Councils whose 
investment surplus funds exceed or are expected to exceed £100,000 at any time during the financial year. Surplus 
funds are defined as funds not earmarked for specific projects or budgeted funds for planned expenditure.  
 
Key Principles of the Policy 
The Parish Council will have regard to the guidance as the Secretary of State has issued and may issue.  
 
The policy is based on two major principles of security (protecting the Parish Council’s funds from loss) and liquidity 
(ensuring funds are available when needed), plus a subsidiary principle of yield (where consistent with security and 
liquidity).  
 
Borrowing by the Parish Council is regulated by law. The Council is not allowed to borrow more than or in advance of 
its needs purely to profit from investment of borrowed funds.  

 

Investments Covered by the Guidance  

For the purposes of the guidance, Financial Investments are financial assets comprising Specified Investments and 
Non-Specified Investments.  
 
Specified Investments are denominated in sterling, provide a right of repayment within one year and are not 
classified as capital expenditure under HM Government regulations. They are made within bodies or schemes of high 
quality, which may include the UK Government, local authority or other Town/Parish Council.  
 
Non-Specified Investments do not satisfy the Specified Investment criteria; therefore, they generally carry greater 
risk. The Parish Council does not make Non-Specified Investments.  
 



                                               Page 51 of 58                                                __________ 

 

For the purposes of the guidance, Non-Financial Investments are non-financial assets held primarily or partially to 
generate a profit.  
 
The Parish Council considers that its non-financial assets do not qualify as investments because they are held solely 
for community and/or personal and/or operational reasons and not for any profit motive.  
 
This does not obviate the need for the Parish Council to ensure a) it achieves value for money when acquiring or 
otherwise taking on a non-financial asset and b) it monitors asset values to ensure adequate insurance cover is 
maintained. Non-financial assets are listed in the Parish Council’s asset register which supports insurance cover 
maintained by the Parish Council.  
 

Management of Parish Council Specified Investments  

The Parish Council’s Specified Investments comprise of cash balances held in accounts with one or more recognised 
financial institutions.  

The Parish Council maintain bank current accounts for making and receiving payments; the selected bank accounts 
need to meet the Parish Council’s agreed operational and pricing requirements.  

The Parish Council will hold one or more accounts for surplus funds.  

Accounts will be selected according to the principles of security, liquidity and yield.  

   Security 

The Parish Council will seek to protect surplus funds from loss by: 

• Opening accounts only with institutions of high quality, making reference to relevant sources of 
financial, economic and ratings information 

• Having regard to industry deposit protection schemes such as the Financial Services Compensation 
Scheme 

• Eliminating exchange risk by holding all balances in sterling 

• Making regular checks to ensure compliance with the relevant limits. 

Surplus funds are defined as those funds which have not been earmarked for specific projects or budgeted funds for 
planned expenditure.  

  Liquidity 

The Parish Council will seek to ensure sufficient funds are readily available to meet its expenditure commitments by 
holding surplus funds in accounts: 

• From which transfers can easily be made to the Parish Council’s current accounts (e.g. via online banking) 

• Which require no more than 95 days’ notice to withdraw funds 

• Regular checks will be made to identify forthcoming payment requirements and to endure appropriate 
funds are available.  

Yield  

When deciding to hold surplus funds, the Parish Council will consider what yields are available. It will seek to maximise 
yield as long as prudential objectives of security and liquidity are met.  

Capacity, Skills and Culture 

The Parish Council commits to ensuring that members and staff involved in decisions relating to and management of 
investments have the relevant capacity, skills and information to make informed decisions as to whether to enter into 
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a specific investment, to evaluate individual investments in the context of strategic objectives and to understand the 
impact of decisions on the overall risk exposure of the Parish Council.  

The Parish Council will meet its commitment by providing training, using external advisers and reporting and 
communicating through appropriate communication channels.  

Transparency and Democratic Accountability  

This Investment Policy shall be reviewed each year and presented for approval to Full Council.  

Proposals for any material changes during the year will be presented to Full Council for approval.  

 

LSWA PC does not currently exceed the £100k threshold  

 

Approved and adopted : May 2024 

Reviewed May 2025 

Next review: May 2026 

Parish Maintenance &  Forward Planning Working Group 
Terms of Reference 

1. The membership of the working group shall be determined by the council. 

2. The membership may include members of the public at the discretion of the council. 

3. The chairman of the working group shall be elected by the members of the working group at its first 

meeting after 1st May. 

4. The Vice-Chairman of the working group shall be elected by the members of the working group at its 

first meeting after 1st May. 

5. Three members of the working group are required for a quorum. 

6. Working group meetings are not open to the public. 

7. Working group members must be given three clear days’ notice of the time and place of a working 

group meeting.  This may be post, telephone or email. 

8. The number, time, date and venue for the working group meetings shall be determined by the Clerk 

or any person acting on their behalf. 

9. The purpose and remit of the working group is to: 

a) Consider the schedule of the council’s annual grounds maintenance contract. 

b) Monitor and review the grounds maintenance contractor’s performance. 

c) Consider maintenance requirements of public footpaths & rights of way. 

d) Review RoSPA reports of the council’s play areas. 

e) Consider signage within the parish, 

f) Consider any other maintenance issues not covered by the above. 

10. The working group does not have delegated powers to make decisions on behalf of the council nor 

should exceed its purpose and remit (above).  

11. The working group shall provide a report of each meeting to the council.  The report shall contain 

recommendations for approval by the council. 

Terms of Reference – HR and Health and Safety (HRHS)Committee  
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Membership of the Committee  

a) Membership of the committee will be as decided at the Annual meeting of the Parish Council each year, 

subject to the proviso that the chairman and vice-chairman of the Parish Council shall, in any event, be ex 

officio members.  

b) Any changes in the membership of the committee after the Annual Parish Council meeting shall be subject to 

approval at the next Full Council meeting.  

c) The quorum of the committee shall behalf of its members or three whichever is the greater.  

Chairman  

a) The chairman of the committee will be elected by the committee at its first meeting after the Annual 
meeting of the Parish Council.  

Conduct of Meetings  

a) All meetings of the committee will be convened following the Parish Council’s standing orders.  

b) Meetings will be minuted by the Clerk to the Council, another member of staff or a member of the 

committee.  

  

Powers of the committee  

The committee shall be empowered to:  

a) Review and update policies relevant to the purpose of the committee and ensuring they are observed by the 

Council  

b) Oversee the human resources administration of the Council   

c) Maintain training logs   

d) Monitor employee performance against budgets and taking any necessary action  

e) Appoint sub-committees to undertake any specific project work as necessary   

f) To recruit, retain and develop staff to undertake the work of the council  

g) To determine the pay and conditions of employment of the staff and to review and update these as 

necessary to comply with the law and with good practice  

h) To determine the staffing levels necessary to efficiently discharge the work required by the council and to 

review the workloads periodically  

i) To ensure the Health and Safety of staff employed by providing appropriate working spaces, tools and 
equipment and to train staff as necessary to safeguard their health & safety at work  

j) To undertake reviews of working practices and procedures of the Council as a whole when so requested and 

to make recommendations to Full Council.  

    

Terms of Reference  - HRHS  Committee – April  2023                                  

 
Christmas Working Group 

Terms of Reference 
 
 
The Christmas Working Party has been established to formulate proposals and make recommendations for 
Christmas celebrations in the parish. Working parties cannot make decisions on behalf of the Parish Council, and any 
recommendations made by working parties will be subject to approval by the full council or suitably authorised 
committees or members of staff. 

 
12. The membership of the working group shall be determined by the council. 

13. The membership may include members of the public at the discretion of the council. 
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14. The chairman of the working group shall be elected by the members of the working group at its first 

meeting after 1st May. 

15. The Vice-Chairman of the working group shall be elected by the members of the working group at its 

first meeting after 1st May. 

16. Three members of the working group are required for a quorum. 

17. Working group meetings are not open to the public. 

18. Working group members must be given three clear days’ notice of the time and place of a working 

group meeting.  This may be post, telephone or email. 

19. The number, time, date and venue for the working group meetings shall be determined by .the Clerk 

or person calling the meeting in their place. 

20. The purpose and remit of the working group is to: 

• Formulate and submit recommendations for the Christmas celebrations in the parish  

including the village Christmas tree and decorations 

• Invite tenders based on councils requirements 

• Organise entertainment for the event 

21.            The working group does not have delegated powers to make decisions   

            on behalf of the council nor should exceed its purpose and remit 
           (above).  
22. The working group shall provide a verbal report of each meeting to the council.  The report shall 

contain recommendations for approval by the council.  

Marston Field Redevelopment  Working Group 
Terms of Reference 

23. The membership of the working group shall be determined by the council. 

24. The membership may include members of the public at the discretion of the council. 

25. The chairman of the working group shall be elected by the members of the working group at its first 

meeting after 1st May. 

26. The Vice-Chairman of the working group shall be elected by the members of the working group at its 

first meeting after 1st May. 

27. Three members of the working group are required for a quorum. 

28. Working group meetings are not open to the public. 

29. Working group members must be given three clear days’ notice of the time and place of a working 

group meeting.  This may be post, telephone or email. 

30. The number, time, date and venue for the working group meetings shall be determined by   

31. The purpose and remit of the working group is to: 

g) Consider the implementation of the redevelopment of Marston field 

h) Consult with residents about items required  

i) Consult with play area providers for plans 

j) Make a recommendations to full council  

k) Consider stages of work required and costs 

l) Consider funding options and make applications  

m) Consider tender process and scope  

n) Consider any received quotes for work  

          10       The working group does not have delegated powers to make decisions                         
                      on behalf of the council nor should exceed its purpose and remit 

           (above).  
32. The working group shall provide a verbal report of each meeting to the council.  The report shall 

contain recommendations for approval by the council. 

Finance Working Group 
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Terms of Reference 
33. The membership of the working group shall be determined by the council. 

34. The membership may include members of the public at the discretion of the council. 

35. The chairman of the working group shall be elected by the members of the working group at its first 

meeting after 1st May. 

36. The Vice-Chairman of the working group shall be elected by the members of the working group at its 

first meeting after 1st May. 

37. Three members of the working group are required for a quorum. 

38. Working group meetings are not open to the public. 

39. Working group members must be given three clear days’ notice of the time and place of a working 

group meeting.  This may be post, telephone or email. 

40. The number, time, date and venue for the working group meetings shall be determined by .the Clerk 

or person calling the meeting in their place. 

41. The purpose and remit of the working group is to: 

o) Consider financial aspects and implications for the parish council 

p) To ensure that all procedures are correctly followed 

q) To ensure that the councils finances are in good order  

r) To plan for future  projects and allocate funds accordingly  

s) To aid with setting the budget and precept each November  

42.            The working group does not have delegated powers to make decisions   

            on behalf of the council nor should exceed its purpose and remit 
           (above).  
43. The working group shall provide a verbal report of each meeting to the council.  The report shall 

contain recommendations for approval by the council. 

Lapley Green Working Group 
Terms of Reference 

44. The membership of the working group shall be determined by the council. 

45. The membership may include members of the public at the discretion of the council. 

46. The chairman of the working group shall be elected by the members of the working group at its first 

meeting after 1st May. 

47. The Vice-Chairman of the working group shall be elected by the members of the working group at its 

first meeting after 1st May. 

48. Three members of the working group are required for a quorum. 

49. Working group meetings are not open to the public. 

50. Working group members must be given three clear days’ notice of the time and place of a working 

group meeting.  This may be post, telephone or email. 

51. The number, time, date and venue for the working group meetings shall be determined by the clerk 

or person acting on their behalf  

52. The purpose and remit of the working group is to: 

t) Consider the improvement of Lapley Green 

u) Complete the process of applying for Village Green status 

v) Draft the scheme of management for the village green status 

          10       The working group does not have delegated powers to make decisions   
            on behalf of the council nor should exceed its purpose and remit 
           (above).  
53. The working group shall provide a report of each meeting to the council.  The report shall contain 

recommendations for approval by the council. 

Planning  Working Group 
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Terms of Reference 
54. The membership of the working group shall be determined by the council. 

55. The membership may include members of the public at the discretion of the council. 

56. The chairman of the working group shall be elected by the members of the working group at its first 

meeting after 1st May. 

57. The Vice-Chairman of the working group shall be elected by the members of the working group at its 

first meeting after 1st May. 

58. Three members of the working group are required for a quorum. 

59. Working group meetings are not open to the public. 

60. Working group members must be given three clear days’ notice of the time and place of a working 

group meeting.  This may be post, telephone or email. 

61. The number, time, date and venue for the working group meetings shall be determined by the clerk 

or persons on their behalf. Best practise would be to meet prior to each full council meeting where 

there are planning matters to consider. . 

62. The purpose and remit of the working group is to: 

Consider all planning applications  and matters within the parish 
w) Consider planning applications. The working group does not have delegated powers to 

make decisions on behalf of the council nor should exceed its purpose and remit (above).  

x) In the case of insufficient time to return a comment, the clerk is able to submit a comment 

on behalf of the council using delegated powers. Details will be sent to all members to view 

and the comment is to be returned to the clerk via the planning chair 

63. The working group shall provide a verbal report of each meeting to the council.  The report shall 

contain recommendations for approval by the council. 

64. To working group will consider the parish councils planning policy in all decisions  

Traffic Management  Working Group 
Terms of Reference 

65. The membership of the working group shall be determined by the council. 

66. The membership may include members of the public at the discretion of the council. 

67. The chairman of the working group shall be elected by the members of the working group at its first 

meeting after 1st May. 

68. The Vice-Chairman of the working group shall be elected by the members of the working group at its 

first meeting after 1st May. 

69. Three members of the working group are required for a quorum. 

70. Working group meetings are not open to the public. 

71. Working group members must be given three clear days’ notice of the time and place of a working 

group meeting.  This may be post, telephone or email. 

72. The number, time, date and venue for the working group meetings shall be determined by the 

working group itself. 

73. The purpose and remit of the working group is to: 

• To provide resolutions to any traffic/ road Management issues’ raised within the Parish  

• Make recommendations to the council concerning issues raised with in the Parish regarding road and traffic. 
This may include committing expenditure and engaging with other agencies to resolve the issues and 
furthering relationships with associated bodies  

• To recommend to the Parish Council appropriate budget provisions for the current and coming financial years 
for items within the  remit.  

• To approve or comment upon actions taken and reported by the Parish Clerk on such matters.  

• To consider all aspects of road safety in order to meet the purpose of this committee’s function. 

• Make recommendations to  apply for and receive donations from other parties, such as Staffordshire County 
Council. Staffordshire Police and South Staffordshire Council, and equipment or funds to progress the project. 
These items must be reported to Full Council 
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• Liaise with relevant associated bodies on the maintenance to be carried out outside of the Council  
          10       The working group does not have delegated powers to make decisions   
 
 

 
Terms of Reference - Allotment Committee  

 
The objective of the Committee is to assist the Parish Council in overseeing the proper management and maintenance 
of the allotment site.  It needs to ensure that the terms of its Tenancy Agreement is up to date, as well as adhered to.  
This will include annual inspections, plot development and policy disputes as and when required. 

 
Membership of the Committee  

• Members of the committee will be appointed at the Annual Meeting of the Parish Council each year.  
Membership will be 6 members. This is subject to the proviso that the Chairman and Vice-Chairman of the 
Parish Council shall be ex officio members, plus 4 other Parish Council members. In addition, a maximum of 4 
residents may join the committee. 

• Any changes in membership of the committee after the Annual Meeting of the Parish Council shall be subject 
to approval at the next Full Council meeting.  

• The quorum of the committee shall be half of its members or three whichever is the greater.  

 
Chairman  

• The Chairman of the committee will be elected at the Annual Meeting of the Parish Council each year. (as per 
standing order 4 vi) 

• In the event of the Chairman’s absence the members of the committee present will appoint a Chairman at the 
beginning of the meeting. 
 

• The Chairman of the Committee will report to Full Council on any matters which the Committee considers 
ought to be brought to the attention of the Council. 

 

Frequency of Meetings  

• The Committee shall meet at least every three months or at shorter intervals as required (except August). 

• Date and time of the meeting to be agreed by the committee. 

 
 Minutes of Meetings  

• All meetings of the committee will be convened in accordance with the Parish Council’s standing orders.  

• The Clerk shall minute the proceedings and resolutions of all meetings of the Committee 

• Draft minutes of Committee meetings shall form part of the monthly Full Council meeting for information. 

• Draft minutes shall be considered and approved at the next Allotment committee meeting. 
 

 
Powers of the Committee  

The committee shall be empowered to:  

• Delegated spending powers are issued to the Allotment Committee for maintenance up to the limit of £1000 

• Monitor the allotment site for safe usage  
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• Recommend to Full Council annual rent charges 

• Recommend ‘rules of conduct’ at the allotment site for approval by Full Council  

• Promote facilities of the allotments and encourage its use for the benefit of the community. 

• Manage, with the clerk, allocation of allotment plots 

• Carry out formal risk assessments, in conjunction with the clerk 
 
 

Review 

These Terms of Reference are be reviewed annually 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


