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Standing Orders 

1. Rules of debate at meetings

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

order is changed at the discretion of the chairman 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 

chairman of the meeting as withdrawn. 

d If a motion (including an amendment) has been seconded, it may be withdrawn by the 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

substantive motion upon which further amendment(s) may be moved. 

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

amendments shall be moved in the order directed by the chairman. 

h Subject to standing order 1(i) below, only one amendment shall be moved and 

debated at a time, the order of which shall be directed by the chairman of the meeting. 

i One or more amendments may be discussed together if the chairman of the meeting 

considers this expedient but each amendment shall be voted upon separately. 

j 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;
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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 requirements.

k Before an original or substantive motion is put to the vote, the chairman of the meeting 

shall be satisfied that the motion has been sufficiently debated. 

2. 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 chairman of the meeting 

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

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

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

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

shall be put to the vote without discussion. 

c If a resolution made under standing order 2(b) above is ignored, the chairman 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. 

3. 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 
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
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) above shall not exceed 20 minutes unless directed by 

the chairman of the meeting. 

 
g Subject to standing order 3(f) above, a member of the public shall not speak for 

more than 5 minutes. 

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

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

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

 
i A person who speaks at a meeting shall direct his comments to the chairman of 

the meeting. 

 
j Only one person is permitted to speak at a time. If more than one person wants 

to speak, the chairman of the meeting shall direct the order of speaking. 


k 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. 


l Subject to standing orders which indicate otherwise, anything authorised or 

required to be done by, to or before the Chairman of the Council may in his 

absence be done by, to or before the Vice-Chairman of the Council (if any). 


m The Chairman, if present, shall preside at a meeting. If the Chairman is absent 

from a meeting, the Vice-Chairman, if present, shall preside. If both the 

Chairman and the Vice-Chairman are absent from a meeting, a councillor as 

chosen by the councillors present at the meeting shall preside at the meeting. 


n Subject to a meeting being quorate, all questions at a meeting shall be decided 

by a majority of the councillors or councillors with voting rights present and 

voting. 


o The chairman of a meeting may give an original vote on any matter put to the 

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

whether or not he gave an original vote. 

See standing orders 5(i) and (j) below for the different rules that apply in the 

election of the Chairman of the Council at the annual meeting of the council. 
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 p 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 his vote 

for or against that question. Such a request shall be made before moving on to 

the next item of business on the agenda. 

 
q The minutes of a meeting shall include an accurate record of the following: 

i. the time and place of the meeting; 

ii. the names of councillors present; 

iii. interests that have been declared by councillors and non-councillors with 

voting rights; 

iv. whether a councillor or non-councillor with voting rights left the meeting 

when matters that they held interests in were being considered; 

v. if there was a public participation session; and 

vi. the resolutions made. 


r A councillor or a non-councillor with voting rights who has a disclosable 

pecuniary interest or another interest as set out in the council’s code of conduct 

in a matter being considered at a meeting is subject to statutory limitations or 

restrictions under the code on his right to participate and vote on that matter. 


s No business may be transacted at a meeting unless at least one-third of the 

whole number of members of the council are present. In no case shall the 

quorum of a meeting be less than three. 

See standing order 4d(viii) below for the quorum of a committee or sub- 

committee meeting. 


t 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. 

4. 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; 
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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 full 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) above, appoint and determine the 

terms of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c) above, 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 two days before the meeting that 

they are unable to attend; 

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

chairman of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 

chairman 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 shall be no less than three; 

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

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

sub-committee and also the advance public notice requirements, if any, required 

for the meetings of a sub-committee; 

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

they are permitted to attend; and 

xii. may dissolve a committee. 

 

5. Ordinary council meetings 

a In an election year, the annual meeting of the council shall be held on or within 14 

days following the day on which the new councillors elected take office. 

 
b In a year which is not an election year, the annual meeting of a council shall be held on 

such day in May as the council may direct. 

 
c If no other time is fixed, the annual meeting of the council shall take place at 6.30pm. 

 
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 directs. 

 
e The first business conducted at the annual meeting of the council shall be the election 

of the Chairman and Vice-Chairman (if any) of the Council. 

 
f The Chairman of the Council, unless he has resigned or becomes disqualified, shall 

continue in office and preside at the annual meeting until his successor is elected at 

the next annual meeting of the council. 
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g The Vice-Chairman of the Council, if any, unless he resigns or becomes disqualified, 

shall hold office until immediately after the election of the Chairman of the Council at 

the next annual meeting of the council. 

 
h In an election year, if the current Chairman of the Council has not been re-elected as a 

member of the council, he shall preside at the meeting until a successor Chairman of 

the Council has been elected. The current Chairman of the Council 

shall not have an original vote in respect of the election of the new Chairman of the 

Council but must give a casting vote in the case of an equality of votes. 

i In an election year, if the current Chairman of the Council has been re-elected as a 

member of the council, he shall preside at the meeting until a new Chairman of the 

Council has been elected. He may exercise an original vote in respect of the election 

of the new Chairman of the Council and must give a casting vote in the case of an 

equality of votes. 

 
j Following the election of the Chairman of the Council and Vice-Chairman of the 

Council at the annual meeting of the council, the business of the annual meeting shall 

include: 

i. In an election year, delivery by the Chairman and Vice-Chairman 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 Chairman and Vice-Chairman of the Council of their acceptance of office 

forms unless the council resolves for this to be done at a later date; 

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

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

iv. Consideration of the recommendations made by a committee; 

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

other local authorities; 

vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

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

ix. Review and adoption of appropriate standing orders and financial regulations; 

x. Review of arrangements, including any charters and agency agreements, with 

other local authorities and review of contributions made to expenditure incurred 

by other local authorities; 

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 assets including buildings and office equipment; 

xiv. Confirmation of arrangements for insurance cover in respect of all insured risks; 

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

xvi. Review of the council’s complaints procedure; 
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xvii. Review of the council’s procedures for handling requests made under the 

Freedom of Information Act 2000 and the Data Protection Act 1998; 

xviii. Review of the council’s policy for dealing with the press/media; and 

xix. Determining the time and place of ordinary meetings of the full council up to and 

including the next annual meeting of full council. 

 

6. Extraordinary meetings of the council and 
committees and sub-committees 

a The Chairman of the Council may convene an extraordinary meeting of the council at 

any time. 

 
b If the Chairman of the Council does not or refuses to 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 must be signed 

by the two councillors. 

 
c The chairman 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 chairman of a committee or a sub-committee does not or refuses to call an 

extraordinary meeting within seven days of having been requested by to do so by two 

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

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

sub-committee. 

 

7. Previous resolutions 

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

which requires written notice by at least six councillors to be given to the Proper Officer 

in accordance with standing order 9 below, 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) above has been disposed of, 

no similar motion may be moved within a further six months. 

 

8. Voting on appointments 

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

council and none of those persons has received an absolute majority of votes in their 

favour, the name of the person having the least number of votes shall be struck off the 
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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 exerciseable 

by the chairman of the meeting. 

9. Motions for a meeting that require written 
notice to be given to the Proper Officer 

a A motion shall relate to the responsibilities of the meeting which it is tabled for 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 five 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) above, 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) above is not clear in meaning, the motion shall be rejected until the 

mover of the motion resubmits it in writing to the Proper Officer so that it can be 

understood at least two 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 chairman 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 Subject to standing order 9(e) above, 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 in a book for that purpose and numbered in the 

order that they are received. 

 
h Motions rejected shall be recorded in a book for that purpose with an explanation by 

the Proper Officer for their rejection. 

 

10. Motions at a meeting that do not require 
written notice 

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

Officer; 

i. dealing with routine business; 

ii. to move the approval or otherwise of recommendations of reports to Council; 
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iii. to correct an inaccuracy in the draft minutes of a meeting; 

iv. to move to a vote; 

v. to defer consideration of a motion; 

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

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

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

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

x. to require a written report; 

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

xii. to extend the time limits for speaking; 

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

sensitive information which is prejudicial to the public interest; 

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

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

xvi. to temporarily suspend the meeting; 

xvii. to suspend a particular standing order (unless it reflects mandatory statutory 

requirements); 

xviii. to adjourn the meeting; or 

xix. to close a meeting. 

11. Handling confidential or sensitive 

information 

a The agenda, papers that support the agenda and the minutes of a meeting shall not 

disclose or otherwise undermine confidential or sensitive information which for special 

reasons would not be in the public interest. 

 
b Councillors and staff shall not disclose confidential or sensitive information which for 

special reasons would not be in the public interest. 

12. Draft minutes 
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)(iii) above. 

 
c The accuracy of draft minutes, including any amendment(s) made to them, shall be 

confirmed by resolution and shall be signed by the chairman of the meeting and stand 

as an accurate record of the meeting to which the minutes relate. 
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d If the chairman of the meeting does not consider the minutes to be an accurate record 

of the meeting to which they relate, he shall sign the minutes and include a paragraph 

in the following terms or to the same effect: 

“The chairman of this meeting does not believe that the minutes of the 

meeting of the ( ) held on [date] in respect of ( ) were a correct record but 

his view was not upheld by the meeting and the minutes are confirmed as an 

accurate record of the proceedings.” 

 
e Upon 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. 

 

13. Code of conduct and dispensations 

See also standing order 3(s) above. 

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

adopted by the council. 

 
b All councillors shall undertake training in the code of conduct within six months of the 

delivery of their declaration of acceptance of office. 

 
c Unless he has been granted a dispensation, a councillor or non-councillor with voting 

rights shall withdraw from a meeting when it is considering a matter in which he has a 

disclosable pecuniary interest. He may return to the meeting after it has considered the 

matter in which he had the interest. 

 
d Unless he has been granted a dispensation, a councillor or non-councillor with voting 

rights shall withdraw from a meeting when it is considering a matter in which he has 

another interest if so required by the council’s code of conduct. He may return to the 

meeting after it has considered the matter in which he had the interest. 

 
e 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. 

 
f A decision as to whether to grant a dispensation shall be made by the Proper Officer 

and that decision is final. 

 
g 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; 
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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. 

 
h Subject to standing orders 13(d) and (f) above, dispensations requests 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. 

 
i A dispensation may be granted in accordance with standing order 13(e) above if having 

regard to all relevant circumstances the following applies: 

 
i. without the dispensation the number of persons prohibited from participating in the 

particular business would be so great a proportion of the meeting transacting the 

business as to impede the transaction of the business or 

ii. granting the dispensation is in the interests of persons living in the council’s area 

or 

iii. it is otherwise appropriate to grant a dispensation. 

 

14. Code of conduct complaints 

a Upon notification by the District Council that it is dealing with a complaint that a 

councillor or non-councillor with voting rights has breached the council’s code of 

conduct, the Proper Officer shall, subject to standing order 11 above, report this to the 

council. 

 
b Where the notification in standing order 14(a) above relates to a complaint made by 

the Proper Officer, the Proper Officer shall notify the Chairman of Council of this fact, 

and the Chairman shall nominate another staff member to assume the duties of the 

Proper Officer in relation to the complaint until it has been determined and the council 

has agreed what action, if any, to take in accordance with standing order 14(d) below]. 

 
c The council may: 

i. provide information or evidence where such disclosure is necessary to progress 

an investigation of the complaint or is required by law; 

ii. seek information relevant to the complaint from the person or body with statutory 

responsibility for investigation of the matter; 

 
d Upon notification by the District 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 him. Such action excludes disqualification or suspension 

from office. 
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15. 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 and a sub- 

committee serve on councillors a summons, by email, confirming the time, place 

and the agenda provided any such email contains the electronic signature and 

title of the Proper Officer. 

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

full council and standing order 3 (c) above for a meeting of a committee. 

ii. give public notice of the time, place and agenda at least three clear days before 

a meeting of the council or a meeting of a committee or a sub-committee 

(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) above for the meaning of clear days for a meeting of a 

full council and standing order 3(c) above for a meeting of a committee. 

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

received unless a councillor has given written notice at least two days before the 

meeting confirming his withdrawal of it; 

iv. convene a meeting of full council for the election of a new Chairman of the 

Council, occasioned by a casual vacancy in his office; 

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

vi. receive and retain copies of byelaws made by other local authorities; 

vii. retain acceptance of office forms from councillors; 

viii. retain a copy of every councillor’s register of interests; 

ix. assist with responding to requests made under the Freedom of Information Act 

2000 and Data Protection Act 1998, in accordance with and subject to the 

council’s policies and procedures relating to the same; 

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

except where there is a resolution to the contrary; 

xi. manage the organisation, storage of, access to and destruction of information 

held by the council in paper and electronic form; 

xii. arrange for legal deeds to be executed; 

See also standing order 22 below. 

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

any payments to be made by the council in accordance with the council’s 

financial regulations; 

xiv. refer a planning application received by the council to the Chairman or in his 

absence the Vice-Chairman of the Council within two working days of receipt to 

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

xv. manage access to information about the council via the publication scheme; and 

xvi. retain custody of the seal of the council (if any) which shall not be used without a 

resolution to that effect. 

See also standing order 22 below. 

 

16. 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. 

 

17. Accounts and accounting statements 

a All payments by the council shall be authorised, approved and paid in accordance with 

the law, proper practices and the council’s financial regulations. 

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

practices and applying the form of accounts determined by the Council (receipts and 

payments, or income and expenditure) for a year to 31 March. A completed draft 

annual return shall be presented to each councillor before the end of the following 

month of May. The annual return of the Council, which is subject to external audit, 

including the annual governance statement, shall be presented to Council for 

consideration and formal approval before 30 June. 

 
c The Council shall approve written estimates for the coming financial year at its meeting 

before the end of January. 

d Any committee desiring to incur expenditure shall give the Proper Officer a written 

estimate of the expenditure recommended for the coming year no later than 

December. 

 

18. 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 
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v. procurement and award of contracts covered by the 2015 Regulations which 

have an estimated value of £25,000 must satisfy the requirements of the 2015 

Regulations which includes use of the Contracts Finder website. 

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

purpose. 

 
c Financial regulations shall confirm that a proposed contract for the supply of goods, 

materials, services and the execution of works with an estimated value in excess of 

£25,000 shall be covered by the 2015 Regulations which include the use of the 

Contracts Finder website. 

 
d Subject to additional requirements in the financial regulations of the council, the tender 

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

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

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

be drawn up; 

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

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

council’s written response to the tender (iv) the prohibition on prospective 

contractors contacting councillors or staff to encourage or support their tender 

outside the prescribed process (v) 

iii. the invitation to tender shall be advertised in a local newspaper and in any other 

manner that is appropriate; 

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

the Proper Officer; 

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

councillor after the deadline for submission of tenders has passed; 

vi. tenders are to be reported to and considered by the appropriate meeting of the 

council or a committee or sub-committee with delegated responsibility; 

vii. the tendering process will make reference to the terms as laid out in the Bribery 

Act 2010. 

 
e Neither the council, nor a committee or a sub-committee with delegated responsibility 

for considering tenders, is bound to accept the lowest value tender. 

 

f The 2015 Regulations are engaged where the value of a contract for a) public works, 

public service or public supply contract with an estimated value of £25,000 or more and 

b) i) a public works contract with an estimated value of currently £4,104,394 or more of 

ii) a public service or public supply contract with an estimated value of currently £164,176 

or more. The financial thresholds for proposed contracts in b) are set by the European 

Commission and are confirmed in the Public Contracts Directive 2014/24/EU. The 

thresholds will be adjusted every two years and will usually take effect on 1 January. 
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19. Handling staff matters

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

Council is subject to standing order 11 above. 

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

and Responsible Finance Officer shall contact the Chairman of the Council or in their 

absence, the Vice-Chairman of the Council in respect of an informal or formal grievance 

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

Council. 

c Subject to the council’s policy regarding the handling of grievance matters, if an 

informal or formal grievance matter raised relates to the Chairman or Vice-Chairman of 

the Council, this shall be communicated to another member of the Council, which shall 

be reported back and progressed by resolution of the Council. 

d Any persons responsible for all or part of the management of staff shall treat the 

written records of all meetings relating to their performance, capabilities, grievance or 

disciplinary matters as confidential and secure. 

e The council shall keep all written records relating to employees secure. All paper 

records shall be secured and locked and electronic records shall be password 

protected. 

f Only persons with line management responsibilities shall have access to staff records 

referred to in standing orders 19(d) and (e) above if so justified. 

g Canvassing Councillors or the members of a committee or sub-committee, directly or 

indirectly, for appointment to or by the Council shall be reported to the proper officer 

who shall make recommendations to the Council as to any sanctions. The Proper 

Officer shall disclose the requirements of this standing order to every candidate. 

h A Councillor or a member of a committee or sub-committee shall not solicit a person 

for appointment to or by the Council or recommend a person for such appointment or 

for promotion; but, nevertheless, any such person may give a written testimonial of a 

candidate’s ability, experience or character for submission to the Council with an 

application for appointment. 

i This standing order shall apply to tenders as if the person making the tender were a 

candidate for an appointment. 

20. Requests for information

a Requests for information held by the council shall be handled in accordance with the 
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council’s policy in respect of handling requests under the Freedom of Information Act 

2000 and the Data Protection Act 1998. 

b Correspondence from, and notices served by, the Information Commissioner shall be 

referred by the Proper Officer to the chairman. The Council shall have the power to do 

anything to facilitate compliance with the Freedom of Information Act 2000. 

c Subject to standing orders to the contrary or in respect of matters which are 

confidential, a councillor may, for the purpose of his/her official duties (but not 

otherwise), inspect any document in the possession of the Council or a committee or a 

sub-committee, and request a copy for the same purpose. The minutes of meetings of 

the Council, its committees or sub-committees shall be available for inspection by 

councillors. 

21. 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. 

22. Execution and sealing of legal deeds

See also standing orders 15(b)(xii) and (xvii) above. 

a A legal deed shall not be executed on behalf of the council unless authorised by a 

resolution. 

b Subject to standing order 22(a) above, any two councillors may sign, on behalf of the 

council, any deed required by law and the Proper Officer shall witness their signatures. 

23. Communicating with District and County
or Unitary councillors

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

to the ward councillor(s) of the District and County Council representing the area of the 

council. 

24. Restrictions on councillor activities

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

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

or
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ii. issue orders, instructions or directions.

25. Standing orders generally

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

requirements, may be suspended by resolution in relation to the consideration of an 

item on the agenda for a meeting. 

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

except one that incorporates mandatory statutory requirements, shall be proposed by 

a special motion, the written notice by at least six councillors to be given to the Proper 

Officer in accordance with standing order 9 above. 

c The Proper Officer shall provide a copy of the council’s standing orders to a councillor 

as soon as possible after he has delivered his acceptance of office form. 

d The decision of the chairman of a meeting as to the application of standing orders at 

the meeting shall be final. 
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1. General   

1.1. These Financial Regulations govern the financial management of the council and 

may only be amended or varied by resolution of the council. They are one of the 

council’s governing documents and shall be observed in conjunction with the 

council’s Standing Orders.  

1.2. Councillors are expected to follow these regulations and not to entice employees to 

breach them. Failure to follow these regulations brings the office of councillor into 

disrepute. 

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

proceedings. 

1.4. In these Financial Regulations: 

• ‘Accounts and Audit Regulations’ means the regulations issued under Sections 

32, 43(2) and 46 of the Local Audit and Accountability Act 2014, or any 

superseding legislation, and then in force, unless otherwise specified.  

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

place. 

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

allow something to happen. 

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

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

Accountability and Governance (JPAG) and published by NALC in England or 

Governance and Accountability for Local Councils in Wales – A Practitioners 

Guide jointly published by One Voice Wales and the Society of Local Council 

Clerks in Wales. 

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

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

staff. 

 

1.5. The Responsible Financial Officer (RFO) holds a statutory office, appointed by the 

council. 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. 
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1.6. 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

1.7. In addition, the council shall: 

• determine and regularly review the bank mandate for all council bank accounts;

• authorise any grant or single commitment in excess of £5,000; and

2. Risk management and internal control

2.1. The council must ensure that it has a sound system of internal control, which

delivers effective financial, operational and risk management. 

2.2. The Clerk shall prepare, for approval by the council, a risk management policy 

covering all activities of the council. This policy and consequential risk management 

arrangements shall be reviewed by the council at least annually.  

2.3. When considering any new activity, the Clerk shall prepare a draft risk assessment 

including risk management proposals for consideration by the council. 

2.4. At least once a year, the council must review the effectiveness of its system 

of internal control, before approving the Annual Governance Statement.  

2.5. The accounting control systems determined by the RFO must include 

measures to: 

• ensure that risk is appropriately managed;

• ensure the prompt, accurate recording of financial transactions;

• prevent and detect inaccuracy or fraud; and

• allow the reconstitution of any lost records;

• identify the duties of officers dealing with transactions and

• ensure division of responsibilities.

2.6. At financial year end, the Chair and a member other than the Chair  shall be 

appointed to verify bank reconciliations for all accounts produced by the RFO. The 

members shall sign and date the reconciliations and the Scribe bank statements as 

evidence of this. This activity, including any exceptions, shall be reported to and 

noted by the council . 

2.7. Regular back-up copies shall be made of the records on any council computer and 

stored either online or in a separate location from the computer.  The council shall 
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put measures in place to ensure that the ability to access any council computer is 

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

3. Accounts and audit 

3.1. All accounting procedures and financial records of the council shall be determined 

by the RFO in accordance with the Accounts and Audit Regulations.  

3.2. The accounting records determined by the RFO must be sufficient to explain 

the council’s transactions and to disclose its financial position with 

reasonably accuracy at any time.  In particular, they must contain: 

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

council and the matters to which they relate; 

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

3.3. The accounting records shall be designed to facilitate the efficient preparation of the 

accounting statements in the Annual Governance and Accountability Return. 

3.4. 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. 

3.5. The council must ensure that there is an adequate and effective system of 

internal audit of its accounting records and internal control system in 

accordance with proper practices.  

3.6. Any officer or member of the council must make available such documents 

and records as the internal or external auditor consider necessary for the 

purpose of the audit and shall, as directed by the council, supply the RFO, internal 

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

considers necessary. 

3.7. The internal auditor shall be appointed by the council and shall carry out their work 

to evaluate the effectiveness of the council’s risk management, control and 

governance processes in accordance with proper practices specified in the 

Practitioners’ Guide. 

3.8. The council shall ensure that the internal auditor: 

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

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

one written report during each financial year; 

• can demonstrate competence, objectivity and independence, free from any 

actual or perceived conflicts of interest, including those arising from family 

relationships; and 

• has no involvement in the management or control of the council 
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3.9. Internal or external auditors may not under any circumstances: 

• perform any operational duties for the council;

• initiate or approve accounting transactions;

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

transactions; or

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

employees have been appropriately assigned to assist the internal auditor.

3.10. For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and 

‘independence’ shall have the same meaning as described in The Practitioners 

Guide. 

3.11. The RFO shall make arrangements for the exercise of electors’ rights in relation to 

the accounts, including the opportunity to inspect the accounts, books, and 

vouchers and display or publish any notices and documents required by the Local 

Audit and Accountability Act 2014, or any superseding legislation, and the Accounts 

and Audit Regulations. 

3.12. The RFO shall, without undue delay, bring to the attention of all councillors any 

correspondence or report from internal or external auditors. 

4. Budget and precept

4.1. Before setting a precept, the council must calculate its council tax

requirement for each financial year by preparing and approving a budget, in 

accordance with The Local Government Finance Act 1992 or succeeding 

legislation. 

4.2. Budgets for salaries and wages, including employer contributions shall be reviewed 

by the council at least annually in November for the following financial year and the 

final version shall be evidenced by a hard copy schedule signed by the Clerk and 

the Chair of the Council. The RFO will inform committees of any salary implications 

before they consider their draft their budgets.  

4.3. No later than January each year, the RFO shall prepare a draft budget with detailed 

estimates of all income and expenditure for the following financial year {along with a 

forecast for the following, taking account of the lifespan of assets and cost 

implications of repair or replacement. 

4.4. Unspent budgets for completed projects shall not be carried forward to a 

subsequent year. 

4.5. The Council shall review its draft budget and submit any proposed amendments to 

the council  not later than the end of November each year. 

4.6. The draft budget forecast, including any recommendations for the use or 

accumulation of reserves, shall be considered by council. 

4.7. 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.   
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4.8. Any member with council tax unpaid for more than two months is prohibited 

from voting on the budget or precept by Section 106 of the Local Government 
Finance Act 1992 and must and must disclose at the start of the meeting that 
Section 106 applies to them. 

4.9. The RFO shall issue the precept to the billing authority no later than the end of 

February and supply each member with a copy of the agreed annual budget. 

4.10. The agreed budget provides a basis for monitoring progress during the year by 

comparing actual spending and income against what was planned. 

4.11. Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the 

council. 

5. Procurement

5.1. Members and officers are responsible for obtaining value for money at all
times. Any officer procuring goods, services or works should ensure, as far as 

practicable, that the best available terms are obtained, usually by obtaining prices 

from several suppliers. 

5.2. The RFO should verify the lawful nature of any proposed purchase before it is made 

and in the case of new or infrequent purchases, should ensure that the legal power 

being used is reported to the meeting at which the order is authorised and also 

recorded in the minutes.  

5.3. Every contract shall comply with these the council’s Standing Orders and these 

Financial Regulations and no exceptions shall be made, except in an emergency. 

5.4. For a contract for the supply of goods, services or works where the estimated 

value will exceed the thresholds set by Parliament, the full requirements of The 
Public Contracts Regulations 2015 or any superseding legislation (“the 
Legislation”), must be followed in respect of the tendering, award and notification 
of that contract. 

5.5. Where the estimated value is below the Government threshold, the council shall 

(with the exception of items listed in paragraph 6.12) obtain prices as follows: 

5.6. For contracts estimated to be over £30,000 including VAT, the council must 
comply with any requirements of the Legislation1 regarding the advertising of 
contract opportunities and the publication of notices about the award of contracts. 

5.7. For contracts greater than £3,000 excluding VAT the Clerk [hall seek at least 3 

fixed-price quotes; 

5.8. where the value is between £500 and £3,000 excluding VAT, the Clerk shall try to 

obtain 3 estimates which might include evidence of online prices, or recent prices 

from regular suppliers. 

1 The Regulations require councils to use the Contracts Finder website if they advertise contract opportunities and also to publicise the ward 

of contracts over £30,000 including VAT, regardless of whether they were advertised. 
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5.9. For smaller purchases, the clerk shall seek to achieve value for money. 

5.10. Contracts must not be split into smaller lots to avoid compliance with these 
rules. 

5.11.  The requirement to obtain competitive prices in these regulations need not apply to 

contracts that relate to items (i) to (iv) below: 

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

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

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

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

fixed price.

5.12. When applications are made to waive this financial regulation to enable a price to 

be negotiated without competition, the reason should be set out in a 

recommendation to the council . Avoidance of competition is not a valid reason. 

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

estimate. 

5.14. Individual purchases within an agreed budget for that type of expenditure may be 

authorised by: 

• the Clerk, under delegated authority, for any items below £500 excluding VAT.

• the Clerk, in consultation with the Chair of the Council, for any items below

£2,000 excluding VAT.

• the council for all items over £2,000;

Such authorisation must be supported by a minute (in the case of council or 

committee decisions) or other auditable evidence trail. 

5.15. No individual member, or informal group of members may issue an official order 

unless instructed to do so in advance by a resolution of the council or make any 

contract on behalf of the council. 

5.16. No expenditure may be authorised that will exceed the budget for that type of 

expenditure other than by resolution of the council except in an emergency. 

5.17. 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. 

5.18. 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. 
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5.19. 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. 

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

RFO. 

6. Banking and payments

6.1. The council's banking arrangements, including the bank mandate, shall be made by

the RFO and authorised by the council; banking arrangements shall not be 

delegated to a committee. The council has resolved to bank with Unity Bank.  The 

arrangements shall be reviewed annually for security and efficiency.  

6.2. The council must have safe and efficient arrangements for making payments, to 

safeguard against the possibility of fraud or error.  The Council has dual online 

authorisation in place. Even where a purchase has been authorised, the payment 

must also be authorised and only authorised payments shall be approved or signed 

to allow the funds to leave the council’s bank. 

6.3. All invoices for payment should be examined for arithmetical accuracy, analysed to 

the appropriate expenditure heading and verified to confirm that the work, goods or 

services were received, checked and represent expenditure previously authorised 

by the council before being certified by the RFO.  

6.4. Personal payments (including salaries, wages, expenses and any payment made in 

relation to the termination of employment) may be summarised to avoid disclosing 

any personal information.  

6.5. All payments shall be made by online banking, in accordance with a resolution of 

the council unless the council]resolves to use a different payment method. 

6.6. For each financial year the RFO may draw up a schedule of regular payments due 

in relation to a continuing contract or obligation (such as Salaries, PAYE, National 

Insurance, pension contributions, rent, rates, regular maintenance contracts and 

similar items), which the council may authorise in advance for the year.   

6.7. 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.  

6.8. A list of such payments shall be reported to the next appropriate meeting of the 

council  for information only. 

6.9. The Clerk and RFO shall have delegated authority to authorise payments {only} in 

the following circumstances: 

i. any payments of up to £500 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.
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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 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.

6.10. 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. 

7. Electronic payments

7.1. 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 minimum of three councillors who will be authorised to approve 

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

online approval process.   

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

online. 

7.3. No employee or councillor shall disclose any PIN or password, relevant to the 

council or its banking, to anyone not authorised in writing by the council or a duly 

delegated committee. 

7.4. The Service Administrator shall set up all items due for payment online.  A list of 

payments for approval, together with copies of the relevant invoices, shall be sent 

by email to two authorised signatories.  

7.5. In the prolonged absence of the Service Administrator shall set up any payments 

due before the return of the Service Administrator. 

7.6. Two councillors who are authorised signatories shall check the payment details 

against the invoices before approving each payment using the online banking 

system. 

7.7. Evidence shall be retained showing which members approved the payment online . 

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

meeting and appended to the minutes. 

7.9. 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 
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direct debit, provided that the instructions are 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.  

7.10. Payment may be made by BACS or CHAPS by resolution of the council provided 

that each payment is approved online by two authorised bank signatories, evidence 

is retained and any payments are reported to the council at the next meeting. The 

approval of the use of BACS or CHAPS shall be renewed by resolution of the 

council at least every two years.  

7.11. If thought appropriate by the council, regular payments of fixed sums may be made 

by banker’s standing order, provided that the instructions are 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.  

7.12. Account details for suppliers may only be changed upon written notification by the 

supplier verified by the 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.  

7.13. Members and officers shall ensure that any computer used for the council’s 

financial business has adequate security, with anti-virus, anti-spyware and firewall 

software installed and regularly updated. 

7.14. Remembered password facilities {other than secure password stores requiring 

separate identity verification} should not be used on any computer used for council 

banking.  

8. Cheque payments

8.1. Cheques or orders for payment in accordance in accordance with a resolution or

delegated decision shall be signed by two members. 

8.2. A signatory having a family or business relationship with the beneficiary of a 

payment shall not, under normal circumstances, be a signatory to that payment. 

8.3. To indicate agreement of the details on the cheque with the counterfoil and the 

invoice or similar documentation, the signatories shall also initial the cheque 

counterfoil and invoice. 

8.4. Cheques or orders for payment shall not normally be presented for signature other 

than at, or immediately before or after a council  meeting}. Any signatures obtained 

away from council meetings shall be reported to the council at the next convenient 

meeting. 

9. Payment cards

9.1. Any Debit Card issued for use will be specifically restricted to the Clerk and the

RFO and will also be restricted to a single transaction maximum value of £500 

unless authorised by council in writing before any order is placed. 
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9.2. A pre-paid debit card may be issued to employees with varying limits. These limits 

will be set by the council. Transactions and purchases made will be reported to the 

council and authority for topping-up shall be at the discretion of the council 

9.3. Any corporate credit card or trade card account opened by the council will be 

specifically restricted to use by the Clerk  and any balance shall be paid in full each 

month.  

9.4. Personal credit or debit cards of members or staff shall not be used except for 

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

10. Petty Cash

10.1. The council will not maintain any form of cash float. All cash received must be

banked intact. Any payments made in cash by the Clerk (for example for postage or 

minor stationery items) shall be refunded on a regular basis, at least quarterly.  

11. Payment of salaries and allowances

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

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

11.3. Salary rates shall be agreed by the council, or a duly delegated committee. No 

changes shall be made to any employee’s gross pay, emoluments, or terms and 

conditions of employment without the prior consent of the council  

11.4. Payment of salaries shall be made, after deduction of tax, national insurance, 

pension contributions and any similar statutory or discretionary deductions, on the 

dates stipulated in employment contracts. 

11.5. Deductions from salary shall be paid to the relevant bodies within the required 

timescales, provided that each payment is reported, as set out in these regulations 

above. 

11.6. Each payment to employees of net salary and to the appropriate creditor of the 

statutory and discretionary deductions shall be recorded in a payroll control account 

or other separate confidential record, with the total of such payments each calendar 

month reported in the cashbook.  Payroll reports will be reviewed by the council to 

ensure that the correct payments have been made. 

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

a clear business case. Termination payments shall only be authorised by the full 

council. 

11.8. Before employing interim staff, the council must consider a full business case. 

12. Loans and investments

12.1. Any application for Government approval to borrow money and subsequent

arrangements for a loan must be authorised by the full council and recorded in the 

minutes. All borrowing shall be in the name of the council, after obtaining any 

necessary approval.   

12.2. Any financial arrangement which does not require formal borrowing approval from 

the Secretary of State (such as Hire Purchase, Leasing of tangible assets or loans 
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to be repaid within the financial year) must be authorised by the full council, 

following a written report on the value for money of the proposed transaction. 

12.3. The council shall consider the requirement for an Investment Strategy and Policy in 

accordance with Statutory Guidance on Local Government Investments, which must 

written be in accordance with relevant regulations, proper practices and guidance. 

Any Strategy and Policy shall be reviewed by the council at least annually.  

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

council. 

12.5. All investment certificates and other documents relating thereto shall be retained in 

the custody of the RFO. 

12.6. Payments in respect of short term or long-term investments, including transfers 

between bank accounts held in the same bank, shall be made in accordance with 

these regulations. 

13. Income

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

the supervision of the RFO. 

13.2. The council will review all fees and charges for work done, services provided, or 

goods sold at least annually as part of the budget-setting process, following a report 

of the Clerk who shall be responsible for the collection of all amounts due to the 

council. 

13.3. Any sums found to be irrecoverable and any bad debts shall be reported to the 

council by the RFO and shall be written off in the year. The council’s approval shall 

be shown in the accounting records.  

13.4. All sums received on behalf of the council shall be deposited intact with the 

council's bankers, with such frequency as the RFO considers necessary.  The origin 

of each receipt shall clearly be recorded on the paying-in slip or other record. 

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

13.6. The RFO shall ensure that VAT is correctly recorded in the council’s accounting 

software software and that any VAT Return required is submitted section 33 of the 

VAT Act 1994 shall be made at least annually at the end of the financial year. 

14. Payments under contracts for building or other construction works

14.1. Where contracts provide for payment by instalments the RFO shall maintain a

record of all such payments, which shall be made within the time specified in the 

contract based on signed certificates from the architect or other consultant engaged 

to supervise the works.  

14.2. Any variation of, addition to or omission from a contract must be authorised by the 

Clerk to the contractor in writing, with the council being informed where the final 

cost is likely to exceed the contract sum by 5% or more, or likely to exceed the 

budget available. 

15. Stores and equipment
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15.1. The council shall be responsible for the care and custody of stores and equipment 

15.2. 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. 

16. Assets, properties and estates

16.1. The Clerk shall make arrangements for the safe custody of all title deeds and Land

Registry Certificates of properties held by the council. 

16.2. The RFO shall ensure that an appropriate and accurate Register of Assets and 

Investments is kept up to date, with a record of all properties held by the council, 

their location, extent, plan, reference, purchase details, nature of the interest, 

tenancies granted, rents payable and purpose for which held, in accordance with 

Accounts and Audit Regulations.   

16.3. The continued existence of tangible assets shown in the Register shall be verified at 

least annually, possibly in conjunction with a health and safety inspection of assets. 

16.4. No interest in land shall be purchased or otherwise acquired, sold, leased or 

otherwise disposed of without the authority of the council, together with any other 

consents required by law.  In each case a written report shall be provided to 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). 

17. Insurance

17.1. The RFO shall keep a record of all insurances effected by the council and the

property and risks covered, reviewing these annually before the renewal date in 

conjunction with the council’s review of risk management. 

17.2. The Clerk shall give prompt notification of all new risks, properties or vehicles which 

require to be insured and of any alterations affecting existing insurances. 

17.3. The RFO shall be notified of any loss, liability, damage or event likely to lead to a 

claim, and shall report these to [the council] at the next available meeting. The RFO 

shall negotiate all claims on the council's insurers . 

17.4. All appropriate members and employees of the council shall be included in a 

suitable form of security or fidelity guarantee insurance which shall cover the 

maximum risk exposure as determined annually by the council. 

18. Suspension and revision of Financial Regulations

18.1. The council shall review these Financial Regulations annually and following any

change of clerk or RFO.  The Clerk shall monitor changes in legislation or proper 

practices and advise the council of any need to amend these Financial Regulations. 

18.2. The council may, by resolution duly notified prior to the relevant meeting of council, 

suspend any part of these Financial Regulations, provided that reasons for the 

suspension are recorded and that an assessment of the risks arising has been 
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presented to all members. Suspension does not disapply any legislation or permit 

the council to act unlawfully.  

18.3. The council may temporarily amend these Financial Regulations by a duly notified 

resolution, to cope with periods of absence, local government reorganisation, 

national restrictions or other exceptional circumstances.  

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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Stretton Parish Council

Fixed Assets 

Assets

The Parish Council has the following Assets which the Council regard as Community value

Description Changes Location

Current Insurance 

Value 2026 2027 2025/2026 2024/2025 2023/2024 2022/23 2021/22 2020/21 2019/20 2018/19

Street Furniture 20,937.75 £ £ £ £ £

3 Bus Shelters  Woolley Moor/A61 Stretton North /A61 Stretton South 6,500 6,500 6,500 6,500 6,500 6,500 6,500 6,500

 Seats & Benches 17 See List in Tab 2 3,704 3,704 3,704 2,700 2,700 2,700 2,700 2,700

2 2 new benches 0 0 0 580 580 580 580 580

1 1 new seat 0 0 0 424 424 424 424 424

Transparent 'soldiers' 5 to go on benches 0 0 0 250 250 250 250 250

Noticeboards 1 Stretton village hall 350 350 350 350

1 Handley 175 175 175 175

1 Stretton village hall 1,551 1,551 1,551 1,551

1 Woolley Moor 1,650 1,650 1,650 1,650 1,650 1,650 1,650 1,650

Dog Bins 4 See List in Tab 4 450 450 450 450 450 450 150 150

Grit Bins 4 See List in Tab 2 883.00 750 750 750 750 750 750 750

Litter Bins Litter bins A61 Stretton north 0 0 0 150 150 150 150 150

Defibrillator The White Horse, Woolley Moor 1,249 1,249 1,249 1,249 1,249 1,249 1,249

Defibrillator Stretton Village Hall 1,249 1,249 1,249 1,249 1,249

Defibrillator Cabinet The White Horse, Woolley Moor 640 640

Play Equipment £7,283.72

Play Area Swings Woolley Moor Playground 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500

See-saw Woolley Moor Playground 850 850 850 850 850 850 850 850

Wooden climbing frame Woolley Moor Playground 0 0 0 0 0 0 0 0

New metal climbing frame and 

matting Woolley Moor Playground 11,545 11,545 11,545 11,545 11,545 11,545 11,545 11,545

Fencing at playground Woolley Moor Playground 750 750 750 750 750 750 750 750

Highway Mirror New highway mirror Woolley Moor 0 0 0 0 0 0 250 250

Premises

Cemetery Lodge, Ashover New Road (2 bed detached cemetery lodge) £320,000.00 194,750 194,750 194,750 194,750 194,750 194,750 194,750 194,750

Jubilee Playing Field and Pavilion New roof Oct 16 Woolley Moor £30,345.00 28,900 28,900 28,900 28,900 28,900 28,900 28,900 28,900

Barrier Jubilee Playing Field 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000

2 wooden sheds Donated by WMC August 2025 Jubilee Playing Field and Pavilion 1.00

Trees £257,347.00 257,213 256,573 256,973 255,597 254,348 254,298 253,049

Woolley Moor Playground

Strettton Cemetery 
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Purpose 

The council is committed to being transparent about how it collects and uses the personal 

data of staff, and to meeting our data protection obligations. This policy sets out the council's 

commitment to data protection, and your rights and obligations in relation to personal data in 

line with the General Data Protection Regulation (GDPR) and the Data Protection Act 2018 

(DPA). 

This policy applies to the personal data of current and former job applicants, employees, 

workers, contractors, and former employees, referred to as HR-related personal data. This 

policy does not apply to personal data relating to members of the public or other personal 

data processed for council business. 

The council has appointed the Parish Clerk as the person with responsibility for data 

protection compliance within the council. Questions about this policy, or requests for further 

information, should be directed to them. 

Definitions 

"Personal data" is any information that relates to a living person who can be identified from 

that data (a ‘data subject’) on its own, or when taken together with other information. It 

includes both automated personal data and manual filing systems where personal data are 

accessible according to specific criteria. It does not include anonymized data. 

“Processing” is any use that is made of data, including collecting, recording, organising, 

consulting, storing, amending, disclosing, or destroying it. 

"Special categories of personal data" means information about an individual's racial or ethnic 

origin, political opinions, religious or philosophical beliefs, trade union membership, health, 

sex life, or sexual orientation and genetic or biometric data as well as criminal convictions 

and offences. 

"Criminal records data" means information about an individual's criminal convictions and 

offences, and information relating to criminal allegations and proceedings. 

Data protection principles 

The council processes HR-related personal data in accordance with the following data 

protection principles: 

• processes personal data lawfully, fairly and in a transparent manner 

• collects personal data only for specified, explicit and legitimate purposes. 

• processes personal data only where it is adequate, relevant, and limited to what 

is necessary for the purposes of processing. 



3 | P a g e  

 
 
 
 

 

• keeps accurate personal data and takes all reasonable steps to ensure that 

inaccurate personal data is rectified or deleted without delay. 

• keeps personal data only for the period necessary for processing. 

• adopts appropriate measures to make sure that personal data is secure, and 

protected against unauthorised or unlawful processing, and accidental loss, 

destruction, or damage. 

The council will tell you about the personal data it processes, the reasons for processing 

your personal data, how we use such data, how long we retain the data, and the legal 

basis for processing in our privacy notices. 

The council will not use your personal data for an unrelated purpose without telling you 

about it and the legal basis that we intend to rely on for processing it. The council will not 

process your personal data if it does not have a legal basis for processing. 

The council keeps a record of our processing activities in respect of HR-related personal 

data in accordance with the requirements of the General Data Protection Regulation 

(GDPR). 

Processing 

Personal data 

The council will process your personal data (that is not classed as special categories of 

personal data) for one or more of the following reasons: 

• it is necessary for the performance of a contract, e.g., your contract of employment 

(or services); and/or 

• it is necessary to comply with any legal obligation; and/or 

• it is necessary for the council’s legitimate interests (or for the legitimate interests of a 

third party), unless there is a good reason to protect your personal data which 

overrides those legitimate interests; and/or 

• it is necessary to protect the vital interests of a data subject or another person; and/or 

• it is necessary for the performance if a task conducted in public interest or in the 

exercise of official authority vested in the controller. 

If the council processes your personal data (excluding special categories of personal data) in 

line with one of the above bases, it does not require your consent. Otherwise, the council is 

required to gain your consent to process your personal data. If the council asks for your 

consent to process personal data, then we will explain the reason for the request. You do not 

need to consent or can withdraw consent later. 

The council will not use your personal data for an unrelated purpose without telling you 

about it and the legal basis that we intend to rely on for processing it. 
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Personal data gathered during the employment is held in your personnel file in hard copy 

and electronic format on HR and IT systems and servers. The periods for which the council 

holds your HR-related personal data are contained in our privacy notices to individuals. 

Sometimes the council will share your personal data with contractors and agents to conduct 

our obligations under a contract with the individual or for our legitimate interests. We require 

individuals or companies to keep your personal data confidential and secure and to protect it 

in accordance with Data Protection law and our policies. They are only permitted to process 

that data for the lawful purpose for which it has been shared and in accordance with our 

instructions. 

The council will update HR-related personal data promptly if you advise that your information 

has changed or is inaccurate. You may be required to provide documentary evidence in 

some circumstances. 

The council keeps a record of our processing activities in respect of HR-related personal 

data in accordance with the requirements of the General Data Protection Regulation 

(GDPR). 

Special categories of data 

The council will only process special categories of your personal data (see above) on the 

following basis in accordance with legislation: 

• where it is necessary for conducting rights and obligations under employment law or 

a collective agreement. 

• where it is necessary to protect your vital interests or those of another person where 

you are physically or legally incapable of giving consent. 

• where you have made the data public. 

• where it is necessary for the establishment, exercise or defence of legal claims. 

• where it is necessary for the purposes of occupational medicine or for the 

assessment of your working capacity. 

• where it is conducted by a not-for-profit body with a political, philosophical, religious 

or trade union aim provided the processing relates to only members or former 

members provided there is no disclosure to a third party without consent. 

• where it is necessary for reasons for substantial public interest based on law 

which is proportionate to the aim pursued and which contains appropriate 

safeguards. 

• where is it necessary for reasons of public interest in public health; and 

• where is it necessary for archiving purposes in the public interest or scientific and 

historical research purposes. 
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If the council processes special categories of your personal data in line with one of the 

above bases, it does not require your consent. In other cases, the council is required to gain 

your consent to process your special categories of personal data. If the council asks for your 

consent to process a special category of personal data, then we will explain the reason for 

the request. You do not have to consent or can withdraw consent later. 

Individual rights 

As a data subject, you have rights in relation to your personal data.  

Subject access requests 

You have the right to make a subject access request. If you make a subject access request, 

the council will tell you: 

• whether or not your data is processed and if so why, the categories of personal data 

concerned and the source of the data if it is not collected from yourself. 

• to whom your data is or may be disclosed, including recipients located outside the 

European Economic Area (EEA) and the safeguards that apply to such transfers. 

• for how long your personal data is stored (or how that period is decided). 

• your rights to rectification or erasure of data, or to restrict or object to processing. 

• your right to complain to the Information Commissioner if you think the council has 

failed to comply with your data protection rights; and 

• whether or not, the council conducts automated decision-making and the logic 

involved in any such decision-making. 

The council will also provide you with a copy of your personal data undergoing processing. 

This will normally be in electronic form if you have made a request electronically unless you 

agree otherwise. 

If you want additional copies, the council may charge a fee, which will be based on the 

administrative cost to the council of providing the additional copies. 

To make a subject access request, you should send the request to the Clerk or Chairman of 

the Council. In some cases, the council may need to ask for proof of identification before the 

request can be processed. The council will inform you if we need to verify your identity and 

the documents we require. 

The council will normally respond to a request within a period of one month from the date it 

is received. Where the council processes large amounts of your data, this may not be 

possible within one month. The council will write to you within one month of receiving the 

original request to tell you if this is the case. 
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If a subject access request is manifestly unfounded or excessive, the council is not obliged 

to comply with it. Alternatively, the council can agree to respond but will charge a fee, which 

will be based on the administrative cost of responding to the request. A subject access 

request is likely to be manifestly unfounded or excessive where it repeats a request to which 

the council has already responded. If you submit a request that is unfounded or excessive, 

the council will notify you that this is the case and whether we will respond to it. 

Other rights 

You have a number of other rights in relation to your personal data. You can require the 

council to: 

• rectify inaccurate data. 

• stop processing or erasing data that is no longer necessary for the purposes 

of processing. 

• stop processing or erase data if your interests override the council's legitimate 

grounds for processing data (where the council relies on our legitimate interests as a 

reason for processing data). 

• stop processing or erase data if processing is unlawful; and 

• stop processing data for a period if data is inaccurate or if there is a dispute about 

whether your interests override the council's legitimate grounds for processing data. 

• complain to the Information Commissioner. You can do this by contacting the 

Information Commissioner’s Office directly. Full contact details including a helpline 

number can be found on the Information Commissioner’s Office website 

(www.ico.org.uk). 

To ask the council to take any of these steps, you should send the request to the Clerk or 

Chairman of the Council. 

Data security 

The council takes the security of HR-related personal data seriously. The council has 

internal policies and controls in place to protect personal data against loss, accidental 

destruction, misuse, or disclosure, and to ensure that data is not accessed, except by 

employees in the proper performance of their duties. 

Where the council engages third parties to process personal data on our behalf, such parties 

do so based on written instructions, are under a duty of confidentiality and are obliged to 

implement appropriate technical and organisational measures to ensure the security of data. 

http://www.ico.org.uk/
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Data breaches 

The council have robust measures in place to minimise and prevent data breaches from 

taking place. Should a breach of personal data occur the council must take notes and keep 

evidence of that breach. 

If you are aware of a data breach you must contact the Clerk or Chairman of the Council 

immediately and keep any evidence, you have in relation to the breach. 

If the council discovers that there has been a breach of HR-related personal data that poses 

a risk to your rights and freedoms of you, we will report it to the Information Commissioner 

within 72 hours of discovery. The council will record all data breaches regardless of their 

effect. 

If the breach is likely to result in a high risk to the rights and freedoms of individuals, we will 

tell you that there has been a breach and provide you with information about its likely 

consequences and the mitigation measures we have taken. 

International data transfers 

The council will not transfer HR-related personal data to countries outside the EEA. 

Individual responsibilities 

You are responsible for helping the council keep your personal data up to date. You should 

let the council know if data provided for the council changes, for example if you move to a 

new house or change your bank details. 

Everyone who works for or on behalf of, the council has responsibility for ensuring data is 

collected, stored, and managed appropriately, in line with the council’s policies. 

You may have access to the personal data of other individuals and of members of the public 

in the course of your work with the council. Where this is the case, the council relies on you 

to help meet our data protection obligations for staff and members of the public. Individuals 

who have access to personal data are required: 

• to access only data that you have authority to access and only for authorised 

purposes. 

• not to disclose data except to individuals (whether inside or outside the council) who 

have appropriate authorisation. 

• to keep data secure (for example by complying with rules on access to premises, 

computer access, including password protection, locking computer screens when 

away from desk, and secure file storage and destruction including locking drawers 

and cabinets, not leaving documents on desk whilst unattended). 
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• not to remove personal data, or devices containing or that can be used to access 

personal data, from the council's premises without prior authorisation and without 

adopting appropriate security measures (such as encryption or password protection) 

to secure the data and the device; and 

• not to store personal data on local drives or on personal devices that are used for 

work purposes. 

• to never transfer personal data outside the European Economic Area except in 

compliance with the law and with express authorisation from the Clerk or Chair of the 

Council 

• to ask for help from the council’s data protection lead if unsure about data protection 

or if you notice a potential breach or any areas of data protection or security that can 

be improved upon. 

Failing to observe these requirements may amount to a disciplinary offence, which will be 

dealt with under the council's disciplinary procedure. Significant or deliberate breaches of 

this policy, such as accessing personal data without authorisation or a legitimate reason to 

do so or concealing or destroying personal data as part of a subject access request, may 

constitute gross misconduct and could lead to dismissal without notice. 

This is a non-contractual policy and procedure which will be reviewed from time to time. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
This document is based on a model template commissioned by the National Association of Local 

Councils (NALC) in 2019 for the purpose of its member councils and county associations. Every effort 

has been made to ensure that the contents of this document are correct at time of publication. 
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STRETTON PARISH COUNCIL – COMPLAINTS PROCEDURE 

1. The following procedure will be adopted for dealing with complaints about the Council’s
administration or its procedures.  Complaints about a policy decision made by the
Council will be referred back to the Council, or relevant Committee, as appropriate, for
consideration.

2. This procedure does not cover complaints about the conduct of a Member of the Parish
Council.

3. If a complaint about procedures, administration or the actions of any of the Council’s
employees is notified orally to a Councillor, or to the Clerk to the Council, a written record
of the complaint will be made, noting the name and contact details of the complainant
and the nature of the complaint.

4. The complainant will be asked to put the complaint in writing (letter or e-mail) to the Clerk
to the Council.  The complaint will be dealt with within 21 days of receipt. Refusal to put
the complaint in writing does not necessarily mean that the complaint cannot be
investigated, but it is easier to deal with if it is in writing.

5. If the complainant prefers not to put the complaint to the Clerk to the Council (because
the matter relates to the Clerk, for example,) he or she should be advised to write to the
Chair.

6. (a) On receipt of a written complaint, the Clerk to the Council (except where the
complainant is about his or her own actions) or Chair of Council (if the complaint relates
to the Clerk), will seek to settle the complaint directly with the complainant.  This will not
be done without first notifying any person complained about and giving him or her an
opportunity to comment.  Efforts should be made to resolve the complaint at this stage.

(b) Where the Clerk to the Council or a Councillor receives a written complaint about the
Clerk’s actions, he or she shall refer the complaint to the Chair of Council.  The Clerk to
the Council will be formally advised of the matter and given an opportunity to comment.

7. The Clerk to the Council (or Chair) will report any complaint disposed of by direct action
with the complainant to the next meeting of the Council.

8. The Clerk to the Council (or Chair) will report any complaint that has not been resolved
to the next meeting of the Council.  The Clerk will notify the complainant of the date on
which the complaint will be considered and the complainant will be offered an opportunity
to explain the complaint to the Council orally.

9. Matters relating to Grievance or Disciplinary proceedings that are taking, or are likely to
take place, should be dealt with in accordance with the Council’s grievance and
disciplinary procedures.
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10. The Council may consider whether the circumstances of any complaint warrant the
matter being discussed in the absence of the press and public, but any decision on the
complaint will be announced at the Council meeting in public.

11. The Council may consider in the circumstances of any particular complaint whether to
make any without liability payment or provide other reasonable benefit to any person
who has suffered loss as a result of the Council’s maladministration.  Any payment may
only be authorised by the Council after obtaining legal advice and advice from the
Council’s auditor on the propriety of such a payment.

12. As soon as possible after the decision has been made (and in any event not later than
10 days after the meeting) the complainant will be notified in writing of the decision and
any action to be taken.

13. The Council may defer dealing with any complaint if it is of the opinion that issues arise
on which further advice is necessary.  The advice will be considered and the complaint
dealt with at the next meeting after the advice has been received.

Contact details for the Clerk and the Chair can be found on the Council’s 

website: https://strettonparishcouncil.gov.uk/

https://www.strettonpc.com/contact.html
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Stretton Parish Council Risk Assessment 
Notes 

“The greatest risk facing a local authority is not being able to deliver the activity or services expected of the Council.”  
Risk assessment is a systematic general examination of working conditions, workplace activities and environmental factors that will enable the employer to 
identify any and all potential risks inherent in the place or practices. Based on a recorded assessment the employer should then take all practical and 
necessary steps to reduce or eliminate the risks, insofar as is practically possible. Making sure that all employees are made aware of the results of the risk 
assessment.  

This document has been produced to enable the Parish Council to assess the risks that it faces and satisfy itself that it has taken adequate steps to minimise 
them. In conducting this exercise, the following plan was followed:  
• Identify the areas to be reviewed.
• Identify what the risk may be.
• Evaluate the management and control of the risk and record all findings.
• Review, assess and revise if required.

FINANCIAL AND MANAGEMENT 

Topic Risk H/M/L Management/control of risk Review/Assess/Revise 

Business Continuity Risk of Council not  
being able to continue 
its business due to an  
unexpected or tragic  
circumstance  

L There is a business continuity plan in place Review plan when necessary 

Precept Adequacy of precept 

Requirements not  
submitted to District 
Council   

L 

L 

To determine the precept amount required, the Parish 
Council regularly receives budget update information and 
the precept is an agenda item at full Council. At the 
Precept meeting  
Council receives a budget update report, including actual 
position and projected position to end the year and 
indicative figures or costings obtained by the Clerk.  
With this information the Council maps out the required 
monies for standing costs and projects for the following 
year and applies specific figures to budget headings, the 
total of which is resolved to be the precept amount to be 
requested from the District Council. This figure is submitted 

Existing procedure adequate 
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Amount not received by 
District Council 

L by the Clerk in writing to the District Council.  
The Clerk informs Council when the monies are received 

Financial Records Inadequate records  
Financial irregularities 

L 
L 

The Council has Financial Regulations which set out the 
requirements. 

Existing procedure adequate. 
Review the Financial  
Regulations when necessary. 

Bank and Banking Inadequate checks 
Bank mistakes 
Loss 
Charges 

L 
L 
L 
L 

The Council has Financial Regulations which set out the 
requirements for banking, cheques and reconciliation of 
accounts.  
The bank does make occasional errors in processing 
cheques which are discovered when the Clerk reconciles 
the bank accounts once a month when the statement 
arrive, these are dealt with immediately by informing the 
bank and awaiting their correction.  

Existing procedure adequate. 
Review the Financial  
Regulations when necessary  
and bank signatory list when  
necessary, especially after  
an AGM and an election.  
Monitor the bank statements  
monthly.  

Cash Loss through theft or 
dishonesty 

L The Council has Financial Regulations which set out the 
requirements. Cash received is banked within 3 banking 
days. There is no petty cash or float. 

Existing procedure adequate. 
Review the Financial  
Regulations when necessary. 

Reporting and Auditing Information 
communication 

Compliance 

L 

M 

A monitoring statement is produced regularly before each 
Council meeting with the agenda, discussed and approved 
at the meeting . This statement includes, bank 
reconciliation, budget update, and a breakdown of receipts 
and payments balanced against the bank.  
Council should regularly audit internally to comply with the 
Fidelity Guarantee.  

Existing communication 
procedures adequate.  

Council annually to appoint a 
Councillor Auditor for Fidelity 
Compliance.  

Direct costs 
Overhead 
expenses 
Debts 

Goods not supplied but 
billed  
Incorrect invoicing  

Cheque payable 
incorrect  

Loss of stock 

Unpaid invoices 

L 

L 

L 

L 

L 

The Council has Financial Regulations which set out the 
requirements.  
At each Council meeting the list of invoices paid is 
distributed to Councillors, and considered.  
Three Councillors are set up on Unity Bank as payment 
approvers and invoices for payment are issued, by email, 
with a request to approve the bank entry. Two Councillors 
approve each payment.   
The Council has minimal stocks, these are checked and 
monitored by the Clerk.  

Existing procedure adequate. 
Review the Financial  
Regulations when necessary. 
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Unpaid invoices to the Council are pursued and where 
possible, payment is obtained in advance.  

Grants and  
support - payable 

Power to pay  
Authorisation of Council 
to pay  

L All such expenditure goes through the required Council 
process of approval, minuted and listed accordingly if a 
payment is made using the S137 power of expenditure. 

Existing procedure adequate. 
Parish Councillors request a  
S137 rules if required.  

Grants - receivable Receipts of Grant L The Parish Council does not presently receive any regular 
grants. One off grants would come with terms and 
conditions to be satisfied. 

Procedure would need to be 
formed, if required.  

Charges – rentals 
receivable 

Receipt of rental 

Insurance implication 

L 

M 

The Parish Council rents the Cemetery Lodge to JB 
(Tenant) – rent is paid by direct debit each month and 
receipt is entered into the normal income system for 
authorisation.  
Building insured by Council. Contents insured by tenant 

Existing procedure adequate. 
Review agreement and fees  
annually. Ensure payment  
and copy of insurance  
document received.  

Best value Accountability Work awarded 
incorrectly 

Overspend on services 

L 

M 

Normal Parish Council practice would be to seek, if 
possible, more than one quotation for any substantial work 
required to be undertaken or goods. For major contract 
services, formal competitive tenders would be sought. If a 
problem is encountered with a contract the Clerk would 
investigate the situation, check the quotation/tender, 
research the problem and report to Council.  

Existing procedure adequate. 
Include when reviewing  
Financial Regulations.  

Salaries and associated 
costs 

Salary paid incorrectly  
Wrong hours paid  
Wrong rate paid  
False employee  
Wrong deductions of NI 
or Tax  
Unpaid Tax & NI  
contributions to the  
Inland Revenue  

L 
L 
L 
L 
L 

L 

The Parish Council authorises the appointment of all 
employees through a Full Council. Salary rates are 
assessed annually and applied on 1 April each year. Salary 
analysis and slips are produced by the Clerk monthly 
together with a schedule of payments to the Inland 
Revenue (for Tax and NI). These are inspected at the 
Council meetings and signed off. The Tax and NI is worked 
out using an Inland Revenue computer programme 
updated annually. All Tax and NI payments are submitted 
in the Inland Revenue Annual Return.  
The Clerk does not keep a time sheet and has a contract of 
employment and job description.  
All contracts of employment contain a section on 
overpayment and recoup.  

Existing appointment and  
payment system is adequate. 
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Employees Loss of key personnel 

Fraud by staff 

Actions undertaken by 
staff  

L 

L 

L 

Reference to the Continuity Plan should be made in case 
of loss of key personnel.  
The requirements of the Fidelity Guarantee insurance to be 
adhered to with regards to Fraud.  
The Clerk should be provided with relevant training, 
reference books, access to assistance and legal advice 
required to undertake the role.  

Existing procedure adequate. 

Purchase revised books.  
Membership of the 
SLCC/Norfolk ALC.  
Monitor working conditions, 
safety requirements and  
insurance regularly.  

Councillor allowances Councillors over-paid 
Income tax deduction 

L No allowances are allocated to Parish Councillors No procedure required 

Election costs Risk of an election cost L/M Risk is higher in an election year. When an election is due 
the Clerk will obtain an estimate of costs from the District 
Council for a full election and an uncontested election. 
There are no measures which can be adopted to minimise 
the risk of having a contested election as this is a 
democratic process and should not be stifled. 

Existing procedure adequate 

Council Membership Risk of not being 
quorate 

M Ensure councillors aware of election nomination process. 
Advertise vacancies within the community 

Existing procedure adequate 

VAT Re-claiming/charging L The Council has Financial Regulations which set out the 
requirements 

Existing procedure adequate 

Annual Return Submit within time limits L Employer’s Annual Return is completed and submitted 
online and to the Inland Revenue within the prescribed time 
frame by the Clerk.   Annual Return is completed and 
signed by the Council, submitted to the internal auditor for 
completion and signing then checked and sent on to the 
External Auditor within time limit.  

Existing procedures adequate 

Legal Powers Illegal activity or 
payments 

L All activity and payments within the powers of the Parish 
Council to be resolved and minuted at Full Parish Council 
Meetings, including a reference to the power used. 

Powers have been minuted 
from xxx date 

Minutes/Agendas/Notices Accuracy and legality L Minutes and agenda are produced in the prescribed Existing procedure adequate. 
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Statutory Documents 

Business conduct L 

method by the Clerk and adhere to the legal requirements. 
Minutes are approved and signed at the next Council 
meeting.  Minutes and agenda are displayed according to 
the legal requirements.  
Business conducted at Council meetings should be 
managed by the Chair. 

Guidance/training to Chair  
should be given (if required). 

Members to adhere to Code 
of Conduct.  

Members interests Conflict of interest 

Register of Members 
interests 

L 

M 

Although not a requirement, the declaring of interests by 
members at a meeting should be an obvious process to 
remind Councillors of their duty and should remain on the 
agenda.  
Register of Members Interest forms should be reviewed 
regularly by Councillors.  

Existing procedure adequate. 

Members take responsibility 
to update their Register.  

Insurance Adequacy 

Cost 

Compliance  
Fidelity Guarantee 

L 

L 

L 
M 

An annual review is undertaken (before the time of the 
policy renewal) of all insurance arrangements in place. 
Employers and Employee liability insurance is a necessity 
and must be paid for.  
Ensure compliance measures are in place.  
Ensure Fidelity checks are in place.  

Existing procedure adequate. 

Review insurance provision 
annually.  
Review of compliance.  

Data protection Policy 
Provision 

L The Council is registered with the Data Protection Agency Ensure annual review of 
registration 

Freedom of Information 
Act 

Policy 

Provision 

L 

M 

The Council has a model publication scheme for Local 
Councils in place.  
There have been no requests for information to date but 
the Clerk is aware that if a substantial request arrives then 
this may require many hours of additional work. The 
Council is able to request a fee if the work will take more 
than hours set by ICO but the applicant also has the right 
to re -submit the request broken down into sections, thus 
negating the payment of a fee.  

Monitor and report any  
impacts of requests made 
under the F of I Act.  

PHYSICAL EQUIPMENT OR AREAS 

Subject Risk(s) Identified H/M/L Management/control of risk Review/Assess/Revise 

Assets Loss or Damage L An annual review of assets is undertaken for insurance Existing procedure adequate. 
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Risk/damage to third 
party(ies)/property  

L provision, storage and maintenance provisions. 

Maintenance Poor performance of 
assets or amenities  

Loss of income or  
performance  
Risk to third parties 

L 

L 

L 

All assets owned by the Parish Council are regularly 
reviewed and maintained. All repairs and relevant 
expenditure for these repairs are actioned/authorised in 
accordance with the correct procedures of the Parish 
Council.  
All assets are insured and reviewed annually.  
All public amenity land is inspected regularly by parish 
employees.  

Existing procedure adequate. 
Ensure inspections carried 
out. 

Notice boards Risk/damage/injury to 
third parties  
Road side safety  

L 

L 

Parish Council has 2 notice boards sited around the village. 
The Village Hall owns 1 noticeboard and the Parish Council 
holds a key.  
All locations have approval by relevant parties, insurance 
cover, inspected regularly by the Clerk - any 
repairs/maintenance requirements brought to the attention 
of the Parish Council. Keys held by the Clerk, Chair of 
Councillor and 1 other councillor.  

Existing procedure adequate. 

Meeting location Adequacy  
Health & Safety 

L 
M 

The Parish Council Meetings are held at Village Hall  
The premises and the facilities are considered to be 
adequate for the Clerk, Councillors and Public who attend 
from Health and Safety and comfort aspects.  

Existing locations adequate. 

Council records – paper Loss through: 
theft  
fire  
damage  

L 
M 
L 

The Parish Council records are stored at Clerk’s home.. 
Records include historical correspondence, minute books 
and copies, leases for land or property, records such as 
personnel, insurance, salaries etc. Recent materials are in a 
(metal filing cabinet (not fire proof)) and older more historical 
records in the Derbyshire Archives .  

Damage (apart from fire) and 
theft is unlikely and so 
provision adequate.  

Council records - 
electronic 

Loss through:  
Theft, fire, damage  
corruption of computer 

LM 
The Parish Council’s electronic records are stored on the 
Clerks computer. Back-ups of the files to the Cloud  

Existing procedure adequate 
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STRETTON PARISH COUNCIL 
 

PRESS & MEDIA POLICY 
ADOPTED DATE REVIEW DATE 

11 May 2026 May 2027 

1. Introduction 
 

1.1 Stretton Parish Council welcomes enquiries from the press & media and 
recognises that our relationship with the press helps us communicate with residents. 
The Parish Council recognises the need for this and should be reflected in our 
dealings with the Press. 

 
1.2 The aim of this policy is to ensure that the Parish Council is seen to 
communicate in a professional and objective manner when approaches are made 
from the press for information or comments are requested on particular issues. 

1.3 This policy should be read in conjunction with the Councillor’s Code of 
Conduct. 

2. The Council’s Approach 

2.1 The Councils general approach to the press and media will be: 

• Open and honest 

• Proactive whenever possible 

• Responsive and timely 

• Informative 

2.2 There are two methods of communicating with the press and media; either by 
press release (where the parish council takes the initiative and releases information 
to the press on a proactive basis) or by press statement (where the parish council is 
approached by members of the press or media for comments on a specific issue. 
3. Enquiries to the Council 

 
3.1 All press enquiries in relation to the Council’s view on matters -shall be made to 
the Clerk. 

 
3.2 The Clerk shall refer the enquiry to the Chair or Vice Chair of the Council 
consideration and/ or comment. 

 
3.3 The Chair or Vice Chair may consult with the other Members of the Council 
and the Clerk before commenting to agree a form of words. 

 
3.4 The Clerk shall communicate the agreed response to the press. 
3.5 All Members approached by the press/media for a Council comment/view shall 
process the enquiry in accordance with this Policy and should not answer the query 
directly. 
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3. Press Statements 

 
3.1 When the Council is approached by the press or media for comments on a 
specific matter, the Clerk should co-ordinate an official written response on behalf of 
the parish council. This will be done in consultation with the Chair and/or Vice 
Chair. 

 
3.2 If parish councillors are approached directly by telephone for comments on 
specific issues and they wish to make a comment, it should be made clear that any 
comments made are the personal views only of the councillor and not the formal 
position of the parish council. 

4. Official Press Releases Issued by the Parish Council 

 
4.1 An official Council press release should always be made on behalf of the 
Council as a whole. This will be written by the Parish Clerk, will be non-party political 
and may include a quote from the relevant Councillor, which will usually be the 
Chair or Vice Chair of the Council. 

 
4.2 All official Council press releases will be issued on the template retained by 
the Parish Clerk which will include the Parish Council logo. 

 
4.3 In some circumstances it may be appropriate to also include quotes from the 
District or County Councillor in the press release depending on the issue / subject 
matter. 

5. Enquiries to Councillors for their personal opinion. 

 

5.1 Nothing in this Policy prevents Councillors from expressing their own 
opinion on non-Council matters in the press or by way of published letters. 
Councillors should stress that the opinion given is their own and not the Councils. 
Councillors should be mindful about the predetermination rules when 
commenting. 

6. Press Releases Issued by Individual Councillors 
 

5.1 The issuing of press releases by individual Councillors is not encouraged and 
it should be made clear that the press release is issued in a personal capacity, i.e. it 
should be clear that the comments are personal views and not the Parish Council’s. 

 
5.2 In these circumstances the release is to be written and issued by the 
individual Councillor responsible and may or may not be political but should not 
include the name of the Parish Council or the Parish Council contact details. It would 
be beneficial for copies of any intended releases by individual councillors to be 
provided to the Parish Clerk. 
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STRETTON PARISH COUNCIL 

EQUALITY AND DIVERSITY POLICY 

Contents 

• Our commitment

• The law

• Types of unlawful discrimination

• Equal opportunities in employment

• Dignity at work

• People not employed by the council

• Training

• Your responsibilities

• Grievances

• Monitoring and review

Our commitment 

The council is committed to providing equal opportunities in employment and to avoiding 

unlawful discrimination. 

This policy is intended to assist the council to put this commitment into practice. Compliance 

with this policy should also ensure that employees do not commit unlawful acts of 

discrimination. 

Striving to ensure that the work environment is free of harassment and bullying and that 

everyone is treated with dignity and respect is an important aspect of ensuring equal 

opportunities in employment. 

The law 

It is unlawful to discriminate directly or indirectly in recruitment or employment because of 

age, disability, sex, gender reassignment, pregnancy, maternity, race (which includes colour, 

nationality, caste and ethnic or national origins), sexual orientation, religion or belief, or 

because someone is married or in a civil partnership. These are known as "protected 

characteristics”. 
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Discrimination after employment may also be unlawful, e.g. refusing to give a reference for a 

reason related to one of the protected characteristics. 

The council will not discriminate against or harass a member of the public in the provision of 

services or goods. It is unlawful to fail to make reasonable adjustments to overcome barriers 

to using services caused by disability. The duty to make reasonable adjustments includes 

the removal, adaptation or alteration of physical features, if the physical features make it 

impossible or unreasonably difficult for disabled people to make use of services. In addition, 

service providers have an obligation to think ahead and address any barriers that may 

impede disabled people from accessing a service. 

Types of unlawful discrimination 

Direct discrimination is where a person is treated less favourably than another because of a 

protected characteristic. 

In limited circumstances, employers can directly discriminate against an individual for a 

reason related to any of the protected characteristics where there is an occupational 

requirement. The occupational requirement must be crucial to the post and a proportionate 

means of achieving a legitimate aim. 

Indirect discrimination is where a provision, criterion or practice is applied that is 

discriminatory in relation to individuals who have a relevant protected characteristic  such 

that it would be to the detriment of people who share that protected characteristic compared 

with people who do not, and it cannot be shown to be a proportionate means of achieving a 

legitimate aim. 

Harassment is where there is unwanted conduct, related to one of the protected 

characteristics (other than marriage and civil partnership, and pregnancy and maternity) that 

has the purpose or effect of violating a person’s dignity; or creating an intimidating, hostile, 

degrading, humiliating or offensive environment. It does not matter whether or not this effect 

was intended by the person responsible for the conduct. 

Associative discrimination is where an individual is directly discriminated against or harassed 

for association with another individual who has a protected characteristic. 

Perceptive discrimination is where an individual is directly discriminated against or harassed 

based on a perception that he/she has a particular protected characteristic when he/she 

does not, in fact, have that protected characteristic. 

Third-party harassment occurs where an employee is harassed and the harassment is 

related to a protected characteristic, by third parties.  
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Victimisation occurs where an employee is subjected to a detriment, such as being denied a 

training opportunity or a promotion because he/she made or supported a complaint or raised 

a grievance under the Equality Act 2010, or because he/she is suspected of doing so. 

However, an employee is not protected from victimisation if he/she acted maliciously or 

made or supported an untrue complaint.  

Failure to make reasonable adjustments is where a physical feature or a provision, criterion 

or practice puts a disabled person at a substantial disadvantage compared with someone 

who does not have that protected characteristic and the employer has failed to make 

reasonable adjustments to enable the disabled person to overcome the disadvantage. 

Equal opportunities in employment 

The council will avoid unlawful discrimination in all aspects of employment including 

recruitment, promotion, opportunities for training, pay and benefits, discipline and selection 

for redundancy. 

Recruitment 

Person and job specifications will be limited to those requirements that are necessary for the 

effective performance of the job. Candidates for employment or promotion will be assessed 

objectively against the requirements for the job, taking account of any reasonable 

adjustments that may be required for candidates with a disability. Disability and personal or 

home commitments will not form the basis of employment decisions except where 

necessary. 

Working practices 

The council will consider any possible indirectly discriminatory effect of its standard working 

practices, including the number of hours to be worked, the times at which these are to be 

worked and the place at which work is to be done, when considering requests for variations 

to these standard working practices and will refuse such requests only if the council 

considers it has good reasons, unrelated to any protected characteristic, for doing so. The 

council will comply with its obligations in relation to statutory requests for contract variations. 

The council will also make reasonable adjustments to its standard working practices to 

overcome barriers caused by disability. 

Equal opportunities monitoring 

The council will monitor the ethnic, gender and age composition of the existing workforce 

and of applicants for jobs (including promotion), and the number of people with disabilities 

within these groups, and will consider and take any appropriate action to address any 

problems that may be identified as a result of the monitoring process. 
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The council treats personal data collected for reviewing equality and diversity in accordance 

with the data protection policy. Information about how data is used and the basis for 

processing is provided in the council’s privacy notices. 

Dignity at work 

The council has a separate dignity at work policy concerning issues of bullying and 

harassment on any ground, and how complaints of this type will be dealt with. 

People not employed by the council 

The council will not discriminate unlawfully against those using or seeking to use the 

services provided by the council. 

You should report any bullying or harassment by suppliers, visitors or others to the council 

who will take appropriate action.  

Training 

The council will raise awareness of equal opportunities to those likely to be involved in 

recruitment or other decision making where equal opportunities issues are likely to arise. 

The council will raise awareness of all staff engaged to work at the council to help them 

understand their rights and responsibilities under the dignity at work policy and what they 

can do to help create a working environment free of bullying and harassment.  

Your responsibilities 

Every employee is required to assist the council to meet its commitment to provide equal 

opportunities in employment and avoid unlawful discrimination.  Employees can be held 

personally liable as well as, or instead of, the council for any act of unlawful discrimination. 

Employees who commit serious acts of harassment may be guilty of a criminal offence. 

Acts of discrimination, harassment, bullying or victimisation against employees or customers 

are disciplinary offences and will be dealt with under the council’s disciplinary procedure.  

Discrimination, harassment, bullying or victimisation may constitute gross misconduct and 

could lead to dismissal without notice. 
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Grievances 

If you consider that you may have been unlawfully discriminated against, you should use the 

council’s grievance procedure to make a complaint. If your complaint involves bullying or 

harassment, the grievance procedure is modified as set out in the dignity at work policy. 

The council will take any complaint seriously and will seek to resolve any grievance that it 

upholds. You will not be penalised for raising a grievance, even if your grievance is not 

upheld, unless your complaint is both untrue and made in bad faith. 

Monitoring and review 

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

updated in accordance with changes in the law. If changes are required, the council will 

implement them. 

Information provided by job applicants and employees for monitoring purposes will be used 

only for these purposes and will be dealt with in accordance with relevant data protection 

legislation. This is a non-contractual procedure which will be reviewed from time to time. 

This document is based on a model template provided by the National Association of Local 

Councils (NALC) in 2019 for the purpose of its member councils and county associations. 

Every effort has been made to ensure that the contents of this document are correct at time 

of publication.   
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It is not up to you to decide whether a child, young person or vulnerable 

adult has or is suffering from harm as a result of abuse or neglect, but 

it is up to you to report it 
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1. Introduction

1.1 Everyone has a duty to safeguard children, young people and vulnerable adults. 

1.2 This policy outlines practices that will promote the safety of children, young people and 

vulnerable adults who reside within the boundary of Stretton Parish.  

We recognise that: 

• The welfare of children, young people and vulnerable adults is paramount

• Children, young people and vulnerable adults have the right to equal protection from

all types of abuse regardless of age, disability, gender, racial heritage, religious belief,

sexual orientation or identity.

• Working in partnership with children, young people and their parents/carers, vulnerable

adults and other agencies is essential in promoting their welfare.

• Some larger Councils/Town Councils deliver services which can bring employees,

members and volunteers into contact with children or vulnerable adults more frequently

than a smaller Council.

• That larger Councils may have a designated person for safeguarding and that, advise

can be sought from this individual in the first instance. However, this should not

preclude a direct referral to Social Care and/or the Police if there is an element of

immediate risk.

1.3 This policy is based on our responsibilities under the Children’s Act 2004 which places a 

duty on key people and public bodies, including Councils, to make arrangements to ensure 

their functions are discharged with regard to the need to safeguard and promote the welfare 

of children. 

1.4 With regards to Safeguarding Adults, there are different issues to consider. Nevertheless, 

this policy has been developed in line with “No Secrets” government guidance, the Vulnerable 

Groups Act 2006 and the Care Act 2014. 

1.5 This policy will be reviewed annually. 

1.6 This policy provides an overview of Derbyshire’s safeguarding adults and children and 

young people policies. More detailed information/explanation can be found on Derbyshire 

websites listed on page 5. 

2. Definitions

2.1 Safeguarding and promoting the welfare of children, young people and vulnerable adults 

is defined as: 

- Protecting children, young people and vulnerable adults from maltreatment

- Preventing impairment of a child, young person or vulnerable adults health or

development

- Ensuring that children, young people and vulnerable adults are growing up and living

in circumstances consistent with the provision of safe and effective care

2.2 People with special educational needs/disabilities under the age of 25 may be covered by 

Safeguarding Children and Young People policy rather than Safeguarding Adults, but the 

reporting mechanism is the same and Social Care will decide which procedures need to 

followed. 

2.3 Children and young people: anyone under the age of 18 years of age. 
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2.4 Vulnerable adult: anyone who is 18 or over that is unable to care for themselves; unable 

to protect themselves from significant harm or exploitation; or may need community care 

services.  

3. Purpose of this policy is:

• To provide Councillors, staff, Contractors engaged on behalf of the Council, or

Volunteers with guidance on procedures they should use in the event that they suspect

a child, young person or vulnerable adult may be experiencing or be at risk of harm or

exploitation.

• To provide protection for the children, young people and vulnerable adults who receive

services from our Council/or are using the facilities within the Town/Parish boundary.

4. To whom this policy applies

4.1 This policy applies to anyone connected with Stretton Parish Council whether in a paid, 

voluntary or commissioned capacity. This includes contractors that the Council may ask to 

undertake work on behalf of the Council. 

5. Promoting a safe environment

5.1 In order to promote a safe environment for children, young people and vulnerable adults, 

Stretton Parish Council wishes to promote a safeguarding culture within its boundary. In order 

to achieve this, Stretton Parish Council will where applicable:  

• provide safe facilities* and undertake regular safety assessments;

• ensure that employees, volunteers and councillors are aware of this safeguarding

policy;

• make available on public noticeboards and/or its website and to employees, volunteers

and councillors relevant contact details for whom they should contact if concerns are

raised.

• Ensure care is taken if holding virtual meetings to which members of the public,

including young people, may be present.

*facilities may include buildings, play areas/sports areas/an area that the Council has

responsibility for.

 5.2 Employees, Councillors and volunteers all have a duty to protect children, young people 

and vulnerable adults but are not responsible for deciding whether abuse is taking place. If 

they have concerns, these should be passed on to the authorities as detailed in Section 8 as 

soon as possible. As a minimum, it is recommended that all employees, Councillors and any 

volunteers are made aware of this policy.    

5.3 It is good practice to write down your concerns so that this can be shared with the Local 

Authority staff who receive referrals. A template for recording is shown in Appendix 1 

5.4 When recording details please ensure Data protection laws and regulations are followed. 

6. Council Premises /Activity Areas

Village Hall – Main Street Stretton (used for Parish Council meetings) 

Pavilion & Playing Fields, Badger Lane, Woolley Moor 

Stretton Cemetery 
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7. Training and Awareness

All Councillors, paid staff, volunteers and contractors should be advised of this policy and that 

basic safeguarding children, young people and safeguarding adults’ awareness training is 

available.  There are a number of short videos available on the Derbyshire Safeguarding 

Adults website that provide awareness raising. Where training is undertaken, a record of 

attendance should be maintained by the Clerk. Safeguarding children training must be 

commensurate with government guidance “Working together to safeguard children 2018” and 

updated in 2022. 

8. Dealing with allegations or concerns against any employee, contractors used by the

Stretton Parish Council, paid staff or volunteers including Councillors

8.1 All staff, Councillors and volunteers should take care not to place themselves in a 

vulnerable position with a child, young person or vulnerable adult. Where undertaken, it is 

always advisable for any interviews or work with individual children or parents to be conducted 

in view of other adults. When dealing with children, young persons or vulnerable adults 

safeguarding issues should be considered in advance where possible. 

8.2 No attempt should be made to investigate or act on any allegation before consultation with 

“Call Derbyshire” the County’s Safeguarding Children’s and Adults teams.  

8.3 If an allegation is made, or a concern is raised about a member of staff, Councillor or 

volunteer the Clerk should contact Call Derbyshire. If the allegation or concern involves the 

Clerk, the Chair of the Council should contact Call Derbyshire. Making contact with Call 

Derbyshire may also be referred to as referral. 

Call Derbyshire: 01629 533190 

Monday to Friday 08.00 – 20.00 

Saturday: 09.30 – 16.00 

Out of these hours: 

Call Derbyshire: 01629 532600 

You should always call 999 in an emergency – for example when someone’s life is at risk or 

someone is seriously injured or critically ill. 

9. Recruitment and selection.

Advertisements of posts (e.g. for Clerks) and application packs should make reference to the 

commitment of the Parish/Meeting/Town Council to safeguarding children, young people and 

adults. 

Further, more detailed information can be found at: 

www.saferrecruitmentconsortium.org/GSWP Sept 2019 

10. Reporting

10.1 We recognise that children, young people or vulnerable adults cannot be expected to 

raise concerns in an environment where staff or volunteers fail to do so.  

https://www.derbyshiresab.org.uk/what-is-abuse/awareness-raising-films.aspx
https://www.derbyshiresab.org.uk/what-is-abuse/awareness-raising-films.aspx
http://www.saferrecruitmentconsortium.org/GSWP%20Sept%202019


5 | P a g e

10.2 All Councillors, staff and volunteers should be aware of their duty to raise concerns about 

the attitude or actions of colleagues and appropriate advice will be sought from the Call 

Derbyshire team on the number shown above. This action may be referred to as a referral. 

11. What should be a cause for concern

11.1 Councillors, staff and volunteers should be concerned by any behaviour, action or

inaction, which significantly harms the physical and/or emotional development of a child/young

person or a vulnerable adult. A child, young person or vulnerable adult may be abused by

parents, other relatives or carers, professionals and their peers, and abuse can occur in any

family or in any other areas of society, regardless of social class, wealth or geographical

location.

11.2 Abuse falls into five main categories in children, young people and adults: 

• physical abuse

• emotional abuse

• sexual abuse

• financial abuse

• neglect

11.3 All Councillors, staff and volunteers need to have an awareness that there are many other 

forms of abuse. These are classed as specific safeguarding issues. Further information 

regarding these specific issues can be found on the Derby and Derbyshire Safeguarding 

Children Partnership and Derbyshire Safeguarding Adults websites. 

11.4 Ideally, Councillors, staff and volunteers who engage with children, young people or 

vulnerable adults should normally be required to have training if they engage with children, 

young people or vulnerable adults regularly.  

11.5 Further information about types of abuse, signs to look for and what to do if you are 

concerned are also available on the Derby and Derbyshire Safeguarding Children Partnership 

website and Derbyshire Safeguarding Adults website. 

www.ddscp.org.uk 

www.derbyshiresab.org.uk 

12. Related Stretton Parish Council policies/documents.

- Code of Conduct

- GDPR policy 2018

- Complaints policy

- Safer Recruitment legislation

13. Other useful contact details:

NSPCC: 0808 800 5000 

Childline: 0800 11 11  

Age Concern Advice Line: 0800 678 1602 

http://www.ddscp.org.uk/
http://www.derbyshiresab.org.uk/
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Appendix 1 

Template for recording concerns 

Stretton Parish Council 

Your name: 

Your position: 

Child/Adult name: 

Child/Adult address: 

Approximate age of the child/adult: 

Date and time of disclosure: 

What the child/adult reported: Use the person’s own words 

Your observations: 

Your signature: 

Print name: 

This information should be passed to Call Derbyshire 
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Appendix 2 

Safeguarding Notice 

Stretton Parish Council 

Information to parents/carers/members of the public 

Welcome to this open space/facility within our village. 

We hope that you enjoy your visit. Please remember this is a 

community space open to all. 

We wish to ensure the safety and welfare of all who use this 

space/facility and would recommend that Children under 10 years 

of age should not be left unaccompanied. 

If you are concerned that the safety and wellbeing of a child, young 

person or vulnerable adult is in question you can contact  

Call Derbyshire: 01629 533190 

Monday to Friday 08.00 – 20.00 

Saturday 0930 – 1600 

At all other times telephone 01629 532600 
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DIGNITY AT WORK POLICY 

POLICY 

REFERENCE 

NUMBER 

ADOPTED 
DATE 

REVIEW 
DATE 

2 May 2026 May 2027 
 

Stretton Parish Council believes that civility and respect are important in the working 

environment, and expect all Stretton Parish Councillors, officers and the public to be 

polite and courteous when working for, and with the Stretton Parish Council.  

Purpose 

Stretton Parish Council is committed to creating a working environment where all employees, 

Parish Councillors, contractors and others who come into contact with us in the course of our 

work, are treated with dignity, respect and courtesy.  We aim to create a workplace where 

there is zero tolerance for harassment and bullying 

In support of this objective, Stretton Parish Council has signed up to the Civility Pledge, as a 

commitment to civility and respect in our work, and politeness and courtesy in behaviour, 

speech, and in the written word. Further information about the Civility and Respect Pledge is 

available NALC & SLCC 

We recognise that there is a continuum where unaddressed issues have the potential to 

escalate and become larger, more complex issues and this policy sets out how concerns will 

be managed however the emphasis of this policy is on resolution and mediation where 

appropriate, rather than an adversarial process. 

This document: 

• explains how we will respond to complaints of bullying or harassment;

• ensures that we respond sensitively and promptly; and,

• supports our employees in ensuring their behaviour does not amount to bullying and/or

harassment by giving examples.

Scope 

This policy covers bullying and harassment of and by clerks and all employees engaged to 

work at Stretton Parish Council. Should agency staff, or contractors have a complaint 

connected to their engagement with Stretton Parish Council this should be raised to their 

nominated contact, manager, or the Chair of the Council, in the first instance.  Should the 

complaint be about the chair of the Stretton Parish Council the complaint should be raised to 

the Vice Chair or Parish Clerk. 

Agency staff, or contractors are equally expected to treat Stretton Parish Council colleagues, 

and other representatives and stakeholders with dignity and respect, and the Council may 

terminate the contract, without notice, where there are suspicions of harassment or bullying. 

https://www.nalc.gov.uk/respect#the-pledge
https://www.slcc.co.uk/news-publications/civility-respect-pledge/
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Complaints about other employment matters will be managed under the Stretton Parish 

Council’s grievance policy. 

It is noted that the management of a situation may differ depending on who the allegations 

relate to (e.g. employees, contractor, Stretton Parish Councillor), however, the Council will take 

appropriate action if any of its employees are bullied or harassed by employees, Parish 

Councillors, members of the public, suppliers or contractors. 

The position on bullying and harassment 

All staff and Stretton Parish Council representatives are entitled to dignity, respect and 

courtesy within the workplace and to not experience any form of discrimination. Stretton Parish 

Council will not tolerate bullying or harassment in our workplace or at work-related events 

outside of the workplace, whether the conduct is a one-off act or repeated course of conduct, 

and whether harm is intended or not. Neither will we tolerate retaliation against, or victimisation 

of, any person involved in bringing a complaint of harassment or bullying.  You should also be 

aware that, if you have bullied or harassed someone (e.g. physical violence, harassment), in 

some circumstances the treatment may amount to a crime punishable by a fine or 

imprisonment. 

We expect all representatives of Stretton Parish Council to treat each other with respect and 

uphold the values of the code of conduct, civility and respect pledge, equality opportunities 

policy, and all other policies and procedures set by the Council.   

We expect you to demonstrate respect by listening and paying attention to others, having 

consideration for other people’s feelings, following protocols and rules, showing appreciation 

and thanks, and being kind. 

Allegations of bullying and harassment will be treated seriously. Investigations will be carried 

out promptly, sensitively and, as far as possible, confidentially. See the grievance policy for 

further details regarding the process. Employees and others who make allegations of bullying 

or harassment in good faith will not be treated less favourably as a result.   

False accusations of harassment or bullying can have a serious effect on innocent individuals. 

Staff and others have a responsibility not to make false allegations. While we will assume that 

all complaints of bullying and harassment are made in good faith, in the event that allegations 

are found to be malicious or vexatious the person raising the complaint may be subject to 

action under the Council’s disciplinary procedure.  
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What Type of Treatment amounts to Bullying or Harassment? 

‘Bullying’ or ‘harassment’ are phrases that apply to treatment from one person (or a group of 

people) to another that is unwanted and that has the effect of violating that person’s dignity or 

creating an intimidating, hostile, degrading, humiliating, or offensive environment for that 

person.   

Examples of bullying and harassment include: 

• Physical conduct ranging from unwelcome touching to serious assault

• Unwelcome sexual advances

• The offer of rewards for going along with sexual advances e.g. promotion, access to

training

• Threats for rejecting sexual advances

• Demeaning comments about a person’s appearance

• Verbal abuse or offensive comments, including jokes or pranks related to age,

disability, gender re-assignment, marriage, civil partnership, pregnancy, maternity,

race, religion, belief, sex or sexual orientation

• Unwanted nicknames, especially related to a person's age, disability, gender re-

assignment, marriage, civil partnership, pregnancy, maternity, race, religion, belief, sex

or sexual orientation

• Spreading malicious rumours or insulting someone

• Lewd or suggestive comments or gestures

• Deliberate exclusion from conversations, work activities or social activities.

• Withholding information a person needs in order to do their job

• Practical jokes, initiation ceremonies or inappropriate birthday rituals

• Physical abuse such as hitting, pushing or jostling

• Rifling through, hiding or damaging personal property

• Display of pictures or objects with sexual or racial overtones, even if not directed at any

particular person

• Isolation or non-cooperation at work

•Where a person is subject to uninvited conduct
that violates their dignity, in connection with a
protected characteristic

•Behaviour that creates a hostile, humiliating,
degrading or similarly offensive environment in
relation to a protected characteristic

Harassment

•Behaviour that leaves the victim feeling
threatened, intimidated, humiliated, vulnerable
or otherwise upset.  It does not need to be
connected to a protected characteristic.

Bullying
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It is important to recognise that bullying does not include appropriate criticism of an employee’s 

behaviour or effective, robust performance management.  Constructive and fair feedback 

about your behaviour or performance from your manager is not bullying.  It is part of normal 

employment and management routines, and should not be interpreted as anything different. 

• Subjecting a person to humiliation or ridicule, belittling their efforts, whether directly and

/ or in front of others

• The use of obscene gestures

• Abusing a position of power

Bullying and harassment can occur through verbal and face to face interactions, but can also 

take place through sharing inappropriate or offensive content in writing or via email and other 

electronic communications and social media. 

It is important to recognise that conduct which one person may find acceptable, another may 

find totally unacceptable and behaviour could be harassment when the person had no intention 

to offend.  We all have the right to determine what offends us.  Some behaviour will be clear 

to any reasonable person that it is likely to offend – for example sexual touching. Other 

examples may be less clear, however, you should be aware that harassment will occur if 

behaviour continues after the recipient has advised you that the behaviour is unacceptable to 

them. 

Harassment can also occur where the unwanted behaviour relates to a perceived 

characteristic ( such as offensive jokes or comments based on the assumption someone is 

gay, even if they are not) or due to their association with someone else (such as harassment 

related to their partner having a disability for example).  See the Council’s equality and diversity 

Policy.  

All employees must, therefore, treat their colleagues with respect and appropriate sensitivity 

and should feel able to challenge behaviour that they find offensive even if it is not directed at 

them. 

Victimisation 

Victimisation is subjecting a person to a detriment because they have, in good faith, 

complained (whether formally or otherwise) that someone has been bullying or harassing them 

or someone else, or supported someone to make a complaint or given evidence in relation to 

a complaint. This would include isolating someone because they have made a complaint or 

giving them a heavier or more difficult workload. 

Provided that you act in good faith, i.e. you genuinely believe that what you are saying is true, 

you have a right not to be victimised for making a complaint or doing anything in relation to a 

complaint of bullying or harassment and the Council will take appropriate action to deal with 

any alleged victimisation, which may include disciplinary action against anyone found to have 

victimised you. 
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Making a complaint that you know to be untrue, or giving evidence that you know to be untrue, 

may lead to disciplinary action being taken against you. 

Reporting Concerns 

What you should do if you feel you are being bullied or harassed by a member of the 

public or supplier (as opposed to a colleague) 

If you are being bullied or harassed by someone with whom you come into contact at work, 

please raise this with your nominated manager in the first instance or, with the clerk/or a 

Stretton Parish Councillor. Any such report will be taken seriously, and we will decide how best 

to deal with the situation, in consultation with you. 

What you should do if you feel you are being bullied or harassed by a Stretton Parish 

Councillor: If you are being bullied or harassed by a Stretton Parish Councillor, please raise 

this with the clerk or the chair of the Council in the first instance.  They will then decide how 

best to deal with the situation, in consultation with you.   There are two possible avenues for 

you, informal or formal.  The Informal Resolution is described below.  Formal concerns 

regarding potential breaches of the Councillors Code of Conduct must be investigated by the 

Monitoring Officer.  

Stretton Parish Council will consider reasonable measures to protect your health and 

safety.  Such measures may include a temporary change in duties or change of work location, 

not attending meetings with the person about whom the complaint has been made.    

What you should do if you witness an incident you believe to harassment or bullying:  If 

you witness such behaviour you should report the incident in confidence to the clerk or a 

Stretton Parish Councillor.  Such reports will be taken seriously and will be treated in strict 

confidence as far as it is possible to do so.  

What you should do if you are being bullied or harassed by another member of staff: If 

you are being bullied or harassed by a colleague or contractor, there are two possible avenues 

for you, informal or formal. These are described below.    

Informal resolution 

If you are being bullied or harassed, you may be able to resolve the situation yourself by 

explaining clearly to the perpetrator(s) that their behaviour is unacceptable, contrary to the 

Council’s policy and must stop.  Alternatively, you may wish to ask the clerk, your nominated 

manager or a colleague to put this on your behalf or to be with you when confronting the 

perpetrator(s).  

If the above approach does not work or if you do not want to try to resolve the situation in this 

way, or if you are being bullied by your own nominated manager, you should raise the issue 

with the chair of the Council. If your concern relates to the chair, you should raise it with the 

vice chair of the Council.  The chair (or another appropriate person) will discuss with you the 

option of trying to resolve the situation informally by telling the alleged perpetrator, without 

prejudicing the matter, that: 
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• there has been a complaint that their behaviour is having an adverse effect on a

member of staff

• such behaviour is contrary to our policy

• for employees, the continuation of such behaviour could amount to a serious

disciplinary offence

It may be possible for this conversation to take place with the alleged perpetrator without 

revealing your name, if this is what you want.  The person dealing with it will also stress that 

the conversation is confidential. 

In certain circumstances we may be able to involve a neutral third party (a mediator) to facilitate 

a resolution of the problem. The chair (or another appropriate person) will discuss this with you 

if it is appropriate. 

If your complaint is resolved informally, the alleged perpetrator(s) will not usually be subject to 

disciplinary sanctions. However, in exceptional circumstances (such as extremely serious 

allegation or in cases where a problem has happened before) we may decide to investigate 

further and take more formal action notwithstanding that you raised the matter informally.  We 

will consult with you before taking this step.  

Raising a formal complaint 

If informal resolution is unsuccessful or inappropriate, you can make a formal complaint about 

bullying and harassment through the Council’s grievance procedure. You should raise your 

complaint to the clerk or the chair of the Council.  A formal complaint may ultimately lead to 

disciplinary action against the perpetrator(s) where they are employed.   

The clerk or the chair of the Council will appoint someone to investigate your complaint in line 

with the grievance policy.  You will need to co-operate with the investigation and provide the 

following details (if not already provided):  

• The name of the alleged perpetrator(s),

• The nature of the harassment or bullying,

• The dates and times the harassment or bullying occurred,

• The names of any witnesses and

• Any action taken by you to resolve the matter informally.

The alleged perpetrator(s) would normally need to be told your name and the details of your 

grievance in order for the issue to be investigated properly.  However, we will carry out the 

investigation as confidentially and sensitively as possible. Where you and the alleged 

perpetrator(s) work in proximity to each other, we will consider whether it is appropriate to 

make temporary adjustments to working arrangements whilst the matter is being investigated.   

Where your complaint relates to potential breaches of the Council’s Code of Conduct, these 

will need to be investigated by the Monitoring Officer.  Stretton Parish Council will consider any 

adjustments to support you in your work and to manage the relationship with the Parish 

Councillor the allegations relate to, while the investigation proceeds. 
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Investigations will be carried out promptly (without unreasonable delay), sensitively and, as far 

as possible, confidentially. When carrying out any investigations, we will ensure that 

individuals' personal data is handled in accordance with the data protection policy. 

Stretton Parish Council will consider how to protect your health and wellbeing whilst the 

investigation is taking place and discuss this with you.  Depending on the nature of the 

allegations, the Investigator may want to meet with you to understand better your compliant 

(see the grievance policy for further information, and details of your right to be accompanied).   

After the investigation, a panel will meet with you to consider the complaint and the findings of 

the investigation in accordance with the grievance procedure.  At the meeting you may be 

accompanied by a fellow worker or a trade union official.  

Following the conclusion of the hearing the panel will write to you to inform you of the decision 

and to notify you of your right to appeal if you are dissatisfied with the outcome.  You should 

put your appeal in writing explaining the reasons why you are dissatisfied with the 

decision.  Your appeal will be heard under the appeal process that is described in the grievance 

procedure.   

The use of the Disciplinary Procedure 

If at any stage from the point at which a complaint is raised, we believe there is a case to 

answer and a disciplinary offence might have been committed, we will instigate our disciplinary 

procedure.  We will keep you informed of the outcome. 

This is a non-contractual policy and procedure which will be reviewed every three years or if 

legislation/guidance is updated.  
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Stretton Parish Council 

Code of Conduct for Councillors 

Organisation Stretton Parish Council 

Title Code of Conduct 

Creator Kath Gruber 

Policy Ref: number 6 

Approvals 11 May 2026
Review date May 2027

The role of councillor across all tiers of local government is a vital part of our country’s 
system of democracy. It is important that as councillors we can be held accountable 
and all adopt the behaviours and responsibilities associated with the r o l e . Each 
councillor’s individual conduct affects the reputation of all councillors. We want the 
role of councillor to be one that people aspire to. We also want individuals from a 
range of backgrounds and circumstances to be putting themselves forward to become 
councillors. 

As councillors, we represent local residents, work to develop better services and 
deliver local change. The public have high expectations of us and entrust us to 
represent our local area, taking decisions fairly, openly, and transparently. We have 
both an individual and collective responsibility to meet these expectations by 
maintaining high standards and demonstrating good conduct, and by challenging 
behaviour which falls below expectations. 

Importantly, we should be able to undertake our role as a councillor without being 
intimidated, abused, bullied, or threatened by anyone, including the general public. 

This Code has been designed to protect our democratic role, encourage good 
conduct and safeguard the public’s trust in local government. 
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Introduction 

The Local Government Association (LGA) has developed a Model Councillor Code of 
Conduct, in association with key partners and after extensive consultation with the 
s e c t o r , as part of its work on supporting all tiers of local government to continue to 
aspire to high standards of leadership and performance. 

All councils are required to have a local Councillor Code of Conduct. This is North East 
Derbyshire’s Code of Conduct for Councillors which is based on the LGA Model 
Councillor Code of Conduct. North East Derbyshire District Council will be referred to 
as “the District Council” throughout. 

Definitions 

For the purposes of this Code of Conduct, a “Councillor” means a member or co- 

opted member of North East Derbyshire District Council. A “co-opted member” is 

defined in the Localism Act 2011 Section 27(4) as “a person who is not a member of 

the authority but who 

a) is a member of any committee or sub-committee of the authority, or;
b)  is a member of, and represents the authority on, any joint committee or joint

sub- committee of the authority;

and who is entitled to vote on any question that falls to be decided at any meeting 
of that committee or sub-committee”. 

Purpose of the Code of Conduct 

The purpose of this Code of Conduct is to assist you, as a Councillor, in modelling 

the behaviour that is expected of you, to provide a personal check and balance, and 

to set out the type of conduct that could lead to action being taken against you. It is 

also to protect you, the public, fellow Councillors, North East Derbyshire District 

Council officers and the reputation of local government. It sets out general principles 

of conduct expected of all Councillors and your specific obligations in relation to 

standards of conduct. The use of support, training and mediation from the Monitoring 

Officer, the LGA and elsewhere is encouraged prior to action being taken using the 

Code. The fundamental aim of the Code is to create and maintain public confidence 

in the role of Councillor and local government. 

General principles of councillor conduct 

Everyone in public office at all levels; all who serve the public or deliver public 

services, including ministers, civil servants, councillors and local authority officers 

should uphold the Seven Principles of Public Life, also known as the Nolan 

Principles. These are in Appendix A to this Code. This Code should be read in 

conjunction with these principles. 

Building on these principles, the following general principles have been 

developed specifically for the role of Councillor. 

In accordance with the public trust placed in me, on all occasions: 

• I act with integrity and honesty

• I act lawfully

https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
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• I treat all persons fairly and with respect; and

• I lead by example and act in a way that secures public confidence in the
role of Councillor.

In undertaking my role: 

• I impartially exercise my responsibilities in the interests of the local community

• I do not improperly seek to confer an advantage, or disadvantage,
on any person

• I avoid conflicts of interest

• I exercise reasonable care and diligence; and

• I ensure that public resources are used prudently in accordance with
my local authority’s requirements and in the public interest.

Application of the Code of Conduct 

This Code of Conduct applies to you as soon as you sign your declaration of 

acceptance of the office of Councillor or attend your first meeting as a co-opted 

member and continues to apply to you until you cease to be a Councillor. 

This Code of Conduct applies to you when you are acting in your capacity as a 
Councillor which may include when: 

• You misuse your position as a Councillor

• Your actions would give the impression to a reasonable member of the
public with knowledge of all the facts that you are acting as a Councillor;

The Code applies to all forms of communication and interaction, including: 

• at face-to-face meetings

• at online or telephone meetings

• in written communication

• in verbal communication

• in non-verbal communication

• in electronic and social media communication, posts,
statements and comments.

You are also expected to uphold high standards of conduct and show leadership at 
all times when acting as a Councillor. 

Your Monitoring Officer has statutory responsibility for the implementation of the 

Code of Conduct, and you are encouraged to seek advice from your Monitoring 

Officer on any matters that may relate to the Code of Conduct. Town and parish 

councillors are encouraged to seek advice from their Clerk, who may refer 

matters to the Monitoring Officer. 

Standards of Councillor conduct 

This section sets out your obligations, which are the minimum standards of conduct 

required of you as a Councillor. Should your conduct fall short of these standards, a 

complaint may be made to the Monitoring Officer against you. This may result in action 

being taken. 
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Guidance is included to help explain the reasons for the obligations and how they 

should be followed. 

General Conduct 

1. Respect

As a Councillor: 

1.1 I treat other Councillors and members of the public with respect. 

1.2 I treat District Council employees, employees and representatives of 
partner organisations and those volunteering for the District Council 
with respect and respect the role they play. 

Respect means politeness and courtesy in behaviour, speech, and in the written 

word. Debate and having different views are all part of a healthy democracy. As a 

Councillor, you can express, challenge, criticise and disagree with views, ideas, 

opinions and policies in a robust but civil manner. You should not, however, subject 

individuals, groups of people or organisations to personal attack. 

In your contact with the public, you should treat them politely and courteously. 

Rude and offensive behaviour lowers the public’s expectations and confidence 

in Councillors. 

In return, you have a right to expect respectful behaviour from the public. If 

members of the public are being abusive, intimidatory or threatening, you are 

entitled to stop any conversation or interaction in person or online and report them 

to the District Council, the relevant social media provider or the Police. This also 

applies to fellow Councillors, where action could then be taken under the 

Councillor Code of Conduct, and District Council employees, where concerns 

should be raised in line with the District Council’s Head of Paid Service in line with 

the District Council’s Protocol for Councillor – officer relations which is in the 

District Council’s Constitution and other employee policies. 

2. Bullying, harassment and discrimination

As a Councillor: 

2.1 I do not bully any person. 

2.2 I do not harass any person. 

2.3 I promote equalities and do not discriminate unlawfully 

against any person. 

The Advisory, Conciliation and Arbitration Service (ACAS) characterises 
bullying as offensive, intimidating, malicious or insulting behaviour, an abuse 
or misuse of power through means that undermine, humiliate, denigrate or 
injure the recipient. Bullying might be a regular pattern of behaviour or a 
one-off incident, happen face-to-face, on social media, in emails or phone 
calls, happen in the workplace or at work social events and may not always 
be obvious or noticed by others. 

The Protection from Harassment Act 1997 defines harassment as conduct that 
causes alarm or distress or puts people in fear of violence and must involve such 
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conduct on at least two occasions. It can include repeated attempts to impose 
unwanted communications and contact upon a person in a manner that could be 
expected to cause distress or fear in any reasonable person. 

Unlawful discrimination is where someone is treated unfairly because of a 
protected characteristic. Protected characteristics are specific aspects of a 
person's identity defined by the Equality Act 2010. They are age, disability, 
gender reassignment, marriage and civil partnership, pregnancy and 
maternity, race, religion or belief, sex and sexual orientation. 

The Equality Act 2010 places specific duties on local authorities. Councillors have a 

central role to play in ensuring that equality issues are integral to the District 

Council’s performance and strategic aims, and that there is a strong vision and 

public commitment to equality across public services. 

3. Impartiality of officers of the District Council

As a Councillor: 

3.1 I do not compromise, or attempt to compromise, the 

impartiality of anyone who works for, or on behalf of, the 

District Council. 

Officers work for the District Council as a whole and must be politically neutral (unless 
they are political assistants). They should not be coerced or persuaded to act in a 
way that would undermine their neutrality. You can question officers in order to 
understand, for example, their reasons for proposing to act in a particular way, or the 
content of a report that they have written. However, you must not try and force them 
to act differently, change their advice, or alter the content of that report, if doing so 
would prejudice their professional integrity. 

4. Confidentiality and access to information

As a Councillor: 

4.1 I do not disclose 
information: 

a. given to me in confidence by anyone
b.  acquired by me which I believe, or ought reasonably

to be aware, is of a confidential nature, unless

i. I have received the consent of a person authorised to give
it;

ii. I am required by law to do so;
iii.  the disclosure is made to a third party for the

purpose of obtaining professional legal advice

provided that the third party agrees not to disclose

the information to any other person; or
iv. the disclosure is:

1. reasonable and in the public interest; and
2.  made in good faith and in compliance with the

reasonable requirements of the District
Council; and

3.  I have consulted the Monitoring Officer prior
to its release.
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4.2 I do not improperly use knowledge gained solely as a result of my role 

as a Councillor for the advancement of myself, my friends, my family 

members, my employer or my business interests. 

4.3 I do not prevent anyone from getting information that they are entitled 

to by law. 

Local authorities including the District Council must work openly and transparently, 

and their proceedings and printed materials are open to the public, except in certain 

legally defined circumstances. Councillors should work on this basis, but there will be 

times when it is required by law that discussions, documents and other information 

relating to or held by the District Council must be treated in a confidential manner. 

Examples include personal data relating to individuals or information relating to 

ongoing negotiations. 

5. Disrepute

As a Councillor: 

5.1 I do not bring my role or the District Council into disrepute. 

As a Councillor, you are trusted to make decisions on behalf of your community and 

your actions and behaviour are subject to greater scrutiny than that of ordinary 

members of the public. You should be aware that your actions might have an 

adverse impact on you, other Councillors and/or the District Council and may lower 

the public’s confidence in your or the District Council’s ability to discharge your/its 

functions. For example, behaviour that is considered dishonest and/or deceitful can 

bring the District Council into disrepute. 

You are able to hold the District Council and fellow Councillors to account and are 

able to constructively challenge and express concern about decisions and processes 

undertaken by the District Council whilst continuing to adhere to other aspects of this 

Code of Conduct. 

6. Use of position

As a Councillor: 

6.1 I do not use, or attempt to use, my position improperly to the 

advantage or disadvantage of myself or anyone else. 

Your position as a member of the District Council provides you with certain 

opportunities, responsibilities, and privileges, and you make choices all the time 

that will impact others. However, you should not take advantage of these 

opportunities to further your own or others’ private interests or to disadvantage 

anyone unfairly. 

7. Use of District Council’s resources and facilities

As a councillor: 

7.1 I do not misuse District Council resources. 

7.2 I will, when using the resources of the District Council or authorising 
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their use by others: 
a. act in accordance with the District Council’s requirements; and
b. ensure that such resources are not used for political purposes
unless that use could reasonably be regarded as likely to facilitate, or be
conducive to, the discharge of the functions of the District Council or of
the office to which I have been elected or appointed.

You may be provided with resources and facilities by the District Council to 

assist you in carrying out your duties as a councillor. 

Examples include: 

• Office support
• Laptop and/or Ipad or other technology
• Stationery
• Transport
• Access to and use of District Council buildings and rooms.

These are given to you to help you carry out your role as a Councillor more 

effectively and are not to be used for business or personal gain. They should be 

used in accordance with the purpose for which they have been provided and the 

District Council’s own policies regarding their use. 

8. Complying with the Code of Conduct

As a Councillor: 

8.1 I undertake Code of Conduct training provided by the District Council. 

8.2 I cooperate with any Code of Conduct investigation 

and/or determination. 

8.3 I do not intimidate or attempt to intimidate any person who is 

likely to be involved with the administration of any investigation 

or proceedings. 

8.4 I comply with any sanction imposed on me following a finding 

that I have breached the Code of Conduct. 

It is extremely important for you as a Councillor to demonstrate high standards, 

for you to have your actions open to scrutiny and for you not to undermine 

public trust in the District Council or its governance. If you do not understand or 

are concerned about the District Council’s processes in handling a complaint you 

should raise this with the Monitoring Officer. 

Protecting your reputation and the reputation of the District Council 

9. Interests

As a Councillor: 

9.1 I register and disclose my interests. 

Section 29 of the Localism Act 2011 requires the Monitoring Officer to 
establish and maintain a register of interests of members of the District 
Council. 

You need to register your interests so that the public, District Council employees and 
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fellow Councillors know which of your interests might give rise to a conflict of interest. 

The register is a public document that can be consulted when (or before) an issue 

arises. The register also protects you by allowing you to demonstrate openness and 

a willingness to be held accountable. You are personally responsible for deciding 

whether or not you should disclose an interest in a meeting, but it can be helpful for 

you to know early on if others think that a potential conflict might arise. It is also 

important that the public know about any interest that might have to be disclosed by 

you or other Councillors when making or taking part in decisions, so that decision 

making is seen by the public as open and honest. This helps to ensure that public 

confidence in the integrity of local governance is maintained. 

You should note that failure to register or disclose a disclosable pecuniary 

interest (dpi) as set out in Table 1, is a criminal offence under the Localism Act 

2011. 

Appendix B sets out the detailed provisions on registering and disclosing 

interests. If in doubt, you should always seek advice from your Monitoring 

Officer. 

10. Gifts and hospitality

As a Councillor: 

10.1 I do not accept gifts or hospitality, irrespective of estimated value, 

which could give rise to real or substantive personal gain or a 

reasonable suspicion of influence on my part to show favour from 

persons seeking to acquire, develop or do business with the District 

Council or from persons who may apply to the District Council for 

any permission, licence or other significant advantage. 

10.2 I register with the Monitoring Officer any gift or hospitality 

with an estimated value of at least £50 and where appropriate 

any with a value less than £50 within 28 days of its receipt. 

10.3 I register with the Monitoring Officer any significant gift or 

hospitality that I have been offered but have refused to 

accept. 

In order to protect your position and the reputation of the District Council, you should 
exercise caution in accepting any gifts or hospitality which are (or which you 
reasonably believe to be) offered to you because you are a Councillor. The 
presumption should always be not to accept significant gifts or hospitality. However, 
there may be times when such a refusal may be difficult if it is seen as rudeness in 
which case you could accept it but must ensure it is publicly registered. However, 
you do not need to register gifts and hospitality which are not related to your role as 
a Councillor, such as Christmas gifts from your friends and family. It is also 
important to note that it is appropriate to accept normal expenses and hospitality 
associated with your duties as a Councillor. If you are unsure, contact your 
Monitoring Officer for guidance. 
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11 Training 

You must attend the essential training set out in Appendix C and any other training 

the Council may deem is required from time to time. 

You must attend the training detailed above as soon as reasonably practicable: 

(a) after your election; and

(b) after your re-election;

(c) after your appointment to a relevant Committee or Sub-Committee; and ( 

d) as required after changes in legislation, policy or procedure affecting the relevant 

Committee or Sub-Committee outlined above; and/or ( 

e) as frequently as set out in Appendix C 

You must attend training if you are instructed to do so by a Standards Hearing Sub- 

Committee. If you fail to do so after 3 months or having been offered training on 

two occasions the fact of your failure will be reported to the Committee. 

12 Dispensations 

The District Council may grant you a dispensation to enable you to participate and 

vote on a matter in which you have a Disclosable Pecuniary Interest. 

Requests for dispensation must be made, in writing to the Monitoring Officer, on 

one of the following grounds: 

• That so many members of the decision-making body have disclosable pecuniary

interests in a matter that it would impede the transaction of the business.

• That, without the dispensation, the representation of different political groups on

the body transacting the business would be so upset as to alter the likely outcome

of any vote on the matter.

• That the District Council considers that the dispensation is in the interests of

persons living in the Authority’s area;

• That, without a dispensation, no member of the Cabinet would be able to

participate in the matter; or

• That the District Council considers that it is otherwise appropriate to grant

dispensation.

13 Pre determination or bias 

Where you have been involved in campaigning in your political role on an issue 

which does not impact on your personal and/or professional life you should not be 

prohibited from participating in a decision in your political role as Member. 

However do not place yourself under any financial or other obligation to outside 

individuals or organisations that might seek to influence you in the performance of 
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your official duties. 

When making a decision, do consider the matter with an open mind and on the 

contents before the meeting at which the decision is to be taken. When reaching 

decisions on any matter you must have regard to any relevant advice provided to 

you by: 

(a) the Head of Paid Service

(b) the Chief Finance Officer; or

(c) the Monitoring Officer,

where that officer is acting pursuant to his or her statutory duties. 

Appendices 

Appendix A – The Seven Principles of Public Life 

The principles are: 

Selflessness 

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

Integrity 

Holders of public office must avoid placing themselves under any obligation to 

people or organisations that might try inappropriately to influence them in their work. 

They should not act or take decisions in order to gain financial or other material 

benefits for themselves, their family, or their friends. They must disclose and resolve 

any interests and relationships. 

Objectivity 

Holders of public office must act and take decisions impartially, fairly and on merit, 

using the best evidence and without discrimination or bias. 

Accountability 

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

actions and must submit themselves to the scrutiny necessary to ensure this. 

Openness 

Holders of public office should act and take decisions in an open and transparent 

manner. Information should not be withheld from the public unless there are clear 

and lawful reasons for so doing. 

Honesty 

Holders of public office should be truthful. 

Leadership 

Holders of public office should exhibit these principles in their own behaviour. They 

should actively promote and robustly support the principles and be willing to 

challenge poor behaviour wherever it occurs. 
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Appendix B Registering interests 

Within 28 days of becoming a member or your re-election or re-appointment to office 
as a District Councillor you must register with the Monitoring Officer the interests which 
fall within the categories set out in Table 1 (Disclosable Pecuniary Interests) which 
are as described in “The Relevant Authorities (Disclosable Pecuniary Interests) 
Regulations 2012”. You should also register details of your other personal interests 
which fall within the categories set out in Table 2 (Other Registerable Interests). 

“Disclosable Pecuniary Interest” (DPI) means an interest of yourself, or of your 
partner if you are aware of your partner's interest, within the descriptions set out in 
Table 1 below. 

"Partner" means a spouse or civil partner, or a person with whom you are living as 
husband or wife, or a person with whom you are living as if you are civil partners. 

1.  You must ensure that your register of interests is kept up-to-date and

within 28 days of becoming aware of any new interest, or of any change

to a registered interest, notify the Monitoring Officer.

2.  A ‘sensitive interest’ is an interest which, if disclosed, could lead to the

Councillor, or a person connected with the Councillor, being subject to
violence or intimidation.

3.  Where you have a ‘sensitive interest’ you must notify the Monitoring

Officer with the reasons why you believe it is a sensitive interest. If the

Monitoring Officer agrees, they will withhold the interest from the public

register.

Non participation in case of Disclosable Pecuniary Interest 

4.  Where a matter arises at a meeting which directly relates to one of your

Disclosable Pecuniary Interests as set out in Table 1, you must disclose the

interest, not participate in any discussion or vote on the matter and must not

remain in the Chamber or room where the meeting is being held unless you

have been granted a dispensation. If it is a ‘sensitive interest’, you do not have

to disclose the nature of the interest, just that you have an interest.

Dispensation may be granted in limited circumstances, to enable you to

participate and vote on a matter in which you have a disclosable pecuniary

interest.

5.  Where you have a Disclosable Pecuniary Interest on a matter to be
considered or is being considered by you as a Cabinet member in exercise of
your executive function, you must notify the Monitoring Officer of the interest
and must not take any steps or further steps in the matter apart from arranging
for someone else to deal with it.

Disclosure of Other Registerable Interests 

6. Where a matter arises at a meeting which directly relates to the financial
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interest or wellbeing of one of your Other Registerable Interests (as set out in 

Table 2), you must disclose the interest. You may speak on the matter only if 

members of the public are also allowed to speak at the meeting but otherwise 

must not take part in any discussion or vote on the matter and must not remain 

in the room unless you have been granted a dispensation. If it is a ‘sensitive 

interest’, you do not have to disclose the nature of the interest. 

Disclosure of Non-Registerable Interests 
7.  Where a matter arises at a meeting which directly relates to your financial

interest or well-being (and is not a Disclosable Pecuniary Interest set out in

Table 1) or a financial interest or well-being of a relative or close associate,

you must disclose the interest. You may speak on the matter only if members

of the public are also allowed to speak at the meeting. Otherwise you must

not take part in any discussion or vote on the matter and must not remain in

the room unless you have been granted a dispensation. If it is a ‘sensitive

interest’, you do not have to disclose the nature of the interest.

8. Where a matter arises at a meeting which affects –
a. your own financial interest or well-being;
b. a financial interest or well-being of a relative or close associate; or
c. a financial interest or wellbeing of a body included under Other Registrable

Interests as set out in Table 2

you must disclose the interest. In order to determine whether you can remain 
in the meeting after disclosing your interest the following test should be 
applied 

9. Where a matter (referred to in paragraph 8 above) affects the financial interest or well- 
being:

a.  to a greater extent than it affects the financial interests of the
majority of inhabitants of the ward affected by the decision and;

b.  a reasonable member of the public knowing all the facts would believe
that it would affect your view of the wider public interest

You may speak on the matter only if members of the public are also 

allowed to speak at the meeting. Otherwise you must not take part in any 

discussion or vote on the matter and must not remain in the room unless 

you have been granted a dispensation. 

If it is a ‘sensitive interest’, you do not have to disclose the nature of the interest. 

10. Where you have an Other Registerable Interest or Non-Registerable Interest on a
matter to be considered or is being considered by you as a Cabinet member in
exercise of
your executive function, you must notify the Monitoring Officer of the interest and
must not take any steps or further steps in the matter apart from arranging for
someone else to deal with it
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Table 1: Disclosable Pecuniary Interests 

This table sets out the explanation of Disclosable Pecuniary Interests as set out in the 
Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012. 

Subject Description 

Employment, office, 
trade, profession or 
vocation 

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

Sponsorship Any payment or provision of any other 
financial benefit (other than from the 
council) made to the councillor during 
the previous 12-month period for 
expenses incurred by him/her in 
carrying out his/her duties as a 
councillor, or towards his/her election 
expenses. This includes any payment 
or financial benefit from a trade union 
within the meaning of the Trade Union 
and Labour Relations (Consolidation) 
Act 1992. 

Contracts Any contract made between the 
councillor or his/her spouse or civil 
partner or the person with whom the 
councillor is living as if they were 
spouses/civil partners (or a firm in 
which such person is a partner, or an 
incorporated body of which such 
person is a director* or 
a body that such person has a beneficial 
interest in the securities of*) and the 
council 
— 
(a) Under which goods or
services are to be provided or
works are to be executed; and (b)
which has not been fully
discharged.

https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
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Land and Property Any beneficial interest in land 
which is within the area of the 
council. 
‘Land’ excludes an easement, 
servitude, interest or right in or over 
land which does not give the councillor 
or his/her spouse or civil partner or the 
person with whom the councillor is 
living as if they were spouses/ civil 
partners (alone or jointly with another) 
a right to occupy or to receive income. 

Licenses Any licence (alone or jointly with others to 
occupy land in the area of the counci for a 
month or longer 

Corporate tenancies Any tenancy where (to the councillor’s 
knowledge)— 
(a) the landlord is the council; and
(b) the tenant is a body that the
councillor, or his/her spouse or civil
partner or the person with whom the
councillor is living as if they were
spouses/ civil partners is a partner of or
a director* of or has a beneficial interest
in the securities* of.

Securities Any beneficial interest in securities* 
of a body where— 
(a) that body (to the councillor’s
knowledge) has a place of business
or land in the area of the council;
and
(b) either—

(i) ) the total nominal value of the
securities* exceeds £25,000 or
one hundredth of the total issued
share capital of that body; or
(ii) if the share capital of that body is
of more than one class, the total
nominal value of the shares of any
one class in which the councillor, or
his/ her spouse or civil partner or the
person with whom the councillor is living
as if they were
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* ‘director’ includes a member of the committee of management of an

industrial and provident society.

* ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, units of

a collective investment scheme within the meaning of the Financial Services and

Markets Act 2000 and other securities of any description, other than money

deposited with a building society.

Table 2: Other Registrable Interests 
You must register as an Other Registerable Interest: 

a) Any unpaid directorships

b) Any body of which you are a member or are in a position of general control

or management and to which you are nominated or appointed by your

authority

c) Any body

i. Exercising functions of a public nature

ii. Directed to charitable purposes or

iii. One of whose principal purposes includes the influence of public

opinion or policy (including any political party or trade union)

Of which you are a member or in a position of general control or management. 
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Appendix C 
Essential training 

Training Scope Frequency 

Planning 

Committee 

Planning legislation and case law. Local Plan 

policies. Procedures. Role on Planning Committee. 

Role of a Member of Local Planning Authority 

Planning Code of Good Practice 

Relationship to Members’ Code of Conduct 

Development proposals and Interests under 

Members’ Code of Conduct 

Fettering Discretion in the Planning Process 

Lobbying of and by Councillors 

Contact with applicants, developers and 

objectors 

Role of Officers 

Decision Making 

Public Speaking at Meetings 

Site Visits 

How to determine Planning Applications 

Prior to sitting on 

Planning Committee 

minimum of every two 

years. Refresher 

training may be given 

more frequently. 

Licensing 

Committee 

and its Sub- 

Committees 

Licensing legislation, policies and procedures 

relevant to the remit of the Committee and its Sub- 

Committees. 

General Principles of each Act 

Role of Members 

Ward Member Role 

Licensing Objectives 

Determining Licensing Applications 

Prior to sitting on the 

Committee or its Sub- 

Committees minimum 

of every12 months. 

Joint Employment 

and Appeals 

Committee and its 

Sub-Committees 

Recruitment and selection. 

HR Legislation, policies and practice within the 

remit of the Committee and its Sub-Committee 

Prior to sitting on the 

Committee or its Sub- 

Committee occasional 
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Employee Appeals 

Committee 

refresher training may 

be given. 

Standards 

And its Sub- 

Committees 

Legislation, case law, policies and procedures 

relevant to the remit of the Committee and its Sub- 

Committees 

Prior to sitting on the 

Committee or its Sub- 

Committees minimum 

of every four years. 

Code of 

Conduct / 

Ethical 

Governance 

Understanding of the Members’ Code of 

Conduct and the governance of the Council. 

Responsibilities and role as a Councillor. 

Outline of Constitution 

Promoting and maintaining high standards of 

conduct by Members 

Code of Conduct (including Gifts and 

Hospitality) 

The Register of Interests 

Protocols 

Guidance 

Dispensations 

Political Publicity – rules 

Data Protection 

Freedom of Information 

At the point of election 

and on subsequent 

re-election(s) 

Equalities 

and Diversity 

To tackle discrimination and social exclusion, 

promote equality of opportunity and foster good 

relations between all. 

After each election 

Safeguarding To provide guidance and advice to elected 

Members on; 

• roles and responsibilities in relation to

safeguarding children and vulnerable

adults and

• how Members should raise any

concerns and receive assurance about

Every 2 years. 
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children and adults who may be at risk 

Lone Worker Ensuring Members keep themselves safe After election or re- 

election. Refresher 

(online) annually. 

Fraud 

Awareness 

To raise awareness of where fraud may occur in 

District Councils and what actions should be taken. 

After each election 

and bi-annually 

thereafter 

Chairperson 

(if appointed 

as a Chair) 

To ensure that Members appointed to 

Chairmanships have the required knowledge, skills 

and attributes needed to become an effective 

Chairman. 

Following initial 

appointment to 

position and subject to 

previous training or 

experience. 

Audit Committee / 

Budget Scrutiny 

Committee 

Understanding of Local Government Finances 

Legislation, case law, policies and procedures 

relevant to the remit of the Committee and its Sub- 

Committees 

Prior to sitting on the 

Committee or its Sub- 

Committees minimum 

of every four years. 
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When you contact us 

The information you provide (personal information such as name, address, email address, 

phone number, organisation) will be processed and stored to enable us to contact you and 

respond to your correspondence, provide information, and/or access our facilities and 

services. Your personal information will not be shared or provided to any other third party. 

 
The council’s right to process information. 

General Data Protection Regulation Article 6 (1) (a) (b) and (e) 

• processing is with consent of the data subject or 

• processing is necessary for compliance with a legal obligation or 

• processing is necessary for the performance of a task carried out in the public 

interest or in the exercise of official authority vested in the controller. 

 
Information security 

Pilsley Parish Council has a duty to ensure the security of personal data. We make sure 

that your information is protected from unauthorised access, loss, manipulation, falsification, 

destruction, or unauthorised disclosure. This is done through appropriate technical 

measures and appropriate policies. Copies of these policies can be requested. 

We will only keep your data for the purpose it was collected for and only for as long as it is 

necessary. After which it will be deleted. (You may request the deletion of your data held by 

Pilsley Parish Council at any time). 

 
Children 

We will not process any data relating to a child (under 13) without the express parental/ 

guardian consent of the child concerned. 
 
 
 
 
 
 
 
 

 

Document based on Model Privacy Notice published by SLCC. As an SLCC member Pilsley Parish Council is permitted to 
use and adapt the document within its own council on the understanding that the copyright remains with the SLCC. 
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Access to information 

You have the right to request access to the information we have on you. You can do this by 

contacting our Data Information Officer: Pilsley Parish Council Clerk; 

clerk@pilsleyparishcouncil.gov.uk 

 
Information correction 

If you believe that the information we have about you is incorrect, you may contact us so that 

we can update it and keep your data accurate. Please contact: Pilsley Parish Council Clerk; 

clerk@pilsleyparishcouncil.gov.uk to request this. 

 
Information deletion 

If you wish Pilsley Parish Council to delete the information about you please contact: Pilsley 

Parish Council Clerk; clerk@pilsleyparishcouncil.gov.uk to request this. 

 
Right to object 

If you believe that your data is not being processed for the purpose it has been collected for, 

you may object: Please contact Pilsley Parish Council Clerk; 

clerk@pilsleyparishcouncil.gov.uk to object. 

Rights related to automated decision-making and profiling. 

Pilsley Parish Council does not use any form of automated decision making or the profiling 

of individual personal data. 

 
Conclusion 

In accordance with the law, we only collect a limited amount of information about you that is 

necessary for correspondence, information, and service provision. We do not use profiling; 

we do not sell or pass your data to third parties. We do not use your data for purposes other 

than those specified. We make sure your data is stored securely. We delete all information 

deemed to be no longer necessary. We constantly review our privacy policies to keep them 

up to date in protecting your data (you can request a copy of our policies at any time). 

 
Complaints 

If you have a complaint regarding the way your personal data has been processed, you may 

make a complaint to Pilsley Parish Council Data Information Officer: Pilsley Parish Council 

Clerk; clerk@pilsleyparishcouncil.gov.uk and the Information Commissioners Office 

casework@ico.org.uk Tel: 0303 123 1113 
 
 
 
 
 
 
 
 
 

 

Document based on Model Privacy Notice published by SLCC. As an SLCC member Pilsley Parish Council is permitted to 
use and adapt the document within its own council on the understanding that the copyright remains with the SLCC. 
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STRETTON PARISH COUNCIL 
PUBLICATION SCHEME 

FREEDOM OF INFORMATION ACT 2000 
This publication scheme is based on the model scheme prepared and approved by 
the Office of the Information Commissioner. It may be adopted without modification by 
any public authority without further approval and will be valid until further notice. 

This publication scheme commits a local authority to make information available to the 
public as part of its normal business activities. The information covered is detailed in 
the Classes of Information listed below, where this information is held by the authority. 

The scheme commits an authority: 

• To proactively publish or otherwise make available as a matter of routine,
information, including environmental information, which is held by the authority
and falls within the classifications below.

• To specify the information which is held by the authority and falls
within the classifications below.

• To proactively publish or otherwise make available as a matter of routine,
information in line with the statements contained within this scheme.

• To produce and publish the methods by which the specific information is
made routinely available so that it can be easily identified and accessed by
members of the public.

• To review and update on a regular basis the information the authority makes
available under this scheme.

• To produce a schedule of any fees charged for access to information which
is made proactively available.

• To make this publication scheme available to the public.

• To publish any dataset held by the authority that has been requested, and any
updated versions it holds, unless the authority is satisfied that it is not
appropriate to do so; to publish the dataset, where reasonably practicable, in
an electronic form that is capable of re-use; and, if any information in the
dataset is a relevant copyright work and the public authority is the only owner,
to make the information available for re-use under a specified licence. The
term ‘dataset’ is defined in section 11(5) of the Freedom of Information Act.
The terms ‘relevant copyright work’ and ‘specified licence’ are defined in
section 19(8) of that Act.

CLASSES OF INFORMATION 

1. Who we are and what we do
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Organisational information, locations and contacts, constitutional and legal governance. 

2. What we spend and how we spend it
Financial information relating to projected and actual income and expenditure, 
tendering, procurement and contracts. 

3. What our priorities are and how we are doing
Strategy and performance information, plans, assessments, inspections and reviews. 

4. How we make decisions
Policy proposals and decisions. Decision making processes, internal criteria and 
procedures, consultations. 

5. Our policies and procedures
Current written protocols for delivering our functions and responsibilities. 

6. Lists and registers
Information held in registers required by law and other lists and registers relating to the 
functions of the authority. 

7. The services we offer
Advice and guidance, booklets and leaflets, transactions and media releases. A 
description of the services offered. 

The classes of information will not generally include: 

• Information the disclosure of which is prevented by law, or exempt under the
Freedom of Information Act, or is otherwise properly considered to be protected
from disclosure.

• Information in draft form.

• Information that is no longer readily available as it is contained in files that
have been placed in archive storage, or is difficult to access for similar
reasons.

The method by which information published under this scheme will be made 
available The authority will indicate clearly to the public what information is covered by 
this scheme and how it can be obtained. 

Where it is within the capability of a public authority, information will be provided on a 
website. Where it is impracticable to make information available on a website or when 
an individual does not wish to access the information by the website, a public 
authority will indicate how information can be obtained by other means and provide it 
by those means. 

In exceptional circumstances some information may be available only by viewing in 
person. Where this manner is specified, contact details will be provided. An 
appointment to view the information will be arranged within a reasonable timescale. 

Information will be provided in the language in which it is held or in such other 
language that is legally required. Where an authority is legally required to translate 
any information, it will do so. 
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Obligations under disability and discrimination legislation and any other legislation to 
provide information in other forms and formats will be adhered to when providing 
information in accordance with this scheme. 
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Charges which may be made for information published under this scheme 
The purpose of this scheme is to make the maximum amount of information readily 
available at minimum inconvenience and cost to the public. 

Charges made by the authority for routinely published material will be justified and 
transparent and kept to a minimum. 

Material which is published and accessed on a website will be provided free of charge. 

Charges may be made for information subject to a charging regime specified by 

Parliament. Charges may be made for actual disbursements incurred such as: 

• photocopying

• postage and packaging

• the costs directly incurred as a result of viewing information

Charges may also be made for information provided under this scheme where they are 
legally authorised, they are in all the circumstances, including the general principles of 
the right of access to information held by public authorities, justified and are in 
accordance with a published schedule or schedules of fees which is readily available 
to the public. 

Charges may also be made for making datasets (or parts of datasets) that are relevant 
copyright works available for re-use. These charges will be in accordance with either 
regulations made under section 11B of the Freedom of Information Act or other 
enactments. 

If a charge is to be made, confirmation of the payment due will be given before the 
information is provided. Payment may be requested prior to provision of the 
information. 

Written requests 
Information held by a public authority that is not published under this scheme can be 
requested in writing, when its provision will be considered in accordance with the 
provisions of the Freedom of Information Act. 

We plan to make most information available on our website https://
strettonparishcouncil.gov.uk/ Information will however be available in other formats such 
as printed copies when requested and wherever possible. 

The scheme identifies who you need to contact to ask for information and gives their 
address and phone number and e-mail address. 

Information listed in the scheme may be obtained by various methods:- 

• by writing to the Council at the address given in the scheme;

• by e-mail request to the address set out in the scheme;

• by request from our website https://strettonparishcouncil.gov.uk/ or

• by telephoning 079515154.

https://www.strettonpc.com/contact.html
https://www.strettonpc.com/contact.html
https://www.strettonpc.com/contact.html
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Charges 
We plan to make available as much information as possible without charging for it. 

• Free of charge on the website. For those without Internet access, a print-out
would be made available from the clerk who is responsible for the day to day
management of the Council’s business. However multiple printouts or
complete documents may attract a charge to cover the cost of retrieval,
photocopying and postage.

• Arrangements to view information retained by the parish council can be
made by appointment by contacting the clerk.

• The scale of fees payable is detailed in the schedule to the scheme below.

• Where a charge is payable, payment will normally be required before the
information is provided.

Complaints 
We would normally expect to understand and agree what information you have asked 
for and to tell you where you can find it. If the information you receive is not what you 
need, you should first contact the clerk to the council. 
If the information you asked for is not available, you will be advised why. 
If you believe that we have not dealt with your request fairly and cannot deal with it 
satisfactorily on an informal basis, you should follow our complaints procedure (copy 
available on the council’s website or from the Parish Clerk). 
If you have followed our complaints procedure and are still not happy with how we 
have dealt with your request, you may also contact the Information Commissioner to 
ask him to investigate the matter. 

You can contact the Information Commissioner at Wycliffe House, Water Lane, 
Wilmslow, Cheshire SK9 5AF - phone 01625 545700 email: 
data@dataprotection.gov.uk 

mailto:data@dataprotection.gov.uk
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Information available from Stretton Parish Council under the Model Publication Scheme 
 
 

Information to be published How the information can be 
obtained 

Cost 

Class1 - Who we are and what we do 

. 

  

Who’s who on the Parish Council Available via the Council’s Website, 
newsletters, notice boards and in 

meeting agendas & minutes. 

Hard copy – 
10p per sheet 

Contact details for the Parish Clerk and Councillors Available via the Council’s Website, 
newsletters, notice boards and in 

meeting agendas & minutes. 

Hard copy – 
10p per sheet 

Class 2 – What we spend and how we spend it   

Annual audit return form and report by auditor Available on the website or in 
hardcopy from the Clerk 

Hard copy – 
10p per sheet 

Financial information relating to projected and actual income and 
expenditure, procurement, contracts and financial audit 

Available on the website or in 
hardcopy from the Clerk 

Hard copy – 
10p per sheet 

Precept Available on the website or in 
hardcopy from the Clerk 

Hard copy – 
10p per sheet 

Financial Regulations and Standing Orders Available on the website or in 
hardcopy from the Clerk 

Hard copy – 
10p per sheet 

Monthly summary of receipts and expenditure Available from minutes on the 
website or in 

hardcopy from the Clerk 

Hard copy – 
10p per sheet 
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Class 3 – What our priorities are and how we are doing   

Annual Report to the Parish Meeting in May Available from minutes on the 
website or in 

hardcopy from the Clerk 

Hard copy – 
10p per sheet 

Annual Business Plan Available from minutes on the 
website or in 

hardcopy from the Clerk 

Hard copy – 
10p per sheet 

Annual Budget Available on the website or in 
hardcopy from the Clerk 

Hard copy – 
10p per sheet 

Class 4 – How we make decisions   

Timetable of meetings Available from the Website and 
Noticeboards. 

Hard copy – 
10p per sheet 

Agendas of meetings Available from the Website and 
Noticeboards. 

Hard copy – 
10p per sheet 

Minutes of meetings Available on the website or in 
hardcopy from the Clerk 

Hard copy – 
10p per sheet 

Reports presented to council meetings Available in Minutes of Meetings 
from the Website 

Hard copy – 
10p per sheet 

Responses to consultation papers Available in Minutes of Meetings 
from the Website 

Hard copy – 
10p per sheet 

Responses to planning applications Available in Minutes of Meetings 
from the Website 

Hard copy – 
10p per sheet 
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Class 5 – Our policies and procedures   

Policies and procedures for the conduct of council business (e.g. 
Standing Orders; Financial Regulations; Code of Conduct; Data 
Protection) 

Available on the website or in 
hardcopy from the Clerk 

 

Policies and procedures for the provision of services (e.g. Health & 
Safety; CCTV; Grant Awards) 

Available on the website or in 
hardcopy from the Clerk 

 

Policies about the council as an employer (e.g. Performance Review & 
Appraisal; Health & Safety; Equalities) 

Available on the website or in 
hardcopy from the Clerk 

 

Class 6 – Lists and Registers   

Register of members’ interests Available from the website & via e- 
mail 

 

Register of gifts and hospitality Available from the website & via e- 
mail 

 

Assets Register Available via e-mail only or personal 
inspection 
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Class 7 – The services we offer   

Burial ground / cemetery Available via e-mail only or personal 
inspection 

 

Litter bins & dog waste bins Available via e-mail only or personal 
inspection 

 

Recreation ground Available via e-mail only or personal 
inspection 

 

Playground Available via e-mail only or personal 
inspection 

 

Seating Available via e-mail only or personal 
inspection 

 

 

SCHEDULE OF CHARGES 

Paper copies of information that is available on the website at the following charges: 
 

TYPE OF CHARGE DESCRIPTION BASIS OF CHARGE 
Disbursement cost Photocopying @ 10p per 

sheet 
(black & white); 15p per 
sheet (colour) 

Actual cost 

Disbursement cost Postage and 
Packaging 

Actual cost of Royal Mail 
standard 2nd class plus 
cost of envelope etc. 

NOTE : Requests for any hard copy information should be made to the Parish Council Clerk  

mailto:https://www.strettonpc.com/contact.html


STRETTON PARISH COUNCIL 

INDEPENDENT INTERNAL AUDITORS REPORT 

FOR THE YEAR ENDED 31ST MARCH 2026 

 

 
 

I have carried out an Internal Audit of the Council’s books and records in accordance with 

the Council’s requirements and planned coverage under the guidelines of Governance and 

Accountability for Local Councils.  My Internal Audit and this Report are undertaken in order 

to assist the Parish Council in completing the Annual Governance and Accountability Return 

for 2025/26 and it is not a replacement for the External Audit.  This work has been carried 

out on a sample basis to provide an assessment of compliance with the relevant policy and 

controls that are expected to be in operation during the above financial year.  Where areas 

of concern are encountered additional work is undertaken to ascertain the extent of the 

problem and to form an opinion as to the effect on Council finances.  Advice can then be 

given to correct the situation and the Council can then agree further controls where 

necessary to ensure future compliance with regulations.  My audit has covered the work 

carried out by the Parish Clerk ensuring that all relevant regulations have been met and the 

Council’s resolutions have been carried out in a proper, timely and correct manner.  

 

 

 

Annual Governance and Accountability Return 

Annual Internal Audit Report 

 

 

 

The “Not Covered” response to part F in relation to Petty Cash is because the Parish Council 

does not use Petty Cash. 

 

 

 

I have indicated “Not Covered” to part K as this does not apply to this Parish Council. 

 

 

 

 

 Continued. 

 



. 

STRETTON PARISH COUNCIL 

INDEPENDENT INTERNAL AUDITORS REPORT 

FOR THE YEAR ENDED 31ST MARCH 2026 
 

I recommend that when receiving the Bank Reconciliation in Council transparency will be 

improved by recording the actual reconciled balance figure in the Minutes. 

 

I also recommend that quotes are recorded formally in the Minutes when acceptance 

decisions are made. 

 

I have completed my work and inspection of the Parish Council records and I conclude that 

the system of internal control in place for Stretton Parish Council during 2025/26 was 

functioning in a satisfactory manner. 

 

 

 

 

 

 

J S Marriott 

Accountant 

214 North Wingfield Road 

Grassmoor 

Chesterfield 

Derbyshire 

S42 5ED 

 

28th April 2026 



STRETTON PARISH COUNCIL 

INDEPENDENT INTERNAL AUDITORS REPORT 

FOR THE YEAR ENDED 31ST MARCH 2026 

 

 
 

I have carried out an Internal Audit of the Council’s books and records in accordance with 

the Council’s requirements and planned coverage under the guidelines of Governance and 

Accountability for Local Councils.  My Internal Audit and this Report are undertaken in order 

to assist the Parish Council in completing the Annual Governance and Accountability Return 

for 2025/26 and it is not a replacement for the External Audit.  This work has been carried 

out on a sample basis to provide an assessment of compliance with the relevant policy and 

controls that are expected to be in operation during the above financial year.  Where areas 

of concern are encountered additional work is undertaken to ascertain the extent of the 

problem and to form an opinion as to the effect on Council finances.  Advice can then be 

given to correct the situation and the Council can then agree further controls where 

necessary to ensure future compliance with regulations.  My audit has covered the work 

carried out by the Parish Clerk ensuring that all relevant regulations have been met and the 

Council’s resolutions have been carried out in a proper, timely and correct manner.  

 

 

 

Annual Governance and Accountability Return 

Annual Internal Audit Report 

 

 

 

The “Not Covered” response to part F in relation to Petty Cash is because the Parish Council 

does not use Petty Cash. 

 

 

 

I have indicated “Not Covered” to part K as this does not apply to this Parish Council. 

 

 

 

 

 Continued. 

 



. 

STRETTON PARISH COUNCIL 

INDEPENDENT INTERNAL AUDITORS REPORT 

FOR THE YEAR ENDED 31ST MARCH 2026 
 

I recommend that when receiving the Bank Reconciliation in Council transparency will be 

improved by recording the actual reconciled balance figure in the Minutes. 

 

I also recommend that quotes are recorded formally in the Minutes when acceptance 

decisions are made. 

 

I have completed my work and inspection of the Parish Council records and I conclude that 

the system of internal control in place for Stretton Parish Council during 2025/26 was 

functioning in a satisfactory manner. 

 

 

 

 

 

 

J S Marriott 

Accountant 

214 North Wingfield Road 

Grassmoor 

Chesterfield 

Derbyshire 

S42 5ED 

 

28th April 2026 



Annual Governance and Accountability Return 2025/26 Form 3

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

£15 million; or
• where the higher of gross income or gross expenditure was £25,000

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

Guidance notes on completing Form 3 of the Annual Governance and 
Accountability Return 2025/26
1. Every smaller authority in England that either received gross income or incurred gross expenditure

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

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

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2,
Accounting Statements, and both must be approved and published on the authority website/webpage
before 1 July 2026.

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as exempt, or is
requesting a limited assurance review, must return to the external auditor by email or post (not both)
no later than 30 June 2026 Reminder letters will incur a charge of £40 +VAT:
• the Annual Governance and Accountability Return Sections 1 and 2, together with
• a bank reconciliation as at 31 March 2026
• an explanation of any significant year on year variances in the accounting statements
• notification of the commencement date of the period for the exercise of public rights
• Annual Internal Audit Report 2025/26

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

Publication Requirements
Under the Accounts and Audit Regulations 2015, authorities must publish the following information on the 
authority website/webpage:
Before 1 July 2026 authorities must publish:
• Notice of the period for the exercise of public rights and a declaration that the accounting statements
are as yet unaudited;
• Section 1 - Annual Governance Statement 2025/26 approved and signed, page 4
• Section 2 - Accounting Statements 2025/26 approved and signed, page 5
Not later than 30 September 2026 authorities must publish:
• Notice of conclusion of audit
• Section 3 - External Auditor Report and Certificate
• Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review. It
is recommended as best practice, to avoid any potential confusion by local electors and interested
parties, that you also publish the Annual Internal Audit Report, page 3.

Page 1 of 6Annual Governance and Accountability Return 2025/26 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

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

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.
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Guidance notes on completing Form 3 of the Annual Governance and 
Accountability Return (AGAR) 2025/26 
• The authority must comply with Proper Practices in completing Sections 1 and 2 of this AGAR. Proper

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

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

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

• Use the checklist provided below to review the AGAR for completeness before returning it to the external
auditor by email or post (not both) no later than 30 June 2026

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

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

• The RFO is required to commence the public rights period which must be a single period of 30 working days for
inspection ( this excludes weekends and public holidays) which must include the first 10 working days of July.

• You must inform your external auditor about any change of Clerk, Responsible Financial Officer or
Chair, and provide relevant authority owned generic email addresses and telephone numbers.

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

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

• Additional costs may be incurred if additional audit work is required.
• Make sure that the accounting statements add up and that the balance carried forward from the previous year

(Box 7 of 2025) equals the balance brought forward in the current year (Box 1 of 2026).
• The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the

exercise of public rights which must be a single period of 30 working days for inspection (this excludes
weekends and public holidays) which must include the first 10 working days of July.

• The authority must publish on the authority website/webpage the information required by Regulation 15 (2),
Accounts and Audit Regulations 2015, including the period for the exercise of public rights and the name and
address of the external auditor before 1 July 2026

Annual Governance and Accountability Return 2025/26 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

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

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

All sections

Section 1

Section 2

Sections 1 and 2

Internal Audit Report

Have all highlighted boxes have been completed?

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

Has an explanation of significant variations been published where required?

Has the bank reconciliation as at 31 March 2026 been reconciled to Box 8?

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

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

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

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

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

Yes No

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

Y

Y

Y

N/A

Y

Y

Y
Y

N/A

N/A



Annual Internal Audit Report 2025/26
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A. 	Appropriate accounting records have been properly kept throughout the financial year.
B. 	This authority complied with its financial regulations, payments were supported by invoices, all

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

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

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

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

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

approvals, and PAYE and NI requirements were properly applied.

J. Accounting statements prepared during the year were prepared on the correct accounting basis (receipts 
and payments or income and expenditure), agreed to the cash book, supported by an adequate audit
trail from underlying records and where appropriate debtors and creditors were properly recorded.

O. The authority has complied with laws, regulations & proper practices relating to digital and data
compliance.

(see AGAR Page 1 Guidance Notes).

M. In the year covered by this AGAR, the authority correctly provided for a period for the exercise of
public rights as required by the Accounts and Audit Regulations (during the 2025/26 AGAR period,
were public rights in relation to the 2024-25 AGAR evidenced by a notice on the website and/or
authority approved minutes confirming the dates set).

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

K. If the authority certified itself as exempt from a limited assurance review in 2024/25, it met the
exemption criteria and correctly declared itself exempt. (If the authority had a limited assurance
review of its 2024/25 AGAR tick “not covered”)

Yes No*
Internal control objective Not

covered**

L. The authority published the required information on a website/webpage up to date at the time of the
internal audit in accordance with the relevant legislation.

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

Yes No Not applicable

During the financial year ended 31 March 2026, this authority’s internal auditor acting independently and on the 
basis of an assessment of risk, carried out a selective assessment of compliance with the relevant procedures and 
controls in operation and obtained appropriate evidence from the authority.
The internal audit for 2025/26 has been carried out in accordance with this authority’s needs and planned coverage. 
On the basis of the findings in the areas examined, the internal audit conclusions are summarised in this table. Set  
out below are the objectives of internal control and alongside are the internal audit conclusions on whether, in all  
significant respects, the control objectives were being achieved throughout the financial year to a standard adequate 
to meet the needs of this authority.

ENTER NAME OF AUTHORITY

ENTER PUBLICLY AVAILABLE WEBSITE/WEBPAGE ADDRESS

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

DD/MM/YYYYSIGNATURE REQUIRED
Date

Signature of person who 
carried out the internal audit

DD/MM/YYYY DD/MM/YYYYDD/MM/YYYY ENTER NAME OF INTERNAL AUDITOR

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets if needed). 
Date(s) internal audit undertaken Name of person who carried out the internal audit

N. The authority has complied with the publication requirements for 2024/25 AGAR



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

Section 1 – Annual Governance Statement 2025/26

We acknowledge as the members of:
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our responsibility for ensuring that there is a sound system of internal control, including arrangements for 
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with 
respect to the Accounting Statements for the year ended 31 March 2026, that:

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Yes No N/A

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

Chair

Clerk

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

and recorded as minute reference:

FC/0526/14b

11 May 2026

ENTER NAME OF AUTHORITY

ENTER PUBLICLY 

10. We have put in place arrangements for the effective IT
and data management in accordance with proper
practices during the year under review.

has made suitable arrangements for its IT and data 
management and has complied with proper practices in 
doing so.

Y

Y

Y

Y

Y

Y

Y

Y

Y

Y



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

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

I certify that for the year ended 31 March 2026 the Accounting 
Statements in this Annual Governance and Accountability 
Return have been prepared on either a receipts and payments 
or income and expenditure basis following the guidance in 
Governance and Accountability for Smaller Authorities – a 
Practitioners’ Guide to Proper Practices and present fairly  
the financial position of this authority.
Signed by Responsible Financial Officer before being 
presented to the authority for approval.

as recorded in minute reference:

FC/0526/14c)

11/05/2026

11/05/2026

Date

Section 2 – Accounting Statements 2025/26 for
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ENTER NAME OF AUTHORITY

8. Total value of cash and
short term investments

9. Total fixed assets plus
long term investments
and assets

10. Total borrowings

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

1. Balances brought
forward

2. (+) Precept or Rates and
Levies

4. (-) Staff costs

5. (-) Loan interest/capital
repayments

6. (-) All other payments

7. (=) Balances carried
forward

3. (+) Total other receipts

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

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

Notes and guidanceYear ending
31 March 

2025 
£

31 March 
2026 

£

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

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

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

11 Do the figures in the 
accounting statements above 
exclude any trust transactions?

Yes NoFor Local Councils Only

For guidance refer to the Practitioners' Guide sections 2.31 to 2.33.
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ENTER NAME OF EXTERNAL AUDITOR

• summarises the accounting records for the year ended 31 March 2026 and
• confirms and provides assurance on those matters that are relevant to our duties and responsibilities as external auditors.

2 External auditor’s limited assurance opinion 2025/26

DD/MM/YYYYSIGNATURE REQUIRED
Date

External Auditor Name

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

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

*We do not certify completion because:

(continue on a separate sheet if required)

(continue on a separate sheet if required)

3 External auditor certificate 2025/26
We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and  
Accountability Return, and discharged our responsibilities under the Local Audit and Accountability Act 
2014, for the year ended 31 March 2026

External Auditor Signature

Annual Governance and Accountability Return 2025/26 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

Section 3 – External Auditor’s Report and Certificate 2025/26

In respect of ENTER NAME OF AUTHORITY

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



CONFIRMATION OF THE DATES OF THE PERIOD FOR THE 
EXERCISE OF PUBLIC RIGHTS 

 
 

 
This form is only for use by smaller authorities subject to a 
review and should not be published on your website 
 
Please submit this form to PKF Littlejohn LLP with the AGAR Form 3 and other requested 
documentation  

 
Name of smaller authority: Stretton Parish Council 
 
County Area (local councils and parish meetings only): Derbyshire  

 

 
On behalf of the smaller authority, I confirm that the dates set for the period for the 

exercise of public rights are as follows:  
 
Commencing on  Wednesday 3 June 2026 
 
 

and ending on  14 July 2026  
 

 
(Please enter the dates set by the smaller authority as appropriate which must be 30 working days (i.e. Monday – 
Friday only, and not Bank Holidays) inclusive and must include the first 10 working days of July 2026 (i.e. 
Wednesday 1 July – Tuesday 14 July).  The period should not commence before the approval of the AGAR. 
 
We have suggested the following dates: Wednesday 3 June – Tuesday 14 July 2026 The latest possible dates 
that comply with the statutory requirements are Wednesday 1 July – Tuesday 11 August 2026.) 

 
 
 
 
 
 
 
 

Signed: Kath Gruber 

 

Role: Stretton Parish Clerk/RFO 
    
 
 

 
 

 




















