
PORINGLAND PARISH COUNCIL
Poringland Community Centre, Overtons Way, Poringland, Norfolk, NR14 7WB
Tel: 01508 492182 Email: clerk@poringlandparishcouncil.gov.uk

Clerk to the Council: Mrs Catherine Moore BSc FILCM
Chairman: Mr Tim Boucher

NOTICE OF MEETING AND SUMMONS TO ATTEND
You are hereby summoned to attend a meeting of Poringland Parish Council at 7pm on 
Wednesday 22nd February 2017 at Poringland Community Centre.

The business to be transacted at the meeting is as follows:-
To sign the attendance register and to consider apologies for absence1.
Declarations of interest for items on the agenda and applications for dispensations2.
Members are invited to declare personal or pecuniary (prejudicial) interests in any items 
on the agenda.   It is a requirement of the Parish Council (Code of Conduct) that 
declarations from a Member include the nature of the interest and whether it is pecuniary 
or an interest other than pecuniary.  In the case of a pecuniary interest being declared 
and no dis pensation being sought or approved, the member must disclose the interest 
and withdraw from the meeting when the item is discussed.   If any Member has made a 
public comment and/or reached a predetermined view prior to attending a meeting it 
could invalidate the Council’s decision, therefore the Member concerned cannot take part 
in any discussion and an interest must be recorded.
Minutes of the meeting held on 25th January 20173.
Update on matters arising from the minutes4.

Caistor Lane Reinstatement Worksa.
Report from the Chairman5.
Adjournment for public participation, district and county councillors, and 6.
councillors with any pecuniary interests

District Councillors (7 mins total) a.
County Councillor (5 mins total)b.
Public Participation (15 mins total)c.

Planning 7.
Applications Receiveda.

2017/0229 5 Rosebery Avenue: First floor rear extension to detached chalet i.
style house.
2017/0253 Garage Site, South of Shotesham Road: Construction of 6 new ii.
affordable bungalows, access road, demolition of existing garages and 
associated works.
2017/0345 9 Malten Close: Loft conversion to provide additional bedroom, iii.
bathroom and storage.

Planning Decisionsb.
2016/2692 Land at Mill Close: Variation of condition 2 of planning permission i.
2013/1326/F (Erection of 2 bed bungalow, landscaping and tree planting).  
Amended plans and elevations plus materials details, boundary treatments and 
floor levels.                                                                                          APPROVED
2016/2791 The Brambles, Heath Loke: Variation of condition 2 of permission ii.
2015/0041 (Development of one detached four bedroom bungalow to the rear of 
The Brambles) – revised design to reduce the overall size of the property from 4 
bedrooms to 3 bedrooms.  Reposition of dwelling and garage.         APPROVED
2016/2805 Land to the rear of The Brambles, Heath Loke: 2015/0041 Discharge iii.



of condition 1 – Comply with 2014/1071 (conditions 2 General, 7 Materials, 9 
Levels, 10 Landscaping and 11 Boundary Treatment) and condition 5 – surface 
water drainage.                                                                                   APPROVED
2016/2864 The Old Mission Hall, Bungay Road: Erection of a new curved iv.
glazed canopy above main entrance door.                                         APPROVED
2017/0012 Heronsgate, 33B Rectory Lane: Single storey pitched roof extension v.
to the rear.                                                                                           APPROVED
2017/0125 Land at Mill Close: Discharge of condition 6 – water usage vi.
calculations – Application 2013/0599 – Four new dwellings and land remediation 
and stabilisation works.                                                                       APPROVED
C/7/2016/7018 Poringland WRC, Dove Lane: Erection of Telemetry Aerial and 3 vii.
GRP Kiosks to house electrical control equipment at Poringland WRC.

APPROVED
Correspondence and Consultations 8.

20mph zone, Area A, Norfolk Homes Developmenta.
Finance9.

Receipts, payments and bank reconciliation for January 2017a.
Accounts for paymentb.
Appointment of Internal Auditorc.
Section 137 Paymentsd.
Fidelity Investment Six Month Valuatione.
Grant application for Octagon Post Officef.

Advisory and Working Group Reports10.
Facilities Strategic Advisory Groupa.
Community Land Project Working Groupb.

Welcome Home and Memorial Playing Field11.
Heating and hot water solution, Paviliona.

Other matters12.
Community Governance Reviewa.
Meeting Dates 2017/18b.
Information Security Policy - Newc.
CCTV Policy – Newd.
Grant Awarding Policy - Newe.
File Retention Policy – Reviewf.
Lone Working Policy - Reviewg.
Subscription to Zurich Local Council Advisory Serviceh.
Upturn in crimes in Poringland areai.

Date of next Parish Council meeting: Wednesday 29th March 2017, 7pm, Poringland 13.
Community Centre

Dated the 16th February 2017           Clerk......................................... 
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Minutes of the Meeting of Poringland Parish Council  
Wednesday 25th January 2017 7pm Poringland Community Centre 

Present: Tim Boucher (Chairman) 
 Steve Aspin 
 David Gooderham  
 John Henson 
 David Hewer 
 James Landshoft 
 Lisa Neal 
 John Overton 
 Trevor Spruce 
 Chris Walker 
 Catherine Moore (Parish Clerk)   

Also attended: County Councillor Roger Smith and 4 members of the public were in 
attendance. 

1. Apologies
Apologies for absence were received and accepted from Jenny Kereama-
Ellis, proposed by David Hewer, seconded by Chris Walker, all in favour. 

2. Declarations of Interest and Applications for Dispensation
Lisa Neal declared an interest in all planning matters as a member of the 
South Norfolk Development Management Committee. 
John Overton declared an interest in item 7a(i) as he had been involved in 
earlier issues with the closure of the church and charity shop. 
Lisa Neal and John Overton declared an interest in item 8a as they would be 
involved in the decision making process on setting South Norfolk Council tax 
levels. 

3. Minutes of the meeting held on 4th January 2017
The minutes of the meeting held on 4th January 2017 were agreed, proposed 
by James Landshoft, seconded by David Gooderham, all in favour. 

4. Matters Arising from the Minutes
a) Removal of Tree at Community Centre 

A Tree Preservation Order application had been made to dismantle the tree, 
although South Norfolk Council were querying the results of the test.  The 
target determination date was early March. 

b) Extension of Community Centre Premises Licence 
An application to vary the premises licence would be made, with a view to this 
being in place in time for the fete. 

5. Report from the Chairman
Tim Boucher reported that he and David Gooderham would be attending a 
briefing at South Norfolk Council about community governance and boundary 
reviews, and would feed back after the meeting. 
The January indoor car boot sale had sold out with 24 stalls, the February and 
March car boots were selling well. 
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The clairvoyant evening had sold out and made over £500, with another 
planned for 30th June. 
The New Years Eve party had made around £220 profit. 

6. Public Participation
Standing orders were suspended to allow the County Councillor, District 
Councillors and members of the public to speak, proposed by John Henson, 
seconded by Chris Walker, all in favour. 

a) District Councillors 
John Overton reported that South Norfolk Council was undertaking a peer 
review to look at processes and improvements.  An overview of the work of 
the Council was given. 
Lisa Neal reported that she had been part of a one to one meeting for the 
peer review, in her role as Chairman of the Scrutiny Committee.  The situation 
with the charging of dog bins had been reviewed, with acknowledgement that 
the information had been sent out too late to reach parish budgets.  Cabinet 
were being asked to approve a phased introduction of the additional charges.  
It was agreed that the next Open Spaces meeting would review the necessity 
of all dog bins in the parish. 
60 nominations had been received for the South Norfolk Community Awards, 
with the ceremony scheduled for 9th February. 
South Norfolk Council had received a grant from DCLG for a trailblazer 
programme around homelessness. 

Clerk

b) County Councillor 
Roger Smith reported that he was pleased to see that Library Open Plus was 
being discussed, as it would give better access to the facility. 
Norfolk County Council was consulting on the rises in council tax, including 
additional rises for social care.   
The Children�s Services budget was expected to be overspent by £9M which 
would be absorbed from reserves with an increase in the base budget, 
however there was no further money to put towards this in future.  The budget 
for Looked After Children was £60M, with the average cost of placement with 
special educational needs being £300K per annum. 
A new Director of Children�s Services had been appointed, Matt Dunkley 
would be starting shortly following the departure of the previous Director. 
The Council had discussed the school crossing patrol service and decided not 
to make cuts. 
Improvements to the A47 were under consultation, with plans to duel from 
Easton to Tuddenham, improvements to the Thickthorn interchange, and 
duelling of Blofield to Burlingham under discussion. 

c) Public Participation 
A member of the public reported that dog fouling was becoming bad in Malten 
Close.  It was noted that a witness statement and report should be made to 
South Norfolk Council to tackle this matter. 
A member of the public requested that a statement made by him be recorded 
within the minutes in relation to the Evangelical Free Church: 
�While we have no specific planning objection we would like to express our 
sadness at the loss of the church/charity shop/café which was a valuable 
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community asset to the village ie a recycling facility and a social provision for 
many including a number of the more vulnerable members of our society.  We 
were genuinely led to believe that this amenity had been bequeathed to the 
village in perpetuity.  The premises were at the time of its sudden closure, 
approximately eighteen months ago, a thriving and popular charity shop/café 
manned entirely by local volunteers and was in use up and until the day of 
closure. 
James Landshoft asked whether sides would be added to the Royal Oak bus 
shelter.  It was confirmed that the installation was now complete, and that the 
designed matched those on Norwich Road where there had been no 
complaints.  It was not possible to retro-fit sides to the shelter. 

Standing orders were reinstated.  Lisa Neal and John Overton left the 
meeting. 

7. 
a) 
i) 

Planning 
Applications Received 
2017/0047 Evangelical Free Church, Carr Lane: Reserved matters following 
2015/0833 � Proposed demolition of church and erection of dwelling and 
garage. 

Chris Walker had viewed the plans and visited the site.  The application dealt 
with the appearance and landscaping matters, and did not seek major 
amendments.  A 6 foot closed board fence was proposed for the eastern 
boundary and was within the canopy and root zone of Cromes Oak, the posts 
would likely damage the tree roots.  The Council had previously objected on 
the grounds of drainage.   

It was agreed to object to the application due to concern about the use of an 
attenuation tank as a drainage solution in a known flooding zone, it was also 
suggested that a condition is put in place to ensure the site drainage is 
installed prior to any building work commencing; and on the basis that the 
proposed fence was likely to damage the roots of the oak tree which had a 
tree preservation order.  Proposed by John Henson, seconded by David 
Gooderham, all in favour. 

Clerk

John Overton returned to the meeting. 

ii) 2017/0061 6 Old Mill Road: Retention of self contained residential let. 

Trevor Spruce had viewed the plans and visited the site.  The dwelling had an 
annexe which was being rented as a separate dwelling.  It was agreed to 
make no comments, proposed by John Henson, seconded by James 
Landshoft, all in favour. 

Clerk

iii) 2017/0126 60 Rectory Lane: Change of use to a 1 bedroom holiday let. 

David Hewer had viewed the plans and visited the site.  There were no 
proposed changes to the building, just change of use.  A new kitchen would 
be added together with a new shower and new door.  It was agreed to make 
no comments, proposed by David Hewer, seconded by Chris Walker, all in 

Clerk
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favour. 

b) 
i) 

ii) 
iii) 

Permission Granted 
2016/2589 1 Norwich Road: Demolish existing double garage and erect three 
bedroom chalet. APPROVED
2016/2788 13 The Footpath: Single storey extension. APPROVED
2016/2982 101 The Street: Non-material amendment from planning 
application 2016/1531 � change of material type and colour, external 
cladding, realignment of door and removal of window. APPROVED 

Lisa Neal returned to the meeting. 

8. 
a) 

Correspondence and Consultations
South Norfolk Council Budget Consultation 
The Council received the budget consultation and agreed a response, noting 
that they supported a £5 rise in council tax together with people paying for 
some services such as garden waste, but that they did not agree with paying 
for enhanced services. 

Clerk

b) Norfolk County Council Budget Consultation 
It was agreed to respond by suggesting that Norfolk County Council should 
consider raising council tax and taking opinion on this through the referendum 
process.  It was suggested that they should also look at adequately funding 
and resourcing key statutory services before looking at other services, with 
resources being diverted to the most important areas. 

Clerk

9. 
a) 

Finance
Receipts, Payments, Outstanding Invoices and Bank Reconciliation 
The bank reconciliation, outstanding invoices, receipts and payments for 
December 2016 were presented.  It was agreed to accept those documents, 
proposed by Trevor Spruce, seconded by David Gooderham, all in favour. 

b) Accounts for Payment 
It was agreed to pay the following accounts, proposed by Steve Aspin, 
seconded by James Landshoft, all in favour.

 Staff Salaries £5,124.01 
HMRC PAYE, NIC, Student Loan £1,961.06 
Norfolk Pension Fund Superannuation £1,849.17 
Microshade VSM Hosted IT  £138.36 
ESPO Stationery £72.79 
BT Telephone and Broadband £37.85 
Citrus Sharp Shredding Confidential waste bin £266.00 
South Norfolk Council Comm Centre Rates £268.00 
Norse Eastern Ltd Carpet Cleaning £36.00 
Nisbets Microwave Oven £287.98 
Ezyglide Partition Repair and Service £1,170.00 
Total Gas & Power Comm Centre Electric £335.66 
ESPO Comm Centre Gas £147.88 
Anglian Water Comm Centre Water £45.00 
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Veolia Waste £73.73 
Spruce Landscapes Burial Grounds Maintenance £750.00 
Best Norfolk Office Solutions Six Administrator £67.80 
Eon Playing Field Electric £332.52 
R McCarthy Event Expenditure / Phone £52.99 
Barclaycard Various £1,860.81 
Bartlett Signs Signage incl. Respect £666.24 
Hugh Crane Cleaning Eqt Cleaning Materials £170.23 
Norfolk Copiers Photocopier Rental £81.00 
J Landshoft Councillor Travel £22.10 
C Moore Petty Cash Top Up £40.78 

c) Third Quarter Budget Comparison 
The third quarter budget comparion document was noted. 

d) Appointment of Internal Auditor 
The Clerk noted that an internal auditor had to be appointed annually, and 
asked whether Councillors wished to reappoint the current auditor, or whether 
they wished to look at other providers and audit options.  It was agreed that 
prices would be sought for a full procedural and financial audit, to be 
discussed at the next meeting. 

Clerk

e) Bad Debt Policy 
The draft Bad Debt Policy was presented, and one typographical error 
corrected.  With this amendment, the policy was agreed, proposed by John 
Henson, seconded by Chris Walker, all in favour. 

Clerk

10. 
a) 

Welcome Home and Memorial Playing Field
Redecorating of Barge Boards and Shower Area 
The Clerk presented a price of £440 to carry out the work.  It was noted that 
there were mould and spores in the shower area due to damp and poor 
ventilation.  It was agreed that the barge boards and shower area would be 
repainted but that the moisture problem in the shower area would be dealt 
with first.  The Clerk was asked to get quotations for a combi-boiler heating 
system and new ventilation/extract system to the shower area in the Pavilion 
to improve the heating and hot water situation.

Clerk

11. Other Matters
a) Appointment to HR Committee 

It was agreed to appoint Trevor Spruce to the HR Committee, proposed by 
John Henson, seconded by James Landshoft, all in favour.

Clerk

b) Library �Open Plus� Adaptations 
The Council received proposals for adaptations to the paving levels to allow 
access to the library through a new door outside of the foyer.  The proposals 
would allow the library to operate independently of the Community Centre 
whilst not being staffed.  Concern was expressed that having members of the 
public on site without being staffed could result in for example medical help 
being delayed.  It was confirmed that written agreements would be put in 
place for future maintenance prior to work commencing. With these 
assurances, it was agreed to support the proposals, proposed by John Clerk
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Henson, seconded by David Hewer, all in favour. 

c) Community Centre Event 
A report was presented from the Community Centre Manager requesting 
permission to book �Frankie�s Guys� for a cabaret evening in the autumn.  It 
was suggested that the price of tickets should be around £18 - £20, and that 
the event should be advertised through the Five+ as well as other recognised 
channels and support from the Councillors.  It was suggested that the 
Community Centre Manager could keep a log of events and profits, so that 
less profitable events could be offset against more profitable.  It was agreed 
that the event would be booked, proposed by James Landshoft, seconded by 
David Hewer, all in favour.

Clerk

d) Caistor Lane Reinstatement Works 
David Gooderham presented a report outlining issues with reinstatement 
works in Caistor Lane, and the lack of response from Norfolk County Council.  
He noted that all that was being asked for was a schedule of works to be 
completed, and a timetable in relation to key completions on the Heath Farm 
Phase 1 development.  The drain needed unblocking and reinstating urgently.  
He reported that John Overton was taking the matter up with Martin Wilby of 
Norfolk County Council.  It was agreed that if not further movement was 
forthcoming, a formal complaint could be pursued.

DG / 
Clerk

e) Community Land Project Master Plan Prices 
The Chairman presented three prices for master planning the Community 
Land Project site.  It was agreed to appoint Chaplin Farrant to undertake the 
works at a cost of £1,525.00 plus VAT, proposed by Tim Boucher, seconded 
by Lisa Neal, all in favour.

TB 

f) Community Land Project Working Group � Additional Member 
It was agreed to appoint John Overton as an additional member of the 
Community Land Project Working Group, proposed by David Hewer, 
seconded by Lisa Neal, all in favour. 

12. Date of next meeting: Wednesday 22nd February 2017, 7pm, Poringland 
Community Centre. 

The meeting closed at 9.10pm. 

CHAIRMAN







Voucher Code Date Minute Bank Receipt No Description Net

423 03/01/2017 Barclays Current E

424 03/01/2017 Barclays Current E

425 03/01/2017 Barclays Current S

426 05/01/2017 Barclays Current S

427 06/01/2017 Barclays Current E

428 09/01/2017 Barclays Current E

429 09/01/2017 Barclays Current S

430 09/01/2017 Barclays Current E

431 09/01/2017 Barclays Current E

432 09/01/2017 Barclays Current S

433 09/01/2017 Barclays Current S

434 09/01/2017 Barclays Current S

435 09/01/2017 Barclays Current E

436 10/01/2017 Barclays Current E

437 10/01/2017 Barclays Current S

438 10/01/2017 Barclays Current E

439 10/01/2017 Barclays Current E

440 10/01/2017 Barclays Current S

441 11/01/2017 Barclays Current E

442 11/01/2017 Barclays Current E

443 11/01/2017 Barclays Current S

444 11/01/2017 Barclays Current E

445 13/01/2017 Barclays Current E

446 16/01/2017 Barclays Current E

447 16/01/2017 Barclays Current S

448 16/01/2017 Barclays Current E

449 16/01/2017 Barclays Current E

450 16/01/2017 Barclays Current Z

451 16/01/2017 Barclays Current S

452 16/01/2017 Barclays Current S

453 16/01/2017 Barclays Current E

454 17/01/2017 Barclays Current S

455 17/01/2017 Barclays Current E

456 17/01/2017 Barclays Current E

457 17/01/2017 Barclays Current EHirers - Casual Casual Hire Norfolk CHC 215.00 0.00 215.00

Hirers - Regular Regular Hire Norfolk CHC 376.24 0.00 376.24

Hirers - Regular Regular Hire Ward 56.25 0.00 56.25

Event Income 80's Night Tickets Various 8.33 1.67 10.00

Event Income Indoor Car Boot Various 48.00 0.00 48.00

Event Income 80's Night Tickets Various 41.67 8.33 50.00

Event Income Clairvoyant Various 60.00 12.00 72.00

Burial Ground Income Memorial Fee ZZ7 Abbey Memorials 385.00 0.00 385.00

Hirers - Regular Regular Hire Various 293.64 0.00 293.64

Hirers - Casual Casual Hire Various 98.12 0.00 98.12

Event Income 80's Night Tickets Various 16.66 3.34 20.00

Event Income Indoor Car Boot Various 7.00 0.00 7.00

Event Income Indoor Car Boot Various 7.00 0.00 7.00

Hirers - Casual Casual Hire Hewitt 203.00 0.00 203.00

Event Income 80's Night Tickets Urquhart 83.33 16.67 100.00

Event Income Indoor Car Boot Various 7.00 0.00 7.00

Event Income Indoor Car Boot Various 7.00 0.00 7.00

Event Income New Years Eve Various 20.83 4.17 25.00

Hirers - Regular Regular Hire Howes 226.25 0.00 226.25

Hirers - Casual Casual Hire Fadden 60.50 0.00 60.50

Event Income 80's Night Tickets Various 16.66 3.34 20.00

Event Income Indoor Car Boot Various 7.00 0.00 7.00

Hirers - Regular Regular Hire Gill 197.25 0.00 197.25

Event Income Clairvoyant Various 40.00 8.00 48.00

Event Income New Years Eve Various 113.33 22.67 136.00

Bar Takings Bar Takings Various 726.83 145.37 872.20

Hirers - Regular Regular Hire Various 430.51 0.00 430.51

Hirers - Casual Casual Hire Poringland WI 172.14 0.00 172.14

Petty Cash and 
Stationery

Refund TalkTalk 106.20 21.24 127.44

Hirers - Regular Regular Hire Hall 75.00 0.00 75.00

Hirers - Casual Casual Hire Nicol 179.00 0.00 179.00

Bar Takings Bar Takings Various 47.17 9.43 56.60

Event Income New Years Eve Various 55.00 11.00 66.00

Hirers - Regular Regular Hire Harper 54.00 0.00 54.00

Hirers - Regular Regular Hire K-Teas 407.50 0.00 407.50

7 February 2017 (2016-2017)

PPOORRIINNGGLLAANNDD PPAARRIISSHH CCOOUUNNCCIILL
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Customer VAT Type VAT Total



458 18/01/2017 Barclays Current S

459 19/01/2017 Barclays Current R

460 20/01/2017 Barclays Current Z

461 23/01/2017 Barclays Current E

462 23/01/2017 Barclays Current S

463 23/01/2017 Barclays Current S

464 23/01/2017 Barclays Current E

465 23/01/2017 Barclays Current E

466 23/01/2017 Barclays Current S

467 23/01/2017 Barclays Current S

468 23/01/2017 Barclays Current S

469 23/01/2017 Barclays Current E

470 24/01/2017 Barclays Current E

471 24/01/2017 Barclays Current E

472 24/01/2017 Barclays Current E

473 24/01/2017 Barclays Current E

474 24/01/2017 Barclays Current S

475 25/01/2017 Barclays Current E

476 25/01/2017 Barclays Current S

477 25/01/2017 Barclays Current S

478 27/01/2017 Barclays Current S

479 30/01/2017 Barclays Current S

480 30/01/2017 Barclays Current E

481 30/01/2017 Barclays Current E

482 30/01/2017 Barclays Current Z

483 30/01/2017 Barclays Current S

484 30/01/2017 Barclays Current S

485 30/01/2017 Barclays Current S

486 30/01/2017 Barclays Current E

487 31/01/2017 Barclays Current E

488 31/01/2017 Barclays Current E

489 31/01/2017 Nationwide 
Instant Access 

X

Total 9,865.99 4,611.28 14,477.27

Interest on 
investments

Interest on investment Nationwide 17.93 0.00 17.93

Event Income Indoor Car Boot Various 7.00 0.00 7.00

Hirers - Regular Regular Hire K-Teas 730.00 0.00 730.00

Event Income Indoor Car Boot Various 14.00 0.00 14.00

Event Income 80's Night Tickets Various 75.00 15.00 90.00

Event Income Clairvoyant Various 125.00 25.00 150.00

Bar Takings Bar Takings Various 479.75 95.95 575.70

Burial Ground Income Interment Fee ZZ7 R B Copping 385.00 0.00 385.00

Hirers - Regular Regular Hire Various 782.65 0.00 782.65

Hirers - Casual Casual Hire Various 165.38 0.00 165.38

Event Income 80's Night Tickets Various 16.66 3.34 20.00

Comm Centre Misc Recharge - Repair to 
Partition

Young Carers 335.00 67.00 402.00

Bar Takings Bar Takings Various 5.33 1.07 6.40

Event Income 80's Night Tickets Various 25.00 5.00 30.00

Event Income Indoor Car Boot Various 7.00 0.00 7.00

Event Income Clairvoyant Various 20.50 4.10 24.60

Hirers - Casual Casual Hire Norfolk CHC 180.00 0.00 180.00

Hirers - Regular Regular Hire Hooper 550.00 0.00 550.00

Event Income Indoor Car Boot Various 7.00 0.00 7.00

Event Income Indoor Car Boot Various 7.00 0.00 7.00

Event Income Indoor Car Boot Various 42.00 0.00 42.00

Event Income Clairvoyant Various 70.00 14.00 84.00

Event Income 80's Night Tickets Various 266.67 53.33 320.00

Bar Takings Bar Takings Various 8.67 1.73 10.40

Hirers - Regular Regular Hire Various 186.50 0.00 186.50

Hirers - Casual Casual Hire Various 29.00 0.00 29.00

Event Income 80's Night Tickets Various 33.34 6.66 40.00

Event Income 80's Night Tickets Various 25.00 5.00 30.00

Event Income Indoor Car Boot Various 7.00 0.00 7.00

Miscelleneous Income Grant South Norfolk Council 399.20 0.00 399.20

VAT Reclaim VAT Refund HMRC 0.00 4,043.87 4,043.87

Event Income Clairvoyant Various 15.00 3.00 18.00



Voucher Code Date Minute Bank Cheque No Description Net

442 20/01/2017 Barclays Current SO X

443 25/01/2017 Barclays Current 104165 X

444 28/01/2017 Barclays Current SO X

445 25/01/2017 Barclays Current 104166 X

446 25/01/2017 Barclays Current 104167 X

447 25/01/2017 Barclays Current 104168 X

448 20/01/2017 Barclays Current SO X

449 19/01/2017 Barclays Current SO X

450 19/01/2017 Barclays Current SO X

451 25/01/2017 Barclays Current 104169 X

452 25/01/2017 Barclays Current 104170 X

453 15/01/2017 Barclays Current SO S

454 25/01/2017 Barclays Current 104171 S

455 19/01/2017 Barclays Current DD S

456 25/01/2017 Barclays Current 104172 Z

457 05/01/2017 Barclays Current DD Z

458 25/01/2017 Barclays Current 104173 S

459 25/01/2017 Barclays Current 104174 S

460 25/01/2017 Barclays Current 104175 S

461 25/01/2017 Barclays Current 104175 S

462 25/01/2017 Barclays Current 104176 S

463 28/01/2017 Barclays Current DD S

464 22/01/2017 Barclays Current DD Z

465 28/01/2017 Barclays Current DD S

466 28/01/2017 Barclays Current DD S

467 28/01/2017 Barclays Current SO S

468 25/01/2017 Barclays Current 104177 Z

469 16/01/2017 Barclays Current DD L

470 25/01/2017 Barclays Current 104178 S

471 25/01/2017 Barclays Current 104178 Z

472 16/01/2017 Barclays Current DD S

473 16/01/2017 Barclays Current DD Z

474 16/01/2017 Barclays Current DD S

475 16/01/2017 Barclays Current DD Z

5,124.01 5,124.01

General Costs Premises Licence Barclaycard 23.00 0.00 23.00

CC Maintenance DIY Equipment Barclaycard 62.09 12.42 74.51

Bar Bar Stock Barclaycard 31.38 0.00 31.38

Bar Bar Stock Barclaycard 1,208.38 241.70 1,450.08

Petty Cash and 
Stationery

Petty Cash Top Up R McCarthy 12.00 0.00 12.00

Event Expenditure Event Expenditure R McCarthy 37.82 3.17 40.99

General Costs Electricity Eon 316.69 15.83 332.52

The Six Administrator Six Administrator Best Norfolk Office 
Solutions

67.80 0.00 67.80

BG Maintenance Grounds Maintenance Spruce Landscapes 625.00 125.00 750.00

BG Maintenance Waste Veolia 22.16 4.43 26.59

CC Maintenance Waste Veolia 39.28 7.86 47.14

Water Water Anglian Water 45.00 0.00 45.00

Heat & Light Gas ESPO 123.23 24.65 147.88

Heat & Light Electricity Total Gas & Power 279.72 55.94 335.66

CC Maintenance Partition Repair Ezyglide 335.00 67.00 402.00

CC Maintenance Partition Servicing Ezyglide 640.00 128.00 768.00

CC Maintenance Kitchen Equipment Nisbets 239.99 47.99 287.98

Cleaning Carpet Cleaning Norse Eastern Ltd 30.00 6.00 36.00

Rates Rates South Norfolk Council 268.00 0.00 268.00

Office Equipment Confidential Shredding Citrus Sharp Security 
Shredding

266.00 0.00 266.00

Petty Cash and 
Stationery

Telephone and 
Broadband

BT 31.54 6.31 37.85

Petty Cash and 
Stationery

Stationery ESPO 60.66 12.13 72.79

Hosted IT Solution Hosted IT Microshade Business 
Consultants Ltd

115.30 23.06 138.36

PAYE & NIC Salary HMRC 1,961.06 0.00 1,961.06

Norfolk Pension Fund Salary Norfolk Pension Fund 1,849.17 0.00 1,849.17

Clerk Salary Salary C Moore 0.00

Cleaner Salary Salary S Warminger 0.00

Caretaker Salary L Gooderham 0.00

Bar Staff Salary Y Wonnacott 0.00

Bar Staff Salary S Cunningham 0.00

Assistant Clerk Salary Salary R McCarthy 0.00

Assistant Clerk Salary Salary R McCarthy 0.00

Bar Staff Salary R Walker 0.00

Administrator Salary S Cunningham 0.00

7 February 2017 (2016-2017)
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Supplier VAT Type VAT Total



476 16/01/2017 Barclays Current DD S

477 25/01/2017 Barclays Current 104179 S

478 25/01/2017 Barclays Current 104179 S

479 25/01/2017 Barclays Current 104180 S

480 28/01/2017 Barclays Current SO S

481 25/01/2017 Barclays Current 104181 Z

482 25/01/2017 Barclays Current 104182 Z

483 25/01/2017 Barclays Current 104182 Z

484 09/01/2017 Barclays Current Z

485 10/01/2017 Barclays Current Z

488 19/01/2017 Barclays Current DD S

489 28/01/2017 Barclays Current SO S

of 2

Total 15,469.18 1,018.39 16,487.57

2

Grounds Maintenance Grounds Maintenance Spruce Landscapes 188.33 37.67 226.00

Bar Card Machine Costs Worldpay 0.86 0.01 0.87

Event Expenditure New Years Eve Eventbrite 2.74 0.00 2.74

Event Expenditure New Years Eve DJ Jason Evans 400.00 0.00 400.00

Expenses Petty Cash Top Up C Moore 39.78 0.00 39.78

Petty Cash and 
Stationery

Petty Cash Top Up C Moore 1.00 0.00 1.00

Expenses Councillor Expenses J Landshoft 22.10 0.00 22.10

Office Equipment Photocopying Norfolk Copiers 67.50 13.50 81.00

Cleaning Cleaning Materials Hugh Crane Cleaning 
Equipment

141.86 28.37 170.23

Respect Your 
Neighbourhood Signs

Signage Bartlett Signs 399.20 79.84 479.04

CC Maintenance Signage Bartlett Signs 156.00 31.20 187.20

General Costs Heating Barclaycard 235.53 46.31 281.84



337,956.02

ADD

276,953.76

614,909.78

212,646.06

A 402,263.72

0.00
61,175.60
33,121.92

0.00
0.00
0.00

550.00
0.00
0.00

60,316.99
22,000.00
55,000.00
73,100.00
30,000.00
20,000.00
55,000.00

410,264.51

8,486.19

401,778.32

0.00

B 401,778.32

*ERROR IS £485.40
*Error: On 19th January £485.40 cash was banked, due to an error at the Post Office it 
did not appear in the Council's account until 3rd February.

Less unpresented cheques
As attached

Plus unpresented receipts
As attached

Adjusted Bank Balance

Error A does NOT equal B

Fidelity Investment 31/01/2017
Hampshire Trust Bond 2 31/01/2017
Julian Hodge Bond 2 31/01/2017

Julian Hodge Bond 1 31/01/2017
Hampshire Trust Bond 1 31/01/2017
Cambridge & Counties 120 Day 31/01/2017

Nationwide Bond 1 XXXX4297 31/01/2017
Nationwide Bond 4 XXXX2889 31/01/2017
Nationwide Instant Access 31/01/2017

Bond 2 Santander (May) 31/01/2017
National Savings Saver 31/01/2017
Petty cash/floats 31/01/2017

Barclays Current 31/01/2017
Barclays Saver 31/01/2017
Barclays Tracker 31/01/2017

Payments 01/04/2016 - 31/01/2017

Cash in Hand 31/01/2017
(per Cash Book)

Cash in hand per Bank Statements

Cash 31/01/2017

7 February 2017 (2016-2017)

PPOORRIINNGGLLAANNDD PPAARRIISSHH CCOOUUNNCCIILL

Bank Reconciliation at 31/01/2017

Cash in Hand 01/04/2016

Receipts 01/04/2016 - 31/01/2017

SUBTRACT
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PORINGLAND PARISH COUNCIL
Payments List 22nd February 2017

Payee Code Description Amount Chq no.
S Cunningham Salaries Administrator SO / 104183
S Cunningham Salaries Bar Assistant 104184
J Dodman Salaries Bar Assistant 104185
R McCarthy Salaries Assistant Clerk SO / 104186
L Gooderham Salaries Caretaker SO
S Warminger Salaries Cleaner SO
C Moore Salaries Parish Clerk SO / 104187

£5,072.30
HMRC Salaries PAYE & NI £1,682.42 104188
Norfolk Pension Fund Salaries Pension £1,781.16 104189
Norfolk Copiers General Admininstration Photocopying £31.24 104190
BT General Admininstration Telephone and Broadband £38.29 DD
Microshade Business Consultants Ltd General Admininstration Hosted IT Solution £138.36 SO
SLCC Enterprises Ltd General Admininstration Practitioners Conference £272.20 104191
Spruce Landscapes Community Centre Grounds Maintenance £226.00 SO
Anglian Water Community Centre Water £45.00 DD
WorldPay Community Centre Card Machine £14.42 DD
HouseProud Commercial Ltd Community Centre/Playing Field Caretaking £1,375.28 104192
Hugh Crane Cleaning Eqt Ltd Community Centre Cleaning Materials £100.48 104193
PHS Group Community Centre Sanitary Equipment £5.66 104194
Mr R Chandler Community Centre 80's Night DJ £450.00 104195
Living Stones Christian Fellowship Community Centre Refund of Hire £70.00 104196
Veolia Community Centre / Burial Ground Waste £73.73 DD
Spruce Landscapes Burial Ground Maintenance £750.00 SO
Abbey Memorials (Stonecraft) Ltd Burial Ground / Commuted Sum Memorial Repairs £1,050.00 104197
M Grapes Playing Field Installation of Electric Heater £30.00 104198
Barclaycard Comm Centre / P Field / General Admin Maintenance / Bar / General Costs £854.62 DD
ESPO Community Centre Gas £172.33 DD
SkillsTEC General Admininstration Manual Handling Refresher Training £108.00 104199
Zurich Municipal General Admininstration Insurance £4,171.67 104200

£18,513.16



BLANK PAGE FOR ELECTRONIC AGENDA COLLATION PURPOSES 



Mrs. C Moore 
Parish Clerk 
Poringland Parish Council 
Community Centre Overtons Way 
Poringland 
Norfolk 
NR14 7WB 

4th February 2017 
Dear Catherine 

Provision of Internal Audit Service  

Thank you for your enquiry about provision of internal audit services to your Council and the 
information provided. Based on that detail, I set out below detail of our quote for provision of an internal 
audit service to the Council.  

By way of background information for the Council, I am the owner and director of this company, which 
was established to meet the requirements of the revised audit arrangements introduced with effect from 
the financial year beginning 1st April 2001. I have 35 years experience in the external audit of public 
sector bodies, the first 22 being spent on the audit of National Health Service clients, apart from a three-
year break as Chief Internal Auditor of the Hong Kong Urban Council in the mid 1970s. Following the 
NHS reforms in 1990, I worked for the District Audit Service as an Audit Manager with responsibility 
for both Local Government District Councils and NHS bodies in Wiltshire, including management 
responsibility for all the Wiltshire parish and town councils in the three years prior to the establishment 
of this company in 2002. We also employ contractors to assist with the workload, details of their 
experience and qualifications may be found on our website: all contractors have previous audit 
experience and bring a wide range of skills and abilities to our team in order to provide a rounded and 
comprehensive service to our clients. The availability of additional contractors also enables us to meet 
clients� requirements and ensure continuity of service even where one of us may be suddenly indisposed. 

The company was established to provide an effective and efficient service to all councils across England 
and Wales, primarily in response to the revised audit arrangements, but also to give elected members and 
the electorate the same high degree of assurance that was provided under the previous arrangements. We 
currently provide a service to some 250 councils nationally ranging from small Parish Meetings to many 
of the largest councils nationally including Weston-super-Mare, Shrewsbury and a number of town and 
parish councils in the Norwich area. Should you require references, I would be pleased to provide 
relevant contact details. As a wholly independent company, it is self-evident that we remain distant from 
the Council�s working procedures and controls thereby ensuring the required degree of �independence� 
in our approach. With five of us providing the service, we switch our workload around periodically in 
order that we do not become over-familiar with clients or complacent with our approach thereby 
ensuring that a fresh pair of eyes undertakes the review periodically. The initial review, should we be 
appointed, would be undertaken by my colleague Stephen Christopher, whose name you may be familiar 
with as he used to be the partner at Mazars who undertook the external audit of Norfolk�s parishes. 

In line with the above, we have deliberately set out to provide a high quality service to Councils. On 
completion of each visit / review, the Council will receive a detailed report identifying clearly the work 



undertaken, any areas where we may perceive there to be a need for improved controls and also the 
dissemination of best practice gleaned from other clients across the country. I attach for your members� 
information a sample report, together with a copy of our basic work programme, which is tailored each 
year to take account of the subtle differences in services provided by our numerous clients. 

Our normal practice is to assess and document the controls in place in each financial system and to then 
devise an appropriate testing strategy to ensure compliance with the approved procedures and controls in 
each area in line with the Practitioner�s Guide on Governance and Accountability. We see it as our role 
not purely to sign off the Internal Audit Report in the Annual Return having undertaken an appropriate 
level of review in line with the requirements of that Manual, but to provide the Council with a balanced 
service aimed at assisting the implementation of new legislation and ensuring that the Council is able to 
function in the most cost effective and efficient way possible. 

We believe strongly that for internal audit to be effective, it must be preventative rather than historical: 
consequently, for councils the size of Buckingham, we generally undertake interim and final review 
visits, the latter being timed to coincide with closure of the year�s Accounts and once the Annual Return 
is ready for review and sign-off.  

On the basis of the information provided and, assuming that no specific issues or concerns are identified 
during our review process, I anticipate that two days cover will be required to undertake the necessary 
level of cover in the first year, reducing to one and a half days subsequently (the additional half-day in 
the first year is to afford time for the review and documentation of individual system controls). 

Our current daily fee is £420 plus VAT giving a maximum fee of £840 plus VAT for the first year 
reducing to £630 plus VAT in subsequent years. Our fees are all inclusive with no hidden extras such as 
mileage or accommodation charges. Additionally, we consider it essential that we remain available to 
offer advice and guidance throughout the year and, unless any excessive additional information is sought 
or extensive research and / or additional work required, the above fee covers the full year. Should the 
Council request additional work over and above the basic level of cover, our fees would be at the same 
daily rate of £420 plus VAT and be agreed in advance with the Council before commencement of any 
such work (part days would be charged pro rata at £50 per hour plus VAT). We generally review our 
fees annually with any increases being linked to movements in the RPI over the previous year, although 
I do not anticipate there being any increase in 2017-18. I should also point out that we have full 
indemnity insurance cover. 

Should you wish to discuss the content of this quote, please do not hesitate to contact me. I have also 
forwarded by e-mail for you and your members� perusal, a copy of a sample report and our standard 
work programme for 2016-17 and trust that you will find the content informative as to the thoroughness 
of our approach. 

I also enclose two copies of our standard Letter of Engagement for the Council and, should the members 
determine to appoint us as your internal auditors, would appreciate your signing and returning one copy 
to us. I look forward to hearing from you and trust that we may be of service to the Council. 

Yours sincerely 

Stuart J Pollard 
Director 



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

If any areas give rise to potential negative comments, consider inclusion as a formal recommendation
1. Accounting records 

Programme Commentary Note 
ref. 

Recommendation 

1.1 Establish whether the cashbook is maintained on 
a bespoke accounting package, in manuscript or 
spreadsheet format. Review the procedure for and 
frequency of entering detail in the record.  
Identify / record detail of bank accounts in use 
and consider reasonableness. 

1.2 Does the ledger/cashbook include sufficient 
analysis to make preparation of the annual 
Accounts and Annual Return straightforward? 

1.3 Is VAT identified separately in the coding 
analysis / cashbook? 

1.4 Verify that previous year closing balances are 
correctly brought forward? 

1.5 Where applicable, check the procedures in place 
for preparing and counter checking of journals.  

1.6 Test a sample of transactions throughout the year 
between the cashbook and bank statements and 
inter-account transfers. 

1.7 Where a bespoke accounting package or 
spreadsheet is in use, check backup and restore 
procedures to ensure integrity of information. 

1.8 Obtain a copy of the external audit certificate for 
the prior year, together with any more detailed 
report, and consider any actions that need to be 
taken by client or us this year in relation to issues 
raised by the external auditor and document them 
accordingly. 



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

2. Review of Corporate Governance; Potential risks of Fraudulent Activity 

Programme Commentary Note 
ref. 

Recommendation 

2.1 Has the Council prepared and adopted Standing 
Orders and Financial Regulations: do they reflect 
recent legislative changes and are they in line 
with the latest NALC models? (Obtain electronic 
copies for retention on Perm. File). 

2.2 Undertake an overview of FRs and ensure actual 
working practice is compliant when examining 
individual systems (e.g. tenders, quotes and intact 
banking of income). 

2.3 Has the Council adopted the General Power of 
Competence)? (NB: This has to be re-adopted in 
the year following an election by formal 
resolution of the Council). 

2.4 Establish whether the Council has prepared any 
financial procedures documentation. This 
represents best practice and provides a start point 
for new appointees in the event of long term 
absence of the clerk: (external auditors are also 
questioning the existence of these at smaller 
councils). 

2.5 Review minutes for any salient financial or other 
issues that may affect the Council�s future 
performance and financial stability.  

2.6 Ensure that the value of the annual precept (and 
CT Support Grant) is minuted formally and take a 
copy of the minute approving the amount and file 
accordingly. 



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

2.7 Consider the Council�s approach to corporate 
governance: have any matters come to our 
attention that indicates that the Council cannot 
answer �Yes� to all of the assertions in the Annual 
Governance Statement (Section 1 of the Annual 
Return). 

2.8 Has the Council taken any action to change 
banking arrangements following repeal of the LG 
Act 1972 Section 150(5) and is it intending to 
utilise electronic banking facilities? If so, have 
appropriate controls been put in place to 
minimise the risk of fraud and loss of Council 
resources (See JPAG document - �Safeguarding 
Public Money�? 

2.10 Ensure that the tendering limits are consistent 
between SOs and FRs. 

2.11 For Councils with an annual budgeted turnover of 
less than £25,000, ensure that they have complied 
with the requirements of the Transparency Code 
for smaller authorities, which became mandatory 
from 1st April 2015. 



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

3. Review of Payment Procedures; Approvals and Associated issues including VAT identification and recovery 

Programme Commentary Note 
ref. 

Recommendation 

3.1 Document the Council�s approach to the approval 
of expenditure (ordering and invoice certification) 
and release of moneys to traders. Where BACS 
and / or Direct Debits are used, ensure that 
appropriate authorisation procedures are in place 
over the release of moneys. Also ensure that 
appropriate maximum limits have been agreed 
with the bankers over individual and weekly / 
monthly transaction levels. 

3.2 Members should be examining invoices when 
signing cheques or payment schedules authorising 
release of moneys: they should also, ideally, be 
initialling invoices examined to evidence review 
and help prevent duplicate payments arising. 
(suggest use of a certification stamp) 

3.3 Review a sample of payments to ensure that they 
are supported by invoices / or other appropriate 
form of supporting documentation, such as 
acknowledgements of receipt (grants, donations, 
etc.) where no invoice is appropriate and are 
approved for payment by members. Where only a 
percentage is checked, use the s/sheet template to 
record the test sample. 

3.4 Ensure that, where an official ordering system is 
in place, an order has been raised for each item of 
goods or services provided, where expected. (NB. 
This will be dependent on size of council). 



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

3.5 Ensure that the appropriate Cost Centre and 
Nominal Codes / cash book analysis have been 
applied to payments in the test sample at 3.3 
above. Pay particular attention to the analysis 
between staff costs and other payments, as this 
affects the analysis in the Annual Return (agency 
staff should be regarded as non-pay expenditure). 

3.6 Ensure that the Council�s SOs and FRs have been 
observed when obtaining tenders and quotes for 
supply of goods and services (note new tender 
limits and advertising requirements [2015 EU 
legislation refers] � detail on �Shared 
documentation� folder).  

3.7 Are all payments, including bank charges, direct 
debits, etc. formally recorded in the agenda / 
minutes or an attached schedule (ideally also 
identifying the cheque number, where 
appropriate, payee and amount (including VAT))? 

3.8 Is VAT correctly calculated and recorded in the 
financial ledger / cashbook? Ensure that VAT is 
recovered periodically and verify, as a minimum, 
the year-end reclaim to the underlying records 
and, if appropriate, the correct treatment, 
generally as a debtor, in the Annual Return. 

3.9 Prepare and /or update annually the analytical 
review spreadsheet of payments made in the year, 
once the Accounts have been finalised. 



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

4. Assessment and Management of Risks 

Programme Commentary Note 
ref. 

Recommendation 

4.1 Ensure that the Council carried out an assessment 
of potential risks (both financial and Health & 
Safety issues) in the year of audit and took 
appropriate steps to manage those risks - in 
accordance with the requirements of Assertion 5 
in Section 1 of the Annual Return.  (Please note 
that the 2016 Practitioners� Guide (para. 1.5), 
requires an authority �to have appropriate 
evidence to support a �Yes� answer to an assertion 
in Section 1 of the Annual Return, for example a 
reference in a set of formal minutes�) . 

4.2 Review the Council�s insurance policy (ies) to 
ensure that adequate coverage has been obtained 
for all aspects and that all appropriate assets are 
adequately insured. Either copy only the relevant 
pages with financial detail or prepare a summary 
of the levels of cover afforded if too many pages. 

 (Guide lines: Employer�s liability - £10m; Public 
Liability - £10m; Fidelity Guarantee � half year�s 
precept + year-end balance) 



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

5. Precept determination and budget control 

Programme Commentary Note 
ref. 

Recommendation 

5.1 Has the Council undertaken a budget 
determination exercise, which forms the basis of 
the annual precept request from the parent 
Council? Examine and assess its adequacy (see 
2.6 above re formal approval of annual precept). 
Consider the impact of any capping that central 
government may apply and /or reduction in CT 
Support Grant for 2016-17. 

5.2 Does the Council receive regular reports 
identifying the budget position throughout the 
year? Where interim visits are undertaken, 
examine the outturn to date and record detail of / 
reasons for any significant variances.

5.3 Has the Council formally approved the 
establishment of specific reserves: are the 
utilisation of reserves and the return of unused 
balances to the General Fund reported to the 
Council at regular intervals? 

5.4 Review year-end reserves and General Fund 
balances to ensure that they are both appropriate 
and are likely to be utilised. (NB: Rule of thumb 
is that the GF balance should equate to between 
three & six months� revenue spending. 

5.5 Review the year-end outturn and follow up any 
significant variances from the proposed detailed 
budget (NB: this may not apply to smaller 
councils). Consider this in conjunction with the 
update of the annual analysis of income/ 
expenditure at sections 3 & 6. 



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

6. Review of Income Control Systems 

Programme Commentary Note 
ref. 

Recommendation 

6.1 Establish the sources of income available to the 
Council and determine whether the Council has 
implemented any form of monitoring to ensure 
that income due is accounted for and recovered. 
Review income levels and update the annual 
analysis of income by heading. Where significant 
variances between years are identified, undertake 
more detailed testing, as per the detailed work 
schedules for each income source. 

6.2 Does the Council regularly review the level of 
fees and charges at least once a year, as part of its 
budgetary process or annual review of services?  
(Please note, this is set out as a requirement in 
regulation 9.3 of the NALC model FRs).   

6.3  As and when each income stream is examined 
formally document the procedures and controls in 
place and test for compliance with those controls 
and Fin. Reg�ns accordingly. 

6.4 In conjunction with 6.3 above, trace a sample of 
income from source documents such as hall and 
sports field booking diaries, undertaker�s burial 
applications, etc. through Council receipts to the 
bank slips and statements. (See ASL Audit 
Manual for approach to individual system review 
and testing approach to be applied). 



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

6.5 Ensure that all receipts are banked promptly and 
that receipts clearly identify whether income is by 
way of cash or cheques. Ensure that the bank 
paying in slip reflects the correct analysis 
between cash and cheques and that no �teeming 
and lading� has occurred. 

6.6  Check whether or not the Council has established 
whether it should be charging VAT for services 
provided and ensure that these are correctly 
entered in the relevant accounting records 

6.7   Review sales ledger detail, where in use, or other 
control records for any long-standing uncleared 
debts and/ or unmatched receipts. 

6.8 Review detail on nominal accounts / cashbook 
analysis for any unusual entries or apparent areas 
where income due to the Council is not being 
received promptly or appropriately. 



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

7. Petty cash records and Usage of Credit / Debit Cards 

Programme Commentary Note 
ref. 

Recommendation 

7.1 Establish whether the Council operates a petty 
cash account and assess the soundness of the 
control system. Is it operated on an �imprest� 
basis? (check detail against FR requirements � see 
2.2 above) 

7.2 If an �imprest� system is operated, has the 
Council formally agreed the level of petty cash 
imprest to be held (generally covered by Fin. 
Reg�ns) and do they review and approve 
reimbursements? 

7.3 Are all payments supported by a signed petty cash 
voucher and / or a trader�s invoice/till receipt? 

7.4 Is VAT being identified in the petty cash records 
and recovered at regular intervals? 

7.5 Ensure that reimbursement cheques are correctly 
recorded in the petty cash records. 

7.6 Does an independent officer or member 
periodically check and agree the cash holding to 
the underlying records? Agree physical cash held 
to underlying records. 

7.7 Where credit or debit cards are in use, review the 
controls in place and ensure that all payments are 
appropriate and effectively supported. Also 
ensure that appropriate financial limits on 
individual and monthly spending are in place. 



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

8. Salaries and wages 

Programme Commentary Note 
ref. 

Recommendation 

8.1 Obtain a copy of the Council�s staff 
establishment list, if in existence: identify grade / 
hourly pay rate and basic working hours for 
employees and check a sample of employment 
contracts for new employees and record detail. 

8.2 Where staff changes have occurred, ensure that 
Council has approved formally the working hours 
and NJC scale point or hourly rate payable for 
each new employee. Where pay rises are agreed, 
they should be formally approved by Council � 
obtain copies of relevant detail. 

8.3   Identify and document the Council�s procedures 
in relation to the appointment of new personnel, 
processing weekly / monthly payrolls, including 
the physical payment of salaries. Ensure that 
appropriate controls are in place to verify the 
accuracy of payments to staff and Tax / NI & 
pension contributions to the relevant agencies. 
Where BACS is used, ensure that appropriate 
authorisation procedures are in place over the 
release of moneys, as at 3.1 above. 

8.4 Does the Council maintain formal payroll records 
and deduct tax and NI at source, as required by 
HMRC? Record detail of payroll software or 
agency provider in use.



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

8.5    Check a sample (dependent on nos.) of one 
month�s and/or week�s (where applicable) payslip 
detail to supporting records/Council approved 
salary levels for both accuracy of amount paid 
and, where relevant, certification by an 
appropriate officer. 

8.6 Check payroll deductions to tax and NI tables 
using the current year�s HMRC web site or 
NJA�s �Payroll tester 2016-17� (Shared 
document folder) to ensure accuracy and that the 
correct tables are being applied.  

8.7  Ensure that pension contributions are being 
calculated appropriately in line with the LG 
pension scheme as last amended from 1.4.15. 

8.8 Ensure that any additions to pay (overtime and 
allowances) are, where applicable, incorporated 
in their terms and conditions of employment: if 
not, any resultant payments should be approved 
by the Council not an officer and the Clerk�s 
overtime should always be member approved. 

8.9   Verify the accuracy of payments made to 
individuals and external agencies in the month 
under review. 

8.10 Has the Council complied with the auto-
enrolment pension requirements or taken 
appropriate measures to ensure compliance with 
the staging date? 

8.11 Ensure that regular returns are being prepared 
accurately and are being submitted in accordance 
with the revised HMRC RTI reporting 
requirements.  



Auditing Solutions Ltd 

Parish / Town Council  Financial year 2016-17 Date

Set up by: Stuart J Pollard Done by: Reviewed by:

9. Asset Registers  

Programme Commentary Note 
ref. 

Recommendation 

9.1 Establish whether the Council is maintaining 
Asset & Inventory Registers as required by the 
Practitioner�s Guide. 

9.2 Do the Registers identify all assets and equipment 
owned by the Council, separately detailing capital 
assets and those of an inventory nature (i.e. those 
below the approved capitalisation threshold)? 
Where applicable, detail should also identify 
registration / serial numbers. (*Please note that, as 
well as documenting Council-owned assets, the 
Register should include details of any leased 
assets and / or assets held in trust, appropriately 
identifying  the Council�s relationship to the 
assets in question.) 

9.3  Ensure that the Annual Return asset value at Box 
9 of Section 2 is based on purchase cost, as per 
the Practitioner�s Guide, and is neither 
appreciated in line with annual insurance schedule 
uplifts or depreciated: such accounting concepts 
are only applicable where councils are preparing 
full statutory accounts under the LG SORP. 
(Please note, whilst, as stated above, all assets the 
Council has an interest in should be recorded in 
the asset register, only Council-owned assets are 
to be reported in Section 2, Box 9. 
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10. Investments & Loans 

Programme Commentary Note 
ref. 

Recommendation 

10.1 Where investments are held, verify their value 
as at 31st March to prime documents and obtain 
copies for future reference. Long-term 
�investments� (i.e. deposits for longer than 1 
year) must be regarded as fixed assets and be 
appropriately disclosed in the asset and 
investment register (NB: this also applies to 
stocks and shares) They must be regarded as an 
expense at purchase cost in Box 6 in the year of 
�acquisition� and as income at sale value in 
Box 3 on �disposal�.  

10.2    Where �investments� are held in excess of 
£0.5m a formal Investment Policy must be in 
place. 

10.3 Ensure that the Council is receiving all 
dividends and interest due on investments and 
that detail is recorded appropriately in the year 
of physical receipt and should not be 
apportioned across two years� accounts.  

10.4 Ensure that any new loans acquired in the year 
have been subjected to the appropriate loan 
sanction approval procedures through county 
associations and DC&LG: review and obtain 
copies of the relevant documentation. 

10.5 Ensure that the balance of loan liability 
recorded in the Accounts/Annual Return is 
correct and that interest and capital repayments 
are correctly recorded in accordance with the 
Practitioners� Guide. 

10.6 Where the Council has issued loans to local 
bodies, review and obtain copies of the relevant 
agreements and ensure that appropriate 
guarantees have been obtained covering 
repayment of outstanding loans. 
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11. Bank reconciliations 

Programme Commentary Note 
ref. 

Recommendation 

11.1 Ensure that the Council has, as a minimum, 
carried out a reconciliation of the cashbook to 
the bank account(s) at the year-end: these 
should be undertaken at least quarterly and be 
subject to independent officer (where the 
Council employs an RFO in addition to the 
clerk) or members (ideally the Council 
Chairman or Chair of Finance) to reduce the 
risk of manipulation or continued absence of 
action to chase up and clear any long-standing 
uncleared cheques or other potentially 
anomalous entries. 

11.2 Review and agree detail on a sample of 
reconciliation(s) during the year. As a 
minimum, the year-end reconciliation should be 
verified and copies of the year-end bank 
statements taken for the file (NB: year-end 
statements only).  

11.3 Ensure that any �out of date� cheques are being 
written back promptly in the cash book and that 
no �anomalous� balancing entries are included 
in the reconciliation detail. 
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12. Annual Return / Financial Statements  

Programme Commentary Note 
ref. 

Recommendation 

12.1 Examine the Statements of Account to ensure 
that they are complete including: 
 An Income & Expenditure or Receipts & 

Payments Account, in accordance with 
legislative requirements (i.e. >£200k for 
I&E A/cs and <£200k for R&P A/cs) 

 A Balance Sheet (where appropriate) 
 Supporting Statements and Notes 
NB: Accounts should ideally be in the 
standardised format as formerly promoted by 
the NALC. 

12.2 Agree the Accounts to the cashbook/financial 
ledger, including adjustments for opening and 
closing debtors and creditors (where 
appropriate). 

12.3 Where applicable, review the Council�s 
arrangements for identifying year-end debtors 
and creditors and test the accuracy of those 
disclosed by reference to new-year receipts and 
payments. Obtain copies of relevant supporting 
schedules and ensure that no debtors (or 
creditors) remain unpaid for an undue length of 
time and that the Council has appropriate debt 
recovery procedures in place in conjunction 
with 6.7 above. 

12.4 Ensure that the value of capital acquisitions 
and/ or disposals recorded on the R&P A/c or 
I&E A/c agrees with the increased value 
recorded on the Supporting Statement/Balance 
Sheet & Annual Return. 
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12.5 Ensure that, where applicable, certified stock 
sheets support the value of any stocks recorded 
on the Balance Sheet. Where appropriate, 
ensure that retail/selling price control accounts 
are being prepared for all saleable stocks. 

12.6 Ensure that, where the GPoC is not in place,  
the upper limit for S.137 expenditure in the year 
has been correctly calculated and that 
expenditure does not exceed that value  (NB: 
this is ring-fenced and any unspent balance may 
not be �rolled forward� to the next year). 

12.7 Ensure that the appropriate treatment has been 
applied to any charitable funds for which the 
Council acts as sole trustee: NB. I.e. they 
should be excluded from the Annual Return 
detail. 

12.8 Ensure that detail on the Annual Return is 
consistent with the Statement of Accounts and 
underlying accounting records. Obtain copies of 
Annual Return completed Sections 1 & 2. 
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This report has been prepared for the sole use of XYZ Parish Council. To the fullest extent permitted by law, no responsibility or 
liability is accepted by Auditing Solutions Ltd to any third party who purports to use or rely, for any reason whatsoever, on this 
report, its contents or conclusions.

Background

All town and parish councils are required by statute to make arrangements for an 
independent internal audit examination of their accounting records and system of internal 
control and for the conclusions to be reported each year in the Annual Return. This report 
details the work undertaken in relation to the financial year�s Annual Return following 
provision of all relevant and requested documentation in support of the year�s financial 
transactions and governance arrangements. 

Internal Audit Approach

In undertaking our review for the year, we have paid due regard to the materiality of 
transactions and their susceptibility to any potential misrecording or misrepresentation in the 
year-end Statement of Accounts/Annual Return. Our programme of cover has been designed 
to afford appropriate assurance that the Council�s financial systems are robust and operate in 
a manner to ensure effective probity of transactions and to afford a reasonable probability of 
identifying any material errors or possible abuse of the Council�s own and the national 
statutory regulatory framework. The programme is also designed to facilitate our completion 
of the �Internal Audit Report� in the Council�s Annual Return, which requires independent 
assurance over a number of internal control objectives. 

Overall Conclusion
We have concluded that, based on our review of the year�s records, the Council has 
maintained generally adequate and effective internal control arrangements. We wish to 
acknowledge the actions of the recently appointed clerk in completing the financial records 
for the financial year, which were delayed due to the sudden passing of the former clerk. 

We have, consequently, completed and signed the �Internal Audit Report� in the year�s 
Annual Return, having concluded that, in most respects, other than those in relation to the 
delayed preparation of the year�s accounting detail and adoption of the year�s Annual Return 
by 30th June 2016, together with the apparent non-adoption  of a formal risk register during 
the course of the financial year, the control objectives set out in that Report were being 
achieved throughout the financial year to a standard adequate to meet the needs of the 
Council.  
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Detailed Report

Maintenance of Accounting Records & Bank Reconciliations 

The Council�s accounting records have been maintained in spreadsheet format, which we consider 
appropriate for the level of annual transactions taking place. We do however consider that the task 
of preparing the periodic budget reports and detailed year-end Statement of Accounts would be 
simplified were further columns employed in the cashbook spreadsheet to analyse receipts and 
payments over the various headings as reported in the detailed Accounts.  

We note that the Council�s main financial transactions for the year have been effected through two 
Nat West bank accounts (a Current and Deposit account, with an automatic daily sweep to retain a 
£200 balance in the Current Account). Two further accounts are in existence with the Unity Trust 
Bank, although only minimal transactions have occurred on one of those accounts during the year 
and none on the other. We also note from our review of minutes that the Council has been 
experiencing difficulties with revisions to bank mandates during the year, particularly with the Nat 
West accounts. 

Our objectives in this area are to ensure that the accounting records are maintained accurately and 
in a timely manner with detail reconciled routinely to the various bank accounts n use. We have: - 

 Verified that the closing balances reported in the 2014-15 Annual Return have been 
�rolled-over� correctly as opening balances for 2015-16; 

 Verified transactions on all accounts for the full financial year, this being our first year of 
appointment and also given the relatively low volume of transactions in the year; 

 Noted that interest on the Nat West Deposit Account each month is being paid net of Basic 
Rate Tax: as a corporate body, this interest should be paid gross; 

 Also noted that Nat West are charging significant fees each month and urge the Council to 
rationalise its banking arrangements ideally using the Unity Trust accounts, which, in our 
experience only make a standard monthly charge, which will most probably be below the 
amount being charge currently by Nat West; and 

 Verified the accuracy of the year-end bank reconciliation on the combined accounts, 
agreeing detail to the gross Statement of Accounts and Annual Return, as prepared by the 
new Clerk. 

Conclusions and recommendations 

We are pleased to report that no significant issues have been identified in this area, although, as 
indicated above, we would urge the Council to consider rationalising its banking arrangements, 
also ensuring that charges are minimised and that the tax deducted in error in 2015-16 and 
presumably previous years by Nat West is recovered either directly from the bank or HMRC. 

R1. Nat West bank and, if necessary, HMRC should be approached to seek recovery of the basic 
rate tax deducted from the gross interest earned on the Deposit account in the current and 
previous years. 

R2. Urgent consideration should be given to rationalising the banking arrangements whilst 
ensuring that bank charges are minimised. 
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R3. In order to simplify the task of identifying the analysis of receipts and payments for inclusion 
in budget reports and the year�s detailed Statement of Accounts; consideration should be 
given to the inclusion of appropriate analysis columns in the cashbook. 

Review of Corporate Governance 

Our objective in this area is to ensure that the Council has robust corporate governance 
documentation and procedures in place; that Council meetings are conducted in accordance with 
the adopted Standing Orders and that, as far as we may reasonably be expected to ascertain, no 
actions of a potentially unlawful nature have been or are being considered for implementation. We 
have: - 

 Examined the Council�s and Standing Committees� minutes for the financial year and to 
date in the current year to identify whether or not any issues exist that may have an adverse 
effect, through litigation or other causes, on the Council�s future financial stability; and 

 Noted that both Standing Orders (SOs) and Financial Regulations (FRs) have been 
reviewed and re-adopted at the full Council meeting held in August 2016: examination of 
their content indicates that neither appear to be based on the latest available NALC model 
documents. The most recent version of the NALC model Financial Regulations was issued 
in January 2016 and incorporates appropriate references to the revised EU Regulations 
(April 2015) on procurement, as below. 

The above referenced change in EU Regulations pertaining to tendering that became effective from 
1st April 2015 now requires that all tenders with an anticipated value in excess of £25,000 over 
their life must be formally advertised in the Government�s �Contract Finder� website. Whilst we 
appreciate that the Council currently does not incur expenditure above that level, the grounds 
maintenance contractor�s annual cost is approaching that level and may well need to be considered 
for appropriate action under these Regulations. 

In order to assist the Clerk and Council, we have provided electronic copies of available published 
NALC guidance on procurement, together with various Legal Topic Notes issued during 2015-16 
in this respect. As a consequence of this legislative change, a maximum value for formal tender 
action, as recorded in both SOs and FRs (currently identified as £60,000 in each) should be revised 
to a maximum of £25,000, although we consider that, for a Council the size of Wraysbury, a more 
appropriate level for formal tender action would be nearer £15,000: we consider that the present 
lower value of £3,000 for the acquisition of quotes, as currently recorded in the SOs and FRs, to be 
appropriate for the Council�s present requirements. 

In examining the most recently adopted version of the Council�s FRs, we have noted a few 
instances where the current modus operandi is at odds with the stated requirements of the FRs; 
most notably in relation to the processing and authorisation of payments (please see next section of 
this report in relation to our Review of Expenditure). We have also noted a few typographical 
errors and instances where paragraphs are seemingly incomplete (e.g. para 9.3). We have also 
provided the Clerk with an electronic copy of the latest version of the NALC Model FRs in order 
to assist the extant document�s further review and update in order to ensure compliance with the 
above legislative change: we do not, unfortunately, have an electronic copy of the latest model 
SOs, but believe one can be obtained from NALC or SLCC. 

We have examined the Council�s and Standing Committees� minutes for the financial year and to 
date in 2016-17 and are pleased to record that, as far as we are able to ascertain, there are no 
significant issues arising that might give rise to ultra vires expenditure or other forms of potentially 
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unlawful activity, also that the Council is continuing to manage its resources effectively and that 
no indications exist of potential problems with the Council�s ongoing financial viability.  

However, other than the monthly schedules held on the file of processed purchase invoices, which 
identify some grants and donations as made under Section 137 � the �Free resource�, no indication 
exists indicating consideration of the relevant powers being relied on for provision of these grants 
and donations. Section 137 should only be applied where no other specific power exists or �for the 
benefit of a proportion of the local electorate�; consequently, we suggest that, in line with best 
practice, the consideration and approval of all grants and donations should be minuted separately, 
together with identification of the powers being relied on. 

Finally, in this area, we are pleased to note that full detail of payments is recorded in the minutes, 
and that in most months, but not all, detail of the cheque numbers is also recorded. Again, in line 
with best practice, we suggest that detail of cheque numbers and Direct Debits (ideally with a 
unique cross reference for each such payment) are recorded in the minutes in order to provide clear 
evidence of continuity of cheque usage, etc. 

We also wish to thank the Chairman for completing our �Governance questionnaire�, the content 
of which we have examined and consider provides appropriate evidence of the general 
effectiveness of the Council�s internal controls.  

Conclusions and recommendations 

Whilst we fully appreciate the reasons for the delayed preparation of the Council�s Accounts 
and formal adoption of the 2015-16 Annual Return, this is the second consecutive year where 
the statutory deadline has not been met. Consequently, we remind the Council of the need to put 
in place appropriate contingency arrangements, which should form part of the formal risk 
assessment, to ensure that in future years the Council does not again fail to meet the statutory 
deadlines for completion and adoption of the Annual Return. 

As above, we wish to draw the Clerk and members� attention to the revised EU Regulations in 
relation to contracting and tendering and the consequent need to revise SOs and FRs 
accordingly. We also ask that the FRs be reviewed to ensure that they meet the Council�s 
specific procedural requirements and that, where currently deviating from actual working 
practice, the latter is either brought into line with the approved procedures or the formal 
procedures are amended accordingly. 

R4. The Council should ensure that appropriate contingency arrangements are put in place to 
ensure compliance with the statutory deadlines for the production and formal adoption of the 
year�s Annual Return. 

R5. The Council will need to ensure that, should any contractual obligations arise exceeding the 
£25,000 tendering EU legislative reporting requirements, appropriate measures are taken to 
ensure compliance. 

R6. The extant Standing Orders and Financial Regulations should be revised in line with the 
latest NALC Models to reflect the above changes in EU contract reporting requirements, 
ideally setting a lower value as indicated in the body of the report. 

R7. Members should consider and minutes formally record the specific powers relied on when 
each grants and /or donation is considered and approved. 
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R8. Detail of cheque numbers and Direct Debits should be recorded in the minutes together with 
detail of the approved individual payments in line with the requirements of the Transparency 
Code.  

Review of Expenditure 

Our aim here is to ensure that: -  

 Council resources are released in accordance with the Council�s approved procedures and 
budgets; 

 All payments are subject to appropriate approval in accordance with the Council�s 
approved procedures; 

 Payments are supported by appropriate documentation, either in the form of an original 
trade invoice or other appropriate form of document confirming the payment as due and/or 
an acknowledgement of receipt, where no other form of invoice is available; 

 All discounts due on goods and services supplied are identified and appropriate action 
taken to secure the discount; and 

 VAT has been appropriately identified for periodic recovery. 

We have reviewed the Council�s approach to the approval and authorisation of release of moneys 
to traders and staff and consider that they are generally sound, although we note that invoices bear 
no indication of specific review or approval by the Clerk or RFO contrary to the requirements of 
the FRs (Section 5 refers). In this respect and again in line with best practice we suggest that a 
suitably designed rubber stamp be acquired and be affixed to each payment document: the stamp 
should include provision for the Clerk / RFO to initial confirming receipt of the goods / services 
and arithmetic accuracy of the invoice (FRs refer, as above); together with the initials of the two 
members approving and authorising release of the payment. Additionally, in order to provide a full 
audit trail, provision should be made for the cheque number or unique direct debit / BACS 
reference number (as above) and date of payment to be included on the stamp. 

This being our first year as the Council�s internal auditor, we have reviewed the full year�s 
transactions seeking to ensure compliance with the above criteria. In examining the file of 
supporting documentation, we noted that, as indicated above, no formal evidence existed of the 
specific approval of the payment of individual grants and donations. We also noted a few 
additional instances where no formal documents supporting various payments were on the file. 
Specifically, the first half-year�s PWLB loan repayment demand and annual Non-domestic rates 
bill (paid monthly) were not present, nor was any document available in support of the payment of 
members� allowances (chq. Nos. 846 � 849 and 938 - 941) or other miscellaneous grants and 
donations (chq. Nos. 893, 918, 917 and 942) and miscellaneous payments to staff (chq. Nos. 859, 
864 � 865, 879, 890, 909, 923 and 929).  

Whilst we acknowledge, as above, that payments are detailed in the minutes, we consider that in 
order for members to demonstrate fully and effectively the discharge of their fiduciary 
responsibilities all such payments should be supported by a proforma invoice duly signed / 
certified as above. 

In noting the twice yearly payment of allowances to certain councillors, we note that these have not 
been processed through the payroll, as is generally (in our experience) the case, as such payments 
are regarded as earned income by HMRC: it may well be that the members involved are declaring 



XYZ PC: 2015-16 22 Aug. 16 Auditing Solutions Ltd 

7

these payments independently, but suggest that for expediency and to ensure that the Council is not 
left exposed to potential surcharge by HMRC for failure to declare these payments, in future they 
be processed through the Council�s payroll. 

We are pleased to note that, following previous comment, a VAT return covering the period from 
1st April 2015 to 29th February 2016 has been prepared totalling £8,497.89, detail of which we 
have agreed to the spreadsheet cashbook. Whilst not a significant issue, we note that the FRs 
(paragraph 9.8) indicate that reclaims should �be made at least annually coinciding with the 
financial year-end� and note that the 3rd March 2016 vatable amounts totalling £227.57 have not 
been included in the year�s reclaim.  

Additionally, in examining the clerk�s expense claims during the year, we noted that the VAT on 
certain vatable items of stationery acquired during the year has not been identified for recovery 
(e.g. chq. no. 903). Whilst ideally, any invoice should be made out in the name of the Parish 
Council, were such acquisitions made through a petty cash account and be demonstrably for the 
use of the Council, the VAT incurred may be reclaimed. 

We have also noted the previous debate on the reclaim of VAT incurred by the Charity and 
understand that the position has been clarified with no such further reclaims included in the 2015-
16 accounting records. 

Conclusions and recommendations 

We are pleased to record that no significant issues have arisen from our work in this area, 
although we consider that, in line with best working practice and to fully ensure compliance 
with the Council�s FRs, certain enhancements should be implemented to further strengthen 
existing controls and afford clear evidence of members� effective discharge of their fiduciary 
responsibilities. 

R9. Where no formal invoice is available to support a payment, a proforma should be prepared 
and be retained on file in order to afford a complete audit trail: where the payment refers to 
a grant or donation, a copy of the appropriate approving minute would suffice. 

R10. Consideration should be given to the acquisition of a suitably designed rubber certification 
stamp to be affixed to each invoice or proforma invoice supporting payments incorporating 
the detail as indicated in the body of this report. 

R11. Consideration should be given to the payment of members� half-yearly allowances through 
the payroll. 

R12. VAT reclaims should, in future, be prepared and submitted more frequently than once 
annually and cover the financial year in line with the Council�s Financial Regulations. 

R13. Where VAT is incurred on miscellaneous expenses by the clerk, detail could and should be 
identified for recovery from HMRC. 
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Assessment and Management of Risk

Local councils are required to put in place appropriate arrangements to assess and manage all 
potential risks, financial and other, to which they may be exposed, also ensuring that appropriate 
insurance cover is in place (Governance and Accountability Manual � �The Practitioner�s Guide� 
refers).

Paragraph 2.104 of the Manual refers, as follows:
�The council generally and members individually are responsible for risk management, 
because risks threaten the achievement of policy objectives. As a minimum, at least once 
each year, members must:  
   take steps to identify and update their record of key risks facing the council;  
   evaluate the potential consequences to the council if an event identified as a risk takes 

place;  
   decide upon appropriate measures to avoid, reduce or control the risk or its 

consequences; and  
   record any conclusions or decisions reached.�  

We have examined the current year�s insurance schedules noting that cover continues to be 
provided by Aviva for premises, whilst general cover (i.e. Public and Employer�s Liability) is 
provided by Zurich Municipal. We consider that cover remains appropriate for the Council�s 
present needs with Employer�s and Public Liability cover both set at £10 million and Fidelity 
Guarantee cover at £250,000. 

We note previous adverse comment on the Council�s apparent failure to assess and adopt formally 
a risk assessment document during 2014-15 and have seen no indication of any action to remedy 
the position during 2015-16, although we are pleased to note that appropriate action has recently 
been taken in respect of 2016-17. 

Examination of the latter document indicates that it is potentially �thin� and does not afford a full 
assessment of the potential financial risks facing the Council (e.g. additional audit fees for failure 
to comply with extant legislation in relation to the adoption of the Annual Return). Consequently, 
we have provided the clerk with a more robust specimen document as used by a few of our clients, 
suitably tailored to their individual requirements.  

We also draw attention to the existence of more detailed software developed by a company in 
Scotland (DMH Solutions) specifically for this tier of Local government, which is also used by a 
number of our clients. This software (Local Council Risk System � LCRS) is available over the 
internet in disc format at a cost of approximately £100 plus VAT and caters for some 50 potential 
areas applying to local councils with detail of a total of some 500 individual risks. Users identify 
the relevant services comparing their inherent controls against the �ideal controls� identified in the 
software and then score (�0� for non-applicability to �3� for high) for the likelihood of the risk 
materialising and also the potential financial or political impact were it to occur. 

The software also includes, for virtually each of the potential 500 individual risks, appropriate 
reference to any relevant legislation and then generates a detailed risk register of areas assessed, 
together with an Action Plan of any areas where the product of the likelihood and impact are 
assessed as medium to high. The software also generates insurance and health and safety 
checklists. 
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Conclusions and recommendations 

Whilst, as above, we note the preparation and adoption of a risk assessment covering 2016-17, 
none appears to have been considered in 2015-16: consequently, we have had to record a 
negative response in the IA Report in the year�s Annual Return. Also, as above, we consider that 
the existing register requires �fleshing out� to identify all potential risks to which the Council 
may be exposed and commend either the sample document provided or the above software 
(LCRS) as affording a more detailed and meaningful assessment of the potential areas of risk to 
which the Council could be exposed.

R14. The Council must ensure that in future years it complies fully with the requirements of the 
Governance and Accountability Manual reviewing and re-adopting formally its risk 
management register. 

R15. Consideration should be given to the acquisition of the LCRS software or, as a minimum, 
expanding the existing register�s assessments to include and address, inter alia, more robust 
concerns such as the potential risks arising from staff changes or unavailability.  

Budgetary Control and Reserves 

Our objective here is to ensure that the Council has a robust procedure in place for identifying and 
approving its future budgetary requirements and the level of precept to be drawn down from the 
Royal Borough: also, that an effective reporting and monitoring process is in place. We also aim to 
ensure that the Council retains sufficient funds in general and earmarked reserves to finance its 
ongoing spending plans, whilst retaining appropriate sums to cover any unplanned expenditure that 
might arise.  

We are pleased to note that, following due debate, the Council finalised its budget and precept 
deliberations for 2016-17 formally adopting the latter at £66,200, an increase of 4.97% on the prior 
year, at the January 2016 meeting.  

We are pleased to note that members have been provided with periodic budget monitoring reports 
during the year. We have also considered the level of retained reserves as at 31st March 2016, 
which total £122,840, including identified earmarked reserves of £95,100. The residual General 
Fund balance of £27,740 equates to in excess of three months� revenue spending, which sits 
appropriately within the generally recognised CiPFA guideline of between three and six months� 
such spending, although we acknowledge the Council�s expressed intention to increase the overall 
funds held with appropriate future increases in the level of precept requested. 

Conclusions 

We are pleased to record that no issues arise in this area. 

Review of Income 

The Council receives income from a limited number of sources in addition to the precept including 
various grants and donations, plus rent of various properties and VAT recoveries. 

Due to the lateness of our appointment and need for urgent clearance of the year�s Annual Return, 
we have not examined income streams in any great depth, other than to verify detail of amounts 
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received to the underlying records: we also note that a review of some rental agreements has taken 
place recently and suggest that, with the appointment of a new permanent clerk,  the status of all 
such leases should be reviewed to ensure that appropriate market rents are being charged in 
accordance with the terms of the agreements. 

We have also suggested to the Clerk that the Charity�s lease on the Village Hall should be 
reviewed to ensure that all power, light and heating services, together with maintenance of the 
building are appropriately identified in the lease. 

Conclusions  

Whilst no issues have been identified in this area of our review process warranting formal 
comment or recommendation, we suggest, as above, that the lease agreements for hirers of 
Council premises be examined to ensure that rents have been reviewed periodically in 
accordance with the agreements. We also suggest that, where applicable, the leases are reviewed 
to ensure appropriate market rents are being levied: additionally, as above, we suggest that the 
Village Hall maintenance and power, etc services are appropriately reflected therein.

Petty Cash Account  

The Council does not operate a petty cash account: the clerk maintains a record of her expenses 
and submits a reclaim each month, detail of which we have reviewed and verified as part of our 
above expenditure review. No issues arise in that respect apart from the need to identify any 
VAT incurred for inclusion on the reclaims submitted to HMRC. 

Salaries and Wages 

In examining the Council�s payroll function, we aim to confirm that extant legislation is being 
observed appropriately as regards adherence to the Employee Rights Act 1998 and the 
requirements of HM Revenue and Customs (HMRC) legislation as regards the deduction and 
payment over of income tax and NI contributions. 

We note that the Council uses the services of an external payroll bureau. In order to ensure 
compliance with the above objectives, we have: - 

 Ensured that the gross salaries applied in 2015-16 to the new and previous Clerks� and 
other officers have been paid at the approved rate of pay; 

 Verified the net payments made to the staff in March 2016;  

 Endeavoured to verify detail of the computations of tax and national insurance deductions, 
where applicable;  

 Ensured the appropriate payment of tax and NI contributions to HMRC for the year; and

 Examined the new Clerk�s formal contract of employment.

Conclusions and recommendation

We are pleased to record that no issues have been identified in this area of our review process 
other than in relation to tax deductions, where we have noted that in the first four months of the 
year that the former clerk�s salary, until his resignation, exceeded the threshold for NI 
contributions. The payroll bureau documentation indicates that the �Employer�s contribution� 
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is not applicable, as the Council was covered by the �small businesses� exemption scheme 
resulting in the deduction of £50.79 (£11.04 + £13.25 * 3) from the total payments made to 
HMRC for the period. Unfortunately, government departments, including local government 
bodies at all levels were excluded from the small businesses� exemption scheme and, 
consequently, the employers� NI contributions are payable). 

Presumably, similar underpayments have occurred in the previous year and since inception of 
the exemption scheme, which will also require identification and payment over to HMRC. 

We note that the payroll bureau summary detail of individual employees� monthly salaries 
together with the amount payable to HMRC are held on the file of monthly invoices processed, 
although it affords no indication of the individual employees� tax code. Consequently, we have 
been unable to verify the actual tax deductions in the months where employees� earnings were 
above the likely taxable threshold. We suggest that, in future, either the payroll bureau be asked 
to identify individuals� tax codes on the schedule or a copy of individuals� payslips be taken and 
be attached to the summary documentation provided by the bureau. 

No other issues arise in this area other than the previous suggestion that members� half-yearly 
allowances be processed through the payroll in order to ensure any tax liability is observed and 
accounted for appropriately. 

R16. The payroll service provider should be requested to include detail of employees� tax codes on 
the monthly schedules summarising payroll computations. Alternatively, a copy of each 
employee�s monthly payslip should be attached to the documentation. 

R17. The clerk should liaise with HMRC to ensure that the underpaid �employer�s NI 
contributions in 2015-16 (and previously) are identified and paid over accordingly. 

Asset Registers / Inventories 

The Governance and Accountability Manual requires all councils to maintain a record of all assets 
owned. We are pleased to note compliance with this requirement and have examined the register 
provided for our examination, noting an increase in total value of £9,263 relating to the new play 
equipment acquired from Komplan during the financial year, although the invoice is actually for a 
net amount of £9,275. We are also pleased to note that the uplifted asset value has been recorded 
appropriately in the year�s Annual Return: we do not consider the difference in assigned value 
material. 

We note the intention to have the Council owned premises revalued in the near future and remind 
the Clerk and members that the Annual Return valuation should remain unchanged from year to 
year other than to reflect the cost of new additions (net of VAT) and previously recorded value of 
any disposals during the year. 

A number of our clients have also developed photographic registers of their assets, which has 
proved of assistance in progressing any insurance claims where assets have either been stolen or 
damaged. We consider this a further area of best practice and commend it to the Council for future 
consideration. 
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Conclusions and recommendation 

We are pleased to report that no areas of concern have been identified in this area of our review 
process, although, as indicated above, we suggest that a photographic register of the asset stock 
be developed. 

R18. Consideration should be given to the development of a photographic register of the 
Council�s asset stock in order to assist in the smooth progression of any insurance claim that 
may arise as a result of theft or damage to the property.

Investments and Loans 

The Council has no long-term investments, surplus funds being held, as indicated previously, in 
both Nat West and Unity Bank deposit accounts. 

We have verified detail of the second PWLB half-yearly loan repayment as part of the above 
expenditure testing by reference to their third part demand, also ensuring the accurate recording of 
the residual loan liability in the year�s Annual Return.  

Conclusions 

No issues arise in this area warranting comment or recommendation. 

Statement of Accounts and Annual Return 

The Clerk has, as in previous years, prepared a detailed Statement of Accounts, which we have 
checked to the underlying cashbook record and other relevant supporting documentation. We have 
made previous reference to the ideal pf expanding the spreadsheet cashbook to assist in the process 
of identifying cumulative receipts and payments under each heading as recorded on the detail 
Statement of Accounts.  

Additionally, in examining the financial content of the 2015-16 Annual Return, we note that the 
year�s precept has been recorded as £65,296: however, based on the precept submission to the 
Royal Borough for the financial year, it appears that the precept totalled £63,066, the balance 
arising from the Council Tax Support Grant received. As the latter does not form part of the 
Council�s precept, it should be included as �Other income� at Box 3 of the Return. 

Conclusions and recommendation 

No additional issues arise in this area to those relating to the need to ensure compliance with the 
statutory timetable for adoption of the Accounts and Annual Return other than the need to 
amend the entries in Boxes 2 and 4 as the Support Grant should not be regarded as part of the 
Council�s annual precept. 

On the basis of work undertaken during the year, we have duly signed off the Internal Audit 
Report in the Annual Return assigning positive assurances in each relevant area other than in 
relation to above failure to formally re-adopt the risk register in the year.  
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R19. The Clerk and Council should ensure that the Annual Return financial detail is amended 
appropriately, as recorded in the body of the report, with the amended entries initialled by 
both the Clerk and Chairman. 
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Rec. 
No. 

Recommendation Response 

Review of Accounting Records & Bank Reconciliations 
R1 Nat West bank and, if necessary, HMRC should be approached to seek recovery of the basic rate tax 

deducted from the gross interest earned on the Deposit account in the current and previous years. 

R2 Urgent consideration should be given to rationalising the banking arrangements whilst ensuring that 
bank charges are minimised. 

R3 In order to simplify the task of identifying the analysis of receipts and payments for inclusion in 
budget reports and the year�s detailed Statement of Accounts, consideration should be given to the 
inclusion of appropriate analysis columns in the cashbook. 

Review of Corporate Governance 
R4 The Council should ensure that appropriate contingency arrangements are put in place to ensure 

compliance with the statutory deadlines for the production and formal adoption of the year�s Annual 
Return. 

R5 The Council will need to ensure that, should any contractual obligations arise exceeding the £25,000 
tendering EU legislative reporting requirements, appropriate measures are taken to ensure 
compliance. 

R6 The extant Standing Orders and Financial Regulations should be revised in line with the latest 
NALC Models to reflect the above changes in EU contract reporting requirements, ideally setting a 
lower value as indicated in the body of the report. 

R7 Members should consider and minutes formally record the specific powers relied on when each 
grants and /or donation is considered and approved. 

R8 Detail of cheque numbers and Direct Debits should be recorded in the minutes together with detail 
of the approved individual payments in line with the requirements of the Transparency Code.  

Review of Expenditure 
R9 Where no formal invoice is available to support a payment, a proforma should be prepared and be 

retained on file in order to afford a complete audit trail: where the payment refers to a grant or 
donation, a copy of the appropriate approving minute would suffice. 
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Rec. 
No. 

Recommendation Response 

Review of Expenditure (Continued) 
R10 Consideration should be given to the acquisition of a suitably designed rubber certification stamp to 

be affixed to each invoice or proforma invoice supporting payments incorporating the detail as 
indicated in the body of this report. 

R11 Consideration should be given to the payment of members� half-yearly allowances through the 
payroll. 

R12 VAT reclaims should, in future, be prepared and submitted more frequently than once annually and 
cover the financial year in line with the Council�s Financial Regulations. 

R13 Where VAT is incurred on miscellaneous expenses by the clerk, detail could and should be 
identified for recovery from HMRC. 

Assessment and Management of Risk 
R14 The Council must ensure that in future years it complies fully with the requirements of the 

Governance and Accountability Manual reviewing and re-adopting formally its risk management 
register. 

R15 Consideration should be given to the acquisition of the LCRS software or, as a minimum, expanding 
the existing register�s assessments to include and address, inter alia, more robust concerns such as 
the potential risks arising from staff changes or unavailability. 

Review of Payroll 
R16 The payroll service provider should be requested to include detail of employees� tax codes on the 

monthly schedules summarising payroll computations. Alternatively, a copy of each employee�s 
monthly payslip should be attached to the documentation. 

R17 The clerk should liaise with HMRC to ensure that the underpaid �employer�s NI contributions in 
2015-16 (and previously) are identified and paid over accordingly. 

Asset Register 
R18 Consideration should be given to the development of a photographic register of the Council�s asset 

stock in order to assist in the smooth progression of any insurance claim that may arise as a result of 
theft or damage to the property.
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Rec. 
No. 

Recommendation Response 

Statement of Accounts / Annual Return 
R19 The Clerk and Council should ensure that the Annual Return financial detail is amended 

appropriately, as recorded in the body of the report, with the amended entries initialled by both the 
Clerk and Chairman. 
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PATRON: HER MAJESTY THE QUEEN

      Registered Charity No. 207060 

The Norfolk and Norwich Association for the Blind
Please support the local charity for the Blind and Partially Sighted People in Norfolk 

Magpie Road 
Norwich 
Norfolk 

NR3 1JH 

T: 01603 629 558 
F: 01603 766 682 

E: office@nnab.org.uk 
W: www.nnab.org.uk 

Also at: 
3 North Lynn Business Village, Bergen Way, King�s Lynn, Norfolk, PE30 2JG T: 01553 660 808 
12 Hall Quay, Great Yarmouth, Norfolk, NR30 1HP T: 01493 745 973 

    31st January 2017 

FAO: The Parish Councillors, 

RE: The Norfolk & Norwich Association for the Blind, Reg Charity no: 207060 

The Norfolk and Norwich Association for the Blind has been around for 212 years as a 
registered charity, whose aims are to provide accommodation, care, educational, recreational 
facilities and a community visiting service to the registered blind and partially sighted people 
who need our support in Norfolk.  

As an independent local charity, with no external funding, we rely heavily on our fundraising 
efforts to raise the money we need for our activities and equipment. Unfortunately, being a local 
charity we have to work very hard to maintain the same level of support and financial income 
that the national government funded charities receive.  With this in mind, we greatly appreciate 
the help that communities from around the county give us by way of promotion, donations and 
fundraising support.  We have lots of projects planned for the NNAB in 2017, which will enable 
our members to live full, independent and fulfilled lives.  We want to continue offering the same 
high level of care and hope to improve upon the already successful services we offer, including 
a home visiting service in your area. 

I am writing to ask if your Council would consider providing a donation to the NNAB in your new 
financial year, to be spent in your local area. I have enclosed some of our literature which I 
hope will be of interest to you, also our website has a mini video on, which may be more 
informative: www.nnab.org.uk. If you require any more information or would like to look around 
the NNAB�s facilities, please do not hesitate to contact me on 01603 629558.  Any help that you 
could give would be greatly appreciated by all of our visually impaired members.  

Thank you for your time and I look forward to hearing back from you in the future. 

Kind regards 

Donna Minto 
Community & Events Officer
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Catherine Moore

From: Robert Parsonage <robert@poringland-benefice.org.uk>
Sent: 09 February 2017 14:41
To: Catherine Moore
Subject: Grass cutting at All Saints Poringland Churchyard

Hi Catherine 

In previous years Poringland Parish Council have been kind enough to make a contribution towards the upkeep of All Saints 
Poringland churchyard. In 2016 our grass-cutting costs amounted to £540. Any contribution your Council could make towards 
meeting with these costs would be greatly appreciated. 

Many thanks 
Robert 

The Rectory Rev'd Robert Parsonage
Poringland tel 01508-492215
Norwich NR14 7SL rector@poringland-benefice.org.uk
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2017 Programme of Meetings 

Ju
ne

Ju
ly

A
ug

us
t

Se
pt

em
be

r

O
ct

ob
er

N
ov

em
be

r

D
ec

em
be

r

Ja
nu

ar
y

Fe
br

ua
ry

M
ar

ch

A
pr

il

M
ay

Full Council 28th

7pm 
26th

7pm 

23rd

7pm 
(Planning 
and 
Finance)

27th

7pm 
25th

7pm 
29th

7pm 
3rd / 
31st

7pm 
28th

7pm 
28th

7pm 25th 7pm 30th

7pm 

Welcome Home & Memorial Playing 
Field Trust 

14th

7pm 
13th

7pm 
13th

7pm 
15th

7pm 
25th

6.15pm 
(AGM) 

HR Advisory Group 22nd

6pm  

Finance & Governance Advisory 
Group 

11th

6pm 
15th

6pm 
20th

6pm 

Open Spaces & Recreational 
Advisory Group 

14th

11am 
(Walkabo
ut)

16th

6pm 

21st

6pm 

Facilities Strategic Advisory Group 9th

7.30pm 
8th

7.30pm 
14th

7.30pm 
9th

7.30pm 

Strategic Working Group (Whole 
Council) 

11th

7.30pm      4th 7pm  

Annual Parish Meeting 2nd

7.30pm 
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PORINGLAND PARISH COUNCIL
Poringland Community Centre, Overtons Way, Poringland, Norfolk, NR14 7WB 
Tel: 01508 492182 Email: clerk@poringlandparishcouncil.gov.uk 

Clerk to the Council: Mrs Catherine Moore BSc FILCM

Information Security Policy 

Poringland Parish Council is committed to establishing and maintaining the security and confidentiality of 
information held by the Parish Council.  This applies to all information held by staff, councillors, 
volunteers and any individual/organisation under contract to the Council.  All those associated with the 
Council including staff and councillors have a legal responsibility to maintain the confidentiality, integrity 
and security of data held.  This includes information written or printed on paper, stored electronically, 
transmitted by post or electronic means, shown on films, or spoken in conversation. 

Poringland Parish Council recognises its responsibility to comply with the Data Protection Act 1998, 
which regulates the use of personal data.  In accordance with the Act, the Information Commissioner has 
been notified that the Council holds personal data about individuals and the following measures are 
taken to protect an individual�s right to privacy. 

 Data is processed fairly and lawfully � Personal information will only be collected from 
individuals if staff and councillors have been open and honest about why the information is 
required. 

 Data is processed for specific purposes only � The information should only be used for the 
specific purposes disclosed.

 Data is relevant to what it is needed for � The information will be monitored to ensure that only 
the data needed is held and that it is not too much or too little.

 Data is accurate and kept up to date � Every effort will be made to ensure that the information 
held is accurate and if not it will be corrected.

 Data is not kept longer than it is needed � Information will be monitored on a regular basis and 
disposed of in a secure manner as appropriate.

 Data is processed in accordance with the rights of individuals � Individuals will be informed, 
upon request, of all the personal information held about them.

 Data is held securely � Only Parish Council staff can directly access the data, except in the 
case of personal or sensitive data (eg employment records) which can only be accessed by the 
Parish Clerk.  Councillors will be supplied with the relevant data on request.  Information cannot 
be accessed by members of the public.

Storing and Accessing Data 

Poringland Parish Council recognises its responsibility to be open with people when taking personal 
details from them.  Councillors and staff have a legal responsibility to be honest about why a particular 
piece of personal information is needed and to protect its confidentiality by not disclosing it to anyone 
else.   

All personal information held by the Parish Council will be kept in a secure location and not available for 
public access.  All such data stored on a computer or off site server will be password protected, with 
individual login credentials issued to members of staff.  Passwords will be periodically changed.  
Personal data will be monitored on a regular basis and shredded or deleted once it has served its 
purpose, is not needed any more, or is out of date.  Except in exceptional circumstances and as agreed 
by the Council, personal data will be kept for no more than three years. 

The Parish Council is aware that people have the right to access any personal information that is held 
about them.  If a person requests to see any data that is being held about them 



 They will be sent all of the personal information that is being held about them; 
 There will be an explanation for why it has been stored; 
 There will be a list of who has seen it; 
 It will be sent within 20 days. 

A fee to cover photocopying and postage will be charged to the person requesting the personal 
information.  This fee will be set out within the Data Protection and Freedom of Information Publication 
Scheme and reviewed from time to time. 

Disclosure of Personal Information 
The Parish Clerk is responsible for the safe storage of personal data.  Information will be supplied to a 
Councillor to help them carry out their duties, upon request.  They will only receive as much information 
as necessary.  Data will not be used for political reasons unless the data subjects have consented. 

Confidentiality 
Poringland Parish Council must be aware that when complaints or queries are made, they must remain 
confidential unless the subject gives permission otherwise.  When handling persona data, this must also 
remain confidential. 

Information Security Education and Training 
The Council recognises that all staff need to be aware of information security threats and concerns, and 
that they will be expected to support and adhere to the Councils Information Security Policy at all times.  
The Clerk will ensure, as part of on-going staff training and induction, that all staff are aware of their 
responsibilities in relation to information security.   

Reporting 
All staff and other users should report immediately to the Clerk or Chairman of the Council: 

 Any observed or suspected security incidents where a breach of the Council�s security policies 
has occurred; 

 Any security weaknesses in, or threats to, systems or services. 

Adopted February 2017 
Review due February 2019



PORINGLAND PARISH COUNCIL
Poringland Community Centre, Overtons Way, Poringland, Norfolk, NR14 7WB 
Tel: 01508 492182 Email: clerk@poringlandparishcouncil.gov.uk 

Clerk to the Council: Mrs Catherine Moore BSc FILCM

CCTV Policy 

Poringland Parish Council uses closed circuit television (CCTV) images to reduce crime and monitor 
buildings in order to provide a safe and secure environment for members of the public and staff, and to 
prevent the loss or damage to property.  It is a requirement of the Council�s premises licenses to operate 
a CCTV system. 

CCTV cameras are installed at the Welcome Home and Memorial Playing Field, The Footpath, 
Poringland; and at the Community Centre, Overtons Way, Poringland.  Each system comprises a 
number of fixed cameras.  No systems have sound recording capability.  All systems are of a High 
Definition quality.   

The CCTV systems are owned and operated by the Parish Council and deployment is determined by the 
Parish Clerk under guidance from the Parish Council.  The CCTV is monitored from the Community 
Centre office by the Parish Clerk and other staff as necessary.  

The CCTV scheme is registered with the Information Commissioner under the terms of the Data 
Protection Act 1998.  The use of CCTV and the associated images is covered by the Data Protection Act 
1998.  This Policy outlines the Council�s use of CCTV and how it complies with the Act.  The Clerk is the 
Parish Council�s Data Protection Officer and is responsible for the Council�s Data Protection Policy. 

All authorised operators and employees with access to images are aware of the procedures that need to 
be followed when accessing the recording images.  All employees are aware of the restrictions in relation 
to access to, and disclosure of, recorded images. 

The Council recognises that during periods where children and young adults are present in a controlled 
environment that parents and guardians may have concerns with the presence of live CCTV observation.  
The designated and responsible individual (normally the hirer) can request temporary isolation of live 
CCTV monitoring of the area that the children and young people are in, by making a written application 
to the Parish Clerk or the Community Centre Manager.  In the event of the request being granted, 
images will continue to be recorded but will not be observed live by staff. 

Statement of Intent 
The Council complies with the Information Commissioner�s CCTV Code of Practice to ensure it is used 
responsibly, and safeguards both trust and confidence in its continued use.  The Code of Practice is 
published on the Information Commissioner�s Office website.  In areas where CCTV is used, the Council 
will ensure that there are prominent signs placed within the controlled area.  It is not possible to 
guarantee that the system will cover or detect every single incident taking place in the areas of coverage.  
Images are recorded 24 hours per day, and HD quality cameras, with night vision functionality, are used. 

Siting the Cameras 
Cameras will be sited so that they only capture images relevant to the purposes for which they are 
installed, and care will be taken to ensure that reasonable privacy expectations are not violated.  The 
Council will ensure that the location of equipment is carefully considered to ensure that images captured 
comply with the Data Protection Act.  The Council will make every effort to position cameras so that their 
coverage is restricted to Council premises, which will include outdoor areas.  Members of staff have 
access to details of where CCTV cameras are situated. 

Covert Monitoring 
In exceptional circumstances, the Council may set up covert monitoring.  For example: 



 Where there is a good cause to suspect that illegal or unauthorised action(s), is taking place, or 
where there are grounds to suspect serious misconduct; 

 Where notifying the individuals about the monitoring would seriously prejudice the reason for 
making the recording. 

In these circumstances authorisation must be obtained from the Parish Clerk and/or the Chairman of the 
Council.  Covert monitoring must cease following completion of an investigation.  Cameras sited for the 
purpose of covert monitoring will not be used in areas which are reasonably expected to be private, for 
example toilet cubicles. 

Storage and Retention of CCTV Images 
Recorded data will be retained for no longer than is necessary.  While retained, the integrity of the 
recordings will be maintained to ensure their evidential value and to protect the rights of the people 
whose images have been recorded.  All retained data will be stored securely. 

Access to CCTV Images 
Access to recorded images will be restricted to staff, and will not be made more widely available.  Due to 
shared facilities and services, Poringland Safer Neighbourhood Team police officers have access to the 
image on external camera �POLICE� for the purpose of security monitoring their front door.  Where the 
viewing of CCTV images is required for the purpose of demonstrating damage to property and/or poor or 
illegal behaviour, supervised viewing by the hirer or their authorised representative will be permitted at 
the discretion of the Parish Clerk or Community Centre Manager. 

Subject Access Requests 
Individuals have the right to request access to CCTV footage relating to themselves under the Data 
Protection Act.  All requests should be made in writing to the Parish Clerk using the forms set out within 
this Policy, and each application will be assessed on its own merits.  Individuals submitting requests for 
access will be asked to provide sufficient information to enable the footage relating to them to be 
identified. 

The Council will respond to requests within 28 calendar days of receiving the written request.  The 
Council reserves the right to refuse access to CCTV footage where this would prejudice the legal rights 
of other individuals or jeopardise an on-going investigation. 

Access to and Disclosure of Images to Third Parties 
There will be no disclosure of recorded data to third parties other than to authorised personnel such as 
the Police, or service providers to the Council where these would reasonably need access to the data 
(eg investigators).  Requests should be made in writing to the Parish Clerk using the forms set out within 
this Policy, and each application will be assessed on its own merits.  The data may be used within the 
Council�s discipline and grievance procedures as required, and will be subject to the usual confidentiality 
requirements of those procedures. 

Complaints 
Complaints and enquiries about the operation of CCTV within the Council should be made using the 
process set out within the Complaints Policy, which is available on the Council�s website. 

Adopted February 2017 
Review due February 2019 



Appendix 1 

CCTV Operations System � Data Protection Act 1998 
Subject Access Requests � Application Form for the General Public 

Section 1 � About Yourself 
The information requested below is to help the Parish Council satisfy itself as to your identity, 
and to find any data held about yourself. 

PLEASE USE BLOCK LETTERS 

Title: (circle as appropriate)  Mr  Mrs  Miss  Ms 

 Other:����������. 

Surname: 

First Name(s): 

Maiden Name: Gender: 

Height: Date of Birth: 

Place of Birth: 

Current Home Address & Tel No: 

If you have lived at the above address for less than 3 years, please give your previous address: 

Section 2: Proof of Identity 
To help establish your identity, your application must be accompanied by two official documents 
that between them clearly show your name, date of birth and current address.  For example: 
driving licence, medical card, passport, birth/adoption certificate, or other official document that 
shows your name and address.  Also, a recent, full face photograph of yourself. 



Failure to provide this proof of identity may delay your application. 

Section 3 � Supply of Information 
You have a right, subject to certain exceptions, to receive a copy of the information in a 
permanent form.  Do you wish to: 

(a) Receive a permanent copy YES / NO 

(b) Only view the information YES / NO 

Section 4 � Helping us find the Information 
If the information you have requested refers to a specific offence or incident, please complete 
this section. 

Please complete a separate box in respect of different categories / incidents / involvement.  
Continue on a separate sheet if necessary. 

Were you (tick relevant box): 

A person reporting an offence or incident  

A witness to an offence or incident  

A victim of an offence  

A person accused or convicted of an offence  

Other (please specify):  

Date and time of incident: 

Place incident happened: 

Any other useful or identifying information: 



Section 5 � Declaration 

To be signed by the applicant. 

The information that I have supplied in this application is correct and I am the person to whom it 
relates. 

Signed:  .......................................................................  Date ................................................  

Print Name: ....................................................................................................................................  

WARNING: A person who impersonates or attempts to impersonate another person may be 
guilty of a criminal offence.  Where impersonation is suspected, the Police will be informed. 

Please ensure that all parts of this form have been completed and return a signed hard copy to: 

The Parish Clerk 
Poringland Parish Council 
Community Centre 
Overtons Way 
Poringland 
Norfolk 
NR14 7WB 

Your request will be processed within 28 calendar days of receipt. 

FOR OFFICE USE ONLY: 

Application checked and legible?   Date application received:  

Identification documents checked?   Documents returned? YES / NO

Details of 2 documents supplied:   Incident report completed? YES / NO

 Incident report no.  

Member of staff completing this section:

Name: Position: 

Signature: Date: 



Appendix B 

CCTV Operations System � Data Protection Act 1998 
Request from Police for Data held on CCTV 

Date and Time of Incident: 

Details of Incident: 

Signature of Police Officer: 

Name and Collar Number of Police Officer: 

Identity Card Checked:  YES / NO 
(If no, give reason): 

Incident Report No:  Date Information Taken: 

Member of Staff dealing with request: 

Please ensure that all parts of this form have been completed and return a signed hard copy to: 

The Parish Clerk 
Poringland Parish Council 
Community Centre 
Overtons Way 
Poringland 
Norfolk 
NR14 7WB 



Appendix 3 

CCTV Operations System � Data Protection Act 1998 
Application for Access to Information held on CCTV by Councillors and Staff 

Name: 

Position: 

Date and Time of Incident: 

Details of Incident: 

a) A person reporting an offence or incident  

b) A witness to an offence or incident  

c) A victim of crime  

d) A person accused on an offence or incident   

The information viewed must only relate to the incident recorded above.  Viewing must 
take place with a trained and authorised member of staff. 

Please specify the name of the member of staff: 

If appropriate images are found, do you require copies? YES / NO 

Signature of person requesting access: 

Please specify the name of the member of staff: 
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PORINGLAND PARISH COUNCIL
Poringland Community Centre, Overtons Way, Poringland, Norfolk, NR14 7WB 
Tel: 01508 492182 Email: clerk@poringlandparishcouncil.gov.uk 

Clerk to the Council: Mrs Catherine Moore BSc FILCM

Grant Awarding Policy 

From time to time the Parish Council may receive a request for grant funding.  The Parish Council 
wishes to support activities and causes which benefit the parish of Poringland and to the immediate 
surrounding areas.  A grant is any payment made by the Parish Council to a third party body for the 
specific purposes for which it is claimed and for the well-being of the community. 

The Parish Council may, as it wishes, budget for Section 137 donations for the purpose of expenditure 
where they have no other statutory power of expenditure.  A specific amount will be set out within the 
budget, and donations will normally be considered annually at the February meeting. 

The Parish Council may determine to budget for specific annual grants to local organisations; may set 
aside a budget from which organisations can apply; or may set no budget, but will consider any grant 
application made.  In all of these cases, the Parish Council will consider the grant application at the next 
Parish Council meeting.  In all cases, applications must be submitted to the Parish Clerk no less than 10 
working days prior to the Parish Council meeting, otherwise will be held over to the next meeting.  
Applications are accepted at any time of the year. 

Eligibility 
Any grant made by the Parish Council must directly benefit some or all of the residents of the parish of 
Poringland.  The following criteria must be met for a group to be considered for a grant. 

 The group must be a charity, voluntary or community organisation; 
 The group must be able to demonstrate that any funding from the Parish Council will directly 

benefit the residents of Poringland; 
 The group should preferably be formally constituted and have a management committee made 

up of volunteers. 

Individuals, businesses or political parties are not eligible for funding. 

Conditions 
 Multiple applications within a 12 month period will not normally be considered.
 The money must be spent for the purpose stated within the original application.
 The recipient will confirm to the Parish Council once the project has been completed.  Any 

unspent money will be returned to Poringland Parish Council.
 The Parish Council reserves the right to reclaim any grant not being used for the purpose 

specified on the application form.  The Parish Clerk will, therefore, be allowed to verify that 
monies have been spent accordingly.

 Proper evidence of actual or estimated expenditure must be supplied to the Parish Council prior 
to the payment of any grant.  This may include copies of quotations or estimates.  If the Parish 
Council is not satisfied with the arrangements it reserves the right to request a refund of monies 
awarded.

 Grants cannot be awarded after the relevant project or event has been completed.
 The recipient must carry out all work (or appoint contractors to carry out all work) using 

satisfactory equipment, personal protective equipment and risk assessments.  The recipient must 
satisfy themselves that all necessary insurances are in place.

 Poringland Parish Council takes no responsibility or liability for work undertaken relating to this 
grant.  The recipient agrees to fully indemnify the Council in relation to the activity undertaken.

 An acknowledgement on receipt of the grant cheque is required.



Application Process 
Applications should be made in writing to the Parish Clerk and should detail: 

o The amount being requested; 
o The purpose of the grant; 
o The benefit to the residents of Poringland and the immediate surrounding community; 
o The timescales for completion of the project / expenditure of funds; 
o Any other grants received for the same project / purpose. 

Applicants should enclose a copy of the latest set of independently approved accounts (for both current 
and savings accounts) for the group making the application. 

Decision Making Process 
Applications must be submitted to the Parish Clerk no less than 10 working days prior to the Parish 
Council meeting.  The Clerk will check the application to ensure that sufficient information had been 
received, and that it is eligible under the Council�s Grant Awarding Policy. 

The applicant will be informed of the date, time and venue of the meeting that the application will be 
heard, and will be invited to attend to speak to the application. 

The Council will make their decision on the application, which will be final.  The applicant will be informed 
of the decision within two weeks of the meeting. 

Where possible, funds will be released immediately after the meeting unless further information is 
required or delayed release is requested.  Payment will be made by cheque, and will only be made to the 
properly constituted body making the application, and not to any individual or private business.  Any offer 
of funding with delayed release of funds will remain valid for 6 months, after which time the applicant will 
need to reapply for funding. 

Applicants will be expected to complete their project and use their funds within 12 months of receipt.  A 
statement of account will be required for each project, together with a short summary of how the 
community has benefited from the project and funding.  Any unused funds must be returned to the 
Parish Council on completion of the project, or on the expiry of the 12 months of receipt of funds. 

In exceptional circumstances, the Parish Council may waive the 6 month delayed release, or the 12 
months use of funds.  The recipient is responsible for requesting this waiver and should allow six weeks 
from the expiry of the relevant element to make their application.  In circumstances where it is known at 
the time of application that these times will not be long enough, the applicant can ask for an extension at 
the time of application, which will be considered alongside the application itself. 

Promotion 
The Parish Council will ask for recognition from successful groups in the form of promotion of the Parish 
Council�s funding in the organisation�s newsletter, or in any press release.  The Parish Council will also 
recognise successful groups in its own reports to parishioners. 

Adopted February 2017 
Review due February 2020
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PORINGLAND PARISH COUNCIL 
Poringland Community Centre, Overtons Way, Poringland, Norfolk, NR14 7WB Tel: 01508 492182  
Email: clerk@poringlandparishcouncil.gov.uk 

Clerk to the Council: Mrs Catherine Moore BSc FILCM

RETENTION OF RECORDS POLICY 

This policy covers both paper and electronic files.  It is acceptable to retain only an electronic file in many circumstances, however those 
records bearing a signature or other official mark must be either scanned, or filed in original paper format, to ensure that the signature or official 
mark is retained.  

RECORD RETENTION PERIOD  NOTES 
Accident Report Forms 3 years (or 3 years after the Subject 

reaches their 18th birthday) 
Whichever is the greater. 

Accounts � Annual Audit Return Indefinite  

Accounts � Invoices / Vouchers 7 years from end of the relative 
financial year 

For VAT purposes.  Includes petty cash records. 

Accounts � Minor records 2 years from completion of audit Paying in books / Cheque stubs /  

Agendas 5 years Minutes form the official record of the meeting. 

Allotment Register & Plan Indefinite  

Audit Reports � Internal & External Indefinite  

Bank Statements 2 years from completion of audit  

Budgets 5 years  

Buildings � papers relating to occupation 3 years after occupation ceases  

Buildings & Engineering Works � key 
records not covered elsewhere in this 
policy 

For the life of the building  

Burial Ground Records Indefinite  
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RECORD RETENTION PERIOD  NOTES 
Cash books 7 years VAT 

Complaints 10 years Unless otherwise advised by a legal representative 

Contracts � council as customer 10 years from termination  

Contracts � council as supplier 10 years from completion Eg Community Centre hire 

Debtors records 7 years from discharge of debt  

Deeds of Title Indefinite  

Delivery Notes 2 months Until payment of invoice is made  

Demand Notes 7 years  

Diaries 1 year after last date in diary  

Employment Records - Major 6 years after Subject leaves service 
or until 70th birthday, whichever is 
later 

Letters of appointment, contracts and variations, related 
correspondence 

Employment Records - Minor 2 years Annual Leave records, timesheets etc 

Estimates 3 years  

Expense Claims 7 years  

Inspection Records � eg Boilers etc Lifetime of item  

Insurance Policies Indefinite  

Job Applications � Unsuccessful 
applications 

3 years  

Land Surveys and Registers Indefinite  

Leases Indefinite  

Members Allowance Register 6 years  
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RECORD RETENTION PERIOD  NOTES 
Minutes � Full Council & Advisory Groups Indefinite Full Council � signed copy to be kept in paper format.  

Advisory Groups � copy to be kept electronically. 

Minutes � Working Parties 5 years after completion of subject 
matter 

Pay Roll � Salaries & Pension 6 years  

PAYE Records 6 years  

Planning Applications N/a No longer supplied in paper format, viewed on South Norfolk 
Council website 

Property Acquisition and Disposal 
Records 

Indefinite  

Reports � Annual Parish Report Indefinite Archive of Council�s activities 

Reports � Meetings (major) Indefinite  

Reports � Meetings (minor) 3 years  

Serious Incident Files Indefinite  

Software Licences Lifetime of software  

Surveys � Buildings & Engineering Indefinite  

Tenders 7 years  

Training Records 7 years following termination of 
appointment 

Both staff and councillors 

VAT Records 7 years  

Policy Agreed Date: February 2017 
Next Review Date: February 2019
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PORINGLAND PARISH COUNCIL
Poringland Community Centre, Overtons Way, Poringland, Norfolk, NR14 7WB 
Tel: 01508 492182 Email: clerk@poringlandparishcouncil.gov.uk 

Clerk to the Council: Mrs Catherine Moore BSc FILCM

Lone Working Policy 

Under the Health & Safety at Work Act 1974 (HSW Act) and the Management of Health & Safety at Work 
(MHSW) Regulations 1999, the Parish Council has a responsibility for the health, safety and welfare at 
work of its employees. These responsibilities apply equally to all employees that, for whatever reason, 
work alone. Lone workers should not be more at risk than other employees. This may require the Council 
to deploy extra risk control measures which take account of normal work and other foreseeable 
emergencies e.g. accident, illness, violence etc. 

The principle of this policy is that the Parish Council will assess lone working practices and take steps to 
prevent or control risk where necessary. Where it is possible, systems will be adopted to avoid 
employees working alone. In cases where this is not possible the Council will provide an appropriate 
level of guidance and support to employees so that they are aware of, and comply with, best practice in 
relation to lone working. 

It is the responsibility of the Parish Council to record risk assessments for all lone working. Assessments 
shall be carried out for and/or by all employees whose working practice makes them vulnerable. This 
includes employees that are site based but work in isolation as well as mobile employees whose work 
takes them out into the community. 

Under no circumstances, should staff compromise their safety. If they feel unsafe at any point, 
while in a lone working situation, they should remove themselves from the situation immediately.  

Employees of the Council have responsibilities to take reasonable care of themselves and other people 
affected by their work, and to co-operate with their employers in meeting their legal obligations.  Any 
material changes in circumstances or working methods which could increase risk to lone workers should 
be reported to the Parish Clerk or the Chairman of the Council, and the relevant risk assessment 
reviewed with new practices put in place where appropriate. 

Lone Working/Lone Worker Definition 
These are people who work by themselves without close or direct supervision: 

a) At a fixed base (office or other): 
i. Only one person working on the premises; 
ii. Working separately from others; 
iii. Working outside of normal hours. 

b) Away from their fixed base: 
i. Required to work at another location / building on behalf of the Council; 
ii. Required to travel alone to and from a fixed base for any work purpose; 
iii. Required to attend meetings potentially on a one-to-one basis. 

Potential Risks to Lone Workers 
 Open access and unlocked doors, accessible to the public, contractors etc; 
 Being taken ill whilst at work; 
 Lack of training regarding Health & Safety procedures; 
 Hazards in the workplace; 
 Remote areas; 
 Parking arrangements (poorly lit and isolated areas). 



Assessing the Risk 
Before drawing up and recording the risk assessment, it must be established whether the work can be 
done by a lone worker; and what arrangements will be in place to ensure an individual is not exposed to 
unnecessary and unacceptable risk. 

When recording a risk assessment, the following should be taken into consideration: 
 Environment � location, security, access/egress; 
 Context � nature of the task; 
 History � have there been any accidents/incidents in the past? 

All available information should be taken into account and updated as and when necessary.  If there is 
reason for doubt about the safety of a lone worker in a given situation then consideration should be given 
for making other arrangements to complete the task. 

Safety Guidelines for Staff 
a) Working in a fixed base: 

i. Familiarise yourself with the layout of the building including fire exits and escape routes; 
ii. Where practical, keep external doors of the building where you are working locked; 
iii. Keep the office door closed on electronic lock at all times; 
iv. Do not open the door to unexpected visitors, but assess the caller on CCTV and through 

the window before satisfying yourself that it is safe to open the door; 
v. In the case of contractors arriving without an appointment, ask for identification.  If unsure, 

check with the contractor�s employer or head office; 
vi. Have contact numbers to hand to be able to contact relevant person(s) immediately (should 

you feel ill, suspect and intruder in the building etc); 
vii. Park as near as you can to the building; 
viii. Carry a mobile telephone while working in the building; 
ix. Set car park lighting to remain on for the time that you expect to work in the building; 
x. Ensure that a risk assessment has been carried out where appropriate. 

b) Working away from their fixed base: 
i. Inform another member of staff or a Councillor of your movements including the time you 

estimate you will be away from base, when you expect to return, along with relevant 
information regarding where and at what time visits will be made and to whom; 

ii. Leave details of venues including contact numbers; 
iii. Take a mobile phone with you; 
iv. Avoid meetings in isolated places, and if this cannot be avoided ask someone to 

accompany you, or notify someone of arrival and departure; 
v. If you become held up, contact a colleague to update them on your estimated return time. 

Responsibility 
a) Employee are responsible for personal and other safety including: 

i. Taking reasonable care for the health and safety of themselves and of other persons who 
might be affected by acts or omissions at work; 

ii. Maintaining a line of communication on a regular basis with other members of staff / 
councillors to identify and minimise risk; 

iii. Informing someone when they leave the fixed base to perform Council tasks and informing 
a colleague when returning to a fixed base after the relevant task is completed; 

iv. Reporting an accident/incident that may occur to the Chairman or relevant person to allow 
for a full investigation to take place and complete an accident report. 

b) Employers are responsible for: 
i. Taking reasonable care for the health and safety of staff by identifying and assessing 

potential risks to ensure that staff are safe at all times; 



ii. Maintaining a line of communication on a regular basis with staff to identify and minimise 
risk; 

iii. Ensuring staff receive all relevant training and information available; 
iv. Ensuring staff have a means of maintaining contact and agreeing a system of reporting at 

regular times when away from the normal place of work. 

Exemptions 
Employees and/or volunteers are exempt from working alone in certain situations: 

 Young persons under instruction in a fixed base (example work experience, helping with Council 
tasks etc); 

 Where activities and work with substances / machinery could be hazardous to health. 

Adopted February 2017 
Review due February 2019
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Local Council 
Advisory Service (LCAS)
Get the risk management advice you need, 
when you need it.

Safety at work, public  
events, ground maintenance, 
the control of contractors – 
whatever risks you need 
information on, there is an 
easy way to get up-to-date, 
accurate, helpful risk 
management advice.  

Become a member of
Zurich’s Local Council 
Advisory Service (LCAS).

LCAS gives you access to Zurich’s expertise 
and support.
We know how difficult it is for local councils to get full, accurate 
information on risk. This is why we set up LCAS. It’s a service dedicated 
to helping you manage risks at your council. LCAS is available to all local 
councils, whether or not you are insured with Zurich.

What you get as a member
A helpline to answer your questions 

It’s good to know that there’s someone you can contact when you’ve got 
a question. As an LCAS member you can phone or email us, and we will 
respond to your query by the next working day.

We can:

• Keep you informed about legislation. 
• Assist in minimising the potential risk of injury to employees 

and members of the public.
• Help reduce claims being made against the council.

Call the LCAS helpline
for more information 

9am – 5pm Monday to Friday

0800 302 9052 
(Option 3)

or email
lcashelpline@uk.zurich.com
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Local councils with a clerk plus 

two or more employees

Flat Rate: £145 + VAT Per Year

Smaller local councils

Flat Rate: £95 + VAT Per Year

Zurich Insurance Customers

Flat Rate: £95 + VAT Per Year

All these benefits from 
under £9.50 a month

What you get as 
a member

• LCAS guide to risk management 
and updates

• Two risk management bulletins 
per year

• One free place at the annual 
regional seminars

• Operational risk management helpline 
and dedicated email address

• 25% discount on Zurich’s local council  
risk management products

Zurich Municipal
Zurich Municipal is a trading name of Zurich Insurance plc. A public limited company incorporated in Ireland. Registration No. 13460. 
Registered Office: Zurich House, Ballsbridge Park, Dublin 4, Ireland. UK Branch registered in England and Wales. Registration No. BR7985. 
UK Branch Head Office: The Zurich Centre, 3000 Parkway, Whiteley, Fareham, Hampshire PO15 7JZ. Zurich Insurance plc is authorised 
by the Central Bank of Ireland and subject to limited regulation by the Financial Conduct Authority. Details about the extent of our 
regulation by the Financial Conduct Authority are available from us on request. These details can be checked on the FCA’s Financial 
Services Register via their website www.fca.org.uk or by contacting them on 0800 111 6768. Our FCA Firm Reference Number is 
203093. Communications may be monitored or recorded to improve our service and for security and regulatory purposes.  
© Copyright – Zurich Insurance plc 2016. All rights reserved. Reproduction, adaptation, or translation without prior written permission 
is prohibited except as allowed under copyright laws. 
The pulp used in the manufacture of this paper is from renewable timber produced on a fully sustainable basis. 
The pulp used in the manufacture of this paper is bleached without the use of chlorine gas (ECF – Elemental Chlorine Free).  
The paper is suitable for recycling. 

Comprehensive guide to risk management
On becoming a member of LCAS you will receive the LCAS guide to risk 
management via email. This is a valuable resource, packed with advice on the law 
and compliance. It’s an interactive PDF, which makes it easy to use and easy to 
share with your colleagues. Plus we send you updates, so you always have accurate 
information to hand.

It contains:
• practical guidance on specific risks – from manual handling and office safety  

to sports facilities and managing events.

• useful documents such as checklists covering issues including playground  
inspections and asbestos.

• 30 completed example risk assessments.

What do our members think?
“One of the best seminars, each year very interesting 

and entertaining.”

“Never fail to learn new things from a seminar.”

“Keeps us informed and truly balanced in our approach 
to our activities.”

Bulletins to keep you up to date
Twice a year, you will get an email bulletin from LCAS, full of articles about 
operational risk management issues.

A free place at our seminars
Your membership includes a free place at our annual half-day seminars.

What’s more these respected and valued seminars are now available for all non 
member delegates at just £30 (+VAT), so even more people can benefit from our
expertise and support. 

We always cover topics that are high on council agendas, such as managing events 
safely or accidents and claims reviews.

Members enjoy a discount on all our risk 
management products:

• Health and safety reviews

• Safety inspections

• Liability surveys

• Fire and security surveys

• Risk management training

25% off risk management products

Call the LCAS helpline for more information  
9am – 5pm Monday to Friday 0800 302 9052 (Option 3)
or email lcashelpline@uk.zurich.com


