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Rochford District Council 
 

Community Governance Review 2025 
 

Local Government and Public Involvement in Health Act 2007 
 

Terms of Reference 
 
 
 
 
1. Introduction 

 
1.1 What is a community governance review? 

 
A community governance review is a review of the whole or part of the Council’s area 
to consider one or more of the following: 

 
•  creating, merging, altering or abolishing parishes; 

 
 

•  the naming of parishes and the style of new parishes; 
 
 

• the electoral arrangements for parishes (the ordinary year of election council 
size; the number of councillors to be elected to council and parish warding); and, 

 
 

•  grouping parishes under a common parish council or de-grouping parishes. 

A community governance review is required to take into account: 

•  the impact of community governance arrangements on community cohesion: 
 
 

•  the size, population and boundaries of a local community or parish: and 
 
 

•  the introduction of town councils. 
 
If the Council is satisfied that the recommendations from a community governance 
review would ensure that community governance within the area under review will 
reflect the identities and interests of the community in that area; and is effective and 
convenient, the Council makes a community governance order.
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1.2 The aims of the review 
 
In accordance with the 2007 Act the Council will have regard to the need to secure 
community governance within the area under review which:- 

 
•  Is reflective of the identities and interests of the community in that area; 

 
 

•  Provides for effective and convenient local government; and 
 
 

• Takes into account any other arrangements for the purposes of community 
representation or community engagement in the area. 

 
When considering the above criteria, Government guidance states that the Council 
should take into account:- 

 
•  The impact of community governance arrangements on community cohesion; 

and 
 
 

•  The size, population and boundaries of a local community or parish. 
 
The guidance emphasises that ‘the recommendations made in a community 
governance review ought to bring about improved community engagement, better local  
democracy and result in more effective and convenient delivery of local services’. 

 
1.3 Scope of the review 

 
The scope will be a full community governance across the whole area of the Rochford 
District Council area. The review will consider 

 
a)  whether any parishes or town councils should be constituted/established 

 
 

b)  whether any existing parishes should or should not be abolished or whether the 
area of existing parishes should be altered, and 

 
 

c)  what the electoral arrangements for new parishes/town councils or existing 
parishes should be. 

 
Electoral arrangements include: 

 
i.         The name of such new parish/town council 
ii. Ordinary year of election – the year in which ordinary elections of town and 

parish councillors are held 
iii.       Council size – the number of councillors to be elected to the town and parish 

council 
iv. Parish/Town warding – whether the parish should be divided into wards for 

the purpose of electing councillors. This includes considering the number 
and boundaries of any such wards, the number of councillors to be elected 
for any such ward and the name of any such ward.
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It may also make recommendations about: 
 

a)  the grouping or degrouping of parishes 
b)  adding parishes to an existing group of parishes or 

 
No matters will be out of scope. 

 
1.4 Who will undertake the review? 

 
As the principal authority, Rochford District Council is responsible for undertaking 
community governance reviews within its area. Full Council has delegated authority to 
the Strategy, Finance and Policy Committee to consider the responses from the 
consultation and propose draft and final recommendations to Council. 

 
2. Consultation 

 
2.1 How the Council proposes to conduct consultations during the Review?  

 
Before making any recommendations or publishing final proposals, the Council must 
consult local government electors for the area under review and any other person or 
body (including a local authority) which appears to the Council to have an interest in 
the review. 

 
The Council will therefore: 

 
• publish  a  notice  and  these  terms  of  reference  on  the  Council’s  website 

(www.rochford.gov.uk) and arrange for copies to be available for public 
inspection at Rochford Library, Roche Close, Rochford, SS4 1PX during normal 
office hours; 

• send a copy of the notice and these terms of reference to all existing town and 
parish councils in the district, the Essex Association of Local Councils, Essex 
County Council, Rochford District Councillors, Essex County Councillors and 
Members of Parliament who cover the borough and any other person or 
organisation identified as having a potential interest; 

• seek to arrange for the notice to be published on each parish council’s website 
and notice board; 

•  via the council’s ‘Tell me more’ newsletter and 
• hold drop in roadshows across the borough for residents to obtain further 

information and provide their views. 
 
Before making any recommendations, the Council will take account of any 
representations received. The Council will publish its recommendations as soon as 
practicable and take such steps as it considers sufficient to ensure that persons who 
may be interested in the community governance review are informed of the 
recommendations and the reasons behind them. 

 
The Council will consider each case on its merits and on the basis of the information 
and evidence provided during the course of the review. The Council is mindful that 
proposals which are intended to reflect community identity and local linkages should
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be justified in terms of sound and demonstrable evidence of those identities and 
linkages. 

 
3. Timetable for the community governance review 

 
The Council must complete a community governance review within twelve months from 
the day on which the Council publishes the terms of reference. A community 
governance review is concluded on the day on which the Council publishes the 
recommendations made by the community governance review. The table below sets 
out the timetable for the review. 

 
Action Timetable 
First period of Consultation 17 November 2025 to 12 January 2026 
Draft Proposals are prepared January 2026 - February 2026 
Draft Recommendations are presented 
to Strategy, Finance and Policy 
Committee  

March 2026  
 

Draft proposals are published 18 March 2026  
Second period of Consultation 11 May 2026 – 22nd June 2026 

Final recommendations are prepared July 2026 
Final recommendations are presented to 
Full Council 

October 2026 
 
 

Reorganisations Order made November 2026 
Precepts for any new Parish Council(s) 
set 

February 2027 

Order takes effect 1 April 2027 
Parish council elections to be held under 
any new arrangements that may be 
decided. 

May 2027 
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4. Background information 
 
The Local Government Act 1972 provides that any parish council must have at least 
five councillors. No maximum number is prescribed. 

 
When considering the number of councillors to be elected for a parish the Council must 
have regard to the number of local government electors for the parish and any change 
to that number that is likely to occur within five years of the date on which these terms 
of reference are published. 

 
Joint guidance issued by the Department of Communities and Local Government and 
the Local Government Boundary Commission for England (LGBCE) in 2010 provides 
further information on community governance reviews and the factors influencing size 
and membership of parish councils. On size, the guidance says: 

 
“154. In practice, there is a wide variation of council size between parish councils. 
That  variation appears  to  be  influenced  by  population.  Research  by  the  Aston 
Business School Parish and Town Councils in England (HMSO, 1992), found that the 
typical parish council representing less than 500 people had between five and eight 
councillors; those between 501 and 2,500 had six to 12 councillors; and those 
between 2,501 and 10,000 had nine to 16 councillors. Most parish councils with a 
population of between 10,001 and 20,000 had between 13 and 27 councillors, while 
almost all councils representing a population of over 20,000 had between 13 and 31 
councillors. 

 
155. The LGBCE has no reason to believe that this pattern of council size to 
population has altered significantly since the research was conducted. Although not 
an exact match, it broadly reflects the council size range set out in the National 
Association of Local Councils Circular 1126; the Circular suggested that the minimum 
number of councillors for any parish should be seven and the maximum 25. 

 
156. In considering the issue of council size, the LGBCE is of the view that each area 
should be considered on its own merits, having regard to its population, geography 
and the pattern of communities. Nevertheless, having regard to the current powers of 
parish councils, it should consider the broad pattern of existing council sizes. This 
pattern appears to have stood the test of time and, in the absence of evidence to the 
contrary, to have provided for effective and convenient local government. 

 
157. Principal councils should also bear in mind that the conduct of parish council 
business does not usually require a large body of councillors. In addition, historically 
many parish councils, particularly smaller ones, have found difficulty in attracting 
sufficient candidates to stand for election. This has led to uncontested elections 
and/or a need to co-opt members in order to fill vacancies. However, a parish 
council’s budget and planned or actual level of service provision may also be 
important factors in reaching conclusions on council size.”
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The National Association of Local Councils Circular 1126 recommends: 
 

Electors Councillors Electors Councillors 
Up to 900 7 10,400 17 

1,400 8 11,900 18 
2,000 9 13,500 19 
2,700 10 15,200 20 
3,500 11 17,000 21 
4,400 12 18,900 22 
5,400 13 20,900 23 
6,500 14 23,000 24 
7,700 15 45,000 25 
9,000 16   

 
 
The electoral cycle for parish councils is for elections every four years. 

 
The ‘name’ of a parish refers to the geographical name of the area concerned. As to 
the ‘name’ of a parish council, legislation offers a choice of alternative styles for a 
parish: town, community, neighbourhood or village. 

 
5. Consequential Matters 

 
When all the required consultation has been undertaken and the review completed the 
Council may make an Order to bring into effect any decision that it may make. If the 
Council decides to take no action, then it will not be necessary to make an Order. 

 
If an Order is made it may be necessary to cover certain consequential matters in that 
Order. These may include: 

 
a)  the transfer and management or custody of any property 
b)  the setting of a precept (council tax levy) for the new parish council  
c)  provision with respect to the transfer of any functions, property, rights and 

liabilities 
d)  Provision for the transfer of staff, compensation for loss of office, pensions and 

other staffing matters. 
 
The Council will also take into account the requirements of the Local Government 
Finance (New Parishes) Regulations 2008 when calculating the budget requirement of 
any new parish councils when setting the council tax levy to be charged. 

 
6. Making representations 

 
Rochford District Council welcomes representations about the community governance 
review during the specified consultation stages as set out in the timetable from any 
person or body who may wish to comment or make proposals on any aspect of the 
matters included in the Review.
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Representations may be made in the following ways: 

Online: link to Council website 

By Email:  cgr@rochford.gov.uk 
 
By Post:  Community Governance Review, Civic Suite, 2 Hockley Road, Rayleigh, 

Essex SS6 8EB 



ROCHFORD DISTRICT COUNCIL 
 
Public notice 
 
Community Governance Review 2025 
 

 
NOTICE is hereby given 

 
that Rochford District Council will be undertaking a review of the local governance and electoral 
arrangements for parishes within the whole of the Rochford council area.  
 
The aim of the review is to consider and bring about improved community engagement, better local 
democracy and more effective and convenient delivery of local services, and to ensure that electors 
across the district are treated equitably and fairly.  
 
The review will be conducted in accordance with the Local Government and Public Involvement in 
Health Act 2007 and other relevant legislation. Regard will be given to the Guidance on community 
governance reviews issued by the Secretary of State for Communities and Local Government and 
the Local Government Boundary Commission for England.  
 
The council is required by the Act to ensure that community governance within the District area:  
 
• Reflects the identities and interests of the local community; and  
 
• Is effective and convenient.  
 
In carrying out the review the council must also take into account:  
 
• The impact of community governance arrangements on community cohesion; and  
 
• The size, population and boundaries of a local community or parish.  
 
It is for the council to decide how to undertake the review, but it must consult the local government 
electors for the area under review and any other person or body (including a local authority) which 
appears to the council to have an interest in the review.  
 
The review is to be conducted in accordance with agreed Terms of Reference and Timeline which 
are available on the Council’s web site.  
 
The review covers the whole district and may consider one or more of the following:  
 
• Creating, merging, altering or abolishing Town and Parish Councils;  
 
• The naming of parishes and the style of new parishes;  
 
• The electoral arrangements for parishes (the ordinary year of election; council size, the number of 
councillors to be elected to the council, and parish warding);  
 
• Grouping parishes under a common parish council or de-grouping parishes.  
 
If you would like to know more about the review, please www.rochford gov.uk or email 
cgr@rochford.gov.uk 
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Minutes of the meeting of the Finance Committee 
of Rochford Parish Council held on

Wednesday, 29th October 2025 at 7.30 pm
at The Parish Rooms, Rochford

In Attendance:

Councillors: James Edmunds 
Denise Crosbie
Daniel Efde
Paul Nash (Chair)
Arthur Williams
Graham Whitehead

Clerk: Emma Terris 

In Attendance: Rodd Hubbard

One member of the public was present.

62/25 To receive apologies for absence 
62/25.1 Apologies were received from Cllr Weir. It was noted that Cllr Taylor has 

resigned as a member of this committee. 

63/25 To receive any Declarations of Interests
52/25.1 Cllrs Williams and Efde declared an interest in regard to Rochford District 

Council.
52/25.2 Cllr Edmunds declared an interest in regard to agenda items 67/25 and a 

pecuniary interest in agenda item 28/25.

64/25 To approve the minutes of the meeting held on Wednesday, 24th September 2025
64/25.1 The minutes of the meeting held on Wednesday, 24th September 2025

were agreed.

65/25 Bank Reconciliations 
65/25.1 To receive the bank reconciliations to date.

The bank reconciliations for all the council’s bank accounts as at 30th

September 2025 were received agreed and signed by Chair of Finance.

65/25.2 To receive the summary of Receipts and Payments compared to 
budget for the year to date. 
The summary of Receipts and Payments compared to budget was shared 
with Members. There were no issues or concerns raised.
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65/25.3 To receive an update on the transition to Scribe Accounts
The Clerk advised that the transition to Scribe Accounts is nearly 
completed. Scribe are finalising the reinstatement of the 2023/2024 and 
2024/2025 financial years. The cemetery, allotments and bookings 
database are now in use. 

66/25 Internal Audit Action Plan   
66/25.1 To receive an update on the progress against actions on the Internal 

Action Plan 
The Internal Audit Action Plan was shared with Councillors. The Clerk 
gave an update on the work that has been undertaken to date. 

67/25 Insurance Renewal    
67/25.1 To receive an update from the Clerk regarding the council insurance 

renewal  
The renewal documents for the council’s insurance that has been received 
from Gallagher, the broker acting on behalf of the council, was shared with 
members for information. The Clerk reminded members that the council 
agreed to set up a 3-year Long Term Binding Agreement (LTA) with 
Hiscox Insurance Company Limited which means that the council have 
committed to keep their policy with Hiscox Insurance Company Limited for 
the period of the LTA which expires on 29th November 2027. The Clerk 
advised that the renewal premium for the forthcoming year was £6,505.03.
Members agreed to the renewal quote as presented. Cllr Edmunds 
abstained.

68/25 The Parish Rooms
68/25 To discuss and possibly agree to rent Room 1 at the Parish Rooms 

on a short-term basis 
The Clerk advised that Culture Engine CIC have expressed an interest in 
renting Room 1 at The Parish Rooms on a short-term basis and have 
offered £250 pm. The Clerk advised that she had contacted Ayres and 
Cruiks who have recommended a monthly rental of £458.33. Following a 
discussion, members agreed that £250 pm is not sufficient and gave the 
Clerk delegated authority to market the Parish Rooms at the 
recommended rental rate of £458.33 per month on a short-term rental 
basis. Cllr Edmunds abstained.

69/25 IT Support 
69/25 To receive a quote in regard to a 12-month IT Support Contract 

A quote received from Lighthouse IT in respect of Share Point and Cyber 
Security work for £1,700 plus VAT and £199.00 plus VAT for a monthly 
support package. It was agreed that this item is deferred until the Clerk 
has obtained a further two quotes before presenting to members for 
consideration. Cllr Edmunds abstained.
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70/25 Budget Preparation   
70/25.1 To agree to a Working Party to start preparation for the 2026/27 

budget
It was agreed that the Clerk produces a draft budget which will be 
presented to members at the next Finance Committee meeting.

70/25.2 To receive comparison of charges from similar providers for hall hire, 
allotments and cemeteries
A report detailing a comparison of charges from similar providers for hall 
hire, allotments and cemeteries was received. 

71/25 Policy Review 
71/25.1 To review and recommend to Full Council the Investments Policy, 

Reserves Policy, Financial Regulations and Financial Risk 
Assessment is approved 
It was agreed to recommend that the Financial Regulations are approved 
by Full Council at their next meeting. 

It was agreed that the Financial Risk Assessment will be reviewed at the 
next Finance Committee meeting and to defer the approval of the 
Investments and Reserves Policy to a future meeting. 

72/25 Planning Matters
72/25.1 Reference: 25/00689/FUL

Location: East of England Ambulance Service – Mr Sean O’Sullivan
Ambulance Station, Aviation Way, Rochford, Essex.

Description: Proposed detached building to provide workshop ancillary 
to use of the site as an ambulance station. 

Comment: Councillors had no objection or comment to make on this 
application. 

With there being no further business to discuss, the Chair thanked everyone for attending. The meeting 
closed at 8.50 pm.

Minutes signed by: ------------------------------------------------------

Date: ------------------------------------------------------















 

 
 

Present: Councillors Nash (Chair) Edmunds, Williams, 
Crosbie, and Thomas 

  
In attendance Clerk – Emma Terris 

Laura Buckley-Hills 
 

 
33/25 To receive apologies for absence.  
        33/25.1 Apologies received and accepted from Cllr Edfe.   

 Cllr Weir sent apologies to the Chair, Councillors voted to accept it,  
 2 in favour, 3 abstained.  

 
34/25 To receive Declarations of Interest. 
             34/25.1 No declarations of interest were received. 
 
35/25 To approve the Minutes of the Meeting held 24th September 2025. 
                35/25.1 The minutes of the last meeting were signed as a true record of that 

meeting. 
 
36/25 Events 

36/25.1 Christmas 2025 
i) Verbal report from the office. It was unanimously agreed by all 

Councillors for the Office to employ 2 elves for Santa’s 
Grotto.  Cost of £13.00 an hour per elf.   
a) Councillors accepted the report.   

 
ii) Information Day report was accepted.  Cllr Edmunds 

proposed to accept that dates for next year and for the Office 
to advertise.  Cllr Crosbie seconded.  All Councillors 
unanimously agreed. Councillors would like to thank the 
Office for organising this event.  

  

 

MINUTES OF COMMUNITY 
PROJECTS  

held on  
Wednesday 15th October 2025 

commencing at 6.30pm 
 
 



 
 
 

 2 

 
37/25 Correspondence 

31/25.1 Cllr Edmunds proposed for businesses wishing to join the Information 
Days, from 2026, they will be required to pay £10 a table.  Cllr Williams 
seconded.  4 Councillors agreed, 1 Councillor abstained.  

 
Cllr Edmunds declared an interest in Youth Services, Essex. 
 
Cllr Williams proposed we offer the Youth Services team a free gazebo 
pitch or/and hand out flyers at the Christmas Festival.  It was 
unanimously agreed by Councillors. 

 
 

38/25 Planning applications - None at time of issue 
 
 
  
 There being no further business the meeting closed at 7.11pm 
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Minutes of the meeting of the General Purposes Committee 
Held on Wednesday, 29th October 2025 

at The Parish Rooms, Rochford at 6.30 pm 
 

In Attendance:  James Faulkner 
 
Councillors:   Denise Crosbie 
    James Edmunds 
    Daniel Efde (Chair)  
    Linda Thomas    
    Graham Whitehead 
    Arthur Williams 
 
Clerk:    Emma Terris  
 

26/25 To receive apologies for absence 
26/25.1 Cllr Weir, Cllr Hanser. 

 
27/25 To receive any Declarations of Interests  

27/25.1 Cllr Efde declared an interest in Rochford District Council 
27/25.2 Cllr Williams declared an interest in Rochford District  
  Council 
27/25.3 Cllr Thomas declared an interest in Rocheway 

Allotments.  
 

28/25 To approve the Minutes of the Meeting held on 17th September 
2025 as a true record of the meeting. 
28/25.1 The minutes of the last meeting were agreed as a true  

record of the meeting and signed by the Chair. 
 
29/25  Allotments  
  29/25.1.1 A report on waiting list was received.   

29/25.1.2 A report on the vacant plots was received. 
29/25.1.3 A report on local allotments in the area and how much 

each allotment site charge for a plot was received.  
29/25.2.1 A verbal report on the Defibrillator and case arriving and 

will be installed on the cabins by the maintenance officer. 
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29/25.2.2 A verbal report was received about the allotment tree 
survey. 

29/25.2.3 A request from RALGA to increase the grant given this 
year to two thousand pounds. At this point Cllr Thomas 
left the meeting. A discussion was held. It was proposed 
by Cllr Edmunds that we increase the grant to two 
thousand pounds for this year and to increase the grant 
at the rate of inflation each year. This was seconded by 
Cllr Williams. A vote was held with all in favour the 
proposal was agreed.  

 
30/25  Rochford Lawn Cemetery  

30/25.1 A verbal report was received on the number of burials 
and cremated ashes in the plot since the last meeting.    

30/25.2 A verbal report given on the maintenance of the cemetery 
was received.  

30/25.3 A verbal report was received with the update on the 
unsafe memorial notices has been received. An unsafe 
memorial notice was shown to show what would be 
showing on the headstones.     

30/25.4 A report on local cemeteries and their pricing was 
received.  

 
31/25  Public Toilets 

31/25.1 A verbal report was received confirming the locks on all 3 
toilet doors being repaired and are fully open to the 
public. 

 
32/25  VAS Sign  

32/25.1 A verbal report was given to confirm Messagemaker 
Displays have a VAS sign that will be compatible with our 
laptop to collect the data. It was proposed by Cllr Efde to 
agree the quote for £3,350.00. A vote was held and 
agreed with 5 in favour and 1 abstained.  

 
 
There being no further business, the meeting closed at 07.17 pm 

 
-Signed:   …………………………Chair  



Quotation Quotation
27-10-2025 27/10/2025

Delivery and install to pit (30ft tree provided by client).

Removal and recyling

30ft Premium Sustainably Grown Christmas Tree
Delivery and install to pit

Removal and recyling

Dates: UNBOOKED - TBC

Client Our Reference #

Description Qty Unit price Total price

£0.00

2023-111039

1 £1,800.00 £1,800.00

1 £1,200.00 £1,200.00

1 £1,250.00 £1,250.00

1 £1,800.00 £1,800.00

1 £1,200.00 £1,200.00

Chloe
Westcliff on sea

2025 QUOTE - install tree provided

2026 - Full Service 

Notes: Subtotal

VAT £0.00

Quotation valid for 5 days, delivery slot reserved for 5 days



 

ESSEX TREE SERVICES LTD 
 
        Honeypots 
Rochford Parish Council    Gusted Hall Lane 
Kings Head       Hockley SS5 4JL 
West Street 
Rochford       Tel No: 01702 207011 
SS4 1BE 
       
        Date:  04.11.25  
     
    QUOTATION 
 
Site: Rochford Square Rochford 
 
To install Christmas tree at the above site on Wednesday 3rd December 2025 
At 5.30am, supplying telehandler with operator to lift tree into position and 
truck and trailer to transport tree to sight. 
 
To remove Christmas on the 7th of January 2026 at 5.30am,  suppling telehandler 
with operator to lift tree out and truck and trailer to take tree away and dispose 
of. 
 
     For the cost of £1500.00 plus 20% VAT 

    
 
         
All Aspects of works are to be carried out to BS3998 where possible 
 
VAT 761 1091 56 
Company Reg: 03592617 
UTR No: 96104 19983 
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 1.    General   

1.1. These Financial Regulations govern the financial management of the 
council and may only be amended or varied by resolution of the council. 
They are one of the council’s governing documents and shall be 
observed in conjunction with the council’s Standing Orders.  

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

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

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

disciplinary proceedings. 
 
1.4. In these Financial Regulations: 

 ‘Accounts and Audit Regulations’ means the regulations issued 
under Sections 32, 43(2) and 46 of the Local Audit and 
Accountability Act 2014, or any superseding legislation, and then 
in force, unless otherwise specified.  

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

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

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

 Practitioners’ Guide refers to the guide issued by the Joint Panel 
on Accountability and Governance (JPAG) and published by 
NALC in England or Governance and Accountability for Local 
Councils in Wales – A Practitioners Guide jointly published by 
One Voice Wales and the Society of Local Council Clerks in 
Wales. 

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

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

  
1.5. The Responsible Financial Officer (CLERK) holds a statutory office, 

appointed by the council. The Clerk has been appointed as CLERK and 
these regulations apply accordingly.  The CLERK; 

 acts under the policy direction of the council; 
 administers the council's financial affairs in accordance with all 

Acts, Regulations and proper practices; 
 determines on behalf of the council its accounting records and 

control systems; 
 ensures the accounting control systems are observed; 
 ensures the accounting records are kept up to date; 
 seeks economy, efficiency and effectiveness in the use of 

council resources; and 
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 produces financial management information as required by the 
council. 

 
1.6. The council must not delegate any decision regarding: 

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

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

 approving accounting statements; 
 approving an annual governance statement; 
 borrowing; 
 declaring eligibility for the General Power of Competence; 

and 
 addressing recommendations from the internal or external 

auditors  
 

1.7. In addition, the council shall: 
 determine and regularly review the bank mandate for all council 

bank accounts; 
 authorise any grant or single commitment in excess of £5,000;  

 
2.    Risk management and internal control 

2.1 The council must ensure that it has a sound system of internal 
control, which delivers effective financial, operational and risk 
management.  
 

2.2 The Clerk shall prepare, for approval by finance committee, a risk 
management policy covering all activities of the council. This policy and 
consequential risk management arrangements shall be reviewed by the 
council at least annually.  

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

assessment including risk management proposals for consideration by 
the council.  
 

2.4 At least once a year, the council must review the effectiveness of its 
system of internal control, before approving the Annual Governance 
Statement.   
 

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

 ensure that risk is appropriately managed;  
 ensure the prompt, accurate recording of financial 

transactions; 
 prevent and detect inaccuracy or fraud; and 
 allow the reconstitution of any lost records; 
 identify the duties of officers dealing with transactions and  
 ensure division of responsibilities. 
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2.6 At least once in each quarter, and at each financial year end, a member 
other than the Chair or a cheque signatory shall be appointed to verify 
bank reconciliations for all accounts produced by the Clerk. The member 
shall sign and date the reconciliations and the original bank statements (or 
similar document) as evidence of this. This activity, including any 
exceptions, shall be reported to and noted by the council. 
 

2.7 Regular back-up copies shall be made of the records on any council 
computer and stored either online or in a separate location from the 
computer.  The council shall put measures in place to ensure that the 
ability to access any council computer is not lost if an employee leaves or 
is incapacitated for any reason. 

 
3.    Accounts and audit 

3.1 All accounting procedures and financial records of the council shall be 
determined by the Clerk in accordance with the Accounts and Audit 
Regulations.  
 

3.2 The accounting records determined by the Clerk must be sufficient 
to explain the council’s transactions and to disclose its financial 
position with reasonable accuracy at any time.  In particular, they 
must contain: 

 day-to-day entries of all sums of money received and 
expended by the council and the matters to which they 
relate; 

 a record of the assets and liabilities of the council; 
 

3.3 The accounting records shall be designed to facilitate the efficient 
preparation of the accounting statements in the Annual Governance and 
Accountability (AGAR) Return. 

 
3.4 The Clerk shall complete and certify the annual Accounting Statements 

of the council contained in the Annual Governance and Accountability 
Return in accordance with proper practices, as soon as practicable after 
the end of the financial year.  Having certified the Accounting 
Statements, the Clerk shall submit them (with any related documents) to 
the council, within the timescales required by the Accounts and Audit 
Regulations. 

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

system of internal audit of its accounting records and internal 
control system in accordance with proper practices.  

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

documents and records as the internal or external auditor consider 
necessary for the purpose of the audit and shall, as directed by the 
council, supply the Clerk, internal auditor, or external auditor with such 
information and explanation as the council considers necessary. 
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3.7 The internal auditor shall be appointed by the council and shall carry out 
their work to evaluate the effectiveness of the council’s risk 
management, control and governance processes in accordance with 
proper practices specified in the Practitioners’ Guide. 

 
3.8 The council shall ensure that the internal auditor: 

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

 reports to council in writing, or in person, on a regular basis with a 
minimum of one written report during each financial year; 

 can demonstrate competence, objectivity and independence, free 
from any actual or perceived conflicts of interest, including those 
arising from family relationships; and 

 has no involvement in the management or control of the council 
 

3.9 Internal or external auditors may not under any circumstances: 
 perform any operational duties for the council; 
 initiate or approve accounting transactions; 
 provide financial, legal or other advice including in relation to any 

future transactions; or 
 direct the activities of any council employee, except to the extent 

that such employees have been appropriately assigned to assist 
the internal auditor. 

 
3.10 For the avoidance of doubt, in relation to internal audit the terms 

‘independent’ and ‘independence’ shall have the same meaning as 
described in The Practitioners Guide. 

 
3.11 The Clerk shall make arrangements for the exercise of electors’ rights in 

relation to the accounts, including the opportunity to inspect the 
accounts, books, and vouchers and display or publish any notices and 
documents required by the Local Audit and Accountability Act 2014, or 
any superseding legislation, and the Accounts and Audit Regulations. 

 
3.12 The Clerk shall, without undue delay, bring to the attention of all 

councillors any correspondence or report from internal or external 
auditors. 

 
4.    Budget and precept 

4.1 Before setting a precept, the council must calculate its council tax 
(England) requirement for each financial year by preparing and 
approving a budget, in accordance with The Local Government 
Finance Act 1992 or succeeding legislation. 

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

reviewed by Finance Committee at least annually no later than October 
for the following financial year and the final version shall be evidenced by 
a hard copy schedule signed by the Clerk and the Chair of the Council.  
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The Clerk will inform committees of any salary implications before they 
consider their draft budgets. 

 
4.3 No later than December each year, the Clerk shall prepare a draft budget 

with detailed estimates of all receipts and payments/income and 
expenditure for the following financial year, taking account of the lifespan 
of assets and cost implications of repair or replacement. 

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

subsequent year. Unspent funds for partially completed projects may only 
be carried forward (by placing them in an earmarked reserve) with the 
formal approval of the full council. 

 
4.5 Each committee shall review its draft budget and submit any proposed 

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

4.6 The draft budget with any committee proposals including any 
recommendations for the use or accumulation of reserves, shall be 
considered by the council. 

 
4.7 Having considered the proposed budget, the council shall determine its 

council tax requirement by setting a budget.  The council shall set a 
precept for this amount no later than the end of January for the ensuing 
financial year.   

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

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

 
4.9 The Clerk shall issue the precept to the billing authority no later than 

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

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

year by comparing actual spending and income against what was 
planned.  

 
4.11 Any addition to, or withdrawal from, any earmarked reserve shall be 

agreed by the council. 
 
5.    Procurement 

5.1 Members and officers are responsible for obtaining value for money 
at all times. Any officer procuring goods, services or works should ensure, 
as far as practicable, that the best available terms are obtained, usually by 
obtaining prices from several suppliers. 
 

5.2 The Clerk should verify the lawful nature of any proposed purchase before 
it is made and in the case of new or infrequent purchases, should ensure 
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that the legal power being used is reported to the meeting at which the 
order is authorised and also recorded in the minutes.  

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

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

5.4 For a contract for the supply of goods, services or works where the 
estimated value will exceed the thresholds set by Parliament, the full 
requirements of The Procurement Act 2023 and The Procurement 
Regulations 2024 or any superseding legislation (“the Legislation”), 
must be followed in respect of the tendering, award and notification 
of that contract. 

 
5.5 Where the estimated value is below the Government threshold, the 

council shall (with the exception of items listed in paragraph 5.12) obtain 
prices as follows:  

 
5.6 For contracts estimated to exceed £100,000 including VAT, the Clerk shall 

advertise an open invitation for tenders in compliance with any relevant 
provisions of the Legislation}. Tenders shall be invited in accordance with 
Appendix 1. 

 
5.7 For contracts estimated to be over £30,000 including VAT, the 

council must comply with any requirements of the Legislation 
regarding the publication of invitations and notices. 

 
5.8 For contracts greater than £3,000 excluding VAT the Clerk shall seek at 

least 3 fixed-price quotes;  
 
5.9 Where the value is between £500 and £3,000 excluding VAT, the Clerk 

shall try to obtain 3 estimates which might include evidence of online 
prices, or recent prices from regular suppliers. 

 
5.10 For smaller purchases, the Clerk shall seek to achieve value for money. 

 
5.11 Contracts must not be split to avoid compliance with these rules. 

 
5.12 The requirement to obtain competitive prices in these regulations need not 

apply to contracts that relate to items (i) to (iv) below:  
i. specialist services, such as legal professionals acting in disputes; 
ii. repairs to, or parts for, existing machinery or equipment; 
iii. works, goods or services that constitute an extension of an existing 

contract; 
iv. goods or services that are only available from one supplier or are 

sold at a fixed price. 
 

5.13 When applications are made to waive this financial regulation to enable a 
price to be negotiated without competition, the reason should be set out in 
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a recommendation to the council.  Avoidance of competition is not a valid 
reason.  

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

or estimate.  
 

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

 the Clerk, under delegated authority, for any items below £1,000 
excluding VAT. 

 the Clerk, in consultation with the Chair of the Council or Chair of 
the appropriate committee, for any items below 1,000 excluding 
VAT. 

 a duly delegated committee of the council for all items of 
expenditure within their delegated budgets for items under £5,000 
excluding VAT. 

 the council for all items over £5,000;  
 

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

5.16 No individual member, or informal group of members may issue an official 
order {unless instructed to do so in advance by a resolution of the council} 
or make any contract on behalf of the council. 

 
5.17 No expenditure may be authorised that will exceed the budget for that 

type of expenditure other than by resolution of the council or a duly 
delegated committee acting within its Terms of Reference except in an 
emergency. 

 
5.18 In cases of serious risk to the delivery of council services or to public 

safety on council premises, the Clerk may authorise expenditure of up to 
£1,000 excluding VAT on repair, replacement or other work that in their 
judgement is necessary, whether or not there is any budget for such 
expenditure. The Clerk shall report such action to the Chair as soon as 
possible and to the council as soon as practicable thereafter. 

 
5.19 No expenditure shall be authorised, no contract entered into or tender 

accepted in relation to any major project, unless the council is satisfied 
that the necessary funds are available and that where a loan is required, 
Government borrowing approval has been obtained first. 

 
5.20 An official order or letter shall be issued for all work, goods and services 

above £250 excluding VAT unless a formal contract is to be prepared or 
an official order would be inappropriate. Copies of orders shall be 
retained, along with evidence of receipt of goods. 

 
5.21 Any ordering system can be misused and access to them shall be 

controlled by the Clerk. 
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6.    Banking and payments 

6.1 The council's banking arrangements, including the bank mandate, shall be 
made by the Clerk and authorised by the council; banking arrangements 
shall not be delegated to a committee. The council has resolved to bank 
with Metro Bank.  The arrangements shall be reviewed annually for 
security and efficiency.  

 
6.2 The council must have safe and efficient arrangements for making 

payments, to safeguard against the possibility of fraud or error.  Wherever 
possible, more than one person should be involved in any payment, for 
example by dual online authorisation or dual cheque signing. Even where 
a purchase has been authorised, the payment must also be authorised, 
and only authorised payments shall be approved or signed to allow the 
funds to leave the council’s bank. 

 
6.3 All invoices for payment should be examined for arithmetical accuracy, 

analysed to the appropriate expenditure heading and verified to confirm 
that the work, goods or services were received, checked and represent 
expenditure previously authorised by the council before being certified by 
the Clerk. Where the certification of invoices is done as a batch, this shall 
include a statement by the Clerk that all invoices listed have been 
‘examined, verified and certified’ by the Clerk. 

 
6.4 Personal payments (including salaries, wages, expenses and any 

payment made in relation to the termination of employment) may be 
summarised to avoid disclosing any personal information.  

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

resolution of the council or duly delegated committee or a delegated 
decision by an officer, unless the council resolves to use a different 
payment method. 

 
6.6 For each financial year the Clerk may draw up a schedule of regular 

payments due in relation to a continuing contract or obligation (such as 
Salaries, PAYE, National Insurance, pension contributions, rent, rates, 
regular maintenance contracts and similar items), which the council may 
authorise in advance for the year.   

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

of the council for information only. 
 

6.8 The Clerk shall have delegated authority to authorise payments only in the 
following circumstances: 

i. any payments of up to £1,000 excluding VAT, within an agreed 
budget. 

ii. payments of up to £1,000 excluding VAT in cases of serious risk to 
the delivery of council services or to public safety on council 
premises.  
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iii. any payment necessary to avoid a charge under the Late Payment 
of Commercial Debts (Interest) Act 1998 {or to comply with 
contractual terms}, where the due date for payment is before the 
next scheduled meeting of the council, where the Clerk certify that 
there is no dispute or other reason to delay payment, provided that 
a list of such payments shall be submitted to the next appropriate 
meeting of council. 

iv. Fund transfers within the councils banking arrangements up to the 
sum of £10,000, provided that a list of such payments shall be 
submitted to the next appropriate meeting of council. 

 
6.9 The Clerk shall present a schedule of payments requiring authorisation, 

forming part of the agenda for the meeting, together with the relevant 
invoices, to the council. The council shall review the schedule for 
compliance and, having satisfied itself, shall authorise payment by 
resolution. The authorised schedule shall be initialled immediately below 
the last item by the person chairing the meeting. A detailed list of all 
payments shall be disclosed within or as an attachment to the minutes of 
that meeting. 
 

7.    Electronic payments 
7.1 Where internet banking arrangements are made with any bank, the Clerk 

shall be appointed as the Service Administrator. The bank mandate 
agreed by the council shall identify councillors who will be authorised to 
approve transactions on those accounts and a minimum of two people will 
be involved in any online approval process.  
 

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

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

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

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

list of payments for approval, together with copies of the relevant invoices, 
shall be sent online to two authorised signatories.  

 
7.5 In the prolonged absence of the Service Administrator an authorised 

signatory shall set up any payments due before the return of the Service 
Administrator. 

 
7.6 Two authorised signatories shall check the payment details against the 

invoices before approving each payment using the online banking system. 
 

7.7 Evidence shall be retained showing which members approved the 
payment online. 
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7.8 A full list of all payments made in a month shall be provided to the next 
council meeting. 
 

7.9 With the approval of the council in each case, regular payments (such as 
gas, electricity, telephone, broadband, water, National Non-Domestic 
Rates, refuse collection, pension contributions and HMRC payments) may 
be made by variable direct debit, provided that the instructions are 
signed/approved online by two authorised members. The approval of the 
use of each variable direct debit shall be reviewed by the council at least 
every two years.  

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

provided that each payment is approved online by two authorised bank 
signatories, evidence is retained and any payments are reported to the 
council at the next meeting. The approval of the use of BACS or CHAPS 
shall be renewed by resolution of the council at least every two years.  

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

be made by banker’s standing order, provided that the instructions are 
signed or approved online by two members, evidence of this is retained 
and any payments are reported to council when made. The approval of 
the use of a banker’s standing order shall be reviewed by the council at 
least every two years.  

 
7.12 Account details for suppliers may only be changed upon written 

notification by the supplier verified by the Clerk and a member.  This is a 
potential area for fraud and the individuals involved should ensure that 
any change is genuine.  Data held should be checked with suppliers every 
two years.  
 

7.13 Members and officers shall ensure that any computer used for the 
council’s financial business has adequate security, with anti-virus, anti-
spyware and firewall software installed and regularly updated. 
 

7.14 Remembered password facilities other than secure password stores 
requiring separate identity verification should not be used on any 
computer used for council banking.  

 
8.    Cheque payments 

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

8.2 A signatory having a family or business relationship with the beneficiary of 
a payment shall not, under normal circumstances, be a signatory to that 
payment. 
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8.3 To indicate agreement of the details on the cheque with the counterfoil 
and the invoice or similar documentation, the signatories shall also initial 
the cheque counterfoil and invoice. 
 

8.4 Cheques or orders for payment shall not normally be presented for 
signature other than at, or immediately before or after a council meeting. 
Any signatures obtained away from council meetings shall be reported to 
the council at the next convenient meeting. 

 

9.    Payment cards 
9.1 Any Debit Card issued for use will be specifically restricted to the Clerk 

and will also be restricted to a single transaction maximum value of 
£1,000 unless authorised by council or finance committee in writing before 
any order is placed. 
 

9.2 A pre-paid debit card may be issued to employees with varying limits. 
These limits will be set by the council. Transactions and purchases made 
will be reported to the council and authority for topping-up shall be at the 
discretion of the council. 

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

be specifically restricted to use by the Clerk unless specifically authorised 
by the council and any balance shall be paid in full each month. 

 
9.4 Members of staff shall not be required to use personal credit or debit 

cards to make a purchase on behalf of the council. 
 
10.  Petty Cash 

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

 
11.  Payment of salaries and allowances 

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

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

 
11.3 Salary rates shall be agreed by the council, or a duly delegated 

committee. No changes shall be made to any employee’s gross pay, 
emoluments, or terms and conditions of employment without the prior 
consent of the council or relevant committee. 

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

insurance, pension contributions and any similar statutory or 
discretionary deductions, on the dates stipulated in employment 
contracts. 



 

14 
 

11.5 Deductions from salary shall be paid to the relevant bodies within the 
required timescales, provided that each payment is reported, as set out 
in these regulations above. 
 

11.6 Each payment to employees of net salary and to the appropriate creditor 
of the statutory and discretionary deductions shall be recorded in a 
payroll control account or other separate confidential record, with the 
total of such payments each calendar month reported in the cashbook.  
Payroll reports will be reviewed by the Finance Committee to ensure that 
the correct payments have been made. 
 

11.7 Any termination payments shall be supported by a report to the council, 
setting out a clear business case. Termination payments shall only be 
authorised by the full council. 

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

case.  
 

 
12.  Loans and investments 

12.1 Any application for Government approval to borrow money and 
subsequent arrangements for a loan must be authorised by the full 
council and recorded in the minutes. All borrowing shall be in the name 
of the council, after obtaining any necessary approval.   
 

12.2 Any financial arrangement which does not require formal borrowing 
approval from the Secretary of State (such as Hire Purchase, Leasing of 
tangible assets or loans to be repaid within the financial year) must be 
authorised by the full council, following a written report on the value for 
money of the proposed transaction. 

 
12.3 The council shall consider the requirement for an Investment Strategy 

and Policy in accordance with Statutory Guidance on Local Government 
Investments, which must be written in accordance with relevant 
regulations, proper practices and guidance. Any Strategy and Policy 
shall be reviewed by the council at least annually.  
 

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

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

12.6 Payments in respect of short term or long-term investments, including 
transfers between bank accounts held in the same bank, shall be made 
in accordance with these regulations. 
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13.  Income 
13.1 The collection of all sums due to the council shall be the responsibility of 

and under the supervision of the Clerk. 
 

13.2 The council will review all fees and charges for work done, services 
provided, or goods sold at least annually as part of the budget-setting 
process, following a report of the Clerk.  The Clerk shall be responsible 
for the collection of all amounts due to the council. 

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

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

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

the council's bankers, with such frequency as the Clerk considers 
necessary.  The origin of each receipt shall clearly be recorded on the 
paying-in slip or other record. 

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

the council. 
 

13.6 Any repayment claim under section 33 of the VAT Act 1994 shall be 
made quarterly where the claim exceeds £100 and at least annually at 
the end of the financial year. 

 
14.  Payments under contracts for building or other construction works 

14.1 Where contracts provide for payment by instalments the CLERK shall 
maintain a record of all such payments, which shall be made within the 
time specified in the contract based on signed certificates from the 
architect or other consultant engaged to supervise the works.  
 

14.2 Any variation of, addition to or omission from a contract must be 
authorised by the Clerk to the contractor in writing, with the council being 
informed where the final cost is likely to exceed the contract sum by 5% 
or more, or likely to exceed the budget available. 

 
 

15.  Stores and equipment 
15.1 Delivery notes shall be obtained in respect of all goods received into 

store or otherwise delivered and goods must be checked as to order and 
quality at the time delivery is made. 
 

15.2 Stocks shall be kept at the minimum levels consistent with operational 
requirements. 
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16.  Assets, properties and estates 
16.1 The Clerk shall make arrangements for the safe custody of all title deeds 

and Land Registry Certificates of properties held by the council.  
 

16.2 The Clerk shall ensure that an appropriate and accurate Register of 
Assets and Investments is kept up to date, with a record of all properties 
held by the council, their location, extent, plan, reference, purchase 
details, nature of the interest, tenancies granted, rents payable and 
purpose for which held, in accordance with Accounts and Audit 
Regulations. 

 
16.3 The continued existence of tangible assets shown in the Register shall 

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

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

leased or otherwise disposed of without the authority of the council, 
together with any other consents required by law.  In each case a written 
report shall be provided to council in respect of valuation and surveyed 
condition of the property (including matters such as planning 
permissions and covenants) together with a proper business case 
(including an adequate level of consultation with the electorate where 
required by law). 

 
16.5 No tangible moveable property shall be purchased or otherwise 

acquired, sold, leased or otherwise disposed of, without the authority of 
the council, together with any other consents required by law, except 
where the estimated value of any one item does not exceed £500.  In 
each case a written report shall be provided to council with a full 
business case.  

 
 

17.  Insurance 
17.1 The Clerk shall keep a record of all insurances effected by the council 

and the property and risks covered, reviewing these annually before the 
renewal date in conjunction with the council’s review of risk 
management. 
 

17.2 The Clerk shall give prompt notification of all new risks, properties or 
vehicles which require to be insured and of any alterations affecting 
existing insurances. 

 
17.3 The Clerk shall be notified of any loss, liability, damage or event likely to 

lead to a claim, and shall report these to the council at the next available 
meeting. The Clerk shall negotiate all claims on the council's insurers. 

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

in a suitable form of security or fidelity guarantee insurance which shall 
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cover the maximum risk exposure as determined by the council, or duly 
delegated committee. 

 
18.  Charities 

18.1 Where the council is sole managing trustee of a charitable body the 
Clerk shall ensure that separate accounts are kept of the funds held on 
charitable trusts and separate financial reports made in such form as 
shall be appropriate, in accordance with Charity Law and legislation, or 
as determined by the Charity Commission. The Clerk shall arrange for 
any audit or independent examination as may be required by Charity 
Law or any Governing Document. 
 

19.  Suspension and revision of Financial Regulations 
19.1 The council shall review these Financial Regulations annually and 

following any change of Clerk.  The Clerk shall monitor changes in 
legislation or proper practices and advise the council of any need to 
amend these Financial Regulations.  
 

19.2 The council may, by resolution duly notified prior to the relevant meeting 
of council, suspend any part of these Financial Regulations, provided that 
reasons for the suspension are recorded and that an assessment of the 
risks arising has been presented to all members. Suspension does not 
disapply any legislation or permit the council to act unlawfully.  

 
19.3 The council may temporarily amend these Financial Regulations by a duly 

notified resolution, to cope with periods of absence, local government 
reorganisation, national restrictions or other exceptional circumstances.  
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Appendix 1 - Tender process  
1. Any invitation to tender shall state the general nature of the intended contract 

and the Clerk shall obtain the necessary technical assistance to prepare a 
specification in appropriate cases.  
 

2. The invitation shall in addition state that tenders must be addressed to the 
Clerk in the ordinary course of post, unless an electronic tendering process 
has been agreed by the council.  
 

3. Where a postal process is used, each tendering firm shall be supplied with a 
specifically marked envelope in which the tender is to be sealed and remain 
sealed until the prescribed date for opening tenders for that contract.  All 
sealed tenders shall be opened at the same time on the prescribed date by 
the Clerk in the presence of at least one member of council. 
 

4. Where an electronic tendering process is used, the council shall use a specific 
email address that will be monitored to ensure that nobody accesses any 
tender before the expiry of the deadline for submission.  
 

5. Any invitation to tender issued under this regulation shall be subject to 
Standing Order [insert reference of the council’s relevant standing order] and 
shall refer to the terms of the Bribery Act 2010. 
 

6. Where the council, or duly delegated committee, does not accept any tender, 
quote or estimate, the work is not allocated and the council requires further 
pricing, no person shall be permitted to submit a later tender, estimate or 
quote who was present when the original decision-making process was being 
undertaken. 

 

 

This policy was adopted on  

Date of next review 
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RROCHFORD HUNDRED ASSOCIATION OF LOCAL COUNCILS 
 

 MINUTES  
Of the meeting held at  

St Mark’s Hall, St Mark’s Field, Rochford SS4 1PT 
 On Thursday, 16th October 2025 at 7.30 pm 

 
In attendance: 

Name Parish Council/Organisation 
Cllr D Catchpole Ashingdon PC 
Cllr M Steptoe Barling Magna. PC               
Cllr L Van Houton,  Canewdon PC            
Cllrs M Weir, L Fane Hawkwell PC             
Cllr S. Martin Hockley PC                
Cllr A Marriott (Chair) Hawkwell PC 
Cllr S Belton Rawreth PC 
Cllr E Brewer Rayleigh TC              
Cllrs D Crosbie, J Edmunds Rochford PC              
Cllrs D Belton, S Wooton Rochford District Council                    
Cllr M Steptoe Essex County Council 
Mrs E Terris Hon. Secretary 

 
 
1.  Chair’s Welcome 
 Cllr Marriott opened the meeting at 7.30 pm and welcomed councillors and visitors to the meeting. 

2.  Apologies for Absence 
 Apologies for absence were received from: 
 Cllr D Constable (Ashingdon PC)  

Cllr R Efde (Great Wakering PC) 
 Cllrs D Efde and G Whitehead (Rochford PC) 
 K Hayden, Assistant Clerk (Canewdon PC) 
 Cllrs J Hedges and L Ridley and K Hawkes, Clerk (Hockley PC) 
 Cllr M Vernon (Rayleigh TC) 
 PC D Paveley (Essex Police) 
 

3. To confirm the appointment of an RHALC Hon Secretary  
 It was agreed to appoint Mrs E Terris as the RHALC Hon Secretary. 
 
4. Approval of Minutes of the AGM held on Thursday, 17th July 2025 (previously circulated) 

The minutes of the AGM held on Thursday, 17th July which were circulated prior to the meeting 
were approved.  

 
5.  Finance Updates 

It was noted that all subscriptions have been received except for one Council. There were no issues 
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or concerns to be reported in respect of the finances.  
 

6.  Reports from Other Authorities/Organisations  
 a) Castle Point & Rochford Community Safety Partnership 

A report regarding the Castle Point & Rochford Community Safety Partnership was shared in 
advance of the meeting for information. 

b) Essex Association of Local Councils – Cllrs A Marriott and S May 
 The EALC EGM was recently held. Cllr Martin reported that councillor training was arranged 

to be held at the Parish Rooms in Rochford, however due to low uptake the session was 
cancelled. 

 
c) Rochford District Council (RDC Cllrs D Belton and S Wootton) 
 Cllr Belton reported on the following: 

 Waste and Recycling – Food caddies are now in circulation. There were some 
teething problems with collections during the first week which include bins being 
missed and not being emptied.  Advice being given to residents who have not had 
their bins emptied is to empty the caddies into the purple general waste bin.  It was 
noted that compostable caddy bags may be used. Replacement caddies can be 
ordered via the council website.  

 Budget Consultation – Only 150 responses received to date.  Councillors were 
asked to promote participation within their parishes.  

 Parking – The free 30-minute parking trial is continuing.  21,000 tickets were issued 
in September.  It was noted that residents must obtain a ticket to qualify for the 30-
minute free parking. 

 Community Infrastructure levy (CIL) – The District currently does not operate a CIL 
scheme.  A detailed discussion took place regarding CIL versus Section 106 
arrangements.   

 
Cllr Wootton reported on the following: 

 Local Plan – Cllr Wooton has been Chairman of the Planning Policy since May this 
year.  The Local Plan has been in preparation for many years and shared his 
disappointment towards the progress made towards the plan in previous years.  Cllr 
Wootton explained that the Local Plan covers a 15-year period addressing housing, 
employment, leisure, transport and education needs across the district.  The current 
plan provides for 689 new homes to be built annually.  Alongside this, there is a 
separate proposal for 10,000 additional homes to be built on the Rochford-
Southend border, which is considered disproportionate.  Cllr Wootton reported that 
there has been a considerable amount of emotion from residents regarding 
Neighbourhood Plans.  Cllr Wootton clarified that Neighbourhood Plan cannot 
prevent development but may help in guiding development and added that 
developing a Neighbourhood Plan is extremely costly and requires extensive 
community engagement.  

 Call for Sites – Will close on 31st October.  Any landowner may submit land for 
consideration however it was noted that inclusion does not mean the site is suitable 
to be considered for development.  

 Grey Belt Policy – The government’s introduction of ‘Grey Belt’ land has created 
uncertainty regarding greenbelt protection, and the Planning Inspectorate may 
challenge use of greenbelt in any application. 

 Communication and Resources – A Project Manager and communications specialist 
have been appointed to oversee the development of the Local Plan and improve 
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communication. A public newsletter, “Tell Me More’ which has 7,000 subscribers 
will provide updates on planning applications received to ensure transparency. 

 
d) Essex County Council (County Cllr M Steptoe) 
 Cllr Steptoe reported on the following: 

 Motions considered at ECC Full Council meeting – Cllr Steptoe advised that the 
following motions have been put forward which are, recognition of dyslexia and 
dyspraxia, measures to protect bees due to them being a vital part of our ecology 
and the possibility of the Chancellor adding VAT to taxi fares with administration 
putting through a motion to say that ECC does not support this and call on the 
government to support this. 

 Planning and Waste – Cllr Steptoe advised that he is a member of the Planning 
Committee at Essex and there have been discussions regarding the new housing 
quotas and it has been noted that the country does not have enough minerals to 
build the houses. It is the aim to eliminate landfill, and any waste disposal is to go 
through alternative processing. 

 
e) London Southend Airport Consultative Committee (Cllrs D Efde, M Steptoe) 
 Cllr Steptoe reported on the following: 

 Section 106 Agreement – A review is underway regarding S106 agreements. 
 Fines can be issued if a flight procedure does not follow correct procedures.  The 

Airport Consultative can either fine a pilot or an airline and any money collected is 
donated to local charities.   

  
f) Rochford Community Transport Users (Cllr A Marriott) 
 There was no update. 
 
g) RDC Standards Board (Cllrs J Hedges and R Edfe) 
 There was no update.  

 
7. Local Government Reoginsation/Devolution Update 

Cllr Belton advised that Rochford District Council (RDC) have submitted a proposal to join with 
Maldon, Chelmsford and Brentwood.  Approximately 1,100 responses were received from the public 
survey with most of the responses opposing the reoganisation however, it was noted that residents 
preferred the Maldon, Chelmsford and Brentwood grouping over any proposal involving Thurrock.  
The government are currently reviewing the four proposals submitted, and the consultation period 
is expected to take place in Winter 2025 with a final decision anticipated in March 2026. 

 
At 8.48 pm, Cllrs D and S Belton gave their apologies and left the meeting. 

 
Cllr Steptoe reported that he is a representative of the South Essex Parking Partnership (SEPP) and 
advised that the Rochford District does not have a sufficient number of parking wardens and that 
the partnership is trying to put together a campaign to push SEPP into increasing the number of 
parking wardens.  Parish Councils were asked to write to Cllr Steptoe and other leaders regarding 
the number of parking wardens and to share support to an increase in parking enforcement 
capacity. 

 
8.  Neighbourhood Planning and RHALC Public Meeting Update  

Cllr Fane provided an update regarding arranging a public meeting to improve the understanding of 
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planning process in light of ongoing reforms and to provide residents with factual, non-political 
information on planning policy and neighbourhood planning.  The meeting is likely to take place 
towards the end of November at The Mill Hall, Rayleigh.  Prof. Gavin Parker from The University of 
Reading and representatives from PAC and Community Plan Alliance have been confirmed. The 
draft agenda and further details regarding the meeting are being finalised and will be shared in due 
course 

 
9. Open Forum 

Cllr Crosbie, Rochford Parish Council and Chair of Rochford Sterring Group asked whether local 
councils would be interesting in working together in regard to putting in a bid to take over the 
running of the Freight House in Rochford as part of the future asset dispersals under Local 
Government Reoganisation.  A detailed discussion took place where it was agreed that the Clerk 
would contact parish councils to gauge any interest. Cllr Lane offered to assist with the preparation 
of a business plan. 

 
10.  Date and Time of Next Meeting 
 Thursday, 15th January 2025 at 7.30 pm.  Venue to be confirmed. 
 
With no further business to discuss the meeting closed at 9.27 pm 



MINUTES OF THE OLD PEOPLES WELFARE FOR ROCHFORD AND DISTRICT 
DAY CENTRE COMMITTEE, HELD AT 33A BACK LANE ROCHFORD ESSEX 

ON THE 9th October 2025 at 2.30pm 
ATTENDING:  

 
MYRA WEIR 

 
CHAIRMAN & TRUSTEE 

 
STEVE MAY 

 
VICE CHAIR & HAWKWELL PC 

 
KAY ILOTT 

 
SECRETARY & TRUSTEE 

 
Myra opened the meeting at 2.40pm 
 
APOLOGIES:  

          Brenda Jackson-Baker [President & Trustee] Megan Watson, Sue Osborne. 
 
APPROVAL OF MINUTES FROM: 17th July & 7th September 2025 

 Approved 
 Noted-no meeting was held in August due to illness. Steve mentioned that the September minutes 

needed an amendment regarding his statement. Kay will send out the amended September 
minutes for approval at the next meeting. 

 
     THE CHAIRPERSON/ DAY CENTRE REPORT: 
 Review of July’s minutes:  
 Compliances – Megan and Kay will look at all the H&S policies and other policies to ensure that 

they are current, relevant, robust & compliant with government and The Charity Commission 
regulations. They set a date for Friday 10th at 1.30pm. Kay will have a look at Age UK template for 
guidance. Megan will look at that list and find templates for policies. 

 Trustee – It was noted that according to the governing document/constitution, we need a minimum 
of 3 trustees at our monthly meetings. Brenda is unable to attend monthly meetings at the moment 
due to family commitments and if either one of the remaining trustees were unable to attend we 
would need another trustee to be present to hold a meeting. Kay will phone RRAVS to find out 
why we haven’t had any volunteers for the trustee position and a minibus driver, so any advice 
they could give us would be helpful. 

 Activities after lunch – after some discussion, it was decided that we could stay open for an hour 
after lunch, providing someone volunteers to stay longer, and provide board games for the 
customers to use. 

 Minibus driver – it was suggested that we could ask the customers to ask if any relatives or friends 
would be interested in driving our bus. Megan asked if we had a section 19 permit from the DVLA, 
regarding volunteer drivers over 70. It was uncertain if we had so Meg said she has a form and will 
sort it out. We also need to clarify if each driver has D1 on their licence. It was decided that we 
need a second set of keys for the minibus which could cost approximately £140. They will be 
stored out of sight. 

  
 

 
 
 



MINUTES OF THE OLD PEOPLES WELFARE FOR ROCHFORD AND DISTRICT 
DAY CENTRE COMMITTEE, HELD AT 33A BACK LANE ROCHFORD ESSEX 

ON THE 9th October 2025 at 2.30pm 
THE CHAIRPERSON/ DAY CENTRE REPORT cont’d: 

 
Adverts for volunteers -  Megan asked if Kay had reviewed our current adverts with the help of the 
AI chat GBT. Kay has done this but they aren’t much different from the original adverts. Kay will 
phone SAVS to register our interest in the new project involving partnerships with local 
businesses. 

 Extra Raffle – currently there is a raffle on one of our open days. Kay will ask the lady (Margaret) 
who does the raffle if she would be willing to run two raffles. 

 
Electric Bill - 
The tariff needs to be reviewed to try and get the bill lowered. Megan will do that. 
Kay suggested that Rochford District Council (RDC) might be approached for financial help, as 
OPWC is a charity and are providing a service for our community. Kay will phone RDC and 
enquire about grants. 
Members discussed the amount spent on food in the last month. We need to reduce our food bill 
and ensure that we don’t have more stock than needed. Kay will do a stocktake of the store 
cupboard. Kay suggested that there be a ‘to buy’ list of goods in the kitchen, so we don’t buy too 
much of one thing. 
Day Centre leaflets – It was decided that we should replace the old leaflets. Meg said she would 
produce a more up to date leaflet.  
 
CORRESPONDENCE/SECRETARY REPORT: 

  Kay showed members an advert for a ‘volunteer fair’ from SAVS on 22nd November. No-one will 
be able to attend. 

 Rochford District Council has proposed the ‘Best 4 Essex’ be put forward as the best plan for 
emalgamating councils. 

 
FINANCE:  
September account – a loss of £90 but we should be getting a refund of an overpayment of £61.90 
on the gas bill. 
Grants – before applying for grants a list of potential wants is needed. We need to find someone to 
assess the kitchen appliances for efficiency before including them in any applications. Megan is 
waiting to hear from the National Lottery, probably by the end of October. 
Income – there was a discussion on raising the minibus donation from £2.50 to £3. Myra 
suggested we wait until the new financial year. Megan will enquire about small grants from 
Ashingdon Parish Council. 
Donation – Myra mentioned that Maisie Brain has made a donation to the day centre and would 
like to thank her with a letter. Kay agreed to write the letter. Megan will ask Maisie to write down 
what she donated and sign it. 
Accounts – The September monthly figures show that we are breaking even. 
 
MEMBER REPORTS: 
Steve – The rememberance display has been finished by the members of the Menshed. The  

Christmas parcels for some of the residents over 70 years old in Hawkwell, have been 
sorted. 

The next meeting will be on, Thursday 20th November at the Day Centre at 2.30 pm and 
Myra closed this meeting at 3.20pm. 
Kay Ilott.   Tel: 01702 543295 Mob: 07779432699 Email: ilottkay@gmail.com 
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