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ROCHFORD PARISH COUNCIL

Finance Committee 

Terms of Reference 
1. Purpose 

financial management, budgeting, monitoring and internal control arrangements. Its purpose 
is to support strong financial governance, ensure lawful and transparent use of public funds, 
and make recommendations to Full Council on financial planning, risk and sustainability.

2. Responsibilities

Assets & Facilities Management

The Committee will be responsible for:

Financial Oversight

Monitoring income and expenditure against the approved budget.

Reviewing regular financial reports, bank reconciliations and financial statements.

Regulations, Standing Orders and 
statutory requirements.

Register.

Budget and Precept

Leading the preparation of the annual budget in consultation with the Clerk

Making recommendations to Full Council on the annual budget and parish precept.

Considering budget virements or adjustments during the financial year.
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Audit and Governance 
 

 Overseeing the internal audit process, including appointment of the internal auditor. 
 

 Reviewing internal and external audit reports and recommending actions to Full 
Council. 

 
 Monitoring the implementation of audit recommendations. 

 
 Reviewing and recommending updates to Financial Regulations and other financial 

policies. 
 
 
Assets, Reserves and Insurance 
 

  
 

 Monitoring levels of general and earmarked reserves and making recommendations 
to Full Council. 

 
 Reviewing insurance arrangements to ensure adequate cover is in place. 

 
Advisory and Decision-Making Role 
 

 Making recommendations to Full Council on significant financial matters, contracts or 
commitments. 

 
 Exercising delegated financial authority where granted by Full Council. 

 
 Reporting all decisions and recommendations to the next meeting of Full Council. 

 
3. Membership 
 
Members of the Committee shall be appointed annually at the Annual Meeting of Rochford 
Parish Council. If deemed appropriate, new members may be co-opted onto the committee 
as and when required. 
 
The Committee shall consist of at least 4 councillors. 
 
The Chair and Vice-Chair of the Council may serve as ex-officio members (with voting rights 
if determined by Full Council). 
 
The Clerk will attend in an advisory, non-voting capacity. 
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Non-councillor participants may be invited to provide expertise but may not vote. 
 
4. Quorum 
 
The quorum for a meeting shall be 3 voting members. 
 
5. Chairing 
 
A Chair and Vice-Chair of the Committee will be elected at the first Committee meeting 
following the Annual Meeting of Rochford Parish Council. 
 
In their absence, the Committee shall elect a Chair for that meeting. 
 
6. Delegated Authority 
 
The Committee may exercise decision-making powers delegated to it by Rochford Parish 

 Orders, Financial Regulations and Scheme of 
Delegation. 
 
Matters involving financial commitment, policy changes or mid to long-term strategic 
implications must be referred to Full Council. 
 
All decisions made under delegated authority shall be reported to the next meeting of Full 
Council. 
 
7. Meetings 
 
Meetings will be held quarterly or as required and convened by the Clerk. 
 
Agendas and minutes will be prepared in accordance with statutory requirements and 
council procedures. 
 
Meetings will be open to the public except where during the whole or part of the 
proceedings, confidential or sensitive matters fall under the exclusions permitted by the 
councils Standing Orders (3d). 
 
8. Finance and Budget 
 
Expenditure may be authorised within the limits and financial authority delegated by Full 

 
 
It shall oversee financial planning and support the long-term financial sustainability of the 
Council. 
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9. Review of Terms of Reference 
 
These Terms of Reference shall be reviewed annually by the Committee and submitted to 
Full Council for approval. 











 

1 
 

 
30th May 2026 
 
 
 
 
 
 

2025/26 Internal Audit Report for Rochford Parish Council 
 
BASIS OF REPORT 

This Internal Audit Report is based on the Practitioners’ Guide 2025: Governance and Accountability for 
Smaller Authorities in England. 
 
The scope of this internal audit is focused on assessing the effectiveness of the Council’s internal controls, 
as outlined in the original Letter of Engagement. Where any such controls are found to be deficient, the 
internal audit aims to support improvement in those processes. 
 
This report should be made available to all Members to support and inform their consideration of the 
Council’s approval of the Annual Governance Statement. 
 
By applying the principles of internal auditing, as set out in the Accounts and Audit Regulations, and 
following the approach to internal audit testing outlined above, every effort has been made to ensure that 
the audit has been conducted with due professional care, integrity, and independence. All conclusions are 
based on objective and traceable evidence. 
 
It is important to note that internal audit should not be viewed as a detailed inspection of all records and 
transactions to detect error or fraud. Smaller authorities are required under the Accounts and Audit 
Regulations 2015 to undertake an effective internal audit to evaluate the effectiveness of risk management, 
control, and governance processes. 
 
Internal audit is therefore a periodic, independent review of a Council’s internal controls, resulting in an 
assurance report designed to improve effectiveness and efficiency. Responsibility for day-to-day internal 
controls rests with the Council’s staff and Members, not the internal auditor. 
 
As Internal Auditor, I confirm that I am independent of the Council’s financial management and internal 
control processes and have no conflicts of interest. 
 
AUDIT REPORT 
 
I reviewed the documentation provided, information published on the Council’s website and met with the 
RFO on 27th May 2026. 
 
The Precept for 2025/26 was set at £290,037. 
 
 

Helen Symmons,  
Legra Internal Audit  

 
LegraIAS@outlook.com 
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es
 w

er
e 

re
vi

ew
ed

 d
ur

in
g 

th
e 

ye
ar

. 
 

Al
lo
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en

t T
en

an
cy

 A
gr

ee
m

en
ts

 a
re

 in
 th

e 
pr

oc
es

s o
f 

be
in

g 
re

vi
ew

ed
. 

 
In

co
m

e 
is 

re
po

rt
ed

 to
 C

ou
nc

il.
 

Th
er

e 
is

 a
n 

el
em

en
t o

f a
ge

d 
de

bt
 re

la
tin

g 
to

 o
ut

st
an

di
ng

 
al

lo
tm

en
t r

en
ts

.  
It 

is
 re

co
m

m
en

de
d 

th
at

 a
 fo

rm
al

 d
ef

in
ed

 
sy

st
em

 is
 p

ut
 in

 p
la

ce
 to

 e
na

bl
e 

st
af

f t
o 

fo
llo

w
 a

 p
ro

ce
ss

. 
 Th

e 
C

ou
nc

il 
m

ay
 w

is
h 

to
 c

on
si

de
r a

s 
to

 w
he

th
er

 a
 p

lo
t d

ep
os

it 
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he
m

e 
w

ou
ld

 b
e 

ad
va

nt
ag

eo
us
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 ta

ck
lin

g 
th

e 
in

cr
ea

si
ng

 
co

st
s 

w
he

n 
pl

ot
 h

ol
de

rs
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nd
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 u

nm
ai

nt
ai

ne
d 

al
lo
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en

t 
pl

ot
s.

 
  

F.
 

Pe
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y 
C
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h 

su
pp

or
te

d 
by

 re
ce

ip
ts

, a
pp

ro
ve

d 
an

d 
VA

T 
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co
un

te
d 

fo
r 

Re
vi

ew
 o

f i
nt

er
na

l 
co

nt
ro

ls
, d

ec
is

io
n 

m
ak

in
g 

an
d 

VA
T 

ac
co

un
tin

g  
 

A 
Pe

tt
y 

ca
sh

 sy
st

em
 is

 n
ot

 o
pe

ra
te

d 
by

 th
e 

Co
un

cil
. 

 

G
. 

Pa
yr

ol
l p

ai
d 

in
 a

cc
or

da
nc

e 
w

ith
 a

pp
ro

va
ls

 a
nd

 P
AY

E 
an

d 
N

I p
ro

pe
rl

y 
ap

pl
ie

d 
Re

vi
ew

 o
f p

ro
ce

ss
, 

in
te

rn
al

 c
on

tr
ol

s 
an

d 
de

ci
si

on
 m

ak
in

g 

 
An

 a
pp

ro
pr

ia
te

 co
nt

ra
ct

 o
f e

m
pl

oy
m

en
t i

s i
n 

pl
ac

e.
 

 
Th

e 
Co

un
cil

 is
 re

gi
st

er
ed

 w
ith

 H
M

RC
 a

s a
n 

em
pl

oy
er

. 
 

Th
e 

Co
un

cil
 is

 re
gi

st
er

ed
 w

ith
 T

he
 P

en
sio

ns
 

Re
gu

la
to

r a
nd

 st
af

f a
re

 a
ut

om
at

ica
lly

 e
nr

ol
le

d 
in

 a
 

pe
ns

io
n 

sc
he

m
e.

 
 

Sa
la

rie
s w

er
e 

pa
id

 in
 a

cc
or

da
nc

e 
w

ith
 C

ou
nc

il 
ap

pr
ov

al
s a

nd
 P

AY
E 

an
d 

NI
 re

qu
ire

m
en

ts
 w

er
e 

pr
op

er
ly

 a
pp

lie
d.

 
 

St
af

f a
pp

ra
isa

ls 
ar

e 
un

de
rt

ak
en

. 
 

Co
un

cil
lo

rs
 re

ce
iv

e 
al

lo
w

an
ce

s w
hi

ch
 a

re
 p

ai
d 

th
ro

ug
h 

pa
yr

ol
l. 

It 
w

as
 n

ot
ed

 th
at

 th
e 

C
ha

ir 
of

 th
e 

St
af

fin
g 

C
om

m
itt

ee
 is

 
id

en
tif

ie
d 

as
 th

e 
de

si
gn

at
ed

 L
in

e 
M

an
ag

er
 fo

r t
he

 C
le

rk
. T

he
 

C
ou

nc
il,

 a
s 

a 
co

rp
or

at
e 

bo
dy

, i
s 

th
e 

em
pl

oy
er

 o
f a

ll 
st

af
f. 

W
hi

ls
t i

t m
ay

 b
e 

ap
pr

op
ria

te
 fo

r a
n 

in
di

vi
du

al
 c

ou
nc

ill
or

 to
 a

ct
 

as
 a

 p
oi

nt
 o

f c
on

ta
ct

 fo
r d

ay
-t

o-
da

y 
co

m
m

un
ic

at
io

n 
or

 
pa

st
or

al
 li

ai
so

n,
 c

ar
e 

sh
ou

ld
 b

e 
ta

ke
n 

to
 e

ns
ur

e 
th

at
 th

is
 d

oe
s 

no
t a

m
ou

nt
 to

 in
di

vi
du

al
 d

ec
is

io
n-

m
ak

in
g 

on
 e

m
pl

oy
m

en
t 

m
at

te
rs

.  
 U

nd
er

 S
ec

tio
n 

10
1 

of
 th

e 
Lo

ca
l G

ov
er

nm
en

t A
ct

 1
97

2,
 

C
ou

nc
il’

s 
fu

nc
tio

ns
 m

ay
 b

e 
di

sc
ha

rg
ed

 b
y 

a 
co

m
m

itt
ee

, s
ub

-
co

m
m

itt
ee

 o
r o

ffi
ce

r b
ut

 n
ot

 b
y 

an
 in

di
vi

du
al

 c
ou

nc
ill

or
 a

ct
in

g 
al

on
e.
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 is

 th
er

ef
or

e 
re

co
m

m
en

de
d 

th
at

 fo
rm

al
 s

ta
ffi

ng
 a

nd
 

m
an

ag
em

en
t m

at
te

rs
 re

la
tin

g 
to

 th
e 

C
le

rk
 a

re
 d

ea
lt 

w
ith

 b
y 

th
e 

St
af

fin
g 

C
om

m
itt

ee
 in

 a
cc

or
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nc
e 

w
ith

 a
n 

ap
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op
ria

te
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m
e 

of
 D

el
eg

at
io

n 
an

d 
Te

rm
s 

of
 R

ef
er

en
ce

. 
 Th

e 
C

ou
nc

il 
w

as
 re

po
rt

ed
 to

 T
he

 P
en

si
on

s 
Re

gu
la

to
r f

or
 n

on
- 
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ym

en
t o

f c
on

tr
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ut
io

ns
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r 6
 m

on
th
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w
as
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so

lv
ed

 
pr

om
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en
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 c
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pl
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cc
ur

at
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an
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pr
op

er
ly

 m
ai

nt
ai

ne
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Re
vi

ew
 o

f r
eg

is
te

rs
, 

po
lic

ie
s 

an
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re
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rd
s 

 
Th

e 
Co

un
cil

 h
ol
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 a

n 
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se
t r

eg
ist

er
 w
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ch

 is
 u

p 
to

 
da

te
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ss
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s w
er

e 
in
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te
d 

in
te

rn
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 d

ur
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g 
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pa
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 y
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r. 

 
Th

e 
as

se
t r

eg
ist

er
 re

co
rd

s r
ep
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en
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nd

 
in

su
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e 

va
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es
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s t

he
 p
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ch
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 In

ve
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en

t S
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at
eg

y 
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et
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 b

e 
ad

op
te

d 
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Co

un
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 b
ut
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an

d.
 

 

It 
w
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 n

ot
ed

 th
at
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e 

C
ou

nc
il 

is
 in

 th
e 

pr
oc

es
s 

of
 a

gr
ee

in
g 

a 
le

as
e 

fo
r S

t M
ar
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s 

H
al

l. 
D

ra
ft 

H
ea

ds
 o

f T
er

m
s 
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ve

 b
ee

n 
si

gn
ed

, b
ut

 fu
rt

he
r n

eg
ot

ia
tio

ns
 re

m
ai

n 
on

go
in

g 
an

d 
th

e 
pr

op
os

ed
 te

na
nt
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lre
ad

y 
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 o
cc

up
at

io
n 

an
d 

op
er

at
in

g 
fro

m
 

th
e 

pr
em

is
es
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C

ou
nc

il 
sh

ou
ld

 e
ns

ur
e 

th
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 th
is

 p
os

iti
on

 is
 re

gu
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ris
ed

 
w

ith
ou

t d
el

ay
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cc
up

at
io

n 
of

 C
ou

nc
il 

pr
em

is
es

 b
ef

or
e 

co
m

pl
et

io
n 

of
 a

 le
as

e 
ca

n 
cr

ea
te

 u
nc

er
ta

in
ty

 o
ve

r r
en

t, 
ut

ili
tie

s,
 re

pa
irs

, i
ns

ur
an

ce
, l

ia
bi

lit
y 

an
d 

te
rm

in
at

io
n 

ar
ra

ng
em

en
ts

. I
n 

ad
di

tio
n,

 w
he

re
 th

e 
pr

op
os

ed
 te

rm
s 

in
cl

ud
e 

a 
pe

pp
er

co
rn

 re
nt

 a
nd

 th
e 

C
ou

nc
il 

re
ta

in
in

g 
re

sp
on

si
bi

lit
y 

fo
r 

re
pa

irs
, t

he
 C

ou
nc

il 
sh

ou
ld

 e
ns

ur
e 

th
at

 it
 h

as
 c

on
si

de
re

d 
th

e 
im

pl
ic

at
io

ns
 o

f d
is

po
si

ng
 o

f a
n 

in
te

re
st

 in
 la

nd
 a

t l
es

s 
th

an
 

be
st

 c
on

si
de

ra
tio

n,
 a

nd
 th

at
 th

e 
co

m
m

un
ity

 b
en

ef
it 

an
d 

fin
an

ci
al

 im
pa

ct
 h

av
e 

be
en

 c
le

ar
ly

 d
oc

um
en

te
d.

 
 W

he
re

 th
er

e 
is

 a
 d

ec
la

re
d 

co
un

ci
llo

r i
nt

er
es

t i
n 

th
e 

or
ga

ni
sa

tio
n 

oc
cu

py
in

g 
th

e 
pr

em
is

es
, i

t i
s 

pa
rt

ic
ul

ar
ly

 
im

po
rt

an
t t

ha
t t

he
 C

ou
nc

il 
ca

n 
ev

id
en

ce
 in

de
pe

nd
en

t 
de

ci
si

on
-m

ak
in

g,
 a

pp
ro

pr
ia

te
 le

ga
l a

dv
ic

e,
 c

on
si

de
ra

tio
n 

of
 

va
lu

at
io

n/
un

de
rv

al
ue

, a
ny

 s
ub

si
dy

 c
on

tr
ol

 im
pl

ic
at

io
ns

, a
nd

 a
 

pr
op

er
ly

 d
oc

um
en

te
d 

oc
cu

pa
tio

n 
ag

re
em

en
t. 

Th
e 

au
di

t t
ra

il 
sh

ou
ld

 a
ls

o 
co

nf
irm

 th
at

 th
e 

co
un

ci
llo

r w
ith

 th
e 

de
cl

ar
ed

 
in

te
re

st
 to

ok
 n

o 
pa

rt
 in

 n
eg

ot
ia

tio
ns

 o
r d

ec
is

io
ns

 o
n 

be
ha

lf 
of

 
th

e 
C

ou
nc

il.
 

 It 
is

 re
co

m
m

en
de

d 
th

at
 th

e 
C

ou
nc

il 
ob

ta
in

s 
an

d 
re

ta
in

s 
ap

pr
op

ria
te

 le
ga

l a
dv

ic
e,

 e
ns

ur
es

 a
ny

 in
te

rim
 o

cc
up

at
io

n 
is

 
pr

op
er

ly
 d

oc
um

en
te

d,
 a

nd
 re

co
rd

s 
a 

cl
ea

r d
ec

is
io

n-
m

ak
in

g 
au
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t t

ra
il 

be
fo

re
 th

e 
fin

al
 le

as
e 

is
 c

om
pl

et
ed
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 R

ec
on

ci
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ns

 c
ar
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d 

ou
t p

ro
pe
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y 

du
rin

g 
th

e 
ye

ar
 

Re
vi

ew
 o

f i
nt

er
na

l 
co

nt
ro
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Th
e 

Cl
er

k 
co

m
pl

et
es

 b
an

k 
re

co
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ili
at

io
ns

, a
nd

 a
n 

in
de

pe
nd

en
t c

he
ck
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 u

nd
er

ta
ke

n 
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e 

Fi
na

nc
e 

Co
m

m
itt

ee
 

in
 a

cc
or

da
nc

e 
w

ith
 F

in
an
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l R
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at
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nd
 v

er
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Co

un
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un
tin

g 
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at
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en
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 c
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re
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gr
ee
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to

 c
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h 
bo
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, s

up
po
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ed
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y 
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di

t t
ra

il 
Re
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ew
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f p

ro
ce
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Ap

pr
op
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 a
cc

ou
nt

in
g 

pr
oc

ed
ur

es
 a

re
 u

se
d 

an
d 

ca
n 

be
 fo

llo
w

ed
 th

ro
ug

h 
fr
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 w

or
ki

ng
 p
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s t
o 

fin
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en
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En
d 

of
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ea
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cc
ou

nt
s w

er
e 

pr
ep
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 o
n 
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co
m

e 
&

 
Ex

pe
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itu
re

 b
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Fi

gu
re

s w
er

e 
ch
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ke

d 
to

 C
ou

nc
il’

s r
ec

or
ds

. 
 

 

K.
 L

im
ite
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su
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nc
e 

Re
vi

ew
 in

 2
02

4/
25

 –
 e

xe
m

pt
io

n 
cr

ite
ria

 re
vi

ew
ed

 
C

rit
er

ia
 re

vi
ew

 
Th

e 
Co

un
cil

 d
id

 n
ot

 m
ee

t t
he

 cr
ite

ria
 fo

r e
xe

m
pt

io
n 

fro
m

 a
 

Lim
ite

d 
As

su
ra

nc
e 

Re
vi

ew
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L.
 

W
eb

si
te

 p
ub

lis
he

s 
re

qu
ire

d 
in

fo
rm

at
io

n,
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 u
p 

to
 d

at
e 

an
d 

in
 a

cc
or

da
nc

e 
w

ith
 re

le
va

nt
 le

gi
sl

at
io

n 
Re

vi
ew

 o
f p

ub
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he
d 

in
fo

rm
at

io
n 

on
 w

eb
si

te
 

 
Th

e 
Lo

ca
l G

ov
er
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en
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5 
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ie
d 
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e 
Co

un
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26
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Th
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e 

ye
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s o
f m

in
ut

es
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 a
ge
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as
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 p
ub

lis
he

d 
to

 
th

e 
Co

un
cil

 w
eb

sit
e.

 
 

Fi
ve
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ea

rs
 o

f A
GA

R 
in

fo
rm

at
io

n 
is 

no
t a
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ila

bl
e 

on
 

th
e 

w
eb

sit
e 

bu
t w

ill
 b

e 
up

lo
ad

ed
 a

s t
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 w
eb

sit
e 

is 
ne

w
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Th

er
e 

ar
e 

co
nt

ac
t d

et
ai

ls 
fo

r a
ll 

Co
un

cil
lo

rs
 o

n 
th

e 
w

eb
sit

e.
 

 
An
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O

 p
ub

lic
at

io
n 

sc
he

m
e 

is 
pu

bl
ish

ed
 to

 th
e 

w
eb

sit
e.

 
 

Th
e 

IC
O

’s
 p

ub
lic

at
io

n 
sc

he
m

e 
gu

id
an

ce
 e

xp
ec

ts
 re

po
rt

s 
pr

es
en

te
d 

to
 C

ou
nc

il 
an

d 
C

om
m

itt
ee

 m
ee

tin
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 to
 b

e 
m

ad
e 

ro
ut

in
el

y 
av

ai
la

bl
e,

 s
ub

je
ct

 to
 a

ny
 la

w
fu

l e
xe

m
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io
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 fr
om

 
di

sc
lo

su
re

. T
he

 C
ou

nc
il 

sh
ou

ld
 th

er
ef

or
e 

re
vi

ew
 w

he
th

er
 

m
ee

tin
g 

re
po

rt
s 

ar
e 

be
in

g 
pu

bl
is

he
d 

co
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is
te

nt
ly

 a
lo

ng
si

de
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en
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s 

an
d 

m
in

ut
es

 w
he

re
 a

pp
ro

pr
ia

te
. 

 So
m

e 
of

 th
e 

m
is

si
ng

 e
le

m
en

ts
 e

xp
ec

te
d 

to
 b

e 
pu

bl
is

he
d 

in
 

ac
co

rd
an

ce
 w

ith
 th

e 
Tr

an
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ar
en

cy
 C
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e 

in
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e 
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e 

fo
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w
in
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l e
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en
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tu
re

 o
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r £
50

0 
o 

In
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tio
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er
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 c
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o 
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f p
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nd
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 b
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de
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O
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n 
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M
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Ex
er

ci
se

 o
f P

ub
lic

 R
ig
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s 

co
rr
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tl

y 
pr
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id

ed
 fo
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Re

vi
ew

 o
f 2

02
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25
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 2

02
4/

25
, t
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 C

ou
nc

il 
di

d 
no

t c
or

re
ct

ly
 p

ro
vi

de
 fo

r t
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pe

rio
d 

fo
r t

he
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xe
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 o

f p
ub

lic
 ri

gh
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 a
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eq
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re
d 

by
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e 
Ac

co
un

ts
 a

nd
 A

ud
it 

Re
gu

la
tio

ns
. 

 

C
ar

e 
sh

ou
ld

 b
e 

ta
ke

n 
in

 c
al

cu
la

tin
g 

th
e 
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te

s 
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 th
e 

no
tic

e 
pe

rio
d 

sh
ou

ld
 b

e 
fo
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0 

w
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ki
ng

 d
ay
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on

ly
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N
. 
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ub
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n 
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m
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ie

d 
w

ith
 

Re
vi

ew
 o

f 2
02

4/
25

 
Th

e 
Pa

ris
h 

Co
un

cil
 d

id
 n

ot
 co

m
pl

y 
w

ith
 th

e 
re

qu
ire

m
en

t t
o 

pu
bl

ish
 th

e 
20

24
/2

5 
AG

AR
 in

fo
rm

at
io

n.
 

Th
e 

Ex
te

rn
al

 A
ud

ito
r’s

 C
er

tif
ic

at
e 

w
as

 n
ot

 p
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Transparency Compliant 
PROCESS FINDINGS RECOMMENDATIONS & 

ACTIONS 
1. Review of Internal Audit 2024/25 considered and actioned 

Good Practice The Internal Audit report was 
reviewed by Council and published 
to the website.  There were matters 
raised which received attention. 

The Council responded positively 
to the Internal Audit by 
developing an Internal Audit 
action plan.  

2. External Audit recommendations 2024/25 considered and actioned 
Good Practice The Conclusion of Audit report was 

received for 2024/25 and reviewed 
by Council.  There were matters 
requiring attention which received 
attention. 

Not all required AGAR 
publication requirements were 
fully met as noted earlier in this 
report. 

3. Compliance with Transparency Code 
Good Practice / Legal conformity The Council is obliged to publish 

all elements that apply within the 
Transparency Code. 

Compliance work should be 
undertaken in the coming year. 

 

Technical, Governance Observations and Further Recommendations: 

In accordance with the Practitioners’ Guide, section 1.5, the Council needs to have appropriate evidence to 
support a ‘yes’ answer to an assertion and therefore this evidence should be referenced with the 
Governance Statement decisions in a set of formal minutes.  A Statement of Internal Control and Risk 
Register is a useful tool in consideration of Assertion answers. 
 
There is a defined procedure for approving the AGAR.  The RFO must certify the accounts (Section 2) before 
they are presented to the authority for approval.  It is recommended that this procedure is followed.   
 
It was noted that councillor co-option had been considered in confidential session. Co-option is a decision 
of the Council and should normally be conducted in open session, in accordance with the general principle 
that parish council meetings are open to the public unless there is a specific and justified reason to exclude 
the press and public. 
 
Whilst it may be appropriate to consider personal information provided by applicants confidentially, the 
decision to co-opt a councillor, and the associated vote, should be transparent and clearly recorded in the 
minutes. The Public Bodies (Admission to Meetings) Act 1960 permits the exclusion of the public only where 
publicity would be prejudicial to the public interest due to the confidential nature of the business, or for 
other special reasons stated in the resolution. In addition, voting at parish council meetings is normally by 
show of hands under Schedule 12 of the Local Government Act 1972. 
 
It is recommended that the Council reviews its co-option process and adopts a clear Co-option Policy 
setting out how vacancies will be advertised, how applications will be considered, how any personal 
applicant information will be handled, and how the final decision and vote will be recorded. 
 
The Council has an adequate storage system for both digital and hard copy documentation and has a 
Document Retention Policy. 
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Conclusion 

Internal control and governance arrangements have improved significantly since the 2024/25 Internal Audit 
with the Clerk and Council demonstrating a diligent approach to strengthening processes and addressing 
previous recommendations. 

I would like to thank the Parish Clerk for the timely provision of documentation and for her assistance which 
supported the smooth delivery of the audit.  

This report should be formally received and noted at the next meeting of the Council, recorded in the 
minutes and published to the website. 
 
Should you require any further assistance or clarification, please do contact me. 
 
Helen Symmons 
Legra Internal Audit Service 
Internal Auditor 
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Policy Objectives 

Rochford Parish Council’s objectives in managing risk are to: 
 Safeguard the council assets, including property, finances, staff and reputation. 
 Ensure the continued delivery of high-quality services and facilities to the community. 
 Support sound decision-making by providing a structured framework for assessing 

risks.  
 Comply with statutory and regulatory obligations. 
 Minimise financial, operational and reputational losses by anticipating and managing 

risks effectively. 
 Promote a culture of proactive risk awareness among councillors, staff and 

contractors. 
 
Scope 
This policy applies to all areas of the Council’s activities, including governance, finance, 
operations, assets, services, projects and partnerships. It also covers external risks that may 
affect the Council, such as legislative changes, economic pressures or environmental 
events.  
 
Responsibilities  

 The council has ultimate responsibility for ensuring that affective risk management 
arrangements are in place.  

 The Clerk/Responsible Financial Officer is responsible for maintaining the Risk 
Register, implementing control measures and reporting any risks to the Council. 

 Councillors and staff are expected to be aware of risks in their area of responsibility 
and to report any concerns promptly 

 
Review  

 This policy and the accompanying Risk Management Schedule will be reviewed 
annually by the Clerk/Responsible Financial Officer and reported to the Full Council. 
Additional reviews may take place in response to significant changes to legislation, 
operations or the wider risk environment.  
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1. Introduction 
Rochford Parish Council recognises the importance of effective and secure 
information technology (IT) and email usage in supporting its business, 
operations, and communications.  
 
This policy outlines the guidance and responsibilities for the appropriate use of 
IT resources and email by council members, employees, volunteers, and 
contractors.  
 

2. Scope 
This policy applies to all individuals who use Rochford Parish Council’s IT 
resources, including computers, tablets, networks, software, devices, data, and 
email accounts.  
 

3. Acceptable use of IT resources and emails 
Rochford Parish Council’s IT resources and email accounts are to be used for 
official council-related activities and tasks. All users must adhere to ethical 
standards, respect copyright, and intellectual property rights, and avoid 
accessing inappropriate or offensive content.  
 

4. Device and Storage Usage  
 
4.1  Council owned devices 

Where possible, authorised devices, software and applications will be 
provided by Rochford Parish Council for work-related tasks. The equipment 
may be provided to employees and councillors. In relation to council owned 
devices the following requirements should be observed: 
 

 Council computer equipment is provided for council purposes; 
however reasonable personal use is permitted. 

 Unauthorised installation of software on authorised devices, including 
personal software, is strictly prohibited due to security concerns. 

 In the event of any faults arising with the equipment, the user may not 
dismantle the equipment but must advise the Clerk so that repair may 
be arranged by an appropriate provider.  

 All equipment should be treated with good care at all times, and the 
equipment should be kept clean and every precaution taken to 
prevent food and drink from spilling onto the equipment.  

 Personal USB sticks or external devices should not be used on 
Council owned equipment without the agreement of the Council to 
avoid the introduction of viruses.  
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4.2  Personal Devices  
The council recognises that Councillors may wish to use their own personal 
equipment including smartphones, tablets, laptops etc, to access the 
Council servers, clouds, and networks for the purposes of Council business 
including to read emails, Teams messages and access documentation. 
This is permitted subject to the following requirements being met: 
 

 Maintain a clear separation between personal data and Council data, 
if necessary, by setting up separate profiles. 

 To ensure that data cannot be accessed by family who may use the 
device and ideally not to share any device with a family member. 

 That the same security measures that are in place for a work device 
are applicable to personal devices. 

 To keep all systems on a personal device including security 
protection up to date. 

 The owner of the device is personally liable for the functioning of the 
device and its maintenance.  

 Where available, device encryption should be enabled on any device 
used to store Council information.  

 Prior to the disposal of any device or upon a councillor leaving the 
council, all data relating to Council business shall be deleted 
together with any passwords, user access shortcuts. The user may 
be required to allow the Council to arrange for an IT provider to 
access the device to ensure that such data is deleted.  

 
Any personal device used for Council business must have: 

 Password or biometric protection. 
 Automatic screen lock 
 Current security updates 
 Anti-malware protection where appropriate  

 
5. Data management and Security  

All sensitive and confidential Rochford Parish Council data should be stored and 
transmitted securely using approved methods. Regular data backups should be 
performed to prevent data loss, and secure data destruction methods should be 
used when necessary.  
 
Upon a councillor or employee leaving the Council, access to Council systems 
shall be removed as soon as practicable and all Council-owned property 
returned.  
 

6. Network and Internet Usage  
Rochford Parish Council’s network and internet connections should be used 
responsibly and efficiently for official purposes. Downloading and sharing 
copyrighted material without proper authorisation is prohibited.  
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7. Cloud Storage and Document Sharing 
Council documents should only be stored within approved Council systems. 
Users must not save Council documents to personal cloud storage accounts, 
including personal OneDrive, Google Drive, Dropbox or similar services.  
 

8. Remote Working 
Increased security measures apply when working away (e.g., travelling or away 
from the usual place of work). The following procedures apply. 
 

 The location and direction of the screen should be checked to make sure 
that confidential information is out of view and to avoid other people (such 
as passengers on public transport) reading messages.  

 Do not log onto Council Systems using any device that is not owned by 
the Council or user.  

 Any data printed should be collected promptly and stored securely.  
 Papers, files, or computer equipment should not be left unattended unless 

arrangements have been made for it to be left in a locked environment. 
Also, equipment and papers should not be left in a vehicle. If it is 
unavoidable, it should be stored out of sight in the boot of the car. If 
staying away overnight, Council data and equipment should be taken into 
the accommodation and stored securely. 

 
9. Email Communication  

Email accounts provided by Rochford Parish Council are for official 
communication only. Emails should be professional and respectful in tone. 
Confidential or sensitive information must not be sent via email unless it is 
encrypted.  
 
Be cautious with attachments and links to avoid phishing and malware. Verify the 
source before opening any attachments or clicking on links.  
 
Councillors and employees conducting Council business must use their official 
Council email account. Where exceptional circumstances require the use of a 
personal email account, any Council related correspondence must be forwarded 
to the user’s Council email account as soon as practicable.  
 

10. Password and Account Security 
Rochford Parish Council users are responsible for maintaining the security of 
their accounts and passwords. 
 
Passwords should: 

 Be strong and unique 
 Not shared with others 
 Not reused across multiple systems 
 Not be written down or stored insecurely 
 Be stored using an approved password manager where appropriate  
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All Council email, Microsoft 365 and cloud-based systems must be protected by 
Multi-Factor Authentication (MFA) wherever technically possible. 
 

11. Mobile Devices and Remote Work 
Mobile devices provided by Rochford Parish Council should be secured with 
passcodes and/or biometric authentication. When working remotely, users should 
follow the same security practices as if they were in the office. This requirement 
relates to mobile phones, iPads, and laptops. In the event that a phone call is 
made in a public place, the user should be aware of being overheard and should 
take care not to mention specific names, confidential information or details or 
information that is not otherwise in the public domain. 
 

12. Email Monitoring 
Rochford Parish Council reserves the right to monitor email communications. 
Monitoring will only be undertaken where there is a legitimate business need and 
in accordance with data protection legislation, employment law and the Council’s 
governance arrangements. Any monitoring activity shall be authorised by the 
Clerk, or where appropriate, the Council. 
 

13. Data Retention and Archiving 
Records shall be retained in accordance with the Council’s Retention and 
Disposal Policy and any statutory requirements.  
 

14. Reporting Security Incidents 
Any suspected cyber security incident, personal data breach, lost device or 
unauthorised disclosure of information must be reported to the Clerk and the 
Council’s designated IT provider. The Clerk shall assess whether the incident 
requires reporting under the UK GDPR and Data Protection Act 2018. 
 

15. Use of Artificial Intelligence 
Users must not upload confidential, personal or commercially sensitive Council 
information into public AI systems unless authorised and appropriate safeguards 
are in place. 
 

16. Use of Public Wi-Fi  
Users should avoid accessing Council systems via public Wi-Fi networks unless 
using an approved secure connection such as a VPN. 
 

17. Microsoft Teams and Electronic Communications 
Council business conducted through Microsoft Teams, shared workspaces, chat 
functions and similar electronic communication systems shall be treated as 
Council records and managed in accordance with the Council’s Retention and 
Disposal Policy. 
 

18. Training and Awareness 
Rochford Parish Council will provide regular training and resources to educate 
users about IT security best practices, privacy concerns, and technology 



 

6 
 

updates. All employees and councillors will receive regular training on email 
security and best practices.  
 

19. Compliance and Consequences  
Breach of this IT and Email Policy may result in the suspension of IT privileges 
and further consequences as deemed appropriate.  
 

20. Policy Review  
This policy will be reviewed annually to ensure its relevance and effectiveness. 
Updates may be made to address emerging technology trends and security 
measures.  
 

21. Contacts 
For IT-related enquiries or assistance, users can contact the Clerk who may in 
turn seek advice or assistance from the Council’s designated IT provider.  
 
All staff and councillors are responsible for the safety and security of Rochford 
Parish Council’s IT and email systems. By adhering to this IT and Email Policy, 
Rochford Parish Council aims to create a secure and efficient IT environment 
that supports its mission and goals.  
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Introduction 
Rochford Parish Council (the Council) is required to maintain adequate financial 
reserves to meet the needs of the Council. The purpose of this policy is to set out 
why Rochford Parish Council holds financial reserves and how they are managed.  

Reserves are money set aside to provide stability and security for the Council’s 
finances. They ensure the Council can continue to deliver services if unexpected 
costs arise, income is delayed, or larger planned projects need funding in future 
years. By setting clear rules for how reserves are built up, used, and reviewed, the 
Council can demonstrate good financial management and reassure residents that 
public money is being handled responsibly.  

Sections 32 and 43 of the Local Government Finance Act 1992 require local 
authorities to have regard to the level of reserves needed for meeting estimated 
future expenditure when calculating the budget requirement. There is no specified 
minimum level of reserves that an authority should hold, and it is the responsibility of 
the Clerk to advise the Council about the level of reserves to enable the Council to 
consider the appropriate level of both any general and earmarked reserves. 

The Clerk shall maintain a detailed Reserves Schedule showing: 

 Opening balance 
 Contributions during the year 
 Expenditure during the year 
 Closing balance  
 Purpose of the reserve 

 

Types of Reserves 
Reserves can be categorized as general or earmarked. 

Earmarked Reserves can be held for many reasons, for example: 

 Renewals – to enable services to plan and finance an effective programme of 
vehicle, equipment and infrastructure replacement and planned property 
maintenance. These reserves are a mechanism to ensure that a replacement 
programme can be achieved without the need to vary budgets. 

 Carry forward of underspend – some services commit expenditure to 
projects but cannot spend the budget in year. Reserves are used to carry 
forward these resources. 

 Insurance Reserve – to enable to Council to be able to meet the excesses of 
claims not covered by insurance.  

 Other earmarked reserves may be set up from time to time to meet known or 
predicted liabilities. 

General Reserves are funds which do not have any restrictions as to their use. 
These reserves can be used to smooth the impact of uneven cash flows, offset the 
budget requirement if necessary or can be held in case of unexpected events or 
emergencies.  
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Earmarked Reserves 
Earmarked reserves will be established on a ‘needs’ basis. Earmarked reserves shall 
have: 

 A clearly defined purpose 
 A target amount where appropriate 
 A planned timescale for use 
 Annual review by the Council 

Any decision to set up a reserve must be made by the Council. 

Expenditure from reserves can only be authorised by the Council. 

Reserves must not be used to pay for the Council’s regular on-going running costs, 
such as staff wages or utility bills. Doing so would quickly drain the reserves and is 
not sustainable. Reserves may be used if there is an unexpected one-off cost or 
pressure, but the Council will plan to replace the money in the following year’s 
budget. Earmarked reserves that have been used to meet a specific liability would 
not need to be replenished, having served the purpose for which they were originally 
established. 

All Earmarked Reserves are recorded on a central schedule held by the Clerk which 
lists the various Earmarked Reserves and the purpose for which they are held. 

Reviewing the Council’s Financial Risk Assessment is part of the budgeting and year 
end accounting procedures and identifies planned and unplanned expenditure items 
and thereby indicates an appropriate level of Reserves. 

Earmarked reserves may be established to fund future capital projects, asset 
replacement programmes and major repairs to Council-owned land, buildings and 
infrastructure.  

General Reserves 
The level of General Reserves is a matter of judgement for the Council. The primary 
means of building reserves will be through an allocation from the annual budget. This 
will be in addition to any amount required to replenish reserves that have been used 
during the previous year.  

Setting the level of General Reserves forms part of the discussions in the formulation 
of the medium long-term financial strategy and the annual budget. The Council must 
build and maintain sufficient working balances to cover the key risks it faces, as 
expressed in its financial risk assessment.  

If General Reserves were exhausted due to major unforeseen spending pressures 
within a particular financial year, the Council can draw down from its earmarked 
reserves to provide short-term resources.  

The Joint Panel of Accountability and Governance Practitioner’s Guide, which sets 
out expected standards of financial governance, states that as there is no specific 
right to accumulate funds via the precept, all reserves should be reviewed on an 
annual basis and justified. The Practitioner’s Guide also states that with regard to the 
appropriate minimum level of an authority’s General Reserve is that this should be 
maintained at between three and twelve months of net revenue expenditure. The 
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level of financial reserves held by the Council will be agreed by the Council during 
the discussions held during the setting of the budget for the following financial year. 

The Council will normally seek to maintain General Reserves within the range 
recommended by the JPAG (Joint Panel on Accountability and Governance) 
Practitioner’s Guide, taking account of identified risks, asset ownership and service 
responsibilities.  

The Council will review its General and Earmarked reserves at least annually as part 
of the budget-setting process and whenever significant changes in financial 
circumstances occur.  

Investment and Cash Management 
The Council will ensure that reserves funds are held and invested in accordance with 
the Council’s Investment Policy and Financial Regulations.  

Transparency 
The Council’s reserves position shall be reviewed by the Finance Committee and 
reported to Council annually as part of the budget-setting process. 



Emma Goodings
Director of Place

Brentwood Borough Council & 
Rochford District Council

Rochford Parish Council
Parish Council Rooms
West Street
Rochford
Essex SS4 1AS

Ask for: Mr Richard Kilbourne
Direct Dial: 01702 546366

Email: planning.applications@rochford.gov.uk
My Ref: 26/00416/FUL

Your Ref: 

8th June 2026

Application No: 26/00416/FUL
Applicant: Cottis House Ltd - Mr Stephen Johnson
Site Location: Rumsey House  Locks Hill Rochford Essex
Proposal: Change of use of Units 3 & 4 Rumsey House from office 

accommodation (Class E(g)) to a day opportunities centre for 
children and adults with learning disabilities (Class E).

Dear Sir/Madam
Town & Country Planning Act 1990 (as amended)

Town & Country Planning (General Development Procedure) Order 1995 (as amended)
Planning (Listed Buildings and Conservation Areas) Act 1990 (as amended)

Town & Country Planning (Control of Advertisements) Regulations 1992

Parish/Town Council Planning Consultation

I have received plans(s) and application form in respect of the proposal detailed above for 
your consideration. These can be viewed using the following link:- Rochford Development 
Control .

I should be grateful if you would forward any observations that you may have to make within 
21 days of the date of this letter .

If there is no response to this consultation letter within 21 days, it will be assumed that you have no comments to 
make on the proposal.

Yours faithfully,

Ms Emma Goodings
MA Hons (cantab) MA MRTPI

Post and parcel deliveries ONLY: Rochford District Council, Civic Suite , 2 
Hockley Road, Rayleigh, Essex, SS6 8EB. IN PERSON AT RECEPTION: 
Rochford Library, 8 Roche Close, Rochford, Essex, SS4 1PX. Phone: 
01702 546366 Website: www.rochford.gov.uk


