SWINFEN AND PACKINGTON PARISH COUNCIL
Ms Jayne Minor
E-Mail: jayneminor@talktalk.net

clerk@swinfenandpackingtonparishcouncil.gov.uk
Web Site: www.swinfenandpackington.org.uk

Our Ref: JM 06 May 2026

To: All Members of the Parish Council

Dear Councillor

You are hereby summoned to attend the Meeting of the Parish Council to be held in the
Conference Centre, HMP Swinfen on Wednesday 13 May 2026 commencing 6.00 p.m. at which
the business set out below will be transacted.

Yours sincerely

_aywe Minor

Jayne Minor (Ms) CiLCA & FiLCA
Parish Clerk

AGENDA |

PUBLIC FORUM

To promote community engagement, the public now has the opportunity to attend and speak at
all of the Parish Council's meetings. Please refer to the end of the agenda for details of how to
participate in this meeting.

1. ELECTION OF CHAIRMAN OF THE PARISH COUNCIL FOR THE ENSUING YEAR
FOLLOWED BY DECLARATION OF ACCEPTANCE OF OFFICE

2. APOLOGIES FOR ABSENCE

3. DECLARATIONS OF INTEREST AND DISPENSATION
To receive declarations of interests and consider requests for dispensations.

4. MINUTES
To approve as a correct record the Minutes of the Meeting of the Parish Council held on
11 March 2026 (Minute Nos. 56-68) (ENCLOSURE).

5. CHAIRMAN'S ANNOUNCEMENTS

6. THE HIGH-SPEED RAIL PLANS
Members are requested to debate the up-to-date position relating to the High-Speed Rail
Plans.
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7.

10.

CIL MONIES [FOR INFORMATION PURPOSES ONLY]

ClIL receipts
Total amount of CIL received in financial year
2025/26 £0.00
Total amount of CIL received in financial year
2024/25 £0.00
Total amount of CIL received in financial year
2023/24 £0.00
Total amount of CIL received in financial year
2022/23 £0.00
Total amount of CIL received in financial year
2021/22 £26,163.50
Total amount of CIL received in financial year
2020/21 £8,721.17
Total amount of CIL received in financial year
2019/20 £410.55
Total amount of CIL received in financial year
2018/19 £1,037.77
TOTAL RECEIVED £36,332.99
CIL Spent
Total amount of CIL spent in financial year 2025/26 £0.00
Total amount of CIL spent in financial year 2024/25 £575.00
Total amount of CIL spent in financial year 2023/24 £16,000.00
Total amount of CIL spent in financial year 2022/23 £10,424.50
Total amount of CIL spent in financial year 2021/22 £4,090.00
Total amount of CIL spent in financial year 2020/21 £1,030.50
Total amount of CIL spent in financial year 2019/20 £295.00
Total amount of CIL spent in financial year 2018/19 £1,037.77
TOTAL SPENT £34,352.77
CIL Unspent
| TOTAL UNSPENT £1,080.22 |
RISK ASSESSMENT

Members are advised that the Risk Assessment has been completed and there are
currently no uncontrolled risks in any area of the Council's business in respect of the

Parish Council's bus shelters and public notice boards (ENCLOSURE).

INFORMATION TECHNOLOGY (IT) ACCEPTABLE USE AND SECURITY POLICY
Members are asked to approve the Information Technology (IT) Acceptable Use and

Security Policy (ENCLOSURE).

UPDATE OF STANDING ORDERS BASED ON NALC 2025 MODEL

Members are asked to approve the updated Standing Orders based on NALC 2025 Model

(ENCLOSURE).



11.

12.

13.

INFORMATION AND DATA PROTECTION POLICY
Members are asked to approve the Information and Data Protection Policy (ENCLOSURE).

ICO - INFORMATION AVAILABLE FROM SWINFEN AND PACKINGTON PARISH COUNCIL
UNDER THE FREEDOM OF INFORMATION ACT MODEL PUBLICATION SCHEME
Members are asked to approve the ICO (ENCLOSURE)

MOTION
This Council notes:

1 That the Government's English Devolution and Community Empowerment (EDCE)
Bill introduces a new duty on all local authorities to establish “effective neighbourhood
governance” structures, with further detail to be set out in forthcoming regulations.

2. That the Government has stated it wants all local authorities to have a way of
working with neighbourhoods “so they are not relying on town and parish councils to do
it,” indicating that parish and town councils may not automatically be recognised as the
primary neighbourhood governance mechanism.

3. That the Secretary of State will have powers to define neighbourhood areas and
set criteria for neighbourhood governance arrangements, but these definitions and
criteria have not yet been published, creating uncertainty about the future role of parish
and town councils within the new framework. [nalc.gov.uk]

4. That parish and town councils are the most local and democratically accountable
tier of government, with established relationships in communities and a strong track
record of facilitating local engagement and service delivery.

This Council believes:

1 That parish and town councils should play a central and influential role in any
new system of neighbourhood governance, reflecting their democratic mandate and
deep local knowledge.

2. That any new neighbourhood governance structures should complement, not
duplicate or marginalise, existing parish and town councils.

3. That clear guidance from Government is essential to avoid confusion, overlap,
and the dilution of local democratic accountability.

4. That parish and town councils are offered the opportunity to join any
neighbourhood governance structures created in their area.;

This Council resolves to:

1 Call on our local Member of Parliament to press the Secretary of State for
Housing, Communities and Local Government to:

o Ensure that parish and town councils are formally recognised as key
partners within the emerging neighbourhood governance framework;

o Guarantee that the forthcoming regulations and guidance clearly set out
how parish and town councils will be integrated into neighbourhood governance
structures;


https://www.nalc.gov.uk/resource/the-government-launches-survey-on-local-authority-led-neighbourhood-governance.html

14.
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15.
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18.

10.

o Provide assurance that new neighbourhood goverhance arrangements
will not duplicate functions or undermine the democratic legitimacy of parish and
town councils.

2. Write to the MP enclosing this motion and requesting active lobbying on behalf
of parish and town councils during the development of regulations under the EDCE Bill.

3. Engage with our principal authority to express the Council's expectation that
parish and town councils be meaningfully involved in shaping local responses to the
neighbourhood governance duty.

4. Publicly communicate this Council's position to residents, reaffirming our
commitment to maintaining strong, local, democratic representation.

STATEMENT OF ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2026

Section 1 - Annual Governance Statement 2025/26
Members are requested to approve the Annual Governance Statement (ENCLOSURE).

Section 2 - Accounting Statements 2025/26
Members are requested to approve the Accounting Statements (ENCLOSURE).

Certificate of Exemption - AGAR 2025/26 Form 2
Members are requested to approve the Certificate of Exemption (ENCLOSURE).

Following approval, the Chairman and Clerk be authorised to sign the Annual Governance
Statement and the Chairman to sign the Accounting Statements.

ANNUAL INTERNAL AUDIT REPORT 2025/26

Members are requested to received and note the contents of the Internal Audit Report
from Mr B Cooper forming Page 4 of the Annual Governance and Accountability Return
for the year ended 31 March 2026 (ENCLOSURE).

WEBSITE
Members are requested to consider renewal of the Parish Council's annual website
hosting and annual domain renewal in the sum of £100.

PARISH COUNCIL'S INSURANCE

Members are requested to consider renewal of the Parish Council's insurance which is
due for renewal on 01 June 2026 in the sum of £716.48. Premium must include public
liability, fidelity insurance (to cover both the precept and monies in the bank), bus shelters
and notice boards.

SWINFEN AND PACKINGTON PARISH COUNCIL DATA AUDIT
Members are asked to approve the Data Audit (ENCLOSURE)

EXCLUSION OF THE PRESS AND PUBLIC

The Chairman will move;

That under the Public Bodies (Admissions to Meetings) Act 1960 (Section 2) (and as
expended by Section 100 of the Local Government Act 1972), the press and public be

excluded from the meeting for the following items of business on the grounds that they
involve the likely disclosure of exempt information.



20. PARISH CLERK'S SALARY

Members are requested to approve the payment of the Parish Clerk's April and May 2026
salary (PINK ENCLOSURE).

21. DATE AND TIME FOR NEXT PARISH COUNCIL MEETING

Wednesday 15 July 2026
Wednesday 16 September 2026
Wednesday 18 November 2026
Wednesday 13 January 2027
Wednesday 17 March 2027
Wednesday 19 May 2027

All meetings will commence at 6pm

PUBLIC FORUM

15 minutes will be set aside at the beginning of this meeting for you to raise issues relevant to the remit of
the meeting. You will have up to 3 minutes and can raise more than one issue. However, the Chairman has
the option to extend the time allowed to you if they think it is appropriate. So that the Members at the
meeting can be properly briefed in order to enable them to provide a considered response to your question,
please advise the Town Clerk of the questionls] you wish to ask the Parish Council at least five working days
before the meeting. The Chairman of the meeting has the right to reject any representations that he/she
considers not to be appropriate for the meeting. The public forum session will usually be the first item on the
agenda and normally will last up to 15 minutes. In some instances, it may not be possible at the meeting to
provide an answer. Where that is the case, a written response will be sent to your stated address. While
audio and video recordings of this meeting are entirely legal, as a matter of courtesy to Parish Council
members who work for this Parish and this Council on a voluntary basis, we would be grateful if you would
let the Clerk or the Chairman know beforehand.



MINUTES OF THE SWINFEN AND PACKINGTON PARISH COUNCIL MEETING
HELD AT CONFERENCE CENTRE, HMP SWINFEN ON
WEDNESDAY 11 MARCH 2026 COMMENCING AT 6.00 PM
PRESENT

Councillor Dyott in the Chair
Councillor Loescher, Perks, Mrs Phillips, and Mrs Pope.

In attendance:

Ms J Minor, Parish Clerk
Mr Pritchard, County Executive Officer, Staffordshire Parish Councils Association

STANDING ORDER 1. - MEETING O)

The Parish Clerk referred to the Town Council's Standing Orders and in particular No. 1. - Meeting
- 0) (The Chair, if present, shall preside at a meeting. If the Chair is absent from a meeting, a
Councillor as chosen by the Councillors present at the meeting shall preside at the meeting) and
Members were asked to nominate. It was proposed and

RESOLVED That Councillor Dyott be elected Chair for this meeting in accordance with
Standing Orders.

LAURA WHITEHURST, GOVERNOR, HMP & YOI SWINFEN HALL
Following her attendance on 23 July 2025, Mrs Whitehurst provided an update.

PUBLIC FORUM

No members of the public were present.

56. APOLOGIES FOR ABSENCE were received from Councillor Armstrong (Dispensation),
Councillor Barnes

57. DECLARATIONS OF INTEREST

None declared.

58. MINUTES

RESOLVED That the Minutes of the Meeting of the Parish Council held on 14 January
2026 (Minute Nos. 46-55) as circulated, be approved as a correct record.

59. CHAIRMAN'S ANNOUNCEMENTS

In the absence of Councillor Barnes, there was no Chairman’'s Announcements.
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60.

61.

62.

63.

64.

65.

THE HIGH-SPEED RAIL PLANS

Councillor Loescher updated Members on the current situation.

CIL MONIES

RESOLVED That the CIL unspent to date totalling £1,080.22 be noted.

REVIEW OF EFFECTIVENESS OF INTERNAL AUDIT

RESOLVED That the Parish Council considers the system of internal control to be
sufficiently effective and the Review of Effectiveness of Internal Audit be signed by the
Chairman.

STATEMENT OF INTERNAL CONTROL AND ANNUAL REVIEW OF EFFECTIVENESS OF
INTERNAL AUDIT

RESOLVED That the Parish Council considers the controls currently in place are
effective and that the Statement of Internal Control and Annual Review of Effectiveness of
Internal Control be signed by the Chairman.

STAFFORDSHIRE PARISH COUNCILS' ASSOCIATION [SPCAI
Following Mr Pritchard's update regarding what the Association offers, it was

RESOLVED That the Parish Council renew membership of the Staffordshire Parish
Councils’ Association.

GOVERNMENT CONSULTATION ON LOCAL GOVERNMENT REORGANISATION IN
STAFFORDSHIRE AND STOKE ON TRENT

Members expressed their support for Lichfield District Council's preferred option for Local
Government Reorganisation, the creation of three smaller, community-focused unitary
authorities across Staffordshire and Stoke on Trent:

e North Staffordshire Unitary - covering the existing areas of Newcastle under
Lyme, Stoke on Trent, and Staffordshire Moorlands.

e South West Staffordshire - covering the existing areas of Cannock Chase, Stafford,
and South Staffordshire.

e South East Staffordshire - covering the existing areas of Lichfield, East
Staffordshire, and Tamworth.

This model represents a positive and pragmatic approach to reorganisation which the
Parish Council believes public services should be delivered: close to the people who use
them, shaped by local priorities and accountable to local communities.

RESOLVED That the Parish Clerk submits the Parish Council's views to the
Government's statutory consultation.
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66.

67.

68.

EXCLUSION OF THE PRESS AND PUBLIC

RESOLVED That under the Public Bodies (Admissions to Meetings) Act 1960 (Section 2)
(and as expended by Section 100 of the Local Government Act 1972), the press and public
be excluded from the meeting for the following items of business on the grounds that
they involve the likely disclosure of exempt information.

PARISH CLERK'S SALARY

RESOLVED That cheques be drawn in respect of the Parish Clerk's February 2026
(cheque number 100780) and March 2026 (cheque number 100783) salary, Staffordshire
Pension Fund - February 2026 (cheque number 100781) and Staffordshire Pension Fund -
March 2026 (cheque number 100782) and HMRC - 06 January 2026 to 05 April 2026
(cheque number 100785).

RESOLVED That the Parish Clerk's contractual hours be increased to 4 hours per week
with effect from 01 April 2026.

DATE AND TIME FOR NEXT PARISH COUNCIL MEETING

RESOLVED That:
Wednesday 13 May 2026 - Annual General Meeting

All meetings will commence at 6.00 pm.

(The Meeting closed at 7.15 pm)

SIGNEA s s s s s

B ES17<To R
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SWINFEN AND PACKINGTON PARISH COUNCIL
RISK ASSESSMENT
Company Name: Swinfen and Packington Parish Council
Date of Assessment: 05 April 2026
Anticipated Review Date: 05 April 2027 (or straightaway if any major damage/deterioration happens)

Undertaken by: Jayne Minor, Parish Clerk

Location or Hazard Level of Key Risks Facing Persons in Potential
Activity Risk the Parish Council | Danger Consequences
Should Risk
Occur

Measures Taken

Using the bus | Slips and trips Low Users
shelters

The bus shelters
are routinely
overviewed by
Parish Council
and any
problems dealt
with on an ad-
hoc basis.

Using the bus | Cuts from broken Low Users
shelters glass on the floor

The bus shelters
are routinely
overviewed by
Parish Council
and any
problems dealt
with on an ad-
hoc basis.

Bus shelters Low Damage to the bus The need to make
shelters good the damage
with the potential
accompanying
cost to the Parish

Regular
inspection of the
bus shelters.
Insurance of bus
shelters against




Location or Hazard Level of Key Risks Facing Persons in Potential Measures Taken
Activity Risk the Parish Council | Danger Consequences
Should Risk
Occur
Council. Potential | all risks.
claim against the Potential claim
Parish Council against third
party. Annual
review of
insurance cover.
Bus shelters Low Deterioration of The need to make | Annual
bus shelters good the damage | inspection of bus
with the potential | shelters followed
accompanying by action should
cost to the Parish | repairs be
Council. Potential | necessary.
claim against the
Parish Council.
Public notice Low Damage to public The need to make | Insurance
boards notice boards good the damage | against all risks.
with Annual review of
accompanying insurance cover.
cost to the Parish
Council.
Public notice Low Deterioration to The need to make | Annual

boards

public notice

good the

inspection of the

boards deterioration with | notice boards
accompanying with repairs
cost to the Parish undertaken if
Council. necessary.




Swinfen and Packington Parish Council
Information Technology (IT) Acceptable Use and Security Policy

Adopted 13 May 2026
1. Purpose

This policy sets out the requirements for the secure, lawful, and appropriate use of information
technology (IT) hardware, software, systems, and data used for Burntwood Town Council business.
It is intended to ensure compliance with Assertion 10 of the Annual Governance and
Accountability Return (AGAR), which requires the Council to have proper arrangements for the
use of digital technology, including cybersecurity, in place.

2. Scope
This policy applies to:
e Allcouncillors
o Allemployees (including temporary and part-time staff)
e Contractors and consultants
e Volunteers
e Any otherindividuals granted access to Council IT systems or data

The policy covers all Council-owned or Council-managed IT equipment and systems, and any
personal devices used to access Council information.

3. Legal and Regulatory Framework

This policy supports compliance with, but is not limited to:
o UK General Data Protection Regulation (UK GDPR)
e Data Protection Act 2018
e Computer Misuse Act 1990
e Copyright, Designs and Patents Act 1988
e Freedom of Information Act 2000
e |Local Government Transparency Code

4. Acceptable Use of IT Equipment and Systems

4.1 Council IT equipment and systems are provided for the purpose of conducting official Council
business.

4.2 Limited incidental personal use is permitted provided that it:
e Does not interfere with Council duties
e Does not incur additional cost to the Council

e Does not breach this or any other Council policy



4.3 Users must not:
o Use Council systems for unlawful, fraudulent, or defamatory purposes
e Access, create, store, or transmit offensive, obscene, or discriminatory material
e Circumvent security controls or monitoring systems
e Install unauthorised software or hardware
5. Hardware Security
5.1 Council-owned devices (including computers, laptops, tablets, and mobile phones) must be:
e Used in accordance with this policy
e Protected from loss, theft, or damage
e Secured with passwords, PINs, or biometric protection where available
5.2 Devices must not be left unattended in public places unless securely locked.

5.3 Loss or theft of any Council device must be reported immediately to the Parish Clerk &
Chairman of the Parish Council.

6. Software and Licensing
6.1 Only software that is;
e Lawfully obtained
e Properly licensed

¢ Approved by the Council or Parish Clerk
may be installed or used on Council devices.

6.2 Users must not download or use pirated, cracked, or unauthorised software.

6.3 Software updates and security patches must be applied promptly where updates are
managed by the user.

7. Access Control and Passwords
7.1 Access to Council systems and data must be limited to authorised users only.
7.2 Users must:
e Use strong, unique passwords
o Keep passwords confidential
¢ Not share accounts or login credentials
7.3 Multi-factor authentication must be used where available.
8. Data Protection and Information Security
8.1 Council data must be:
o Used only for legitimate Council purposes

e Stored securely



e Protected from unauthorised access, alteration, or disclosure
8.2 Personal data must be handled in accordance with the Council's Data Protection Policy.

8.3 Council information must not be stored on personal devices or personal cloud services unless
expressly authorised and appropriately secured.

9. Email, Internet, and Cloud Services

9.1 Council email accounts must be used for Council business.

9.2 Users must remain vigilant against phishing, malware, and other cyber threats and must not:
e Open suspicious links or attachments
e Provide passwords or sensitive information in response to unsolicited requests

9.3 Only Council-approved cloud and file-sharing services may be used to store or share Council
information.

10. Remote and Home Working

10.1 When working remotely, users must;
e Ensure screens are not visible to unauthorised persons
e Use secure internet connections
e Log out of systems when not in use

10.2 Public or unsecured Wi-Fi networks must not be used for accessing sensitive Council
systems unless a secure connection (such as a VPN) is in place.

11. Monitoring and Compliance

11.1 The Council reserves the right to monitor the use of its IT systems where lawful and
proportionate to do so.

11.2 Any suspected breach of this policy, data breach, or cybersecurity incident must be reported
immediately to the Clerk.

12. Breaches of Policy
12.1 Breaches of this policy may result in:

o Withdrawal of access to IT systems

e Disciplinary action (where applicable)

o Referral to external authorities where a legal offence is suspected
13. Review and Approval

This policy will be reviewed at least annually, or sooner if required by changes in legislation,
guidance, or technology.
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INTRODUCTION

This is an update to Model Standing Orders 14 and 18.

HOW TO USE MODEL STANDING ORDERS

Standing orders are the written rules of a local council. Standing orders are
essential to regulate the proceedings of a meeting. A council may also use
standing orders to confirm or refer to various internal organisational and
administrative arrangements. The standing orders of a council are not the same
as the policies of a council but standing orders may refer to them.

Local councils operate within a wide statutory framework. NALC model standing
orders incorporate and reference many statutory requirements to which councils
are subject. It is not possible for the model standing orders to contain or
reference all the statutory or legal requirements which apply to local councils.
For example, it is not practical for model standing orders to document all
obligations under data protection legislation. The statutory requirements to which
a council is subject apply whether or not they are incorporated in a council's
standing orders.

The model standing orders do not include model financial regulations. Financial
regulations are standing orders to regulate and control the financial affairs and
accounting procedures of a local council. The financial regulations, as opposed to
the standing orders of a council, include most of the requirements relevant to the
council's Responsible Financial Officer. Model financial regulations are available
to councils in membership of NALC.



RULES OF DEBATE AT MEETINGS

Motions on the agenda shall be considered in the order that they appear
unless the order is changed at the discretion of the chair of the meeting.

A motion (including an amendment) shall not be progressed unless it has
been moved and seconded.

A motion on the agenda that is not moved by its proposer may be treated
by the chair of the meeting as withdrawn.

If a motion (including an amendment) has been seconded, it may be
withdrawn by the proposer only with the consent of the seconder and the
meeting.

An amendment is a proposal to remove or add words to a motion. It shall
not negate the motion.

If an amendment to the original motion is carried, the original motion (as
amended) becomes the substantive motion upon which further
amendment(s) may be moved.

An amendment shall not be considered unless early verbal notice of it is
given at the meeting and, if requested by the chair of the meeting, is
expressed in writing to the chair.

A councillor may move an amendment to their own motion if agreed by the
meeting. If a motion has already been seconded, the amendment shall be
with the consent of the seconder and the meeting.

If there is more than one amendment to an original or substantive motion,
the amendments shall be moved in the order directed by the chair of the
meeting.

Subject to standing order 1(k), only one amendment shall be moved and
debated at a time, the order of which shall be directed by the chair of the
meeting.

One or more amendments may be discussed together if the chair of the
meeting considers this expedient but each amendment shall be voted upon
separately.

A councillor may not move more than one amendment to an original or
substantive motion.

The mover of an amendment has no right of reply at the end of debate on it.

Where a series of amendments to an original motion are carried, the mover
of the original motion shall have a right of reply either at the end of debate
on the first amendment or at the very end of debate on the final substantive
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motion immediately before it is put to the vote.

Unless permitted by the chair of the meeting, a councillor may speak once
in the debate on a motion except:

i, to speak on an amendment moved by another councillor;

ii. to move or speak on another amendment if the motion has been
amended since he last spoke;

ii.  tomake a point of order;
iv.  to give a personal explanation; or
V. to exercise a right of reply.

During the debate on a motion, a councillor may interrupt only on a point of
order or a personal explanation and the councillor who was interrupted
shall stop speaking. A councillor raising a point of order shall identify the
standing order which he considers has been breached or specify the other
irregularity in the proceedings of the meeting he is concerned by.

A point of order shall be decided by the chair of the meeting and their
decision shall be final.

When a motion is under debate, no other motion shall be moved except:

I to amend the motion;

i, to proceed to the next business;

iii. toadjournthe debate;

iv.  to put the motion to a vote;

V. to ask a person to be no longer heard or to leave the meeting;

vi.  torefer a motion to a committee or sub-committee for consideration;
vii.  to exclude the public and press;

viii.  to adjourn the meeting; or

ix.  tosuspend particular standing order(s) excepting those which reflect
mandatory statutory or legal requirements.

Before an original or substantive motion is put to the vote, the chair of the
meeting shall be satisfied that the motion has been sufficiently debated and
that the mover of the motion under debate has exercised or waived their
right of reply.

Excluding motions moved under standing order 1(r), the contributions or

speeches by a councillor shall relate only to the motion under discussion

and shall not exceed () minutes without the consent of the chair of the
5



meeting.

DISORDERLY CONDUCT AT MEETINGS

No person shall obstruct the transaction of business at a meeting or behave
offensively or improperly. If this standing order is ignored, the chair of the
meeting shall request such person(s) to moderate or improve their conduct.

If person(s) disregard the request of the chair of the meeting to moderate or
improve their conduct, any councillor or the chairman of the meeting may
move that the person be no longer heard or be excluded from the meeting.
The motion, if seconded, shall be put to the vote without discussion.

If a resolution made under standing order 2(b) is ignored, the chair of the
meeting may take further reasonable steps to restore order or to progress
the meeting. This may include temporarily suspending or closing the
meeting.

MEETINGS GENERALLY

Full Council meetings °
Committee meetings
Sub-committee meetings

Meetings shall not take place in premises which at the time of the
meeting are used for the supply of alcohol, unless no other premises
are available free of charge or at a reasonable cost.

The minimum three clear days for notice of a meeting does not include
the day on which notice was issued, the day of the meeting, a Sunday, a
day of the Christmas break, a day of the Easter break or of a bank
holiday or a day appointed for public thanksgiving or mourning.

The minimum three clear days’ public notice for a meeting does not
include the day on which the notice was issued or the day of the
meeting unless the meeting is convened at shorter notice OR [The
minimum three clear days' public notice of a meeting does not include the
day on which the notice was issued or the day of the meetingl.

Meetings shall be open to the public unless their presence is prejudicial
to the public interest by reason of the confidential nature of the
business to be transacted or for other special reasons. The public's
exclusion from part or all of a meeting shall be by a resolution which
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shall give reasons for the public’s exclusion.

Members of the public may make representations, answer questions and
give evidence at a meeting which they are entitled to attend in respect of
the business on the agenda.

The period of time designated for public participation at a meeting in
accordance with standing order 3(e) shall hot exceed 15 minutes unless
directed by the chair of the meeting.

Subject to standing order 3(f), a member of the public shall not speak for
more than 3 minutes.

In accordance with standing order 3(e), a question shall not require a
response at the meeting nor start a debate on the question. The chair of
the meeting may direct that a written or oral response be given.

A person shall raise their hand when requesting to speak. The chairman of
the meeting may at any time permit a person to be seated when speaking.

A person who speaks at a meeting shall direct their comments to the chair
of the meeting.

Only one person is permitted to speak at a time. If more than one person
wants to speak, the chair of the meeting shall direct the order of speaking.

Subject to standing order 3(m), a person who attends a meeting is
permitted to report on the meeting whilst the meeting is open to the
public. To “report” means to film, photograph, make an audio recording
of meeting proceedings, use any other means for enabling persons not
present to see or hear the meeting as it takes place or later or to report
or to provide oral or written commentary about the meeting so that the
report or commentary is available as the meeting takes place or later to
persons not present.

A person present at a meeting may not provide an oral report or oral
commentary about a meeting as it takes place without permission.

The press shall be provided with reasonable facilities for the taking of
their report of all or part of a meeting at which they are entitled to be
present.

Subject to standing orders which indicate otherwise, anything
authorised or required to be done by, to or before the Chair of the
Council may in their absence be done by, to or before the Vice-Chair of
the Council (if there is one).

The Chair of the Council, if present, shall preside at a meeting. If the
Chair is absent from a meeting, the Vice-Chair of the Council (if there is
one) if present, shall preside. If both the Chair and the Vice-Chair are
absent from a meeting, a councillor as chosen by the councillors
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present at the meeting shall preside at the meeting.

Subject to a meeting being quorate, all questions at a meeting shall be
decided by a majority of the councillors and non-councillors with
voting rights present and voting.

The chair of a meeting may give an original vote on any matter put to
the vote, and in the case of an equality of votes may exercise their
casting vote whether or not he gave an original vote.

See standing orders 5(h) and (i) for the different rules that apply in the
election of the Chair of the Council at the annual meeting of the Council.

Unless standing orders provide otherwise, voting on a question shall be
by a show of hands. At the request of a councillor, the voting on any
question shall be recorded so as to show whether each councillor
present and voting gave their vote for or against that question. Such a
request shall be made before moving on to the next item of business on
the agenda.

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

the time and place of the meeting;

i, the names of councillors who are present and the names of
councillors who are absent;

iil.  interests that have been declared by councillors and non-councillors
with voting rights;

iv.  the grant of dispensations (if any) to councillors and non-councillors
with voting rights;

V. whether a councillor or non-councillor with voting rights left the
meeting when matters that they held interests in were being
considered;

vi.  if there was a public participation session; and
vii.  the resolutions made.

A councillor or a non-councillor with voting rights who has a
disclosable pecuniary interest or another interest as set out in the
Council's code of conduct in a matter being considered at a meeting is
subject to statutory limitations or restrictions under the code on their
right to participate and vote on that matter.

No business may be transacted at a meeting unless at least one-third
of the whole number of members of the Council are present and in no
case shall the quorum of a meeting be less than three.
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See standing order 4alviii) for the quorum of a committee or sub-
committee meeting.

If a meeting is or becomes inquorate no business shall be transacted
and the meeting shall be closed. The business on the agenda for the
meeting shall be adjourned to another meeting.

A meeting shall not exceed a period of ( ) hours.

COMMITTEES AND SUB-COMMITTEES

Unless the Council determines otherwise, a committee may appoint a
sub-committee whose terms of reference and members shall be
determined by the committee.

The members of a committee may include non-councillors unless it is a
committee which regulates and controls the finances of the Council.

Unless the Council determines otherwise, all the members of an advisory
committee and a sub-committee of the advisory committee may be non-
councillors.

The Council may appoint standing committees or other committees as may
be necessary, and:

i, shall determine their terms of reference;

i, shall determine the number and time of the ordinary meetings of a
standing committee up until the date of the next annual meeting of
the Council;

ii.  shall permit a committee, other than in respect of the ordinary
meetings of a committee, to determine the number and time of its
meetings;

iv.  shall, subject to standing orders 4(b) and (c), appoint and determine
the terms of office of members of such a committee;

V. may, subject to standing orders 4(b) and (c), appoint and determine
the terms of office of the substitute members to a committee whose
role is to replace the ordinary members at a meeting of a committee if
the ordinary members of the committee confirm to the Proper Officer (
) days before the meeting that they are unable to attend;

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

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

viii. ~ shall determine the place, notice requirements and quorum for a
meeting of a committee and a sub-committee which, in both cases,
shall be no less than three;

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

X. shall determine if the public and press are permitted to attend the
meetings of a sub-committee and also the advance public notice
requirements, if any, required for the meetings of a sub-committee;

xi.  shall determine if the public may participate at a meeting of a sub-
committee that they are permitted to attend; and

xii.  may dissolve a committee or a sub-committee.

ORDINARY COUNCIL MEETINGS

In an election year, the annual meeting of the Council shall be held on or
within 14 days following the day on which the councillors elected take
office.

In a year which is not an election year, the annual meeting of the Council
shall be held on such day in May as the Council decides.

If no other time is fixed, the annual meeting of the Council shall take
place at 6pm.

In addition to the annual meeting of the Council, at least three other
ordinary meetings shall be held in each year on such dates and times as
the Council decides.

The first business conducted at the annual meeting of the Council shall
be the election of the Chair and Vice-Chair (if there is one) of the Council.

The Chair of the Council, unless he has resigned or becomes disqualified,
shall continue in office and preside at the annual meeting until their
successor is elected at the next annual meeting of the Council.

The Vice-Chair of the Council, if there is one, unless he resigns or
becomes disqualified, shall hold office until immediately after the
election of the Chairman of the Council at the next annual meeting of the
Council.

In an election year, if the current Chair of the Council has not been re-
elected as a member of the Council, he shall preside at the annual
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meeting until a successor Chair of the Council has been elected. The
current Chair of the Council shall not have an original vote in respect of
the election of the new Chair of the Council but shall give a casting vote
in the case of an equality of votes.

In an election year, if the current Chair of the Council has been re-elected
as a member of the Council, he shall preside at the annual meeting until
a new Chair of the Council has been elected. He may exercise an original
vote in respect of the election of the new Chair of the Council and shall
give a casting vote in the case of an equality of votes.

Following the election of the Chair of the Council and Vice-Chair (if there is
one) of the Council at the annual meeting, the business shall include:

In an election year, delivery by the Chair of the Council and
councillors of their acceptance of office forms unless the Council
resolves for this to be done at a later date. In a year which is not an
election year, delivery by the Chair of the Council of their
acceptance of office form unless the Council resolves for this to be
done at a later date;

i, Confirmation of the accuracy of the minutes of the last meeting of the
Council;

ii.  Receipt of the minutes of the last meeting of a committee;
iv.  Consideration of the recommendations made by a committee;

V. Review of delegation arrangements to committees, sub-committees,
staff and other local authorities;

vi. Review of the terms of reference for committees;
vii.  Appointment of members to existing committees;

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

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

X. Review of arrangements (including legal agreements) with other local
authorities, not-for-profit bodies and businesses.

xi.  Review of representation on or work with external bodies and
arrangements for reporting back;

xil.  Inan election year, to make arrangements with a view to the Council
becoming eligible to exercise the general power of competence in the
future;
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xiii. Review of inventory of land and other assets including buildings and
office equipment;

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

xV. Review of the Council's and/or staff subscriptions to other bodies;
xVi. Review of the Council's complaints procedure;

xVii. Review of the Council's policies, procedures and practices in respect
of its obligations under freedom of information and data protection
legislation (see also standing orders 11, 20 and 21),

xVviii. Review of the Council's policy for dealing with the press/media;
xix. Review of the Council's employment policies and procedures;

xX. Review of the Council's expenditure incurred under s.137 of the Local
Government Act 1972 or the general power of competence.

xXi. Determining the time and place of ordinary meetings of the Council
up to and including the next annual meeting of the Council.

EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND
SUB-COMMITTEES

The Chair of the Council may convene an extraordinary meeting of the
Council at any time.

If the Chair of the Council does not call an extraordinary meeting of the
Council within seven days of having been requested in writing to do so by
two councillors, any two councillors may convene an extraordinary
meeting of the Council. The public notice giving the time, place and
agenda for such a meeting shall be signed by the two councillors.

The chair of a committee [or a sub-committeel may convene an
extraordinary meeting of the committee [or the sub-committeel at any time.

If the chair of a committee [or a sub-committeel does not call an
extraordinary meeting within 7 days of having been requested to do so by
two members of the committee [or the sub-committeel, any two members
of the committee lor the sub-committeel may convene an extraordinary
meeting of the committee [or a sub-committeel.
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PREVIOUS RESOLUTIONS

A resolution shall not be reversed within six months except either by a
special motion, which requires written notice by at least two councillors to
be given to the Proper Officer in accordance with standing order 9, or by a
motion moved in pursuance of the recommendation of a committee or a
sub-committee.

When a motion moved pursuant to standing order 7(a) has been disposed
of, no similar motion may be moved for a further six months.

VOTING ON APPOINTMENTS

Where more than two persons have been nominated for a position to be
filled by the Council and none of those persons has received an absolute
majority of votes in their favour, the name of the person having the least
number of votes shall be struck off the list and a fresh vote taken. This
process shall continue until a majority of votes is given in favour of one
person. A tie in votes may be settled by the casting vote exercisable by the
chair of the meeting.

MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE
GIVEN TO THE PROPER OFFICER

A motion shall relate to the responsibilities of the meeting for which it is
tabled and in any event shall relate to the performance of the Council's
statutory functions, powers and obligations or an issue which specifically
affects the Council's area or its residents.

No motion may be moved at a meeting unless it is on the agenda and the
mover has given written notice of its wording to the Proper Officer at least 7
clear days before the meeting. Clear days do not include the day of the
notice or the day of the meeting.

The Proper Officer may, before including a motion on the agenda received
in accordance with standing order 9(b), correct obvious grammatical or
typographical errors in the wording of the motion.

If the Proper Officer considers the wording of a motion received in

accordance with standing order 9(b) is not clear in meaning, the motion

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

understood, in writing, to the Proper Officer at least 7 clear days before the
13
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meeting.

If the wording or subject of a proposed motion is considered improper, the
Proper Officer shall consult with the chair of the forthcoming meeting or, as
the case may be, the councillors who have convened the meeting, to
consider whether the motion shall be included in the agenda or rejected.

The decision of the Proper Officer as to whether or not to include the
motion on the agenda shall be final.

Motions received shall be recorded and numbered in the order that they are
received.

Motions rejected shall be recorded with an explanation by the Proper
Officer of the reason for rejection.

MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE

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

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

i, to move to a vote;

ii.  to defer consideration of a motion;

iv.  torefer a motion to a particular committee or sub-committee;
V. to appoint a person to preside at a meeting;

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

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

viii.  to require a written report;

iX.  toappoint a committee or sub-committee and their members;
X.  toextend the time limits for speaking;

xi.  toexclude the press and public from a meeting in respect of
confidential or other information which is prejudicial to the public
interest;

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

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

xiv.  to temporarily suspend the meeting;

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

xvi. to adjourn the meeting; or

xvii. to close the meeting.

MANAGEMENT OF INFORMATION

See also standing order 20.

The Council shall have in place and keep under review, technical and
organisational measures to keep secure information (including personal
data) which it holds in paper and electronic form. Such arrangements
shall include deciding who has access to personal data and encryption of
personal data.

The Council shall have in place, and keep under review, policies for the
retention and safe destruction of all information (including personal
data) which it holds in paper and electronic form. The Council’s retention
policy shall confirm the period for which information (including personal
data) shall be retained or if this is not possible the criteria used to
determine that period (e.g. the Limitation Act 1980).

The agenda, papers that support the agenda and the minutes of a
meeting shall not disclose or otherwise undermine confidential
information or personal data without legal justification.

Councillors, staff, the Council’'s contractors and agents shall not disclose
confidential information or personal data without legal justification.

DRAFT MINUTES

Full Council meetings °
Committee meetings
Sub-committee meetings

If the draft minutes of a preceding meeting have been served on
councillors with the agenda to attend the meeting at which they are due
to be approved for accuracy, they shall be taken as read.
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There shall be no discussion about the draft minutes of a preceding
meeting except in relation to their accuracy. A motion to correct an
inaccuracy in the draft minutes shall be moved in accordance with
standing order 10(a)i).

The accuracy of draft minutes, including any amendment(s) made to
them, shall be confirmed by resolution and shall be signed by the chair of
the meeting and stand as an accurate record of the meeting to which the
minutes relate.

If the chair of the meeting does not consider the minutes to be an
accurate record of the meeting to which they relate, he shall sign the
minutes and include a paragraph in the following terms or to the same
effect:

“The chair of this meeting does not believe that the minutes of
the meeting of the () held on [datel in respect of ( ) were a
correct record but this view was not upheld by the meeting and
the minutes are confirmed as an accurate record of the
proceedings.”

If the Council’s gross annual income or expenditure (whichever is
higher) does not exceed £25,000, it shall publish draft minutes on a
website which is publicly accessible and free of charge not later than
one month after the meeting has taken place.

Subject to the publication of draft minutes in accordance with standing
order 12(e) and standing order 20(a) and following a resolution which
confirms the accuracy of the minutes of a meeting, the draft minutes or
recordings of the meeting for which approved minutes exist shall be
destroyed.

CODE OF CONDUCT AND DISPENSATIONS

See also standing order 3(u).

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

Unless they have been granted a dispensation, a councillor or non-
councillor with voting rights shall withdraw from a meeting when it is
considering a matter in which he has a disclosable pecuniary interest. They
may return to the meeting after it has considered the matter in which he
had the interest.

Unless they have been granted a dispensation, a councillor or non-
councillor with voting rights shall withdraw from a meeting when it is
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considering a matter in which he has another interest if so required by the
Council's code of conduct. They may return to the meeting after it has
considered the matter in which they had the interest.

Dispensation requests shall be in writing and submitted to the Proper
Officer as soon as possible before the meeting, or failing that, at the start of
the meeting for which the dispensation is required.

A decision as to whether to grant a dispensation shall be made [by the
Proper Officer] OR [by a meeting of the Council, or committee or sub-
committee for which the dispensation is required] and that decision is final.

A dispensation request shall confirm:

the description and the nature of the disclosable pecuniary interest or
other interest to which the request for the dispensation relates;

i, whether the dispensation is required to participate at a meeting in a
discussion only or a discussion and a vote;

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

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

Subject to standing orders 13(d) and (f), a dispensation request shall be
considered [by the Proper Officer before the meeting or, if this is not possible,
at the start of the meeting for which the dispensation is required] OR [at the
beginning of the meeting of the Council, or committee or sub-committee for
which the dispensation is required].

A dispensation may be granted in accordance with standing order 13(e) if
having regard to all relevant circumstances any of the following apply:

i. without the dispensation the number of persons prohibited from
participating in the particular business would be so great a
proportion of the meeting transacting the business as to impede the
transaction of the business;

ii.  granting the dispensation is in the interests of persons living in the
Council's area,; or

iii. itis otherwise appropriate to grant a dispensation.

CODE OF CONDUCT COMPLAINTS

Upon notification by the Principal Council that a councillor or non-
councillor with voting rights has breached the Council’'s code of conduct,
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the Council shall consider what, if any, action to take against them. Such
action excludes disqualification or suspension from office.

PROPER OFFICER

The Proper Officer shall be either (i) the clerk or (ii) other staff member(s)
nominated by the Council to undertake the work of the Proper Officer when
the Proper Officer is absent.

The Proper Officer shall:

Vi.

Vii.

Vii.

at least three clear days before a meeting of the council, a
committee or a sub-committee,

serve on councillors by delivery, or post at their residences or by
email authenticated in such manner as the Proper Officer thinks
fit, a signed summons confirming the time, place and the
agenda (provided the councillor has consented to service by
email), and

Provide, in a conspicuous place, public notice of the time, place
and agenda (provided that the public notice with agenda of an
extraordinary meeting of the Council convened by councillors is
signed by them).

See standing order 3(b) for the meaning of clear days for a meeting of
a full council and standing order 3(c) for the meaning of clear days for
a meeting of a committee;

subject to standing order 9, include on the agenda all motions in the
order received unless a councillor has given written notice at least 5
days before the meeting confirming their withdrawal of it;

convene a meeting of the Council for the election of a new Chair of
the Council, occasioned by a casual vacancy in their office;

facilitate inspection of the minute book by local government
electors;

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

hold acceptance of office forms from councillors;

hold a copy of every councillor's register of interests;

assist with responding to requests made under freedom of
information legislation and rights exercisable under data protection
legislation, in accordance with the Council's relevant policies and

18



16,

Xi.

Xii.

Xiil.

XiV.

XV.

XVi.

XVii.

procedures;

liaise, as appropriate, with the Council's Data Protection Officer (if
there is one);

receive and send general correspondence and notices on behalf of
the Council except where there is a resolution to the contrary;

assist in the organisation of, storage of, access to, security of and
destruction of information held by the Council in paper and electronic
form subject to the requirements of data protection and freedom of
information legislation and other legitimate requirements (e.g. the
Limitation Act 1980);

arrange for legal deeds to be executed,;
(see also standing order 23);

arrange or manage the prompt authorisation, approval, and instruction
regarding any payments to be made by the Council in accordance
with its financial regulations;

record every planning application notified to the Council and the
Council's response to the local planning authority in a book for such
purpose;

refer a planning application received by the Council to the [Chair or in
their absence the Vice-Chair (if there is one) of the Councill OR [Chair
or in their absence Vice-Chair (if there is one) of the Planning
Committee] within two working days of receipt to facilitate an
extraordinary meeting if the nature of a planning application requires
consideration before the next ordinary meeting of [the Councill OR
[Planning Committeel;

manage access to information about the Council via the publication
scheme; and

retain custody of the seal of the Council (if there is one) which shall not
be used without a resolution to that effect.
(see also standing order 23).

RESPONSIBLE FINANCIAL OFFICER

The Council shall appoint appropriate staff member(s) to undertake the
work of the Responsible Financial Officer when the Responsible Financial
Officer is absent.
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17.

ACCOUNTS AND ACCOUNTING STATEMENTS

‘Proper practices” in standing orders refer to the most recent version of
‘Governance and Accountability for Local Councils - a Practitioners' Guide".

All payments by the Council shall be authorised, approved and paid in
accordance with the law, proper practices and the Council's financial
regulations.

The Responsible Financial Officer shall supply to each councillor as soon as
practicable after 30 June, 30 September and 31 December in each year a
statement to summarise:

i, the Council's receipts and payments (or income and expenditure) for
each quarter;

i, the Council's aggregate receipts and payments (or income and
expenditure) for the year to date;

ii.  the balances held at the end of the quarter being reported and

which includes a comparison with the budget for the financial year and
highlights any actual or potential overspends.

As soon as possible after the financial year end at 31 March, the Responsible
Financial Officer shall provide:

I each councillor with a statement summarising the Council's receipts
and payments (or income and expenditure) for the last quarter and the
year to date for information; and

i, to the Council the accounting statements for the year in the form of
Section 2 of the annual governance and accountability return, as
required by proper practices, for consideration and approval.

The year-end accounting statements shall be prepared in accordance with
proper practices and apply the form of accounts determined by the Council
(receipts and payments, or income and expenditure) for the year to 31
March. A completed draft annual governance and accountability return
shall be presented to all councillors at least 14 days prior to anticipated
approval by the Council. The annual governance and accountability return
of the Council, which is subject to external audit, including the annual
governance statement, shall be presented to the Council for consideration
and formal approval before 30 June.
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18. FINANCIAL CONTROLS AND PROCUREMENT

a. The Council shall consider and approve financial regulations drawn up by
the Responsible Financial Officer, which shall include detailed
arrangements in respect of the following:

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

i, the assessment and management of financial risks faced by the
Council;

ii.  the work of the independent internal auditor in accordance with
proper practices and the receipt of regular reports from the internal
auditor, which shall be required at least annually;

iv.  theinspection and copying by councillors and local electors of the
Council's accounts and/or orders of payments; and

v.  whether contracts with an estimated value below [60,000] due to
special circumstances are exempt from a tendering process or
procurement exercise.

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

C. Subject to additional requirements in the financial regulations of the
Council, the tender process for contracts for the supply of goods, materials,
services or the execution of works shall include, as a minimum, the
following steps:

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

i, an invitation to tender shall be drawn up to confirm (i) the Council's
specification (i) the time, date and address for the submission of
tenders (i) the date of the Council's written response to the tender
and (iv) the prohibition on prospective contractors contacting
councillors or staff to encourage or support their tender outside the
prescribed process;

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

iv.  tenders shall be opened by the Proper Officer in the presence of at
least one councillor after the deadline for submission of tenders has
passed;

V. tenders are to be reported to and considered by the appropriate
meeting of the Council or a committee or sub-committee with
delegated responsibility.
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19,

Neither the Council, nor a committee or a sub-committee with delegated
responsibility for considering tenders, is bound to accept the lowest value
tender.

Where the value of a contract is likely to exceed the threshold specified
by the Government from time to time, the Council must consider whether
the contract is subject to the requirements of the current procurement
legislation and, if so, the Council must comply with procurement rules.
NALC's procurement guidance contains further details.

HANDLING STAFF MATTERS

A matter personal to a member of staff that is being considered by a
meeting of Councill is subject to standing order 11.

Subject to the Council's policy regarding absences from work, the Council's
most senior member of staff shall notify the chair or, if he is not available,
the vice-chair (if there is one) of absence occasioned by illness or other
reason and that person shall report such absence to its next meeting.

The chair of Council or in their absence, the vice-chair shall upon a
resolution conduct a review of the performance and annual appraisal of the
work of [the member of staff's job title. The reviews and appraisal shall be
reported in writing and are subject to approval by resolution by Council.

Subject to the Council's policy regarding the handling of grievance matters,
the Council's most senior member of staff (or other members of staff) shall
contact the chair of council or in their absence, the vice-chair of council in
respect of an informal or formal grievance matter, and this matter shall be
reported back and progressed by resolution of council.

Subject to the Council's policy regarding the handling of grievance matters,
if an informal or formal grievance matter raised by Parish Clerk relates to
the chair or vice-chair of Council this shall be communicated to another
member of the Council, which shall be reported back and progressed by
resolution of the Council.

Any persons responsible for all or part of the management of staff shall
treat as confidential the written records of all meetings relating to their
performance, capabilities, grievance or disciplinary matters.

In accordance with standing order 11(a), persons with line management
responsibilities shall have access to staff records referred to in standing
order 19(f).
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RESPONSIBILITIES TO PROVIDE INFORMATION

See also standing order 21

In accordance with freedom of information legislation, the Council shall
publish information in accordance with its publication scheme and
respond to requests for information held by the Council.

[/f gross annual income or expenditure (whichever s higher) does not
exceed £25,000] The Council shall publish information in accordance with
the requirements of the Smaller Authorities (Transparency
Requirements) (England) Regulations 2015.

OR

[/f gross annual income or expenditure (whichever is the higher) exceeds
£200,000] The Council, shall publish information in accordance with the
requirements of the Local Government (Transparency Requirements)
(England) Regulations 2015.

RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION
(Below is not an exclusive list).

See also standing order 11.

The Council may appoint a Data Protection Officer.

The Council shall have policies and procedures in place to respond to an
individual exercising statutory rights concerning their personal data.

The Council shall have a written policy in place for responding to and
managing a personal data breach.

The Council shall keep a record of all personal data breaches comprising
the facts relating to the personal data breach, its effects and the
remedial action taken.

The Council shall ensure that information communicated in its privacy
notice(s) is in an easily accessible and available form and kept up to date.

The Council shall maintain a written record of its processing activities.
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RELATIONS WITH THE PRESS/MEDIA

Requests from the press or other media for an oral or written comment or
statement from the Council, its councillors or staff shall be handled in
accordance with the Council's policy in respect of dealing with the press
and/or other media.

EXECUTION AND SEALING OF LEGAL DEEDS

See also standing orders 15(b)(xii) and (xvii),

A legal deed shall not be executed on behalf of the Council unless
authorised by a resolution.

[Subject to standing order 23(a), the Council's common seal shall alone
be used for sealing a deed required by law. It shall be applied by the
Proper Officer in the presence of two councillors who shall sign the deed
as witnesses.]

The above is applicable to a Council with a common seal.
OR

[Subject to standing order 23(a), any two councillors may sign, on behalf
of the Council, any deed required by law and the Proper Officer shall
witness their signatures.]

The above is applicable to a Council without a common seal.

COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY
COUNCILLORS

An invitation to attend a meeting of the Council shall be sent, together with
the agenda, to the ward councillor(s) of the District and County Council OR
Unitary Council representing the area of the Council.

Unless the Council determines otherwise, a copy of each letter sent to the
District and County Council OR Unitary Council shall be sent to the ward
councillor(s) representing the area of the Council.
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RESTRICTIONS ON COUNCILLOR ACTIVITIES

Unless duly authorised no councillor shall:

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

ii. issue orders, instructions or directions.

STANDING ORDERS GENERALLY

All or part of a standing order, except one that incorporates mandatory
statutory or legal requirements, may be suspended by resolution in relation
to the consideration of an item on the agenda for a meeting.

A motion to add to or vary or revoke one or more of the Council's standing
orders, except one that incorporates mandatory statutory or legal
requirements, shall be proposed by a special motion, the written notice by
at least two councillors to be given to the Proper Officer in accordance with
standing order 9.

The Proper Officer shall provide a copy of the Council's standing orders to a
councillor as soon as possible.

The decision of the chair of a meeting as to the application of standing
orders at the meeting shall be final.
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SWINFEN AND PACKINGTON PARISH
Information & Data Protection Policy

Introduction

In order to conduct its business, services and duties, Swinfen and Packington Parish Council
processes a wide range of data, relating to its own operations and some which it handles on
behalf of partners. In broad terms, this data can be classified as:

= Data shared in the public arena about the services it offers, its mode of operations and other
information it is required to make available to the public.

= Confidential information and data not yet in the public arena such as ideas or policies that
are being worked up.

= Confidential information about other organisations because of commercial sensitivity.

= Personal data concerning its current, past and potential employees, Councillors, and
volunteers,

= Personal data concerning individuals who contact it for information, to access its services or
facilities or to make a complaint.

Swinfen and Packington Parish Council will adopt procedures and manage responsibly, all data
which it handles and will respect the confidentiality of both its own data and that belonging to
partner organisations it works with and members of the public. In some cases, it will have
contractual obligations towards confidential data, but in addition will have specific legal
responsibilities for personal and sensitive information under data protection legislation.

The Parish Council will periodically review and revise this policy in the light of experience,
comments from data subjects and guidance from the Information Commissioners Office.

The Council will be as transparent as possible about its operations and will work closely with
public, community, and voluntary organisations. Therefore, in the case of all information which is
not personal or confidential, it will be prepared to make it available to partners and members of
the Parish's communities. Details of information which is routinely available is contained in the
Council's Publication Scheme which is based on the statutory model publication scheme for local
councils.

Protecting Confidential or Sensitive Information

Swinfen and Packington Parish Council recognises it must at times, keep and process sensitive
and personal information about both employees and the public, it has therefore adopted this
policy not only to meet its legal obligations but to ensure high standards.

The General Data Protection Regulation (GDPR) which become law on 25 May 2018 and will, like
the Data Protection Act 1998 before them, seek to strike a balance between the rights of
individuals and the sometimes, competing interests of those such as the Parish Council with
legitimate reasons for using personal information.
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The policy is based on the premise that Personal Data must be:

=  Processed fairly, lawfully and in a transparent manner in relation to the data subject.

= Collected for specified, explicit and legitimate purposes and not further processed in a
manner that is incompatible with those purposes.

= Adequate, relevant and limited to what is necessary in relation to the purposes for
which they are processed.

®=  Accurate and, where necessary, kept up to date.

= Keptina form that permits identification of data subjects for no longer than is necessary for
the purposes for which the personal data are processed.

= Processed in a manner that ensures appropriate security of the personal data including
protection against unauthorised or unlawful processing and against accidental loss,
destruction or damage, using appropriate technical or organisational measures.

Data Protection Terminology

Data subject - means the person whose personal data is being processed.

That may be an employee, prospective employee, associate or prospective associate of Swinfen
and Packington Parish Council or someone transacting with it in some way, or an employee,
Member or volunteer with one of our clients, or persons transacting or contracting with one of
our clients when we process data for them.

Personal data - means any information relating to a natural person or data subject that can be
used directly or indirectly to identify the person. It can be anything from a name, a photo, and an
address, date of birth, an email address, bank details, and posts on social networking sites or a
computer IP address.

Sensitive personal data - includes information about racial or ethnic origin, political opinions, and
religious or other beliefs, trade union membership, medical information, sexual orientation,
genetic and biometric data or information related to offences or alleged offences where it is used
to uniquely identify an individual.

Data controller - means a person who (either alone or jointly or in common with other persons)
(e.g. Parish Council, employer, council) determines the purposes for which and the manner in
which any personal data is to be processed.

Data processor - in relation to personal data, means any person (other than an employee of the
data controller) who processes the data on behalf of the data controller.

Processing information or data - means obtaining, recording, or holding the information or data
or carrying out any operation or set of operations on the information or data, including:
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®  organising, adapting, or altering it
= retrieving, consulting, or using the information or data

= disclosing the information or data by transmission, dissemination or otherwise making it
available

= aligning, combining, blocking, erasing, or destroying the information or data. regardless of
the

= Technology used.

Swinfen and Packington Parish Council processes personal data in order to;

= fulfil its duties as an employer by complying with the terms of contracts of employment,
safeguarding the employee and maintaining information required by law.

= pursue the legitimate interests of its business and its duties as a public body, by fulfilling
contractual terms with other organisations, and maintaining information required by law.

=  monitor its activities including the equality and diversity of its activities

= fulfil its duties in operating the business premises including security

= assist regulatory and law enforcement agencies

= process information including the recording and updating details about its Councillors,
employees, partners and volunteers.

= process information including the recording and updating details about individuals who
contact it for information, or to access a service, or make a complaint.

= undertake surveys, censuses and questionnaires to fulfil the objectives and purposes of the
Council.

= undertake research, audit and quality improvement work to fulfil its objects and
purposes.

= carry out Council administration.

Where appropriate and governed by necessary safeguards we will carry out the above processing

jointly with other appropriate bodies from time to time.

The Council will ensure that at least one of the following conditions is met for personal
information to be considered fairly processed:

®= The individual has consented to the processing

® Processing is necessary for the performance of a contract or agreement with the
individual

®  Processing is required under a legal obligation

= Processing is necessary to protect the vital interests of the individual

®  Processing is necessary to carry out public functions
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®  Processing is necessary in order to pursue the legitimate interests of the data controller or
third parties.

Particular attention is paid to the processing of any sensitive personal information and the Parish
Council will ensure that at least one of the following conditions is met:

= Explicit consent of the individual
= Required by law to process the data for employment purposes
= Arequirement in order to protect the vital interests of the individual or another person

Who is responsible for protecting a person’s personal data?

The Parish Council as a corporate body has ultimate responsibility for ensuring compliance with
the Data Protection legislation. The Council has delegated this responsibility day to day to the
Parish Clerk.

= Email clerk@swinfenandpackingtonparishcouncil.gov.uk

Diversity Monitoring

Swinfen and Packington Parish Council monitors the diversity of its employees, and Councillors, in
order to ensure that there is no inappropriate or unlawful discrimination in the way it conducts its
activities. It undertakes similar data handling in respect of prospective employees. This data will
always be treated as confidential. It will only be accessed by authorised individuals within the
Council and will not be disclosed to any other bodies or individuals. Diversity information will never
be used as selection criteria and will not be made available to others involved in the recruitment
process. Anonymised data derived from diversity monitoring will be used for monitoring purposes
and may be published and passed to other bodies.

The Council will always give guidance on personnel data to employees, councillors, partners and
volunteers through a Privacy Notice and ensure that individuals on whom personal information is
kept are aware of their rights and have easy access to that information on request.

Appropriate technical and organisational measures will be taken against Unauthorised or
unlawful processing of personal data and against accidental loss or destruction of, or damage to,
personal data.

Personal data shall not be transferred to a country or territory outside the European Economic

Areas unless that country or territory ensures an adequate level of protection for the rights and
freedoms of data subjects in relation to the processing of personal data.
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Information provided to us

The information provided (personal information such as name, address, email address, phone
number) will be processed and stored so that it is possible for us to contact, respond to or
conduct the transaction requested by the individual. By transacting with Swinfen and Packington
Parish Council, individuals are deemed to be giving consent for their personal data provided to be
used and transferred in accordance with this policy, however wherever possible specific written
consent will be sought. It is the responsibility of those individuals to ensure that the Parish Council
is able to keep their personal data accurate and up to date. The personal information will be not
shared or provided to any other third party or be used for any purpose other than that for which it
was provided.

The Councils Right to Process Information

General Data Protection Regulations (and Data Protection Act) Article 6 (1) (a) (b) and (e) Processing
is with consent of the data subject, or

Processing is necessary for compliance with a legal obligation. Processing

is necessary for the legitimate interests of the Council.

Information Security

The Parish Council cares to ensure the security of personal data. We make sure that your
information is protected from unauthorised access, loss, manipulation, falsification, destruction or
unauthorised disclosure. This is done through appropriate technical measures and appropriate
policies.

We will only keep your data for the purpose it was collected for and only for as long as is
necessary, after which it will be deleted.

Children
We will not process any data relating to a child (under 13) without the express parental/ guardian
consent of the child concerned.

Rights of a Data Subject
Access to Information: An individual has the right to request access to the information we have on
them. They can do this by contacting our Parish Clerk or Data Protection Officer.

Information Correction: If they believe that the information we have about them is incorrect, they
may contact us so that we can update it and keep their data accurate. Please contact: Parish
Clerk.

Information Deletion: If the individual wishes the Parish Council to delete the information about
them, they can do so by contacting the Parish Clerk.
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Right to Object: If an individual believes their data is not being processed for the purpose it has
been collected for, they may object by contacting the Parish Clerk or Data Protection Officer.

The Parish Council does not use automated decision making or profiling of individual personal
data.

Complaints: If an individual has a complaint regarding the way their personal data has been
processed, they may make a complaint to the Parish Clerk, Data Protection Officer or the
Information Commissioners Office casework®@ico.org.uk Tel. 0303 123 1113.

The Council will always give guidance on personnel data to employees through the Employee
handbook

The Council will ensure that individuals on whom personal information is kept are aware of their
rights and have easy access to that information on request.

Making Information Available

The Publication Scheme is a means by which the Council can make a significant amount of
information available routinely, without waiting for someone to specifically request it. The scheme
is intended to encourage local people to take an interest in the work of the Council and its role
within the community.

In accordance with the provisions of the Freedom of Information Act 2000, this Scheme specifies
the classes of information which the Council publishes or intends to publish. It is supplemented
with an Information Guide which will give greater detail of what the Council will make available
and hopefully make it easier for people to access it.

All formal meetings of Council and its committees are subject to statutory notice being given on
notice boards, the Website and sent to the local media. The Council publishes an annual
programme in May each year. All formal meetings are open to the public and press and reports
to those meetings and relevant background papers are available for the public to see. The
Council welcomes public participation and has a public participation session on each Council
and committee meeting. Details can be seen in the Council's Standing Orders, which are
available on its website or at its Offices.

Occasionally, Council or committees may need to consider matters in private. Examples of this
are matters involving personal details of staff, or a particular member of the public, or where
details of commercial/contractual sensitivity are to be discussed. This will only happen after a
formal resolution has been passed to exclude the press and public and reasons for the decision
are stated. Minutes from all formal meetings, including the confidential parts are public
documents.
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The Openness of Local Government Bodies Regulations 2014 requires written records to be made
of certain decisions taken by officers under delegated powers. These are not routine operational
and administrative decisions such as giving instructions to the workforce or paying an invoice
approved by Council but would include urgent action taken after consultation with the Chairman,
such as responding to a planning application in advance of Council. In other words, decisions
which would have been made by Council or committee had the delegation not been in place.

The 2014 Regulations also amend the Public Bodies (Admission to Meetings) Act 1960 to allow
the public or press to film, photograph or make an audio recording of council and committee
meetings normally open to the public. The Council will where possible facilitate such recording
unless it is being disruptive. It will also take steps to ensure that children, the vulnerable and
members of the public who object to being filmed are protected without undermining the
broader purpose of the meeting.

The Council will be pleased to make special arrangements on request for persons who do not
have English as their first language or those with hearing or sight difficulties.

Disclosure Information

The Council will as necessary undertake checks on both staff and Members with the Disclosure and
Barring Service and will comply with their Code of Conduct relating to the secure storage, handling,
use, retention and disposal of Disclosures and Disclosure Information. It will include an appropriate
operating procedure in its integrated quality management system.

Data Transparency

The Council has resolved to act in accordance with the Code of Recommended Practice for
Local Authorities on Data Transparency (September 2011). This sets out the key principles for
local authorities in creating greater transparency through the publication of public data and is
intended to help them meet obligations of the legislative framework concerning information.

‘Public data" means the objective, factual data on which policy decisions are based and on which
public services are assessed, or which is collected or generated in the course of public service

delivery.

The Code will therefore underpin the Council's decisions on the release of public data and ensure it
is proactive in pursuing higher standards and responding to best practice as it develops.

The principles of the Code are:
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Demand led: new technologies and publication of data should support transparency and
accountability.

Open: the provision of public data will be integral to the Council's engagement with residents so
that it drives accountability to them.

Timely: data will be published as soon as possible following production.

Government has also issued a further Code of Recommended Practice on Transparency,
compliance of which is compulsory for parish councils with turnover (gross income or gross
expenditure) not exceeding £25,000 per annum. These councils will be exempt from the
requirement to have an external audit from April 2017. Swinfen and Packington Parish Council
exceeds this turnover but will nevertheless ensure the following information is published on its
website for ease of access:

= End of year accounts

®=  Annual Governance Statements

= |nternal Audit Reports

= Draft minutes of Council within one month

= Agendas and associated papers no later than three clear days before the meeting

Dated July 2026
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Information Commissioner’s Office

Information available from Swinfen and
Packington Parish Council under the
Freedom of Information Act model
publication scheme

This template guide covers only information we currently hold. If we do not hold some of
the information listed below, we will mark it as ‘not held' in the table.

Information to be published How the information can | Cost
be obtained
Class 1 - Who we are and what we do Website Free

(Organisational information, structures, locations, and
contacts)

Current information only

List of Council members Website Free

Postal and email address Website Free

Contact details for Parish Clerk

Class 2 - What we spend and how we spend it Website Free
Financial information about projected and actual
income and expenditure, procurement, contracts, and
financial audit

Current and previous financial year as a minimum

Statement of accounts and internal audit report in the | Website Free
format included in the Annual Return form

Finalised budget Website Free
Precept Website Free
All items of expenditure Website Free
Standing Orders and Financial Regulations Website Free
Grants given and received Website Free
List of current contracts awarded and value of Website Free
contract

Class 3 - What our priorities are and how we are Website Free
doing

Strategies and plans, performance indicators, audits,
inspections, and reviews - Current and previous year
as a minimum




Annual governance statement in format included in Website Free
the Annual Return form
Annual Report to Parish or Community Meeting Website Free
Class 4 - How we make decisions Website Free
(Decision making processes and records of decisions)
Current and previous council year as a minimum
Timetable of meetings Website Free
Agendas of meetings (as above) Website Free
Minutes of meetings (as above) - exclude material Website Free
that is properly considered to be exempt from
disclosure
Reports presented to council meetings - exclude Website Free
material that is properly considered to be exempt
from disclosure
Responses to planning applications (Via Local Website Free
Planning Authority website)
Class 5 - Our policies and procedures Website Free
(Current written protocols, policies, and procedures
for delivering our services and responsibilities)
Current information only
Policies and procedures for the conduct of Council Website Free
business:
e Standing Orders
¢ Code of Conduct
e Policy statements
Policies and procedures for the provision of services Website Free
and about the employment of staff: (where applicable)
e Internal instructions to staff and policies
relating to the delivery of services
¢ Equality and diversity policy
e Health and safety policy
e Recruitment policies and details of current
vacancies
e Policies and procedures for handling requests
for information
e Complaints procedures (including those
covering requests for information and
operating the publication scheme)
Records management, personal data, and access to Website Free

information policies - Include information security
policies, records retention, destruction and archive
policies, and data protection (including data sharing
and CCTV usage) policies

(where applicable)




Class 6 - Lists and Registers Website Free
(where applicable)

Currently maintained lists and registers only.

Information legally required to hold in publicly By inspection if held Free

available registers (in most circumstances existing

access provisions will suffice)

Assets register, including details of public land and Website Free

building assets (where applicable)

Disclosure log indicating the information provided in Website Free

response to FOIA and EIR requests. These are (where applicable)

recommended as good practice

Register of members' interests (via Lichfield District Website Free

Council's website)

Register of gifts and hospitality Website Free
(where applicable)

Class 7 - The services we offer Website
(where applicable)

(Information about the services we offer, including

leaflets, guidance and newsletters produced for the

public and businesses)

Current information only

Allotments Not Held

Burial grounds and closed churchyards Not Held Free

Community centres and village halls Not Held Free

Parks, playing fields and recreational facilities www.lichfielddc.gov.uk

Seating, litter bins, clocks, memorials, and lighting www lichfielddc.gov.uk Free
www.staffordshire.gov.uk

Bus shelters Website Free

Public conveniences www.lichfielddc.gov.uk

Agency agreements Website Free
(where applicable)

Services for which we are entitled to recover a fee Website Free

and details of those fees (eg burial fees)

(where applicable)

Additional Information

Information not itemised in the lists above

As determined by the
Council to be available
and the format that such
information will be made
available

Lichfield District Council services

www.lichfielddc.gov.uk
01543 30800

Staffordshire County Council services

www.staffordshire.gov.uk



http://www.lichfielddc.gov.uk/
http://www.staffordshire.gov.uk/
http://www.lichfielddc.gov.uk/
http://www.staffordshire.gov.uk/

Schedule of charges

This describes how the charges have been arrived at and should be published as part of the
guide. The first copy will be provided for collection at our offices for free. Subsequent
copies will be charged for as below.

TYPE OF CHARGE DESCRIPTION BASIS OF CHARGE

Disbursement cost Photocopying @ 5p per Actual cost ~
sheet (black & white)

Photocopying @ 30p per Actual cost
sheet (colour)

Postage Actual cost of Royal Mail
standard 2™ class

Statutory Fee In accordance with the
relevant legislation

Other

*the actual cost incurred

For further information, please contact
Jayne Minor - Town Clerk
clerk@swinfenandpackingtonparishcouncil.gov.uk
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Section 1 — Annual Governance Statement 2025/26
We acknowledge as the members of:

Swinfen and Packington Parish Council

our responsibility for ensuring that there is a sound system of internal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2026, that:

No*™ | Yes'means that this authority:

-

- We have put in place arrangements for effective financial prepared its accounting statements in accordance
management during the year, and for the preparation of v with the Accounts and Audit Regulations.
the accounting statements.

N

- We maintained an adequate system of internal control made proper arrangements and accepted responsibility
including measures designed to prevent and detect fraud v for safeguarding the public money and resources in
and corruption and reviewed its effectiveness. its charge.

has only done what it has the legal power to do and has
complied with Proper Practices in doing so.

3. We have assured ourselves that there are no matters
of actual or potential non-compliance with laws,
regulations and Proper Practices that could have a v,
significant financial effect on the ability of this
authority to conduct its business or manage its
finances.

4. We provided proper opportunity during the year for
the exercise of electors’ rights in accordance with the
requirements of the Accounts and Audit Regulations.

during the year gave all persans interested the opportunity to
inspect and ask questions about this authority’s accounts.

5. We carried out an assessment of the risks facing this
authority and took appropriate steps to manage those
risks, including the introduction of internal controls and/or
external insurance cover where required.

considered and documented the financial and other risks it
faces and dealt with them properly.

6. We maintained throughout the year an adequate and
effective system of intemal audit of the accounting
records and control systems.

arranged for a competent person, independent of the financial
controls and procedures, to give an objective view on whether
internal controls meet the needs of this smaller authority.

7. We took appropriate action on all matters raised
in reports from internal and external audit.

responded to matiers brought to its attention by internal and
external audit.

8. We considered whether any litigation, liabilities or
commitments, events or transactions, occurring either

disclosed everything it should have about its business activity
during the year including events taking place after the year

during or after the year-end, have a financial impact on v end if relevant.
this authority and, where appropriate, have included them
in the accounting statements.

9. (For local councils only) Trust funds including has met all of its responsibilities where as a body
charitable. In our capacity as the sole managing trustee corporate it is a sole managing trustee of a local trust
we discharged our accountability responsibilities for the = or trusts.
fund(s)/assets, including financial reporting and, if v
required, independent examination or audit.

10. We have put in place arrangements for the effective IT f

and data management in accordance with proper v |
practices during the year under review. |

has made suitable arrangements for its IT and data
management and has complied with proper practices in
doing so.

*For any statement to which the response is 'no’, an explanation must be
published

Signed by the Chair and Clerk of the meeting where

This Annual Governance Statement was approved at a approval was given:

meeting of the authority on:

13/05/2026 Chair

and recorded as minute reference:

Clerk

required by the Transparency Code (not part of the Annual Governance Statement)
Yes No

Information

The authority website is up to date and the information required by the Transparency Code has been published.

www.swinfenandpackington.org.uk

Annual Governance and Accountability Return 2025/26 Form 2 Page 50of 6
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Section 2 — Accounting étatements 2025/26 for

Swinfen and Packington Parish Council

Year ending

Notes and guidance

31 March 31 March Please recund all figures to nearest £1. Do not leave any
2025 2026 boxes blank and report £0 or Nil balances. All figures
must agree (o underlying financial records,

1. Balances brought Total balances and reserves at the beginning of the year
forward 15,426 19,707 | as recorded in the financial records. Value must agree

to Box 7 of previous year.

2. {(+) Precept or Rates and Total amount of precept (or for IDBs rates and levies)
Levies 6,000 6,500 received or receivable in the year. Exclude any grants

received.

3. (+) Total other receipts Total income or receipts as recorded in the cashbook less

3,278 2089 the precept or ratesflevies received (line 2). Include any
grants received.

4, (-) Staff costs Total expenditure or payments made to and on behalf

of all employees. Include gross salaries and wages,
3' 108 3’084“ employers NI contributions, employers pension
contributions, gratuities and severance payments.

5. {-) Loan interest/capital Total expenditure or payments of capital and interest
repayments 0 Q| made during the year on the authority’s borrowings (if any).

6. (-) All other payments Total expenditure or payments as recorded in the cash-

1,889 1,279 book less staff costs (line 4) and loan interest/capital
repayments (line 5).

7. (=) Balances carried Total balances and reserves at the end of the year.
forward 19,707 22,053| must equal (1+2+3) - (4+5+6).

8. Total value of cash and The sum of all current and deposit bank accounts, cash
short term investments 19,707 22,053| hotdings and short term investments held as at 31 March —

To agree with bank reconcifiation.

9. Total fixed assets plus The value of all the property the authority owns — it is made
long term investments 31,000 31,000| up of all its fixed assets and long term investments as at
and assets 31 March.

10. Total borrowings The outstanding capital balance as at 31 March of all loans

0 0 from third parties (including PWLB).

For Local Councils Only

11. Do the figures in the accounting 5
statements above exclude any Trust :
transactions? |

For guidance refer to the Practitioners’ Guide sections 2.31 to 2.33.

| certify that for the year ended 31 March 2026 the
Accounting Statements in this Annual Governance and
Accountability Retum have been prepared on either a
receipts and payments or income and expenditure basis
following the guidance in Gavernance and Accountability for
Smaller Authorities — a Practitioners’ Guide to Proper
Practices and present fairly the financial position of this
authority.

Signed by Responsible Financial Officer before being
presented to the authority for approval.

Date 13/05/2026

| confirm that these Accounting Statements were
approved by this authority on this date:

13/05/2026

as recorded in minute reference:

Signed by Chair of the meeting where the
Accounting Statements were approved

Annual Governance and Accountability Return 2025/26 Form 2
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Certificate of Exemption — AGAR 2025/26 Form 2

To be completed by smaller authorities where the higher of gross income or gross
expenditure did not exceed £25,000 in the year of account ended 31 March 2026 and that
wish to certify themselves as exempt from a limited assurance review under Section 9 of
the Local Audit (Smaller Authorities) Regulations 2015

There is no requirement to have a limited assurance review or to submit an Annual Govemance and
Accountability Return to the external auditor, provided that the authority has certified itself as exempt at a
meeting of the authority after 31 March 2026 and a completed Certificate of Exemption is submitted no
later than 30 June 2026 notifying the external auditor.

Swinfen and Packington Parish Council

certifies that during the financial year 2025/286, the higher of the authority’s total gross income for
the year or total gross annual expenditure, for the year did not exceed £25,000

Total annual gross income for the authority 2025/26: £6,709
Total annual gross expenditure for the authority 2025/26: £4,363

There are certain circumstances in which an authority will be unable to certify itself as exempt, so that a limited
assurance review will still be required. If an authority is unable to confirm the statements below then it

cannot certify itself as exempt and it must submit the completed Annual Governance and Accountability Return
Form 3 to the external auditor to undertake a limited assurance review for which a fee of £210 +VAT will be payable.

By signing this Certificate of Exemption you are confirming that:

» The authority was in existence on 1st April 2022
* In relation to the preceding financial year (2024/25), the external auditor has not:
- issued a public interest report in respect of the authority or any entity connected with it
+ made a statutory recommendation to the authority, relating to the authority or any entity connected with it
» issued an advisory notice under paragraph 1(1) of Schedule 8 to the Local Audit and Accountability Act
2014 (“the Act”), and has not withdrawn the notice
* commenced judicial review proceedings under section 31(1) of the Act
* made an application under section 28(1) of the Act for a declaration that an item of account is unlawful, and
the application has not been withdrawn nor has the court refused to make the declaration
* The court has not declared an item of account unlawful after a person made an appeal under section 28(3) of the Act.

If the above statements apply and the authority neither received gross income, nor incurred gross expenditure,
exceeding £25,000, then the Certificate of Exemption can be signed and a copy submitted to the external auditor
either by email or by post (not bath).

The Annual Internal Audit Report, Annual Governance Statement, Accounting Statements, an analysis of
variances and the bank recongiliation plus the information required by Regulation 15 (2), Accounts and Audit
Regulations 2015 including the period for the exercise of public rights still need to be fully completed and,
along with a copy of this certificate, published on the authority website/webpage* before 1 July 2026.
Signing this certificate confirms the authority will comply with the publication requirements.

Signed by the Responsible Financial Officer  Date I confirm that this Certificate of

13/05/2026 | e muttority on s doer 13/05/2026
Signed by Chair Date as recorded in minute reference:

13/05/2026
Generic email address of Authority Telephone number
clerk@swinfenandpackingtonparishcouncil.gov.uk 07772406298

*Published web address
‘www.swinfenandpackington.org.uk
ONLY this Certificate of Exemption should be returned EITHER by email OR by post (not

both) as soon as possible after certification to your external auditor, but no later
than 30 June 2026 Reminder letters for late submission will incur a charge of £40 + VAT.
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18 April 2026
AUDIT REPORT 2025/2026 SWINFEN & PACKINGTON PARISH COUNCIL

| have completed the internal audit review of the accounts for Swinfen and
Packington Parish Council for the year ended 31 March 2026.

| examined the Payroll, Book Keeping, Asset Register, Risk Management,
Bank Reconciliation and Insurance Documents. The accounts have been kept
in accordance with the Financial Regulations and Standing Orders of the
Council.

The payroll was examined and Tax, National Insurance and Superannuation
were accounted for correctly. All other Payments and income were accounted
for and correctly recorded.

The Council's Insurance Policy fully insured the assets of the Council.

A VAT reclaim of £145.75 for 2024/2025 was paid on 07/05/2025. A claim of
£23.70 has been made in April for VAT paid in 2025/2026.

| have completed the Annual Internal Audit Report on Page 4 of the Annual
Governance and Accountability Return 2025/2026.

The Parish Council's cash balance of £22052.96 (including £1980.22 of CIL
monies) is over 3 times the annual precept. Unless there is any future specific
expenditure in mind, the Council could consider reducing this balance.

| would like to thank the Parish Clerk for her assistance during this Audit.

Brian Cooper



Swinfen and Packington Parish Council Data Audit

Adopted: 13 May 2026

Review Date: May 2027

Responsible Officer: Parish Clerk

This data audit details what data the council holds, how it is used, the basis for its retention and security provision in place for

the data.

Council members

Personal Purpose of How Processed Lawful How Stored Security/Access | Action
Data Processing Basis Required
Processed
Register of Legal Displayed on website; Legal Electronically, | Clerk holds key / | Ensure only
interests requirement sent to monitoring Obligation | password passwords holding current
officer protected. councillors'
(www lichfielddc.gov.uk) data
Paper in
secure
storage.
Contact Admin of Held by clerk for admin | Public Task | Electronically, | Clerk holds key / | Ensure only
information council duties password passwords holding current
protected. councillors'
data
Paper in
secure
storage.
Councillors' Legal Appears in minutes Legal Electronically | Public access None
names in requirement Obligation | and paper;
minutes publicly




website,

accessible on

minute book.

EMPLOYEES
Personal Data Purpose of How Processed | Lawful How Stored Security/Access | Action Required
Processed Processing Basis
Personal details | Legal HMRC/pension, | Legal Electronically, | Clerk holds key Ensure former
obligation payroll Obligation password employees’ data
protected. only retained for
legislative
Paper in maximum time
secure
storage.
Employment Legal Payroll Legal Electronically, | Clerk holds key Ensure former
details/contract | obligation Obligation password employees’
protected. information only
retained for
Paper in legislative
secure maximum time
storage.
Bank details Process By cheque Legal Paper in Clerk holds key Ensure only
payroll Obligation secure holding current

storage.

employees' data




ELECTORS 7/ PARISHIONERS

Personal Data | Purpose of How Processed | Lawful How Stored Security/Access | Action Required
Processed Processing Basis
E-mail Communication | Used to Public Stored until matter | Electronically on | State what e-
addresses with PC communicate Task dealt with. password mail address will
response Electronically, protected be used for in
password computer. reply (Privacy
protected. Notice)
Paper in secure
storage.
Letters - Communication | Used to Public Stored until matter | Paper in locked None
contact details | with PC communicate Task dealt with, storage; clerk
response Electronically, holds key
password
protected.
Paper in secure
storage.
Planning Statutory Used solely to Public Not stored Public access None
applications consultee/legal | aid response to | Task (accessed via
obligation Local Planning planning portal)
Authority
Address and Communication | Used to Public Stored until matter | Electronically on | None
telephone with PC communicate Task dealt with, password
number Electronically, protected
password computer
protected.

Paper in secure
storage.




DONATIONS

Details

software.

requirements
and retention
policy; paper in
locked cabinet;
electronically
password
protected

Personal Data Purpose of How Processed | Lawful How Stored Security/Access | Action Required
Processed Processing Basis
Names, Processing Used to respond | Public Electronically, | Clerk holds key / | None
addresses, e- donation by to and process | Task password passwords
mail parish council | grant protected.
application
Paper in secure
storage.
CONTRACTS & FINANCE
Personal Data Purpose of How Processed | Lawful How Stored Security/Access | Action Required
Processed Processing Basis
Names, Correspond Correspond with | Contractual | Held in line Clerk holds key None
addresses, e- with contractor | contractor and necessity with statutory
mail and administer | administer requirements
contract contract and retention
policy; paper in
locked cabinet;
electronically
password
protected
Supplier and Financial Used in banking | Contractual | Held in line Clerk holds key Redact invoices if
Customer Bank | transactions and financial necessity with statutory required for

public inspection.




CUSTOMERS (Village Hall/ Events/Community centre, etc...)

policy; paper in
locked cabinet;
electronically
password
protected

Personal Data Purpose of How Processed | Lawful How Stored Security/Access | Action Required
Processed Processing Basis

Names, Correspond Correspond with | Contractual | Held in line Clerk holds key None
addresses, e- with contractor | contractor and necessity with statutory

mail. Payment and administer | administer requirements

data. contract contract and retention




