
DUNSFOLD PARISH COUNCIL 
     

      Tel: 01483 200980             Unit 3, The Orchard 
      email: dunsfoldparishclerk@btconnect.com       Chiddingfold Road 
                       Dunsfold 
      6th May 2022              GU8 4PB 

NOTICE OF A PARISH COUNCIL MEETING 

Councillors are hereby summoned to attend the online Annual meeting of Dunsfold Parish Council to be 
held in the Nugent Room, Winn Hall, Dunsfold at  7.30 pm on Thursday 12th May 2022. 

Members of the public are welcome to attend Parish Council meetings and are invited to put questions,  
relevant to the agenda, to the Council between 8.30 pm and 8.45 pm.  

Celeste Lawrence - Clerk to the Council 

AGENDA      

1.  ELECTION OF CHAIRMAN 

2. DECLARATION OF ACCEPTANCE OF OFFICE 

3. ELECTION OF VICE CHAIRMAN 

4. REGISTER OF INTERESTS 
Chairman to request members to complete their Register of Interests form and remind all members that 
such Registration should be kept up to date with any relevant changes.  
 
SUSPEND THE MEETING FOR THE COMMONS COMMITTEE MEETING TO TAKE PLACE 

5. RATIFY COMMON COMMITTEE MEETING  
Recommendation: The Chairman to report on the proceedings of the Commons Committee meeting held 
and members to resolve to adopt the recommendations. 

6. APOLOGIES FOR ABSENCE 
Recommendation: To receive apologies for absence. 

7. DECLARATIONS OF INTEREST 
Recommendation: To receive any declarations of interest from members in respect of any item to be con-
sidered at the meeting and changes to members registered interests. 

8. PARISH COUNCIL MINUTES 
Recommendation: To approve the Minutes of the meeting held on 10th March 2022 and the Extraordinary 
meeting on 21st April 2022 as a correct record of decisions taken and the Chairman to sign the Minutes. 

9. REVIEW OF ACTIONS FROM THE PREVIOUS PARISH COUNCIL MEETING MINUTES  
Recommendation: To review any matters outstanding from the previous minutes and record progress. 

10.APPOINTMENT OF PROPER OFFICER AND RESPONSIBLE FINANCIAL OFFICER  
Recommendation: To appoint the Clerk as Proper Officer and Responsible Financial Officer for the forth-
coming year. 

11.STANDING ORDERS AND FINANCIAL REGULATIONS  
Attached to agenda. 
Recommendation: To approve and adopt the Standing Orders and Financial Regulations.  



12.DOCUMENT RETENTION SCHEME 
Attached to agenda. 
Recommendation: To review the scheme. 

13.CODE OF CONDUCT 
Attached to agenda. 
Recommendation: To AGREE if the new Code of Conduct should be adopted or continue using the current 
Code.  

14.REVIEW OF THE COUNCILS COMMITTEES AND MEMBERS  
Current list attached to agenda.  
Recommendation: To agree the allocation of members to various committees.  

15.PLANNING NOTIFICATIONS 
Attached to agenda.  
To receive notification of decisions made by Waverley Borough Council on recent planning applications. 

16.PLANNING APPLICATIONS 
Recommendation: To consider recommendations made by the Planning Team on applications pending.  
WA/2022/01285 - Oak Woods School House, The Common, Dunsfold, GU8 4EH 
Erection of an extension. 
 
WA/2022/01286 - Oak Woods School House, The Common, Dunsfold, GU8 4EH 
Listed building consent for the erection of an extension and alterations. 
 
WA/2022/01271 - High Loxley Farm, Dunsfold Road, Loxhill, GU8 4BW 
Erection of outbuilding for use as a pool house and construction of swimming pool with associated works. 
 
WA/2022/01276 - South Fork, Wrotham Hill, Dunsfold, GU8 4PA 
Certificate of lawfulness under section 192 for the siting of a caravan for use ancillary to the lawful residential 
use of the land. 

17.BANK RECONCILIATION 
Attached to agenda. 
Recommendation: To approve the bank reconciliation and agree that the Chairman sign them as a true 
record.  

18.INTERNAL AUDIT 
Attached to agenda.  
Recommendation: To report on any issues regarding the completed internal audit. 

19.ANNUAL GOVERNANCE STATEMENT SECTION 1  
Attached to agenda.  
Recommendation:  
a. to consider the findings of the review of Section 1 
b. to approve the Annual Governance Statement Section 1 by resolution 

20.ANNUAL GOVERNANCE STATEMENT SECTION 2  
Attached to agenda. 
Recommendation:  
a. to consider the Accounting Statements by the members 
b. to approve the Accounting Statements by resolution 
c. Chairman to sign and date the Accounting Statements 

21.KGV MANAGEMENT ACCOUNTS 
Attached to agenda.  
To note the KGV accounts and examiners report.  



22.SMITHS CHARITY ACCOUNTS 
Recommendation: To approve the Smiths Charity accounts and agree that the Chairman sign them as a 
true record. 

23.INSURANCE REVIEW 
Recommendation: To review and agree insurance cover as per quote circulated. Renewal date 1st June 
2022. 

24.SCHOOL SITE 
To receive an update on matters relating to the old School site.  

25.DUNSFOLD PARK 
To receive an update on matters relating to Dunsfold Park including the Dunsfold Park Advisory Group. 

26.NEIGHBOURHOOD PLAN 
To receive a report from the chair of the Steering Group on progress with the Neighbourhood Plan. 

27.KGV MANAGEMENT 
Report & quote attached.  
I would like to propose that Dunsfold Parish Council please accept the attached preferred quote for the 
removal of the decrepit fence line that separates the car area from the playing fields and children’s play-
ground so it can be renewed/replaced on a like for like basis.Mike Cookson-Taylor, KGV Management 
Committee Chairman 

28.COMMONS - LEGAL ISSUES 
To receive an update on the legal issues concerning the Commons including progress of discussions with 
Waverley Borough Council.  

29.UKOG 
To receive an update on issues arising from UKOG’s appeal on the refusal of its planning application.  

30.EMERGENCY PLAN 
Recommendation: To agree how to continue developing the Emergency Plan.  

31.VILLAGE PROJECTS  
To receive an update on village projects. 

32.WAVERLEY BOROUGH COUNCIL 
To receive a report on matters from Waverley Borough Council 

33.SURREY COUNTY COUNCIL 
To receive a report on matters from Surrey County Council. 

34.CORRESPONDENCE 
Recommendation: To receive and consider any correspondence. 

35.RECEIPTS AND PAYMENTS 
Recommendation: To receive accounts for payment. 

36.FUTURE AGENDAS 
Recommendation: To receive items of business for information or inclusion on a future agenda. 

37.PRESS AND PUBLIC 
Exclusion of press and public in accordance with section 100A (2) and (4) of the LGA 1972 if required. 
 
 



Item 27 KGV Management Report 

�  

KGV Management Committee Report 

1) A discussion was, who are the actual KVG Management Committee as unfortunately, it had been 
muddled with the KGV Users Committee and these are 2 different committees. 

The KGV Management Committee comprises 3 DPC Councillors with a Chairman elected from 
them, which manages the running of the KGV and reports to DPC. 

The Users Committee of the KGV comprise 1 representative from each of the User Groups of the 
facilities and includes the Booking Clerk and Caretaker. 

The Group Representatives are from the Football teams, Social Club, Tennis Club and the Youth 
Club, which reports to the KGV Management Committee. The DPC Management Committee at-
tend these meetings in an advisory capacity and to ensure regulations are complied with. 

2) Electrical Repairs still need to be addressed and a list was distributed previously but there are is-
sues finding electricians that can quote for free and that have a commercial licence as they need to 
supply commercial certificates for their work. 

a) There are 2 lights out in the main Ladies toilet that need to be repaired along with the broken 
electrical plug socket also in the main lady’s toilet. 

b) The outside Bulkhead light that was pulled off the outside side wall over the door area adjacent 
to the tennis courts of the KGV. 



c) The coin operated electrics in The Faulston Hall need to be added to the main system so to make 
it easier for people using this area and to make it safer for them to stop having to go through the 
Football Storage area to top it up. 

d) The lights in Faulston Hall have been damaged by play involving tennis balls and footballs and 
now we have over half of the existing lights damaged.  

e) Plug socket in the Faulston Hall storeroom is damaged and needs to be replaced. 

We intend to discuss the use of ball games in this Hall at our next KGV Users meeting as I will be proposing this 
is stopped unless all breakages are paid for. We will need to think about the lights we put back up as most are 
now damaged and should we think about replacing them with something that can withstand balls being used ?  

At present the Youth Club use the KGV and it’s been noted that after their events there has been issues with the 
toilet paper being pulled off the rolls and thrown around the toilets and grounds also the toilet lights and ar-
cade machines have been left on. 

The Football Teams are in the process of finding Sponsorship and have asked when found if they can display an 
advertisement banner when they have sorted it to be displayed on match days. 

The Football Team has requested to erect a Commemorative Bench in memory of a recently deceased sup-
porter and as we have something similar for the Tennis Club there shouldn’t be any issues as they will be paying 
for it and for its ongoing maintenance.  

The existing Football Storage is going to be moved to the other storage area that was used by the Keep Fit as 
they have unfortunately stopped, and they will be emptying it out shortly along with the numerous tyres that are 
on the grounds. 

The Football Teams are looking at getting the finance arranged to carry out Pitch Dressing which will mean fen-
cing off for a short period when dressed. 

The MC have agreed to all the above in principle. 

The Football players have left lost property in the changing rooms since last year and they have now been in-
formed that anything remaining at the end of this current season May 14th will be disposed of. 

DADS have approached us to store their costumes for a charge, and this is being progressed. 

Café Church have also approached us to hold a one-off event as Wynn Hall is already booked, this is being 
progressed. 

The Fencing Quotes have been discussed and the preferred bid will be put before DPC at the May meeting for 
approval. 

The Main KGV Sign Quotes have been discussed and the preferred bid will be put before DPC at the May meet-
ing for approval. 

The Dog issue has raised again and as there is a PSPO Dog Control Order on the KGV Grounds, WBC have told 
me they intend to carry out enforcing it. 

It appears reading on from past minutes the issue of dogs on the KGV grounds has been misconstrued by a lot 
of parishioners as not only does the main sign on the outside of the main gates state “NO DOGS ALLOWED” it 
transpires that dogs have been subject to an exclusion since 1972 when Parks In Trust gave the grounds to 
Hambledon RDC. 

The PSPO Dog Control Order was put up on display to inform parishioners that this is in force and has been for 
almost 3 years and to hopefully stop them from inadvertently breaking the order and ending up with a fine. 



There has been a few residents parking cars not only during the daytime but overnight also which goes against 
the KGV regulations regarding it being a private car park and we are going to put up signs identical to those at 
Wynn Hall. 

As The KGV car park is private we have been advised that we need to lock the gates for one day (24 Hour Peri-
od) to maintain it’s private status. 

As reported before there has been dumping behind the KGV and Tennis Courts, Stephen is in the process of 
requesting the removal of all the dumped rubbish and the old broken shed which is rotting. 

Unfortunately, over the years there have been a couple of cut-throughs created not only by dog users but by 
parishioners accessing the KGV through the boundary hedge in the bottom corner. There is a second cut-
through that has been created halfway up the boundary of the football pitch where dog owners have walked 
straight over the pitch from the small access gate near the children’s playground. 

Event Risk Assessments need to be kept on file in the KGV as it’s an insurance requirement as is a full Social 
Club Members list to also be kept in accordance with the licence and we have to keep licence extension 
agreements for events that exceed our licensing times. 

Mike Cookson-Taylor 

KGV Management Committee Chairman 

  



Dunsfold Parish Council 

FINANCIAL REGULATIONS 
These Financial Regulations were adopted by Dunsfold Parish Council under item 9 at the Parish 
Council meeting held on 13th October 2016. 
Reviewed and adopted 11th May 2017 at the Annual Parish Council meeting under item 12. 
Reviewed and adopted 17th May 2018 at the Annual Parish Council meeting under item 11. 

Reviewed and adopted 15th February 2018 meeting under item 18. 6.16 & 6.16 added.  

Reviewed and adopted 16th May 2019 at the Annual Parish Council meeting under item 11. 

Reviewed and adopted 14th May 2020 at the Annual Parish Council meeting under item 11. 

Reviewed and adopted 6th May 2021 at the Annual Parish Council meeting under item 11. 
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1. GENERAL 

1.1. These financial regulations govern the conduct of financial management by the council 
and may only be amended or varied by resolution of the council. Financial regulations are 
one of the council’s three governing policy documents providing procedural guidance for 
members and officers. Financial regulations must be observed in conjunction with the 
council’s standing orders  and any individual financial regulations relating to contracts. 1

1.2. The council is responsible in law for ensuring that its financial management is adequate 
and effective and that the council has a sound system of internal control which facilitates 
the effective exercise of the council’s functions, including arrangements for the 
management of risk. 

1.3. The council’s accounting control systems must include measures: 

• for the timely production of accounts; 

• that provide for the safe and efficient safeguarding of public money; 

• to prevent and detect inaccuracy and fraud; and 

• identifying the duties of officers. 

1.4. These financial regulations demonstrate how the council meets these responsibilities and 
requirements. 

1.5. At least once a year, prior to approving the Annual Governance Statement, the council 
must review the effectiveness of its system of internal control which shall be in accordance 
with proper practices. 

1.6. Deliberate or wilful breach of these Regulations by an employee may give rise to 
disciplinary proceedings. 

18. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS 18..........................................

 Model standing orders for councils are available in Local Councils Explained © 2013 National Association 1

of Local Councils
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1.7. Members of Council are expected to follow the instructions within these Regulations and 
not to entice employees to breach them. Failure to follow instructions within these 
Regulations brings the office of councillor into disrepute. 

1.8. The Responsible Financial Officer (RFO) holds a statutory office to be appointed by the 
council. The Clerk has been appointed as RFO for this council and these regulations will 
apply accordingly. 

1.9. The RFO; 

• acts under the policy direction of the council; 

• administers the council's financial affairs in accordance with all Acts, Regulations 
and proper practices; 

• determines on behalf of the council its accounting records and accounting control 
systems; 

• ensures the accounting control systems are observed; 

• maintains the accounting records of the council up to date in accordance with 
proper practices; 

• assists the council to secure economy, efficiency and effectiveness in the use of its 
resources; and 

• produces financial management information as required by the council. 

1.10. The accounting records determined by the RFO shall be sufficient to show and explain 
the council’s transactions and to enable the RFO to ensure that any income and 
expenditure account and statement of balances, or record of receipts and payments 
and additional information, as the case may be, or management information prepared 
for the council from time to time comply with the Accounts and Audit Regulations. 

1.11. The accounting records determined by the RFO shall in particular contain: 

• entries from day to day of all sums of money received and expended by the 
council and the matters to which the income and expenditure or receipts and 
payments account relate; 

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

• wherever relevant, a record of the council’s income and expenditure in relation to 
claims made, or to be made, for any contribution, grant or subsidy. 

1.12. The accounting control systems determined by the RFO shall include: 

• procedures to ensure that the financial transactions of the council are recorded as 
soon as reasonably practicable and as accurately and reasonably as possible; 
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• procedures to enable the prevention and detection of inaccuracies and fraud and 
the ability to reconstruct any lost records; 

• identification of the duties of officers dealing with financial transactions and 
division of responsibilities of those officers in relation to significant transactions; 

• procedures to ensure that uncollectable amounts, including any bad debts are not 
submitted to the council for approval to be written off except with the approval of 
the RFO and that the approvals are shown in the accounting records; and 

• measures to ensure that risk is properly managed. 

1.13. The council is not empowered by these Regulations or otherwise to delegate certain 
specified decisions. In particular any decision regarding: 

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

• approving accounting statements; 

• approving an annual governance statement; 

• borrowing; 

• writing off bad debts; 

• declaring eligibility for the General Power of Competence; and 

• addressing recommendations in any report from the internal or external auditors, 

shall be a matter for the full council only. 

1.14. In addition the council must: 

• determine and keep under regular review the bank mandate for all council bank 
accounts;  

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

• in respect of the annual salary for any employee have regard to recommendations 
about annual salaries of employees made by the relevant committee in 
accordance with its terms of reference. 

1.15. In these financial regulations, references to the Accounts and Audit Regulations or ‘the 
regulations’ shall mean the regulations issued under the provisions of section 27 of the 
Audit Commission Act 1998, or any superseding legislation, and then in force unless 
otherwise specified. 

In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall refer 
to guidance issued in  Governance and Accountability for Local Councils  - a 
Practitioners’ Guide (England) issued by the Joint Practitioners Advisory Group (JPAG), 
available from the websites of NALC and the Society for Local Council Clerks (SLCC) 

FINANCIAL REGULATIONS  Page !  of !4 18



2. ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL) 

2.1. All accounting procedures and financial records of the council shall be determined by the 
RFO in accordance with the Accounts and Audit Regulations, appropriate guidance and 
proper practices. 

2.2. On a regular basis, at least once in each quarter, and at each financial year end, a member 
other than the Chairman shall be appointed to verify bank reconciliations (for all accounts) 
produced by the RFO. The member shall sign the reconciliations and the original bank 
statements (or similar document) as evidence of verification. This activity shall on 
conclusion be reported, including any exceptions, to and noted by the council. 

2.3. The RFO shall complete the annual statement of accounts, annual report, and any related 
documents of the council contained in the Annual Return (as specified in proper practices) 
as soon as practicable after the end of the financial year and having certified the accounts 
shall submit them and report thereon to the council within the timescales set by the 
Accounts and Audit Regulations. 

2.4. The council shall ensure that there is an adequate and effective system of internal audit of 
its accounting records, and of its system of internal control in accordance with proper 
practices. Any officer or member of the council shall make available such documents and 
records as appear to the council to be necessary for the purpose of the audit and shall, as 
directed by the council, supply the RFO, internal auditor, or external auditor with such 
information and explanation as the council considers necessary for that purpose. 

2.5. The internal auditor shall be appointed by and shall carry out the work in relation to 
internal controls required by the council in accordance with proper practices. 

2.6. The internal auditor shall: 

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

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

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

• have no involvement in the financial decision making, management or control of the 
council. 

2.7. Internal or external auditors may not under any circumstances: 

• perform any operational duties for the council; 

• initiate or approve accounting transactions; or 
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• direct the activities of any council employee, except to the extent that such 
employees have been appropriately assigned to assist the internal auditor. 

2.8. For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and 
‘independence’ shall have the same meaning as is described in proper practices. 

2.9.      The RFO shall make arrangements for the exercise of electors’ rights in relation to the 
accounts including the opportunity to inspect the accounts, books, and vouchers and 
display or publish any notices and statements of account required by Audit Commission 
Act 1998, or any superseding legislation, and the Accounts and Audit Regulations. 

2.10.  The RFO shall, without undue delay, bring to the attention of all councillors any 
correspondence or report from internal or external auditors. 

3. ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING 

3.1. The RFO must each year, by no later than December, prepare detailed estimates of all 
receipts and payments including the use of reserves and all sources of funding for the 
following financial year in the form of a budget to be considered by the relevant 
committee and the council. 

3.2. The council shall consider annual budget proposals in relation to the council’s annual year 
forecast of revenue and capital receipts and payments including recommendations for the 
use of reserves and sources of funding and update the forecast accordingly. 

3.3. The council shall fix the precept (council tax requirement), and relevant basic amount of 
council tax to be levied for the ensuing financial year not later than by the end of January 
each year. The RFO shall issue the precept to the billing authority and shall supply each 
member with a copy of the approved annual budget. 

3.4. The approved annual budget shall form the basis of financial control for the ensuing year. 

4. BUDGETARY CONTROL AND AUTHORITY TO SPEND 

4.1. Expenditure on revenue items may be authorised up to the amounts included for that 
class of expenditure in the approved budget. This authority is to be determined by: 

• the council for all items over £5,000; 

• a duly delegated committee of the council for items over £500; or 

• the Clerk, in conjunction with Chairman of Council or Chairman of the appropriate 
committee, for any items below £500. 

Such authority is to be evidenced by a minute or by an authorisation slip duly signed by 
the Clerk, and where necessary also by the appropriate Chairman. 
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Contracts may not be disaggregated to avoid controls imposed by these regulations. 

4.2. No expenditure may be authorised that will exceed the amount provided in the revenue 
budget for that class of expenditure other than by resolution of the council, or duly 
delegated committee. During the budget year and with the approval of council having 
considered fully the implications for public services, unspent and available amounts may 
be moved to other budget headings or to an earmarked reserve as appropriate 
(‘virement’). 

4.3. Unspent provisions in the revenue or capital budgets for completed projects shall not be 
carried forward to a subsequent year. 

4.4. The salary budgets are to be reviewed at least annually in October for the following 
financial year and such review shall be evidenced by a hard copy schedule signed by the 
Clerk and the Chairman of Council or relevant committee. The RFO will inform 
committees of any changes impacting on their budget requirement for the coming year in 
good time. 

4.5. In cases of extreme risk to the delivery of council services, the clerk may authorise revenue 
expenditure on behalf of the council which in the clerk’s judgement it is necessary to carry 
out. Such expenditure includes repair, replacement or other work, whether or not there is 
any budgetary provision for the expenditure, subject to a limit of £500. The Clerk shall 
report such action to the chairman as soon as possible and to the council as soon as 
practicable thereafter. 

4.6. No expenditure shall be authorised in relation to any capital project and no contract 
entered into or tender accepted involving capital expenditure unless the council is 
satisfied that the necessary funds are available and the requisite borrowing approval has 
been obtained. 

4.7. All capital works shall be administered in accordance with the council's standing orders 
and financial regulations relating to contracts. 

4.8. The RFO shall regularly provide the council with a statement of receipts and payments to 
date under each head of the budgets, comparing actual expenditure to the appropriate 
date against that planned as shown in the budget. These statements are to be prepared at 
least at the end of each financial quarter and shall show explanations of material variances. 
For this purpose “material” shall be in excess of 15% of the budget. 

4.9. Changes in earmarked reserves shall be approved by council as part of the budgetary 
control process. 

5. BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS  
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5.1. The council's banking arrangements, including the bank mandate, shall be made by the 
RFO and approved by the council; banking arrangements may not be delegated to a 
committee. They shall be regularly reviewed for safety and efficiency.  

5.2. The RFO shall prepare a schedule of payments requiring authorisation, forming part of the 
Agenda for the Meeting and, together with the relevant invoices, present the schedule to 
council [or finance. The council shall review the schedule for compliance and, having 
satisfied itself shall authorise payment by a resolution of the council. A detailed list of all 
payments shall be disclosed within or as an attachment to the minutes of the meeting at 
which payment was authorised.  

5.3. All invoices for payment shall be examined, verified and certified by the RFO to confirm 
that the work, goods or services to which each invoice relates has been received, carried 
out, examined and represents expenditure previously approved by the council. 

5.4. The RFO shall examine invoices for arithmetical accuracy and analyse them to the 
appropriate expenditure heading. The RFO shall take all steps to pay all invoices 
submitted, and which are in order, at the next available council meeting. 

5.5. The Clerk and RFO shall have delegated authority to authorise the payment of items only 
in the following circumstances: 

a) If a payment is necessary to avoid a charge to interest under the Late Payment of 
Commercial Debts (Interest) Act 1998, and the due date for payment is before the 
next scheduled Meeting of council, where the Clerk and RFO certify that there is no 
dispute or other reason to delay payment, provided that a list of such payments shall 
be submitted to the next appropriate meeting of council; 

b) An expenditure item authorised under 5.6 below (continuing contracts and 
obligations) provided that a list of such payments shall be submitted to the next 
appropriate meeting of council; or 

5.6. For each financial year the Clerk and RFO shall draw up a list of due payments which arise 
on a regular basis as the result of a continuing contract, statutory duty, or obligation (such 
as but not exclusively) Salaries, PAYE and NI, Superannuation Fund and regular 
maintenance contracts and the like for which council may authorise payment for the year 
provided that the requirements of regulation 4.1 (Budgetary Controls) are adhered to, 
provided also that a list of such payments shall be submitted to the next appropriate 
meeting of council. 

5.7. A record of regular payments made under 5.6 above shall be drawn up and be signed by 
two members on each and every occasion when payment is authorised - thus controlling 
the risk of duplicated payments being authorised and / or made. 

5.8. In respect of grants a duly authorised committee shall approve expenditure within any 
limits set by council and in accordance with any policy statement approved by council. 

FINANCIAL REGULATIONS  Page !  of !8 18



Any Revenue or Capital Grant in excess of £5,000 shall before payment, be subject to 
ratification by resolution of the council. 

5.9. Members are subject to the Code of Conduct that has been adopted by the council and 
shall comply with the Code and Standing Orders when a decision to authorise or instruct 
payment is made in respect of a matter in which they have a disclosable pecuniary or 
other interest, unless a dispensation has been granted. 

5.10. The council will aim to rotate the duties of members in these Regulations so that onerous 
duties are shared out as evenly as possible over time. 

5.11. Any changes in the recorded details of suppliers, such as bank account records, shall be 
approved in writing by a Member. 

6. INSTRUCTIONS FOR THE MAKING OF PAYMENTS 

6.1. The council will make safe and efficient arrangements for the making of its payments. 

6.2. Following authorisation under Financial Regulation 5 above, the council, a duly delegated 
committee or, if so delegated, the Clerk or RFO shall give instruction that a payment shall 
be made. 

6.3. All payments shall be effected by cheque or other instructions to the council's bankers, or 
otherwise, in accordance with a resolution of council. 

6.4. Cheques or orders for payment drawn on the bank account in accordance with the 
schedule as presented to council or committee shall be signed by two members of 
council ,and countersigned by the Clerk, in accordance with a resolution instructing that 
payment. A member who is a bank signatory, having a connection by virtue of family or 
business relationships with the beneficiary of a payment, should not, under normal 
circumstances, be a signatory to the payment in question. 

6.5. To indicate agreement of the details shown on the cheque or order for payment with the 
counterfoil and the invoice or similar documentation, the signatories shall each also initial 
the cheque counterfoil. 

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

6.7. If thought appropriate by the council, payment for utility supplies (energy, telephone and 
water) and any National Non-Domestic Rates may be made by variable direct debit 
provided that the instructions are signed by two members and any payments are reported 
to council as made. The approval of the use of a variable direct debit shall be renewed by 
resolution of the council at least every two years. 
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6.8. If thought appropriate by the council, payment for certain items (principally salaries) may 
be made by banker’s standing order provided that the instructions are signed, or 
otherwise evidenced by two members are retained and any payments are reported to 
council as made. The approval of the use of a banker’s standing order shall be renewed by 
resolution of the council at least every two years. 

6.9. If thought appropriate by the council, payment for certain items may be made by BACS or 
CHAPS methods provided that the instructions for each payment are signed, or otherwise 
evidenced, by two authorised bank signatories, are retained and any payments are 
reported to council as made. The approval of the use of BACS or CHAPS shall be renewed 
by resolution of the council at least every two years. 

6.10. Where a computer requires use of a personal identification number (PIN) or other 
password(s), for access to the council’s records on that computer, a note shall be made of 
the PIN and Passwords and shall be handed to and retained by the Chairman of Council in 
a sealed dated envelope. This envelope may not be opened other than in the presence of 
two other councillors. After the envelope has been opened, in any circumstances, the PIN 
and / or passwords shall be changed as soon as practicable. The fact that the sealed 
envelope has been opened, in whatever circumstances, shall be reported to all members 
immediately and formally to the next available meeting of the council. This will not be 
required for a member’s personal computer used only for remote authorisation of bank 
payments. 

6.11. No employee or councillor shall disclose any PIN or password, relevant to the working of 
the council or its bank accounts, to any person not authorised in writing by the council or a 
duly delegated committee. 

6.12. Regular back-up copies of the records on any computer shall be made and shall be stored 
securely away from the computer in question, and preferably off site. 

6.13. The council, and any members using computers for the council’s financial business, shall 
ensure that anti-virus, anti-spyware and firewall software with automatic updates, together 
with a high level of security, is used. 

6.14. The council will not maintain any form of cash float. All cash received must be banked 
intact. Any payments made in cash by the Clerk [or RFO] (for example for postage or 
minor stationery items) shall be refunded on a regular basis, at least quarterly. 

6.15. Where internet banking arrangements are made with any bank, the Clerk [RFO] shall be 
appointed as the Service Administrator. The bank mandate approved by the council 
shall identify a number of councillors who will be authorised to approve transactions on 
those accounts. The bank mandate will state clearly the amounts of payments that can 
be instructed by the use of the Service Administrator alone, or by the Service 
Administrator with a stated number of approvals.  
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6.16. Access to any internet banking accounts will be directly to the access page (which may 
be saved under “favourites”), and not through a search engine or e- mail link. 
Remembered or saved passwords facilities must not be used on any computer used for 
council banking work. Breach of this Regulation will be treated as a very serious matter 
under these regulations.  

 

7. PAYMENT OF SALARIES 

7.1. As an employer, the council shall make arrangements to meet fully the statutory 
requirements placed on all employers by PAYE and National Insurance legislation. The 
payment of all salaries shall be made in accordance with payroll records and the rules of 
PAYE and National Insurance currently operating, and salary rates shall be as agreed by 
council, or duly delegated committee. 

7.2. Payment of salaries and payment of deductions from salary such as may be required to be 
made for tax, national insurance and pension contributions, or similar statutory or 
discretionary deductions must be made in accordance with the payroll records and on the 
appropriate dates stipulated in employment contracts, provided that each payment is 
reported to the next available council meeting, as set out in these regulations above. 

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

7.4. Each and every payment to employees of net salary and to the appropriate creditor of the 
statutory and discretionary deductions shall be recorded in a separate confidential record 
(confidential cash book). This confidential record is not open to inspection or review 
(under the Freedom of Information Act 2000 or otherwise) other than: 

a) by any councillor who can demonstrate a need to know; 

b) by the internal auditor; 

c) by the external auditor; or 

d) by any person authorised under Audit Commission Act 1998, or any superseding 
legislation. 

7.5. The total of such payments in each calendar month shall be reported with all other 
payments as made as may be required under these Financial Regulations, to ensure that 
only payments due for the period have actually been paid. 

7.6. An effective system of personal performance management should be maintained for the 
senior officers. 
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7.7. Any termination payments shall be supported by a clear business case and reported to 
the council. Termination payments shall only be authorised by council. 

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

8. LOANS AND INVESTMENTS 

8.1. All borrowings shall be effected in the name of the council, after obtaining any necessary 
borrowing approval. Any application for borrowing approval shall be approved by 
Council as to terms and purpose. The application for borrowing approval, and subsequent 
arrangements for the loan shall only be approved by full council. 

8.2. Any financial arrangement which does not require formal borrowing approval from the 
Secretary of State/Welsh Assembly Government (such as Hire Purchase or Leasing of 
tangible assets) shall be subject to approval by the full council. In each case a report in 
writing shall be provided to council in respect of value for money for the proposed 
transaction. 

8.3. All loans and investments shall be negotiated in the name of the council and shall be for a 
set period in accordance with council policy. 

8.4. The council shall consider the need for an Investment Strategy and Policy which, if drawn 
up, shall be in accordance with relevant regulations, proper practices and guidance. Any 
Strategy and Policy shall be reviewed by the council at least annually. 

8.5. All investments of money under the control of the council shall be in the name of the 
council. 

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

8.7. Payments in respect of short term or long term investments, including transfers between 
bank accounts held in the same bank, or branch, shall be made in accordance with 
Regulation 5 (Authorisation of payments) and Regulation 6 (Instructions for payments). 

9. INCOME 

9.1. The collection of all sums due to the council shall be the responsibility of and under the 
supervision of the RFO. 

9.2. Particulars of all charges to be made for work done, services rendered or goods supplied 
shall be agreed annually by the council, notified to the RFO and the RFO shall be 
responsible for the collection of all accounts due to the council. 

9.3. The council will review all fees and charges at least annually, following a report of the 
Clerk. 
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9.4. Any sums found to be irrecoverable and any bad debts shall be reported to the council 
and shall be written off in the year. 

9.5. All sums received on behalf of the council shall be banked intact as directed by the RFO. 
In all cases, all receipts shall be deposited with the council's bankers with such frequency 
as the RFO considers necessary. 

9.6. The origin of each receipt shall be entered on the paying-in slip. 

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

9.8. The RFO shall promptly complete any VAT Return that is required. Any repayment claim 
due in accordance with VAT Act 1994 section 33 shall be made at least annually 
coinciding with the financial year end. 

9.9. Where any significant sums of cash are regularly received by the council, the RFO shall 
take such steps as are agreed by the council to ensure that more than one person is 
present when the cash is counted in the first instance, that there is a reconciliation to some 
form of control such as ticket issues, and that appropriate care is taken in the security and 
safety of individuals banking such cash. 

9.10. Any income arising which is the property of a charitable trust shall be paid into a 
charitable bank account. Instructions for the payment of funds due from the charitable 
trust to the council (to meet expenditure already incurred by the authority) will be given 
by the Managing Trustees of the charity meeting separately from any council meeting 
(see also Regulation 16 below). 

10. ORDERS FOR WORK, GOODS AND SERVICES 

10.1. An official order or letter shall be issued for all work, goods and services unless a formal 
contract is to be prepared or an official order would be inappropriate. Copies of orders 
shall be retained. 

10.2. Order books shall be controlled by the RFO. 

10.3. All members and officers are responsible for obtaining value for money at all times. An 
officer issuing an official order shall ensure as far as reasonable and practicable that the 
best available terms are obtained in respect of each transaction, usually by obtaining three 
or more quotations or estimates from appropriate suppliers, subject to any de minimis 
provisions in Regulation 11.1 below. 

10.4. A member may not issue an official order or make any contract on behalf of the council. 

10.5. The RFO shall verify the lawful nature of any proposed purchase before the issue of any 
order, and in the case of new or infrequent purchases or payments, the RFO shall 
ensure that the statutory authority shall be reported to the meeting at which the order is 
approved so that the minutes can record the power being used. 
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11. CONTRACTS 

11.1. Procedures as to contracts are laid down as follows: 

a. Every contract shall comply with these financial regulations, and no exceptions shall 
be made otherwise than in an emergency provided that this regulation need not 
apply to contracts which relate to items (i) to (vi) below: 

i. for the supply of gas, electricity, water, sewerage and telephone services; 

ii. for specialist services such as are provided by solicitors, accountants, surveyors 
and planning consultants; 

iii. for work to be executed or goods or materials to be supplied which consist of 
repairs to or parts for existing machinery or equipment or plant; 

iv. for work to be executed or goods or materials to be supplied which constitute an 
extension of an existing contract by the council; 

v. for additional audit work of the external auditor up to an estimated value of £500 
(in excess of this sum the Clerk and RFO shall act after consultation with the 
Chairman and Vice Chairman of council); and 

vi. for goods or materials proposed to be purchased which are proprietary articles 
and / or are only sold at a fixed price. 

b. Where the council intends to procure or award a public supply contract, public 
service contract or public works contract as defined by The Public Contracts 
Regulations 2015 (“the Regulations”) which is valued at £25,000 or more, the council 
shall comply with the relevant requirements of the Regulations . 2

c. The full requirements of The Regulations, as applicable, shall be followed in respect 
of the tendering and award of a public supply contract, public service contract or 
public works contract which exceed thresholds in The Regulations set by the Public 
Contracts Directive 2014/24/EU (which may change from time to time) . 3

d.  When applications are made to waive financial regulations relating to contracts to 
enable a price to be negotiated without competition the reason shall be embodied 
in a recommendation to the council. 

e. Such invitation to tender shall state the general nature of the intended contract and 
the Clerk shall obtain the necessary technical assistance to prepare a specification in 

 The Regulations require councils to use the Contracts Finder website to advertise contract opportunities, 2

set out the procedures to be followed in awarding new contracts and to publicise the award of new contracts

 Thresholds currently applicable are: 3

a. For public supply and public service contracts 209,000 Euros (£164,176) 
b. For public works contracts 5,225,000 Euros (£4,104,394)
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appropriate cases. The invitation shall in addition state that tenders must be 
addressed to the Clerk in the ordinary course of post. Each tendering firm shall be 
supplied with a specifically marked envelope in which the tender is to be sealed and 
remain sealed until the prescribed date for opening tenders for that contract. 

f. All sealed tenders shall be opened at the same time on the prescribed date by the 
Clerk in the presence of at least one member of council. 

g. Any invitation to tender issued under this regulation shall be subject to Standing 
Orders[ ],  [insert reference of the council’s relevant standing order - 4

OUTSTANDING CJL] and shall refer to the terms of the Bribery Act 2010. 

h. When it is to enter into a contract of less than £25,000 in value for the supply of 
goods or materials or for the execution of works or specialist services other than 
such goods, materials, works or specialist services as are excepted as set out in 
paragraph (a) the Clerk or RFO shall obtain 3 quotations (priced descriptions of the 
proposed supply); where the value is below £3,000 and above £100 the Clerk or 
RFO shall strive to obtain 3 estimates. Otherwise, Regulation 10.3 above shall apply. 

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

j. Should it occur that the council, or duly delegated committee, does not accept any 
tender, quote or estimate, the work is not allocated and the council requires further 
pricing, provided that the specification does not change, no person shall be 
permitted to submit a later tender, estimate or quote who was present when the 
original decision making process was being undertaken. 

12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION WORKS 
(PUBLIC WORKS CONTRACTS) 

12.1. Payments on account of the contract sum shall be made within the time specified in the 
contract by the RFO upon authorised certificates of the architect or other consultants 
engaged to supervise the contract (subject to any percentage withholding as may be 
agreed in the particular contract). 

12.2. Where contracts provide for payment by instalments the RFO shall maintain a record of all 
such payments. In any case where it is estimated that the total cost of work carried out 
under a contract, excluding agreed variations, will exceed the contract sum of 5% or more 
a report shall be submitted to the council. 

 Based on NALC’s model standing order 18d in Local Councils Explained © 2013 National Association of 4

Local Councils
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12.3. Any variation to a contract or addition to or omission from a contract must be approved by 
the council and Clerk to the contractor in writing, the council being informed where the 
final cost is likely to exceed the financial provision. 

  

13. STORES AND EQUIPMENT 

13.1. The officer in charge of each section shall be responsible for the care and custody of 
stores and equipment in that section. 

13.2. Delivery notes shall be obtained in respect of all goods received into store or otherwise 
delivered and goods must be checked as to order and quality at the time delivery is 
made. 

13.3. Stocks shall be kept at the minimum levels consistent with operational requirements. 

13.4. The RFO shall be responsible for periodic checks of stocks and stores at least annually. 

14. ASSETS, PROPERTIES AND ESTATES 

14.1. The Clerk shall make appropriate arrangements for the custody of all title deeds and Land 
Registry Certificates of properties held by the council. The RFO shall ensure a record is 
maintained of all properties held by the council, recording the location, extent, plan, 
reference, purchase details, nature of the interest, tenancies granted, rents payable and 
purpose for which held in accordance with Accounts and Audit Regulations. 

14.2. No tangible moveable property shall be purchased or otherwise acquired, sold, leased or 
otherwise disposed of, without the authority of the council, together with any other 
consents required by law, save where the estimated value of any one item of tangible 
movable property does not exceed £250. 

14.3. No real property (interests in land) shall be sold, leased or otherwise disposed of without 
the authority of the council, together with any other consents required by law. In each case 
a report in writing shall be provided to council in respect of valuation and surveyed 
condition of the property (including matters such as planning permissions and covenants) 
together with a proper business case (including an adequate level of consultation with the 
electorate). 

14.4. No real property (interests in land) shall be purchased or acquired without the authority of 
the full council. In each case a report in writing shall be provided to council in respect of 
valuation and surveyed condition of the property (including matters such as planning 
permissions and covenants) together with a proper business case (including an adequate 
level of consultation with the electorate). 
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14.5. Subject only to the limit set in Regulation 14.2 above, no tangible moveable property shall 
be purchased or acquired without the authority of the full council. In each case a report in 
writing shall be provided to council with a full business case. 

14.6. The RFO shall ensure that an appropriate and accurate Register of Assets and Investments 
is kept up to date. The continued existence of tangible assets shown in the Register shall 
be verified at least annually, possibly in conjunction with a health and safety inspection of 
assets. 

15. INSURANCE 

15.1. Following the annual risk assessment (per Regulation 17), the RFO shall effect all 
insurances and negotiate all claims on the council's insurers. 

15.2. The RFO shall keep a record of all insurances effected by the council and the property and 
risks covered thereby and annually review it. 

15.3. The RFO shall be notified of any loss liability or damage or of any event likely to lead to a 
claim, and shall report these to council at the next available meeting. 

15.4. All appropriate members and employees of the council shall be included in a suitable 
form of security or fidelity guarantee insurance which shall cover the maximum risk 
exposure as determined annually by the council, or duly delegated committee. 

16. CHARITIES 

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

17. RISK MANAGEMENT 

17.1. The council is responsible for putting in place arrangements for the management of risk. 
The Clerk [with the RFO] shall prepare, for approval by the council, risk management 
policy statements in respect of all activities of the council. Risk policy statements and 
consequential risk management arrangements shall be reviewed by the council at least 
annually. 
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17.2.When considering any new activity, the Clerk [with the RFO] shall prepare a draft risk 
assessment including risk management proposals for consideration and adoption by the 
council.  

18. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS 

18.1. It shall be the duty of the council to review the Financial Regulations of the council from 
time to time. The Clerk shall make arrangements to monitor changes in legislation or 
proper practices and shall advise the council of any requirement for a consequential 
amendment to these Financial Regulations. 

18.2. The council may, by resolution of the council duly notified prior to the relevant meeting of 
council, suspend any part of these Financial Regulations provided that reasons for the 
suspension are recorded and that an assessment of the risks arising has been drawn up 
and presented in advance to all members of council. 

*   *    * 

FINANCIAL REGULATIONS  Page !  of !18 18



Tel: 01483 200980       Unit 3, The Orchard 
email: dunsfoldparishclerk@btconnect.com    Chiddingfold Road 
6th May 2022        GU8 4PB 

NOTICE OF A MEETING OF THE COMMONS COMMITTEE 
Members of the Commons Committee are summoned to attend a meeting of the Commons 

Committee to be held at 7.30pm on Thursday 12th May 2022 in the Winn Hall, Dunsfold. 

Celeste Lawrence 
Clerk to the Council 

AGENDA 

1. APOLOGIES FOR ABSENCE  
Recommendation: To receive apologies for absence. 

2. MINUTES 
Recommendation: To receive for confirmation the Minutes of the Meeting held on 10th March 
2022. 

3. REVIEW OF ACTIONS FROM THE PREVIOUS MEETING MINUTES 
Recommendation: To review any matters outstanding from the previous minutes and record 
progress. 

4. REPORT FROM THE CHAIRMAN OF THE COMMONS STEERING GROUP 
Recommendation: To receive a report from the Chairman of the Commons Steering Group. 

5. S106 MONIES 
Recommendation: To receive a report on tree works being done with the S106 monies. 

6. WOODLAND AND POND MANAGEMENT PROGRAMME 
Recommendation: To receive a report on the progress of the management plan.  

7. COMMON AREA ISSUES 
Recommendation: To consider any other issues relating to the Common area.  

 �1

D U N S F O L D  PA R I S H  C O U N C I L



Dunsfold Parish Council 

  STANDING ORDERS 
These Standing Orders were adopted by Dunsfold Parish Council under item 8 at the 
Parish Council meeting held on 13th October 2016. 
Reviewed and adopted at the Annual Parish Council meeting on 11th May 2017 under item 12. 
Reviewed and adopted at the Annual Parish Council meeting on 17th May 2018 under item 11. 
Reviewed and adopted at the Annual Parish Council meeting on 16th May 2019 under item 11. 
Reviewed and adopted at the Annual Parish Council meeting on 14th May 2020 under item 11. Added S/O 21 & 27 
Reviewed and adopted at the Annual Parish Council meeting on 6th May 2021 under item 11. 

1. Rules of debate at meetings 

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

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

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

  
D. If a motion (including an amendment) has been seconded, it may be withdrawn by the 

proposer only with the consent of the seconder and the meeting. 

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

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

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

H. A councillor may move an amendment to his 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. 

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

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

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

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

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

N. 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 of the first amendment or at 
the very end of debate on the final substantive motion immediately before it is put to the 
vote. 

O. Unless permitted by the chairman 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;  
iii.to make a point of order;  
iv.to give a personal explanation; or  
v.to exercise of a right of reply. 

P. During the debate of 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. 

Q. A point of order shall be decided by the chairman of the meeting and his decision shall 
be final.  

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

i. to amend the motion; 
ii. to proceed to the next business; 
iii. to adjourn the debate; 
iv. to put the motion to a vote; 
v. to ask a person to be no longer heard or to leave the meeting; 
vi. to refer a motion to a committee or sub-committee for consideration;  
vii. to exclude the public and press; 
viii. to adjourn the meeting; or 
ix. to suspend particular standing order(s) excepting those which reflect mandatory 

statutory requirements. 

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

t. Excluding motions moved understanding order 1(r) above, the contributions or 
speeches by a councillor shall relate only to the motion under discussion and shall 
not exceed 3 minutes without the consent of the chairman of the meeting. 
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2. Disorderly conduct at meetings 

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

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

c. If a resolution made under standing order 2(b) above is ignored, the chairman of the 
meeting may take further reasonable steps to restore order or to progress the meeting. 

This may include temporarily suspending or closing the meeting. 
3. Meetings generally 

!!Full Council meetings 
!!Committee meetings  
!!Sub-committee meetings  

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

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

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

!! d. Meetings shall be open to the public unless their presence is 
prejudicial to the public interest by reason of the confidential nature 
of the business to be transacted or for other special reasons. The 
public’s exclusion from part or all of a meeting shall be by a 
resolution which shall give reasons for the public’s exclusion. 
Meetings of working parties shall not be open to the press and 
public. 
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e. Members of the public may make representations, answer questions and 
give evidence at a meeting which they are entitled to attend in respect of 
the business on the agenda. 

f. The period of time designated for public participation at a meeting in 
accordance with standing order 3(e) above shall not exceed 15 minutes 
unless directed by the chairman of the meeting. 

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

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

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

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

!! k. Photographing, recording, broadcasting or transmitting the 
proceedings of a meeting by any means is not permitted without the 
Council’s prior written consent. 

!! l. 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.   

! m. Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chairman of 
the Council may in his absence be done by, to or before the Vice-
Chairman of the Council (if any). 

! n. The Chairman, if present, shall preside at a meeting. If the Chairman 
is absent from a meeting, the Vice-Chairman, if present, shall 
preside. If both the Chairman and the Vice-Chairman are absent from 
a meeting, a councillor as chosen by the councillors present at the 
meeting shall preside at the meeting. 

!!! o. Subject to a meeting being quorate, all questions at a meeting shall 
be decided by a majority of the councillors or councillors with voting 
rights present and voting. 
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4. Committees and sub-committees 

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

!!! p. The chairman of a meeting may give an original vote on any matter 
put to the vote, and in the case of an equality of votes may exercise 
his casting vote whether or not he gave an original vote. 
See standing orders 5(i) and (j) below for the different rules that apply in 
the election of the Chairman of the Council at the annual meeting of the 
council. 

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

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

i.the time and place of the meeting;  
ii.the names of councillors present and absent;  
iii.interests that have been declared by councillors and non-councillors 

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

meeting when matters that they held interests in were being 
considered; 

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

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

! t. 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. 

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

!!! u. 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.  

v. No meeting shall exceed 2 hours unless the Chairman believes the 
meeting agenda can be completed by an extension not to extend beyond 
10.00 pm and is agreed by resolution put by the Chairman.
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b. The members of a committee may include non-councillors unless it is a committee which 
regulates and controls the finances of the council. 

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

d. The council may appoint standing committees or other committees as may be necessary, 
and: 

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

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

iv. may, subject to standing orders 4(b) and (c) above, appoint and determine the 
terms of office of the substitute members to a committee whose role is to replace 
the ordinary members at a meeting of a committee if the ordinary members of the 
committee confirm to the Proper Officer 3 days before the meeting that they are 
unable to attend; 

v. shall, after it has appointed the members of a standing committee, appoint the 
chairman of the standing committee; 

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

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

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

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

xi. may dissolve a committee. 

5. Ordinary council meetings  
a. In an election year, the annual meeting of the council shall be held on or within 14 days 

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

b. In a year which is not an election year, the annual meeting of a council shall be held on 
such day in May as the council may direct. 

c. If no other time is fixed, the annual meeting of the council shall take place at 7.30pm. 

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

e. The first business conducted at the annual meeting of the council shall be the election of 
the Chairman and Vice-Chairman (if any) of the Council. 

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

g. The Vice-Chairman of the Council, if any, unless he resigns or becomes disqualified, shall 
hold office until immediately after the election of the Chairman of the Council at the 
next annual meeting of the council. 

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

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

j. Following the election of the Chairman of the Council and Vice-Chairman (if any) of the 
Council at the annual meeting of the council, the business of the annual meeting shall 
include: 
i. In an election year, delivery by the Chairman of the Council and councillors of their 

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

ii. Confirmation of the accuracy of the minutes of the last meeting of the council; 
iii. Receipt of the minutes of the last meeting of a committee; 
iv. Consideration of the recommendations made by a committee; 
v. Appointment of members to existing committees; 
vi. Appointment of any new committees in accordance with standing order 4 above; 
vii. Review and adoption of appropriate standing orders and financial regulations; 
viii. In an election year, to make arrangements with a view to the council becoming 

eligible to exercise the general power of competence in the future; 
ix. Review of inventory of land and assets including buildings and office equipment; 
x. Confirmation of arrangements for insurance cover in respect of all insured risks; 
xi. Review of the council’s and/or staff subscriptions to other bodies; 
xii. Review of the council’s complaints procedure; 
xiii. Review of the council’s procedures for handling requests made under the Freedom 

of Information Act 2000 and the Data Protection Act 1998; 
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xiv. Review of the council’s policy for dealing with the press/media; and 
xv. Determining the time and place of ordinary meetings of the full council up to and 

including the next annual meeting of full council.  

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

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

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

c. The chairman of a committee may convene an extraordinary meeting of the committee at 
any time.  

d. If the chairman of a committee does not or refuses to call an extraordinary meeting within 
5 days of having been requested by to do so by 2 members of the committee, any 2 
members of the committee may convene an extraordinary meeting of a committee.  

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

which requires written notice by at least 2 councillors to be given to the Proper Officer in 
accordance with standing order 9 below, or by a motion moved in pursuance of the 
recommendation of a committee or a sub-committee. 

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

8. Voting on appointments 
a. Where more than two persons have been nominated for a position to be filled by the 

council and none of those persons has received an absolute majority of votes in their 
favour, the name of the person having the least number of votes shall be struck off the list 
and a fresh vote taken. This process shall continue until a majority of votes is given in 
favour of one person. A tie in votes may be settled by the casting vote exerciseable by the 
chairman of the meeting. 
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9. Motions for a meeting that require written notice to be given to 
the Proper Officer  

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

b. No motion may be moved at a meeting unless it is on the agenda and the mover has 
given written notice of its wording to the Proper Officer at least 5 clear days before the 
meeting. Clear days do not include the day of the notice or the day of the meeting. 

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

d. If the Proper Officer considers the wording of a motion received in accordance with 
standing order 9(b) above is not clear in meaning, the motion shall be rejected until the 
mover of the motion resubmits it in writing to the Proper Officer so that it can be 
understood at least 3 clear days before the meeting.  

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

f. Subject to standing order 9(e) above, the decision of the Proper Officer as to whether or 
not to include the motion on the agenda shall be final.  

10.Motions at a meeting that do not require written notice  
a. The following motions may be moved at a meeting without written notice to the Proper 

Officer; 
i. to correct an inaccuracy in the draft minutes of a meeting; 
ii. to move to a vote;  
iii. to defer consideration of a motion;  
iv. to refer 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 appoint a committee or sub-committee and their members; 
ix. to exclude the press and public from a meeting in respect of confidential or sensitive 

information which is prejudicial to the public interest; 
x. to not hear further from a councillor or a member of the public; 
xi. to exclude a councillor or member of the public for disorderly conduct;  
xii.to temporarily suspend the meeting;  
xiii.to suspend a particular standing order (unless it reflects mandatory statutory 

requirements); 
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xiv.to adjourn the meeting; or 
xv.to close a meeting. 

11. Handling confidential or sensitive information  
a. The agenda, papers that support the agenda and the minutes of a meeting shall not 

disclose or otherwise undermine confidential or sensitive information which for special 
reasons would not be in the public interest. 

b. Councillors and staff shall not disclose confidential or sensitive information which for 
special reasons would not be in the public interest. 

c. Councillors and staff have a duty of confidentiality. They should ensure that all 
confidential information is kept secure and is not left in public places.  

12. Draft minutes  
a. If the draft minutes of a preceding meeting have been served on councillors with the 

agenda to attend the meeting at which they are due to be approved for accuracy, they 
shall be taken as read. 

b. There shall be no discussion about the draft minutes of a preceding meeting except in 
relation to their accuracy. A motion to correct an inaccuracy in the draft minutes shall be 
moved in accordance with standing order 10(a)(i) above. 

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

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

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

e. Upon a resolution which confirms the accuracy of the minutes of a meeting, the draft 
minutes or recordings of the meeting for which approved minutes exist shall be 

destroyed. 
13.Code of conduct and dispensations 
See also standing order 3(s) above.  
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a. All councillors and non-councillors with voting rights shall observe the code of conduct 
adopted by the council. 

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

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

d. 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. 

e. A decision as to whether to grant a dispensation shall be made by the Proper Officer and 
that decision is final. 

f. A dispensation request shall confirm: 
i. the description and the nature of the disclosable pecuniary interest or other interest to 

which the request for the dispensation relates;  
ii.whether the dispensation is required to participate at a meeting in a discussion only or a 

discussion and a vote; 
iii.the date of the meeting or the period (not exceeding four years) for which the 

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

g. Subject to standing orders 13(d) and (f) above, dispensations requests shall be 
considered by the Proper Officer before the meeting or, if this is not possible, at the  

start of the meeting for which the dispensation is required. 
  
h. A dispensation may be granted in accordance with standing order 13(e) above if 

having regard to all relevant circumstances the following applies: 

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

ii.granting the dispensation is in the interests of persons living in the council’s area or 
iii.it is otherwise appropriate to grant a dispensation. 

14. Code of conduct complaints  
a. Upon notification by the County Borough OR County Council that it is dealing with a 

complaint that a councillor or non-councillor with voting rights has breached the council’s 
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code of conduct, the Proper Officer shall, subject to standing order 11 above, report this 
to the council. 

b. Where the notification in standing order 14(a) above relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chairman of Council of this fact, and the 
Chairman shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the council has agreed what 
action, if any, to take in accordance with standing order 14(d) below]. 

c. The council may: 
i. provide information or evidence where such disclosure is necessary to progress an 

investigation of the complaint or is required by law; 
ii.seek information relevant to the complaint from the person or body with statutory 

responsibility for investigation of the matter; 

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

15. Proper Officer  
a. The Proper Officer shall be either (i) the clerk or (ii) other staff member(s) nominated by 

the council to undertake the work of the Proper Officer when the Proper Officer is absent.  

b. The Proper Officer shall: 
i. at least three clear days before a meeting of the council, a committee and a sub-

committee serve on councillors a summons, by email, confirming the time, place 
and the agenda provided any such email contains the electronic signature and title 
of the Proper Officer.  
See standing order 3(b) above for the meaning of clear days for a meeting of a full 
council and standing order 3 (c) above for a meeting of a committee. 

ii. give public notice of the time, place and agenda at least three clear days before a 
meeting of the council or a meeting of a committee or a sub-committee (provided 
that the public notice with agenda of an extraordinary meeting of the council 
convened by councillors is signed by them); 
See standing order 3(b) above for the meaning of clear days for a meeting of a full 
council and standing order 3(c) above for a meeting of a committee. 

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

iv. convene a meeting of full council for the election of a new Chairman of the 
Council, occasioned by a casual vacancy in his office; 

v. facilitate inspection of the minute book by local government electors; 
vi. receive and retain copies of byelaws made by other local authorities; 
vii. retain acceptance of office forms from councillors; 
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viii. retain a copy of every councillor’s register of interests; 
ix. assist with responding to requests made under the Freedom of Information Act 

2000 and Data Protection Act 1998, in accordance with and subject to the council’s 
policies and procedures relating to the same; 

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

xi. manage the organisation, storage of, access to and destruction of information held 
by the council in paper and electronic form; 

xii. arrange for legal deeds to be executed;  
See also standing order 22 below. 

xiii. arrange or manage the prompt authorisation, approval, and instruction regarding 
any payments to be made by the council in accordance with the council’s financial 
regulations; 

xiv. record every planning application notified to the council and the council’s response 
to the local planning authority in the minutes; 

xv. refer a planning application received by the council to the Chairman or in his 
absence the Vice-Chairman of the Council within two working days of receipt to 
facilitate an extraordinary meeting if the nature of a planning application requires 
consideration before the next ordinary meeting of the council; 

xvi. manage access to information about the council via the publication scheme; and 
xvii. retain custody of the seal of the council (if any) which shall not be used without a 

resolution to that effect. 
See also standing order 22 below. 

16. Responsible Financial Officer  
a. The council shall appoint appropriate staff member(s) to undertake the work of the 

Responsible Financial Officer when the Responsible Financial Officer is absent. 

17. Accounts and accounting statements 
a. “Proper practices” in standing orders refer to the most recent version of Governance and 

Accountability for Local Councils – a Practitioners’ Guide. 

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

c. 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 for each quarter;  
ii.the council’s aggregate receipts and payments for the year to date; 
iii.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. 

d. As soon as possible after the financial year end at 31 March, the Responsible Financial 
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Officer shall provide: 
i. each councillor with a statement summarising the council’s receipts and payments for 

the last quarter and the year to date for information; and  
ii.to the full council the accounting statements for the year in the form of Section 1 of the 

annual return, as required by proper practices, for consideration and approval. 

e. The year end accounting statements shall be prepared in accordance with proper 
practices and applying the form of accounts determined by the council (receipts and 
payments, or income and expenditure) for a year to 31 March. A completed draft annual 
return shall be presented to each councillor before the end of the following month of 
May. The annual return of the council, which is subject to external audit, including the 
annual governance statement, shall be presented to council for consideration and formal 
approval before 30 June.  

18. Financial controls and procurement 
a. The council shall consider and approve financial regulations drawn up by the Responsible 

Financial Officer, which shall include detailed arrangements in respect of the following: 
i. the keeping of accounting records and systems of internal controls; 
ii. the assessment and management of financial risks faced by the council; 
iii. the work of the independent internal auditor in accordance with proper practices 

and the receipt of regular reports from the internal auditor, which shall be required 
at least annually; 

iv. the inspection and copying by councillors and local electors of the council’s 
accounts and/or orders of payments; and  

v. procurement policies (subject to standing order 18(c) below) including the setting 
of values for different procedures where a contract has an estimated value of less 
than £60,000. 

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

c. Financial regulations shall confirm that a proposed contract for the supply of goods, 
materials, services and the execution of works with an estimated value in excess of 
£60,000 shall be procured on the basis of a formal tender as summarised in standing 
order 18(d) below. 

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

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

the time, date and address for the submission of tenders (iii) the date of the 
council’s written response to the tender and (iv) the prohibition on prospective 
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contractors contacting councillors or staff to encourage or support their tender 
outside the prescribed process; 

iii. the invitation to tender shall be advertised in a local newspaper and in any other 
manner that is appropriate;  

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

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

vi. tenders are to be reported to and considered by the appropriate meeting of the 
council or a committee or sub-committee with delegated responsibility. 

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

f. Where the value of a contract is likely to exceed £138,893 (or other threshold specified 
by the Office of Government Commerce from time to time) the council must consider 
whether the Public Contracts Regulations 2006 (SI No. 5, as amended) and the Utilities 
Contracts Regulations 2006 (SI No. 6, as amended) apply to the contract and, if either of 
those Regulations apply, the council must comply with EU procurement rules. 

19. Handling staff matters 
a. A matter personal to a member of staff that is being considered by a meeting of 

council is subject to standing order 11 above. 

b. Subject to the council’s policy regarding absences from work, the council’s most 
senior member of staff shall notify the Chairman of the Council or, if he is not 
available, the Vice-Chairman of the Council, of absence occasioned by illness or 
other reason and that person shall report such absence at its next meeting. 

c. The Chairman of the Council or in his absence, the vice-chairman shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
Clerk and RFO. The reviews and appraisal shall be reported in writing and is subject 
to approval by resolution by Council members.  

d. Subject to the council’s policy regarding the handling of grievance matters, the 
council’s most senior employee (or other employees) shall contact the Chairman of 
the Council or in his absence, the Vice-chairman of the Council in respect of an 
informal or formal grievance matter, and this matter shall be reported back and 
progressed by resolution of the council members. 

e. Subject to the council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk and RFO relates to the 
Chairman or Vice-Chairman of the Council, this shall be communicated to another 
member of the council, which shall be reported back and progressed by resolution 
of Council members.  
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f. Any persons responsible for all or part of the management of staff shall treat the 
written records of all meetings relating to their performance, capabilities, grievance 
or disciplinary matters as confidential and secure. 

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

records shall be secured and locked and electronic records shall be password 
protected and encrypted. 

h. Only persons with line management responsibilities shall have access to staff 
records referred to in standing orders 19(f) and (g) above if so justified.  

i. Access and means of access by keys and/or computer passwords to records of 
employment referred to in standing orders 19(f) and (g) above shall be provided 
only to the Clerk and the Chairman of the Council. 

20. Requests for information  
a. Requests for information held by the council shall be handled in accordance with the 

council’s policy in respect of handling requests under the Freedom of Information Act 
2000 and the Data Protection Act 1998. 

b. Correspondence from, and notices served by, the Information Commissioner shall be 
referred by the Proper Officer to the Chairman of the Council. The said committee shall 
have the power to do anything to facilitate compliance with the Freedom of Information 
Act 2000.  

 
 

 
21. Responsibilities Under Data Protection Legislation 
(Below is not an exclusive list).  

See also standing order 11. 

a. The Council may appoint a Data Protection Officer. 
b. The Council shall have policies and procedures in place to respond to an individual 

exercising statutory rights concerning his personal data. 
c. The Council shall have a written policy in place for responding to and managing a personal 

data breach. 
d. 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. 
e. 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. 
f. The Council shall maintain a written record of its processing activities. 
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22. Relations with the press/media 
a. Requests from the press or other media for an oral or written comment or statement from 

the Council, its councillors or staff shall be handled in accordance with the Council’s 
policy in respect of dealing with the press and/or other media. 

23. Execution and sealing of legal deeds  

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

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

b. Subject to standing order 22(a) above, 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. 

24.Communicating with District and County councillors 
a. An invitation to attend a meeting of the council shall be sent, together with the agenda, to 

the ward councillor(s) of the County Council representing the area of the council.  
b. Unless the council determines otherwise, a copy of each letter sent to the County Council 

shall be sent to the ward councillor(s) representing the area of the council. 
 

25. Restrictions on councillor activities 
a. Unless authorised by a resolution, no councillor shall: 

i. inspect any land and/or premises which the council has a right or duty to inspect; or 
ii.issue orders, instructions or directions. 

26. Standing orders generally 
a. All or part of a standing order, except one that incorporates mandatory statutory 

requirements, may be suspended by resolution in relation to the consideration of an item 
on the agenda for a meeting. 

b. A motion to add to or vary or revoke one or more of the council’s standing orders, except 
one that incorporates mandatory statutory requirements, shall be proposed by a special 
motion, the written notice by at least 2 councillors to be given to the Proper Officer in 
accordance with standing order 9 above. 

c. The Proper Officer shall provide a copy of the council’s standing orders to a councillor as 
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soon as possible after he has delivered his acceptance of office form. 

d. The decision of the chairman of a meeting as to the application of standing orders at the 
meeting shall be final. 

27. Online Meetings 
 
    Remote Meeting Access 

a. A link to the Zoom Parish Council or Committee meeting will be included in the meeting 
agenda. 

b. The meeting agenda will be displayed on the Council noticeboard and website in the usual 
manner. 

c. Background papers will be supplied with meeting agenda in the usual manner on the 
Council website, and by email to Councillors at their Council email address.  
 
Press and Public 

d. One meeting link will be reserved for the local press. 
e. There are a maximum of 100 attendees for a Zoom Parish Council or Committee meeting. 
 
 
Meeting Etiquette 

f. All Councillors should mute their microphones unless speaking. 
g. The Chairman will be made presenter of the meeting. 
 
Declaration of Interests 

h. If you need to leave the room having declared a pecuniary interest, or a personal interest 
with public interest test, please ensure you make the meeting aware that you are leaving, 
and physically leave the meeting. The Clerk will text you when the item is finished and you 
may re-join the meeting. 

i. CouncillorSpeaking 
j. Councillors wishing to speak should place a ‘?’ in the chat box. The Chairman will control 

speaking in the usual manner. 

Councillor Voting 
l. Voting will be done by show of hands, unless a recorded vote is requested. A recorded vote 

will be done through Councillors typing ‘Agreed’, ‘Against’ or ‘Abstain’ in the chat box.  
 
Public Session 

m. Members of the public may speak only in the public session following the usual rules about 
public speaking – only about items on the agenda, for no longer than 3 minutes and under 
the direction of the Chairman. 

n. Members of the public who disrupt the meeting will be removed from the meeting 
following the normal Standing Orders. 

Standing Orders  
Dunsfold Parish Council



 
Private and Confidential Items 

o. Items to be considered in private and confidential session will be listed at the end of the 
agenda. At this time, once the Council has resolved using the usual procedure to go into 
confidential session, the Clerk will close the public meeting session on Zoom Meeting, and 
send a new link to Councillors only for the confidential session. 

 
 
 

Standing Orders  !  19
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DUNSFOLD PARISH COUNCIL DOCUMENT RETENTION SCHEME 

1. Introduction 

1.1.The council recognises the need to retain documentation for audit purposes, staff 
management, tax liabilities and the eventuality of legal disputes and proceedings. 

1.2.In agreeing a document retention scheme, the council has addressed these needs, and 
taken into account its obligations under the Local Government Act 1972, the Audit 
Commission Act 1998, the Public Records Act 1958, the Data Protection Act 1998, the 
Employers’ Liability (Compulsory Insurance) Regulations 1998, the Limitation Act 1980, 
the Employment Rights Act 1996, the Local Authorities Cemeteries Order 1977, the 
Local Government (Records) Act 1962, the Freedom of Information Act 2000 and the 
Lord Chancellor’s Code of Practice on the Management of Records Code 2002. 

2. Retention of documents for legal purposes 

2.1.Most legal proceedings are governed by the Limitation Act 1980. The 1980 Act provides 
that legal claims may not be commenced after a specified period. The specified period 
varies, depending on the type of claim in question. The table below sets out the 
limitation periods for the different categories of claim. 

2.2.Some types of legal proceedings may fall into two or more categories. In these 
circumstances, the documentation should be kept for the longest of the differing 
limitation periods. 

2.3.As there is no limitation period in respect of trusts, the council will never destroy trust 
deeds and schemes and other similar documentation. 

2.4.Some limitation periods can be extended. Examples include:  

Category Limitation Period

Negligence (and other torts) 6 years

Defamation 1 year

Contract 6 years

Leases 12 years

Sums recoverable by statute 6 years

Personal Injury 3 years

To recover land 12 years

Rent 6 years

Breach of trust None
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• where individuals first become aware of damage caused at a later date (e.g. in 
the case of personal injury); 

• where damage is latent (e.g. to a building); 
• where a person suffers from a mental incapacity; 
• where there has been a mistake or where one party has defrauded another or 

concealed relevant facts. 

2.5.In such circumstances, the council will weigh up (i) the costs of storing relevant 
documents and (ii) the risks of: 

• claims being made; 
• the value of the claims; and 
• the inability to defend any claims made should relevant documents be destroyed. 

3. Document retention schedule 

3.1.The council has agreed a minimum document retention schedule, based on the 
obligations under the previously named acts, codes, orders and regulations. 

DOCUMENT MINIMUM RETENTION PERIOD REASON

Minute books Indefinite Archive

Scale of fees and charges 6 years Management

Receipt and payments 
account(s)

Indefinite Archive

Receipt books of all kinds, 
including ledgers

6 years VAT

Bank statements, including 
savings/deposit accounts

6 years Audit

Bank paying-in books Last completed audit year Audit

Cheque book stubs Last completed audit year Audit

Quotations and tenders 6 years after completion of 
contract

Limitation Act 1980

Paid invoices 6 years VAT

Paid cheques 6 years Limitation Act 1980

VAT records, P60s and P45s 6 years VAT, Tax

Petty cash, postage and 
telephone books

6 years Tax, VAT, Limitation Act 1980

Timesheets Last completed audit year Audit

Wages books 12 years Superannuation

Insurance policies While valid Management
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3.2.The need to retain any documents not included in the above schedule should be 
considered on an individual basis. As a guide, and in the absence of any prevailing act, 
code, order or regulation to the contrary, documents may be destroyed if they are no 
longer of use or relevant. If in any doubt, advice should be sought from the Clerk. 

Certificates for insurance 
against liability for employees

40 years from date on which 
the insurance commenced or 
was renewed

Employers’ Liability 
(Compulsory Insurance) 
Regulations 1998, 
Management

Investments Indefinite Audit, Management

Title deeds, leases, 
agreements, contracts

Indefinite Audit, Management

Members allowances register 6 years Tax, Limitation Act 1980

Correspondence and emails 1 year Limitation Act 1980

Accident book 3 years Reporting of Injuries, 
Diseases and Dangerous 
Occurrences Act 2013

Annual accounts and asset 
registers

Indefinite Archive

Pension contribution records 6 years Pensions Act 2014

Personnel records, including SSP 
and maternity records

6 years Limitations Act 1980

Asbestos and hazardous 
materials records

Indefinite Asbestos Regulations

Job applications 

Previous versions of policies, 
standing orders, schemes of 
delegation

3 years Data Protection Act 1998

For halls, centre, recreation 
grounds 

• Application for hire 
• Lettings diaries 
• Copies of bills to hirers 
• Record of tickets issued

6 years VAT
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The Dunsfold Parish Council Members’ Code of 
Conduct  
 

Introduction and Interpretation 

1. (1) This Code applies to you as a Member of Dunsfold Parish Council  (“the Council”) 

when you act in your role as a Member. 

(2) You are a representative of the Council and the public will view you as such. Your 

actions can impact on how the Council as a whole is viewed.  

(3) This Code is based on and is consistent with the principles of public life set out in 

Section 28 Localism Act 2011 which the Council endorses: - 

­ selflessness 

­ integrity 

­ objectivity 

­ accountability 

­ openness 

­ honesty 

­ leadership 

The Council  is under a duty to promote and maintain high standards of conduct by 

members  

(4) It is your responsibility to comply with the provisions of this Code when acting in 

your capacity as a Member. 

(5) In this Code –  

“meeting” means any meeting of 

(a) the Council; 

(b) any of the Council’s committees, including  sub-committees, joint 

committees, and joint sub-committees;  

“Member” includes a co-opted member and an appointed member. 

 

General Obligations 

2. (1) You must ​always treat member colleagues, officers, other organizations 

and members of the public with respect. 

(2) You must not​ conduct yourself in a manner which is contrary to the Council’s duty to 

promote and maintain high standards of conduct by Members. 

(3) You must​ ​not ​disclose information given to you in confidence by anyone, or 

information acquired by you which you believe, or ought reasonably to be aware, is of 

a confidential nature, except where –  

(i) you have the consent of a person authorised to give it; 

(ii) you are required by law to do so; 

(iii) the disclosure is made to a third party for the purpose 

of obtaining professional legal advice provided that the third party agrees 

not to disclose the information to any other person; or 

(iv) the disclosure is –  

(aa) reasonable and in the public interest; 

(bb)made in good faith and in compliance with the reasonable 

requirements of the Council; and 
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(cc) you have consulted the Monitoring Officer or taken other 

independent legal advice prior to its release. 

(4) You must not ​prevent another person from gaining access to information to which 

that person is entitled by law. 

(5) You must not ​use or attempt to use your position as a Member improperly to confer 

on or secure for yourself or any other person an advantage or disadvantage. 

3. When using or authorising the use by others of the resources of the Council - 

(1) Do ​act in accordance with the Council’s reasonable requirements and policies; 

(2) Do ensure that such resources are not used improperly for political purposes 

(including party political purposes); and 

(3) Do​ have regard to any applicable Local Authority Code of Publicity made under the 

Local Government Act 1986. 

 

Gifts and Hospitality 

4. (1) Do ​exercise caution in accepting any gifts or hospitality which are (or which you 

reasonably believe to be) offered to you because you are a Member. 

(2) Do not ​accept significant gifts or hospitality from persons seeking to acquire, 

develop or do business with the Council or from persons who may apply to the 

Council for any permission, licence or other significant advantage.  

(3) Do ​register with the Council any gift or hospitality with an estimated value of at 

least £25 within 28 days of its receipt. 

 

Registration of Interests  

5. (1) You must notify the Monitoring Officer of your disclosable pecuniary interests, or 

other interests which the Council has decided are appropriate for registration. On 

election, you must do this within 28 days of being elected or appointed to office. 

Details of disclosable pecuniary interests are set out in the Annexe to this Code. 

(2) Do ​similarly notify the Monitoring Officer of any disclosable pecuniary or other 

interests not already registered within 28 days of your re-election or re-appointment 

to office. 

(3) Do ​be aware that disclosable pecuniary interests include not only your interests 

but also the interests of your spouse or civil partner, a person with whom you are 

living as husband or wife or a person with whom you are living as if they were a civil 

partner, so far as you are aware of the interests of that person.  

(4) Do ​be aware that the Council has decided that it is appropriate for you to register 

and disclose non-pecuniary interests that arise from your membership of or your 

occupation of a position of general control or management in the following bodies -  

(i) bodies to which you have been appointed or nominated by the Council; 

(ii) bodies exercising functions of a public nature; 

(iii) bodies directed to charitable purposes; 

(iv) bodies one of whose principal purposes include the influence of public 

opinion or policy. 
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Disclosure of Interests and Participation 

6. (1) Do ​disclose to a meeting at which you are present any disclosable pecuniary 

interest, or other interest which the Council has decided is appropriate for disclosure. 

(2) Do ​notify the Monitoring Officer of any interest not already registered that is 

disclosed to a meeting under paragraph 6(1) above within 28 days of the disclosure. 

(3) Do not ​participate in any discussion, or vote, where you have a disclosable 

pecuniary interest in a matter. ​Do ​withdraw from the meeting during the 

consideration of the matter. 

  

Decision-making and Predetermination 

 

7. (1) Where you have been involved in campaigning in your political role on an issue 

which does not impact on your personal and/or professional life, you should not be 

prohibited from participating in a decision in your political role as a Member. 

(2) However, ​do not ​place yourself under any financial or other obligation to outside 

individuals or organizations that might seek to influence you in the performance of your 

official duties.  

(3) When making a decision, ​do ​consider the matter with an open mind and on the facts 

before the meeting at which the decision is to be made, listening to the advice of 

relevant parties, including advice from officers, and taking all relevant information into 

consideration, remaining objective and making decisions on merit.  

 

ANNEXE – DISCLOSABLE PECUNIARY INTERESTS 

 

1. Employment, office, trade, profession or vocation 

Any employment, office, trade, profession or vocation carried on for profit or gain. 

 

2. Sponsorship 

Any payment or provision of any other financial benefit (other than from the Council) made 

or provided within the period of 12 months ending with the day on which you give a 

notification for the purposes of section 30(1) or section 31(7) of the Localism Act 2011 in 

respect of any expenses incurred in carrying out your duties as a member, or towards your 

election expenses. This includes any payment or financial benefit from a trade union within 

the meaning of the Trade Union and Labour Relations (Consolidation) Act 1992. 

 

3. Contracts 

Any contract which is made between you (or a body in which you have a beneficial interest) 

and the Council- 

(a) under which goods or services are to be provided or works are to be executed; and 

(b) which has not been fully discharged. 

 

4. Land 

Any beneficial interest in land which is within the area of the Council. 

 

 

 

5. Licences 
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Any licence (alone or jointly with others) to occupy land in the area of the Council for a 

month or longer. 

 

6. Corporate Tenancies 

Any tenancy where (to your knowledge)- 

(a) the landlord is the Council; and 

(b) the tenant is a body in which you have a beneficial interest. 

 

7. Securities 

Any beneficial interest in securities of a body where- 

(a) that body (to your knowledge) has a place of business or land in the area of the 

Council; and 

(b) either- 

(i) the total nominal value of the securities exceeds £25,000 or one hundredth of the 

total issued share capital of that body; or 

(ii) if the share capital of that body is of more than one class, the total nominal value 

of the shares of any one class in which you have a beneficial interest exceeds one 

hundredth of the total issued share capital of that class. 

 

 

 

 

 

-END- 
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Local Government Association   
Model Councillor Code of Conduct 2020   

 
 

Joint statement   

The role of councillor across all tiers of local government is a vital part of our  country’s   
system of democracy. It is important that as councillors we can be held  accountable and all  
adopt the behaviors and responsibilities associated with the  role. Our conduct as an   
individual councillor affects the reputation of all councillors.  We want the role of councillor to  
be one that people aspire to. We also want  individuals from a range of backgrounds and   
circumstances to be putting themselves  forward to become councillors.   

As councillors, we represent local residents, work to develop better services and  deliver   
local change. The public have high expectations of us and entrust us to  represent our local  
area, taking decisions fairly, openly, and transparently. We have  both an individual and   
collective responsibility to meet these expectations by  maintaining high standards and   
demonstrating good conduct, and by challenging  behaviour which falls below expectations.   

Importantly, we should be able to undertake our role as a councillor without being   
intimidated, abused, bullied, or threatened by anyone, including the general public.   

This Code has been designed to protect our democratic role, encourage good  conduct and  
safeguard the public’s trust in local government.   
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Introduction   

The Local Government Association (LGA) has developed this Model Councillor Code  of   
Conduct, in association with key partners and after extensive consultation with the  sector,   
as part of its work on supporting all tiers of local government to continue to  aspire to high   
standards of leadership and performance. It is a template for councils  to adopt in whole   
and/or with local amendments.   

All councils are required to have a local Councillor Code of Conduct.   
The LGA will undertake an annual review of this Code to ensure it continues to be fit-  for-  
purpose, incorporating advances in technology, social media and changes in  legislation. The  
LGA can also offer support, training and mediation to councils and  councillors on the   
application of the Code and the National Association of Local  Councils (NALC) and the   
county associations of local councils can offer advice and  support to town and parish   
councils.   

 

Definitions   
For the purposes of this Code of Conduct, a “councillor” means a member or co-opted   
member of a local authority or a directly elected mayor. A “co-opted member”  is defined in  
the Localism Act 2011 Section 27(4) as “a person who is not a member  of the authority but  
who   

a)  is a member of any committee or sub-committee of the authority, or;   
b)  is a member of, and represents the authority on, any joint committee or joint  sub-  

committee of the authority;   
and who is entitled to vote on any question that falls to be decided at any meeting of  that   
committee or sub-committee”.   
For the purposes of this Code of Conduct, “local authority” includes county councils, district  
councils, London borough councils, parish councils, town councils, fire and  rescue   
authorities, police authorities, joint authorities, economic prosperity boards, combined   
authorities and National Park authorities.   

 

Purpose of the Code of Conduct   

The purpose of this Code of Conduct is to assist you, as a councillor, in modelling  the   
behaviour that is expected of you, to provide a personal check and balance, and  to set out  
the type of conduct that could lead to action being taken against you. It is  also to protect   
you, the public, fellow councillors, local authority officers and the  reputation of local   
government. It sets out general principles of conduct expected of  all councillors and your  
specific obligations in relation to standards of conduct. The  LGA encourages the use of   
support, training and mediation prior to action being  taken using the Code. The   
fundamental aim of the Code is to create and maintain  public confidence in the role of   
councillor and local government.   
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General principles of councillor conduct   
Everyone in public office at all levels; all who serve the public or deliver public  services,  
including ministers, civil servants, councillors and local authority officers;  should uphold  
the Seven Principles of Public Life, also known as the Nolan  Principles.   

Building on these principles, the following general principles have been developed   
specifically for the role of councillor.   

In accordance with the public trust placed in me, on all occasions:   

•  I act with integrity and honesty   
•  I act lawfully   
•  I treat all persons fairly and with respect; and   
•  I lead by example and act in a way that secures public confidence in the role  of   

councillor.   
In undertaking my role:   

•  I impartially exercise my responsibilities in the interests of the local community   
•  I do not improperly seek to confer an advantage, or disadvantage, on any   

person   
•  I avoid conflicts of interest   
•  I exercise reasonable care and diligence; and   
•  I ensure that public resources are used prudently in accordance with my local   

authority’s requirements and in the public interest.   
 

Application of the Code of Conduct   
This Code of Conduct applies to you as soon as you sign your declaration of  acceptance of  
the office of councillor or attend your first meeting as a co-opted  member and continues to  
apply to you until you cease to be a councillor.   

This Code of Conduct applies to you when you are acting in your capacity as a councillor   
which may  include when:   

•  you misuse your position  as a councillor    
•  Your actions would give the impression to a reasonable member of the public  with   

knowledge of all the facts that you are acting as a councillor;    
The Code applies to all forms of communication and interaction, including:   

 
•  at face-to-face meetings   

•  at online or telephone meetings   

•  in written communication   

•  in verbal communication   

•  in non-verbal communication   

•  in electronic and social media communication, posts, statements and   
comments.   

You are also expected to uphold high standards of conduct and show leadership at  all times   
when acting as a councillor.   
Your Monitoring Officer has statutory responsibility for the implementation of the  Code of   
Conduct, and you are encouraged to seek advice from your Monitoring  Officer on any   
matters that may relate to the Code of Conduct. Town and parish  councillors are   
encouraged to seek advice from their Clerk, who may refer matters to  the Monitoring   

https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2
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Officer.   
 

Standards of councillor conduct   
This section sets out your obligations, which are the minimum standards of conduct required  of 
you as a councillor. Should your conduct fall short of these standards, a  complaint may  be 
made against you, which may result in action being taken.   
Guidance is included to help explain the reasons for the obligations and how they  should be  
followed.   

General Conduct   

1.  Respect   

As a councillor:   
1.1 I treat other councillors and members of the public with respect.   

1.2 I treat local authority employees, employees and representatives of  partner   
organisations and those volunteering for the local authority with  respect and   
respect the role they play.   

Respect means politeness and courtesy in behaviour, speech, and in the written  word.   
Debate and having different views are all part of a healthy democracy. As a  councillor, you  
can express, challenge, criticise and disagree with views, ideas,  opinions and policies in a  
robust but civil manner. You should not, however, subject  individuals, groups of people or   
organisations to personal attack.   

 
In your contact with the public, you should treat them politely and courteously. Rude  and   
offensive behaviour lowers the public’s expectations and confidence in  councillors.   

In return, you have a right to expect respectful behaviour from the public. If members  of the  
public are being abusive, intimidatory or threatening you are entitled to stop  any   
conversation or interaction in person or online and report them to the local  authority, the   
relevant social media provider or the police. This also applies to fellow  councillors, where   
action could then be taken under the Councillor Code of Conduct,  and local authority   
employees, where concerns should be raised in line with the local  authority’s councillor-  
officer protocol.   

2.  Bullying, harassment and discrimination   

As a councillor:   

2.1 I do not bully any person.   

2.2 I do not harass any person.   

2.3 I promote equalities and do not discriminate unlawfully against any   
person.   

The Advisory, Conciliation and Arbitration Service (ACAS) characterises bullying as   
offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power   
through means that undermine, humiliate, denigrate or injure the recipient. Bullying  might be  
a regular pattern of behaviour or a one-off incident, happen face-to-face, on  social media, in  
emails or phone calls, happen in the workplace or at work social  events and may not always  
be obvious or noticed by others.   

The Protection from Harassment Act 1997 defines harassment as conduct that  causes   
alarm or distress or puts people in fear of violence and must involve such conduct on at least  
two occasions. It can include repeated attempts to impose  unwanted communications and   
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contact upon a person in a manner that could be  expected to cause distress or fear in any   
reasonable person.   
Unlawful discrimination is where someone is treated unfairly because of a protected   
characteristic. Protected characteristics are specific aspects of a person's   
identity defined by the Equality Act 2010. They are age, disability, gender  reassignment,   
marriage and civil partnership, pregnancy and maternity, race, religion  or belief, sex and   
sexual orientation.   

The Equality Act 2010 places specific duties on local authorities. Councillors have a  central  
role to play in ensuring that equality issues are integral to the local authority's  performance   
and strategic aims, and that there is a strong vision and public  commitment to equality   
across public services.   

 
3.  Impartiality of officers of the council  

As a councillor:   
 

3.1 I do not compromise, or attempt to compromise, the impartiality of   
anyone who works for, or on behalf of, the local authority.   

Officers work for the local authority as a whole and must be politically neutral (unless  they   
are political assistants). They should not be coerced or persuaded to act in a  way that would  
undermine their neutrality. You can question officers in order to  understand, for example,   
their reasons for proposing to act in a particular way, or the  content of a report that they   
have written. However, you must not try and force them  to act differently, change their   
advice, or alter the content of that report, if doing so  would prejudice their professional   
integrity.   

4.  Confidentiality and access to information   

As a councillor:   

4.1 I do not disclose information:   
a.  given to me in confidence by anyone   
b.  acquired by me which I believe, or ought reasonably to be   

aware, is of a confidential nature, unless   
i.  I have received the consent of a person authorised to give  it;   
ii.  I am required by law to do so;   

iii.  the disclosure is made to a third party for the purpose of   
obtaining professional legal advice provided that the third   
party agrees not to disclose the information to any other   
person; or   

iv.  the disclosure is:   
1.  reasonable and in the public interest; and   
2.  made in good faith and in compliance with the   

reasonable requirements of the local authority; and   
3.  I have consulted the Monitoring Officer prior to its   

release.   
 

4.2 I do not improperly use knowledge gained solely as a result of my role  as a  
councillor for the advancement of myself, my friends, my family  members,  
my employer or my business interests.   

 
4.3 I do not prevent anyone from getting information that they are entitled  to by   

law.   
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Local authorities must work openly and transparently, and their proceedings and  printed   
materials are open to the public, except in certain legally defined  circumstances. You should  
work on this basis, but there will be times when it is  required by law that discussions,   
documents and other information relating to or held  by the local authority must be treated in   
a confidential manner. Examples include  personal data relating to individuals or information  
relating to ongoing negotiations.   

 
 

5.  Disrepute   

As a councillor:   
 

5.1 I do not bring my role or local authority into disrepute.   
As a Councillor, you are trusted to make decisions on behalf of your community and  your   
actions and behaviour are subject to greater scrutiny than that of ordinary  members of the   
public. You should be aware that your actions might have an  adverse impact on you, other   
councillors and/or your local authority and may lower  the public’s confidence in your or your   
local authority’s ability to discharge your/its functions. For example, behaviour that is   
considered dishonest and/or deceitful can bring your local authority into disrepute.   

You are able to hold the local authority and fellow councillors to account and are able  to   
constructively challenge and express concern about decisions and processes  undertaken by  
the council whilst continuing to adhere to other aspects of this Code of  Conduct.   

6.  Use of position   

As a councillor:   

6.1 I do not use, or attempt to use, my position improperly to the advantage  or   
disadvantage of myself or anyone else.   

Your position as a member of the local authority provides you with certain  opportunities,   
responsibilities, and privileges, and you make choices all the time that  will impact others.   
However, you should not take advantage of these opportunities to  further your own or   
others’ private interests or to disadvantage anyone unfairly.   

7.  Use of local authority resources and facilities   

As a councillor:   

7.1 I do not misuse council resources.   

7.2 I will, when using the resources of the local authority or authorising their use 
by   
others:   
a.  act in accordance with the local authority's requirements; and   
b.  ensure that such resources are not used for political purposes unless   

that use could reasonably be regarded as likely to facilitate, or be   
conducive to, the discharge of the functions of the local authority or of  
the office to which I have been elected or  appointed.   

You may be provided with resources and facilities by the local authority to assist you  in   
carrying out your duties as a councillor.   

Examples include:   

•  office support   
•  stationery   
•  equipment such as phones, and computers   
•  transport   
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•  access and use of local authority buildings and rooms.   
 

These are given to you to help you carry out your role as a councillor more  effectively and  
are not to be used for business or personal gain. They should be  used in accordance with  
the purpose for which they have been provided and the  local authority’s own policies   
regarding their use.   

8.  Complying with the Code of Conduct   

As a Councillor:   

8.1 I undertake Code of Conduct training provided by my local authority.   

8.2 I cooperate with any Code of Conduct investigation and/or  
determination.   

 
8.3 I do not intimidate or attempt to intimidate any person who is likely to  be  

involved with the administration of any investigation or proceedings.   
 

8.4 I comply with any sanction imposed on me following a finding that I have   
breached the Code of Conduct.   

It is extremely important for you as a councillor to demonstrate high standards, for you to   
have your actions open to scrutiny and for you not to undermine public trust in  the local   
authority or its governance.  If you do not understand or are concerned  about the local   
authority’s processes in handling a complaint you should raise this  with your Monitoring   
Officer.   

Protecting your reputation and the reputation of the local authority   

9.  Interests   

As a councillor:   
9.1 I register and disclose my interests.   

Section 29 of the Localism Act 2011 requires the Monitoring Officer to establish and   
maintain a register of interests of members of the authority .   

You need to register your interests so that the public, local authority employees and  fellow   
councillors know which of your interests might give rise to a conflict of interest.  The register  is 
a public document that can be consulted when (or before) an issue  arises. The register   
also protects you by allowing you to demonstrate openness and  a willingness to be held   
accountable. You are personally responsible for deciding  whether or not you should   
disclose an interest in a meeting, but it can be helpful for  you to know early on if others think  
that a potential conflict might arise. It is also  important that the public know about any   
interest that might have to be disclosed by  you or other councillors when making or taking   
part in decisions, so that decision  making is seen by the public as open and honest. This   
helps to ensure that public  confidence in the integrity of local governance is maintained.   

You should note that failure to register or disclose a disclosable pecuniary interest as set   
out in Table 1, is a criminal offence under the Localism Act 2011.   

Appendix B sets out the detailed provisions on registering and disclosing interests. If  in   
doubt, you should always seek advice from your Monitoring Officer.   
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10. Gifts and hospitality   

As a councillor:   

10.1  I do not accept gifts or hospitality, irrespective of estimated value,  which  
could give rise to real or substantive personal gain or a  reasonable   
suspicion of influence on my part to show favour from  persons seeking to  
acquire, develop or do business with the local authority or from persons   
who may apply to the local authority for any  permission, licence or other  
significant advantage.   

 
10.2  I register with the Monitoring Officer any gift or hospitality with an  

estimated value of at least £50 within 28 days of its receipt.   
 

10.3  I register with the Monitoring Officer any significant gift or   
hospitality that I have been offered but have refused to accept.   

In order to protect your position and the reputation of the local authority, you should   
exercise caution in accepting any gifts or hospitality which are (or which you  reasonably   
believe to be) offered to you because you are a councillor. The  presumption should always  
be not to accept significant gifts or hospitality. However,  there may be times when such a  
refusal may be difficult if it is seen as rudeness in  which case you could accept it but must  
ensure it is publicly registered. However,  you do not need to register gifts and hospitality   
which are not related to your role as  a councillor, such as Christmas gifts from your friends  
and family. It is also important  to note that it is appropriate to accept normal expenses and  
hospitality associated  with your duties as a councillor. If you are unsure, do contact your   
Monitoring Officer for guidance.   
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Appendices   

Appendix A – The Seven Principles of Public Life   
The principles are:   
Selflessness   

Holders of public office should act solely in terms of the public interest.   
Integrity   
Holders of public office must avoid placing themselves under any obligation to  people or   
organisations that might try inappropriately to influence them in their work.  They should not  
act or take decisions in order to gain financial or other material  benefits for themselves,   
their family, or their friends. They must disclose and resolve  any interests and relationships.   
Objectivity   

Holders of public office must act and take decisions impartially, fairly and on merit,  using   
the best evidence and without discrimination or bias.   

Accountability   
Holders of public office are accountable to the public for their decisions and actions  and   
must submit themselves to the scrutiny necessary to ensure this.   

Openness   

Holders of public office should act and take decisions in an open and transparent  manner.   
Information should not be withheld  from  the public  unless there  are  clear  and  lawful   
reasons for so doing.   

Honesty   

Holders of public office should be truthful.   
Leadership   
Holders of public office should exhibit these principles in their own behaviour. They  should  
actively promote and robustly support the principles and be willing to  challenge poor   
behaviour wherever it occurs.   
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Appendix B Registering interests   
Within 28 days of becoming a member or  your re-election or re-appointment to office you must   
register  with the Monitoring Officer the interests which fall within the categories set out  in   
Table 1 (Disclosable Pecuniary Interests) which are as described in “The Relevant   
Authorities (Disclosable Pecuniary Interests) Regulations 2012”. You should also register    
details of your other personal interests which fall within the categories set out in Table 2   
(Other Registerable  Interests).   

 
 “Disclosable Pecuniary Interest” means  an interest of yourself, or of your partner if you are  
aware of your partner's interest, within the descriptions set out in Table 1 below.   

 
"Partner" means a spouse or civil partner, or a person with whom you are living as husband  
or wife, or a person with whom you are living as if you are civil partners.   

1.  You must ensure that your register of interests is kept up-to-date and within  28  
days of becoming aware of any new interest, or of any change to a  registered  
interest, notify the Monitoring Officer.   

 
2.  A ‘sensitive interest’ is as an interest which, if disclosed, could lead to the   

councillor, or a person connected with the  councillor, being subject to violence   
or intimidation.   

 
3.  Where you have a ‘sensitive interest’ you must notify the Monitoring Officer  with  

the reasons why you believe it is a sensitive interest. If the Monitoring  Officer   
agrees they will withhold the interest from the public register.   

 

Non participation in case of disclosable pecuniary interest   

4.  Where a matter arises at a meeting which directly relates to one of your  Disclosable   
Pecuniary Interests as set out in Table 1, you must disclose the interest, not   
participate  in any discussion or vote on the matter and must not remain in the room  
unless you have been granted a dispensation. If it is a ‘sensitive interest’, you  do not  
have to disclose the nature of the interest, just that you have an interest.   
Dispensation may be granted in limited circumstances, to enable you to participate   
and vote on a matter in which you have a disclosable pecuniary interest.   

 

5.  [Where  you have a disclosable pecuniary interest on a matter to be considered or is   
being considered by you as a Cabinet member in exercise of  your executive function,   
you must notify the Monitoring Officer of the interest and must not take any steps or   
further steps in the matter apart from arranging for someone else to deal with it ]  

 

Disclosure of Other  Registerable Interests   

6.  Where a matter arises at a meeting which directly relates to the financial interest or 
wellbeing of one of your Other Registerable Interests (as set out in Table 2), you must 
disclose the interest. You may speak on the  matter only if members of the public are 
also allowed to speak at  the meeting  but otherwise must not take part in any 
discussion or vote on the matter  and  must not remain in the room unless you have 
been granted a dispensation. If  it  is a ‘sensitive interest’, you do not have to disclose 
the nature of the interest.   
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Disclosure of  Non-Registerable Interests   
 

7.  Where a matter arises at a meeting which directly relates to your financial  interest   
or well-being (and is not a Disclosable Pecuniary Interest  set out in Table 1) or a   
financial interest or well-being of a relative or close associate, you must  disclose the  
interest. You may speak on the matter only if members of the  public are also allowed  
to speak at the meeting. Otherwise you  must not take  part in any discussion or vote  
on the matter and must not remain in the room unless you have been granted a   
dispensation. If it is a ‘sensitive interest’, you  do not have to disclose the nature of   
the interest.   

 
8.  Where a matter arises at a meeting which affects –   

a.  your own financial interest or well-being;   
b.  a financial interest or well-being of a  relative or close associate; or   
c.  a financial interest or wellbeing of a body included under Other Registrable Interests  as    

set out in Table 2   

you must disclose the interest. In order to determine whether you can remain in the   
meeting after disclosing your interest  the following test should be applied   

 

9.  Where a matter (referred to in paragraph 8 above) affects the financial interest or well-being:   
a.  to a greater extent than it affects the financial interests of the majority  of   

inhabitants of the ward affected by the decision and;   
b.  a reasonable member of the public knowing all the facts would believe  that it   

would affect your view of the wider public interest   
You may speak on the matter only if members  of the public are also allowed to   
speak at the meeting. Otherwise you  must not  take part in any discussion or vote   
on the matter and must not remain in the  room unless you have been granted a   
dispensation.   

If it is a ‘sensitive  interest’, you do not have to disclose the nature of the interest.   
 

10. [Where you have an Other Registerable Interest or Non-Registerable Interest on a matter 
to be considered or is being considered by you as a Cabinet member in exercise of  
your executive function, you must notify the Monitoring Officer of the interest and must 
not take any steps or  further steps in the matter apart from arranging for someone else 
to deal with it]  
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Table 1: Disclosable Pecuniary Interests   

This table sets out the explanation of Disclosable Pecuniary Interests as set out in  the  
Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 Any employment, office, trade,   

profession or vocation carried on for  
profit or gain.   
 

Sponsorship   Any payment or provision of any other   
financial benefit (other than from the   
council) made to the councillor during  the  
previous 12-month period for expenses   
incurred by him/her in  carrying out   
his/her duties as a councillor, or towards  
his/her election  expenses.   
This includes any payment or financial   
benefit from a trade union within the   
meaning of the Trade Union and Labour  
Relations (Consolidation) Act 1992.   

Contracts   Any contract made between the   
councillor or his/her spouse or civil   
partner or the person with whom the   

Subject  Description   
Employment, office, trade,   
profession or vocation   

https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
https://www.legislation.gov.uk/uksi/2012/1464/made
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 councillor is living as if they were   
spouses/civil partners (or a firm in which   
such person is a partner, or an incorporated  
body of which such person  is a director* or   
a body that such person has a beneficial   
interest in the securities  of*) and the council  
—   
(a) under which goods or services are to  be  
provided or works are to be executed; and   
(b) which has not been fully discharged.   

Land and Property   Any beneficial interest in land which is  
within the area of the council.   
‘Land’ excludes an easement, servitude,   
interest or right in or over land which does  
not give the councillor or his/her spouse or  
civil partner or the person with whom the   
councillor is living as if they were spouses/  
civil partners (alone or jointly with another)  
a right to occupy  or to receive income.   

Licenses   Any licence (alone or jointly with others)  to  
occupy land in the area of the council  for a  
month or longer   

Corporate tenancies   Any tenancy where (to the councillor’s  
knowledge)—   
(a) the landlord is the council; and   
(b) the tenant is a body that the councillor,  
or his/her spouse or civil partner or the   
person with whom the councillor is living as  
if they were spouses/ civil partners is a   
partner of or  a director* of or has a   
beneficial interest in the securities* of.   

Securities   Any beneficial interest in securities* of a  
body where—   
(a) that body (to the councillor’s   
knowledge) has a place of business or   
land in the area of the council; and   
(b) either—   
(i) ) the total nominal value of the   
securities* exceeds £25,000 or one  
hundredth of the total issued share   
capital of that body; or   
(ii) if  the  share  capital  of  that  body  is  of  
more  than  one  class,  the  total  nominal  
value  of  the  shares  of  any  one  class  in  
which the councillor, or his/ her spouse  or  
civil partner or the person with whom  the  
councillor is living as if they were   
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* ‘director’ includes a member of the committee of management of an industrial and   
provident society.   

* ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, units of  a   
collective investment scheme within the meaning of the Financial Services and  Markets Act  
2000 and other securities of any description, other than money  deposited with a building   
society.   

Table 2: Other Registrable Interests   
 

You must register as an Other Registerable Interest : 
 
   a) any unpaid directorships 

b ) any body of which you are a member or are in a position of general control or 
management and to which you  are nominated or appointed by your authority   

c) any body   
(i)  exercising functions of a public nature   
(ii)  directed to charitable purposes or    
(iii) one of whose principal purposes includes the influence of public opinion   

or policy (including any political party or trade union)   
 

of which you are a member or in a position of general control or management 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 spouses/civil partners have a beneficial  
interest exceeds one hundredth of the  
total issued share capital of that class.   
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Appendix C – the Committee on Standards in Public Life   

The LGA has undertaken this review whilst the Government continues to consider  the   
recommendations made by the Committee on Standards in Public Life in their  report on   
Local Government Ethical Standards. If the Government chooses to  implement any of the   
recommendations, this could require a change to this Code.   

The recommendations cover:   

•  Recommendations for changes to the Localism Act 2011 to clarify in law when  the   
Code of Conduct applies   

•  The introduction of sanctions   
•  An appeals process through the Local Government Ombudsman   
•  Changes to the Relevant Authorities (Disclosable Pecuniary Interests)   

Regulations 2012   
•  Updates to the Local Government Transparency Code   
•  Changes to the role and responsibilities of the Independent Person   
•  That the criminal offences in the Localism Act 2011 relating to Disclosable   

Pecuniary Interests should be abolished   
The Local Government Ethical Standards report also includes Best Practice   
recommendations. These are:   
Best practice 1: Local authorities should include prohibitions on bullying and  harassment in  
codes of conduct. These should include a definition of bullying and  harassment,   
supplemented with a list of examples of the sort of behaviour covered  by such a definition.   

Best  practice  2:  Councils  should  include  provisions  in  their  code  of  conduct  requiring  
councillors  to  comply  with  any  formal  standards  investigation  and  prohibiting  trivial  or  
malicious allegations by councillors.   

Best practice 3: Principal authorities should review their code of conduct each year  and   
regularly seek, where possible, the views of the public, community organisations  and   
neighbouring authorities.   

Best practice 4: An authority’s code should be readily accessible to both councillors  and   
the public, in a prominent position on a council’s website and available in council  premises.   

Best practice 5: Local authorities should update their gifts and hospitality register at  least   
once per quarter, and publish it in an accessible format, such as CSV.   

Best practice 6: Councils should publish a clear and straightforward public interest  test   
against which allegations are filtered.   

Best practice 7: Local authorities should have access to at least two Independent   
Persons.   

Best practice 8: An Independent Person should be consulted as to whether to undertake a  
formal investigation on an allegation, and should be given the option to   

 
 
 
 
 
 
 

 

https://www.gov.uk/government/publications/local-government-ethical-standards-report
https://www.gov.uk/government/publications/local-government-ethical-standards-report
https://www.gov.uk/government/publications/local-government-ethical-standards-report
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review and comment on allegations which the responsible officer is minded to  dismiss   
as being without merit, vexatious, or trivial.   

Best practice 9: Where a local authority makes a decision on an allegation of  misconduct   
following a formal investigation, a decision notice should be published as  soon as possible  
on its website, including a brief statement of facts, the provisions of  the code engaged by   
the allegations, the view of the Independent Person, the  reasoning of the decision-maker,   
and any sanction applied.   

Best practice 10: A local authority should have straightforward and accessible  guidance   
on its website on how to make a complaint under the code of conduct, the  process for   
handling complaints, and estimated timescales for investigations and  outcomes.   

Best practice 11: Formal standards complaints about the conduct of a parish  councillor   
towards a clerk should be made by the chair or by the parish council, rather than the clerk in  
all but exceptional circumstances.   

Best practice 12: Monitoring Officers’ roles should include providing advice, support  and   
management of investigations and adjudications on alleged breaches to parish  councils   
within the remit of the principal authority. They should be provided with  adequate training,   
corporate support and resources to undertake this work.   

Best practice 13: A local authority should have procedures in place to address any   
conflicts of interest when undertaking a standards investigation. Possible steps  should   
include asking the Monitoring Officer from a different authority to undertake  the   
investigation.   

Best practice 14: Councils should report on separate bodies they have set up or  which   
they own as part of their annual governance statement and give a full picture  of their   
relationship with those bodies. Separate bodies created by local authorities  should abide by  
the Nolan principle of openness and publish their board agendas  and minutes and annual   
reports in an accessible place.   

Best practice 15: Senior officers should meet regularly with political group leaders or  group  
whips to discuss standards issues.   

 

The LGA has committed to reviewing the Code on an annual basis to ensure it is still  
fit for purpose.   

 
 
 
 
 
 
 
 
 
 
 
 
 



REVIEW OF COUNCILS COMMITTEES AND MEMBERS  

Planning - all members  

Commons - all members  

Commons Steering Group - Cllrs Hayward, Houghton and Enticknap 
 Friends of Dunsfold Common - Cllr Field, Mr Bentall and Mrs Enticknap 
 Finance - Cllr Gray 

KGV Management Committee - Cllrs Hayward and Field  

Smiths Charity - Cllrs Hayward and Field, Mrs Whiffin, Mr Halls and Mrs Enticknap 

Neighbourhood Officer - Mrs Whiffin 

Rights of Way - Cllr Houghton 

Hon Remembrance Officer - Mrs Jones  

Play Area - Mr Allison 

Bonfire - Cllrs Houghton and Lindesay  

Fete - Cllr Houghton 

Surrey Association of Local Councils - Cllr Lindesay 

Waverley Town and Parish meetings - Cllrs Hayward and Lindesay 

Website - no volunteer. Vacant  

Neighbourhood Plan - Cllrs Hayward, Jones, Gray and Enticknap, Mr Haines and Mrs Hamill. 
(Post meeting - Cllr Gray resigned from the NP team)



Planning Notifications May 2022 

WA/2019/0796 - LAND SOUTH OF DUNSFOLD ROAD AND EAST OF HIGH LOXLEY ROAD, DUNSFOLD 
Consultation on a county matter; the construction operation and decommissioning of a well site for the 
exploration and appraisal of hydrocarbon minerals from one exploratory borehole (loxley-1) and one side - 
track borehole (loxley-1Z) for a temporary 
Decision: SCC permission NOT granted 
 
WA/2019/1464 - 7 BURNT HILL PLAISTOW ROAD, GODALMING, GU8 4PG 
Use of land as a residential gypsy caravan site for siting 12 static caravans and erection of amenity building. 
Decision: Pending  
 
WA/2020/1026 - South Fork, Wrotham Hill, Dunsfold  
Certificate of lawfulness under section 192 for repositioning of new windows and internal doors. 
Decision: Pending on WBC website although reported that the appeal was upheld in part. 
 
WA/2021/0119 - Ashdown, Chiddingfold Road, Dunsfold, GU8 4PB 
Erection of two storey extension including alterations to chimney. 
Decision: Pending 

WA/2021/01450 - Dunsfold Park, Stolvolds Hill, Cranleigh 
Application under section 73a to vary condition 9 of wa/2018/0172 condition 9 states that the development is 
granted for a temporary period expiring on 30th april 2021 to allow temporary use (of part of perimeter track 
and runway for driving experience days) until 30th april 2024. 
Decision: Granted  

WA/2021/02308 - Land South of Dunsfold Road and East of High Loxley Road, Godalming, GU8 4BW 
 Erection of cattle finishing unit. 
Decision: Pending 

WA/2021/02581 - South Fork, Wrotham Hill, Dunsfold  
Certificate of lawfulness under section 192 for the siting of a caravan for use ancillary to agriculture. 
Decision: Pending  

WA/2021/02929 - Hurstfold, Hurlands Lane, Dunsfold GU8 4NT  
Erection of a two storey extension following demolition of existing garage. 
Decision: Granted 

WA/2021/03105 - 2 Grattons Cottages, The Green, Dunsfold, GU8 4LU 
Erection of extensions and alterations. 
Decision: Pending  
 
WA/2021/03164 - Wetwood Farm, Chiddingfold Road, Dunsfold, GU8 4PB 
Demolition of existing buildings and construction of 12 dwellings with associated access parking and amenity 
areas (as amplified by ecological information submitted 04/01/2022 and archaeological assessment submitted 
05/01/2022). 
Decision: Pending  
 
WA/2021/03081 - Land Centred Coordinates 500833 137030, The Green, Dunsfold 
Outline application with all matters reserved except for access for erection of 5 dwellings and associated works 
including vehicle access. 
Decision: Pending  
 
WA/2022/03255 - Land centred coordinates 501563 137208 High Loxley Road, Loxley 
Erection of agricultural worker's dwelling and ancillary farm outbuilding. 



Decision: Pending 

WA/2022/00447 - South Fork, Wrotham Hill, Dunsfold,GU8 4PA  
Certificate of lawfulness under section 191 for the use of the land edged red shown on the accompanying plan 
from agriculture to residential use for a continuous period in excess of 10 years.  
Decision: Certificate granted 
 
WA/2022/00408 - Land at Wetwood Cottage, Chiddingfold Road, Dunsfold 
Consultation on a county matter for details of a suds verification report and a scheme of arrangements for 
deliveries to and removals from site submitted pursuant to conditions 6 and 8 of planning permission ref: wa/
2018/1613 dated 4 April 2019. 
Decision: Pending  
 
WA/2022/00341 - Ashdown, Chiddingfold Road, Dunsfold, GU8 4PB 
Erection of single storey outbuilding following demolition of existing outbuilding. 
Decision: Pending  
 
WA/2022/00342 - Ashdown, Chiddingfold Road, Dunsfold, GU8 4PB 
Erection of single storey detached outbuilding following demolition of existing shed. 
Decision: Pending  
 
WA/2022/00417 - The Mill House, Mill Lane, Dunsfold, GU8 4LP 
Erection of extensions and alterations to outbuilding to form habitable accommodation. 
Decision: Pending  
 
WA/2022/00244 - The Mill House, Mill Lane, Dunsfold,  GU8 4LP 
Erection of garage following demolition of existing garage. 
Decision: Granted  
 
WA/2022/00426 - The Mill House, Mill Lane, Dunsfold, GU8 4LP 
Listed building consent for erection of extensions and alterations to outbuilding to form habitable 
accommodation. 
Decision: Pending 

WA/2022/00876 - 3 King George V Cottages, The Green, Dunsfold, GU8 4LY  
Erection of a conservatory.  
Cllr Alexander left the meeting.  
Decision: Pending  
 
WA/2022/00926 - 2 Newinn Cottages, The Common, Dunsfold, GU8 4LL 
Listed building consent for the erection of an extension and internal and external alterations.  
WA/2022/00925 - 2 Newinn Cottages, The Common, Dunsfold, GU8 4LL  
Erection of an extension and alterations.  
Decision: Pending  
 
NMA/2022/00952 - Millhanger, Chiddingfold Road, Dunsfold, GU8 4PB 
Amendment to WA/2019/1474 for minor alterations to the internal layout and the external elevations.  
Already granted by Waverley ahead of comments date. 
 
WA/2022/00999 - The Bricklayers House, The Common, Dunsfold, GU8 4LJ 
Application under section 73a to vary condition 1 of WA/2021/01860 (approved plans) to allow rendering and 
painting of elevations of permitted extension and part of existing house.  
Decision: Pending  
 
WA/2022/01008 - Old Kennels Cottage, The Green, Dunsfold, GU8 4NB 



Certificate of lawfulness under section 191 to confirm the lawfulness of the annexe extension and glazed link 
which connects it to the house the annexe and link were completed more than four years ago.  
Decision: Pending  
 
WA/2022/01044 - Furze Croft Farm, Alfold Road, Dunsfold, GU8 4NP 
Erection of extensions and alterations to barn to form a dwelling and use of land for associated garden and 
access following demolition of structures (revision of WA/2021/03059).  
Decision: Pending  
 
WA/2022/01056 - Timbers, Hurlands Lane, Dunsfold, GU8 4NT  
Erection of two storey extension.  
WA/2022/01055 - Timbers, Hurlands Lane, Dunsfold, GU8 4NT  
Listed building consent for extensions and alterations.  
Decision: Pending  
 
WA/2022/01098 - South View, The Green, Dunsfold, GU8 4LZ  
Erection of single storey extension and alterations to elevations following demolition of single storey extension.  
Decision: Pending  
 
PRA/2022/01093 - Land Adjacent Elm Corner House, The Green, Dunsfold, GU8 4LX 
General permitted development order 2015 schedule 2 part 6 -prior notification application for erection of an 
agricultural building.  
Decision: Refuse not permitted development 
 
WA/2022/01127 - Willards Garden Cottage, The Common, Dunsfold, GU8 4LB  
Erection of a dwelling following demolition of existing dwelling.  
Decision: Pending  
 
NMA/2022/01145 -  Millhanger, Chiddingfold Road, Dunsfold, GU8 4PB 
Amendment to wa/2019/1474 floor plan changes to align with previously approved nma reference nma/ 
2022/00952 
Decision:  Non material amendment allowed 



Table 1

DUNSFOLD PARISH COUNCIL

Bank Reconciliation for year ending 31st March 2022

Balance Brought Forward 1/4/2021155,896.84

Add receipts 57,442.92

213,339.76

Less payments 55,837.93

Closing balance 157,501.83

Bank balance at 31st March 2022148,987.37

0.00

148,987.37

NS&I Investment Account8,514.46  

157,501.83 TRUE

0.00

Chairman sighted and agreed        ………………………………………….……….

Date                                           …………………………………………………..
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Lyoth Cottage, Lyoth Lane, Lindfield, West Sussex RH16 2QA 
Email: peter.j.consultants@btinternet.com 
Tel: 01444 412423 – Mob: 07763 174800 

DUNSFOLD PARISH COUNCIL 
Internal Audit & Annual Review – 31/03/2022 

In accordance with my Internal Audit Plan, Controls and Procedures have been 
tested, with Fraud and Risk Issues reviewed - these are well managed, as set out 
in the Governance and Accountability for Local Councils Practitioners’ Guide 2021 
and meet the needs of the Council. I would only comment by exception. I confirm 
that I do not have any role within the Council. I will carry out my duties without 
bias and follow the Public Sector Internal Audit Standards 2012 - to enable the 
Council to comply with these Standards and the Accounts & Audit Regulations 
2015. 

Comments re Insurance Cover: 

1. The Fidelity Guarantee figure is £100k – this should be raised to reflect the 
peak Bank & Bond holdings during the year. 

2. Cyber Crime – a) Financial Loss b) Non-Financial Foul Play. It would be 
worthwhile approaching the Insurers again, to see if they would offer this type of 
cover. 

 

Peter Frost 
Peter J Consultants 
28/04/2021

mailto:peter.j.consultants@btinternet.com




Annual Governance and Accountability Return 2021/22 Form 3

To be completed by Local Councils, Internal Drainage Boards and other Smaller Authorities*:

• where the higher of gross income or gross expenditure exceeded £25,000 but did not exceed

£6.5 million; or

• where the higher of gross income or gross expenditure was £25,000

or less but that:

• are unable to certify themselves as exempt (fee payable); or

• have requested a limited assurance review (fee payable)

Guidance notes on completing Form 3 of the Annual Governance and 

Accountability Return 2021/22

1. Every smaller authority in England that either received gross income or incurred gross expenditure
exceeding £25,000 must complete Form 3 of the Annual Governance and Accountability Return at
the end of each financial year in accordance with Proper Practices.

2. The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:
 

• The Annual Internal Audit Report must be completed by the authority’s internal auditor.
• Sections 1 and 2 must be completed and approved by the authority.
• Section 3 is completed by the external auditor and will be returned to the authority.

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2,
Accounting Statements, and both must be approved and published on the authority website/webpage
before 1 July 2022.

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as exempt, or
is requesting a limited assurance review, must return to the external auditor by email or post (not both)
no later than 30 June 2022. Reminder letters will incur a charge of £40 +VAT:
 

• the Annual Governance and Accountability Return Sections 1 and 2, together with
• a bank reconciliation as at 31 March 2022
• an explanation of any significant year on year variances in the accounting statements
• notification of the commencement date of the period for the exercise of public rights
• Annual Internal Audit Report 2021/22

Unless requested, do not send any additional documents to your external auditor. Your external auditor will 
ask for any additional documents needed.
Once the external auditor has completed the limited assurance review and is able to give an opinion, the 
Annual Governance and Accountability Section1, Section 2 and Section 3 – External Auditor Report 

and Certificate will be returned to the authority by email or post.

Publication Requirements

Under the Accounts and Audit Regulations 2015, authorities must publish the following information on 
the authority website/webpage:
Before 1 July 2022 authorities must publish:
• Notice of the period for the exercise of public rights and a declaration that the accounting statements

are as yet unaudited;
• Section 1 - Annual Governance Statement 2021/22, approved and signed, page 4
• Section 2 - Accounting Statements 2021/22, approved and signed, page 5
Not later than 30 September 2022 authorities must publish:
• Notice of conclusion of audit
• Section 3 - External Auditor Report and Certificate
• Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review.
It is recommended as best practice, to avoid any potential confusion by local electors and interested
parties, that you also publish the Annual Internal Audit Report, page 3.
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The Annual Governance and Accountability Return constitutes the annual return referred to in the Accounts and Audit Regulations 2015. 
Throughout, the words ‘external auditor’ have the same meaning as the words ‘local auditor’ in the Accounts and Audit Regulations 2015.

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.
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Guidance notes on completing Form 3 of the Annual Governance and  

Accountability Return (AGAR) 2021/22 
• The authority must comply with Proper Practices in completing Sections 1 and 2 of this AGAR. Proper  

Practices are found in the Practitioners’ Guide* which is updated from time to time and contains everything 
needed to prepare successfully for the financial year-end and the subsequent work by the external auditor. 

• Make sure that the AGAR is complete (no highlighted boxes left empty), and is properly signed and dated. If the 
AGAR contains unapproved or unexplained amendments, it may be returned and additional costs will be incurred. 

• The authority should receive and note the Annual Internal Audit Report before approving the Annual  
Governance Statement and the accounts.

• Use the checklist provided below to review the AGAR for completeness before returning it to the external  
auditor by email or post (not both) no later than 30 June 2022.

• The Annual Governance Statement (Section 1) must be approved on the same day or before the Accounting  
Statements (Section 2) and evidenced by the agenda or minute references.

• The Responsible Financial Officer (RFO) must certify the accounts (Section 2) before they are presented to 
the authority for approval. The authority must in this order; consider, approve and sign the accounts.

• The RFO is required to commence the public rights period as soon as practical after the date of the AGAR approval.
• Do not send the external auditor any information not specifically requested. However, you must inform your  

external auditor about any change of Clerk, Responsible Financial Officer or Chairman, and provide  
relevant authority owned generic email addresses and telephone numbers.

• Make sure that the copy of the bank reconciliation to be sent to your external auditor with the AGAR covers  
all the bank accounts. If the authority holds any short-term investments, note their value on the bank  
reconciliation. The external auditor must be able to agree the bank reconciliation to Box 8 on the accounting 
statements (Section 2, page 5). An explanation must be provided of any difference between Box 7 and  
Box 8. More help on bank reconciliation is available in the Practitioners’ Guide*.

• Explain fully significant variances in the accounting statements on page 5. Do not just send a copy of the detailed 
accounting records instead of this explanation. The external auditor wants to know that you understand the 
reasons for all variances. Include complete numerical and narrative analysis to support the full variance. 

• If the external auditor has to review unsolicited information, or receives an incomplete bank reconciliation, or  
variances are not fully explained, additional costs may be incurred. 

• Make sure that the accounting statements add up and that the balance carried forward from the previous year  
(Box 7 of 2021) equals the balance brought forward in the current year (Box 1 of 2022).

• The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the 
exercise of public rights of 30 consecutive working days which must include the first ten working days of July.

• The authority must publish on the authority website/webpage the information required by Regulation 15 (2),  
Accounts and Audit Regulations 2015, including the period for the exercise of public rights and the name and  
address of the external auditor before 1 July 2022.

Annual Governance and Accountability Return 2021/22 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

Completion checklist – ‘No’ answers mean you may not have met requirements

All sections

Section 1

Section 2

Sections 1 and 2

Internal Audit Report

Have all highlighted boxes have been completed?

For any statement to which the response is ‘no’, has an explanation been published?

Has an explanation of significant variations been published where required?

Has the bank reconciliation as at 31 March 2022 been reconciled to Box 8?

Has an explanation of any difference between Box 7 and Box 8 been provided?

Have all highlighted boxes been completed by the internal auditor and explanations provided?

Has all additional information requested, including the dates set for the period  

for the exercise of public rights, been provided for the external auditor?

Trust funds – have all disclosures been made if the authority as a body corporate is a 
sole managing trustee? NB: do not send trust accounting statements unless requested.

Has the authority’s approval of the accounting statements been confirmed by  
the signature of the Chairman of the approval meeting?

Yes No

*Governance and Accountability for Smaller Authorities in England – a Practitioners’ Guide to Proper Practices, 
can be downloaded from www.nalc.gov.uk or from www.ada.org.uk



Annual Internal Audit Report 2021/22
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A.  Appropriate accounting records have been properly kept throughout the financial year.
B.  This authority complied with its financial regulations, payments were supported by invoices, all  

expenditure was approved and VAT was appropriately accounted for.
C.  This authority assessed the significant risks to achieving its objectives and reviewed the adequacy  

of arrangements to manage these.
D.  The precept or rates requirement resulted from an adequate budgetary process; progress against 

the budget was regularly monitored; and reserves were appropriate.
E.  Expected income was fully received, based on correct prices, properly recorded and promptly 

banked; and VAT was appropriately accounted for.
F.  Petty cash payments were properly supported by receipts, all petty cash expenditure was approved 

and VAT appropriately accounted for.
G. Salaries to employees and allowances to members were paid in accordance with this authority’s  

approvals, and PAYE and NI requirements were properly applied.

J. Accounting statements prepared during the year were prepared on the correct accounting basis (receipts 
and payments or income and expenditure), agreed to the cash book, supported by an adequate audit 
trail from underlying records and where appropriate debtors and creditors were properly recorded.

N. The authority has complied with the publication requirements for 2020/21 AGAR  
(see AGAR Page 1 Guidance Notes).

M. The authority, during the previous year (2020-21) correctly provided for the period for the exercise of 
public rights as required by the Accounts and Audit Regulations (evidenced by the notice published 

on the website and/or authority approved minutes confirming the dates set).

H. Asset and investments registers were complete and accurate and properly maintained.
I. Periodic bank account reconciliations were properly carried out during the year.

K. If the authority certified itself as exempt from a limited assurance review in 2020/21, it met the  
exemption criteria and correctly declared itself exempt. (If the authority had a limited assurance 

review of its 2020/21 AGAR tick “not covered”)

Yes No*
Internal control objective Not

covered**

L. The authority publishes information on a free to access website/webpage up to date at the time of 
the internal audit in accordance with any relevant transparency code requirements

O. (For local councils only)

 Trust funds (including charitable) – The council met its responsibilities as a trustee.

Yes No Not applicable

During the financial year ended 31 March 2022, this authority’s internal auditor acting independently and on the basis 
of an assessment of risk, carried out a selective assessment of compliance with the relevant procedures and controls 
in operation and obtained appropriate evidence from the authority.
The internal audit for 2021/22 has been carried out in accordance with this authority’s needs and planned coverage. 
On the basis of the findings in the areas examined, the internal audit conclusions are summarised in this table. Set  
out below are the objectives of internal control and alongside are the internal audit conclusions on whether, in all  
significant respects, the control objectives were being achieved throughout the financial year to a standard adequate 
to meet the needs of this authority.

ENTER NAME OF AUTHORITY

ENTER PUBLICLY AVAILABLE WEBSITE/WEBPAGE ADDRESS

*If the response is ‘no’ please state the implications and action being taken to address any weakness in control identified 
(add separate sheets if needed).
**Note: If the response is ‘not covered’ please state when the most recent internal audit work was done in this area and when it is 
next planned; or, if coverage is not required, the annual internal audit report must explain why not (add separate sheets if needed).

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets if needed).

DD/MM/YYYYSIGNATURE REQUIRED
Date

Signature of person who 
carried out the internal audit

DD/MM/YYYY DD/MM/YYYYDD/MM/YYYY

Name of person who carried out the internal auditDate(s) internal audit undertaken

ENTER NAME OF INTERNAL AUDITOR



*Please provide explanations to the external auditor on a separate sheet for each ‘No’ response and describe how the  
authority will address the weaknesses identified. These sheets must be published with the Annual Governance Statement.

Section 1 – Annual Governance Statement 2021/22

We acknowledge as the members of:
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our responsibility for ensuring that there is a sound system of internal control, including arrangements for 
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with 
respect to the Accounting Statements for the year ended 31 March 2022, that:

1. We have put in place arrangements for effective financial 
management during the year, and for the preparation of 
the accounting statements.

2. We maintained an adequate system of internal control 
including measures designed to prevent and detect fraud 
and corruption and reviewed its effectiveness.

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

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

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

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

8. We considered whether any litigation, liabilities or  
commitments, events or transactions, occurring either 
during or after the year-end, have a financial impact on 
this authority and, where appropriate, have included them 
in the accounting statements.

9. (For local councils only) Trust funds including  
charitable. In our capacity as the sole managing  
trustee we discharged our accountability  
responsibilities for the fund(s)/assets, including  
financial reporting and, if required, independent  
examination or audit.

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

prepared its accounting statements in accordance   

with the Accounts and Audit Regulations.

‘Yes’ means that this authority:Yes No*

Agreed

made proper arrangements and accepted responsibility  

for safeguarding the public money and resources in  

its charge.

has only done what it has the legal power to do and has 

complied with Proper Practices in doing so.

during the year gave all persons interested the opportunity to 

inspect and ask questions about this authority’s accounts.

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

arranged for a competent person, independent of the financial 
controls and procedures, to give an objective view on whether 

internal controls meet the needs of this smaller authority.

responded to matters brought to its attention by internal and 

external audit.

disclosed everything it should have about its business activity 

during the year including events taking place after the year 

end if relevant.

has met all of its responsibilities where, as a body 

corporate, it is a sole managing trustee of a local 

trust or trusts.

Yes No N/A

Signed by the Chairman and Clerk of the meeting where  
approval was given:

Chairman

Clerk
SIGNATURE REQUIRED

SIGNATURE REQUIRED

This Annual Governance Statement was approved at a  
meeting of the authority on:

and recorded as minute reference:

MINUTE REFERENCE

DD/MM/YY

ENTER NAME OF AUTHORITY

ENTER PUBLICLY AVAILABLE WEBSITE/WEBPAGE ADDRESS



I certify that for the year ended 31 March 2022 the Accounting 
Statements in this Annual Governance and Accountability 
Return have been prepared on either a receipts and payments 
or income and expenditure basis following the guidance in 
Governance and Accountability for Smaller Authorities – a 
Practitioners’ Guide to Proper Practices and present fairly  
the financial position of this authority.

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

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

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

as recorded in minute reference:

MINUTE REFERENCE

DD/MM/YY

DD/MM/YY

SIGNATURE REQUIRED

SIGNATURE REQUIRED

Date

Section 2 – Accounting Statements 2021/22 for
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ENTER NAME OF AUTHORITY

8. Total value of cash and
short term investments

9. Total fixed assets plus
long term investments
and assets

10. Total borrowings

The sum of all current and deposit bank accounts, cash 

holdings and short term investments held as at 31 March – 

To agree with bank reconciliation.
The value of all the property the authority owns – it is made 

up of all its fixed assets and long term investments as at  
31 March.

The outstanding capital balance as at 31 March of all loans 

from third parties (including PWLB).

1. Balances brought
forward

2. (+) Precept or Rates and
Levies

4. (-) Staff costs

5. (-) Loan interest/capital
repayments

6. (-) All other payments

7. (=) Balances carried
forward

3. (+) Total other receipts

Total balances and reserves at the beginning of the year  

as recorded in the financial records. Value must agree to 
Box 7 of previous year.

Please round all figures to nearest £1. Do not leave any 
boxes blank and report £0 or Nil balances. All figures must 
agree to underlying financial records.

Notes and guidanceYear ending

31 March 
2021 

£

31 March 
2022 

£

Total amount of precept (or for IDBs rates and levies) 
received or receivable in the year. Exclude any grants 

received.

Total income or receipts as recorded in the cashbook less 

the precept or rates/levies received (line 2). Include any 

grants received.

Total expenditure or payments made to and on behalf 

of all employees. Include gross salaries and wages,  

employers NI contributions, employers pension  

contributions, gratuities and severance payments.

Total expenditure or payments of capital and interest

made during the year on the authority’s borrowings (if any).

Total expenditure or payments as recorded in the cash-

book less staff costs (line 4) and loan interest/capital 

repayments (line 5).

Total balances and reserves at the end of the year. Must 

equal (1+2+3) - (4+5+6).

11. (For Local Councils Only)
Disclosure note re Trust funds
(including charitable)

The Council, as a body corporate, acts as sole trustee for 

and is responsible for managing Trust funds or assets.

N.B. The figures in the accounting statements above do 
not include any Trust transactions.

Yes No N/A
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Section 3 – External Auditor’s Report and Certificate 2021/22

ENTER NAME OF AUTHORITY

ENTER NAME OF EXTERNAL AUDITOR

1 Respective responsibilities of the auditor and the authority
Our responsibility as auditors to complete a limited assurance review is set out by the National Audit Office (NAO). A limited 
assurance review is not a full statutory audit, it does not constitute an audit carried out in accordance with International 
Standards on Auditing (UK & Ireland) and hence it does not provide the same level of assurance that such an audit would. 
The UK Government has determined that a lower level of assurance than that provided by a full statutory audit is appropriate 
for those local public bodies with the lowest levels of spending. 
Under a limited assurance review, the auditor is responsible for reviewing Sections 1 and 2 of the Annual Governance and 
Accountability Return in accordance with NAO Auditor Guidance Note 02 (AGN 02) as issued by the NAO on behalf of the 
Comptroller and Auditor General. AGN 02 is available from the NAO website – 
https://www.nao.org.uk/code-audit-practice/guidance-and-information-for-auditors/ .
This authority is responsible for ensuring that its financial management is adequate and effective and that it has 
a sound system of internal control. The authority prepares an Annual Governance and Accountability Return in  
accordance with Proper Practices which: 
• summarises the accounting records for the year ended 31 March 2022; and
• confirms and provides assurance on those matters that are relevant to our duties and responsibilities as external auditors.

2 External auditor’s limited assurance opinion 2021/22

DD/MM/YYSIGNATURE REQUIRED
Date

External Auditor Name

(Except for the matters reported below)* on the basis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return, in 
our opinion the information in Sections 1 and 2 of the Annual Governance and Accountability Return is in accordance with Proper Practices and 
no other matters have come to our attention giving cause for concern that relevant legislation and regulatory requirements have not been met. 
(*delete as appropriate).

Other matters not affecting our opinion which we draw to the attention of the authority:

*We do not certify completion because:

(continue on a separate sheet if required)

(continue on a separate sheet if required)

3 External auditor certificate 2021/22
We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and  
Accountability Return, and discharged our responsibilities under the Local Audit and Accountability Act 2014, for 
the year ended 31 March 2022.

External Auditor Signature

Annual Governance and Accountability Return 2021/22 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

In respect of



KGV MANAGEMENT COMMITTEE
Bank Reconciliation for year ending 31st March 2022

Balance carried forward 1st April 2021   6,425.31 
Add income   6,921.67 

  13,346.98 
Less expenditure   7,010.75 
Closing balance   6,336.23 

Bank balance at 31st March 2022   6,336.23 

Total   6,336.23   -   
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Expenditure Year Ending 31 March 2022

Date Paid To Payment Details Payment
Cleaning/
Caretaker Electricity Misc

Pitch 
Maintenance Oil Rates

Repairs/ 
Maintenance Water

14/04/2021 Eurofire Protection Fire extinguishers   334.20   334.20 
14/04/2021 Handymans Hardware Cleaning supplies   21.24   21.24 
11/05/2021 PG Allison Caretaker   165.00   165.00 
18/05/2021 Wragg Works Cut of playing field 501   115.00   115.00 
18/05/2021 Wragg Works Cut of playing field 494   115.00   115.00 
07/06/2021 PG Allison Caretaker   135.00   135.00 
22/06/2021 EDF Electricity   279.49   279.49 
23/06/2021 Wragg Works Cut of field 508   115.00   115.00 
02/07/2021 PG Allison Caretaker & taps   217.54   180.00   37.54 
02/07/2021 Waverley Borough Council Rating bill   36.59   36.59 
13/07/2021 Castle Water Water   768.20   768.20 
13/07/2021 Handymans Hardware Maintainence supplies   13.98   13.98 
23/07/2021 Wragg Works Cut of field 521   122.50   122.50 
26/07/2021 Wragg Works Cut of field 519   275.00   275.00 
09/08/2021 PG Allison Caretaker & cleaning supplies   174.96   174.96 
09/08/2021 EDF Electricity   110.30   110.30 
09/08/2021 Wragg Works Cut of field 527   187.50   187.50 
31/08/2021 Wragg Works Cut of field 532   180.00   180.00 
03/09/2021 PG Allison Caretaker   150.00   150.00 
24/09/2021 PG Allison Caretaker   165.00   165.00 
24/09/2021 Wragg Works Cut of field 540   235.00   235.00 

06/10/2021 Wragg Works 
Strimming play area and 
building 544   45.00   45.00 

25/10/2021 Wragg Works Cut of field and car park 551   115.00   115.00 
05/11/2021 PG Allison Caretaker   195.00   195.00 
22/11/2021 EDF Electricity   405.08   405.08 
22/11/2021 Rawlings Fuels Ltd Oil   362.71   362.71 
01/12/2021 Fields in Trust Annual contribution   50.00   50.00 
06/12/2021 Guardwell Securities 2021 annual fee   81.60   81.60 
06/12/2021 PG Allison Caretaker   135.00   135.00 
26/01/2022 Guardwell Securities 2022 annual fee   84.00   84.00 
26/01/2022 Handymans Hardware Locks and lamp   51.98   51.98 
04/02/2022 Wraggs Works Pitch cutting 575   202.50   202.50 
04/02/2022 Handymans Hardware Key & fob   4.80   4.80 
04/02/2022 PG Allison Caretaker & cleaning supplies   253.93   253.93 
04/02/2022 Rawlings Fuels Ltd Oil   367.24   367.24 
04/02/2022 Rudgwick Football Club Refund for overcharge   50.00   50.00 
05/03/2022 PG Allison Caretaker   165.00   165.00 
23/03/2022 EDF Electricity   525.41   525.41 

  7,010.75   1,740.13   1,320.28   265.60   1,662.50   729.95   36.59   487.50   768.20 



INCOME YEAR ENDING 31ST MARCH 2022

Date Payee Description Amount Electricity
Football 
Club Hall Hire

DPC 
Grants  Grant Social Club Tennis Club

27/04/2021 Social Club Subs   300.00 300.00
25/05/2021 Social Club Subs   300.00 300.00
01/07/2021 Social Club Subs   300.00 300.00
27/07/2021 Social Club Subs   300.00 300.00
25/08/2021 Social Club Subs   300.00 300.00
06/10/2021 Social Club Subs   300.00 300.00
27/10/2021 Social Club Subs   300.00 300.00
24/11/2021 Social Club Subs   300.00 300.00
13/12/2021 Dunsfold Tennis Club Annual fee   500.00 500.00
04/01/2022 Social Club Subs   300.00 300.00
19/01/2022 Social Club Waverley hire fee   500.00 500.00
20/01/2022 Social Club Waverley hire fee 500.00 500.00
25/01/2022 Social Club Subs 300.00 300.00
31/01/2022 Tennis Club Electricity 271.67 271.67
01/02/2022 Rudgwick Football Club Annual fee x 2 teams 1050.00 1050.00
15/02/2022 Social Club Subs   300.00 300.00
17/02/2022 Dunsfold Football Club Annual fee   500.00 500.00
21/03/2022 Social Club Subs   300.00 300.00

  6,921.67 271.67 1550.00 1000.00 0.00 0.00 3600.00 500.00
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Receipts and Payments Account
Year Ended 31st March 2022

Year 2020/21 INCOME Year 2021/22
Grants:

10,100.00 Waverley Borough Council
0.00 Dunsfold Parish Council 0.00

Electricity 271.67
Hall hire 1,000.00

1,850.00 User groups licence fees: 5,650.00
Football 1550.00

500.00 Tennis Club 500.00
1350.00 Social Club 3600.00

11,950.00 6,921.67

Year 2020/21 PAYMENTS Year 2021/22
  1,843.80 Cleaning/Caretaker   1,740.13 

844.88 Electricity 1,320.28
1,055.00 Grass cutting   1,662.50 

280.92 Maintenance and repairs 487.50
50 Misc 265.60

382.73 Oil 729.95
1,166.08 Water 768.20

0.00 Waverley non domestic rating bill 36.59
5,623.41 TOTAL PAYMENTS 7,010.75
6,326.59 NET OPERATING SURPLUS/DEFICIT -89.08

Receipts and Payments Summary

98.72 Brought forward 1st April 2021 6,425.31
11,950.00 Add total receipts 6,921.67

12,048.72 13,346.98
5,623.41 Less total payments 7,010.75

6,425.31 Carried forward 31st March 2022 6,336.23

Stephen Hayward
KGV Management Committee Member

Mike Cookson-Taylor
KGV Management Committee Member

Ashley Alexander
KGV Management Committee Member

Celeste Lawrence
Treasurer KGV Management Committee

I have examined the accounting records of the charity and in my opinion, these have been properly maintained
by the trustees of the charity and show an accurate income and expenditure account for the year ended 
31st March 2022.

Alison Daniels
Independent examiner
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Parish of Dunsfold in the County of Surrey 

Henry Smith’s Charity 

   Statement of Account for year ended 31st December 2021 

Credit  Debit 

Balance in Hand as at the    Dunsfold Community Shop Assoc. Ltd 
1 January 2021    £1282.08                   for payment of   
                                                                                     vouchers given to each of 34 
   beneficiaries to the value of 
   £120 each, 1 beneficiary of £250, 1 beneficiary  
   of £150, and 3 gift bags worth   
   £30 each (less amount unspent 
   on voucher)     
        £4285.39 
   
                                                                                        Balance in hand at 
Amount of 2020 Grant                   £3600.00                 31st December 2021  £596.69                                                  

Amount available for 
distribution      £4882.08                                                                                  

Trustees of Dunsfold Smith's Charity  I HEREBY CERTIFY that the 

Mr S Hayward 
Mr Gary Hall Accounts for Dunsfold Smith’s Charity of 
Mrs D Whiffin                                                                which this is a true copy were presented to the 
Mrs L Enticknap the Annual Meeting of the Parish Council                                                        
 held on 12th May 2022 and were duly approved. 

                                                                                              ………………………………………………...... 
                                                                                    Chairman of the Annual Parish meeting 

                                                                                      

                                                                                    …………………………………………….. 
                                                                      Chairman of the Annual Parish Council meeting 



May 2022

Expenditure

Mr & Mrs WG Goodall Office rent 180.00

Upstonegale NP design work 500.00

Stephen Hayward Platinum bench 660.00

BT Telephone and broadband 148.62

Sage Software Ltd Payroll 8.40

Surrey Pension Fund March payment 238.32

Surrey Pension Fund Back pay from April 2021 45.76

HMRC March tax and NI 48.60

HMRC Back pay from April 2021 47.19

Celeste Lawrence March PAYE 892.60

Celeste Lawrence Back pay from April 2021 153.12

Mr & Mrs WG Goodall Office rent 180.00

Celeste Lawrence Annual zoom fee 143.88

Stephen Hayward Postage 40.00

Surrey ALC Limited Annual fee 374.47

Craddocks Print Printing 62.50

Sage Software Ltd Payroll 8.40

RJ Walker Fencing 2520.00

Celeste Lawrence April PAYE 894.09

HMRC April tax and NI 46.65

Surrey Pension Fund April payment 238.32

7430.92

Income

HMRC VAT 3942.08

Friends of Dunsfold Common Annual contribution 1000.00

Waverley Borough Council Precept 48150.00

53092.08
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