POLICY AND RESOURCES
COMMITTEE

AGENDA
For a Meeting to be held at 8.00p.m. on
Tuesday 19th February 2019
at Champions Manor Hall Community Centre,
South Woodham Ferrers
Membership:
Councillor P Wyatt (Chairman)
Councillor K Golding (Vice-Chairman)
Councillor C Weir-Ewing
Councillor S Coley

Councillor A Shearring
Councillor K Bentley

Councillor J Birch
Councillor R Weir-Ewing

Local residents are welcome to attend this meeting. At the meeting, your elected
Councillors will take decisions affecting YOU, the Community and the Town. At the
beginning of the meeting there is an opportunity for you to make representations,
answer questions and give evidence in respect of any item of business on the
agenda. The public may participate for up to 15 minutes for this purpose. If you
have any queries, please telephone the Town Clerk on 01245 321817. Please join
us.

Karen Hawkes BSc (Hons)
South Woodham Ferrers Town Clerk
12th February 2019

1.

Apologies for absence
To RECEIVE and ACCEPT any apologies for absence.

2.

Declarations of Interest
Any Member declaring an interest is asked to state whether this is a
pecuniary or non-pecuniary interest. Clarification, if required, can be
sought prior to the meeting with the Chairman or the Town Clerk.

3.

Confirmation of Minutes
To APPROVE the minutes of the meeting held on 4th December 2018 as a
true record of the meeting.

4.

Public Questions
In accordance with Standing Order 3.e to allow up to 15 minutes for
members of the public to make representations, answer questions and
give evidence in respect of any item of business on the agenda. At the
close of this item members of the public will no longer be permitted to
address the Committee; Members with pecuniary interests will also not be
permitted to speak, address the Committee on those interests and must
leave the meeting when the item in relation to their interest is being
discussed.

5.

Budgetary Positions
5.1
To receive the budgetary positions as at 31st January 2019 for this
Committee and Champions Manor Hall as attached to the agenda,
incorporated in budget proposal.

6.

Grants
6.1
Small Grants Scheme
(i)
To note that a small of grant of £52 was approved by the Deputy
Town Mayor and the Town Clerk and awarded to Lisa Kelly
towards room hire for a New Year’s Eve Party for Senior Citizens.
(ii)
To note that a small of grant of £200 was approved by the Town
Mayor and the Town Clerk and awarded to SWF Health and Social
Care Group towards an administrator.
(iii)
To note that a small of grant of £300 was approved by the Town
Mayor and the Town Clerk and awarded to SWF Rugby Club
towards new club house furniture.
(iv)
To note that a small of grant of £200 was approved by the Town
Mayor and the Town Clerk and awarded to South Woodham
Ferrers Railway Station Adopters towards tools and consumables
for station maintenance.
(v)
To note that a small of grant of £291.95 was approved by the
Town Mayor and the Town Clerk and awarded to Woodham Ferrers
Swim Club South Woodham Ferrers towards team uniforms.
6.2
(i)

Large Grants Scheme
To consider the following:
South Woodham Ferrers Bowls Club, £400 Hall hire, storage and
kitchen use of Champions Manor Hall for 2019 – 2020.
Application

reports

are

attached

to

the

agenda.

The

full
2

documentation can be viewed prior to the meeting and will be
available at the meeting.
7.

Financial Matters
7.1
To receive and note the Council’s bank balances as at 31st January
2019:
 Current Account £149,221.38
 Reserve Account £285,403.58
7.2
To receive and note the following bank transfers as at 31st January
2019:
 22/11/2018 £50,000 from the Reserve Account to the
Current Account.
 17/12/2018 £40,000 from the Reserve Account to the
Current Account.
7.3
To note details of financial transactions in November and
December 2018 and January 2019. List to be circulated to all
Members of the Council prior to the meeting.

8.

Reviews
8.1
Health and Safety Policy
To review the current Health and Safety Policy as attached to the
agenda.
8.2
Standing Orders / Direct Debits and Subscriptions to Other
Bodies
In line with Standing Order 5.j.xv to review the Councils current
Standing Orders / Direct Debits / subscriptions to other bodies as
attached to the agenda.
8.3
Complaints Procedure
In line with Standing Order 5.j.xvi to review the Council’s current
Complaints Policy and Procedure as attached to the agenda.
8.4
Procedure for Handling Requests under the Freedom of
Information
In line with Standing Order 5.j.xvii to review the Council’s current
procedure for handling requests under the Freedom of Information
Act 2000 and Data Protection Act 1998 as attached to the agenda.
8.5
Procedure for Dealing with the Press/Media
In line with Standing Order 5.j.xviii to review the Council’s current
Procedure for dealing with the press/media as attached to the
agenda.
8.6
Standing Orders
To consider reviewing these at Annual Town Meeting as advised by
NALC, this ensures all newly elected / appointed Councillors are
aware of these regulations.
8.7
Financial Regulations
To consider reviewing these at Annual Town Meeting as advised by
NALC, this ensures all newly elected / appointed Councillors are
aware of these regulations.
8.8
Financial Risk Assessment
To Consider the Town Council’s current Financial Risk Assessment
as attached to the agenda
8.9
The Effectiveness of Internal Control
To consider the attached Effectiveness of Internal Control as
outlined in the report attached to the agenda
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8.10
8.11
8.12

9.

Risk Register
To consider the current Risk Register as attached to the agenda.
Assets Register
To consider and agree the current Asset Register as attached to
the agenda
General Data Protection Regulation Policy
To consider and agree the current procedure as attached to the
agenda, this policy is based on recommendations from Nalc and
the ICO.

To consider written proposal regarding Equal Pay Review and
Average Living Wage:
Recommendation from the Staffing Committee on the 17th December
2018:
Proposal: South Woodham Ferrers Town Council to commit to the
principle of a Living Wage and adopt a policy ensuring that all employees
receive wages in line with the UK Living Wage.
Proposed: Councillor Golding
Seconded: Councillor Shearring

10.

Meetings Schedule 2019/20
To consider the Meetings Schedule for 2019/20. Following requests and
concerns raised regarding planning meetings overrunning two draft
schedules are attached to the agenda one which is scheduled with
planning on a separate evening from other committees.

11.

Reports from Representatives of Outside Bodies reporting to
Policy and Resources Committee:
a. Larger Local Councils Forum – Councillor C Weir-Ewing

12.

Report to Council
To agree items for report to the next Council meeting on 8th January
2019.

13.

Media Contact
To consider whether any items on this Agenda warrant a media release
and if so, to agree a Councillor to comment, if applicable.

14.

Next Meeting
The next meeting of the Policy and Resources Committee will be on 16th
April 2019.

To resolve to exclude the press and public for the remainder of the
meeting under the Public Bodies (Admission to Meetings) Act, 1960, as
the following item contains confidential information.
15.

Security at Champions Manor Hall
Town Clerk to update.
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Health and Safety Policy
This is the statement of general policy and arrangements for:

South Woodham Ferrers Town Council

Overall and final responsibility for health and safety is that of:

The Town Clerk

Day-to-day responsibility for ensuring this policy is put into practice is delegated to:

The Town Clerk

Statement of general policy
To prevent accidents and cases of work-related ill health
and provide adequate control of health and safety risks
arising from work activities.

Responsibility of
(Title)

Action / Arrangements

The Town Clerk

Risk assessments are completed and actions arising are implemented. Risk
assessments and the Town Council’s safety policy are reviewed at least
every year, or more frequently if working conditions, services or functions
are altered. Risk assessments are recorded in writing and are kept in the
Town Council’s office.
Volunteers, contractors or other providing services for the Town Council will
be provided with appropriate health and safety information and briefings.
Providers of specialist services shall be required to provide details of their
work in method statements and provide risk assessments for the activities
to be completed and reviewed before commencement will be approved.

To provide adequate training to ensure employees are
competent to do their work

The Town Clerk

Staff are provided with appropriate health and safety induction and ongoing
training and exercises to maintain and develop competencies. Staff are
forwarded all training courses available and Town Council budget for
training requirements of staff and Councillors.

To engage and consult with employees on day-to-day
health and safety conditions and provide advice and
supervision on occupational health

The Town Clerk

Staff are regularly consulted on health and safety issues when the issues
arise and at staff team meetings. Communication methods in place to
ensure that all staff are informed and able to communicate concerns or
problems.
Written detailed policies are provided to staff to provide guidance and
support with key health issues.

To implement emergency procedures - evacuation in
case of fire or other significant incident.

The Town Clerk
A detailed separate fire risk assessment and fire safety policy are provided
and regularly reviewed in accordance with the Regulatory Reform (Fire
Safety) Order 2005.
Signage, fire fighting equipment and detection/alarm systems are provided
and regularly inspected or tested. Evacuation drills are held and staff are
provided with written instructions to ensure they are familiar with their
roles. Written records of fire drills, false alarms, genuine incidents and
equipment/system issues are maintained in a fire safety log kept in the

Statement of general policy

Responsibility of
(Title)

Action / Arrangements
Handyman’s store room.

Public and commercial use of council facilities and
The Town Clerk
buildings are to be provided with appropriate information
to operate safely and to notify the Town Council of any
incidents or accidents

Written guidance is provided to users of the Council’s facilities including
written information on emergencies and health and safety issues. Regular
evacuation drills include occasions when hirers of facilities are on site.
On site signage is considered carefully to help visitors or users to the site.
Emergency contacts are provided on site for reporting of any incidents.

To maintain safe and healthy working conditions, provide The Town Clerk
and maintain plant, equipment and machinery, and
ensure safe storage / use of substances

The building was designed and is maintained in a suitable condition with
appropriate facilities for toilets, washing and drinking water provided.
Visual checks carried out and recorded Monday – Friday morning by staff
member, any concerns raised to the office to be addressed. Mechanical and
Electrical checks carried out bi-weekly and recorded.
Appropriate information and systems are in place for safe handling/use of
substances.
Limited use of machinery is made. Where appropriate staff are required to
inspect equipment and machinery and report any defects or concerns to the
Town Clerk. Appropriate specialist training is provided where required. Staff
training records are maintained to ensure that adequate records are
available.
COSHH data is recorded in a written format and maintained in the Town
Council offices. Data for the materials used by the cleaning contractor is
kept in the locked cleaning cupboard. Regular (at least annual) reviews are
completed to ensure the COSHH information is current and up to date.

Note: The Town Council’s general policy applies equally to both paid staff, temporary staff, contractors and volunteers.

Health and safety law posters are displayed:

In the Town Council office and the Environmental Services Operatives depot.

First-aid box and accident book are located within the
office:

A First Aid box is maintained in the Town Council office. The Town Clerk is responsible for ensuring that appropriate
supplies and materials are maintained in this facility for the use of staff not hirers of Champions Manor Hall facilities.
Written records of accidents are maintained by the Town Clerk in the Town Council office. All office staff trained in
Emergency First Aid at Work

Defibrillator located within the main foyer

Regular maintenance checks carried out to ensure unit is ready to be used if required. Staff trained in its use
although this is not a requirement

Accidents and ill health at work reported under RIDDOR:
(Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations)
Signed: (Employer)
Subject to review, monitoring and revision by:

The Town Clerk

Date:

19/2/19

Every:

12

Or as work activity or legislation changes

Direct Debit/ Standing Orders and Subscriptions to Outside Bodies
SUPPLIER

DETAILS OF EXPENDITURE
MONTHLY

AMOUNT

Chelmsford City Council
Ahead4 Ltd
Ahead4 Ltd
Ahead4 Ltd
Npower
O2

Champions Manor Hall – rates
IT contract
Website contract
Monthly back up
Champions Manor Hall –electricity
ESO mobile phones

Paymentsense

Card processing facility

Unity Trust Bank

Bacs charge

Varies

Credit Card

Various transactions

Varies

Cashbacs

Bacs facility

First Data

Card processing fee

Varies

DOTS (GoCardless)

Printer Maintenance and Ink

Varies

Unity Trust Bank

Bank Charges

Varies

£1,476.00
£169.00
£72.55
£48.00
Varies
Varies
£18.00

£12.00

QUARTERLY
Npower

Champions Manor Hall - Gas

Varies

BT

Broadband and Security Alarm Line

Varies

CF Corporate
Limited
British Gas

Finance

Lease and Service Charge for Printer
Trinity Square - Electricity

£212.40 x 3
£260.40 x 1
Varies

6 MONTHLY
Wave – Anglian Water

Champions Manor Hall –Sewerage

Varies

Wave – Anglian Water

Champions Manor Hall –Water

Varies

Wave – Anglian Water

Garden of Remembrance –Water

Varies

Public Works Loan

Public Works Loan

Varies

ANNUALLY
Communicorp
Information
Commissioners Office
SLCC

Subscription to Local Councils Update and
Clerks & Councils Direct
Data Protection

£75.00
£35.00

Town Clerk membership

£260.00

Zurich

LCAS advisory service

£145.00

Open Spaces Society

Membership

£45.00

Essex Wildlife Trust

Membership

£40.00

TV Licensing

TV License

£150.50

In accordance with Financial Regulation 6.9, Members are asked to consider and
agree the use of BACS for the following:
SUPPLIER

DETAILS OF EXPENDITURE

SALARIES

Payroll

AMOUNT
varies

COMPLAINTS POLICY
A complaint is an expression of dissatisfaction about the Council’s actions of lack
of action, about the standard of a service, or about an administrative fault such
as not following procedures, standing orders, or making a mistake. This applies
whether the action was taken or the service provided by the Council itself or a
person of body acting on behalf of the Council.
The Complaint Procedure is for residents who live in or near the Council’s area
and who are affected by the Council decisions. It is also for other individuals or
organisations or unincorporated bodies, affected by Council business.
The Complaints Policy does not relate to complaints received about services
delivered by any other body.
Principles of the Complaints Policy
1.

A complaint against the Council will be treated as a complaint against the
body corporate of the Council, not as a complaint about individual
employees or members.

2.

Council will engage in procedures other than the Complaints Procedure in
respect of the following types of complaint:
2.1

Where the complaint alleges financial irregularity local electors have a
statutory right to object to the external auditor and will be referred to
this body.

2.2

Where the complainant alleges criminal activity, the matter will be
referred to the police.

2.3

Where the complaint relates to a member allegedly breaching the
code of conduct, the complainant will be advised to contact the
Monitoring Officer at Chelmsford City Council, to decide if the matter
is a breach of code of conduct.
Where a breach of code of conduct has been established, the matter
will be dealt with by the Monitoring Officer at Chelmsford City
Council, who will decide on a suitable course of sanction.

2.4

Where the complaint is about a member of staff the disciplinary
procedure will be instigated.

M/Policies: Complaints Policy

3.

The Complaints Policy and Procedure is not a means of redress for its
members or staff.

4.

Where a complaint cannot be resolved informally, the Council requires a
formal complaint to be submitted in writing or by email.

5.

All complaints will be properly investigated.

6.

All formal complaints will be brought to the attention of the Council.

7.

The complaints procedure will consist of two stages, allowing for an appeal
to be heard. Members involved in the original decision will not participate in
the determination of an appeal.

8.

In all instances, the Council will comply with its obligations under the Data
Protection Act 1998. The complainant has the right to confidentially unless
he/she waives their right.

The Council will ensure that the Complaints Procedure is:















Well published, easily accessible and easy to use
Helpful and receptive
Not adversarial
Fair and objective
Based on clear procedures and defined responsibilities
Thorough, rigorous and consistent
Decisive and capable of putting things right where necessary
Sensitive to the special needs and circumstances of the complainant
Has adequate resources
Fully supported by Members and Officers
Provides responses that are proportionate; noting that one size does not
fit all
Ensure timely resolution
Regularly reviewed to ensure fit for purpose
Complains are analysed to spot patterns and lessons for service
improvement

Responsible
Officer

Town Clerk

M/Policies: Complaints Policy

Date
effective
from

February
2019

Review date

February
2020

Information available from South Woodham Ferrers Town Council under the model
publication scheme.
Please note we aim to deal with all written requests for information promptly. However, under the
legislation you should allow up to 20 working days for the response, counting the first working day after
the request is received as the first day.
Information to be Published

How the information can be
obtained
Website
Hard copy from Town Council office

Class 1 – Who we are and what we do
Organisational information, structures, locations and
contracts:
(This will be current information only)
Who is on the Council and its Committees

Website/Noticeboards
Hard copy from Town Council office

Cost
Free
5p/A4
sheet
Free
5p/A4
sheet
Free
5p/A4
sheet
Free

Contact details for the Town Clerk and Council
members (named contact where possible with
telephone number and email address if used)
Location of main Council office and accessibility
details
Staffing

Website/Noticeboards
Hard copy from Town Council office

Hard copy from Town Council office

5p/A4
sheet

Class 2 – What we spend and how we spend it

Website
Hard copy from Town Council office

Free
5p/A4
sheet

Website
Hard copy from Town Council office

Free
5p/A4
sheet
5p/A4
sheet

(Financial information relating to projected and
actual income and expenditure, procurement,
contracts and financial audit)
Current and previous financial year as a minimum
Actual return form and report by auditor

Finalised budget
Precept
Financial Standing Orders and Regulations
Grants given and received
List of current contracts awarded and value of
contract
Members’ allowances and expenses

Website

Hard copy from the Town Council
office

Class 3 – What our priorities are and how we
are doing
(Strategies and plans, performance
audits, inspections and reviews)

indicators,

A Plan for South Woodham Ferrers

Website
Had copy from Town Council office

Annual Town Council Reports

Website
Hard copy from Town Council office

M/Freedom of Information Scheme 2019

Free
5p/A4
sheet
Free
5p/A4
sheet

Class 4 – How we make decisions
(Decision making processes and records of decisions)
Timetable of meetings (Council and Committee
meetings)

Website
Hard copy from Town Council office

Agendas of meetings (as above)

Website/Library/Noticeboards
Hard copy from Town Council office

Minutes of meetings (as above) – n.b. this will
exclude information that is properly regarded as
private to the meeting
Reports presented to Council and Committee
meetings – n.b. this will exclude information that is
properly regarded as private to the meeting
Responses to consultation papers

Website/Library
Hard copy from Town Council office

Responses to planning applications
Bye-laws

Hard copy from Town Council office

Website
Hard copy from Town Council office
Hard copy from Town Council office

Free
5p/A4
sheet
Free
5p/A4
sheet
Free
5p/A4
sheet
Free
5p/A4
sheet
5p/A4
sheet
5p/A4
sheet

Class 5 – Our Policies and Procedures
(Current written protocols, policies and procedures
for delivering our services and responsibilities)
Policies and procedures for the conduct of Council
business:
Procedural Standing Orders
Committee and Sub-Committee Terms of Reference
Code of Conduct
Policy and Protocol statements
Policies and procedures for the provision of services
and about the employment of staff:
Internal policies relating to the delivery of services
including
 Equality and diversity policy
 Recruitment
policies
(including
current
vacancies)
Health and Safety Policy
Complaints procedure (including those covering
requests for information and operating the
publication scheme)
Records management policies (records retention,
destruction and archive)
Disaster Recovery Plan
Policies and procedures for handling requests for
information
Schedule of charges (for the publication of
information)

Hard copy from Town Council office

5p/A4
sheet

Hard copy from Town Council office

5p/A4
sheet

Hard copy from Town Council office

5p/A4
sheet

Class 6 – Lists and Registers
Currently maintained lists and registers only
Assets Register
Disclosure log
Register of members’ interests
Register of gifts and hospitality

M/Freedom of Information Scheme 2019

Class 6 - The services we offer
Current information only
Garden of Remembrance
Champions Manor Hall Community Centre
Woodham Fenn
Allotments
Village Hall Playground/Blue Cage
Bandstand
Seating, litter bins, memorials, bus shelters
A summary of services for which the Council is
entitled to recover a fee, together with those fees
(i.e. Garden of Remembrance fess)

Website/Hard
Council office

copy

from

Town

Website

Free
leaflets
Free

Hard copy from Town Council office
Hard copy from Town Council office

5p/A4
sheet
5p/A4
sheet

Additional Information
This will provide Councils with the opportunity to
publish information that is not itemised in the lists
above
Parish Ward boundaries

Hard copy from Town Council office

Employment practice procedure

Hard copy from Town Council office

Members Remuneration Scheme

Hard copy from Town Council office

Scheme for granting financial assistance

Hard copy from Town Council office

Distinguished Honours Award scheme criteria

Hard copy from Town Council office

5p/A4
sheet
5p/A4
sheet
5p/A4
sheet
5p/A4
sheet
5p/A4
sheet

Contact details:
Requests for hard copies can be made to:
The Town Clerk, South Woodham Ferrers Town Council, Champions Manor Hall Community Centre,
Hullbridge Road, South Woodham Ferrers, Essex CM3 5LJ
Website address: www.southwoodhamferrerstc.gov.uk
T: 01245 429441
E: karen@southwoodhamferrerstc.gov.uk
Schedule of Charges:
Where a charge is applied for the provision of information, these will be reviewed on an annual basis.
Applicants should contact the Town Council for current figures.
Type of Charge
Disbursement cost

Freedom of Information Act

Description
Photocopying @5p per A4 sheet
(black & white)
Photocopying @10p per A3 sheet
(black & white)
Postage
For information which costs the
Parish Council less than £450 to
collate there will be no charge in
addition to the disbursements
referred to above

M/Freedom of Information Scheme 2019

Basis of Charge
Actual cost
Actual cost
Actual
cost
of
standard 2nd class

Royal

Mail

PRESS AND MEDIA POLICY
1.

Introduction
The purpose of this policy is to define the roles and responsibilities within
the Council for working with the media and deals with the day-to-day
relationship between the Council and the media.
It is not the intention of this policy to curb freedom of speech or to enforce
strict rules and regulations. Rather, it provides guidance on how to deal
with issues that may arise when dealing with the media.

2.

Key Aims
The Council recognises that appropriate use of the media promotes the
efficient operation of Town Council business.

3.

Contact with the Media
Members may be approached by the media or may wish to comment
through them. Members dealing with the media or using their own social
media accounts must remember that they are legally responsible for the
content of any messages or comments and that the requirements and
principles associated with the adopted Code of Conduct shall remain in
force.
Members must not make public representation in the name of the Council
unless authorised.
Members have the right to express personal opinions on local issues using
the media but they must make it clear that such comments do not
necessarily reflect the views or policies of the Council or its Committees.
Members should be mindful to ensure that they do not bring the Council
into disrepute.
Be aware that, in practice, any remarks made in the media by Members
may be taken as an official statement of the Council.
If a Member is unaware of Council policy on any matter they should seek
the advice of the Town Clerk, Town Mayor or Chairman of the Committee
before commenting.
Confidential documents, exempt Minutes, reports, papers and private
correspondence should not be leaked to the media. If such leaks do occur,
an investigation will take place to establish who was responsible and
appropriate action taken.
When the media wish to discuss an issue that is, or is likely to be, subject
to legal proceedings then advice should be taken from the Council’s solicitor
before any response is made.

Statements made by the Town Mayor and the Town Clerk should reflect the
Council’s opinion.
There are occasions when it is appropriate for the Council to submit a
letter, for example to explain important policies or to correct factual errors
in letters submitted by other correspondents. Such letters should be kept
brief and balanced in tone and correspondence should not be drawn out
over several weeks. All correspondence must come from the Town Clerk.
Should a Member decide to submit a letter to the press on any subject they
should not use the term ‘Town Councillor’ or give the impression, directly or
implied, that they are writing on behalf of the Council.
4.

Press Releases
The purpose of a press release is to make the media aware of a potential
story, to provide important public information or to explain the Council’s
position on a particular issue. It is the responsibility of the Town Clerk and
Members to look for opportunities where the issuing of a press release may
be beneficial.
All press releases must be issued by the Town Clerk in order to ensure that
there is consistency of style across the Council and that the use of the
press release can be monitored.

Responsible
Officer

Town Clerk

Date
effective
from

February
2019

Review date

February
2020

Financial Risk Assessment
Subject
Loss of monies/goods

Risk
Medium

Impact
Medium

Fraudulent cheque payments

Low

High

Bank error

Low

Low

Maintaining value for money
with goods/services purchase

Low

Low

Cash flow management

Low

Medium

Control Measures
Robust systems for tracking and
accounting for income. Processes
subject to regular independent audit
review. Insurance cover provided for
Council
monies.
Effective
asset/inventory lists maintained and
regularly checked.
Payments
only
authorised
by
nominated
elected
members.
Effective systems to account for
payments. Bank transactions subject
to
quarterly
reconciliation
and
periodic inspection by independent
audit.
Bank statements regularly checked
and subject to periodic sampling by
independent auditor
Procedures to market test purchasing
provided for within the adopted
Financial
Regulations.
Larger
contracts/purchases
subject
to
detailed review by elected members
Cash levels subject to continuous
review including the level of available
reserves.
Financial
information
systems assist in tracking anticipated
expenditure and income.
VAT
refund
applications
completed
each
quarter.

are
The

Comments/Recommendations
Card processing facilities have
been developed for the receipt of
monies which should reduce
some of the risks associated with
cash handling.

Insurance provision

Medium

High

Payroll and pension systems

Low

Medium

Ultra Vires expenditure

Low

Medium

Unexpected major costs or
loss of income

Low

High

Council’s financial information system
is able to process data for VAT
refunds.
Insurance is regularly reviewed with
an annual update of the Schedule
completed each year or when
adjustments are required. Staff
regularly attend the annual LCAS
Seminars and receive regular advice
from
insurers
and
LCAS.
Details of insurance are subject to
review both by elected members and
by the Council’s auditor.
Specialist contractors are used to
provides payroll and pension services
all documents are forwarded in a
format which cannot be amended by
the Town Council. Annual
Review /reconciliation of pensions
completed by Essex County Council.
All payroll and pension systems are
subject to regular review by the
Council’s auditor.
Experienced and qualified (CiLCA)
staff are employed to assist the
Council with help manage this risk.
The Council now has extensive
opportunities now it has adopted use
of the General Power of Competence
(Localism Act 2011).
Risk
management
approach
is
adopted by the Council. Significant
levels of reserves are maintained by

the Council for contingencies.
Insurance is provided for loss of
business
and
business
income.

Effective budget setting

Low

High

Completed by:

Karen Hawkes Town Clerk

Date:

19th February 2019

Review date:

February 2020

Earmarked Reserves are maintained
for a number of key services that
will/may
require
significant
investment to maintain. This provides
the opportunity to spread anticipated
costs over a number of years.
A well structured approach is in place
for the setting of budgets and
calculation of precepts that includes
both reference to performance in
previous and current years and
ensures
that
the
Council’s
Committees are able to consider both
ongoing costs and income as well as
identify supported projects/service
developments in the year ahead.
Final budget setting by the full Town
Council is at a subsequent meeting in
public scheduled to coincide with the
billing
authority’s
timescales
to
ensure Precept demands are provided
in good time.

Adequate and effective system of Internal Control
and Internal Audit
In line with the Regulation 6 of the Accounts and Audit Regulations 2015
The Council’s internal controls include the following:


Safe and efficient arrangements to safeguard public money



Regular scrutiny of financial records and proper arrangements for the
approval of expenditure



Recording in the minutes the precise powers under which expenditure is
being approved



Regular employer returns to HM Revenue and Customs



Regular returns of VAT; training the responsible officer in matters of VAT and
other taxation issues as necessary



Regular budget monitoring statements



Procedures for dealing with and monitoring grants or loans made or received



Minutes properly numbered and paginated with a master copy kept in
safekeeping



Documented procedures to deal with enquiries from the public



Documented procedures to deal with responses to consultation requests



Documented procedures for document receipt, circulation, response, handling
and filing



Procedures in place for recording and monitoring Members’ interests and
Gifts and Hospitality received



Adoption of codes of conduct for members and employees

Internal Audit Assurance:
Internal audit testing may include:


Review of the internal controls in place and their documentation



Review of the minutes to ensure legal powers in place, recorded and
correctly applied



Testing of income and expenditure from minutes to cashbook, from bank
statements to cashbook, from minutes to statements etc. including petty
cash transactions



Review and testing of arrangements to prevent and detect fraud and
corruption



Testing of disclosures



Testing of specific internal controls and reporting findings to management

Independence
The present Internal Auditor is Heelis & Lodge.


they are completely independent of the Town Council



they play no part in the Council’s management, control or decision making.



they are a professional company with experience of local government and a
good understanding of local councils



they have no input into other Council financial matters e.g. accounting,
financial statements, annual return (other than signing Section 4, Annual
Internal Audit Report)

Competence
After each visit the Internal Auditor submits a report which is considered by the
Policy and Resources Committee, actioned where appropriate and recorded in the
minutes. The Town Council has been fully satisfied with the independent services
provided by the Internal Auditor.

Strategic Risk Register
Ref
1

Risk
Major Civil Emergency

Impact
High

Likelihood
Low

2

Loss of Champions
Manor Hall
Community Centre

High

Low

3

Sudden loss of staff

Medium

Low

Notes/Mitigating Actions
 existing response plan and
good working relationship
with local agencies including
the City Council and ‘Blue
Light’ services
 Community Resilience Plan in
place supported by
Chelmsford City Council
 continuing commitment to
provide training/exercises to
maintain and develop skills.
Insurance cover to support
this response role


adequate insurance cover
maintained for interruption of
business and replacement of
building



support valuable from
specialist professional bodies
such as NALC, SLCC and EALC
accurate job descriptions and
person specifications
maintained to assist with
reconstruction of staff team



4

Loss of I.T. systems

High

Low




5

Major fraud

High

Low





6

Unscheduled major
expenditure

High

Low



effective use of data backup
(including off site facilities)
and routine use of equipment
and software supports rapid
workup
adequate insurance provided
to support recovery
Financial Regulations in place
to limit risks
systems regularly tested by 2
levels of audit completed by
external agencies
insurance provided for this
risk
effective budgeting processes
completed each year and
scrutinised by audit regime

7

Poor performance by
contractors

8

Major incident at
Council events



levels of General and
Earmarked Reserves
considered and maintained at
appropriate levels as tested
against current advice on
good practice and advice from
both professional bodies and
the Council’s auditors



extensive insurance cover
including Public Liability,
Employers Liability, accident,
fidelity and legal expenses is
maintained and regularly
reviewed

Medium

Medium



formal processes for selection
of contractors defined by
Financial Regulations. Support
available for preparation of
specifications and for
appointments from other local
authorities and professional
bodies such as the EALC and
NALC. Contracts awarded on
Best Value not lowest price

High

Medium



efforts underway to ensure
that planning and delivery are
subject to legal requirements
and best practice as described
by the HSE, NALC, SLCC
Council insurers etc.
adequate insurance provided
for events
effective Health and Safety
Policy maintained and
regularly by the Council




Responsible
Officer

Town Clerk

Date
effective
from

February
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date
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SOUTH WOODHAM FERRERS TOWN COUNCIL
ASSET REGISTER
as at 31st January 2019
LOCATION
Buildings
Bandstand
Remembrance Wall,Rotunda & Rock
Champions Manor Hall
Champions Manor Hall extension
CCTV equipment
additional camera
War memorial
Personalised memorials
Balance as at 31/01/2019
Street Furniture
Elephant trap gate, Fen
3 gates on Fen
Fencing and gates at play area
Champions Manor Hall gates and fences
3m metal fencing
Fence at allotment site
Bowling green surrounding area
Balance B/F from April 2017
Gates at allotment site
10 x safety barriers
Balance as at 31/01/2019

Miscellanous
Garden Shed
Stage
Speed Indicator Device
AV equipment (new)
Christmas Lights
Town Mayor's and Deputy Chain of Office
Numatic scrubber drier
Defibrillator
Balance as at 31/01/2019

Queen Elizabeth II Sq
Garden of Remembrance
Champions Manor Hall CC
Champions Manor Hall CC
Champions Manor Hall CC
Champions Manor Hall CC
Millennium Place
Garden of Remembrance

DATE
PURCHASED
rock 22/5/12

Woodham Fen
Woodham Fen
Woodham Fen
Champions Manor Hall CC
Blue Cage, Village Hall
Allotment Site, Marsh Farm Road
Champions Manor Hall CC
Marsh Farm Road
Champions Manor Hall CC

Garden of Remembrance
Champions Manor Hall CC
6 locations
Champions Manor Hall CC
Contractor
Champions Manor Hall CC
Champions Manor Hall CC
Champions Manor Hall CC

27/11/2017
05/11/2018

01/11/2010
Apr-12
20/03/2017
13/06/2017

COST
VALUE

INSURANCE
VALUE

45,066.25
48,248.95
2,063,256.52
125,269.14
7,896.04
339.50

100,000.00
100,000.00
2,050,000.00

9,322.06
2,299,398.46

9,988.67
2,268,788.85

159,408.10
895.00
365.00
160,668.10

170,807.21
895.00
365.00
172,067.21

3,390.73
8,454.43
4,614.59
12,786.32
33,967.42
2,472.84
1,295.00
1,500.00
68,481.33

3,597.22
8,969.30
4,895.62
13,556.01
0.00
2,623.44
1,339.00
1,500.00
36,480.59

8,460.68
339.50

Bus Shelters, Other/Refuse Bins
Benches
6 bus shelters
Litter Bins (VH)
5 benches
2 benches
2 Picnic benches VH play area
3 Commemorative Benches
Balance as at 31/01/2019

Noticeboards, Signposts and Name Signs and Town Sign
New noticeboards
Town Sign
Oak Sign
Washlands Interpretation Board
Fenn Interpreation Board
Balance as at 31/01/2019
Playing Surfaces & Playground Equipment,
and Sports Courts & Associated Equipment
1 set of swings large
1 set of swings small
See saw
3 springies
Roundabout
small swing
Willy jeep
Poppy swing
Sunny days weather station
Talk tubes
Lisboa slide unit
Total of Play Equipment
Ball Court and Hoops
Bowling green
Flood lights
Office Equipment inc Computers & Sports Equipment
6 computers/monitors/laminator
Office furniture
Photocopier
Telephone System
31 Conference chairs
17 Tables
CCTV system and alarm
Gopak Tables
Server
Acoustic panels
Balance B/F 2017

various - see list
Village Hall
riverfront
riverfront
Village Hall
Garden of Rememberance

various - see list
Millennium Place
Garden of Remembrance
Washlands
Fenn

31/03/2012
22/03/2014
31/03/2017
20/03/2018

31/05/2018
15/01/2018
29/08/2018
29/08/2018

Village Hall
Village Hall
Village Hall
Village Hall
Village Hall
Village Hall
Village Hall
Village Hall
Village Hall
Village Hall
Village Hall
Village Hall
Blue Cage, Village Hall
Champions Manor Hall
Blue Cage, Village Hall

Champions
Champions
Champions
Champions
Champions
Champions
Champions
Champions
Champions
Champions

Manor
Manor
Manor
Manor
Manor
Manor
Manor
Manor
Manor
Manor

Hall
Hall
Hall
Hall
Hall
Hall
Hall
Hall
Hall
Hall

CC
CC
CC
CC
CC
CC
CC
CC
CC
CC

21,854.54
765.29
26,649.63
1,456.00
1,325.00
1,953.00
54,003.46

32,453.39
2,011.59
34,464.98

4,496.00
9,479.41
1,040.00
970.00
4,375.00
20,360.41

4,496.00
10,056.70
1,040.00
970.00
4,375.00
20,937.70

33,249.43
15,199.71
134,548.78
2,360.00
185,357.92

142,742.80
142,742.80

60,509.76

64,194.80

31/03/2011

13/06/2017
27/08/2009

Microsoft Pro Lap Top
Office Screens
Microsoft Surface Pro Laptop
Water Cooler

Champions
Champions
Champions
Champions

Manor
Manor
Manor
Manor

Garden of Remembrance - Youth wall
Garden of Remembrance - Tommy Silhuottes

Garden of Remembrance
Garden of Remembrance

31/08/2018

Mowers and machinery
2 barrows and path gritter
Cable avoidance tool
1 bowling green brushing machine
Lawnmowers

Champions
Champions
Champions
Champions

20/04/2017

Manor
Manor
Manor
Manor

Hall
Hall
Hall
Hall

Hall
Hall
Hall
Hall

CC
CC
CC
CC

CC
CC
CC
CC

31/07/2017
02/01/2018
04/03/2018
23/04/2018

Total
Uninsured Items
Other Fixed Assets
Street furniture etc.
38 litter bins
38 dog foul bins
14 benches
5 benches
12 benches at Garden of Remembrance
9 benches, Millennium Place
2 benches, Village Hall play area
4 blue benches
3 granite benches
2 bollards
12 finger posts
Bike stand
Pergola
Balance B/f from April 2017
2 x Scholars Walk Bin
Gates and Fences
kissing gate & fencing
Office Contents
Digital cameras
Storage cabinet
Coffee table
Fridge/Freezer in Kitchen
Oven
2 Microwaves

various - see list
various - see list
Fenn, Fenn Park & JC site
town centre
Garden of Remembrance
Millennium Place
Village Hall
Blue Cage, Village Hall
Trinity Square
Garden of Remembrance
Town Centre
CMH
Garden of Remembrance
Scholars Walk

Woodham Fenn, behind recycling centre

16/11/2009

27/10/2018

1,200.00
459.00
1,173.66
1,185.00
64,527.42

1,173.66
1,185.00
67,753.46

10,041.67
750.00
10,791.67

11,035.13
750.00
11,785.13

6,482.06

6,876.82

2,870,070.83

2,761,897.54

11,982.00
4,906.00
7,028.00
1,960.00
9,082.00
5,400.00
1,200.00
3,025.00
9,258.00
526.24
2,664.00
1,000.00
5,730.26
63,761.50
452.94
64,214.44

580.00
580.00
350.00
250.00
125.00
199.00
300.00
100.00

1,200.00

6,079.24

Infocus Projector
DMTech TV/DVD Player
Laptop
AV monitor
LED Lights

30/06/2015
31/08/2018

Mowers and similar machinery
Strimmer
Hedge Trimmer
Tree Lopper & Hose

21/05/2012
09/04/2012

Other property
2 Honours Board
3 Scattering Urns
2 Consort pendants
Flags and Bunting
Beacon
Oak posts
Mobile telephones (2no)
Salt Bin
Salt Bin
6 No litter pickers
16 no blue chairs
4 no chair trolleys
2 no Baby Changing Units

2nd board purchased 31/8/11

Champions Manor Hall CC
Village Hall

Uninsured items Total

22/05/2012
22/05/2012
21/06/2012
30/06/2017
20/04/15
14/05/2013
26/06/17
30/06/17

400.00
300.00
233.00
700.00
17,385.00
20,342.00

225.00
85.00
18.16
328.16
1,200.00
827.18
271.00
5,388.60
309.00
96.00
104.00
300.00
300.00
68.00
232.00
679.00
196.00
9,970.78
94,855.38
2,964,926.21

Additional Areas of Land Owned by the Town Council
Allotment Site
Bandstand
Champions Manor Hall CC
Collingwood Pond
Childrens play area, Village Hall
Blue Cage, Village Hall
Dunlin Close
Millennium Place
Uniformed Youth Site
Woodham Fenn (including Fenn Park)
Land West of Ferrers Road
Land East of Ferrers Road
Uniformed Youth Road £91,003.29 advised by PFK not to record as
an asset but include in expenditure box

Marsh Farm Road
Queen Elizabeth II Square
Hullbridge Road
Collingwood Road
Hullbridge Road
Hullbridge Road
strip of land Brent Avenue near to playing field
corner of Asda car park
Creekview Road
Ferrers Road
Ferrers Road
Ferrers Road
Off of Creekview Road

2,856,752.92

Data Protection Policy & Information Security Policy
Definitions:
Personal Data
“Personal data” is any information about a living individual which allows them to
be identified from that data (for example a name, photographs, videos, email
address, or address). Identification can be directly using the data itself or by
combining it with other information which helps to identify a living individual
(e.g. a list of staff may contain personnel ID numbers rather than names but if
you use a separate list of the ID numbers which give the corresponding names
to identify the staff in the first list then the first list will also be treated as
personal data). The processing of personal data is governed by legislation
relating to personal data which applies in the United Kingdom including the
General Data Protection Regulation (the “GDPR) and other legislation relating to
personal data and rights such as the Human Rights Act.
Data Controller
A natural or legal person, Public Authority, Agency or other body which, alone or
jointly with others, determines the purposes and means of the processing of
personal data.
South Woodham Ferrers Town Council (SWFTC) is the “data controller” for your
data.
Data Subject
The identified (directly or indirectly) person to which the data refers.

Introduction
SWFTC recognises its responsibility to comply with the General Data Protection
Regulation (GDPR) 2018 which replaces the EU Data Protection Directive of 1998
and regulates the use of personal data.
Data Protection Principles
As a local authority, SWFTC has a number of procedures in place to ensure that
it complies with the GDPR when collecting, using, retaining, transferring,
disclosing and destroying personal information.

Staff and Councillors must ensure that they adopt the following principles:
1. Lawfulness, Fairness and Transparency
Personal Data shall be processed lawfully, fairly and in a transparent manner in
relation to the data subject. This means, LTC must tell the data subject what
processing will occur (transparency), the processing must match the description
given to the data subject (fairness), and it must be for one of the purposes
specified in the applicable data protection regulation (lawfulness).
2. Purpose Limitation
Personal Data shall be collected for specified, explicit and legitimate purposes
and not further processed in a manner that is incompatible with those purposes.
This means SWFTC must specify exactly what the personal data collected will be
used for and limit the processing of that personal data to only what is necessary
to meet the specified purpose.
3. Data Minimisation
Personal data shall be adequate, relevant and limited to what is necessary in
relation to the purposes for which they are processed. This means SWFTC must
not store any personal data beyond what is strictly required.
4. Accuracy
Personal data shall be accurate and, kept up to date. This means SWFTC must
have in place processes for identifying and addressing out-of-date, incorrect and
redundant personal data.
5. Storage Limitation
Personal data shall be kept in a form which permits identification of data
subjects for no longer than is necessary for the purposes for which the personal
data is processed. This means LTC must, wherever possible, store personal data
in a way that limits or prevents identification of the data subject. The length of
time personal data is kept is outlined in the Council’s Retention Policy.
6. Integrity & Confidentiality
Personal data shall be processed in a manner that ensures appropriate security
of the personal data, including protection against unauthorised or unlawful
processing, and against accidental loss, destruction or damage. SWFTC must use
appropriate measures to ensure the integrity and confidentiality of personal data
is maintained at all times and that personal data is only accessed by Council
staff and Councillors.
7. Accountability
The data controller shall be responsible for all personal data and must be able to
demonstrate compliance. This means LTC must demonstrate that the principles
(outlined above) are met for all personal data for which it is responsible.

Privacy Notices
A ‘Privacy Notice’ is available on the Town Council website which details who we
share personal data with, how we use and store personal data, the purposes for
which we use personal data and your rights to your personal data.

Subject Access Requests
LTC is aware that people have the right to access any personal information that
is held about them. If a person requests to see any data, a procedure is in place
to help staff facilitate this.
A response to each request will be provided within 30 days of the receipt of the
written request from the Data Subject. Appropriate verification must confirm
that the requestor is the Data Subject or their authorised legal representative.
Data Subjects shall have the right to require SWFTC to correct or supplement
erroneous, misleading, outdated, or incomplete Personal Data. If LTC cannot
respond fully to the request within 30 days, the Office of Data Protection shall
nevertheless provide the following information to the Data Subject, or their
authorised legal representative within the specified time:
• An acknowledgement of receipt of the request.
• Any information located to date.
• Details of any requested information or modifications which will not be
provided to the Data
Subject, the reason(s) for the refusal, and any procedures available for
appealing the decision.
• An estimated date by which any remaining responses will be provided.
• An estimate of any costs to be paid by the Data Subject (e.g. where the
request is excessive in nature).*
• The name and contact information of the staff member who the Data Subject
should contact for follow up.
*No administration fee will be charged for considering and/or complying with
such a request unless the request is deemed to be unnecessary or excessive in
nature.

Data Breaches
Any Town Council staff member or Councillor who suspects that a personal data
breach has occurred e.g. due to the theft or exposure of personal data must
immediately notify the Information Commissioners Office (ICO) no more than 72
hours after becoming aware of it and provide a detailed description of what
occurred. The ICO will then investigate the matter. Procedures are in place for
Council staff and councillors to notify and record any data breaches.

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

MEETINGS SCHEDULE 2019/20
MAY 2019

7
Annual Council

12

Council

21

Policy & Resources

19

Leisure (B)

4

Planning

Leisure

Council

26

DECEMBER

3

11

10

18

17

25

Planning

Environment

2

Leisure

Leisure (B)

Policy & Resources (B)

Planning

Environment

Planning

Council

7
14

9
16

Planning

2020
JANUARY 2020

JULY

5

14

28

JUNE

NOVEMBER

21
Policy & Resources

28

Environment
Planning

Leisure

23
30

Planning

Leisure

Leisure
FEBRUARY

AUGUST

6
13

Leisure

3
10

OCTOBER

Policy & Resources

Environment

3

Council

Environment

10

Leisure

Council

17
24

Planning

Planning

Leisure

Leisure

1

APRIL

8

7

15

Leisure

15

22

Policy & Resources

21

29

Planning

Planning

17
24

11

25

MARCH
SEPTEMBER

Policy & Resources

18

20
27

4

Planning

Environment
(B)

28

Annual Town Meeting
Policy & Resources

Planning

Environment

Notes; (total 36)
1. No. Meetings – Council 6, Environment 6, Leisure 6, Planning 13, Policy & Resources 6
2. “(B)” denotes meetings to consider committee budgets
3. Meetings are to commence at 8.00pm with the exception of the Planning Committee at 7.00pm

South Woodham Ferrers Town Council

MEETINGS SCHEDULE 2019/20
(Planning scheduled on different day)
MAY 2019

JUNE

7

NOVEMBER

14

Annual Council

12

Council

21

Policy & Resources

19

Leisure (B)

28

Planning

26

Planning

4

Council

11

Leisure

DECEMBER

18
25

Planning

2

Environment

Policy & Resources

23

Leisure

30

Planning

6
13

Leisure

20
27

OCTOBER

17

Planning

7
*Planning

Council

21

Leisure

28

Planning

4

Policy & Resources

11

Policy & Resources

18

Environment

25

Planning

Planning
MARCH

SEPTEMBER

Environment

Leisure
FEBRUARY

AUGUST

Policy & Resources (B)

10

14

9
16

3

2020
JANUARY 2020

JULY

5

3

Council

Environment

10

Leisure

10

Council

17

Leisure

17

Leisure

24

Planning

24

Planning

3

1

APRIL

8

7

Annual Town Meeting

15

Environment (B)

15

Policy & Resources

22

Policy & Resources

21

Environment

29

Planning

28

Planning

Notes; (total 36)
1. No. Meetings – Council 6, Environment 6, Leisure 6, Planning 13, Policy & Resources 6
2. “(B)” denotes meetings to consider committee budgets
3. Meetings are to commence at 8.00pm with the exception of the *Planning Committee at 7.00pm

