
Members of the Public have the right to attend all meetings of the Town Council and its 
Committees and are welcome. 

GODALMING TOWN COUNCIL 
 
Tel:       01483 523575               Municipal Buildings 
Fax:       01483 523077              Bridge Street 
E-Mail:      office@godalming-tc.gov.uk                   Godalming 
Website:   www.godalming-tc.gov.uk          Surrey GU7 1HT 
 

18 March 2016 
 
I HEREBY SUMMON YOU to attend the POLICY & MANAGEMENT COMMITTEE Meeting to be 
held in the Council Chamber, Municipal Buildings, Bridge Street, Godalming on THURSDAY, 24 
MARCH 2016 at 7.00 pm. 
 
 

Louise P Goodfellow 
Town Clerk 

 
 Committee Members:  Councillor Reynolds – Chairman 
     Councillor Thornton – Vice Chairman   

   
 Councillor P Martin    Councillor Gordon-Smith 
 Councillor Poulter    Councillor Cosser   
 Councillor Wheatley    Councillor T Martin 
 Councillor S Bott    Councillor Hunter   
 Councillor Noyce    Councillor Welland   
 Councillor Williams    Councillor Pinches   
 Councillor Bolton    Councillor Gray   
 Councillor Walden    Councillor Young 
 Councillor Purkiss 
      

     
A G E N D A 

 
1.   MINUTES 
 

To approve as a correct record the minutes of the meeting held on the 18 February 2016, a 
copy of which has been circulated previously.  

 
2.   APOLOGIES FOR ABSENCE 
 
3.   PETITIONS/STATEMENTS/QUESTIONS FROM MEMBERS OF THE PUBLIC 
 

The Chairman to allow members of the public to ask the Council questions, make a statement 
or present a petition.  This forum to be conducted in accordance with Standing Order 4.   
 

4. DISCLOSABLE PECUNIARY INTERESTS AND NON-PECUNIARY INTERESTS 
 
To receive from Members any declarations of interests in relation to any items included on 
the Agenda for this meeting required to be disclosed by the Localism Act 2011 and the 
Godalming Members’ Code of Conduct.  

 
5. COMMITTEE WORK PROGRAMME 
 

The Committee’s work programme is attached for the information of Members. 
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6. ACCOUNTS PAID SINCE LAST MEETING & SCHEDULE OF PAYMENTS 
 
 Town Clerk to report on the accounts paid since the last meeting. 
 

A schedule of the accounts paid will be tabled for the information of Members.  The vouchers 
relating to these payments will also be tabled at the meeting for inspection.  All payments 
made are in line with the agreed budget or other resolution of this Committee or Full Council. 
 
Members to agree that the Chairman should sign the schedule of accounts paid. 

 
7. BUDGET MONITORING 
 

Members to consider a budget monitoring report for month eleven of the current financial 
year 2015/16 (the year to 29 February 2016) (detailed report attached for the information of 
Members).  
 
Members to note that the monitoring report shows a current variance of £1,226 underspent 
and that there is a small projected overspend at the year-end of £500 (note that this is against 
the revised estimate which means that such a small overspend would merely reduce the 
surplus planned to be transferred to the revenue reserve).  
 
 

Cost Centre 
 
 
  

Year to date 
Variance 

Projected 
Variance 
@ year 
end 

   £   £  
101  Head Office Costs  1,844 o/s 0 
102  Civic Expenses  162 u/s 0 
104  Town Promotion  1,718 u/s 0 
105  Staycation  0 0 
106  Festivals & Markets  169 u/s 0 
108  Christmas Lights  2,779 o/s 0 
110  Community Navigator  618 o/s 0 
111  Neighbourhood Plan  54 o/s 0 
201  BWP Community Centre  139 u/s 0 
202  Pepperpot  32 u/s 0 
203  The Square  3,000 o/s 0 
204  Allotments  179 o/s 500 o/s 
205  Wilfrid Noyce Community Centre  6,649 u/s 0 
206  Bandstand  112 u/s 0 
208  Land & Property Other  719 u/s 0 

  TOTAL  1,226 u/s 500 o/s 
 
8. APPROVAL OF INTERNAL AUDIT 

 
Members to consider the report of the Internal Auditor (attached for the information of 
Members). 
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9. REPORT OF THE AUDIT COMMITTEE 
 
 Electronic Payments 

The Audit Committee recommended to this Committee and Full Council that the Council 
proceed to implement electronic payments as proposed within the report attached for the 
information of Members. Members further agreed to recommend that the daily limit be set at 
£50,000. 

 
10. ANNUAL REVIEW OF FINANCIAL REGULATIONS 
 

Financial Regulations are attached for the information of Members. Members are asked to 
review them and recommend them to Full Council for adoption. No amendments are 
proposed by officers although Members are asked to note that in its separate review of 
Financial Regulations the Audit Committee suggested an amendment to Financial Regulation 
6.16. 

 
11. REPORT OF THE STAFFING SUB-COMMITTEE 
 

Health & Safety Policy 
 The Staffing Sub-Committee reviewed the Health & Safety policy (last adopted by Full 

Council in November 2013) and recommended it with no amendments to this Committee for 
further onward recommendation to Full Council.   

 
Bullying & Harassment Policy 

 The Staffing Sub-Committee reviewed the Bullying & Harassment policy (last adopted by Full 
Council on 22 September 2011) and recommended it with no amendments to this Committee 
for further onward recommendation to Full Council.  . 
 
Staffing Implications of the Refurbished Wilfrid Noyce Centre 
The Staffing Sub-Committee recommended the creation of the post of weekend caretaker of 
the Wilfrid Noyce Centre – offering an annual salary of £2,193 (SCP 14 £16,231 pro rata) for 
five hours work a week; with additional fees being paid for the supervision of Friday & 
Saturday evening lettings (those fees to be funded from the additional fees payable 
(previously agreed by Members) for a Friday and Saturday evening letting). The total 
potential cost to the budget of this post would be £2,850 allowing for full employer’s on costs 
of National Insurance and superannuation. It is suggested that this sum could be funded as 
follows: by virement of £1,560 from the cleaning budget (the caretaker’s duties would include 
the Saturday cleaning of the centre) and £696 from the grounds maintenance budget (the 
caretaker would be required to do a small amount of weekly tidying and gardening).  A further 
£600 would be taken from the additional letting income (over and above that budgeted for) 
that seems likely to accrue from the Wilfrid Noyce Centre. 
 
A draft job description, terms & conditions of employment and a draft advert are attached for 
the consideration of Members. 
 
It is proposed that the post be advertised by notices displayed and circulated locally and 
using social media and that applicants be interviewed by the Facilities Manager and Town 
Clerk. 
 
Members are asked to agree the creation of the post of weekend caretaker for the Wilfrid 
Noyce Centre on the terms outlined above and in the attachments and to authorise officers 
to proceed to advertise and fill the post as soon as practicable. 
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12. REPORT OF THE COMMUNICATIONS WORKING GROUP 
 

Members to consider an oral report from the Chairman of the Communications Working 
Group which will cover progress to date in appointing a web designer to create a new Town 
Council website. 

 
13. GODALMING FLOOD ALLEVIATION SCHEME 
 
 Members to consider a report from the Deputy Town Clerk (report attached for the information 
 of Members). 
 
 Members to indicate whether they wish to agree the proposal contained within the report. 
 
14. WILFRID NOYCE REFURBISHMENT PROJECT – UPDATE  
 

Members to receive an oral update on the project so far from the Facilities Manager. A budget 
monitoring report for the project is attached for the information of Members.  

 
15. TOWN COUNCIL REPRESENTATION ON EXTERNAL BODIES – REPORT ON 

FARNCOMBE DAY CENTRE 
 
Members are asked to note a report from Councillor Gray on the Farncombe Day Centre 
(report attached for the information of Members) an organisation on which Councillor Gray 
represents the Town Council. 
 

16. APPLICATIONS FOR GRANT AID  

 
                £  
Information: 2016/2017 Grants Budget 55,000.00  
 Allocations this year to date 0.00  
 Balance available for allocation 55,000.00  
 Applications this meeting 10,573.00  
 Balance unallocated if applications agreed 44,427.00  
   

 Members to consider the following applications for grant aid – the summary of the application 
is given below – the detailed applications are attached for the information of Members. 

  
 Godalming & Farncombe Bowling Club 
 £500 is applied for to help the club build up the youth team and progress links with local 

schools with expert coaching, advertising costs, the provision of small bowls for the children, 
special score cards and provision of team tabards to encourage team spirit amongst the 
youngsters. 

 
 Previous Grants: None 
 
 Godalming Museum 
 £5,000 is applied for to assist with the costs of providing a Volunteer Co-ordinator for 12 

hours a week. 
 
 Previous Grants: £505 in 1994; £250 in 1996; £2,000 in 1998; £4,000 in 1999/2000; £500 in 

2001/2; £500 in 2005; £500 in 2006/7; £4,000 in 2004 and each year through to 2009; £4,600 
in 2010; £950 in 2011; £4,600 in 2011 and each year through to 2014 and £5,000 in 2015. 

 
 Mistweave Media Ltd 
 £920 is applied for to assist with the creation of first short film, based in Godalming 
 
 Previous Grants: None 
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 Skillway 
 £1,500 is applied for to assist with rental costs. 
 
 Previous Grants: £1,350 in 2013/14 
 
 St Peter & St Paul Scout Group 
 £2,226 is applied for to assist with re-roofing part of the scout hut.  The toilet/lobby area of 

the hut has a leaking roof, which needs replacement. 
 
 Previous Grants: £300 in 2003/4, £250 in 2006/7, £300 in 2008/9 and £1,300 in 2014/15. 

  
 Members further to consider whether to renew Grant aid for three organisations that are 

regular users of the Town Council’s premises. There are three requests for grant aid in kind 
in the form of free use of the Town Council’s premises. There are no supporting grant 
applications for any of these items. 
 
Friends of Broadwater Park 
£93 is applied for as grant aid in kind in the form of nine hours use of the small hall and three 
hours use of the large hall at the Broadwater Park Community Centre to facilitate meetings 
of the Friends of Broadwater Park. 
 
The Godalming Trust 
Free use of the Pepperpot Undercroft and Upper Room over the weekends of 10 & 11 
September 2011, 8 & 9 September 2012, 7 & 8 September 2013, 13 & 14 September 2014 
and 12 & 13 September 2015 (Heritage Open Days) was awarded - a total of 16 hours each 
year at a value of £208. It is suggested that the same sum is granted for the weekend of 10 
& 11 September 2016. 
 
Godalming & District Community First Responders 

 Grant aid in kind of £126 ie. an exemption from fees for the use of meeting rooms – 6 times 
per year for 3 hours each session, was granted in 2013/14, 2014/15 & 2015/16 for regular 
training and meeting sessions. It is suggested that £126 grant aid in kind is granted for 
2016/17.  

 
17. DATE OF NEXT MEETING 
 
 The next meeting of the Policy & Management Committee is scheduled to be held on 

Thursday, 19 May 2016 at 7.30 pm in the Council Chamber or at the conclusion of the 
Planning & Environment Committee, whichever is the later. 

 
18. ANNOUNCEMENTS 
 

Brought forward by permission of the Chairman.  Requests to be submitted prior to 
commencement of the meeting. 

 
THE COMMITTEE MAY WISH TO EXCLUDE THE PUBLIC AND PRESS FROM THE MEETING 
AT THIS POINT PRIOR TO CONSIDERATION OF THE FOLLOWING ITEM BY REASON OF THE 
CONFIDENTIAL NATURE OF THE BUSINESS TO BE TRANSACTED IE. COMMERCIALLY 
SENSITIVE MATTERS. 
 
19. THE SQUARE 
 
 Members to consider a confidential oral report from the Town Clerk. 



5. POLICY & MANAGEMENT COMMITTEE – WORK PROGRAMME 
  

TASK WHO? 
MINUTE 

REF 
PROGRESS 

ORIGINAL 
TARGET 

COMPLETION 
DATE 

AMENDED 
TARGET 

COMPLETION 
DATE 

ACTUAL 
COMPLETION 

DATE 

THE SQUARE Town Clerk 
 

 This matter is now a standing confidential 
item and appears on the agenda. 
 

N/A   

THE WILFRID NOYCE 
CENTRE 

Town Clerk 162-13 
and 273-

13 (95-12, 
250-12, 
337-12, 
90-14 & 
468-13 

also refer)
 

An update report is included on the agenda 
for this meeting - at that point the Facilities 
Manager will report orally.  

Interim Date
4/12/14 

 
Original 
Contract 

completion 
date 

31/10/15 

  

ANNUAL REVIEW OF 
FINANCIAL REGULATIONS 
 

Town Clerk 
& RFO 

Annual 
Event 

 

On the agenda for this meeting and for 
adoption by Full Council on 31 March 2016 
 

31/03/16   

FARNCOMBE INITIATIVE Councillor 
Cosser 
 

274-13 Report received on 15 October 2015. Further 
reports expected at approximately six-
monthly intervals. Next full report due 28 April 
2016. However, Members are asked to note 
that a bench has been ordered for Marshall 
Road (near its junction with Lower Manor 
Road) and that this bench will be the ongoing 
responsibility of the Town Council 
 

N/A   

FLOOD ALLEVIATION – 
formerly headed 
“EMERGENCY PLANNING” 

Town Clerk 405-13 
 

428-14 

Full Council resolved to sign a Memorandum 
of Understanding with other agencies and to 
create a £25,000 earmarked reserve for a 
future Flood Alleviation scheme and, in 
principle to contribute land if necessary. 
Successful public consultation event in the 
Borough Hall on Thursday 21 January 2016.  
MoU signed on 4 March 2016. Report on the 
agenda for this meeting. 
 

23/10/14 unknown  
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TASK WHO? 
MINUTE 

REF 
PROGRESS 

ORIGINAL 
TARGET 

COMPLETION 
DATE 

AMENDED 
TARGET 

COMPLETION 
DATE 

ACTUAL 
COMPLETION 

DATE 

 

 

COMMUNICATIONS 
WORKING GROUP  

Cllr 
Reynolds 
 

 Working Group met on 1 October 2015, 2 
December 2015 and 16 March 2016. Report 
on the agenda for this meeting. 
 

   

ELECTRONIC AGENDAS Town Clerk 384-14 
 

137-15 

Report received 23 July 2015 – service of all 
agendas by post remains but incremental 
approach adopted to moving towards mixed 
service according to Members’ needs 
 

11/06/15 23/07/15  

REPRESENTATION ON 
EXTERNAL BODIES  
REPORTS:  
Godalming & District 
Chamber of Commerce 
 
SCC – Tree Wardens 
 
Godalming Museum Trust 
 
 
Sport Godalming 
 
Godalming Together CIC 
 
 
Waverley Cycle Forum 
 
SSALC (formerly SCAP&TC) 
 
District Scout Council 
 
 
Fairtrade Steering Group 
 
 
Waverley Citizens’ Advice 
Bureau 

 
 
 
Cllr Poulter 
 
 
Cllr Williams 
 
Cllr Gordon-
Smith 
 
Cllr P Martin 
 
Cllr A Bott 
 
 
Cllr Walden 
 
Cllr Cosser 
 
Cllr 
Wheatley 
 
Cllr 
Wheatley 
 
Cllr S Bott 
 

 
 
 

81-15 
 
 

81-15 
 

81-15 
 
 

81-15 
 

81-15 
 
 

81-15 
 

81-15 
 

81-15 
 
 

81-15 
 
 

81-15 
 

 
 
 
Report received 23 July 2015 
 
 
Report received 3 September 2015 
 
Report received 3 September 2015 
 
 
Report received 15 October 2015 
 
Report received 17 December 2015 
 
 
Report received 17 December 2015 
 
Report received 17 December 2015 
 
Report received 7 January 2016 
 
 
Report received 18 February 2016 
 
 
Report deferred 
 

 
 
 

23/07/15 
 
 

3/09/15 
 

3/09/15 
 
 

15/10/15 
 

15/10/15 
 
 

26/11/15 
 

26/11/15 
 

7/01/16 
 
 

18/02/16 
 
 

18/02/16 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

23/07/15 
 
 

3/09/15 
 

3/09/15 
 
 

15/10/15 
 

17/12/15 
 
 

17/12/15 
 

17/12/15 
 

7/01/16 
 



TASK WHO? 
MINUTE 

REF 
PROGRESS 

ORIGINAL 
TARGET 

COMPLETION 
DATE 

AMENDED 
TARGET 

COMPLETION 
DATE 

ACTUAL 
COMPLETION 

DATE 

 

 

 
Farncombe Day Centre 
 
Godalming/Joigny Friendship 
Association 
 

 
Cllr Gray 
 
Cllr A Bott 

 
81-15 

 
81-15 

 
 

 
Report on the agenda for this meeting 
 

 
24/03/16 

 
19/05/16 

 

Key Dates for Members’ Information (Town Events etc.) 
 

Event Date 
Farmers’ Market Saturday, 26 March 2016 

Farmers’ Market Saturday, 30 April 2016 
Rogation Sunday Sunday, 1 May 2016 
Police & Crime Commissioner’s Elections Thursday, 5 May 2016 
St John’s Spring Fair Saturday, 30 April 2016 (TBC) 
Annual Council/Mayor Making Thursday, 12 May 2016 
Godalming Run Sunday, 15 May 2016 
Farmers’ Market Saturday, 28 May 2016 

Town Show Saturday, 4 June 2016 
Queen’s 90th Birthday Sunday 12 June 2016 
Farmers’ Market Saturday, 25 June 2016 
Summer Food Festival Saturday, 2 July 2016 
Farmers’ Market Saturday, 30 July 2016 
Staycation Saturday, 6–Sunday, 14 August 2016 

Farmers’ Market Saturday, 27 August 2016 
Farmers’ Market Saturday, 24 September 2016 
Farmers’ Market Saturday, 29 October 2016 
Remembrance Sunday Sunday, 13 November 2016 
Christmas Festival & Light Switch-On Saturday, 26 November 2016 
Blessing of Crib & Carol Service Saturday, 10 December 2016 (TBC) 
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AC 10.03.16 
Agenda Item 9. 

9. ELECTRONIC PAYMENTS 
 

As previously considered by the Policy & Management Committee on 7 January 2016 (minute 
345/16 refers), it would be preferable to start paying suppliers and staff via internet banking, 
wherever possible. The following proposed process has been developed in consultation with 
Councillor Steve Bott and Internal Auditor Mark Mulberry (who has dealings with other Parish 
and Town Councils who have adopted similar methods). 
To maintain adequate control, the following process is proposed: 
 

1. Officers verify that the goods or services have been received, have been correctly 
charged and allocate a nominal code, then sign off the invoice. 

2. Finance Administrator enters invoice into General Ledger and on a regular basis 
compiles a schedule of supplier invoices to be paid. 

3. Two cheque signatories sign off the schedule of supplier invoices to be paid after 
verifying the amount, bank account details and payee are correct and that the 
expenditure is lawful (i.e. within budget). The signatories initial both the schedule and 
the invoice to evidence this check has been performed. 

4. Scheduled payments are then uploaded as an instruction to pay to the bank account 
(preferably through a file transfer to avoid potential for keying errors) and authorised 
for payment at the same time by a single cheque signatory who is present when the 
instruction is submitted. 
 

The Financial Administrator (FA) will continue to have read only access to the bank account, 
which enables the recording of receipts and payments made directly into the bank account 
on a daily basis. Read only access will also continue to allow the FA to transfer funds between 
accounts to maximise Interest Received. 
 
It is recommended that there be one bank fob card that has the ability to make actual 
payments from the Council’s bank accounts. This fob card will be stored in the Council’s 
alarmed Strongroom and will not leave Council premises. All authorised account signatories 
would be given the passcode for this fob card but must not make it known to Officers. The 
Chairman of the Audit Sub Committee would be the contact person for all signatories should 
they forget the passcode. This option carries no additional bank fees (currently £5.50 per 
month plus transaction fees). 
 
Alternatively, every signatory could have an individual bank fob card. However, this carries a 
considerably higher cost in bank fees (a one-off £350 implementation fee, monthly account 
fee of £52.50 plus transaction fees). The 2016/17 budget would be insufficient should this 
option be preferred and would thus require additional funding to be found. The considerable 
additional cost comes without any discernible benefit and therefore this option is not 
recommended for that reason. 
 
The bank advises that a daily limit of between £0 and £100,000 can be set. Officers 
recommend a limit be put in place and that it be at the level of £50,000 as currently all 
payment runs are contained within this limit. If a single payment over £50,000 needs to be 
made, the bank advises it can do so upon the authorisation of two signatories (but in that 
case, writing a cheque would be more time efficient). 
 
We would still use cheques for payments to suppliers for whom we did not have bank account 
details. However, we would expect at least 90% of payments to be made electronically. 
 
Members are asked to indicate which option, if any, they wish to support.  
 
Further, should they agree to proceed with the movement to electronic payments, they are 
asked to indicate at what level the daily limit should be set. 
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These Financial Regulations are made under Standing Order 140 and were adopted by the 

Council at its Meeting held on 15 January 2015. 

 

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 Godalming Town Council Standing Orders and any 

individual financial regulations relating to contracts.  

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. A breach of these regulations by an employee is gross misconduct. 

1.7. Members of Council are expected to follow the instructions within these regulations 

and not to encourage employees to breach them. Failure to follow instructions within 

these regulations brings the office of Councillor into disrepute. 

1.8. The Town Clerk has been appointed as RFO for this Council and these regulations 

will apply accordingly.  
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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 Regulations1. 

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;  

 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; 

                                            
1 Accounts and Audit (England) Regulations 2011/817 
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 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 £50,000; 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 

Town Clerks (SLCC). 
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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, an 

officer other than the RFO shall be required to produce bank reconciliations (for all 

accounts). The RFO 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 Audit Committee, evidenced 

by the signature of the Committee Chairman upon the reconciliations. 

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 annually by the Council and shall carry out 

the work in relation to internal controls required by the Council in accordance with 

proper practices. The appointment will be reviewed every seven years. 

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 Policy & 

Management Committee and the Council. 

3.2. The Council shall consider annual budget proposals in relation to the Council’s three 

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. 
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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 £50,000; 

� a duly delegated committee of the Council for items over £2,000; or 

� the Town Clerk, for any items below £2,000.   

Such authority is to be evidenced by a minute or by an authorisation slip duly signed 

by the Town Clerk. 

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 Town 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 Town Clerk may 

authorise revenue expenditure on behalf of the Council which in the Town 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 £1,000. The Town Clerk shall report such action to 

the Chairman of the Policy & Management Committee as soon as possible and to 

the Policy & Management Committee 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 and projected 
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annual expenditure 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 or 2% of the precept. 

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  

 

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 security and efficiency.  

5.2. The RFO shall cause to be prepared a schedule of payments requiring authorisation 

made and, together with the relevant invoices, present the schedule to the Policy & 

Management Committee. The Committee shall review the schedule for compliance 

and, having satisfied itself, shall confirm by a resolution of the Committee that the 

payments made were appropriate. The approved schedule shall be signed by the 

Chairman of the Meeting. 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.  

Personal payments (including salaries, wages, expenses and any payment made in 

relation to the termination of a contract of employment) may be summarised to 

remove public access to any personal information. 

5.3. All invoices for payment shall be verified and certified by the officer procuring the 

good/services to confirm that the work, goods or services to which each invoice 

relates has been received or carried out. All invoices for payment shall be checked 

by the officer arranging payment to confirm that the invoice represents expenditure 

previously approved by the Council and has not previously been paid. 

5.4. The RFO shall ensure that all invoices are examined for arithmetical accuracy and 

analyse them to the appropriate expenditure heading. The RFO shall take all steps to 

pay all properly verified and certified invoices submitted. 
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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. The Town Clerk/RFO shall give instruction that each payment authorised in 

accordance with Regulation 5 above 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. No Councillor should be a signatory to a transaction in which they have 

declared a disclosable pecuniary interest or in which they have any other interest. 

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 and the invoice or other voucher. 

6.6. 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 the Policy & Management Committee as made. The approval of the 

use of a variable direct debit shall be renewed by resolution of the Policy & 

Management Committee at least every two years. 

6.7. 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 the Policy & Management Committee as made. The approval of the use of a 

banker’s standing order shall be renewed by resolution of the Policy & Management 

Committee at least every two years. 

6.8. 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 Policy & Management Committee as made. The 

approval of the use of BACS or CHAPS shall be renewed by resolution of the of the 

Policy & Management Committee at least every two years. 

6.9. If thought appropriate by the Council payment for certain items may be made by 

internet banking transfer provided evidence is retained showing which members 

approved the payment. 

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 kept securely in the Council’s 
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strongroom in a sealed dated & timed envelope signed by two Councillors across the 

seal.  This envelope may not be opened other than in the presence of two 

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 or 

the Policy & Management Committee. 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 the Policy & Management 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. Where internet banking arrangements are made with any bank, an officer (not the 

Town Clerk or 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 who and what approvals are needed for each type of payment. 

6.15. 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. 

6.16. Changes to account details for suppliers, whether used for internet banking or not, 

may only be changed on written hard copy notification by the supplier and supported 

by hard copy authority for change signed by the Town Clerk or in her absence the 

Deputy Town Clerk. A programme of regular checks of standing data with suppliers 

will be followed. 

6.17. The RFO may provide imprests to officers for the purpose of defraying operational 

and other expenses. Vouchers for payments made shall be forwarded to the RFO 

with a claim for reimbursement. 

a) The RFO shall advance imprests up to a maximum of £500 for the purpose of 

defraying operational and other expenses to officers named by the Policy & 

Management Committee. 

b) The RFO shall maintain a petty cash float of a maximum of £250 for the 

purpose of defraying operational and other expenses. Vouchers for payments 

made from petty cash shall be kept to substantiate the payment. 
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c) Income received must not be paid into the petty cash float but must be 

separately banked, as provided elsewhere in these regulations. 

d) Payments to maintain the petty cash float shall be shown separately on the 

schedule of payments presented to Council under 5.2 above. 
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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 Policy & Management 

Committee (or Council if the matter affects the Town Clerk alone).  

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 

all staff. 

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 Policy & Management Committee must consider a 

full business case. 
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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 (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). 
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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. When raising an invoice an officer will deliver the top copy to the debtor, send one of 

the copies to the RFO and retain the second copy in their own records. If an invoice 

is voided all three copies should be kept in the officer’s own records. 

9.3. Each invoice pad shall be held securely by the officer to which it is issued and from 

time to time that officer may be called upon to account for each of the sequentially 

numbered invoices in the pad. 

9.4. 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. 

9.5. The Council will review all fees and charges at least annually, following a report of 

the Town Clerk.  

9.6. Any sums found to be irrecoverable and any bad debts shall be reported to the 

Council and shall be written off in the year. 

9.7. 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. 

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

9.9. Personal cheques shall not be cashed out of money held on behalf of the Council. 

9.10. 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. 

9.11. 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. 
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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. 

 

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 Town Clerk and RFO shall act after 

consultation with the Chairman and Vice Chairman the Policy & 

Management Committee); and 

vi. for goods or materials proposed to be purchased which are proprietary 

articles and / or are only sold at a fixed price. 
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b. Where it is intended to enter into a contract exceeding £60,000 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 Town Clerk shall invite tenders from at least 

three firms to be taken from the appropriate approved list. 

c.  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. 

d. Such invitation to tender shall state the general nature of the intended contract 

and the Town Clerk shall obtain the necessary technical assistance to prepare 

a specification in appropriate cases. The invitation shall in addition state that 

tenders must be addressed to the Town 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. 

e. All sealed tenders shall be opened at the same time on the prescribed date by 

the Town Clerk in the presence of at least one member of Council. 

f. If less than three tenders are received for contracts above £60,000 or if all the 

tenders are identical the Council may make such arrangements as it thinks fit 

for procuring the goods or materials or executing the works. 

g. Any invitation to tender issued under this regulation shall be subject to Standing 

Order 142 and shall refer to the terms of the Bribery Act 2010. 

h. When it is to enter into a contract of less than £60,000 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 Town Clerk or RFO shall obtain 3 quotations (priced 

descriptions of the proposed supply); where the value is below £5,000 and 

above £1,000 the Town Clerk or RFO shall obtain 2 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. 

k. The European Union Procurement Directive shall apply and the terms of the 

Public Contracts Regulations 2006 and the Utilities Contracts Regulations 2006 

including thresholds shall be followed.  
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12. Payments Under Contracts for Building or Other Construction Works 

 

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. 

12.3. Any variation to a contract or addition to or omission from a contract must be 

approved by the Council and Town Clerk to the contractor in writing, the Council 

being informed where the final cost is likely to exceed the financial provision. 

 

13. Assets, Properties and Estates 

 

13.1. The Town 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. 

13.2. 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. 

13.3. 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). 

13.4. 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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13.5. Subject only to the limit set in Reg. 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. 

13.6. 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. 

 

14. Insurance 

 

14.1. Following the annual risk assessment (per Financial Regulation 17), the RFO shall 

effect all insurances and negotiate all claims on the Council's insurers. 

14.2. The Town Clerk shall ensure that all new risks, properties or vehicles which require 

to be insured or any alterations affecting existing insurances is effected immediately. 

14.3. The RFO shall keep a record of all insurances effected by the Council and the 

property and risks covered thereby and annually review it. 

14.4. 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. 

14.5. 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. 

 

15. Risk Management 

 

15.1. The Council is responsible for putting in place arrangements for the management of 

risk. The Town Clerk shall cause to be prepared, 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. 

15.2. When considering any new activity, the Town Clerk shall cause to be prepared a 

draft risk assessment including risk management proposals for consideration and 

adoption by the Council.  
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16. Suspension and Revision of Financial Regulations 

 

16.1. It shall be the duty of the Council to review the Financial Regulations of the Council 

from time to time. The Town 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. 

 

16.2. 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. 

 

 



 

Weekend Caretaker Advert 

 

 

Vacancy for a Weekend Caretaker 
 

Can you help? 
 
Godalming Town Council is looking for a weekend caretaker to look after the newly refurbished 
Wilfrid Noyce Centre predominantly on Saturdays with some Friday evenings and Sundays by 
arrangement. Guaranteed basic hours are five hours a week to be worked on Saturdays with 
additional hours possible on Friday evenings and Sunday afternoons dependent upon bookings. 
 
If you think you could be part of a small staff team and play a part in the future of this great 
community facility then we would love to hear from you. 
  
Pay: £8.43ph plus paid holiday. 

 
For more details and an application pack contact the Facilities Manager, Andy Jeffery on 
01483 523575 or email office@godalming-tc.gov.uk  
 
Closing date:  Monday, 18 April 2016 at midday. 
 
Interviews for this post will take place on Saturday, 23 April 2016 



  

 

 

JOB DESCRIPTION 

 

Job Title Weekend Caretaker  
 

Reporting to Facilities Manager 
 

Location Based at the Wilfrid Noyce Centre, Crown Court, Godalming GU7 1DY 
 

Role To provide a service which ensures the safe and proper use, maintenance and 
security of the Wilfrid Noyce Centre at weekends. 
 

Hours of 
Working 

5 hours per week (Saturday working) with the possibility of overtime for additional 
weekend hours (including Friday evenings) if required.  
 

Salary £2,193 (£16,231 pa pro rata  (SCP 14)) 
 

 

Main Purposes 

To provide a service which ensures the safe and proper use, maintenance and security of the 
centre 
 
Skills & Experience 
Able to deal and communicate with a range of people face to face and over the telephone 
 

Practical skills to deploy and store tiered seating and arrange layout of tables and chairs for a 
variety of events. 
 

Practical skills to deal with events that may affect the operation of the centre i.e power trips. 
 

Main Duties 
a) Provide as required access to hirers of the centre and secure when necessary the premises 

after completion of hire. 
 

b) Set out and clear away furniture as required for special events (chairs, tables and tiered seating). 
 

c) Demonstrate operation of centre equipment as required by type of hiring.  
 

d) Ensure that the Centre is clean, tidy and in a safe condition and ready for the next user. 
 

e) Ensure the perimeter of the Centre is kept free of litter. 
 

f)  Ensure consumable supplies are replenished. 
 

h) Report any arising defects to the Facilities Manager. 
 

i) Carry out other duties as directed by the Facilities Manager.  
 

j) Act as one of the named keyholders for emergency call out (additional payment if call-out required). 
 

Additional Information 
Basic hours are to be conducted predominately between 12.30 and 23.00 on a Saturday as 
determined by the hall use. Additional hours may be offered for specific Friday evenings/Sunday 
afternoon events at £8.43 per hour. 
 



Weekend Caretaker - Additional Information 

 
 

ADDITIONAL INFORMATION 
Weekend Caretaker  

 

TERMS & CONDITIONS OF EMPLOYMENT 
 

Terms and conditions of employment are as set out in the National Joint Council (NJC) for Local 
Government Services National Agreement on Pay and Conditions. 
 
This appointment will be subject to satisfactory references and occupational health clearance.  The 
successful applicant will be required to complete a confidential health questionnaire (to be forwarded 
direct to the Town Council’s occupational health advisor) and to provide evidence of the right to work 
in the UK (usually this will be a passport). 
 
The appointment will also be subject to the completion of a six-month probationary period.  
 
PLACE OF WORK 
 
The Weekend Caretaker will be based at the Wilfrid Noyce Centre, Crown Court, Godalming, 
Godalming GU7 1DY.  

 
SALARY & HOURS OF WORK 

 
The hours for this job are 5 hours a week to be worked predominantly on Saturdays (though flexibility 

to work some of the hours on a Sunday may be discussed). The salary for this post is £2,193 per 
annum. The salary grade for this post is based on NJC pay scales (spinal column points 14) and is 
calculated pro rata (based on a standard working week of 37 hours).  Additional hours worked for 
attendance at Friday evening and/or Sunday events will be paid at £8.43 per hour. 
 
All Godalming Town Council staff are paid monthly by cheque on the twenty-second day of each 
month (although it is anticipated that the Council will move to payment by direct credit before the 
post is filled). 
 
LEAVE ENTITLEMENT 

 
The leave entitlement for this post is 25 hours (or 5 days) per annum (rising to 30 hours (6 days)) 
days after 5 years’ continuous Local Government service. Additionally where Christmas Day, Boxing 
Day or New Year’s Day fall on a Saturday there will be no requirement to work those days.  
 
PENSION 

 
The postholder is entitled to become a “pensionable employee” by joining the Local Government 
Pension Scheme and will automatically be admitted to the scheme unless opting out in writing or 
contributing to another scheme, which deems the individual unable to contribute to the LGPS 
Scheme.  This scheme is operated for this Authority by Surrey County Council.  Employee’s 
contribution rates are currently 5.8% of salary. 
  



Weekend Caretaker - Additional Information 

 
INSURANCE 
Personal Accident and Assault 
As a responsible employer the Town Council is anxious to minimise the risk to its employees of 
personal accident or assault whilst performing their duties.  The Council will therefore insure the 
postholder against death or permanent disablement arising from and in the course of their duties. 
 
CODE OF CONDUCT 

 
All employees of Godalming Town Council are expected to comply with the Godalming Town 
Council’s Officer Code of Conduct and other policies of the Council. 
 
APPRAISAL 
 
All employees of Godalming Town Council will receive an annual Appraisal/Development Review.  . 

 
TRAINING  

 
Godalming Town Council will provide all necessary training.  
 
HEALTH AND SAFETY  

 
All employees of Godalming Town Council are expected to familiarise themselves with and to comply 
with Godalming Town Council’s Health & Safety Policy (copy available on request). All required 
Personal Protective Equipment and Health & Safety training will be provided. 

 
MORE INFORMATION 
 
If you would like more information about the post please contact Andy Jeffery, Facilities Manager on 
01483 523112 (operations@godalming-tc.gov.uk). 
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Agenda Item 12 

 
12 GODALMING FLOOD ALLEVIATION SCHEME 

 
Members will be aware that Godalming Town Council (GTC) has been working in partnership 
with the Godalming Flood Alleviation Scheme Steering Group (GFASSG) to create flood 
resilience to those homes and businesses effected by the 2013/14 flooding of the Meadrow 
and Catteshall Road area. Whilst the focus of the GFASSG has been on the issues 
surrounding the Hell Ditch area of the River Wey and its tributaries, the Environment Agency, 
Surrey County Council (SCC) and the Thames Regional Flood & Coastal Committee have 
had to assess any scheme for Godalming in a wider context of both funding and impact on 
other areas within the Wey Valley.  To that end the Godalming Flood Alleviation Scheme 
forms part of a wider consideration known as the Wey Flood Alleviation Schemes, which 
include structural improvements, local property protection, floodplain management and 
catchment management with the aim of reducing flood risk from the River Wey.  These 
schemes will be delivered in a phased approach for Godalming, Guildford, Old Woking and 
Byfleet & Weybridge.  
 
Due to its early community support, commitment from GTC, SCC and Waverley Borough 
Council (WBC), the first phase of the Wey Flood Alleviation Scheme is focusing on 
Godalming.  
 
Following the successful public meeting held in the Borough Hall on 22 January, a GFASSG 
meeting was held on 4 March. At that meeting it was reported that a Strategic Business Case 
for project development to the start of construction phase was being finalised for submission 
to the National Project Appraisal Service (NPAS). However, a funding shortfall of £280,000 
was also reported. Those present noted that for the Godalming Flood Alleviation Scheme to 
proceed there is a need to obtain commitments for partnership funding for the predicted 
shortfall. 
 
On further clarification the requirement for upfront funding was identified as £30,000 with the 
remaining shortfall being a commitment to support the ongoing maintenance of the structure 
to the sum of £2,500pa over the 100-year lifetime of the scheme (hence the accumulated 
sum of £250,000) beginning in financial year 17/18 
 
Agreement, subject to approval, was achieved for bridging the upfront shortfall by additional 
contributions from SCC and WBC with new contributions being made by the utility 
companies.  Although the commitment to funding is required before the scheme can be put 
forward to the NPAS the funds are not required until financial year 2017/18.  On further 
discussion the utility companies indicated their preference would be to deposit the funds with 
GTC during financial year 16/17 for release by GTC when required. 
 
The ongoing maintenance fund proved to be the more challenging issue due to the difficulties 
of other partners of the GFASSG to create specific revenue reserves for the maintenance of 
an individual scheme. 
 
In consultation with the GTC councillors present at the 4 March GFASSG meeting, it was 
agreed that a proposal would be brought to this committee to ascertain whether GTC is 
prepared to provide further support to the Godalming Flood Alleviation Scheme to ensure 
that it is able to progress to construction, thus providing flood risk reduction, up to a 1 in 100 
standard of protection, to the 96 properties in the affected area. 
 
The proposal in front of this committee is that GTC commit to creating a revenue fund of 
£2,500 per annum to be used for the general maintenance of the structure. This would include 
requirements such as mowing of the earthen banks, periodic maintenance of the road gate 
or wooden facing panels if the final design faces the wall in wood.  Any residue of the revenue 
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fund would be required to be transferred to an earmarked reserve for future use. This fund 
would be for general maintenance and not major repair.  
 
If Members agree to the proposal, this would in effect make GTC the largest single 
partnership contributor at £438,000 over the lifetime of the scheme - £163,000 as nominal 
value of the GTC land the scheme will be constructed upon, £25,000 in upfront financial 
contribution and £250,000 in ongoing maintenance costs.  Other partnership contributions 
include £105,000 upfront financial contribution from WBC and £350,000 upfront funding from 
SCC. 
 
When agreeing to sign up to the Memorandum of Understanding that underpins the GFASSG 
(Minute 428-14 refers),  GTC accepted that although it does not have any direct responsibility 
for flood risk management, it does accepts some responsibility for the well-being of its 
residents. As such GTC agreed to make representations to those authorities who do hold 
responsibility for flood risk management and provide such support as it can to those 
authorities. This support would include financial contributions when such contributions 
provide a direct benefit to the residents of Godalming. 
 
If Members agree to support the proposal they will be acting under Section 137 (1) & (2) of 
the Local Government Act 1972, in as much that GTC may, subject to certain provisions, 
incur expenditure which they consider to be in the interests of, and will bring direct benefit to, 
their area or any part of it or all or some of its inhabitants. This includes the power to contribute 
towards the defraying of expenditure by another local authority in or in connection with the 
exercise of that other authority’s functions. 
 
If Members agree to support the proposal, the cost to the GTC budget could be absorbed by 
the anticipated growth in the tax base due to the dwellings at Tanner House (Godalming Key 
Site) coming on stream during financial years 16/17 & 17/18 (the first 34 properties are 
scheduled for occupation in October 2016 with the remaining 103 following on thereafter). 
The tax base would need to increase by an additional 43.23 properties based on the 2016/17 
Band D equivalent to cover the cost of this proposal.  
 
Members are asked to indicate whether they wish to agree the proposal, 



WILFRID NOYCE CENTRE COSTS - UPDATED 16 MARCH 2016

Projected/ 

Actual  

Expenditure 

Actual 

Expenditure 

to Date

EXPENDITURE 2015/16

Misc Costs 1,871.65
1

1,871.65

Information Boards & Plaques 2,035.00
1 & 2

2,035.00

Party Wall Agreement 1,250.00
1

1,250.00

Waverley Fees 1,470.00
1

1,470.00

Post Contract Fees 42,678.00 42,678.09

Additional Structural Engineering Fees 2,582.50
1

2,582.50

CDM-Health & Safety 3,375.00
1

2,835.00

Building Regulation Fees 1,950.00
1

1,300.00

Thames Water 3,302.40
1

2,752.00

Southern Gas Network 1,822.05
1

1,822.05

Southern Electric 2,454.52
1

2,454.52

Asbestos Clearance 11,675.00 11,675.00

Tendered Build Costs 844,887.90 770,221.26

Kitchen Equipment Fit Out 20,971.00 20,237.20

Kitchen Extraction & Air Supply 17,050.00 16,453.25

Lighting , AV, Induction Loop 31,486.00 31,486.00

Furniture Fit Out 23,652.00 23,652.00

Physical Fire Shutter 2,495.00 2,495.00

Fire Safety Order 1,000.00 0.00

Crockery & Cutlery 2,497.38 2,497.38

Kitchen Utensils 1,000.00 651.81

Door Locks 1,601.05 1,601.05

Secure Roller Cage Storage 266.70 266.70

Window Coverings 5,087.17 5,087.17

Portable staging 4,158.02 4,158.02

Safety equipment 258.55 258.55

Built in Storage 338.22 338.22

Additional Ground and gardening works 10,082.98 10,082.98

Tiered Seating Fit Out 24,742.00
2

0.00

Rational Combi Oven SCC 201 system 19,143.00
2

19,143.00

Difibrillator 1,316.37
3

1,316.37

Foyer Furniture 1,023.00
4

1,023.00

Electronic Display Screen 1,500.00
3

Total Expenditure 1,091,022.46 985,694.77

INCOME

Borrowing 841,000.00

Wilfrid Noyce Refurb Scheme (367) 180,177.00

Virement 2015/16 7,000.00

Chamber of Commerce 20,000.00

Caudle Memorial Trust Donation 38,000.00
2

Surrey County Council (Cllr Cosser) 450.00
4

Surrey County Council (Cllr Martin) 2,000.00
3

GOLO 500.00
4

Total Income 1,089,127.00

Current Shortfall (Excess of Exp over Inc) 1,895.46

Notes:
1
 Total Expenditure includes £20,165.60 of expenditure not initially allowed for

2 
Funded or partly by donation from the Caudle Memorial Trust.

3
 Defribrillator & Electronic Display funded by SCC Councillor Martin
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Farncombe Day Centre Report – February 2016 
 
The past year has been a busy one at the Farncombe Day Centre, which provides a range of services and 
activities for older people in the Godalming and Farncombe area.  Demand for the Day Centre services 
remained strong, with the Day Centre serving an average of 140 lunches per week in 2015.   
 
 There continues to be a real need for the Day Centre’s minibus, which enables the less mobile to come to 
the Centre and socialise as well as accessing the amenities of the Farncombe area.   In 2015, minibus user 
numbers increased by nearly 20% to an average of 60 users/week.  With projections of a growing older 
population in Waverley, services such as the Day Centre minibus are going to be increasingly needed as a 
way to enable people to stay in their own homes, yet remain socially active and not become isolated.  
 
The Day Centre continues to be run by a committed team of staff and volunteers.  All the staff are very 
dedicated and their commitment extends beyond their formal hours of work.  In addition, the Day Centre 
could not do what it does without the support and commitment of its 50 or so volunteers on the minibus as 
escorts; on the servery and in the kitchen, helping to serve refreshments and washing up; taking lunch 
money; as members of the Executive Committee; and as fundraisers.  The Day Centre is always in need of 
new volunteers, and in particular would welcome more younger volunteers. 
 
The Day Centre has a monthly programme of entertainment, activities and the ever popular Bingo. The 
activities included arts and crafts and gentle exercise sessions, which are open to anyone who would like to 
come and participate.  There were also regular day trips including the very popular trip to the seaside for 
fish and chips, outings to local garden centres, and a canal trip from Dapdune Wharf.  A full listing of each 
month’s events are posted on the Day Centre’s website: http://farncombedaycentre.org.uk/wp/events/  
 
The Day Centre premises are used to provide chiropody and podiatry services.  The Day Centre provides a 
bathing service for those requiring bathing assistance using the Parker Bath in the adjoining Bowring House. 
Eye care services are regular users of the Day Centre and clothing suppliers also make regular visits, 
enabling the less mobile to buy clothes and shoes at reasonable prices.   All these activities are in addition 
to the provision of a hairdressing salon.  A team of three hairdressers provide a daily service for the local 
community as well as those who attend the Day Centre.   
 
The Day Centre is grateful to Waverley Borough Council and the Voluntary Grants Panel for their continuing 
financial support.  Local government grants accounted for 36% of the Day Centre’s income in 2014/15.  Last 
year the Day Centre also received generous grant funding to support its minibus services from the 
Community Foundation for Surrey.  Self‐generated income (lunch charges, minibus fares, etc) accounted for 
44% of the Day Centre’s income in 2014/15, with donations, generously provided by the local community, 
businesses and individuals, accounting for 14%.   For instance, the Godalming Lions and Round Table 
enabled the provision of free Christmas lunches for all Day Centre users.   
 
The Day Centre actively manages its expenditures and continues to seek new ways to help reduce costs.   
For instance, in recent years, the Day Centre has established relationships with the local allotment groups 
which generously donate their excess produce to Day Centre.  The Day Centre Executive Committee only 
seeks to increase its charges in line with inflation.  However as Farncombe is one of the more deprived 
areas of Waverley, charges cannot be raised excessively. 
 
 
In 2014/15, the Day Centre concluded a three‐year Service Level Agreement with Waverley Borough 
Council, which has helped with financial planning.  However the continuing squeeze on local government 
and voluntary sector funding means there is still a degree of uncertainty as to future resources.  
Notwithstanding the Day Centre’s Executive Committee is very cognisant of the need to continue to seek 
alternative financial sources and continues to work hard to ensure the Day Centre is properly funded.    



 
The support of Waverley Borough Council, the Town Council, local organisations and volunteers are crucial 
to ensuring the Day Centre continues to offer its much needed services to the elderly   in the Godalming 
and Farncombe area.  This is especially  relevant  as demand from an aging population will increase the 
demand and need for its services. 
 
 
February 2016 
 



























































































































































































 

GODALMING TOWN COUNCIL 
 

Disclosure by a Member1 of a disclosable pecuniary interest or a non-pecuniary interest in a matter under consideration at a meeting (S.31 (4) 
Localism Act 2011 and the adopted Godalming Members’ Code of Conduct). 
 

As required by the Localism Act 2011 and the adopted Godalming Members’ Code of Conduct, I HEREBY DISCLOSE, for the information of 
the authority that I have [a disclosable pecuniary interest]2 [a non-pecuniary interest]3 in the following matter:- 
 

COMMITTEE:      DATE: 
 

NAME OF COUNCILLOR:         
 

Please use the form below to state in which agenda items you have an interest.   
 

Agenda  
No. 

Subject Disclosable 
Pecuniary 
Interest 

Non-
Pecuniary 
Interest 

Reason 

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
Signed         Dated         

 

                                                 
1 “Member” includes co-opted member, member of a committee, joint committee or sub-committee 
2 A disclosable pecuniary interest is defined by the Relevant Authorities (Disclosable Pecuniary Interests) regulations 2012/1464 and relate to employment, office, trade, 
profession or vocation, sponsorship, contracts, beneficial interests in land, licences to occupy land, corporate tenancies and securities 
3 A non-pecuniary interest is defined by Section 5 (4) of the Godalming Members’ Code of Conduct. 
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